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Contact Information 
This tutorial provides basic information about accessible document design using a word 

processor. Most word processors have similar tools. However, Microsoft is making a 

concerted effort to improve the ability to create accessible content and use its applications 

using adaptive technology such as a screen reader. I am a person who uses a screen reader, 

although sometimes I use screen magnification. This tutorial uses keyboard commands to 
perform tasks rather than mouse clicks. 

Karen McCall, M.Ed. is a Microsoft MVP for Office Apps and Services (formerly Word)(2009 
to present) and a Microsoft Accessibility MVP (2014 to present  

Note: This handout’s content is copyrighted from other publications by 

Karen McCall. The titles and their ISBNs can be found on the Karlen 
Communications website, Online Courses, Publications and Services1 page.  

Introduction 
This tutorial is based on Word from the Office 365 subscription. Stand-alone versions of 

Office 2013 or 2016 are not updated with the most recent accessibility features. If you 

work in accessible document design, you will need to use the subscription version of Office. 

I know…I resisted as long as possible, but the new tools make life easier when using Office 

applications with adaptive technology or creating more accessible content. 

You will notice that I will not guarantee that digital content is fully accessible. The level of 

accessibility depends on the application the content is being viewed in, the age of the 

adaptive technology being used, and the user verbosity settings in both the application and 

the adaptive technology. For example, If you open a PDF document PDF/UA 1 conforming 

(2014) with Adobe  Reader 6 (2008), the adaptive technology will not access all of the 

features built into the Tags/PDF. Likewise, if someone is using Adobe Reader 6 with JAWS 

10, they will not be able to take advantage of new settings and scripts to access information 
in the document.  

Additional documents are attached to this PDF for topics I’ve developed more specific 

tutorials for.   Older documents are on the Karlen Communications website, while updated 

versions are housed in an accessible online repository at the Karen McCall School in 
Teachable2. 

Have fun! 

 
1 Karlen Communications, Online Courses, Publications and Services: 
http://www.karlencommunications.com/products.htm  
2 Karen McCall School in Teachable (free updated tutorials: https://karen-mccall.teachable.com/p/microsoft-
office-tutorials-and-resource-documents ) 

https://www.karlencommunications.com/products.htm
https://karen-mccall.teachable.com/p/microsoft-office-tutorials-and-resource-documents
https://karen-mccall.teachable.com/p/microsoft-office-tutorials-and-resource-documents
http://www.karlencommunications.com/products.htm
https://karen-mccall.teachable.com/p/microsoft-office-tutorials-and-resource-documents
https://karen-mccall.teachable.com/p/microsoft-office-tutorials-and-resource-documents
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Accessible Elements to a Document 
There are several elements you can use to create more accessible Word documents: 

• Create templates for individual documents such as letters, reports and newsletters. 

• Use Themes and Style Sets so that if someone can’t use the colours, fonts and font 

sizes you’ve chosen, they can use their Style Set or a different Theme. 

• Use heading styles and custom heading styles. 

o Always make sure that the Headings are sequential! DO NOT skip Heading 
levels! 

• Use inherent document structures such as lists. 

• Insert, don’t draw tables. 

• Don’t allow table rows to break across pages. 

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

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

• Provide Alt Text for images and objects. 

• Provide Captions for tables, images and equations. 

• Use contextual links supported by footnotes or endnotes. 

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

o You can create a more accessible form by using a Word template with no 

symbols or underlining to represent form controls, saving the Word 

document as a tagged PDF and adding the form controls in Adobe Acrobat. 

• Check the colour contrast if you are using colours on text. 

Always create a template for the various types of documents you’ll use. This gives each 
document a consistent and distinct look and feel more accessible. 

Take advantage of Themes and Style Sets in the 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 personalised Style Set, the level of accessibility can be optimised. 

Clearing Formatting! 
One of the barriers to accessibility is the formatting that often comes with repurposing 

content from one document to another or when document authors use direct formatting, 

both of which bring the source document’s formatting into your current document or 

template. This can create chaos in styles and formatted content in ways you don’t want or 
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need. It is essential to clear the formatting of anything you add to your current document or 

template. This should be done BEFORE you bring it into the recent document or template.  

There are several ways to clear formatting from selected content in Word: 

• Select the text in the source document and press Alt + H, E to “erase” the formatting. 

• Selecting a paragraph and pressing Ctrl + Q will reset the paragraph to the margin 

without clearing formatting. 

• Selecting a paragraph and pressing Ctrl + Spacebar will clear manual formatting 

such as Bold or Italic. 

• Set the Copy and Paste options in the Word Options dialog to match the destination 

formatting or Keep Text Only. 

 

Figure 1 Cut, Copy and Paste settings in Word Options dialog. 

There is no Mac equivalent to these settings in Word. 

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 this setting, it is OK to “Keep Source Formatting” because you are copying 

and pasting within the same document and most likely want to move content 
around, not get rid of wonky formatting. 

4. Press Tab to move to the following setting. 

5. The following setting allows copying and pasting content from one document into 

another. For this setting, choose Keep Text Only, which will remove formatting from 

the source content as it is being pasted into the current document. 
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6. Press Tab to move to the following setting. 

7. The following setting is for copying and pasting content from other applications into 

Word documents. For this setting, choose Keep Text Only so that any formatting in 

the source application will be removed when you paste the content into a Word 

document. 

By default, copying images or pictures into Word will result in Inline objects. 

In addition to these main settings for copying and pasting, Smart Copy and Paste options 

are found under a Settings button in the same area of Advanced settings (not available in 

the Mac version of Word). If you press Alt +S, you will move to and check the check box for 

“Use Smart copy and paste options”, which will reveal a Settings button (once the check box 

is checked, press Tab to move to the Settings button and press Enter.) 

 

Figure 2 Smart Paste Settings in Word 2010. 

The advanced copy and paste settings are: 

• Alt + D for “Use default settings for Word 2002-2010. 

• Alt + W for “Adjust Sentence and Word Spacing Automatically”, which is checked by 

default. 

• Alt + P for “Adjust paragraph spacing on paste”, which is not checked by default. 

• Alt + G for “Adjust table formatting and alignment on paste”, which is checked by 

default. 

• Alt + S for “Smart style behaviour”, which is checked by default. 
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• Alt + letter O for “merge style formatting when pasting from Microsoft PowerPoint”, 

which is checked by default. 

o I usually uncheck this. 

• Alt + E for “Adjust formatting when pasting from Microsoft Excel “is not checked by 

default. 

• Alt + M for “Merge pasted lists with surrounding lists “  is checked by default. 

o I usually leave this, but you might want to uncheck if you have problems 

copying and pasting content in lists or near lists. 

It is helpful to know that these settings exist to change them if you need to. 

Paste Options 
When you paste text from another application or even another Word document, and you 

don’t know if there is formatting attached to it, the last line of defense for pasting text only 

is in the Paste Options from the context menu. 

1. Select some text. 

2. Press Ctrl + C to Copy it. 

3. Position the cursor where you want to put the text. 

4. Press the AppKey and use the Down Arrow to get into the Paste Options. 

5. Use the Right Arrow to locate Text Only. 

6. Press Enter to paste only the text into the document. 

 

Figure 3 Paste Options showing Text Only. 

Navigation Pane 
Those who use adaptive technology, such as the JAWS screen reader, may have access to a 

document's headings list. Not all adaptive technology has this feature. It is also helpful for 
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those creating documents to check to ensure that the text they want is headings or 

navigational points using the Heading level style. 

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

When remediating Word documents, I always keep this open. It shows what text is a 

heading and the hierarchical structure of headings. 

 

Figure 4 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 the focus is on the document will 
either open or close it (check or uncheck it). 

 

Figure 5 List of Headings in a Word document from the JAWS screen reader. 
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The preceding image shows the Headings List from the JAWS screen reader. Headings and 

their level are listed. This provides information on the hierarchy of content in the 

document and is 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. 

 

Figure 6 Navigation Pane in Word. 

The Navigation Pane shows you the content hierarchy in your document and whether 

Heading levels have been skipped. Each Heading level is nested one under the other in 

incremental indents. DO NOT skip Heading levels in documents! 

If you convert the document to a tagged PDF, the headings will become Bookmarks. The 

Navigation Pane gives you a preview of what items will be in the Bookmarks. 

Headings are also the basis for generating a Table of Contents. 

The Navigation Pane is accessible to those using adaptive technology with a keyboard or 

who use the keyboard alone.  

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

The first step is to create a template. 

There are two ways to create a template. The first is the easiest. 

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. Press Tab to move to the Files of Type list and choose Word Template (DOTX). 

4. 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. 

The second method goes through the File/Backstage area. 

1. Press Alt + F for File. 

2. Press A for Save As. 

3. Press Y, 3 to move to the Filename edit area. 

4. Press Y, 4 to move to the Files of Type and choose Word Template. 

5. You can press Y, 6 to bypass this interface and launch the Save As dialog. 

 

Figure 7 File, Save As area showing various parts of the save process for templates. 

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. 

Once you save your template, 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!  
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Pinning Documents to the Recent Documents List 
I recommend pinning templates 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 must be in the list of Recent Documents.  

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

3. Press the Tab to move into the list of Recent Documents, then Tab again to move to 

the actual list. You will hear the name of the first document in the list using a screen 

reader. Use the Up and Down Arrows to find the document you want to pin to the 

list. 

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

5. 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 document’s name. The list of 
Recent documents is alphabetical. 

 

Figure 8 Document context menu in the 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." 

Press Alt + F, R for File/Backstage area, Recent Documents to use the template.  

When you locate the document in the list of Recent Documents, right-click or press the 
AppKey and choose “Open a Copy.” 
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Note: 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 

Personal or 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. Pinning documents and templates you use often or are working on over a 
long period makes using templates much easier if you use adaptive technology. 

Themes 
You can use Themes to mix and match colours, fonts or effects. You can even create a new 

Theme with your branding colour palette or modify an existing Theme (and give it a new 
Theme name). 

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., 
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Figure 9 Themes Gallery in Word. 

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

T, E to open the Effects choices. You can’t change the Effect’s colours. They are based on the 

Theme colour palette. 
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Figure 10 Themes Colour and Themes Font Galleries in Word. 

A Theme is made up of four parts: 

• The Theme itself. 

• Theme Fonts. 

• Theme Colours. 

• Theme Effects. 

You can modify the fonts and colours of the Themes but not the Theme Effects. We’ll look at 

changing the colour in the PowerPoint section of this handout. 

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

While the template is open, just before you close it, press Alt + G, T, H, S to save the current 
Theme (Design Ribbon, Themes, Save Current Theme). 

Focus is in the area where you can give the Theme a name. 
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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 Theme Fonts and Theme Colours based 
on your choices. 

You can choose an existing template such as a report, invitation, flyer or another type of 

document by pressing Alt + F, N, then number 1 for Business, 2 for Industry, 3 for Personal, 
4 for Design Set, 5 for Event, 6 for Letter or 7 for Education. 

 

Figure 11 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. 

If you want to work with the default blank Word document, press either Alt + F, N, L for 
File/Backstage area, New, Blank Document or Ctrl + N if the Start Screen is not visible. 

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 the text to make it look 
like a change in topic. 

To create a more accessible document, use proper and custom heading styles based on 

existing ones. It would help if you also used Heading Styles in a hierarchical order, moving 

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. 
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Headings must be in sequential order in a document. This means that you have Heading 1 

followed by Heading 2 followed by Heading 3 and Not Heading 1 followed by Heading 3 or 
Heading 2 followed by Heading 4. 

Using screen readers or Text-to-Speech tools depend on sequential Headings to navigate 

documents. If a Heading level is skipped, we begin troubleshooting to see if our adaptive 

technology is not working correctly. We somehow missed content, or that content needs to 

be added to the document. Using sequential Headings in documents means that we don’t 

start flinging content on the Page without first designing the structure of that content. We 

plan the structure and Headings of our documents. We also don’t use Heading levels just 

because they look a certain way. We modify the look and feel of Headings so that the 

hierarchical or sequential structure of the document is retained. 

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 unfamiliar with keyboard commands, use the Apply Styles Pane by pressing 
Ctrl + Shift + S. 

 

Figure 12 Apply Styles Pane showing the Normal Paragraph Style in use. 

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 

the focus is in the Apply Styles Pane will close it. To focus back on the Apply Styles Pane, 

press Ctrl + Shift + S again. 
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I recommend putting the Apply Styles Pane on the Quick Access Toolbar. There are 

instructions on doing this in the Office 2013 Settings and Changes3 document on the Karlen 
Communications website. 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 

keyboard, you cannot use first-character navigation, so this tool is better left to mouse-

dependent users. 

 

Figure 13 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 where the icon on the Home Ribbon is tiny and using the keyboard command to show 
the Styles Pane will save you time. 

 

Figure 14 Styles Pane in Word. 

 
3 Office 2013 Settings and Changes, Karlen Communications web site: 
http://www.karlencommunications.com/MicrosoftOfficeAccessibility2013.html  

http://www.karlencommunications.com/MicrosoftOfficeAccessibility2013.html
http://www.karlencommunications.com/MicrosoftOfficeAccessibility2013.html
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Pressing Alt + H, F, Y again while focusing on the document will close it. If the focus is on 

the Styles Pane, press Ctrl + Spacebar, C to Close it. 

An advantage of using proper heading styles to create a logical structure is the ability to 

generate a linked table of contents. In turn, conversion tools leverage headings in Word to 

create navigational points in tagged PDF, EPUB, Braille and other formats. 

 

Figure 15 Linked Table of Contents for this document. 

If you want keyboard commands for heading levels 4 through 6, there is4 a document on 
the Karlen Communications website. 

Putting the Apply Styles Pane on the Quick Access Toolbar 
Word has the Quick Styles Gallery that is visible to see the Style in use. 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 if you are using the keyboard. 

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

 
4 Customizing Keyboard Commands in Word, Karlen Communications: 
http://www.karlencommunications.com/MicrosoftOfficeAccessibility2013.html  

http://www.karlencommunications.com/MicrosoftOfficeAccessibility2013.html
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Figure 16 Apply Styles Pane. 

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

1. Press Alt + F, T to open the Word Options dialog. 

2. Press Q to move to the Quick Access Toolbar category. 

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

4. Choose All Commands from the list of commands. 

5. Find “Style” with no other verbiage or icon associated with it. 

6. Press Alt + A to add it to the Quick Access Toolbar. 

7. Tab to and press Enter on the OK button to confirm the addition. 
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Figure 17 Word Options dialog showing the Quick Access Toolbar category and process to put Apply Styles 
Pane on Quick Access Toolbar. 

The Quick Access Toolbar can be accessed by pressing Alt + a number. In this case, the 
Apply Styles Pane is Alt +5 because it is the fifth item on my Quick Access Toolbar.  

 

Figure 18 My Quick Access Toolbar. 

Other tools you will want to put on the Quick Access Toolbar are: 

• Unlink Fields if you work with journal articles. 

• Send to Microsoft Office PowerPoint in the Commands, Not in the Ribbons. This will 

let you create your PowerPoint content in Word and then send it to PowerPoint to 
add the bling or eye candy. 

• 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.) 
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Figure 19 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.  

Modifying an Existing Style 
If you don’t like the way Heading 1 looks, you can change it. Creating a template is the best 

way to do this without corrupting the normal blank document in Word. For example, if we 

have a Report template, we can modify Heading 1 to look the way we want. We can also 

modify the Normal Paragraph Style font and font size to create a new document based on 

the template; it will have the look and feel we want. 

To modify an existing style: 

1. Select some text and format it with the Style you want to modify. 

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 will modify it. The Modify Style dialog 
looks the same as the New Style dialog. 
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You can right-click on a style in the Quick Styles Gallery and choose Modify if you are 

mouse-dependent. 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. 

 

 

Figure 20 Modify option from the context menu in the Quick Styles Gallery. 

The Modify Style dialog looks the same as the New Style dialog. You can make any changes 
to the font, font size, font colour, Paragraph spacing, borders or alignment. 

 

Figure 21 Modify Style dialog for the Heading 1 Style. 
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Custom Headings 
You can create custom headings based on existing headings if you need more than one look 

and feel for a heading level. This is the key to accessibility: the new headings are based on 

the existing heading structure in Word. 

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

You can add random text to a Word document by typing one of 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) 

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 with three buttons. 

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

style. 

 

Figure 22 New Style button in the Styles Pane. 

If you are creating a new Heading Style, I 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 create a template for others to use. If 

you are 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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Figure 23 Custom Heading 1A Style based on Heading 1. 

Note: In the preceding image, I’ve created a Heading 1A based on Heading 

1. This is important. Creating a Heading 1A based on the Normal 

paragraph style will not be a real heading. You must make any new 
heading styles based on an existing heading style. 

You can now make formatting changes that apply to a Heading 1A in your documents. 

When you are finished, don’t check automatic updates! 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. 

You need to decide 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 in either the Modify Style or New Style dialog. 



 

Page 25 of 35 
 

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

 

Figure 24 Paragraph dialog, Line and Page Break tab, Page Break Before check box. 

To add a page break before the 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 Shift + Enter and is easy to remove if 
you have to due to additional content or reorganising of content. 
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To remove the page break before, go back to the Paragraph dialog and uncheck this check 

box. This method consistently makes adding or removing the page breaks before content 
faster and easier.  

Bulleted and Numbered Lists 
Use the Bullets and Numbers tools to create standard lists. Avoid using non-Unicode 

symbols for lists. 

 

Figure 25 Bullets and Numbering icons in the upper left of Paragraph Group. 

The following image shows the Bullets Gallery, the Numbering Gallery and the Multilevel 
List Gallery. 

 

Figure 26 Bullets Gallery (Left), Numbering Gallery (Centre) and the Multilevel List Gallery (Right). 

Adding Space Between Bulleted or Numbered List Items 
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. 
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Modify the List Paragraph Style to ensure that all lists in a document have the same 

spacing.  

Select the text in a list, so the List Paragraph Style is identified as used. You can look at the 

Quick Styles Gallery to see if it is highlighted, or using the JAWS screen reader, you can 

press JawsKey + F to get font information at the cursor point. If you are using another 

screen reader or Text-to-Speech tool, look up the keyboard command for font information 

for that technology. 

By modifying the List Paragraph Style, all lists in the document will be affected. This means 

that every bulleted, numbered, or multilevel List structure will have the same spacing, and 

the document will retain a consistent look and feel for those creating it and reading it. 

 

Figure 27 Modify the List Paragraph Style from the Quick Styles Gallery. 

With a list item selected, either activate the Modify option from the List Paragraph Style on 

the Quick Styles Gallery or press Ctrl + Shift + S to open the Apply Styles Pane and Tab to 

the Modify button press Enter/Spacebar. 

The Format button is in the lower-left of the Modify Style dialog (and the New Style dialog). 

The keyboard command to open the Paragraph dialog is Alt + H, P, G. This is another tool 

that is accessed faster using the keyboard than the mouse. The small icon is located in the 
lower right of the Paragraph Group on the Home Ribbon. 
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Figure 28 Format button expanded to show the context menu and Paragraph selected. 

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. 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.) 



 

Page 29 of 35 
 

 

Figure 29 Paragraph dialogue showing changes to spacing below each list item. 

I generally match the spacing below a list item to the font size used for the list or the 

document. This gives that professional space below each list item without the lists looking 

awkward or unprofessional/too much space between list items. 

The Role of Sub-Lists and their List Items 
Sometimes, in poorly designed documents, we see several paragraphs of content loosely 

“associated with a single bulleted or numbered list item. The following image demonstrates 

the visual effect in a document (Left). And the fundamental role of that paragraph in the 
document (Right). 
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Figure 30 Visual effect of sub-list without structure (Left) and the fundamental role in the document (Right). 

The technique shown on the left breaks the list structure. This means that someone using a 

screen reader or Text-to-Speech tool will hear that they are entering a list of one item, the 

first bulleted item will be read, and the person will be told they are leaving the list. The 

paragraph will be read, and then the person using a screen reader or Text-to-Speech-tool 

will be told they are entering a list of two items. 

 

Figure 31 Two lists separated by a paragraph of text 
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The paragraph is a sub-list because it is placed directly under the first bulleted item. If it 

were text/content separate from the list of three items, it would be positioned as a normal 
paragraph at the margin, as in the following image. 

As document designers and authors, we need to pay attention to how we construct/design 

our documents so that someone who can’t see them knows what role content has and its 

relationship to surrounding content and other document structures such as Headings, lists 

and paragraphs. 

Images, Tables, Columns and Text Boxes 
I’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 PDFs. 

Update 2022: PowerPoint has a new feature that lets you approve Alt Text generated 

automatically. This is not currently available in Word. However, it is a feature to look out 
for in upcoming versions. 

 

Figure 32 Approve Alt Text check box in PowerPoint 365, before and after approval. 
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Word Accessibility Checker 
Word has an Accessibility Checker to help with accessibility barriers lurking or overlooked 

in the document.  Sometimes I write and forget to add Alt text to an image, and the 

Accessibility Checker keeps me on track. 

There are three ways to work with the Accessibility Checker in Word. Keep in mind that it 

is an automated tool and no substitute for skill and knowledge of accessible content design. 

Accessibility Check from File/Backstage Area 
1. Press Alt + F, letter I for File/Backstage area, Info tab. 

2. Press the letter I again to open the Inspect Document sub-menu. 

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

 

Figure 33 Word Accessibility Checker under the Info tab. 

You can also press Alt + R, A, number 1, A to access the Accessibility Checker from the 

Review Ribbon. 
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Figure 34 Check Accessibility from the Review Ribbon. 

As of January 2019, the Accessibility Checker can run in the background as you work. This 

setting is turned on by default. It is found in the Word Options, Ease of Access category (Alt 

+ F, T, E). 

 

Figure 35 Word Options, Accessibility category, Keep accessibility checker running while I work. 

With the Accessibility Checker running in the background turned on, it is turned on for all 

applications. You can find it in the Status Bar below the main document area. Access it by 

pressing F6 until you get to the Status Bar, then use the Arrow keys to find it. Press Enter to 

open the Accessibility Checker. When you close it, it will continue running in the 
background.  

The Accessibility Checker opens to the right of the document in the Accessibility Check 

Pane and begins checking the document. 
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Figure 36 Accessibility Pane shows three issues in a Word document. 

You can make remediations from the Accessibility Pane. The one “issue” I have with the 

Accessibility Check is the remediation for hard-to-see text. Microsoft wants you to use 

direct formatting. Direct formatting is an accessibility barrier. Use a style instead and 

modify the colour of the text in the style. 
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Figure 37 Hard to see text flagged in the Accessibility Pane. 

You can turn the Accessibility Check running in the background on or off from the 

Accessibility Check Pane. 

 

Figure 38 Final Accessibility Check for this document 
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Introduction 
Whether you are working with students or professionals with or without disabilities it is 


important to include some images of computer or screen-based activities in the training 


material you develop. 


Adding Alt Text and captions to images is key to the accessibility of your training material 


as is the use of contextual links and footnotes or endnotes to show the entire web 


addresses. This level of accessibility is documented in my books on logical document 


structure and general document accessibility.  


The purpose of this document is to provide an overview of the tools you have on the 


Windows based computer system that let you create images from the computer screen for 


your training material and to then make those images accessible in your Word documents. 


These tools include: 


• The Print Screen button on your keyboard. 


• The Windows Snipping Tool aka Snip and Sketch. 


• The Screen Clipping Tool in Microsoft OneNote. 


• The Paint program to save your images in PNG format. 


Keep in mind that copying images directly into documents increases the file size 


substantially. It also means that you don't have an archive of images to work with. Trying to 


remember what document you copied an image into gets tiring. ☺ 
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Creating Pictures with Print Screen 
A tool that has been around as long as we've had keyboards is the Print Screen key on the 


keyboard. Typically, it is located with the Scroll Lock and Pause buttons and this group of 


three keys is usually set aside from other groups of keys on the keyboard. 


 


Figure 1 Diagram of a standard keyboard. 


The preceding image is from the Web by Design Introduction to Windows 95 web page 


which is no longer available. It is a good representation of a standard keyboard, so I 
continue to use it. 


In figure 1 the Print Screen key is in the group of three keys just above the "six pack" that 


has the Insert, Delete, Home, End, Page Up and Page Down keys. It is the key on the left of 


the group of three. 


 


Figure 2 Close up of the Print Screen key. 


The preceding image was taken from the diagram of the keyboard on the Web by Design 
Introduction to Windows 95 web page. 


If you press the Print Screen key on its own, you will put an image of the application that is 


open on the Windows Clipboard. You can then copy it to other places such as a Word 
document or Paint. 
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Figure 3 Image of this document in Word. 


If you press Alt + Print Screen you will put an image of the specific element with focus on 


the Windows Clipboard. This can be a dialog showing more granular information. You can 


then copy it to other places such as a Word document or Paint. 


 


Figure 4 Image of Paragraph dialog in Word. 
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This keyboard command lets you take elements of the computer screen and use them as 


images in your training material. The Snipping Tool and Screen Clippings Tool let you take 


pieces of the computer screen to create close-up views of elements of the screen or 


application. 


 


Figure 5 Close-up of the first options in the Line and Page Break tab of the Paragraph dialog. 


Let's look at how to do this. Once we understand how to get the images, we will look at 
creating image files in Paint. 


Creating Pictures with Snipping Tool and Screen 


Clippings 
There are two “built-in” tools that can be used to create a single image from a group of 


objects or images. One is found in the Windows 8 operating system, and the other is found 


in Microsoft OneNote (all versions).  


This topic provides the steps for using both.  Both of these tools are mouse dependent 
activities. 


Windows Snipping Tool (Windows 10 and Earlier) 
In 2019, the Windows Snipping Tool was renamed “Snip and Sketch” and has more 


features. If you have an older version of Windows 10 or have not updated your Windows 


10, you may still See Snipping Tool. 


This is a great tool for taking parts or "snips" of what is on the screen. 


 


Figure 6 Snipping Tool app from the Windows Start Screen. 
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You might want to put this item in the Taskbar, Start Screen or on the Desktop as an icon so 


it is easy to find. 


To launch the Windows Snipping Tool: 


1. Press Windows key to Show the Start Screen. 


2. Start typing Snipping Tool in the Search edit area. 


3. The Snipping Tool should be the first item found. 


4. Press Enter on it to launch it. 


5. When the Snipping Tool launches, the desktop screen “dims” and you are ready to 


use the mouse to outline the part of the screen you want to use as an image. 


 


Figure 7 Snipping Tool dialog. 


There are some options in the Snipping Tool dialog, and they are accessible using the 


keyboard. 


 


Figure 8 Options for a new screen snipping. 


If you choose “Freeform Snip” you had better have steady hands. This turns your cursor 
into a pair of scissors, and you can literally draw a freeform snipping. 


The first thing you’ll notice when using the Snipping Tool is that any choice you make dims 


the screen, so you can then select what part you want to snip. 


AS you click the left mouse button and make your selection, the dimness goes away. 
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Figure 9 Snipping Tool ready to snip a piece of the desktop. 


When you begin drawing the boundary around the content you want, the Snipping Tool 


dialog disappears, and you can snip whatever you want. If the Snipping Tool is blocking 


what you want to snip, simply move it out of your way and snag the snip. 


Once you draw the boundary around the content on the screen you want to snip, a larger 


dialog opens in the Snipping Tool and you have some options. In the main area is the 
snipping you snagged. 
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Figure 10 Freeform snipping of part of the Paragraph dialog. 


You can save the snipping, send it to someone by e-mail (both of which can be done 


through the File Menu) or use the Pen, Highlight and Eraser tools. 


The following image shows the tools in the Toolbar accessed through the File Menu. 


 


Figure 11 File Menu options in the Snipping Tool once you have a snipping. 
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To snag a screen Snipping: 


1. Use either the Toolbar or the File Menu to choose the type of snipping you want. 


2. Your mouse pointer turns into scissors. 


3. If you choose “Rectangle” drag the scissors diagonally from upper left to lower right 
to create the rectangular snipping. 


a. If you chose Freeform Snipping, you could just draw the boundary around 


whatever you want to snag on the screen.  


b. If you choose “Window Screen” you will be able to snip a dialog separate 
from its background application by clicking on it. 


c. If you choose Full Screen, you will snip the entire screen. This is similar to 
using the Print Screen button on the keyboard. 


4. Once you select the area of the screen you want to create the image from and let go 


of the mouse button, the Snipping Tool window opens, and the “snip” is displayed. 


The Snipping Tool uses the Windows Clipboard to display and copy content to. 


 


Figure 12 Rectangular snipping of the Word Paragraph dialog in the Snipping Tool. 


Whatever choice you make in terms of a screen snipping, it will remain checked in the 


Snipping Tool until you change it. 


While the image is in the Snipping Tool window, you can add information to it. Unlike 


laying arrows or circles on images as other objects or layers, when the modified image is 


copied to an application such as Adobe Fireworks, Adobe Photoshop or Paint, the 
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additional information is there too.  This is also true if you copy the image from the 


Snipping Tool into a Word document. 


 


Figure 13 Screen snipping with Office Button circled. 


The preceding image shows part of the Word Paragraph dialog with one line Highlighted in 


yellow and one item circled in blue. With practice, these types of additions will be less 


awkward looking. You can also do this on a tablet computer with a pen instead of on a 


desktop computer with a mouse…or add a tablet style pen to your desktop computer for 
working with images. 


There are options for the Snipping Tool. Almost all of them are selected by default. The 


exception is to hide the text instructions for the Snipping Tool. 
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Figure 14 Snipping Tool Options dialog. 


The colour of the outline of the “snip” can also be changed from red to one of the other 


colours in the palette. I’ve chosen to have my snips outlined in blue.  You can choose to 


have the snipping outline show with the snip in the Snipping Tool dialog and to “move with 
the image.” 


 


Figure 15 Snipping of screen shown in Snipping tool. 


Before I do anything with the snipping in the Snipping Tool dialog, while the image is still 


on the Windows Clipboard, I can copy it into my Word document and the blue outline 
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comes with it if I’ve chosen to show the outline once the snipping is snagged. For my 


documents, I use the Picture Styles in Word but if you don’t and you want to be able to 


distinguish the image of a low contrast snipping and the document itself, this is a good way 


to do it. There are other colour choices in the Snipping Tool Options dialog. 


 


Figure 16 Border of Snipping Tool snip changed to blue for segment of Paragraph dialog. 


The snipping can be saved directly from the Snipping Tool by choosing File, Save as. 


By using the Snipping Tool to create a single image from grouped objects, the individual 


pieces of the grouped object will not be identified as images with no Alt Text when the 


document is converted to tagged PDF or when someone using a screen reader comes across 


them in your document and you will not have to ad Alt Text to every piece of the set of 


grouped objects. Nor will you have to arrange the grouped objects into a logical Tab Order. 
You will just have to add one piece of Alt Text to the single image. 


Add Snipping Tool to the Start Screen 
You can add the Snipping tool to the Windows Start menu or the Taskbar by right clicking 


on it while you are in the search results and choosing either of those options. You can also 


use the AppKey to perform this function. 


 


Figure 17 Options from the Search Results context menu to put the Snipping Tool on the Start Screen or 
Taskbar. 
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Windows Snip & Sketch (Windows 10) 
As mentioned at the start of this topic, in 2019, with one of the Windows updates, the 


Snipping Tool was renamed Snip and Sketch and has new features. Some of the limitations 


of the Snipping Tool such as being able to get a screen image of the Snip & sketch Window 


can now be done with the Snip & Sketch tool where this previously wasn’t possible…or 


easy to do. 


If you are using Windows 10 and press the Windows Key, then search for “Snip” you may 
see the old Snipping Tool. Apparently, it is still there. 


The Snip & Sketch app can be downloaded for free from the Microsoft Store. This is the 


same trend we see with Paint and OneNote Universal App. The “old Paint” may still be on 


your computer/comes with windows, but the newer iteration of Paint can be downloaded 
for free from the Microsoft Store. 


 


Figure 18 Snip & Sketch from the Microsoft Store. 


Once installed, I had to type “Snip & Sketch” a few times before I saw it in my Start Menu. 


 


Figure 19 Snip & Sketch from the Start Menu. 


I suggest that you add it to your Start Menu and/or the desktop for easy access. 


To add it to the Start Menu: 
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1. Right click on the Snip & Sketch item in the search results in the Start Menu or press 


the AppKey. 


2. Choose Pin to Start. 


3. From the Start Menu, you can drag it to your desktop. 


 


Figure 20 Context menu for Snip & Sketch in the Start Menu search results. 


Once Snip & Sketch is added to the Start menu, you can use the mouse to drag it to the 


desktop. 


 


Figure 21 Snip & Sketch on the Windows Start Menu. 


The keyboard commands are a bit more dauting and scary at this point if you want to add a 
Microsoft Store app to your desktop. 
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Figure 22 Run dialog with the shell:appfolder text typed into it. 


To use the keyboard to add a Microsoft Store app to the desktop: 


1. Press Windows key + R to open the Run dialog. 


2. In the Run dialog, type shell:appfolder and press Enter. 


3. A hidden folder on your computer opens with both regular and Microsoft Store 


apps. 


a. You can use first character navigation to find the Microsoft Store app you 
want on your desktop. 


4. Select the Microsoft Store app you want on your desktop, in this case it is Snip & 


Sketch. 


5. Press the AppKey and choose Create Shortcut. 


6. You will get a dialog saying that a shortcut cannot be created in this location but 


asking if you want to put a shortcut to the app on your desktop instead. 


7. Say Yes. 


8. Press Alt + F4 to exit the Applications Window. 


9. The Snip & Sketch app is now on your desktop. 


10. Press F2 to edit the name of it and remove the words “Shortcut to” so that the name 


is just Snip & Sketch. 


I know this is scary for those of us who seldom go into the Run dialog and change things or 


examine things on our computers that we have no idea are there. If you feel more 


comfortable having someone drag the app to the desktop, please do that. I present this 


method of adding the app to the desktop for those who may be used to using the Run dialog 
and exploring their computers. 
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Figure 23 Message stating that the shortcut can't be added to the current location, asking if you want it on the 
desktop. 


Once you have Snip & Sketch installed, use Windows key + Shift + S to launch it. This is the 


old keyboard command used by OneNote to take a screen clipping. In recent versions of 


Windows and OneNote Universal App, the ability to take an image of the screen or parts of 


the screen has been delegated to either the Snipping Tool or Snip & Sketch. If only the 


Snipping tool is installed, it will use Windows key + Shift + S but if Snip & Sketch is 
installed, it will use that keyboard command. 


When you launch Snip & Sketch, a Window opens ready to use. 


 


Figure 24 Snip & Sketch app Window. 


The “Snip Now” button has focus. If you are using a screen reader, you’ll hear that this is a 


“Split Button” which means that it has some options. 
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If you use the Snip Now Split Button, you have the options of waiting 3 seconds or 10 


seconds which will give you time to get the image you want.  


 


Figure 25 Snip Now options. 


If you Snip Now, the screen dims and a small Toolbar appears at the top centre of the 
screen. You can then use the mouse to select any area of the screen. 


 


Figure 26 Snip & Sketch Toolbar on screen. 


The choices for an image are the default Rectangle, Freeform, Full Screen which just adds a 


full screen image to Snip & Sketch and Close. Full screen gives you the same image as using 


the Print Screen button but with more immediate options for editing. Print Screen simply 


copies an image of the screen to the Windows Clipboard, while the Snip & Sketch app 


shows and editing Toolbar. The editing Toolbar is available for any image snagged by the 


Snip & Sketch app itself/not using the keyboard command Windows key + Shift + S. 


 


Figure 27 Snip & Sketch Toolbar. 


The tools on the Snip & Sketch Toolbar are, from left to eight (press Tab to move to the 
Toolbar.): 


• Snip Now. Press Right Arrow to move across the tools and hear them if you are 


using a screen reader or Text-to-Speech tool. 


• Open File. 
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• Undo. 


• Redo. 


• Touch Writing. 


• Ballpoint Pen. 


• Pencil. 


• Highlighter. 


• Eraser. 


• Ruler. 


• Image Crop. Then press Tab to move to the last few tools. 


• Zoom. 


• Save As. 


• Copy. 


• Share. 


• More App. 


 


Figure 28 The More Edits sub-menu open in Snip & Sketch. 


The additional tools under the More button are: 


• Open With (The default program is Photos.). 


• Print (Ctrl + P). 


• Send Feedback. 
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• Settings which opens a Windows app settings dialog. 


• Tips & Tricks which opens a web page with more information about Snip & Sketch. 


The Tips and Tricks website opens in your default browser and has a pop-up tip or trick to 


use Snip & Sketch. As someone who uses a screen reader, I have no idea what is going on 


for this page and if I press Escape or dismiss the “tip” I’m faced with a lot of choices of 


different types of information. I find this very confusing and closed my browser right away! 


On my new computer/months old, both the Snipping Tool and Snip & Sketch are installed 


so you can choose the one you want to edit in. 


As I said previously, Windows key + Shift + S now automatically uses Snip & Sketch if it is 
installed. 


Additional Snip & Sketch Resources 
20 Shortcut Keys for Snip & Sketch1 


Creating One Image out of Many 
One of the advantages of using the Snipping Tool or Snip & Sketch is that we can create a 


single image composed of many shapes or pictures. This is an important technique, 


especially for grouped objects, shapes and SmartArt graphics. 


The following image is an example of how three pictures can be placed on a blank 


background, then using the Snipping Tool or Snip & Sketch to snag them. By using this 


technique, I only add one piece of Alt Text to a single image instead of adding individual Alt 
Text to each image.  


In this case the images are decorative, used for demonstration purposes and being able to 


have all of the decorative images gathered together with one piece of Alt Text makes it 


easier to read the document. The document author doesn’t have to figure out how to place 


the pictures and the person using a screen reader or Text-to-Speech tool hears “decorative 


image” once. 


Note: In newer versions of Office 2016 desktop, we have the ability to 


designate an image as decorative in the Alt Text Pane BUT this is NOT 


backward compatible with previous versions of Office. 


 
1  20 Shortcut Keys for Snip & Sketch: https://www.intowindows.com/21-screen-sketch-keyboard-shortcuts-in-
windows-10/  



https://www.intowindows.com/21-screen-sketch-keyboard-shortcuts-in-windows-10/

https://www.intowindows.com/21-screen-sketch-keyboard-shortcuts-in-windows-10/

https://www.intowindows.com/21-screen-sketch-keyboard-shortcuts-in-windows-10/





Page 21 of 52 
 


 


Figure 29 Series of pictures of Karen's cats. 


For the samples I’ve created I used a blank PowerPoint slide. If you want to add colour to 
the collage, use a complimentary background for the images. 


 


Figure 30 Series of images of Karen's cats with a background colour. 


The same technique can be used to make one image out of grouped objects, shapes or 


SmartArt, making them more accessible. The following is an example of this technique. 
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Figure 31 Sample SmartArt graphic as image. 


For complex grouped objects or shapes, there is often not an Alt Text tool for things like the 


“arrow connector” or lines between shapes or objects. Even within SmartArt there are 


components of a SmartArt graphic that cannot have Alt text applied to them. In many cases 


being able to understand the relationship between the shapes and grouped objects is key to 


understanding why they are in a document or on a slide. 


While you can add Alt Text to the global SmartArt or Grouped object container, pressing the 


tab key moves you through those objects piece by piece. The Alt text for the larger pieces is 


read but since the smaller pieces can’t have Alt Text, it is easy to get lost in the details of the 
grouped objects or SmartArt. 
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Figure 32 Grouped objects/shapes saved as single image. 


While the preceding image appears to be a dog’s breakfast of shapes and connectors, it is 


possible that for someone “designing” it, it has meaning. Given that the connectors cannot 


have Alt text that is read to adaptive technology, the most accessible solution to these types 


of “charts” and diagrams is to create a single image and add the Alt Text. This is what I’ve 
done for the preceding image. 


Dealing with Complex Images 
One strategy I use for either Word or PDF documents where there are complex images is to 


create either an attachment to the PDF document with the longer more detailed description 


of the diagram or, in the case of word, I add the longer, more detailed description as an 


Appendix at the end of the document. For PowerPoint, if it is the Normal slide layout that 


I’m distributing, I add the detailed description in the Notes Pane. 


In recent months, converting a completely accessible PowerPoint presentation to tagged 


accessible PDF is a horrid experience for those of us trying to read the PDF. Extra Tags are 


added requiring Alt text on things that shouldn’t have Alt Text, <Figure> Tags are nested 


under <P> Tags which is illegal according to PDF/UA 1, On some slides the reading order is 


jumbled despite it being correct on the slide…the list is endless. Word too has its tagging 


problems with similar bloated Tags, Tags on things that should be Artifacts, illegal nesting 
of Tags…the state of tagged accessible PDF as of this date, October 2019, is horrid! 


If there is a complex image needing Alt Text in a PDF document, the Alt Text for the image 


then becomes something like “A detailed description of this diagram is attached to this PDF 


document as “filename.” 
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I could have put this topic under Alt text and Captions but since we are looking at a diagram 


created out of shapes and connectors, it seems appropriate to add it here. 


A good example of this is the how-to tutorial on using tables for design layout where I’ve 
attached sample documents for people to explore. 


 


Figure 33 Sample showing files attached to a PDF document. 


In the main document, under each corresponding topic, I let people know that there is a 


sample document attached, 


I was once asked if sending people to a website with the documents was a better solution. 


First, if I can’t find what I need when I need or want it, I am not going to go looking on a 


complex website for it. Odds are that the links won’t be contextual or meaningful…or the 


site won’t be accessible. It’s faster for me to just find what I need attached to the PDF that 


I’m reading. 


Second, I may not have access to the Internet and therefore can’t access the documents 


when I need or want to use them. 


Having everything in one place, one file, let’s me have optimal access to the content of the 


main document. It also prompts any revisions of the PDF to include the additional 


documents. 


The attachments can be accessed using the keyboard, opened and either closed again or 
saved to someplace else if security permissions allow. 


Attaching the documents is the last thing I do before applying security. 


Using the attach documents feature in Acrobat Pro DC, the ability to create an appendix in 


Word, or the Notes Pane in PowerPoint provides optimal access and accessibility for 


everyone. 


Here is a sample case of what I mean. I worked on a Visio organizational chart with lots of 


acronyms. The acronyms began to all sound the same and I soon lost track of where I was 


in the process of applying and appealing something. I took the description of the Visio 


document and expanded all the acronyms in the document. I attached the file to the PDF 
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document. Even people without disabilities accessed that Word document with the detailed 


description and I heard comments such as “I never realized what the process was until I 
was able to read all the acronyms. This makes more sense than the diagram.” 


It is an example of how optimizing content for access and accessibility helps everyone 


understand the content of your documents better. 


In this example, any additional information travels with the document and people don’t 


have to spend time searching for it or depending on an Internet connection to be able to 


read it.  


Using Paint to save Images 
Whether you are using Print Screen, the Snipping Tool or the Screen Clippings Tool, you 


can paste the image into Paint and save it as a PNG file and add circles or arrows or other 
symbols to it. 


The original Paint still comes with the Windows operating system. 


To launch Paint: 


1. Press the Windows key. 


2. In the Search edit box type Paint. 


3. It should be the first item found. 


4. Press Enter to open the Paint Application. 


 


Figure 34 Paint app with new Paint project canvas. 


The white area is the canvas and the canvas can extend to the entire document area of the 


application Window. You will need to keep an eye on the size of the canvas relative to the 
size of your image. We'll work through this to demonstrate. 
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If we look at the image of the Word application Window that was used earlier in this 


document, we can walk through the process of creating a PNG image. You can create a JPG 


or GIF, but PNG is now pretty much the standard for creating images that can be used in 


both documents on and on web pages. 


The first thing I am going to do is press Print Screen to snag the PowerPoint application 
Window. I have a blank presentation using the Expedition Theme on the screen. 


I used the Print Screen key to snag the image. 


I then switch to Paint and paste the image into the Paint "document." 


 


Figure 35 PowerPoint user interface in Paint. 


The image appears quite large, so I chose View and Zoom Out so that I could see the entire 


image. 


The keyboard commands to do this are: 


• Alt + V, letter I for Zoom In. 


• Alt + V, letter O for Zoom Out. 


• Alt + V, M for 100%. 
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Figure 36 Zoom reduced size of image on Paint canvas. 


I need to be able to see the entire image so that if I need to remove any surrounding white 


pieces of the canvas, I can use the mouse to do so. If you have white pieces of the canvas 


showing, it will be saved as part of the image. This creates unbalanced images or images 


that you can't size effectively in a document. 


Choose File, Save As and expand the Save As menu to show the ability to save the picture as 
a PNG file. 
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Figure 37 Save as PNG option from Paint File menu. 


The keyboard command is Alt + F, A, P for File, Save as, PNG. The Save As dialog opens. 


I usually create a file folder in My Pictures or Pictures for the project I am working on. For 


example, in this case I created a Create Images folder to put the images in. For this 


document and in the future if I need images related to the creation of images, they are all 
there ready to use. 


Now I need to isolate the Paragraph dialog and create an image of it. In this case it is the 


Lines and Page breaks part of the dialog that I am teaching. This is not the tab that opens by 
default so if you are following along, don't panic. 


I use Alt + Print Screen to get this image. 
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Figure 38 Paragraph dialog in Paint program. 


In this case the image is smaller than the canvas. If I were to save this image now and had 


to resize it in a document, the Paragraph dialog would not be visible in a way that it could 


be seen. 


So, I need to remove some of the canvas. 


To remove some of the canvas from an image in Paint: 


1. Click on one of the edges of the white canvas. 


2. You will see small handles that change to a double arrow when you hover the mouse 


over them. 


3. Click on one of the handles while you have the double arrow and drag it toward the 


image. 


4. Stop when you are at the edge of the image. 
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Figure 39 Word dialog in Paint. 


5. You can now go to View and Zoom in to see the image clearly. 


6. You may have to zoom out again to adjust the bottom edge of the canvas. 


 


Figure 40 Zoomed in view of Word Paragraph dialog in Paint. 


You can now save the image and when it is inserted into a document, you will only have the 
Paragraph dialog [in this case] as the image. 
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Figure 41 Paragraph dialog in Word. 


So far, we've shown someone where the Paragraph dialog appears on the screen and what 


it looks like up close. Now we can create images that focus on specific parts of the dialog. 


Note: When we resized the canvas, it will stay at that size when you create 


a new “document” until you resize it again. 
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Figure 42 Resized canvas in new Paint document. 


To create the new image of a piece of the Paragraph dialog you can use two methods: 


1. Use the Snipping Tool or the Screen Clippings Tool when you aren't going to have an 


image of the larger dialog or application Window. 


2. Use the ability in Paint to cut a piece of the image out and make a new image of it if 


you don't have access to the Snipping Tool or the Screen Clipping Tool. 


To create an image from the Snipping Tool or the Screen Clipping Tool: 


1. Snag the piece of the screen you want. In this example it is the first set of options in 


the Paragraph Line and Page Breaks dialog. 


2. Switch to Paint and paste the image. 


3. Resize the canvas as necessary. 


4. Save the image as a PNG file. 
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Figure 43 Part of the Word Paragraph dialog in Paint. 


You can now insert the image into a document. 


 


Figure 44 Same image of piece of Word Paragraph dialog in this document. 


To create an image of a piece of an existing image in Paint: 


1. Open the image you want to take the piece from. In this case it is the Paragraph 


dialog image. I've also zoomed in to make it larger. 


2. From the Home Ribbon choose Select and then Rectangular Selection. 
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Figure 45 Rectangular Selection option from Selection button. 


3. Use the mouse to drag diagonally across the image to choose what you need. In this 


case I'm going to select different options from the previous example. 


 


Figure 46 Section of Paragraph dialog identified to be removed from image. 


4. Press Ctrl + X to cut the piece of the image out of the larger image. 


5. Press Ctrl + N to create a new image. 


6. Do not save the changes to the image when you close it. We want to keep the entire 


Paragraph dialog image for use later if we need it. 
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Figure 47 Paragraph dialog image with piece cut out of it. 


7. Once the new canvas opens, press Ctrl + V to paste the piece of the image into the 


new image document. 


8. Make any adjustments to the canvas as needed. 


9. Save the new image as a PNG. 


 


Figure 48 New image cut from Paragraph dialog. 


That's it! 


You now have several different ways to create images for your training material. When 


working with Word, use Insert, Picture. Locate the folder you put the picture into and then 


insert it into your document at the cursor point. The keyboard command is Alt + N, P then 
Shift + Tab twice to get to the list of folders and files. 


Another method is to use the ability in paint to put a box around a specific area of an image. 


If you do this, the box or any other elements you add are saved as part of the image. This 


improves the accessibility of an image as everything you do to isolate parts of an image are 


part of the image and don’t require individual pieces of Alt Text. 


The following image is of part of the context menu you get when you either use the AppKey 


or right mouse click on an image. The specific option I want people to know about is the 


ability to “edit Alt text.”  I’ve changed the default colour for the line in Paint to blue and 


changed its thickness to be thinner so that it doesn’t overwhelm the smaller image. In this 
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case, I’ve added the image to a blank Word document and then used a Picture Style to the 


image. With the Picture Style added, I copied the image into Paint and then added the blue 


box around the “Edit Alt text.” I then saved the image to a Word Document Book folder 


where I can easily find it. 


 


Figure 49 Edit Alt text option in the context menu for an image. 


I use the Picture Styles because most application user interfaces are so stark and white 


these days that images of parts of an application can’t be differentiated from the white page 


I rite on. I try to add the Picture Style before bringing the image into Paint so that, in the 


case of tagged PDF documents, every instance of a Picture Style doesn’t get flagged as an 


image with no Alt Text or a Bounding Box issue separate from that of the image itself. 


Either one of these problems can result in hours of remediation in Acrobat Pro DC. 


Picture Styles and Bounding Boxes in PDF Documents 
If you notice, my images have a black shadow border around them. I use the Picture Styles 


in Word to do this. I find that it makes the user interface images stand out from the white 


page of the document. There is less confusion about where the image is and where the 
document content/text is. 


 


Figure 50 Picture Styles Gallery in Office applications. 
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By adding the Picture Style before I take an image into Paint and save it, I avoid having 


several Bounding Box or “Bbox” errors flagged by PAC 3 in a tagged PDF document. 


With an image selected, press Alt + J, K in Word. You can then move around the Picture 


Styles Gallery using the keyboard and hear a description of the Picture Style if you are using 


a screen reader or Text-to-Speech tool. As you move over one of the selections, or put focus 


on it, your image in the document will give you an idea of what it is going to look like with 


that Picture Style applied to it. 


Once the Picture Style is applied to an image, Cut or Copy it into Paint. Once it is in Paint, 
save it as a PNG! 


 


Figure 51 Image with a Picture Style applied in the Paint application. 


PAC stands for PDF Accessibility Checker. You will also get the Bounding Box errors using 


the CommonLook Global Access tool. One caution about the CommonLook Global Access 


tool is that I don’t recommend that you use the ability to “fix all similar” if you are 


remediating a PowerPoint to tagged PDF using CommonLook. If you say “fix all similar” it 


can remove some of your bulleted or numbered items from slides, not just the bullets, the 


text too! When using automated tools, be aware of some of the bugs they may have. 


If you create an image using an application like Paint, the border will be around every 


image and you won’t get the Bounding Box error when you convert the document to tagged 


PDF. 


In Word, having the Picture Style on an image does not affect the accessibility of the image. 


It becomes part of the image. You only have to give the image Alt Text, not the Picture Style.  
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Design Services in PowerPoint 
In Office 365 subscription, PowerPoint 2016 has a feature that gives you some visual 
options when adding images to slides. 


PowerPoint Designer is a service available either through the PowerPoint settings or the 


Design Ribbon in PowerPoint. 


 


Figure 52 PowerPoint Options, General tab showing PowerPoint Designer checked. 


If you have the service turned on, when you add a single image to a slide, you will have a 


Pane open to the right of the slide showing you some positioning and layout options. 


 


Figure 53 Design Ideas Pane in PowerPoint once an image has been added to a slide. 


If you don’t see an idea you like, you can scroll down the ideas. 


If you don’t want to use a design idea for a specific slide, you can close the Design Ideas 
pane and continue working. 


One of the caveats I have in working with Design Ideas or the PowerPoint Designer, is that 


it doesn’t really make an effort to match your slide Theme or design. It very much acts like 


a stand-alone tool. 


Another caveat is that the suggested designs are not always accessible suggestions in terms 
of good contrast. 
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Figure 54 Additional design ideas using PowerPoint Designer. 


If you add more than one image to a slide, the PowerPoint Designer can help with 


organizing the images in a way that those of us who are not good at graphic design can 


appreciate…and use. 


 


Figure 55 PowerPoint slide with 3 pictures showing the Design Ideas Pane to the right of the slide. 


For the preceding image, I added three images, which came onto the slide on top of each 
other, and then looked to the right to see what the Design Ideas Pane suggested. 
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If I don’t see anything, I like in the Design Ideas Pane, I can move and size the images in the 


way that I want and then give them Alt Text. However, if I see a Design Idea that I do like, I 
can use it on my slide by pressing Enter on it or by clicking on it. 


 


Figure 56 Sample of a slide using ideas from Design Ideas Pane. 


In the preceding image, not only has the design been applied to my slide, but the 


information in my Title Placeholder has been incorporated, and each image has a black 


band reminding me to add Alt Text.  


As I said, this is not the presentation design colour Theme I’m using in the presentation, 


however, using PowerPoint Designer is a useful tool for those of us who want a bit more 


variety in how images are displayed on our slides. 


As with everything else, just because you can do this, doesn’t mean you have to use this tool 


on EVERY slide! 


If you don’t want to have PowerPoint Designer turned on so that it offers ideas for every 
slide you add images to, you can access the tool from the Design Ribbon in PowerPoint. 


 


Figure 57 Design Ideas button on the Design Ribbon in PowerPoint. 


The keyboard command is Alt + D, G to show the Design Ideas Pane once you add images to 


a slide. 
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Adding Alt Text to Images 
Now that we have images in our Word document, we need to ensure that people with 


disabilities who are using screen readers or TTS/Text-to-Speech software can identify 


them. Imagine being able to read the text but not know what an image is other than by 


hearing "graphic" followed by the dimensions of the image or "slash" followed by the 


dimensions of the image (which is what you hear sometimes in Microsoft Word when you 
come across an image using a screen reader). 


By adding Alt Text and captions you optimize the accessibility of your training material. 


It is OK to have the Alt Text and caption be the same text. The reason I have both is again to 


optimize the accessibility of the document. Accessibility is not only related to accessing the 


content digitally. If an any document is printed on paper, will people with learning, 
cognitive or visual disabilities have access to a “description” of images? 


I don’t know of any paper that lets me hover my finger over an image and show the Alt text. 


If someone has low toner in their printer or has a learning, cognitive or visual disability or 


the image is complex, providing a Caption with the image increases the level of accessibility 
of the content. 


Alt Text in Word and PowerPoint 
It is easy to add Alt Text to images and objects in Word, PowerPoint or Excel and a good 


habit to get into. Alt Text should be brief and meaningful. What do you need to know about 


this picture if you can't see it? Images in general should only be used to support content 


and not to decorate pages. 


Starting in Office 2016 with the Office 365 subscription, when you add an image to a 


document, there is a shaded band at the bottom of the image reminding you to add the Alt 


Text.  


If you click on the shaded area, it will open the Alt Text Pane where you can review and edit 
automatically generated Alt Text or type in new Alt Text. 


 


Figure 58 Reminder to add Alt Text to images. 


To add Alt text to an image in Word without clicking the shaded band on images: 
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1. Select the image. 


2. Press the AppKey to open the context menu. 


3. Choose Edit Alt text and press Enter. The keyboard command is AppKey for the 


context menu followed by A. This is for Word and PowerPoint 2016. 


4. The Alt Text Pane opens to the right of the document. 


5. Your focus is in the edit field where you can start typing your Alt text. 


a. You can select the text and use Ctrl + C to copy it and use it for the caption if 


you want. 


6. Close the Alt Text Pane by pressing Ctrl + Spacebar, C for the context menu, Close. 


If you lose focus from the Alt text Pane, press F6 until you land in it again. You can also 


press Shift + F6 to cycle in the other direction if you think that going “backward” through 


the elements of the Word user interface will get you back to the Alt Text Pane faster. 


If you are using the mouse, you can click back in the Alt Text Pane. 


 


Figure 59 Alt Text Pane in Word. 


As someone who uses the keyboard instead of the mouse, and someone who uses a screen 


reader, I always close the Alt Text Pane when I’ve finished working on one image. The 


reason for this is that it likes to steal focus from my adaptive technology, and I can 
inadvertently end up back in the Alt Text Pane when I didn’t want to be there. 


For those using the mouse, if you are not using multiple monitors, your screen can easily 


become cluttered with open panes that are either on top of each other or beside each other 


making it difficult to both find them when you want and use them effectively with the open 


document. 
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This is a suggested technique and you will find your own way of working with the Panes in 


Office applications. 


If you are adding images using the Insert from File tool on the Insert Ribbon (Alt + N, F), 


you will get a Text Box just under the image when it is inserted into your document.  This 


information may be source or copyright information. 


I usually copy that information to use in the Alt text Pane. I delete the Text Box because 


they are still not fully accessible (and not accessible at all using versions of Office prior to 


Office 2016/Office 365 with all updates installed).  


I then select the image, use the AppKey or right click and choose Edit Alt text or press the 


letter A. After I write the Alt text, I copy the information from that Text Box into the Alt Text 


Pane so that it will be heard with the Alt Text. 


The only information I copy from the Alt text field to use for the Caption in that case is the 


Alt text that directly describes the image, not the source or copyright information. 


 


Figure 60 Image added to document after using Insert Ribbon, Insert from File, showing the source/copyright 
information added. 


Spell Checking your Alt Text 
Office 2016 with Office 365 subscription now lets you spell check your Alt Text! 
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Figure 61 Alt text with spelling mistakes underlined. 


You can use the AppKey or right click to se the spelling suggestions while in the Alt Text 
Pane. Make any corrections before you copy the text to use for a Caption. 


Automatically Generate Alt Text 
In Office 365 subscription, Word 2016 and later, there is a tool turned on by checking a 


Check Box in the Word Options General tab to automatically generate Alt text for images. 


 


Figure 62 The Automatic Alt Text check box in the Options, Ease of Use category for Word, PowerPoint or 
Excel. 


Office will automatically generate Alt text for images whether you use the Insert > Picture, 


Insert > Picture from File. Sometimes it will generate Alt text if you copy an image into your 


document or slide (PowerPoint). I find that Alt Text consistently says “image of a cell phone 
with text” even though it is not. 


For example, when I inserted the image of the Alt Text Pane for an image in this document, 


the result was “Image of a cell phone” as shown in the next image. Word and PowerPoint 


have been using this “placeholder text” since the feature was introduced over a year from 
the writing of this tutorial. 
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Figure 63 Alt Text Pane showing generated Alt Text. 


The good thing about this is that you are notified in the Alt Text Pane that the Alt Text has 
been generated and you need to go back and check it. 


This is also flagged when you do an Accessibility Check. You are reminded to go back to any 
Alt Text automatically generated and check it for accuracy. 


 


Figure 64 Office Accessibility Check flagging automatically generated Alt Text as needing human review. 


Once you turn on the ability to automatically generate Alt Text, there will be a button in the 


Alt Text Pane to allow you to generate Alt Text if you don’t see it there or if you want to try 
some other Alt Text. 
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Figure 65 Automatically generate Alt Text button in the Alt Text Pane. 


The following image of a shallow creek running into a larger pond/river shows the level of 


accuracy in the ability to automatically generate Alt Text for photos. I’ve found the accuracy 


level higher for photos than for images of an application interface used for my tutorials. 


The automatically generated Alt Text is “A river running through a body of water.” For 


those of us with disabilities who might be choosing images based on hearing a description, 


the ability to add Alt Text automatically gives us a place to start. We can then edit the Alt 


Text so that it is more meaningful to the content of our documents and for the image we 
added.  


It is “machine learning” so keep that in mind. Sometimes it learns faster as in the case of 


photos, sometimes it thinks everything is an image of a cell phone. 


 


Figure 66 Alt Text Pane (right) showing suggested Alt Text and image in the document (left). 
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Decorative Images or Artifacts in Word 
In Office 365 subscription applications, Microsoft has added the ability to identify images in 


Word as decorative images. In HTML decorative images are not announced to those of us 


using adaptive technology such as screen readers or Text-to-Speech tools. We don’t really 
need to know that images are simply there as fillers on the page. 


In PDF documents, “decorative images” are known as Artifacts. They serve the same 


purpose. They are images that have no connection to the content of the document and are 
not important to the understanding of the content. 


As a new feature, there are a couple of things to be aware of. These should not prevent you 
from using the Check Box to designate an image as decorative or Artifact. 


1. Someone using a screen reader will still be able to get a list of graphics and hear the 


dimensions of the graphic/image with no Alt Text. Hopefully as the ability to 


designate an image as Alt Text is recognized by screen reader and text-to-Speech 


developers, they will be ignored as they are in HTML and PDF documents. 


2. This capability is NOT backward compatible. Someone using Word 2013 will not 


have the capability of not hearing an image unless the developer makes the 


capability backward compatible. Given that developers are always focusing on the 


current, this seems unlikely. You may get e-mail saying your documents aren’t 
accessible and will need to explain what you are doing. 


3. Currently, when a Word document is converted to tagged PDF, you will be flagged 


that the images have no Alt Text. You will need to use the tools in Adobe Acrobat Pro 


DC to make the decorative images Artifacts. Hopefully, as awareness of this feature 


in Office rises, there will be full integration and we won’t have to do this. 
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Figure 67 Alt Text Pane showing the Check Box to identify an image as "decorative" or as an Artifact. 


The HTML ‘Null” Attribute 
Using the HTML based technique for identifying decorative images does not work in word 


documents. Period. When you add the ““or “” these quotes are read to the person using 


adaptive technology. 


When you convert the document to tagged PDF, this is the Alt text that will be heard by 


people using adaptive technology. In Acrobat the decorative images will have to be made 


Artifacts. Word also has no concept of Artifact. Neither does PowerPoint or Excel. 


Adopting the use of this technique in an environment that has no concept of a “null 


attribute” creates a barrier to accessibility. 


The attribute is rendered as “graphic, quote quote.” This is meaningless and expecting 


someone using adaptive technology to include an understanding of a null attribute 


whenever they read a Word document is not reasonable and is not inclusive or universal 
design. 


Avoid using techniques from other document format guidelines in programs and authoring 


tools where they simply don’t have an equivalent and therefore don’t work and create 


accessibility barriers. 


Adding a Caption to an image 
If someone's printer creates a poor copy of an image or if the image is complex and 


confusing to someone with a visual, learning or cognitive disability, having images 
captioned comes in handy and optimizes the accessibility of your documents. 
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Once you’ve added the Alt text, copy it and close the Alt text Pane if you are using adaptive 


technology. I do this because sometimes the adaptive technology keeps going back to the 
Panes instead of staying in my document. 


If you add the Alt text first, the image will be selected, and you will save a step when you 


add the Caption. If you add the Caption first, you will need to select the image again to add 
the Alt Text. 


1. With the image selected, right click or press the AppKey and choose Insert Caption 


or press N. 


2. The Insert Caption dialog opens. Focus is placed just after “Figure #.”  


3. I always press Spacebar to give a space between the figure number and the text of 


the Caption. I think it just looks more readable, but you can decide for yourself. 


4. If you’ve copied the Alt Text from the Alt Text Pane, you can press Ctrl + V to Paste it 


as the Caption. Those of us using adaptive technology have keyboard commands to 
skip over redundant information, so don’t worry about the duplicate information. 


5. Press Enter if the information in the Insert Caption dialog is OK. The Caption is 


added just under the image. 


 


Figure 68 Insert Caption dialog with text for Caption. 


By default, the Caption is placed below the image. If you are adding a Caption to a table, it 


should go above the table to let people know what they can expect when they enter the 


table. Of course, as a document author, you can choose to have Captions for images show 


above the image for the same reason. 


Tables and equations should also be captioned. You should be able to use the knowledge 


from this document to provide captions for tables and equations. Be sure to change the 
caption label to either Table or Equation. 
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By using the ability to insert a Caption, you can easily create a Table of figures for your 


documents. You can also create a Table of Tables. Both tools are found under the 
References Ribbon in Word. 


Have fun creating images, adding them to your documents and making them accessible for 


people with disabilities who are using adaptive technology! 


Contact Information 
You can contact Karen McCall with any questions about this how to booklet or any 


suggestions for others. Visit the Karen McCall School on Teachable2 for online courses, 
books for purchase and more free tutorials. 


 


 
2 Karen McCall School on Teachable: https://karen-mccall.teachable.com/  



mailto:info@karlencommunications.com?subject=Conference%20Handout%20on%20Accessible%20Office%20Documents%202015

https://karen-mccall.teachable.com/

https://karen-mccall.teachable.com/
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Appendix A: Other Snipping Tool Options 
The following two images show the two options for the Snipping Tool: one is Windows 
Screen and the other is Full Screen. 


 


Figure 69 Window snipping sample from Snipping Tool 


The difference between the two options is that the Windows Snipping lets you snip a dialog 
while the Full Screen snipping snags the entire screen. 
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Figure 70 Full Screen sample for Snipping Tool. 
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Introduction 
There are cases where we get documents in fonts and font sizes that are not our 


preferences. If we have disabilities we might want a different font, font size or font colour. 


If we do not have a disability we may be trying to read a document in a font or font size that 


causes visual fatigue or makes it difficult to decode words. Word gives us the power to 


quickly swap out one Style set for another. We can create custom Style Sets based on our 


preferences and apply them to documents optimized for accessibility we want to read more 


efficiently.  


If we create a Style Set that has our preferences such as Verdana 16 point, when we Tell 


Word to apply our Style Set the font style and size are associated with the Normal 


paragraph style which means that everything that uses the Normal paragraph style as its 


base will fall into line gracefully. And every piece of text layer content uses the Normal 
paragraph style! 


It is easy to create a Custom Style Set and use it on other computers too! 


I’ve attached a Large Print and an Extra Large Print Style Set to this PDF tutorial so you can 
use them or examine them. 


Creating a Custom Style Set 
On the Design Ribbon in Word you can swap out one Style Set for another by pressing Alt + 


g, s for Design Ribbon, Styles, then choosing the Style Set you want. 


 


Figure 1 Styles Gallery from the Design Ribbon. 


This gives you several options. 


1. You can choose from a list of built-in Styles such as “Distinctive,” “Basic,” “Lines” and 


“Minimalist.” 


2. You can create your own Style Set with your own font style and size. 


3. If you are used to working with Themes and have created a Theme Font you can 


choose Fonts and apply the Theme Font although this would not affect the font size, 


just the font style. 
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Note: Themes can be used to create a common look and feel for documents in 


Word, PowerPoint or Excel. Themes don’t typically identify a font size but do 


identify Theme Colours. Using style Sets gives us more flexibility in applying font 


attributes such as bold, colour, or case so that we can read Word documents 


easier.  We can copy one Style Set file rather than the separate Theme Font, Theme 


Colour and Theme Effects files from computer to computer. 


I recommend starting with the default Style Set because it has the paragraph spacing built-


in whereas the Word 2003 Style Set does not, and you will have to either manually add 


paragraph spacing or do this in the Normal paragraph style. So, it saves you time! 


You will only have to do this once. When you create your Style Set you can archive it 


somewhere for safe-keeping.  If a service pack update or reinstall of Office removes your 


Style set as an option, you can copy it back to the Quick Styles folder and continue using it. 


You won’t have to recreate it. 


For a unique Style Set, step 1 is to  modify the Normal paragraph style: 


1. It is always better to work with content in a document. 


2. Open a new document. 


3. Use the ability to insert random text using =rand(x, y) where x is the number of 


paragraphs and y is the number of sentences in each paragraph. This will give you 


some text to work with. 


a. Press Ctrl + Shift + S to open the Apply Styles Pane. This will float over the 


document If you are using a screen reader it will have focus once it is opened 


until you apply a Style. 


4. Make sure that the Normal style is the one identified in the Apply Styles Pane. 


5. Tab to the Modify button and press Enter. 


6. The standard Modify Style dialog opens. 


7. Tab to the Font Style area and choose the font you prefer. You can either type it in or 


open the list and use first character navigation to find it. 


8. Tab to the Font Size list and press the Down Arrow to open the list. 


9. Locate the font size you want, and press Enter. 


10. If you want to choose a default colour for all text in the document when the Style Set 


is used, press Alt + C to move to the colour palette and choose a colour. 


11. This is the Modify Style dialog and it can apply to new documents based on this 


template or this document only.  


a. You want to choose “This document only” because this is a Style Set you will 


not necessarily be able to use for business documents or academic papers as 


the default. 


12. Do not choose to Automatically Update if that option is available. 


13. Tab to and activate the OK button. 
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If you have made the Style Set 14 point for the body text, you will need to calculate the 


changes in size for Headings and go through the process of modifying them.  


For example, if the text of your document is 14 point, you would want Heading 3 to be 16 


point, Heading 2 to be 18 point and Heading 1 to be 20 point. The size of Headings is not 


automatically updated when you change the font size for normal text in a document. 


Step 2 - Create the new Style Set that can be swapped out for the current Style Set: 


1. With the changes to the Normal style and Headings Styles as well as any other Styles 


you would use in a document in front of you and before you close the sandbox 


document without saving press Alt + G, S, S to open the Save as a New Style Set 


dialog. 


 


Figure 2 Save as Quick Style Set dialog. 


2. When the Save as Quick Style dialog opens, your focus is in the filename edit box 


where you can type the name of your Quick Style or style Set. Type in a name for 


your Style Set. I chose “Large Print” for mine, but you can call it “Accessible” if you 


like.  


a. It will appear in the list of available Style Sets in alphabetical order. You 


cannot use first character navigation in the list of Style Sets in the Design 


Ribbon, so this might influence your choice of a name. 


3. Press Alt + S to Save the new Style Set. 


a. The new Style set is saved to the Microsoft/Quick Styles folder for Microsoft 


applications. Don’t worry about where it is saved at this point. We’ll get to 


that when we learn how to copy or delete a custom Style Set. 
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4. When you press Alt + G, and open the Style Set list, your Style set will be there and 


when chosen, will apply your font and font attributes to the document. 


 


Figure 3 Karlen Style Set applied to document. 


Deleting a Custom Style Set 
If you created a style Set for practice and now want to delete it, you can do this. There are 


two methods to delete the Style Set file, one involves going into the User files on your 
computer and the other uses the list of recently opened documents on your computer. 


The Quick Styles are stored in 
Users/Username/AppData/Roaming/Microsoft/Templates/Quick Styles. 


To delete a Custom Style Set from the Users Folder: 


1. Go to My Computer and press Enter to open it. 


2. Locate your computer’s hard drive which is usually C:\ and might have a name such 


as Local Drive or Local Disk Drive. 


3. Locate the Users folder. You can do this by pressing the letter U. 


a. If the Show Hidden Files option is not turned on for your computer, go to 


Control Panel, Folder Options and turn on the ability to see hidden files. 


4. In the Users folder, find your username and press Enter to open it. 


5. Choose AppData from the list of files and Folders and press Enter to open it. 


AppData is a hidden file which is why you need to show hidden files in order to do 


this. 


6. Choose Roaming and press Enter to open the folder. 


7. Choose Microsoft and press Enter to open the folder 


8. Choose Quick Styles and press Enter to open it. 


a. You can use first character navigation for all of these steps. 


9. Locate the custom Style Set you want to delete and select it. 


10. Press the Delete key. 


11. Confirm that you want to delete this Style Set. 
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12. Press Alt + F4 to close the current window. 


That’s it! The custom Style Set has been deleted and will disappear from the list of available 


Style Sets in Word. 


 


Figure 4 Quick Styles folder with Large Print Style Set. 


To use the Windows Start Menu to locate and delete a Style Set: 


1. Press the Windows key to open the Start menu. 


2. Start typing the name of the Style Set. 


3. Once it appears in the list in the Start Menu, right click on it or press the AppKey. 


4. Choose to either open the file location or copy the full path. 


 


Figure 5 Extra Large Style Set from the Windows Start Menu. 
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5. Once you’ve found the Style Set, select it. 


6. Press the Delete key to delete it. 


7. Press Alt + F4 to close the dialog/Window containing your Quick Styles. 


Using your Custom Style Set on Other Computers 
If you have a laptop as well as a desktop or a computer at work [and you have 


administrative permission to access the user files] you can copy your Style Set to a flash 


drive and put it on the other computers. I’ve also copied my Quick Styles to my OneDrive. 


To use the Custom Style Set on other computers with hidden files visible: 


1. Go to Users/Username/AppData/Roaming/Microsoft/ Quick Styles. 


2. You can either copy the entire folder if you have several custom Style Sets or the 


individual Style Sets by going into the folder and selecting the one you want to use 


on another computer. 


3. Press Ctrl + C to copy it to the Windows Clipboard.  


4. Switch to the external storage device such as a flash drive and press Ctrl + V to paste 


the folder or file to that device. 


5. Go to the second computer. 


6. Insert the flash drive and open the list of files and folders on it. 


7. Locate the Quick Styles folder or file and press Ctrl + C to copy it to the Windows 


clipboard. 


8. On the computer you want to copy the Style Set to, go to 


Users/Username/Roaming/AppData/Microsoft/ Quick Styles and either paste the 


Quick Styles folder or the Quick Style file into the Quick Styles folder. You can use 


Ctrl + V for this. 


a. There is not usually a Quick Styles folder by default on any computer. The 


quick Styles folder is created when you create a custom Style Set. 


b. If there is already a Quick Styles folder on the computer you are copying to, 


you will need to copy over just the Style sets you want to use on that device. 


Do not copy a quick Styles folder into another Quick Styles folder. 


That’s it! You’ve copied your preferred Style Set so that it can be used on a different 
computer. 
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Introduction 
Over the past decade or so, those of us working in the field of accessible document design 


have established “standards,” guidelines and best practices for optimizing the accessibility 


of documents including Word documents. One of the first things we learned was that using 


a table for design layout was generally considered bad design. This has been reinforced 


over the years but with the added component of barriers to adaptive technology when 
tables are used for design layout.  


This accessible document design tutorial on tables and columns includes rationales for not 


using tables for design layouts and the barriers they cause to people with disabilities using 


adaptive technology. I would even say that some document that use tables for design layout 


are not even accessible in terms of readability and ability to comprehend the content, for 


people without disabilities. 


Most file formats have a similar “don’t use tables for design layout” checkpoint or best 
practice.. 


Tables for design layout accessibility barriers 
There are several accessibility barriers associated with tables used for design layout: 


1. Someone using a screen reader (who is blind or visually disabled) and someone 


using text-to-Speech (who has a learning, cognitive, print  or visual disability) must 


switch to table reading and navigation keyboard commands to access the content in 


any table. 


2. You cannot use Headings in a table. Headings are navigational points in a document 


and navigating to a specific cell does not equate with navigating to a specific topic in 
a document.  


a. Headings provide information on the structural outline of content which is 


another reason that they are not appropriate for a table. 


3. When the document is converted to tagged PDF, the table structure for the 


document is also converted requiring remediation to remove it which has both a 
financial and human resources cost. 


a. If the table structure is not removed, someone using a screen reader and TTS 


tools will be forced to use table navigation and reading commands to access 


the content. 


4. If the document is converted to Braille, the content of the document will be in a 


Braille table format and the Braille transcriber will have to remediate the document 


to remove the table structure at an increased financial and human resources cost.  
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5. If a Word document is presented to someone using a screen reader and Text-to-


Speech tools, the table structure must be removed to easily access the content which 
results in an additional financial and human resources cost. 


a. Most students using adaptive technology request that all tables be removed 


from documents because they have to use different reading and navigation 
keyboard commands to access the content in tables. 


6. If a table is nested within a table, the inaccessibility of the content is compounded 


because adaptive technology only looks at the table the focus is in, not the document 


as a whole. All of a sudden cell coordinates are repeated. For example if one hears 


“Table 2 cell A1” they may realize they are in a second table, however the 


announcement of which table they are in is only stated when the table is entered 


and not for every cell.  


a. This is the correct way to access content in a table. Content in the current 


table structure is the focus of reading/navigation, not the entire document. 


b. There is also no relationship between the nested table and the table used for 


design layout. It is like trying to navigate a labyrinth or maze and constantly 


get navigational coordinates while taking in the surrounding content. 


7. And…it is just bad design or rather lack of design. 


This accessible document design tutorial contains the following sample documents as 


attachments to the PDF document: 


• Sample of a document created using a table for design layout. 


• The same document with the table structure removed, Headings and a linked Table 


of Contents added. 


• Sample of a document with Newspaper and Parallel Columns. 


• Sample of a document with Paragraph styles creating an accessible call out. 


The document where a table is used for design layout is based on an actual document that I 


remediated that had a table spanning 6 original columns and 165 rows. Throughout the 


document I remediated, columns were added and removed, merged and split and cells in 


rows were merged “at will.” The document has a footnote and a nested table as well as an 


image with a caption. 


As is true for the present time, the table structure was removed, Headings and a linked 
Table of Contents was added. 


I converted the sample document included in this tutorial that uses a table as design layout 


to text and added the accessible format and structure including Headings and a linked 
Table of Contents. 
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I encourage you to try reading both of them using a screen reader or Text-to-Speech tool to 


examine the level of accessibility of each. The document with the table as a design layout 
has the JAWS table reading and navigation keyboard commands in Appendix A. 


Keep in mind that it is “NOT permitted” to use Headings in a table. It is poor document 


design.  Headings are used as structural elements to provide information on the logical 


order of content and to be able to navigate to a specific topic or sub-topic in a document not 


a specific cell. 


By attempting to use a heading in a table you are forcing someone to navigate to one 
specific cell which does not equate to a topic or sub-topic in a document. 


Just because you can doesn’t mean it is good design! 
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Optimizing the accessibility of a data table in a Word 


document 
There are three questions to answer before using a table in Word: 


1. What is the table header for this table?  


a. As I add rows and the table spans pages, what is the Table Header row or 
rows that will repeat at the top of each page? 


2. What is the caption for this table? For example is the caption “Summary of sales for 
2015?  


3. What is the Alt text for this table?  


a. “Dog’s breakfast of content” is not good Alt text. What is the description of 


the table that you are going to provide for someone using adaptive 


technology that adequately describes the structure of the table? 


If you can’t answer any of these questions and implement Table Header rows, a caption for 


the table of Alt Text for the table, the content you are working with DOES NOT belong in a 


table. 


Tables are to be used for data representation and NOT to be used for design Layout. 


Inserting a table 
Use the Insert Ribbon to add a table to a document. Never use drawn tables in a Word 


document as they are not accessible and do not currently have the same level of table 


reading and navigation commands as a table that is inserted. While some adaptive 


technology can now recognize drawn tables, the accessibility of them is sporadic and most 


adaptive technology has not caught up to the ability to access drawn tables. 


Having experimented with drawn tables I can also verify that they are difficult to draw and 


at times are like a tornado that sucks all surrounding content into them which is then hard 


to get out of them. They take up time, do not create uniform table structures and just 


because they are now sort of accessible, I would still recommend not using them. In terms 


of having equal access to a drawn table as we have for an inserted table, we are nowhere 


near a similar level of accessibility. The fact that some adaptive technology can recognize a 
drawn table does not mean the drawn table is “accessible.” This is a work in progress. 


To insert a data table into a document: 


1. Press Alt + N, T for Insert Ribbon, Table. 


2. You can use the Table Gallery to choose the number of rows and columns if your table 
fits within the predetermined limits of the Table Gallery; or, 
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3. Press the letter I to open the Insert Table dialog and specify a larger number of rows 


and columns. 


Either method will create an accessible “uniform” table. 


 


Figure 1 Insert Table Gallery from the Insert Ribbon. 


If you use the Table Gallery, as you choose the number of rows and columns, you’ll see 


them appear in your document. 
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Figure 2 Insert Table dialog. 


Identify the table header row 
Having the Table Header Row Repeat provides two accessibility components. First, if the 


document is converted to tagged PDF, the Header Row Repeat designation becomes the 
correct TH or “Table Header” Tags in the PDF document. 


The second accessibility component is that if a table spans more than one page, the 


information in the Table Header is repeated so that people don’t have to go back to the 


beginning of the table to figure out what the content relates to. 


This is helpful for people with learning, cognitive and visual disabilities. 


There are two ways to have the Header Row Repeat: 


1. With the row or rows you want to repeat selected, press the AppKey or right mouse 
button and choose Table Properties. The keyboard command is R. 


2. This will open the Table Properties dialog. 


3. Go to the Row tab by pressing Ctrl + Page Up or Ctrl + page Down. 


4. Press Alt + H to move to and check the check box to Repeat as Header row. 


5. Tab to and activate the OK button by pressing Enter. 
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Figure 3 Table Properties dialog showing Row tab. 


The second way to identify the Header Row to Repeat is from the Table Tools Ribbon. 


The keyboard command is Alt + J, L, J. 


 


Figure 4 Identify Header Row from the Table Tools, Layout Ribbon. 


The following image shows how the Repeat as Header Row will appear in a document. 
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Figure 5 Table showing how Header Row Repeat aids in accessibility. 


Do not let Rows break across pages. 
As a rule, if the contents of one single cell do not fit on one page, the content should not be 


in a table. Even in a complex data table, there are no instances where data has to be in one 
cell spanning multiple pages. 


To help keep document authors “honest” in this regard, we turn off the ability to allow 


rows to break across pages. 


In terms of accessibility, even with the header rows repeating, for those with learning, 


cognitive or visual disabilities or those using a screen reader, breaking content in 


mid-paragraph or sentence while moving to another page causes readability and 


comprehension barriers. 


To prevent rows from breaking across pages: 


1. Select the entire table by pressing Alt + J, L, K, T for Table Tools, Layout Ribbon, 


Select, Table. 


a. You can put Select Table on the Quick Access Toolbar if you work with data 
tables a lot. 
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2. Press the AppKey or right mouse button and then R for Table Properties. 


3. Press Ctrl + Page Up or Page Down to move to the Row tab. 


a. If you just adjusted the table header option, the Row tab should be the focus 


when you go back to the Table Properties dialog. 


b. You can’t choose both at the same time because the ability to identify table 


headers is confined to one or two rows at the beginning of the table while 
stopping rows to break across pages applies to the entire table. 


4. Press Alt + K to uncheck the option to allow rows to break across pages. 


5. Tab to and activate the OK button by pressing Enter. 


 


Figure 6 Table Properties dialog, Row tab and do not allow rows to break across pages. 


Table rows will now not be able to break across pages. 
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Adding cell padding to a table 
As with other file formats and the preference of a document author to have a bit of space 
around the text in a data table, you can do the same thing in Word. 


Do not create space above and below content in a cell by pressing the Enter key! This 


creates blank lines in the cell and “we” have to listen to those blank, blank, blank lines! 


In Word the ability to adjust the spacing around text in a table is called “Cell Margins.” 


I recommend that you create a consistent looking table by selecting the entire table and 


adjusting the cell margins for the table rather than for individual rows. 


To adjust cell margins for a data table: 


1. Select the table by pressing Alt + J, L, K T for Table Tools, Layout, Select, Table. 


2. Press the AppKey or right mouse button and then R for Table Properties. 


3. Press Ctrl + Page Up or Page Down to move to the Cell tab. 


4. Press Alt + letter O to open the Cell Options dialog. 


5. Press Spacebar to uncheck the check box to make all margins equal. It has focus 
when the dialog opens and is checked by default. 


6. DO NOT use whole numbers for this. I’ve researched the visual spacing and found 
that anything from .10 to .20 for the Top and Bottom spacing looks professional. 


a. Once you are close to the .20 measure, it begins to look unprofessional so I 


recommend something like .10 or .15 at the most. 


7. Normally I don’t adjust the left or right margins but you can do this. 


a. Keep in mind the measure for Top and Bottom and be consistent in the 


measure. Don’t use whole numbers and keep the Left and Right margins 
around .10 to .15. 


8. Tab to and activate the OK button by pressing Enter. 


9. You are taken back to the Borders and Shading dialog. 


10. Tab to and activate the OK button by pressing Enter. 


11. Your table now has a bit of space between the text and the top and bottom gridlines 
or the content above or below if you choose not to use gridlines. 


The following two images show the process of adding cell margins or cell padding to a table 
in Word. 
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Figure 7 Table Properties dialog open with focus on cell tab and Cell Options dialog. 


 


Figure 8 Cell Margins dialog showing a .10 measure of cell padding for top and bottom of a cell. 
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What does this look like in a table? The first image is the default when I use one of the 


Table Styles. I used a Table Style to show that you can make these types of modifications 
when using the Table Styles 


 


Figure 9 Table with normal cell margins or padding. 


The second image shows the table when the cell margins or cell padding has been changed 
to the .10 measurement. 


 


Figure 10 Table with cell margins or padding increased for top and bottom. 


I chose to use images to illustrate the difference when Cell Margins are adjusted because I 


am going to convert this document to tagged PDF so it will lose the exploratory value you 


would have in Word by accessing the Table Properties dialog.  


Add a Caption to a table 
One of the basic questions to ask when considering using a table in a Word document is 


what the Caption of the table will be. For example, can you give a summary of what 


information is contained in the table for people with learning, cognitive or visual 


disabilities or who are using a screen reader so that they know what to expect once they 


enter the Table? 


You can do this for all data tables. You can’t do this for tables used for design layout. It 


would defeat the intent of creating the inaccessible document. Taking the sample document 
I created, imagine starting the document with a Caption. 
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Figure 11 Caption on table used for design layout 


To add a Caption to a data table: 


1. Select the table. 


2. Press the AppKey or right mouse button for the context menu and then press C for 


Insert Caption. 


a. This is slightly different from the keyboard command for adding a Caption to 


a figure which is N for Insert Caption. 


3. Type your Caption text. 


4. Press Tab to move to the Label list and choose Table. 


5. Tab to the Position list and choose Above. 


a. You always want a Caption for a table to be above the table so that anyone 


using adaptive technology can access what type of information is in the table 
they are entering. 


6. Tab to and activate the OK button by pressing Enter. 


7. The Caption appears above the table. 
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Figure 12 Insert Caption dialog showing Table Caption options. 


Add Alt Text to a table 
As of Word 2010 we’ve been able to add Alt Text or Alternative Text to a table. I hear the 


questions. If we have a Caption, why do we need Alt Text and if we do add a Caption do we 
have to add Alt Text? 


Of course there is an answer that optimizes the accessibility of your documents! 


Use the Caption to let people know what to expect when they enter the table. The Caption 
information is available to everyone. 


The Alt Text should be used to describe the table in terms of columns and rows and to flag 


any merged or split cells. The information is primarily available to those using screen 


readers and Text-to-Speech tools. It is not “extra” information but it does help in 


determining which table reading and navigation keyboard commands someone will use to 
work their way through the table content. 


To add Alt Text to a data table: 


1. Select the table by pressing Alt + J, L, K, T for Table Tools, Layout, Select, Table. 


2. Press the AppKey or right mouse button to open the context menu and then press R 
for Table Properties. 


3. Press Ctrl + Page Up or Down until you land on the Alt text tab. 


4. Press Tab to move to the Description edit area and type the Alt Text for the table. 


a. Do not press Enter unless you want to start a new line. 


5. Press Tab to the OK button and activate it by pressing Enter. 
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Figure 13 Table Properties dialog showing Alt text tab. 
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Proper use of Tab Stops 
Tab, Enter and Spacebar have suffered over the past years due to the misuse of each of 


them. For example, I’ve seen documents where the Enter key has been used to create space 


around text instead of using the Paragraph dialog and I’ve seen documents where the 


Spacebar has been used to isolate text on lines. One document I worked on five years ago 


has the Enter key pressed at the end of every line for the 85 page document. This meant 
that every line in the report was an individual paragraph. 


There are times when it is correct and proper to use a Tab.  


For example, if you have a short agenda you can use Tabs to space out the information so 


that the times, speaker and room allocation are visually separate but easily read by 


someone using adaptive technology. Tables are not a good tool for displaying information 


such as an agenda for a meeting. However, we often look around and say “I don’t know 


where the hammer is so what can I use instead?” In word processed documents we tend to 
gravitate toward tables (and Text Boxes) as our handy “hammer replacement.” 


The following is an example of an agenda formatted using Tabs. The instructions for doing 


this follow. In the attached Word document that is created using a table for design layout, 


the visual presentation of the keyboard commands in Appendix A have been formatted 
using Tabs. 


9:00 -10:00 Keynote Manitoba Room 


10:00-11:00 General Sessions Rooms Posted 


11:00-12:00 Annual Meeting Alberta Room 


This is easy to read if you are using a screen reader or Text-to-Speech tool because you can 


use either Down Arrow to move to and read the next lime, activity and room number or 


you can use Ctrl + Up Arrow to move to the previous time, activity and room number. You 


can also use the keyboard commands for the adaptive technology to read the content again 


without losing track of where you are. 


The first step in the process is to select the text you want to adjust the Tabs for. In our 


example, it is the three lines of the agenda. 


 


Figure 14 Text selected for creating Tabs. 
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The next step is to open the Paragraph dialog by pressing Alt +H, P, G for Home Ribbon, 


Paragraph. 


 


Figure 15 Paragraph dialog. 


In the lower left of the Paragraph dialog is the button for Tabs. With the Paragraph dialog 


open, press Alt + T which will open the Tabs dialog. 
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Figure 16 Tabs dialog. 


Press Alt + A to Clear All existing Tab Stops for the selected text. 


 


Figure 17 New Tab Stops set for selected text. 
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We now need to set the new Tab Stops for the selected text. I did experiment with what I 


thought were Tab Stops close to where I wanted the text placed and found that two Tab 
Stops, one at 2.25 inches from the margin and one at 4 inches from the margin worked best. 


Once you clear all Tab Stops your focus is in the area where you can enter new Tab Stop 


positions. 


Type 2.5 and press Alt + S to Set that Tab Stop. 


The number you just typed is still in the edit area but it is also just under this area which 


confirms that it is set. 


Type 4 over top of the existing number in the edit area and press Alt + S to Set the Tab Stop. 


Press Tab to move to the OK button and activate it by pressing Enter. 


You are returned to the Paragraph dialog where you can press Tab to move to the OK 


button and activate it by pressing Enter. 


You’ve now positioned the agenda items in a consistent manner both horizontally and 
vertically. 


An agenda like the one in this example is a simple piece of content to use Tabs with. If the 


agenda is longer or more specific in terms of identifying each session, a short description 


and room number along with the time, then best practice shows us that the content is best 
formatted with headings and paragraphs. 


For example, consider the following: 


Monday (Heading 1) 


Keynote Speaker (Heading 2) 


Time (Paragraph) 


Location (Paragraph) 


Short description and/or bio (Paragraph) 


General Sessions (Heading 2) 


Time (Paragraph 


Name of first Session (Heading 3)) 


Room (Paragraph) 


Short Description (Paragraph) 


Name of second Session (Heading 3)) 


Room (Paragraph) 
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Short Description (Paragraph) 


…and so forth. 


This makes it easy to find the day you want, the session you want and then read the 


additional information provided. A table is not appropriate for this type of a short summary 
of information. 


Paragraph Styles to replace single cell tables 
The other misuse of tables that we often see in documents is a single cell table used to 
isolate important information on a page. 


When someone using adaptive technology comes across this in a 


document they hear that there is a table with one column and one row and 


then they enter the table and are told they are in cell A1. They then have to 


switch to the table reading and navigation commands which are designed 
to read data tables.  


The previous paragraph is formatted with a Paragraph style not a single cell table. Could 
you tell just by looking at it? 


The other problem with using single cell tables to call out content is that it takes some 


tweaking to be able to read word by word or line by line or sentence by sentence in a table 


cell if you are using adaptive technology. If there is a list in the table cell, access to that 


granular information becomes equally challenging. It takes time and is a barrier to 
productivity and efficiency in accessing content. 


The reason for this is simply that tables were designed to be used to represent data, not 
general document content. 


So how can we create the same effect we visually see when we use a single cell table (or 


Text Box) but in a completely accessible manner? 


The first step is to either create a new style or modify and existing one. I usually modify the 


“Quote” or “Intense Quote” style because they are already there, I don’t find that style 
particularly accessible and it is easy to modify a style. 


To modify the Intense Quote style: 


1. Select a paragraph of text. 


2. Apply the Intense Quote style to it  by: 


a. Accessing the Apply Styles Pane you put on the Quick Access Toolbar and 
typing in Intense Quote and pressing Enter. 
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b. Pressing Ctrl + Shift + S to open the Apply Styles Pane, type in the words 


Intense Quote and press Enter. 


c. Click on the Intense Quote style in the Styles Gallery on the Home Ribbon. 


d. Open the Styles Pane by pressing Alt + H, F, Y and clicking on the Intense 
Quote style. 


By doing this first, you see the style you’ve applied. You could locate the style in the Styles 


Gallery and right click on it, then choose Modify; or, right click on the Intense Quote style in 


the Styles Pane and choose modify. 


 


Figure 18 Intense Quote applied to a paragraph. 


For those using the keyboard, press Ctrl + Shift + S to open the Apply Styles Pane and then 


press Tab to move to the Modify button and press Enter to open the Modify Style dialog. 


 


Figure 19 Apply Styles Pane showing Intense Quote Style applied to text. 


Note: Once you’ve finished with the Apply Styles Pane, press Ctrl + Shift + 


S to put focus on it again and then press Ctrl + Spacebar, then C to open 


the context menu, and activate Close. 
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The following image shows the context menu for the Intense Quote Style on the Styles Pane.  


Note: Pressing Alt + H, F, Y is a toggle so pressing it with focus in your 


document will close the Styles Pane if it is open. 


 


Figure 20 Modify style option from the context menu in the Styles Pane for the Intense Quote style. 


If you want to create a new style, there is a New Style button in the Apply Styles pane and 


the Styles Pane. In both tools you would Tab to it. 


 


Figure 21 New Style button in lower left of the Styles Pane. 


The New Styles button is at the bottom of the Styles Pane and is the button on the left of the 
three buttons you’ll come across. 


When the Modify Style dialog opens, your focus is in the area where you can identify the 


name of the style or, if you chose New Style, you can give it a meaningful name. By default 


new styles are named Style 1, Style 2, Style 3 and so forth. 


We are going to leave the name as it is. 


In the sample document with Paragraph styles in it, I’ve created a new style called “Intense 


Quote 2.” This lets me refer to a style I know and know that I’ve modified the style for yet a 


different look and feel.  







Page 25 of 47 
 


 


Figure 22 Modify dialog for Intense Quote. 


The formatting we are going to change is pretty much everything but the font style and size 


although you can do that. I recommend not using Bold, Italic or Underline. These are what 


we call hard coded formats that, if someone has their own accessible Style Set, will not 


allow them to fully use their own preferences for fonts, styles and font sizes. 


If you want to make something “bold” use the Strong style. If you want to make something 


Italic, use the Emphasis Style. Both can be modified by the person reading the document if 


they find these styles difficult to read. 


Let’s get started! 


The first thing we want to do is check the contrast of the text. The default colour looks a bit 


light and not a good contrast plus it is all italics which will make it difficult for someone 


with a learning, cognitive or visual disability to read. Emphasized text is OK in small doses 
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but not for entire paragraphs. I’m going to change the font colour to Automatic or black and 


remove the Italics. 


 


Figure 23 Modify Style dialog showing Italics removed and font colour changed to Automatic. 


I’m going to keep the alignment as Centred. 


For all of the rest of the changes to the Intense Quote, we’ll be working with the Format 


button in the lower left of the Modify or New Style dialogs. Both dialogs have the same 


options just different names for the dialogs because the dialogs have different functions. 


 


Figure 24 Options under the Format button in the Modify or New Styles dialog. 


We are going to start by working with the border around the text. 
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Figure 25 Borders and Shading dialog. 


If you are using the keyboard, press Alt + letter O in the Modify or New Style dialog to 


activate the Format button. Then press B for Border. The Borders and Shading dialog 


opens. 


In this example the Box border should be selected but I like to verify this by selecting it 


again. There are other types of borders and sometimes it is difficult to see which one is 


selected.  


If you are using the keyboard, your focus is on the list of border types when the Borders 


and Shading dialog opens. If you are using a screen reader, you should hear which border is 


selected. The choices are None, Box, Shadow, 3D and Custom. Custom lets you put a border 
around content such as cupcakes, flowers, and other image based borders.  


If you are using the keyboard, once you move to a border type, it is selected and you can 
then Tab to the next setting which is the style of the border. 


I then pressed Tab to move to the Styles list and chose the 3 line style.  


Press Tab again to adjust the colour of the border. If you are using the keyboard, press Alt + 


Down Arrow to open the colour choices and then use the Left, Right, Up and Down Arrows 


to choose a colour. 







Page 28 of 47 
 


If you press Tab again you’ll land on the list where you can choose the thickness of the   


line. The thickness is determined in point size. The higher the point size, the thicker the 
line. 


 From this point you can either Tab to and press Enter to apply  a border on eac side of the 


paragraph or not. Enter is a toggle on these buttons so pressing it once might apply the 


border and pressing it again might remove it. When you activate the Box button (or any of 


the others) the border is immediately applied to all four sides of the text. This should give 


those of you using screen readers a reference point. This is one of those things you can do 


using a screen reader but I notice JAWS doesn’t tell me whether the border is on or off. 


Once we have the border applied, we need to make sure that it is applied to the Paragraph 


we’ve selected and not the text…which looks horrible when applied in the context of a 


Paragraph. 


To do this we Tab to the “Apply To” list or we can press Alt + L. We are just making sure 


that it says Paragraph. 


The last thing we want to do is to add some spacing between the text and the border to 
make it stand out.  


To adjust the spacing between the text and the border: 


1. While on the Border page in the Borders and Shading dialog press Alt + letter O to 
move to and activate the Options button. 


2. The Borders and Shading Options dialog opens and your focus is in the edit area to 


adjust the Top spacing. 


3. We are going to make all of the spacing for Top, Bottom, Left and right 14 point. 


4. Once this is done, Tab to and activate the OK button by pressing Enter. 


5. You are taken back to the Borders and Shading dialog, Borders tab. 


6. Tab to and activate the OK button by pressing Enter. 


7. You are taken back to the Modify Styles dialog  


a. As you make the changes to the border and spacing of the selected text, you 


are able to see the preview of what this will look like in each of the dialogs. 


8. You can now choose to modify the style for this document only or for all documents 
based on this template. 


a. To make your choice, press Alt + D which moves you to the option for this 


document only. These are radio buttons so pressing the down Arrow will 


move to and check the option to have this change apply to new documents 
based on this template. 
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9. Tab to and activate the OK button by pressing Enter. 


 


Figure 26 Borders and Shading Options dialog showing new spacing. 


You now have a Paragraph Style that provides the Emphasis of content you want, does not 


have to be confined to “Inline” and is completely accessible. Additionally, when you need to 


call out content again, you don’t have to guess at the formatting of either a single cell table 


or a text box. 


 


Figure 27 Text with the formatting modifications. 


There are other formatting effects you can apply to a Paragraph Style including shading 


and shadow effects. Be careful not to over format! 
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Just to show what you can and shouldn’t do with paragraph border formatting, I’ve created 


an Intense Quote 2 in the attached sample file. 


It has a shadow effect, an olive coloured rope border design (that does not convert 
gracefully to tagged PDF), and light orange shading as a background to the text. 


 


Figure 28 Sample of an over formatted paragraph. 


Indenting a paragraph from the left and right margins 
The style we modified has the text centred. If we want our text left aligned but we want the 


text indented from the left and right margins, how do we do this? 


This can be done to individual paragraphs but of course it is always better done using a 


Paragraph Style. 


1. While in the Modify Style or New Style dialog, press Alt + letter O and then P for 


Paragraph. 


2. The Paragraph dialog opens. 


3. Your focus is in the outline definition for the paragraph. Leave this as it is. 


4. Press Shift + Tab to move to the Alignment list and choose Left. 


5. Press Enter. 


6. Press Alt + L to move to the Left Indent list and type .75 or ¾ of an inch from the 


margin. 


7. Press Tab to the Right indent list and type .75 so that the indents are equal from the 
left and right margins. 


8. Tab to and activate the OK button by pressing Enter. 


9. Choose whether to apply this to this document only or to all documents based on 
this template. 
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10. Tab to and activate the OK button by pressing Enter. 


 


Figure 29 Paragraph dialog showing the left/right indent of .75 inches. 


I previously mentioned that you should use the Strong and Emphasis styles in paragraph 


formatting instead of the Bold and Italic buttons. The following illustrates how I use the 


Strong style to further call out important concepts in my books. 


I add the word “Note” before the paragraph followed by a colon and then make both of 


them Strong instead of Bold. This way, if someone who has their own Style Set swaps out 


my styles for ones they prefer, everything adjusts to their preferences. There is no hard 
coding or inflexible formatting of the document. 


This example is also in the attachments to this PDF document.  
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Figure 30 Example of the Strong style applied to beginning text of a bordered paragraph. 


Columns 
One of the other reasons tables are used in documents, especially Word documents, is to 


format text into columns. This is also bad design and a barrier to accessibility for those 
using adaptive technology. 


To format content into Columns: 


1. Select the content you want to be in columns. 


a. We do this because Word will create Section Breaks around the content in 


columns so that the columns don’t spill over to content we do not want in 


columns. 


2. Press Alt + P, J and then choose 2 columns (for our example). 


3. A Section Break is inserted above and below the text you selected and the text 


within those Section Breaks is formatted into columns. 
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Figure 31 Column Gallery from the Page Layout Ribbon. 


The choices from the Columns Gallery are Single Column which is how text appears 


normally in a document, Two Columns, Three Columns both of which will give you 


“newspaper columns” and the options for Left or Right Columns which are Parallel 


Columns. We’ll cover Parallel Columns in this booklet. There is also the option to open the 


Columns dialog by choosing “More Columns” which we’ll also do. 


In looking at the readability of content, you want to make sure that text in columns is left 
aligned not fully justified and you want to avoid using more than 3 columns for text. 


First, why left align the text? Fully justified text is a legacy of print-only documents and is 


all but deprecated in digital content. If you’ve looked at text and your eyes see rivers of 


white, look to the right edge of the text and odds are that the text is fully justified. Full 


justification forces text to the width of the column or width of the page. It does not allow 


text to flow naturally. We can see a bit of this happening in the text in the following image. 


Look at line 2 of the text and you’ll see some odd spacing between words. This text is fully 


justified. The text is in a column. Large white spaces between words are an accessibility 


barrier for those with learning, cognitive or visual disabilities because of the spacing 


between words. The natural reading flow is interrupted or disconnected. 
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Figure 32 Text illustrating full justification of text. 


Secondly, why limit the number of columns on a page or for text to three? 


The following image shows text formatted into four columns. Note that there isn’t a lot of 


text in a column. Someone using screen magnification may get lost reading across a line and 


inadvertently end up in a different column. Someone with a learning or cognitive disability 


may not have enough of the text in a column to understand what they are reading. 


 


Figure 33 Text in a document formatted in four columns. 


People who use adaptive technology such as screen readers and Text-to-Speech tools can 


use their normal reading keyboard commands to move around columns. If text is formatted 


to look like columns but is in a table, they have to use table reading and navigation 


commands. Since Headings cannot be used in tables, any text where the topic changes or 


text that is formatted as Parallel Columns cannot have Headings or navigational points.  


I hear the next question. So how do we do this using columns? 


Word has both Section Breaks and Column Breaks and by using both of them, you can 


create a visually interesting and completely accessible document with formatting such as 


the example in the following image. I’ve also attached a Column Sample document to this 
one for closer examination. 
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Figure 34 Document with Parallel Columns, a Heading, an accessible sidebar and single column text. 
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Newspaper Columns 
Newspaper columns are typically balanced or have an equal amount of text in each column. 


Our example has two columns with a horizontal line between the columns to help identify 


the boundaries of each column. 


To create the two columns with the horizontal line between them, we are going to use the 
Columns dialog: 


1. Select the text you want to be in columns. 


2. Press Alt + P, J, C for the Page Layout Ribbon, Columns, More Columns. 


3. The Columns dialog opens. 


4. Choose 2 columns by pressing the Up Arrow. By default your focus is in the list 


where you can adjust the number of columns. If you are mouse dependent you can 
also click on the two columns button just above the default focus. 


a. If you look at the middle left of the dialog you can see that Word 


automatically calculates the gutter or white space between the columns. 
Leave this as it is because Word usually does a good job of these calculations. 


5. When you choose more than one column, the check box to make the columns equal 


is automatically checked and we are going to leave that as it is. We want the columns 


to be balanced. 


6. We need to add the horizontal line between columns.  


7. Press Alt + H to move to and check the check box for “line Horizontal.” 


a. You will be able to see the way the columns will look in the small preview 


area (not accessible if you are using a screen reader). 


b. This keyboard command is a toggle so pressing it again will uncheck this 


option. 


8. Tab to and activate the OK button by pressing Enter. 


The text you selected is now in balanced newspaper columns with a horizontal line 
between them. 







Page 37 of 47 
 


 


Figure 35 Columns dialog showing two columns with horizontal line between them. 


The text I selected for the sample has an odd number of lines in it so Word did the best it 


could do with what I gave it. In column 2 there is one blank line after the last line of text, 


but this is considered balanced. 


 


Figure 36 Newspaper columns with a horizontal line between them. 
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Parallel Columns 
Parallel Columns are columns where one column is smaller than the other. Typically we 


find this in textbooks where there is a heading to the left, text to the right or text to the 


right and a sidebar to the left. 


The following is how text would look if we just applied Parallel Columns to it. 


 


Figure 37 Image of Parallel Columns applied to text. 


Let’s take a look at how this will look and work if we add Headings and a “sidebar” to the 
text. 


 


Figure 38 Initial formatting of text into Parallel Columns. 


Position your cursor just after the letter N in Introduction (using my example Introduction 


is going to be a Heading). 
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Figure 39 Page Layout, Breaks Gallery showing Column Break selected. 


Press Alt + P, B, C for Page Layout, Break, Column. The text after the word Introduction will 
be put into the second column/to the right of the word Introduction. 


Notice that we now also have a blank line at the top of column 2. 
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Figure 40 Parallel Columns showing blank line at the top of second column. 


Press the Delete key to remove that blank line and the text will line up with the word 
Introduction. 


 


Figure 41 Parallel Columns with Column Break in place. 


Select all of the letters in the word Introduction except the N. 


Press Ctrl + Alt + 1 for a Heading 1. 


Move the cursor to just after the letter o. 


Type the letter n and then Delete the existing letter n that is not formatted as a Heading. 


 


Figure 42 Finished Parallel Columns. 
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The way this is going to be read by a screen reader and Text-to-Speech tool is by reading 


the Heading Introduction followed by the content in column 2 until a Section Break is 
reached and “new instructions” about the formatting and structure of the content are given. 


We can visually see the logical reading order by going to Draft View of the document. Press 


Alt + W, E to do this. When you are finished examining Draft View, press Alt + W, P for Print 
Layout View. 


 


Figure 43 Draft View of the document showing both the Section and Column Break. 


Use a Paragraph style to show a sidebar 
Now we will take it to the next step by using a Style to provide an accessible Sidebar. 


First I separated the sentence I want to put in the sidebar. 


 


Figure 44 Text with sentence to be in sidebar isolated from other text. 


Then I use a paragraph style I have modified, for me it is usually the “Quote” or “Intense 


Quote” style that is in the Normal document template. I tend to modify inherent styles I 


don’t use or are not accessible or readable in their current format and make them more 


accessible and usable for my documents. This means I don’t have a lot of extra styles in the 


Styles Pane or my document. 


In this case I modified the Intense Quote style to have a border around it and some space 
between the text and the border.  
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I select the text that I want in a “sidebar” and apply the Quote style using the Apply Styles 


Pane that I put in the Quick Access Toolbar. I can also open the Styles Pane using Alt + H, F, 
Y and apply the style that way. 


 


Figure 45 Sentence formatted with Intense Quote style and three paragraphs associated with it. 


The next step is to select the text I want in Parallel Columns and apply the Left Column 


format to the text. In this case there are four paragraphs that I want associated with this 
sidebar including the one I formatted with the Intense Quote style. 
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Figure 46 Four paragraphs put into Parallel Columns. 


I did take a look at the width of the left column based on the amount of text I wanted for the 


sidebar and determined I needed a slightly larger column width on the left. 


I selected both columns and pressed Alt + P, J, C to open the More Columns dialog. I 


modified the width of column 1 to 2.5 inches. Word automatically adjusted the gutter and 


the second column. I did this for both sets of Parallel Columns on this page so they would 


line up correctly. 
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Figure 47 Columns dialog showing change in the width of column 1. 


Visually, on the left I now have two paragraphs: the one with the border and the one that 


follows immediately after it. 


 


Figure 48 Text placed in Parallel Column format showing text in both columns. 
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I place my cursor at the beginning of the second paragraph in the first column and press Alt 


+ P, B, C to insert a Column Break. 


I then go to the top of the second page…because my text has spilled onto the second page. 


I place my cursor just before the text in the first column on the second page and insert 
another Column Break. 


 


Figure 49 parallel Column spanning two pages. 


The text now lines up as it should and will read as it logically should. When this document 


is converted to tagged PDF or Braille, it will also be read as it should. 


The following image shows the two pages with the Heading for part of the text at the top of 


the first page and the bordered paragraph mimicking a text box at the bottom of the same 


page. 
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Figure 50 Two pages of content formatted as Parallel Columns. 


That’s it! This is completely accessible! 
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Summary 
It doesn’t matter what file format you are working with, purposely using tables for design 


layout is simply a bad practice and poor design principle. It creates multiple levels of 


accessibility barriers. 


The elements of an accessible table are: 


1. Insert a table, never draw a table. 


2. Make sure you identify a header row or multiple Header rows to repeat at the top of 


each page. (As of Word 2010 we’ve been able to use about the first 3 rows in a table 
if we absolutely need them as Header rows.) 


3. Do not allow rows to break across pages. If the content does not fit into one cell, 
then a table is not the right structure for that content. 


4. Use the ability to adjust Cell Margins to add space around text in a table. Do not 


press the Enter key. 


5. Always include a Caption for your table and place the Caption above the table so 


that those using adaptive technology or those who don’t use adaptive technology 


who may have a leaning or cognitive disability know what to expect when they enter 


the table. 


6. Provide your table with Alt Text to give more information about the general 


structure of the table. Not every adaptive technology gives information about the 


number of rows or columns or whether it is a uniform or non-uniform table. 


This document has provided an overview of how to optimize data tables for accessibility to 
a broad range of people with disabilities.  


We’ve also looked at how to effectively use Tab Stops, a Paragraph Style, columns, Section 


Breaks and Column Breaks to optimize a document for accessibility and avoid bad design 


and inaccessible documents  


As new techniques become available (such as being able to add Alt Text to a table as of 
Word 2010) this document will be updated. 


Contact Information 
Contact Karen McCall with questions or suggestions for other how to booklets. You’ll find 


other helpful documents on accessible document design on the Karlen Communications 


website. 


Copyright 2015 by Karen McCall, M.Ed. 


Microsoft Word MVP 2009-2015 and Microsoft Accessibility MVP 2014 (new category 


established in 2014). 
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Columns in Word Documents


This document is a selection of different types of columns in Word. Headings are used to divide content and demonstrate the use of columns.


Newspaper Columns





Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document. To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar.


Click Insert and then choose the elements you want from the different galleries. Themes and styles also help keep your document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme. Save time in Word with new buttons that show up where you need them.





To change the way a picture fits in your document, click it and a button for layout options appears next to it. When you work on a table, click where you want to add a row or a column, and then click the plus sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the text you want. If you need to stop reading before you reach the end, Word remembers where you left off - even on another device.





Parallel Columns



Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document. To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar.





Click Insert and then choose the elements you want from the different galleries. Themes and styles also help keep your document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme. Save time in Word with new buttons that show up where you need them.


To change the way a picture fits in your document, click it and a button for layout options appears next to it. When you work on a table, click where you want to add a row or a column, and then click the plus sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the text you want. If you need to stop reading before you reach the end, Word remembers where you left off - even on another device.


Headings and Sidebar in Parallel Columns


Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document. To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar.





Introduction
Click Insert and then choose the elements you want from the different galleries. Themes and styles also help keep your document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme. Save time in Word with new buttons that show up where you need them.


To change the way a picture fits in your document, click it and a button for layout options appears next to it. When you work on a table, click where you want to add a row or a column, and then click the plus sign. Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the text you want. If you need to stop reading before you reach the end, Word remembers where you left off - even on another device.





Video provides a powerful way to help you prove your point. 
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When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document. To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. 




Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document. To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar.













Paragraph Style Samples


cVideo provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document.


To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries.


Themes and styles also help keep your document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme.


Save time in Word with new buttons that show up where you need them. To change the way a picture fits in your document, click it and a button for layout options appears next to it. When you work on a table, click where you want to add a row or a column, and then click the plus sign.


Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the text you want. If you need to stop reading before you reach the end, Word remembers where you left off - even on another device.


Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document.


Note: To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries.


Themes and styles also help keep your document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme.
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[bookmark: _Toc410794946]First major Topic in Document


[bookmark: _Toc410794947]Creating Custom Styles


Why use Custom Styles?	You can use custom styles when you need more than one H1 or Heading 1 in your document.


For example, you might want one look and feel for Heading 1 for the title fo the document on the cover page and another for the Heading 1 in the main body of the document.


[bookmark: _Toc410794948]Will both Custom Styles show up in the TOC


	By default yes, but you can go into the Options of the TOC and choose not to have the Heading 1 used for the title of the document show up in the TOC.


[bookmark: _Toc410794949]Video in Documents


Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document.


[bookmark: _Toc410794950]Page Headers and Footers


To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries.


[bookmark: _Toc410794951]Using Themes and Styles


Themes and styles also help keep your document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme.
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Buttons for Picture Options	Save time in Word with new buttons that show up where you need them. To change the way a picture fits in your document, click it and a button for layout options appears next to it. 


When you work on a table, click where you want to add a row or a column, and then click the plus sign.


[bookmark: _Toc410794953]Reading View


Reading is easier, too, in the new Reading view. 


· You can collapse parts of the document and focus on the text you want. 


· If you need to stop reading before you reach the end, 


· Word remembers where you left off - even on another device.


[bookmark: _Toc410794954]Now Switching to a Data Table in the Same Table


[bookmark: _Toc410794955]Checklist for Accesibility of documents


			Element


			Doc 1


			Doc 2


			Doc 3


			Doc 4





			Headings


			Yes


			No


			No


			Yes





			Lists


			Yes


			Yes


			Yes


			Yes





			Alt Text


			No


			Yes


			Yes


			Yes
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[bookmark: _Toc410794957]Different Video


Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document.


[bookmark: _Toc410794958]Different Page Header/Footer Information


To make your document look professionally produced, 


· Word provides header, footer, cover page, and text box designs that complement each other. 


For example, you can add a matching cover page, header, and sidebar. 


· Click Insert and then choose the elements you want from the different galleries.


[bookmark: _Toc410794959]Different Themes and Styles


Themes and styles also help keep your document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme.


[bookmark: _Toc410794960]Let’s add a picture!	 
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Figure 1 Image of a colourful fish.


[bookmark: _Toc410794961]Different Reading View


Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the text you want. If you need to stop reading before you reach the end, Word remembers where you left off - even on another device. 


[bookmark: _Toc410794962]Repeat of video text


Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document.


[bookmark: _Toc410794963]Yet another major change in topic


[bookmark: _Toc410794964]Another change to a sub-topic


[bookmark: _Toc410794965]Third rendition of Themes and Styles


Themes and styles also help keep your document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme.


[bookmark: _Toc410794966]Third rendition of Page Header and footer


To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries.
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			Element


			Doc 1


			Doc 2


			Doc 3





			Headings


			Yes


			Yes


			Yes





			Alt Text


			Yes


			Yes


			Yes
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Gridlines have been added to the table for visual reference.
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			Will both Custom Styles show up in the TOC?
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			Video in Documents
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			Buttons for Picture Options


			Save time in Word with new buttons that show up where you need them. To change the way a picture fits in your document, click it and a button for layout options appears next to it. 


When you work on a table, click where you want to add a row or a column, and then click the plus sign.
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			Reading is easier, too, in the new Reading view. 


· You can collapse parts of the document and focus on the text you want. 
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			To make your document look professionally produced, 


· Word provides header, footer, cover page, and text box designs that complement each other. 


For example, you can add a matching cover page, header, and sidebar. 


· Click Insert and then choose the elements you want from the different galleries.
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Figure 1 Image of a colourful fish.
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JAWS Table Reading Commands


When reading or navigating a table, there are keyboard commands for accessing the information in the current cell and any surrounding cells. We often cannot use regular document reading commands while in a table.


Try reading through the content in this table using the JAWS table reading commands which are shown below. I’ve added the word “number” for clarity of key and I’ve used Tabs effectively to provide access to the keyboard commands. (Tabs aren’t a bad thing when used correctly.)


Read table column 	Alt + Windows Key + Period 


Read next column 	Windows Key + Alt + Right Arrow 


Read prior column 	Windows Key + Alt + Left Arrow 


Say column title 	Alt + JawsKey + Shift + C 


Say first cell in column 	Alt + number 1


Note that this is a Table Layer keystroke. You must first press JawsKey + Spacebar, followed by T to make the table layer active. You can then press Alt + number 1 to read the first cell in the column. 


Read table row 	Alt + Windows Key + Comma or Alt + Windows Key + NumPad 5 


Read next row 	Windows Key + Alt + Down Arrow 


Read prior row 	Windows Key + Alt + Up Arrow 


Say row title 	Alt + JawsKey + Shift + R 


Say first cell in row 	Alt + 7


Note that this is a Table Layer keystroke. You must first press JawsKey + Spacebar, followed by T to make the table layer active. You can then press Alt + 7 to say the first cell in the row. 


Select first cell in a table 	JawsKey + Ctrl + T 
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Disclaimer 
The text for this document is taken from the book “logical Document Structure Handbook: 


Word 2010” and retains all copyright. It has been updated to reflect some accessibility 


enhancements to Text Boxes in Word 2013. 


Introduction 
There are two sample documents attached to this PDF document that are samples of Text 


Boxes and Paragraph Styles.  


Some document authors use Text Boxes or a single cell table to isolate information or to 


create an effect for text.  Neither is currently an accessible solution even with enhanced 


access to Text Boxes in Word 2013. There is a separate tutorial document on accessible 


Tables and Columns1 on the Karlen Communications web site. 


Text Boxes are very difficult to navigate if you are using adaptive technology and they may 
not convert well into other formats such as tagged PDF, Braille or large print.  


Text Boxes float over the page because they are objects not part of the text layer of the 


document. Most of them cannot be put into focus so that the content is accessible to 
adaptive technology unless you can physically put the mouse cursor into the text. 


Some screen readers, such as JAWS, do have the ability to list objects in a document and 


then let the end-user put focus into the text but because they are objects the process is 


similar to walking on stepping stones in a pond. You move from stone to stone without 


touching the water. In this metaphor you move from object to object/Text Box to Text Box 


without touching the surrounding content. 


Why are Text Boxes inherently inaccessible? 


Text Boxes are not part of the main document text layer. They are objects that float above 


the text layer. Because they are not part of the text layer of documents, adaptive technology 


doesn’t see them. 


Imagine moving along this river looking left, right and in front of you. You can touch the 


area you are nearest to which means you “have access” to these parts of your surroundings.  


                                                        
1 Karlen Communications, Handouts page with other tutorials: 
http://www.karlencommunications.com/handouts.html  



http://www.karlencommunications.com/handouts.html

http://www.karlencommunications.com/handouts.html
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Figure 1Photo of Jackson Trail Alberta copyright Karen McCall. 


The clouds float above the area you are walking in as do birds and insects. The clouds, 


birds, insects, planes and other elements that you don’t have access to would be 


comparable to the objects that are not in the text layer of a document. The “text layer” 


would be comparable to the area around you as you walk that you have access to. 
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Figure 2 Photo of clouds taken from plane copyright Karen McCall. 


Some adaptive technology such as the JAWS screen reader have keyboard commands for 


getting a list of objects in a document. Using the JAWS keyboard command Ctrl + Shift + 


letter O, you can navigate to an object such as a text box and sometimes read the contents. 


But here is the problem. 


If you are moving from object to object it is like being in an airplane skimming along the 


clouds. You can see the clouds and go in and out of them but you have no idea from looking 


at the clouds where you are. You don't have the ability to look down to see what might be 
below the clouds. 
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Figure 3 Photo of clouds taken from plane to illustrate objects and layers. 


This is compounded with layered documents. It is like gliding between layers of clouds 


without knowing where you are or what you are “touching.” In some cases it is difficult to 


separate one layer of cloud from another. Similarly with layered documents it becomes 


difficult separating one layer of “content” from another. 


So while you may be able to read the content in a text box, you have no mechanism to help 


you view what is under it or around it. Each "layer” of the document lives in isolation of 
each other as experienced by adaptive technology. 


The other barrier to accessibility is that I’ve given you the JAWS keyboard command for 


locating objects, not all screen readers or Text-to-Speech tools (for people with learning, 
cognitive or visual disabilities)s have the capability of locating objects in documents. 


Text Boxes are often used for quotations and other text that document authors want people 
to really notice and read. 


The following image shows how the cursor will go down the left margin and not “find” the 


Text Box. The Text Box in the image is not inline. For an inline Text Box, the cursor will 


disappear under it and then reappear when text is encountered as illustrated in the sample 


document attached to this tutorial. Even without adaptive technology running, focus cannot 
be given to a Text Box without the use of a mouse. 
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Figure 4 Text Box showing cursor at the margin. 


Paragraph formatting is simple and easy, yet we often use the tools someone showed us 


during a “marketing of the software seminar” or a tool we found that “did the trick” when 


we needed a fabulous document done in five minutes.  


 


Figure 5 Paragraph StyleError! Bookmark not defined. used to visually isolate important content. 


In the preceding image a Paragraph Style was used to visually isolate important content. 


Some screen readers have the verbosity setting to allow for the identification of borders 


and shading.  


This aside the content is accessible and an end-user who is accessing your content non-


visually will be able to read this important content. 


Once you understand the formatting you can do using the basic tools in Word, you’ll find 


that these are easy to use…and you can create Custom Styles for formatting you do 
frequently.  


Improved Access to Inline Text Boxes 
With Word 2013 we have some improvement in terms of accessing Text Boxes…BUT we 


are not to the point where we can reliably read the content or read the content of a Text 


Box in context with its surrounding text. 


This new enhancement is also not backward compatible. So a document created in Word 


2013 with an Inline Text Box is not going to be accessible when opened in Word 2010, 
2007 or earlier versions of Word. 


A Text Box is inserted as an “inline” object by default. This means that it is flush against the 


left margin, in line with the text. Most people want to add Text Boxes because they want to 
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position text in a specific place on a line or on a page. Having the Text Box in line with the 


text is not the effect they want. 


Currently JAWS 16 with Word 2013, all updates installed for both, will often still miss a 


Text Box or one will hear “rectangle, 5 inches by 2 inches. This information is meaningless. 


We still have to use Ctrl + Shift + letter O to get a list of objects in a document. The list of 


objects contains images, shapes, Text Boxes…anything not in the text layer of the 


document. 


We then have to sort through the list and find the Text Box we want to read, enter it, read 
the contents and press Escape to get back to the text layer of the document. 


And as mentioned, this is only for the JAWS screen reader. Other adaptive technology may 
not have this level of granular access to document parts in word. 


The most accessible technique for making content stand out and be fully accessible is still 


to use a Paragraph Style. 


Let’s learn how to do this! 


Paragraph Styles to replace Text Boxes 
So how can we create the same effect we visually see when we use a Text Box (or single cell 


table) but in a completely accessible manner? 


The first step is to either create a new style or modify and existing one. I usually modify the 


“Quote” or “Intense Quote” style because they are already there, I don’t find that style 


particularly accessible and it is easy to modify a style. 


To modify the Intense Quote style: 


1. Select a paragraph of text. 


2. Apply the Intense Quote style to it  by: 


a. Accessing the Apply Styles Pane you put on the Quick Access Toolbar and 
typing in Intense Quote and pressing Enter. 


b. Pressing Ctrl + Shift + S to open the Apply Styles Pane, type in the words 
Intense Quote and press Enter. 


c. Click on the Intense Quote style in the Styles Gallery on the Home Ribbon. 


d. Open the Styles Pane by pressing Alt + H, F, Y and clicking on the Intense 


Quote style. 


By doing this first, you see the style you’ve applied. You could locate the style in the Styles 


Gallery and right click on it, then choose Modify; or, right click on the Intense Quote style in 
the Styles Pane and choose modify. 
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Figure 6 Intense Quote applied to a paragraph. 


For those using the keyboard, press Ctrl + Shift + S to open the Apply Styles Pane and then 


press Tab to move to the Modify button and press Enter to open the Modify Style dialog. 


 


Figure 7 Apply Styles Pane showing Intense Quote Style applied to text. 


Note: Once you’ve finished with the Apply Styles Pane, press Ctrl + Shift + 


S to put focus on it again and then press Ctrl + Spacebar, then C to open 
the context menu, and activate Close. 


The following image shows the context menu for the Intense Quote Style on the Styles Pane.  


Note: Pressing Alt + H, F, Y is a toggle so pressing it with focus in your document will close 
the Styles Pane if it is open. 
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Figure 8 Modify style option from the context menu in the Styles Pane for the Intense Quote 


style. 


If you want to create a new style, there is a New Style button in the Apply Styles pane and 


the Styles Pane. In both tools you would Tab to it. 


 


Figure 9 New Style button in lower left of the Styles Pane. 


The New Styles button is at the bottom of the Styles Pane and is the button on the left of the 


three buttons you’ll come across. 


When the Modify Style dialog opens, your focus is in the area where you can identify the 


name of the style or, if you chose New Style, you can give it a meaningful name. By default 
new styles are named Style 1, Style 2, Style 3 and so forth. 


We are going to leave the name as it is. 


In the sample document with Paragraph styles in it, I’ve created a new style called “Intense 


Quote 2.” This lets me refer to a style I know and know that I’ve modified the style for yet a 


different look and feel.  
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Figure 10 Modify dialog for Intense Quote. 


The formatting we are going to change is pretty much everything but the font style and size 


although you can do that. I recommend not using Bold, Italic or Underline. These are what 


we call hard coded formats that, if someone has their own accessible Style Set, will not 


allow them to fully use their own preferences for fonts, styles and font sizes. 


If you want to make something “bold” use the Strong style. If you want to make something 


Italic, use the Emphasis Style. Both can be modified by the person reading the document if 


they find these styles difficult to read. 


Let’s get started! 


The first thing we want to do is check the contrast of the text. The default colour looks a bit 


light and not a good contrast plus it is all italics which will make it difficult for someone 


with a learning, cognitive or visual disability to read. Emphasized text is OK in small doses 


but not for entire paragraphs. I’m going to change the font colour to Automatic or black and 
remove the Italics. 
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Figure 11 Modify Style dialog showing Italics removed and font colour changed to 
Automatic. 


I’m going to keep the alignment as Centred. 


For all of the rest of the changes to the Intense Quote, we’ll be working with the Format 


button in the lower left of the Modify or New Style dialogs. Both dialogs have the same 


options just different names for the dialogs because the dialogs have different functions. 


 


Figure 12 Options under the Format button in the Modify or New Styles dialog. 


We are going to start by working with the border around the text. 
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Figure 13 Borders and Shading dialog. 


If you are using the keyboard, press Alt + letter O in the Modify or New Style dialog to 


activate the Format button. Then press B for Border. The Borders and Shading dialog 


opens. 


In this example the Box border should be selected but I like to verify this by selecting it 


again. There are other types of borders and sometimes it is difficult to see which one is 
selected.  


If you are using the keyboard, your focus is on the list of border types when the Borders 


and Shading dialog opens. If you are using a screen reader, you should hear which border is 


selected. The choices are None, Box, Shadow, 3D and Custom. Custom lets you put a border 
around content such as cupcakes, flowers, and other image based borders.  


If you are using the keyboard, once you move to a border type, it is selected and you can 


then Tab to the next setting which is the style of the border. 


I then pressed Tab to move to the Styles list and chose the 3 line style.  


Press Tab again to adjust the colour of the border. If you are using the keyboard, press Alt + 


Down Arrow to open the colour choices and then use the Left, Right, Up and Down Arrows 
to choose a colour. 
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If you press Tab again you’ll land on the list where you can choose the thickness of the   


line. The thickness is determined in point size. The higher the point size, the thicker the 
line. 


 From this point you can either Tab to and press Enter to apply a border on each side of the 


paragraph or not. Enter is a toggle on these buttons so pressing it once might apply the 


border and pressing it again might remove it. When you activate the Box button (or any of 


the others) the border is immediately applied to all four sides of the text. This should give 


those of you using screen readers a reference point. This is one of those things you can do 


using a screen reader but I notice JAWS doesn’t tell me whether the border is on or off. 


Once we have the border applied, we need to make sure that it is applied to the Paragraph 


we’ve selected and not the text…which looks horrible when applied in the context of a 


Paragraph. 


To do this we Tab to the “Apply To” list or we can press Alt + L. We are just making sure 


that it says Paragraph. 


The last thing we want to do is to add some spacing between the text and the border to 
make it stand out.  


To adjust the spacing between the text and the border: 


1. While on the Border page in the Borders and Shading dialog press Alt + letter O to 
move to and activate the Options button. 


2. The Borders and Shading Options dialog opens and your focus is in the edit area to 


adjust the Top spacing. 


3. We are going to make all of the spacing for Top, Bottom, Left and right 14 point. 


4. Once this is done, Tab to and activate the OK button by pressing Enter. 


5. You are taken back to the Borders and Shading dialog, Borders tab. 


6. Tab to and activate the OK button by pressing Enter. 


7. You are taken back to the Modify Styles dialog  


a. As you make the changes to the border and spacing of the selected text, you 


are able to see the preview of what this will look like in each of the dialogs. 


8. You can now choose to modify the style for this document only or for all documents 
based on this template. 


a. To make your choice, press Alt + D which moves you to the option for this 


document only. These are radio buttons so pressing the down Arrow will 


move to and check the option to have this change apply to new documents 
based on this template. 
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9. Tab to and activate the OK button by pressing Enter. 


 


Figure 14 Borders and Shading Options dialog showing new spacing. 


You now have a Paragraph Style that provides the Emphasis of content you want, does not 


have to be confined to “Inline” and is completely accessible. Additionally, when you need to 


call out content again, you don’t have to guess at the formatting of either a single cell table 


or a text box. 


 


Figure 15 Text with the formatting modifications. 


There are other formatting effects you can apply to a Paragraph Style including shading 
and shadow effects. Be careful not to over format! 


Just to show what you can and shouldn’t do with paragraph border formatting, I’ve created 


an Intense Quote 2 in the attached sample file. 
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It has a shadow effect, an olive coloured rope border design (that does not convert 


gracefully to tagged PDF), and light orange shading as a background to the text. 


 


Figure 16 Sample of an over formatted paragraph. 


Indenting a paragraph from the left and right margins 
The style we modified has the text centred. If we want our text left aligned but we want the 


text indented from the left and right margins, how do we do this? 


This can be done to individual paragraphs but of course it is always better done using a 
Paragraph Style. 


1. While in the Modify Style or New Style dialog, press Alt + letter O and then P for 


Paragraph. 


2. The Paragraph dialog opens. 


3. Your focus is in the outline definition for the paragraph. Leave this as it is. 


4. Press Shift + Tab to move to the Alignment list and choose Left. 


5. Press Enter. 


6. Press Alt + L to move to the Left Indent list and type .75 or ¾ of an inch from the 


margin. 


7. Press Tab to the Right indent list and type .75 so that the indents are equal from the 
left and right margins. 


8. Tab to and activate the OK button by pressing Enter. 


9. Choose whether to apply this to this document only or to all documents based on 


this template. 


10. Tab to and activate the OK button by pressing Enter. 
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Figure 17 Paragraph dialog showing the left/right indent of .75 inches. 


I previously mentioned that you should use the Strong and Emphasis styles in paragraph 


formatting instead of the Bold and Italic buttons. The following illustrates how I use the 


Strong style to further call out important concepts in my books. 


I add the word “Note” before the paragraph followed by a colon and then make both of 


them Strong instead of Bold. This way, if someone who has their own Style Set swaps out 


my styles for ones they prefer, everything adjusts to their preferences. There is no hard 
coding or inflexible formatting of the document. 


This example is also in the attachments to this PDF document.  
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Figure 18 Example of the Strong style applied to beginning text of a bordered paragraph. 


Paragraph Styles with Unusual Layouts 
Text 
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Contact Information 
You can contact Karen McCall with any questions about this how to booklet or any 
suggestions for others. Visit the Karlen Communications web site for more how to booklets! 


Copyright Information 
Logical Document Structure Handbook: Word 2010, ISBN 978-0-9782675-4-4 


No part of this publication may be reproduced or transmitted in any form 


or any means electronic or mechanical, for any purpose, without the 


express written permission of Karen McCall. 


Photos copyright Karen McCall. 



mailto:info@karlencommunications.com?subject=Conference%20Handout%20on%20Accessible%20Office%20Documents%202015

http://www.karlencommunications.com/
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Paragraph Style Samples


[bookmark: _GoBack]Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document.


To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries.


Themes and styles also help keep your document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme.


Save time in Word with new buttons that show up where you need them. To change the way a picture fits in your document, click it and a button for layout options appears next to it. When you work on a table, click where you want to add a row or a column, and then click the plus sign.


Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the text you want. If you need to stop reading before you reach the end, Word remembers where you left off - even on another device.


Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document.


Note: To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries.


Themes and styles also help keep your document coordinated. When you click Design and choose a new Theme, the pictures, charts, and SmartArt graphics change to match your new theme. When you apply styles, your headings change to match the new theme.







[bookmark: _GoBack]Sample of Newsletter layout


This is a sample of a newsletter layout where Styles have been used instead of Text Boxes.
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Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. 
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Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. 
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Video provides a powerful way to help you prove your point. When you click Online 
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Video provides a powerful way to help you prove your point. When you click Online
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Text Box Sample Document


I’ve used the ability in Word to create some sandbox text. However the first paragraph under the topic Paragraph Styles has been written for this sample document.


Note that using JAWS 16 in Word 2013, the screen reader does not even see the text box as you move through the document.


JAWS does have a keyboard command to list objects: Ctrl + Shift + letter O. When you press Enter on the object you want, you are placed in that object and must Escape out of it again in order to continue reading the document. BUT if you are not told there are any objects in a document by the adaptive technology, you do not know to use this keyboard command…and this is just a JAWS command, many adaptive technologies do not have this type of advanced access to content.


While using SayAll, JAWS announced that there was a rectangle with its dimensions but not any of the text.


Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document.[bookmark: _GoBack]This is a sample of text in a text box where the text box is inline with the text layer of the doucment.











To make your document look professionally produced, Word provides header, footer, cover page, and text box designs that complement each other. For example, you can add a matching cover page, header, and sidebar. Click Insert and then choose the elements you want from the different galleries.


Paragraph Style Sample


The following is a sample of how a Paragraph Style is more accessible than a text box at the flexibility since text boxes must be inline or next to the margin in order for the adaptive technology that can detect them to detect them.


Save time in Word with new buttons that show up where you need them. To change the way a picture fits in your document, click it and a button for layout options appears next to it. When you work on a table, click where you want to add a row or a column, and then click the plus sign.


Reading is easier, too, in the new Reading view. You can collapse parts of the document and focus on the text you want. If you need to stop reading before you reach the end, Word remembers where you left off - even on another device.


Video provides a powerful way to help you prove your point. When you click Online Video, you can paste in the embed code for the video you want to add. You can also type a keyword to search online for the video that best fits your document.





