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Making your documents accessible

Why is this important?

In September 2018 new accessibility regulations came into force for public-sector
bodies. These regulations say you must make your documents, website and mobile
app accessible so that they can be used by as many people as possible, including
those with long-term illness, impairment or other disability. These regulations are to
be applied from September 2020.

Accessible documents and web pages make it easy for people who use adaptive
technology (for example screen readers, speech recognition and mouse alternatives)
to access the information they contain and work their way through them. This guide
will help make sure your documents comply with the new standards.

In this guide you will find information on how to:

e Bring up your navigation pane

e Create headings and subheadings

e Creating, customise and modify current styles
e Make images accessible

e Make tables accessible

e Create accessible hyperlinks

e Check your document is accessible

e Turn your document into an accessible PDF

This guide has been created for people using Word in Microsoft Office. If you are
using a Mac document, the setup is similar to using Word in Microsoft Office.

Where there are slight differences, screenshots and instructions have been provided
for Mac users. These differences appear in:

e Navigation pane

e Create headings and subheadings and modifying headings and styles
e Making images accessible

e Creating accessible hyperlinks

e Checking your document is accessible

e Turning your document into an accessible PDF
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Navigation pane

Make sure your navigation pane is always open, this will help show you what
headings and subheadings you have added to the document.

e To open your navigation pane, click view in your menu,
e Select navigation pane.

Home Insert Design Layout References Mailings Review View Q Tell me what you want to do...

j D l__\ [=] Outline Ruler q [E)m [l One Page ,_—|E|| E [l View Side by Side EI:I'_J

= =l Draft Gridlines EE Multiple Pages

Synchronaous Scrolling

Read = Print  Web Zoom 100% Mew Arrange Split Switch
Jfode |Layout Layout | Navigation Pane EF Page Width Window Al Reset Window Position  ywindows -
Views - Zoom Window

The navigation pane will open on the left-hand side of your document.

Depending which version of word you are using the navigation pane in Microsoft
Word will look like:

Navigation v X
Click the arrows to continue
Search document 2 -
oo | =1
ERENE

Headings Pages Results
4 Making your document:

Navigation pane for Mac users
If you are using a Mac, follow the same steps above. You will see the following icons

that refer to: TR
e Thumbnails Pane (g o MO L T
e Document map (lists headings and the document =

structure)
e Reviewing Pane
¢ Find and Replace
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Create headings and subheadings
Headings and subheadings act like a bookmark, so when users click them in the
navigation pane they jump to that section.

Headings and subheadings are important to help readers both determine the overall
outline of the document and navigate to specific information on the page.
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e On your toolbar, make sure you are on the Home tab,
e Then top right, there will be a selection of headers.
o Heading 1 — your title to use at the top of the document,
o Heading 2 — your subheadings used throughout the document, like
chapters,
o Heading 3 — for any secondary subheadings to be under heading 2,
o Normal — your body text.

Select your heading from the toolbar and start typing your title. The text of the
heading/ subheading will then appear in your navigation pane.

Make sure every time there is a new subheading you create a heading from the
toolbar and that it appears on the navigation pane.

Understanding headers in the navigation pane

By selecting headers (Heading 1, 2 or 3) you create a layered structure for your
document. Make sure you select the right heading for that part of the document:

o Heading 1 —is on the far left of the navigation pane to indicate it is a title

o Heading 2 —is a subheading and is slightly indented from heading 1

o Heading 3 —is another subheading but as it belongs to heading 2, it is
indented to heading 2 in the navigation pane

o Body text does not appear in the navigation pane.

The next image shows how headings are set out in the navigation pane:

Heading1 - 4 Making your documents accessible

Navigation pane
Heading 2 ‘ 4 (Create headings and subheadings
Understanding headers in the...
4 Style on heading body text
Heading 3‘ Create your heading/ subhead...
Modify template heading/ su...

Images
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Creating and customising styles

The style is how the document should look in font type, size, colour, spacing etc. You
may want to change your settings so you don’t have to keep setting it up each time
you open a new document.

Create your heading / subheading style

You can create your styles so they are in the main toolbar, to do this:

¢ In your heading pane, select the small drop down arrow highlighted in the
styles toolbox
e Select ‘Create a Style’
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e A box will appear, name your style and click modify.

e You can then change how you want the style set up for that particular
heading. For NIHR branded documents:
o Font either Arial or Lato
Title headings — size 24
Subheadings — size 18
Secondary subheadings — size 14
Body text — size 12
Text colour — black
If you need to, you can set spacing in the document as well.

O O O O O O

e When you have set up your style, select: ‘New documents based on this
template’ at the bottom.

Madify Style ? x|

Proparties
Hame: Test1

T Normal

Create New Style from Formatting

lame:
Test 1|

Paragraph style preview:

Style1

=

Modify...

Cancel
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e When you click ok, your style will be added to the toolbox.
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e If you already have text in your document, you can highlight it and select the
style you have created and it will convert the text.

e When you begin a new document, select your style and it will automatically be
applied.

e Remember: you will need to set each style for each heading, subheading or
body text. Make sure you have ‘heading 1, 2, 3 and normal’ set to your
preferences.

e Do not use italics or underline text as people with visual impairments can
have difficulty reading the text or it can be mistaken as a link.

Creating headings for Mac users

It is slightly different on a Mac. On the ‘Home’ menu on the right hand side, click
‘Styles Pane’ to bring up the styles panel. You can then create a new style in the

pane.

Sub heading again

Heading

Sub heading

Text lots of words to read for all

Sub heading again

Textlotsofwords ] Nesmang

Accessibility guide V1
NIHR Cambridge BRC communications team November 2020



Modify template heading/ subheading style

You can modify the template headers Microsoft Word has provided.

Right-click on one of the styles

Select modify

You can then change the settings in the style, including name, font and size
Make sure you select ‘new documents based on this template’ at the bottom
to keep these changes.

e For Mac, click into an existing font and it will bring you up options to modify.
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I & Modify..
Medify Style ? X
Properties
Name: Heading 1
Style pased on: 9 Normal v
Style tor tollowing paragraph: Y Normal ~
Formatting

Calibri Light Heacw| 16 &/ B I U IS

- = = < o= 9=

Font: (Default) -Headings {Calibri Light), 16 pt, Font color: Accent 1, Space A
Before: 12pt
After: 0 pt, Keep with next, Keep lines together, Level 1, Style: Linked, Show in the Styles
gallery, Priority: 10
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Images

All images in documents whether they are logos, illustrations, pictures or
photographs must have alt text. This is to help people with screen readers know if
there is a picture in the document and describe what it is.

e Insert your picture like normal

e Right-click on the image

e ‘Format picture’ or select ‘Alt Text’ if using Microsoft 10
o ‘Alt Text’

e Add the description

Your images should be ‘in line with text’. Double click on your image, select
‘position’ in your toolbar and ‘in line with text’ will be there.

The image below explains the menu options when adding alt-text.
R Format Pigtyre

S O |

F‘:g Change Picture...

b Text Box
=3 Hyperlink...
b Title
Inse ion..
nsert Caption Researchers
¢ Wrap Text e
= Description

NIHR Cambridge BRC photos of
researchers

Ctrl) »
Style Crop

Images for Mac users
e Click on the image
¢ Right-click
e It will bring up a menu, select ‘Edit Alt Text’
e A panel will appear for you to add your text or description of the image.

Cut #®X

Copy #8C
The image below explains the menu ( Paste By ) AT °
. Save as Picture... How would you describe this object and its

context to someone who is blind?

Change Picture

Group
& Bring to Front

’ "'1@ Send to Back
%’:?‘:‘ 1 Link...

"
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J
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X Mark as decorative

Insert Caption...
Wrap Text > Generate a description for me

|
Edit Alt Text...

Crop
Size and Position...
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Tables

All tables need to be clear and accessible for people with specific requirements. The
following instructions are the same for Microsoft Word and Macs.

Creating a table
e Create your table under insert
e Select the header row, by highlighting the top row (see below)
e Right-click
e Table properties.
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O
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=

Text Direction...

Table Properties...
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Mew Comment

X Table Properties ? X

Table Row Column Cell
Title

[ specify height: |0 cn v | Row heightis: |Atleast Description

Table Propggia ?

Tabl4 Column Cell Alt Text

Rows
Size

:':] Allow row to break across pages
[ Repeat as header row at the top of each page

4 Previous Row
Alternative Text

Titles and descriptions provide alternative, text-based representations of the
information contained in tables, diagrams, images, and other objects. This
information is useful for people with vision or cognitive impairments who
may not be able to see or understand the object.

Actitle can be read to a person with a disability and is used to determine
whether they wish to hear the description of the content.

Cancel Cancel

e ‘Row’ tab

e Select ‘repeat as header row at the top of each page’ — so that if the table splits
across two pages it will repeat the header row on the next page,

e Untick ‘allow row to break across pages’. If you already have a table with data
you can highlight it and select these options, it should automatically update

e In ‘Alt Text’ tab — add a title and description of the table, select Ok.

e Do not split cells in your table.

e Make sure your ‘tab’ button on your keyboard can move through each of the
cells.
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Creating hyperlinks

Hyperlinks in a document need to be meaningful, you should not use ‘click here’,
‘learn more’, ‘link’ etc. Explain what the hyperlink is.

When people have screen readers, the software will indicate if it is a link. Some

software will say aloud ‘click here’. If you have written ‘click here’ the software reader

will read ‘click here, click here’ so the user will be unable to know which part they
should be selecting.

To create a more accessible link:

e Highlight the link on your document: e.g. https://cambridgebrc.nihr.ac.uk/,

e Right-click

e Edit hyperlink

e Change ‘Text to display’ at the top to text that is meaningful e.g. ‘NIHR
Cambridge BRC website’ then press ok.

e The screen reader will now say aloud: ‘NIHR Cambridge BRC website LINK’.

Edit Hyperfink ? X
Link to: l[m to display: hitps://cambridgebre.nihr.sc.uk | ScreenTig..
https://cambr|dqebrc.n|hl.a& = . . i} Look in: 2 pittasv ~ Q
=5 Edit Hyperlink... I Existing File
or Web Page e I & Recycle Bin A Bookmark..
L2 Dpen Hyperlink urre
Open Hyperlin
Foiier Target Frame..
Copy Hyperlink Piace in This
Document Browsed
SR Remove Hyperlink Pages
A Font. Create New Regent
= Document Flles
=q Paragraph... g
=) Address: | https://cambridgebre.nihs.acuk/ o1 | Bemove Link
E-mail
Address

Creating hyperlinks in a Mac
e Write the name of your hyperlink and highlight the text
e Right-click and select link

e A box will appear, make sure ‘Text to Display’ is the title you want and add the

website address

Cut £ Text to Display: I BBC wabsite I ScreenTip...
Copy #C This Document  Email Address
Paste £ T

H ~
Paste Special... ®Y Address: I https:fwww.bbe.co.uk) Select...

|

Font... #D
Paragraph... EM
Smart Lookup... ~\#L cancel  (NCTHE
Synonyms >
Translate... ANET

Services >
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Checking your document is accessible

There is a tool to help you check for any accessibility errors in your document:

File

Info tab

Select ‘Check for issues’ and select ‘Check for Accessibility’

A box will appear on the right hand side of the screen with any errors to
address

e You can then work through any areas that have come up.

Accessibility Checker ™ *
Protect Document Inspection Results

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

e 4 Missing Alt Text
Picture 3
o Inspect Document

L) Eefore publishing this file, be sware that it contains:

clh"“" Document properties and auther's name
Content that people with disabilities are unable to read

= Inspect Document
4 it for hidden propertiss

" Check Accessibility ved changes.
L@ Check the document for content that peaple
with disabilities might find difficult to read.

@. Check Compatibility
T Check ures not supported by carlier
versio )

Checking accessibility on a Mac
e Under review
e Select accessibility
e The same panel in the Microsoft Office version will appear on your right
showing any problems.

Home Insert Draw Design Layout References Mailings View

Review

ABC Ej ’)) r}) v 1/- L? + Previous

v A @ | ax- A7 O
pelling & E&ZCI Read Check Translate Language New Delete Resolve Next 1
irammar Aloud Accessibility Comment

i 1 2 3 4 5 6
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Creating an accessible PDF

You may want to format your word document into a PDF. You will need to make sure
the headings and accessible settings you have created transfer over to the PDF
document.

From Word to PDF
When you have completed your document and there are no errors:

e ‘Save as’ then follow the steps highlighted in red in the image below
e 1-Changeitto PDF
e Click options
e It will bring up another box.
e 2 —Tick ‘Create bookmarks using headings’
e 3 —Tick ‘Document structure tags for accessibility’
e Click Ok, then save to your designated location.
&
1+ W System + Desktop Options ? X
Organize = New folder Pageﬂ o e
AN Name - () Current page ~
() Selection
() Page(s) From: [4 <] Te: [q = Rier
Ider
Publish what ZIEI::
@ Document B lder
Document showing markup lder
Include non-printing information B lder
! q LCreate bookmarks using: older
¥ Metwork © Headings older w
vl = Word bookmarks %
Document properties
1 File name: 3 i Document structure tags for accessibility w
Save as type: | PDF PDF options v
i ] D 150 19005-1 compliant (PDF/A)
i T Eitmap text when fonts may not be embedded
Optimize for: (@) Standard (publishing [ Encrypt the document with a password
online and printing) Cancel

(O Minimum size
(publishing online)

From Mac to PDF
e Infile, click save as
e In the window choose PDF
e Select ‘Best for electronic, distribution and accessibility’ — this will keep all
your settings.
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Insert Draw Design  Layout References Mailings  Review  View  Acrobat

Save as: [new doc.pdf i
Paste B I Tois dShare  Requ
& ags: POF  Signat
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¥ Heading
Sub heading Favourites.
Sub heading again # Applications
[ Desktop
(% pocuments
© Downloads
5 Creative Cloud...
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Best for printing
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Text lots of words

Your PDF

Follow the steps below after you have opened up your PDF document and check the
bookmarks are there and there is alt text in any images and tables.

In your toolbar select View’

Show/Hide

Navigation Panes

Bookmarks

It should then bring the pane on the left hand side of your screen where all
your headings are set and you can click on them.

e If you have created subheadings you may need to expand the bookmarks with
the plus/ arrow icon next to it.

[ - Adobe Acrobat Reader DC
Sifin  Window Help

| |
Rotate View 2
Page Mavigation »
3 ® 17 B & e
Page Display 4
Zoom 2
Tools 4
I Show/Hide ' Mavigation Panes » I Ul Articles
Display Theme o v Tools Pane Shift+F4 @ Attachments
Toolbar ltems b Bookmarks
[7] Read Mode Ctrl+H
Page Controls » @ Layers
|:_| Full Screen Mode Ctrl+L o
v Menu Bar F9 E Model Tree
Eq? Tracker... @ Page Thumbnails I
Read Out Loud 4 Bulers & Grids » Show Mavigation Pane F4

Hover over any image and the alt text should also appear.
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Any documents turned into PDFs, make sure the bookmarks in the PDF pane shows
the correct structure you created in your Word document.

Bookmarks M |L|
v 13
= Title

=P Sub heading 1
[F sub heading 2
=P Sub heading - 1

[F sub heading —
2

[F sub heading —
2

[P Tables in an
accessible
format

[F Hyperlink in an

accessible
format

[P Pictures in
accessible

These settings also need to be applied to PowerPoint and Excel.
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