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Tecuskques for Docueuent Ausiors

e Headings are Navigational Structures

* Must be sequential —H 1 to H2 to H3 NOT H1 to H3.
e Use the Heading Styles in Word.

* Do not use Heading Styles for large pieces of content.
e Create a Style for a callout.

* Can generate a Table of Contents using Headings.
* References Ribbon, Table of Contents, Custom/Create or Alt +S, T, C.

* If you don’t like the way a Heading looks, create a template and
modify it.
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Document without Navigation

Introduction

Video provides a powerfulway to help you prove vour point. When vou click Online Vides,
voul can paste in the embed code for the video youwant to add. You can also type a
kevword to search online for the wideo that best fits wour document.

To make your document look professionally produced, Word provides header, focter, cover
page, and text box designs that complement each other. For exampls, youcanadd a
matching cover page, header, and sidebar. Click Insertand then choose the elaments you

want from the different galleries.
Background Information

Themes and styles also help keep your document coordinated. When you click Design and
choosea new Theme, the pictures, charts, and Smartfrt graphics change to match your

new theme. When vou apply styles, your headings change to match the new theme.

Savetime in Word with new buttons that show up where you need them, To changethe
way a plcture fits in vour document, click it and a button for lavout options appears nextto
it. When vouwork on atable, click where wou want to add a row or a column, and then click

the plus sign.
Chapter One - Style is Everything!

Feading iz easier, too, in the new Reading view. You can collapse parts of the document and
foous on the text you want. If vou need to stop reading before wou reach the end, Word
remembers where you left off- even on another device.

Video provides a powerfulway to help you prove vour point. When vou click Online Vides,
voul can paste in the embed code for the video youwant to add. You can also type a
keyword to search online for the video that best fits vour document.

To make your document look professionally produced, Word provides header, focter, cowver
page, and text box designs that complement each other, For ezample, voucanadda
matching cover page, header, and sidebar. Click Insert and then choose the elements you

i

Introduction

Video provides a powerfulway to help vou prowve vour point. When vou click Online Video,
wou can paste in the embed code for the video youwant to add. You can also type a
kevword to search online for the video that best fits wour document,

To make vour document lock professionally produced, Word provides header, footer, cower
page, and text box designs that complement each other. For exampls, you can add a
matching cover page, header, and sidebar. Click Insert and then choose the elements you
want from the different gallerias.

Background Information

Themes and styles also help keep your document coordinated, When you click Design and
choose a new Theme, the pictures, charts, and Smartért graphics change to match your
new thems. 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 changethe
way a picture fits in your document, click it and a button for layout options appears next to
it. When wouworkon atable, click where vouwant to add a row or a column, and then click
the plus sign.

Chapter One - Style is Everything!

Feadingis easier, too, in the new Readingview, You can collapse parts ofthe document and
focus on the text you want. If you need to stop reading before yvou reach the end, Word
remembers whereyou left off - even on ancther device,

Video provides a powerful way to help you prove wour point. When you click Cnline Video,
wou can paste in the embed code for the video youwant to add. You can also type a
keyword to search online for the wideo that best fits wour document.
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Tecuskques for Docueuent Ausiors

e Table of Contents using Headings
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Tecuskques for Doauesent Autiors

e Heading Tags in a PDF Document

* Heading Tags can be <H1>, H2, <H3>, <H4>, <H5> or <H6>.

* Must be sequential.

* Headings are navigational points.

* PDF/UA states that the first Heading in a document must be <H1>.
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e Table of Contents in a PDF Document

Tags X Contents
E-®
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Tecuskques for Doauesent Autiors

.11 Viewing and Applying Styles

 Ctrl + Shift + S for the Apply Styles Pane.
« Recommend that you put it on the Quick Access Toolbar.

 Alt+H, F, Y for the Styles Pane..

* Faster than targeting the small icon in the Styles Group of the Home Ribbon.

Apply Styles v

Style Mame: -
Rormal - E (-,J' M Morrnal v 'ﬂﬂ Elg =
Reapply | | Modify.. | |44 HOME IN:ERT  DEXIGN PAGE LAYOUT

W sutoComplete style names




e Styles Pane

Styles v X
Clear &l =
Normal T
Mo Spacing T

Heading 1 =
Heading 2
Heading 3 3

 sasbceD AaBE AaBbC aesbcco aesbccd 4cbceD AaBbeed .

Heading 3 Title Subtitle  Subtle Ern.. Emphasis Intense E.. Strong Cote =
Styles r.. Title Ia

Subtitle =

Subtle Emphasizs a

Heading 4 Ia

Fraphasls a

Shiowe Previews
[] Dizable Linked Styles

Ay “5}‘3 ’5} Options...

10




Tecuskques for Doauesent Autiors

o] Types of Styles

Paragraph, Character and Linked (Paragraph and Character).

Maodify Style ? >
Properties

Mane: Mormal

Shvle type: Paragraph w

Modify Shyle ? ¥
Properties

Marme: Subtle Emphasis

Shyle type: Character

Mormal T

Mo Spacing T
Subtle Emphasis A
Fraphasis a
Heading 1 =
Heading2 =
Heading 3 I8

b o dify Style ? b4
Praperties

Mame: Heading 1

Shyle type: Linked [paragraph and character] -
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... Consequences of no Styles

Dog’s breakfast of “stuff” that you or someone else has to sort through.

Styles v X
Body + (Latin) Arial, 11 pt
Body + (Latin) Arial, 11 pt, After: 0 pt, Line spacing

Body + [Latin) Anal 11 of, italic, After: Opt Line s

Bady + (Latin) Arial, 11 pt, Left: 0.28" After. Opl
Body + (Latin) Arial, 18 pt, Bo
Body + [Latin) artal, 2 pt, Bald, Curtom Color RGED, 124,138)

Bady + (Latin) Arial, 8 pt, alic

Bocky + (Latin Arial, 8 pt, Justified, Left: -0.46", Right: ...

Body + {Latin) Arial, After: 0 pt

Body + (Lating Arial, Auto, After: 0 pt, Line spacing: sing...
Body + (Latiny Arial, Background 1, After; 0 pt, Line spacin...

Showe Prewiew
[] pisable Linked Styles

| || | options..
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e Styles and Style Sets

Styles let someone immediately customize a document for their needs.

Introduction

Video provides a powerful way to help you
vou can paste in the embed code for the wid|
keyword to search online for the video that
document look professionally produced, W
box designs that complement each other,

Background

For example, vou can add a matching cover
choosethe elements you want from the diff
keep vour document coordinated. When yg
pictures, charts, and SmartArt graphics chal

Historical Context

When you apply styles, your headings chan|
with new buttons that show up where you

your document, click it and a button for lay|
on atable, click where you want to add a rg

Introduction
Video provides a powerful way to help you prove youl
the embed code for the video you want to add. You c
that hest fits your document. To make your documen
footer, cover page, and text box designs that complel

Backeround

For exémple, you can add a matching cover page, hed
elements you want from the different galleries. Ther
coordinated, When you click Design and choose a ney
change to match your new theme,

Historical Context

Wher you apply styles, your headings changetomat
that show up where you needthem. To change the w]
for layout options appears next toit. When you work
colurmn, and then click the plus sign.

Introduction

“ideo provides a powerful way to help you prove

pastein the embed code forthe video you want tg
the videothat best fits your document. Tomake y
provides header, footer, cover page, and text box

Background
For example, you can add a matching cover page,
elements you want from the different galleries. Th

coordinated. Whenyou click Design andchoosea
graphics change to match your newtheme.

Historical Context

When you apply styles, your headings change to
buttonsthat show up where youneedthem. To ch
and a buttonfor layout options appears nexttoit.
add a row or a column, andthen click the plus sign
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Tecuskques for Doauesent Autiors

..l Style Sets

Someone can determine the font and font size they want to use for
documents.

FILE HOME IMSERT DESIGN P&GE LAYOUT REFEREMCES FALILINGS REWIEW WIENY DEVELOPER ACROBAT ABBYY PDF Transforrmer+
Aal This Document

Thermes Title

L

Title

TITLE e Title Title TITLE
Lk g 1 AL

Eeset to the Default Style Set

H Save as a Meur Shyle Set,

14




Tecuskques for Docueuent Ausiors

e Direct Formatting

* Direct formatting includes using Bold, Italic and Underline button.

* Tells Word that no matter what else happens in the document do not change
the font attributes.

Background

For example, vou can add a matching cover page, header, and sidebar. Click Insertand then
choosethe elements vou want from the different galleries, Themes and styles alsc help
kaap vour document coordinated., When vou click Design and choose a new Themes, the
pictures, charts, and SmartArt graphics change to match yvour new theme,

Bending izcasar, tog, in the new Reoding view, Youran collopss pertsof the deoe wnen e ot foruson the text youwext [Fyounesd to stop
reading before youreack the end Word renenba swhare you left off - ever o enother davice Fideo providese powerfud wey to kelp pou

Frove Yo R
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Tecuskques for Doauesent Autiors

Bold, Italic and Underline

e Use the Strong and Emphasis Styles.

* Create an Underline Style.

* Modify existing Styles to meet your needs.

&

4

Strong

Update Strong to katch Selection
Badifiy..,

Select Al (Mo Data)

Bermowe Al (Mo Data)

Delete Strong..,

WVideo provides a powerful way to help you prove your point. When yvou click Online
Wideo, vou can paste in the embed code for the video you want to add. You can also type a
kevwrord to search online for the video that best fits vour document.

Rermowe from Style Gallery
T

16




e Modify Style Dialog

Modify Style
Properties
Marme: Strong
Style type: Character
Style based on: @ Default Paragraph Font
Style for following paragraph:

Formatting

Cambria

Video provides a powerfol way to help yon prove your point When yon chick Online
Viden, yon can paste in the embed code for the video yon wanrmadd. Yon can also
tpe a keyword to search online for the video that best fits your docoment.

Font: Cambria, 12 pt, Bold, Font color: &ccent 1, Mot Strikethrough, Mot Small caps, Mot &l caps,
Mot Hidden, Mot Superscripty Subscript, Not Double strikethrough, Text Fill, Style: Show in the
Shyles galleny, Priarity: 23

Based on: Default Paragraph Fant

Add to the Styles gallery
@ Cnly in this document O Mewe documents based on this template

Farmat = Cancel




.11 Create a New Style

New Style button is found in the Styles Pane at the bottom left.

Create Mew Style frorm Formatting

Properties
Mame: Underline
Style type: Character
Style based on: a Default Paragraph Font
Style for following paragraph:
Farmatting

Auytomatic

| SR Prewiew
Dizable Linked tyles

=, Dptiu:uns Readine 5 easier, too, inthe new Readime view. voucancolbpse parts of the docume mtand foo s onthe test
you want. If you need tostop reading befiore pou reach the end, Wiord reme mbers whe re you kft off - even
onanotherdevice.

Underline, Englizh [Canada), Style: Show in the Styles gallery, Priarity: 2
Based on: Default Paragraph Font

[¥] &dd to the Styles gallery
@ Only inthis document O Mew documents based on this template

Format = Cancel
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Tecuskques for Docueuent Ausiors

Paragraph Tags in a PDF Document

* The contents of one paragraph need to be in one <P> Tag.
* You cannot have several paragraphs in a single <P> Tag.
* You cannot have each line of a paragraph in individual <P> Tags.

=l The survey was distributed using

L potimeridiits i
= and every atternpt to ensure opti
<j <H2>»
1] <P

|

R <P — : : : :

@ The survey was distributed using Survey Monkey which had previously not been accessible
g The sy s ditte g to those of us with disabilities, As of the time of this survey, Survey Monkey was accessible

<j <Hi» \ " e

Ly o and every attempt to ensure optimal accessibility was made.

o <P

The survey was distributed using Survey Monkey which had previously not been accessible
to those of us with disabilities. As of the time of this survey, Survey Monkey was accessible
and every attempt to ensure optimal accessibility was made.

19
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e Alt Text for Images

* Found in the Format Picture Pane.

Format Picture v X

A P —_
CIAONN

I Text Box

4 Alt Text
Title U

Descriptian

TouchUp Properties dialog in Adobe
Acrobat,

20




ccsible a1 nable P Document:
Tecuskques for Doauesent Autiors

Captions for Images, Tables and Equations

Select the image, table or equation and press AppKey or right mouse
button, the N for Caption. Caption dialog opens.

Caption

Caption:

Figure 20|

Options

et

Label: Figure

Position: | Below selected item b

|:| Exclude label from caption
Mewe Label... Delete Label Murnbering...

AutaCaption... Cance
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e Alt Text in a Tagged PDF Document

<Figure> Tag Properties will show the Alt Text. Right click on <Figure>
Tag and choose Properties to add or edit Alt Text in PDF.

TouchUp Properties

Content | Tag [Text |Co|or

RCINF igure

Title: |

Actual Text: |

image of small white flowers

Alternate Text:

D: |

Language:

EditTag.. | | EditAttribute Objects.. | | EditAttribute Clagses.. |

Close
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e Contextual Links

e Select text in a Word document and then press Ctrl + K to open the
Create Hyperlink dialog.

 Either type or copy and paste the web address.

Insert Hyperlink

Text to display: |download the COffice sounds

(] ; Look in: axesFDF User Guide

M= axesPDF-UserGuide20 7. docx
Dler |2 Backup of axesPDF-UserGuide2017.wbk




il Longvs Contextual Links

Video provides a powerful way to help wvou prove yvour point. When vou click Online Video,
you can paste in the embed code for the wideo http: / fviraleastrocks /fvideos fweag-2-0-
theme-song-web-content-accessibility-ouidelines-disability youwant to add. You can also
type a keyword to search online for the video that best fits vour document.

To make vour document lock profassionally produced, Word provides header, focter, covar
page, and text box designs that complement each other. For example, yvoucanadda
matching cover page, header, and sidebar. Click Insert and then choosethe elements you
want from the different galleries.

Video provides a powerful way to help vou prove vour point. When yvou click Online Video,
vou can paste in the embed code forthe video youwant to add. Youcanalsotype a
keyword to search online for the video that best fits your document.

To make vour document lock professionally produced, Word provides header, focter, cover
page, and text box designs that complement each other. For example, vou can add a
matching cover page, header, and sidebar, Click Insertand then choose the elements vou
want from the different galleries.

24
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e Links in @ PDF Document

* Links must have “Link-OBJR” and be in a <Link> Tag.

* If they are not, they can be remediated using the Edit PDF tools in
Acrobat Pro.

2 <Llink>
@ Link - OBIR E-mail link created in Acrobat.
5 http:/fwww.ad

= <Link> Link tool sample.
B <Link> Select Text tool sample.

¢ Link tool sample. .

25
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.11 Optimizing Tables for Accessibility

* Insert a table using the Insert Ribbon and either the Table Gallery or
the Insert Table dialog (Alt + N, T

* NEVER draw a table!
* Never use a table for design layout!).
e Repeat the Header Row.
* Do not allow rows to break across pages.
* If you need space adjust the Cell Margins do not use Enter key.
* Add a Cation above the table.

 Alt Text for a table is to provide any information about the oddities of
a table. If it is a uniform table, then this is what | usually put.

26
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] Insert Table — Insert Ribbon

IMSERT DESIGH PAGE LAYD

] g L (&

Table  Pictures Online Shapes =

Pictures = Insert Table

1x1 Table : Table size
DDDDDDDDDD Mumber of calumms:
DDDDDDDDDD Mumber of rowves:
I [ [ S
DDDDDDDDDD AutoFit behavior
DDDDDDDDDD @Fixed column width:
O I I [ I | O | () AutoFit to contents
I o () AutoFit to window
N | o [ [ B

Insert Tahle,.. |:| Remember dimensions for new tables
E’mgrawTahle Cancel

Excel Spreadsheet
% Ouick Tahles 3

27




Row Tab — Table Properties Dialog

Table Properties ? >

Table Aty Calumn Cell Al Text

Rt 1:
Size

Dgpecif'_-.rheight: o | Row height s | At least w

Options

[] Sllowne tonae o breal ackocs maoe
ERepeat as header row at the top of each page

& Previous Row ¥ pext Row

TAELE T
DESIGH LaYOUT

A 4 B = A

Text Cell Zort Repeat  Cormwvert Formula

irﬁ:n Mﬁ'ns m Headﬁ%ws t ut i
hn t Data =




e Header Row Repeat in a Word Document

Table 1 Sumimary of sales for first two quarters.
Salesperson First Half of 2009 Second Half of 2009
First Quarter Second Quarter Third Quarter Fourth Quarter
Karen 1500 2250 2500 2750
Earnaby 2000 2500 2750 2750
Olivia 2000 2750 2000 2500
Fred 2000 2550 2570 2750
Salesperson First Half of 2009 Second Half of 2009
First Quarter Second Quarter Third Quarter Fourth Quarter
Ozcar 2600 3550 2550 2570
Almee 2400 3750 2000 2550
Lynda 2500 3650 2250 2750

29




_H Cell Tab — Table Properties Dialog

Tahle Row Column Cell Al Text
Size
F‘referrer weidbhe 2 AR" =1 Measure in: | lnches =
i 7
Wertical alignn Cell Optians ’ X
Cell margins
Iﬁ |:| Same as the whole table
Top Top: 10 | left |0OE" =
Bottom: |10 = Right oo f=
Options
ﬂrap text
[ ] Fit text

] 4 Cancel
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_H Alt Text Tab — Table Properties Dialog

Table Properties

Table B Calumn Cell Alt Text

Title

Description

This is a uniform table used to display data|

Alternative Text

Titles and descriptions provide alternative, text-based representations of the
infarmation contained in tables, diagrams, images, and other abjects, This
infarmation is useful far peaple with vision or cagnitive impairments who
may not be able to see or understand the object.

A title can be read to a person with a disability and i5 used to determine
whether they wish to hear the description of the content,




.. TagsTree — Table in PDF Document

Tags

E-©

=] @ Tags
E@ <Dacuments
@ zH1>
@ <Caption:
=B <Tablex
E|C5 <THead>
[ == <TRx»
m B <TH>
=EH <TH=
=EH <TH=
=EH <TH=
E@ <TBody>=
e <TR»

HEH <TD;J

HEH <TD =

mEH <T0=
s <TR>=
meg <TR>

B @ Tags
EO <Documents
@ <H1»
Q <Caption»
[ <Table>
EO <THead >
B & <TR»
k=] <TH»
w5 <TH:
#E <TH:
F S <TH:
B4 <TBady>
B & <TR»

CEERI

HE] <TD»

FES <TD>
[ <TR>
g <TR>

Sample Table

Table 1 Always make sure your table has a caption!

Column Header 1

Row Header 1|

Row Header 2

Row Header 3

Column Header 2

Table data

Table data

Table data

Column Header 4

Table data

Table data

Table data

Column Header 5

Table data

Table data

Table data
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e Changes in Tables for Word 2016

* DO NOT DO THIS!

* Word now uses the Table Tools, Design Ribbon to determine <TH> or
Table Header Tags in a PDF document.

* By unchecking the Header Row and First Column check boxes, you can
now use a table for design layout.

* This has serious consequences for those of us using adaptive technology and
has been a BAD PRACTICE for documents and HTML for years!

Header Raow First Calurnn
[] Total Row [ Last Calumn
Banded Rows [ ] Banded Columns

Table Style Options

33
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e Document Properties

* Alt + F, letter |, Q, S for File/Backstage area, Info tab, Document
Properties and choose the advanced Properties.

axesPDF-UserGuide2017.docx Properties

General SUMMAary  Skatistics  Conkenks  Cuskam

Title: ssible Document Design: Microsoft Word and axesPDF
Subject: tukorial

Aukhor: karen MoCall, M.Ed,

Manager:

Properti g5 Camparny:

— Advanced Properties Category: | accessible docurment design

See more document
properties

Kesawords: | AQDA, CRPD, Section 503, axesPDF, Accessibility For o

Comments:

Hyperlink
base:
Template:  Karlen Book, dokx

[ save Thumbnails For all waord Documents

Cancel
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e Accessibility Checker

PO N Located in two places now: File/Backstage area,

y Checker

kepection Results Info tab (Alt + F, letter |, letter | then Down

FRRORS Arrow) and Review Ribbon (Alt + R, A, number 1).

4 bdissing Al Text
Picture 29
Picture 449

WASRMNIMGS

4 Unclear Hyperlink Text
btk finaie karlencommunications.co

lcat Info
hittpe/ fneneie karlencommunications, co
AccessibleDocumentDesignConfd

Docurnents » How To Booklets

btk finnaie karlencormmunications.co

hittpe e karlencommunications, oo

Protect Document
https:ffter‘nplates.nfﬁce.cnmﬁen-usﬂ'? @b‘ e Control what types of changes peopl
. s it
http:/fwenewrpaciellogroup.com/resoon - =< ¢ BN Y
S Check
httpe/fkarlencormmunications.comfad o
) o.ccessibility ,3 Inspect Document
http:fr;'rh|DgS.tEEhnEt.EDmfthf‘Flcezm [ o e Before publishing this file, be aware
L Accessibility Chaclef Docurnent properties, termplate
| -
httpe/foeneie katlencommunications.colf 0 ke Bl | o= Footers
= Inspect Document
4 Repezted Blank Characters B Check the document for hidden properties
oF persona | infy tion,
T Characters | gy e
Check th 1t fi itent that |
4 Characters S ot i A
B3l Check Compatibility
4 Characters Check for features not supported by earlier
wersions of Word,
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e Bookmarks in PDF Documents

* Press F12 to open the Save As dialog.

Options ? x

* Files of Type is PDF.

Page range

® A

* Press Alt + letter O to open the Sy

Selection
() Page[s) From: |4 =1 To: |4

Options dialog.
* Check the Bookmarks based on T

Egreate bookmarks using::

Headings option. e

() word hookmarks

[~ Document PFOPEFLIES

* Tab to OK and press Enter.
[ POFf& compliant

Bitmap text when fonts may not be embedded
|:| Encrypt the document with a password

36




Tecuskques for Docueuent Ausiors

e Document Language

* By default, if you create a document in Word, the language for the
document is going to be the one your computer uses.

* Mine is English-CA for Canadian English.

* For PDF documents, you want just plain English.

* |f you use a localized language setting, it will force someone using screen
reading or Text-to-Speech to listen to the document with an
accents/pronunciations they are not used to listening to.

* It creates an accessibility barrier.

e Ctrl + D in Adobe Acrobat, Advanced tab and change the language to
English, French or Spanish, a plain vanilla language.

37




e Document Properties in Acrobat

Dacumert Praperties >

Description  Security  Fonts  Initial View Custorm  Advanced

PDF Settings

Base URL: |

Search Index | Browse... Clear
Trapped: | Unknown ~
Print Dialog Presets
Page Scaling: | Default ~

Duplexhode: | Simplex ~
Paper Source by Page Size: [

Print Page Range:

Bumber of Copies: | Default

Reading Options

Binding: | LeftEdge ~

Longuage: [T v

Help (8]4 Cancel
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o —
N
Karen McCall, M.Ed.

Contact Karen!

Books, resources and contact information!
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Styles in Word:
A Primer for Accessible Document Design

Styles in Word is a primer for anyone starting in

the field of accessible document design or
accessible document remediation. —

The book can be purchased using a credit card
through the PubCom.com digital bookstore,
http://www.pubcom.com/books/ or by
invoice/PO directly by e-mailing/calling
http://karlencommunications.com/contact.htm.

It is tagged PDF with option to print entire book

or pages, sections, chapters.

40



http://www.pubcom.com/books/
http://karlencommunications.com/contact.htm

Accessible Usable PDF Documents

The fourth edition of Accessible and Usable PDF

Documents: Techniques for Document Authors is |
ava i | a b I e ! !Access1ble and Usable PDF Documents:

Techniques for Document Authors
Fourth Edition

The book can be purchased using a credit card
through the PubCom.com digital bookstore, 1
http://www.pubcom.com/books/ or by
invoice/PO directly by e-mailing/calling
http://karlencommunications.com/contact.htm.

Karen McCall, M.Ed.

It is tagged PDF with option to print entire book
or pages, sections, chapters.
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Contact!

Karen McCall, M.Ed.
Karlen Communications e L eohls EDP Y st

Fourth Edition

info@karlencommunications.com

http://www.karlencommunications.com
@Karlenlnfo

Consulting and training on accessible
document design (Word, PowerPoint, Excel
and PDF).
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