Tips to Make Accessible Documents

Federal agencies, including USDA, are responsible for ensuring their information and services are accessible to persons with disabilities.  By ensuring your final report is 508 compliant, you are helping the CIG program ensure that all individuals have equal access to the information you have provided.

Making a document accessible is easiest to do when you first create it.  An accessible document is created so accessibility technology can be used, for example so the document can be as easily read by a low vision or non-sighted reader as a sighted reader.  Many of the most common accessibility issues making documents difficult or impossible to use in a non-traditional way can be easily fixed.  Below are ways to address the most common barriers to creating accessible documents. 

1. Check accessibility while you work
In most Microsoft Office products, the accessibility checker can be found under the Review tab. To be notified of accessibility issues in your Office document or spreadsheet as you work, check the Keep accessibility checker running while I work check box.  This is a basic accessibility checker and more in-depth testing should be completed to guarantee total accessibility.
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2. Add Alt Text
If a document is made available electronically, you must add ‘alternative text’ to your images using the 'Edit Alt Text' function which can be accessed by right-clicking on any image or can be added through the accessibility tracker. Screen readers will subsequently convey descriptions that have been added as an alternative to the user being able to view it.  When writing ‘alt text’, you should consider what you are trying to convey by using the image.   This will help you decide how to describe it so that your document makes sense to everyone.  If the image is purely decorative you should mark it as such in the 'Alt Text' options so that screen readers are informed to ignore it.
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3. Use Correct Heading Structure
Headings in a document aid in providing logic and structure to a text. Headings allow the assistive technology to recognize the structure of the text and present the information in a logical fashion. Without headings, the assistive technology would have to guess at the structure (typically inaccurately) or would deem the document as simply not accessible.  This means using a hierarchy of headings – such as Title, Heading 1, Heading 2, Heading 3, etc. which allows navigation of documents by their headings.  In Word documents, headings are set using ‘Styles’ on the navigation bar.  After highlighting the text you want to use as a heading, select your desired style from the formatting toolbar or the Styles Pane. 

Pages should be structured in a hierarchical manner:
· A Heading 1 is the main page title. It is the most important heading, and there should be just one. Heading 1 is normally in the largest font in the document.  Every document should have a title.  
· A Heading 2 is a major section heading, smaller than Heading 1
· A Heading 3 is a sub-section of Heading 2 content, smaller than Heading 2, and so on (Think of headings in terms of an outline).


4. Structure Tables Correctly 
Tables in Word need to have a simple structure and give column header information. To work with a screen reader, Word tables must not contain split or merged cells, completely blank rows or columns, or nested tables. The correct reading order for a table is to move through a table from top to bottom and left to right.

Complex Tables should be avoided.  Data tables can be described as either simple or complex. A simple data table is one in which each cell corresponds with only one column header and/or one row header. In contrast, a complex data table is one in which there are nested columns or nested rows.

Layout tables should also be avoided.  They do not have logical headers that can be mapped to information within the table cells.

5. Use Lists to Organize Information
Using numbered or bulleted lists in documents can be a very useful way of breaking up complex, content-heavy information, making it easier to read and follow.   For the listing feature to work with screen-reading software, the author must create the list using the built-in list formatting within Word.

For people using a screen reader, the list itself can convey some valuable information including:
1. where the list starts and finishes
2. how many items are in the list
3. what list item the user is on

6. Tag PDF files
PDFs need to be tagged for them to be accessible.  Tags on a document take the place of visual cues that would regularly designate the logic and structure of text. For example, a reader without visual impairment could tell two paragraphs apart from each other by a space in between the two distinct texts. However, a blank space means nothing to someone who is visually impaired. For accessibility purposes, each paragraph would be distinctly tagged as a paragraph, tables would be tagged as tables, etc. Tags allow the assistive technology to recognize the structure of the text and present the information in a logical fashion. Without tags, the assistive technology would have to guess at the structure (typically inaccurately) or would deem the document as simply not accessible.  Preparing a document through the accessibility Checker in Word helps make sure the PDF will be accessible.  

Once you've addressed the accessibility issues in Word, you will want to save your word document as a Tagged PDF.  Select File > Save As or File > Save a Copy.  Expand the file type dropdown and select PDF (*.pdf), then select Options in the save dialog box. The Save As dialog box should open, select “Document structure tags for accessibility” and press OK.

[image: Graphical user interface, application

Description automatically generated]	
image1.png
Accessibility vox

Inspection Results

not have difficulty reading this
document.

| Keep accessibility checker running while
I work




image2.png
CIG Final Reports

Saved ~

Sherony, Caroline - NRCS, Washington, DC

AutoSave 08 Compliance
File Home Insert Design Layout References Mailings
& Calibri Body) 11 v A" A" Aav A
Paste BIU-a&xx A-2-A-
Clipboard & Font [} Paragrapt
oO0—O0——
Accessibility ©
Inspection Results
+/ No accessibility issues foun:
People with bilities shou
not have difficulty reading
document.
| Keep accessibility checker runnin¢
| work
oO———O0—
2. Add Alt Text
If a document is made available electronically, you must adc¢
using the 'Edit Alt Text' function which can be accessed by ri
added through the accessibility tracker. Screen readers will
that have been added as an alternative to the user being ab
text’, you should consider what you are trying to convey by
Page10f3 855words [ P& Accessibility: Investigate

H A Type here to search

Review  View Help  Acrobat Picture Format 12 Share 2 Comments
A = ,—
2l T | AaBbCeDe| AaBbCeDe AaBbC( P [&1 &_w K|
1 TNormal | TNo Spac... Heading 1 Editing | Create and Share Request | Dictate | Sensitivit Reuse
@v z © Adobe PDF  Signatures v Files
Syle Crop | Styles ] Adobe Acrobat Voice | Sensitivity |ReuseFiles| A
PRNEE Thesaurus ~ x [k
Cut
Q@ ut <] | Job P
L‘@ Copy
Task
[B Paste Options: Duty
Responsibility
2 &[4 Crore
Edit Picture Activity
Mission
&d Change Picture > Charge
. Affair
8 Group > Assignment
'Y, Bring to Front > Piece of work (Dictionary F
4 Occunation (n)
B8 Send to Back >
@ Link > Job 4
! We're having trouble connecting
Save as Picture... to the Office Store to help you
B Insert Canti . get a free or premium dictionary.
= [pserttaption.. rimages Please try again later.
T rap Text > eorcanbe
icriptions
B2 Edit Alt Text... ng ‘alt
. . ill help you
Size and Position... P English (United States) -
Format Picture... ] Focus . i T e

10:50 AM

7/27/2022





image3.png
Il save As X e

<« v 4 1 <« caroline sherony usda_gov » Documents > Documents v O Options ; «
Organize ~  New folder Page range
A Name Date Modified | @2
5t Quick access O current page
9 Desktop ' 11-191 University of Georgia 9/29/2020 5:49 S
3 Downloads 1 20210608-CIG Applicant Webinar(1965718326...  6/8/2021 2391 () page(s) From: |1 = 1 [; = T B e
1 AGMT 9/29/2020 5:50
E Publish what
Documents | American Coundil For An Energy Efficient Econo...  1/28/2021 11:5{ oo
& Pictures " Arkansas Land and Community Development C...  1/28/2021 11:5: O pocument
1 oac " Brigham Young University 1/28/2021 11:5| (© Dacument showing markup
o ae " cache 9/29/2020 5:49| Include non-printing information i
} Dat if
7 wwmsp 1 ConnectAppCache 4/20/2022 2:05 Create bookmarks using: ate modifie
3 00 Proriy Dev " Custom Office Templates 2/8/2019 7:52 4 Headings
riori e
" ExPB 3/6/2018 12:57 Word bookmarks N
1 CIG Weekly Rep W cvoo- aranmonssnl ] Document properties 3/31/2021 9:05 AM
- v < !
© Recordinac and /] Document structure tags for accessibility
File name: | 508 Compliance in CIG Final Reports PDF options
Save as type: PDF POF/A compliant 1832666570676) 6/8/2021 2:39 PM
Authors: ~ Garrison, Karen - FPAC... Tags: Add a tag Citnaiognaseutaiy
/] Bitmap text when fonts may not be embedded 3/31/2021 9:05 AM
Optimize for: @ Standard (publishing @i Encrypt the document with a password
online and printing)
- ) Open file after publishing oK Cancel
O Minimum size Economy 3/31/2021 9:06 AM
(publishing online) T
i 3/31/2021 9:06 AM
A Hide Folders Tools Save Cancel | Slerpe G e
Brigham Young University 3/31/2021 9:06 AM

11:55 AM

A Type here to search HO 002




