Accessibility Check and fixes for the Rubrics

Office 2016 and Office 2019

Steps 1-3 will have the same options (screens). There are some differences between Office 2019 and
Office 2016 with regard to fixing accessibility issues. Review the steps and errors/warnings Accessibility

Checker may have found for your file.

For final file types of PDF. accessibility check has to be done within Adobe Acrobat. Some elements such
as Title, Logical Reading Order, etc. may not show in Office Accessibility Check. See Adobe Section for

running a full check and fixing errors/warnings.

1. When you have completed your rubric document

2. Select “File” menu

a. Under Inspect Document section, select the Check for Issues button
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b. Select “Check Accessibility”
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3. Anew dialog box will show on the right side of the document. Where you will be able to view
the errors (if any).
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i. Note: At any time the Accessibility Checker dialog window also provides
Additional Information including Why Fix? And Steps to Fix.

Additional Information
Why Fix?
Alternative text for images and other objects is very
important for people who can't see the screen.
Screen readers read alternate text aloud, so it's the
only information many have about the image.
Good alternate text helps them understand the
image.

Steps To Fix:

To add alternative text to a picture or object:

1. Select the item for the error. This opens sizing
handles on the item that has the error,

2. Right-click the outlined item, select Format for
that item type.

3. Select Layout & Properties icon, and then
expand Alt Text,

4, Enter a title and description for the item.

Office 2016

Within the Accessibility Checker dialog window, review the Errors and Warnings that are displayed.
Select the object name under Errors. This will select the object and allow you to edit the properties
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needed for the fix.

Errors
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Select the Image>Right click on image and select Format Picture

X Cut
By Copy
hD Paste Options: _—
= g‘ TR T
=a |=# S Q A
lence marketing de
Save as Picture... —
Level | : rel
. o] Change Picture LA
Max Point: g ? iinf
Meets 2 criteria; fia
e Describes th y th
of core comj m
and ldentifie fig
4B Link
example of @ ! of
competitive i e
inthecorec — B
L. o Wrap Text 3
description. n.
o Describes hi el Edit Alt Text... bh
core compel 55 Size and Position... e
makes a_cor % Format Picture... 0
contribiitinn nn

Select the Layout and Properties icon. Expand Alt Text section if not already
viewable.



iii. Type in alt text for image and optional description.
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ii. No header row
i. Select Table> select “Table Properties”
1. This can be done by either right-clicking on the table or selecting
“Properties” from Table Tools> Layout Tab
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2. Select “Row” Tab. Select the checkbox “Allow row to break across
pages” to uncheck the option
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3. While in the “Row” tab. Select the check box “Repeat as header row at
the top of each page”
Note: Screen capture will show completed steps for Table Properties
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4. While you’ve got the Table Properties window open, it’s a good time to
check your table’s alt text. Select the Alt Text tab, and make sure the alt
text is clear, descriptive, and concise.

[ Table | Row | Colmn | can | AltTex |

Title

|grading rubrid

Description

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.

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

Color Contrast such as red font is not coming up as an Error or Warning in Office 2016. Review the
document and make sure all text is approved font color. In rubrics, the font should be black.
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Office 2019 with new features

Within the Accessibility Checker dialog window, under the Errors select the first error. On the right side
of the error name is a dropdown option for more actions. This will provide you with recommended
actions and other suggestions for that particular fix.

Accessibility Checker v X

Inspection Results

Errars

4 Missing alternative text

imagel.png

4 No header row Recommended Actions
Table [z Add a description
:::: TE  Mark as decorative
Table Other Suggestions
Table #  Suggest a description for me
Table ﬂ Learn more

Additional Information v
Why Fix?

Alternative text for images and other abjects is very
important for people who can't see the screen.
Screen readers read alternate text aloud, so it's the
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1. Select the dropdown button> Select “Mark as decorative”
a. Once fixed the object will no longer be listed within the
Accessibility Checker.
iii. No header row
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header”
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iv. Hard-to-read text contrast
1. Select object> select the dropbox button> Select the correct font color
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a. Repeat until all objects are fixed

4 Hard-to-read text contrast
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v. Repeated blank characters
1. Select object> select the dropbox button> Select “Remove blanks”
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Repeat steps above until all items are cleared from the Accessibility Checker.
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document,

Office 2019 has quick access to the Check Accessibility option on the Review tab of the ribbon.
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Adobe Acrobat
® View (Tab)
e Tools
® Accessibility (make sure you save the document)
o Full Check

If you have further questions, please refer to the following documents.

For version-specific help, please use the following links.

Acrobat 2017, https://helpx.adobe.com/acrobat/using/creatin
Acrobat 2020, - ible-pdfs.html

acrobat DC

Acrobat Pro h ://helpx. .com/acr ing/cr -V

erify-pdf-accessibility.html

Version History

Date Updates by: Updates made:

8/11/2022 Jackie Ranisate Corrected all links. Added Version History
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