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Introduction

The benefit of creating accessible documents is to enable people with disabilities to access the information
they need in a way comparable to people without a disability. The Department of Labor is committed to
providing information that everyone can access. By meeting standards for accessible documents, you achieve
this goal.

Purpose

This guide will help DOL employees and contractors create accessible Microsoft Word documents that are
conformant with Section 508 requirements and best practices. Accessible Microsoft Word documents can be
used to create Adobe PDF document with little additional work required to make it accessible in PDF format.

Note: Keyboard commands are in parentheses ().

Document Properties

The document title, author, and language must be set as part of the document properties.

Set Title and Author

Select File

Select Info

Select Properties

Select Advanced Properties

Enter document Title (not the file name)

Enter document Author as “United States Department of Labor” or “AGENCY NAME, “United States
Department of Labor” (without quotes)

7. Select OK

Info

Creating 508 Conformant Word 365 Documents 20220118 v1.0

OneDrive - US Department of Labar - DOL » DOL- 508 = Documentation » Guides » DOL - Documents » Word versions

S

‘ & Share ‘ ‘fe_) Copy path ‘ |B Open file location ‘

2 Protect Document
p;}' Control what types of changes people can make to this document, E Advanced Propertios
Document See more document
properties
T
Inspect Document =
[©)] Properties ? X
Before publishing this fle, be aware that it contains:
Check for .
lssues + Revisions General SUmmary  Statistics Contents  Custom
®  Document properties, ds erties, content

server properties, .
template name, author’ e, related dates and cropped out image data I Tite: Creating 508 Conformant Word 365 Documents I

®  Headers and footers
= Characters formatted as hidden text

Subject:

= Custorn XML data I Author: | United States Department of Labor| I
= Content that people with disabilities are unable to read
‘Manager:
Company:
@ Version History
View and restare previous versions, Category:
Version
Keyword:
History yerds:
‘Comments:
’_H Manage Document Hyperlink
[l = base:
) -] Today, 2:36 PM (autorecovery)
Manage Template:  oco. 508. template. dobx
b I3 Today, 2:16 PM (when | closed without saving)
Jocument ¥
FAsave Thumbnails for Al Werd Documents
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Creating 508 Conformant Word 365 Documents

Set Document Language
Note: If there is only one language enabled and it is the one you want, you can skip these steps.

Select File

Select Options (or press the Alt key, then press T)

Select Language from the list on the Word Options window

Under Office authoring languages and proofing, verify the correct language is <preferred>
Select OK

ik wn e

G | .
e 7|' Set the Office Language Preferences
guag
Display
Proofing Office display language
Save Buttons, menus, and other controls will show in the first available language on this list.
i ‘ 1. Match Microsoft Windows [English] <preferred>
2

English

Ease of Access

[ Move Down
Advanced

Customize Ribbon

Quick Access Toolbar

Add-ins Office authoring languages and proofing

Trus .
Hist Center Manage languages used for creating and editing documents, including proofing tools such as spelling and grammar (0
check.

l[ngli;h (United States) <preferred> Proofing installed ] s
rench (France) Froofing installed Add a Language...

Remove

Set as Preferred

OK | ‘ Cancel

Set Language of Specific Text

1. Select the text

2. Select Review tab

3. Select Language

4. Select Set Proofing Language...

5. In the Mark Selected Text as box, select the language from the list
6. Select OK

Mark selected text as:

Arabic (Algeria)
Arabic (Bahrain)
Arabic (Egypt) W

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.

D Do not check spelling or grammar
Detect language automatically

Set As Default Cancel
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Creating 508 Conformant Word 365 Documents

Add Structure to Documents Using Styles

Styles are a set of built-in formatting that can be applied to text, tables, lists, paragraph spacing, etc. in a
document. Using Styles for formatting is a critical part of accessibility. Headings are especially important.
Headings give the user an indication of where they are in the document when navigating through the content.
When using assistive technology, such screen reader software like JAWS, headings are the main method of
navigation. It is important to note that every document requires one, and only one, Heading 1. The title should
be the Heading 1. By using Styles to create headings and subheadings, an individual using a screen reader will
better understand the hierarchy of information in the document. Heading levels should not be skipped and
should be hierarchal. You can use the built-in Styles, or you can modify them to get the look you want.

Navigation Pane

The Navigation Pane is a great tool to use to verify that the headings are descriptive and in the correct

hierarchy. It shows an outline view of the document.

1. Select View tab

2. Check Navigation Pane checkbox (in Show section)

Read Print Web
Mode Layout Layout

| Navigation Pane

Views

Navigation

Search document

Headings Pages Results
z

4 Section 508 Program Office..
4 General Activities

Show

_,_IJ" Heading 1

| Heading2
Guidance » |
Remediation Heading 3

Testing -

Section 508 Remediation...

File Home Insert Design Layout References Mailings Review View
B2 05 [E=| = |2

- @Elnraft e <|’,) = Gridlines
Read | Print | Web Focus Immersive | |Vertical| Side — Zoom
Mode |Layout| Layout Reader to Side | 7 Mavigation Pane

Views Immersive Page Movement Show
File Home Insert Design Layout Re
| _\l |Outline v Ruler
| Draft Gridlines
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Creating 508 Conformant Word 365 Documents

Headers and Footers of Pages

Be aware that screen reader software does not read any information in the header or footer of a page.
Therefore, if you have the title of your document in the header, you must also have it in the body of the first

page. It does not have to be visible. You can type it in a small size font and make the text the same color as the
background if it is necessary to hide it.

Styles
Types of Styles

Quick Styles are displayed on the Home tab as shown below. Quick Styles are the ones most often used. You
can select additional styles by selecting the down arrow button on the bottom right of the Styles section.

AaBL AaBb( AaBbC AaBbcel aaBbeeD aaBoeeD A Bl AaBbcc
Heading 1 | Heading2 | Heading3 Heading4 Heading3 Heading® Title Subtle Em.. |+

-

Styles T

Applying Styles
1. Highlight or select the text that you want to apply the style
2. Select Home tab (or press <Alt + H>)
3. Select one of the Quick Styles (or press L)
OR
4. Select a style from Styles by selecting the arrow (or press FY) and selecting a style

Styles i
Clear &l
Default o
Header1l .
+ List paragraph I ¥
List parags 7

List paragraph2 2

Wormal T
Body Tex 1a
Mo Spacing 1A

|Heading1 =

1. Heading -z
o] Sl PYEwiEw
Diersble Linked Styles

As| [Aa, Datio
Al o Options
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Creating 508 Conformant Word 365 Documents

Modifying Existing Styles

If you want formatting choices that are not available from the built-in styles and themes available in Word,
you can modify an existing style and customize it to suit your needs. You can change the formatting (such as
font size, color, and text indentation) in styles applied to titles, headings, paragraphs, lists, and so on.

Select Home tab (or press <ALT + H>)

Select the specific style you want to modify (or press L)
Right-click (or press context menu key) on the style you selected
Select Modify from the drop-down menu

In the Modify Styles window, make changes to font

Select the Format button to display additional options

Select the formatting changes you’d like to make. You can:

NoukwNe

— Change type, color, and size of the fonts used in the document
— Change the amount of space between paragraphs

— Change borders and shading

— Change/Add numbering or bullets

DO NOT change the name of style that you are modifying.

Modify Style ?

Properties
Name: *List 1stLevel
Style type: Linked (paragraph and character) £
Style based on: 2~ jst Bullet ~
Style for following paragraph: | ** *List 1stLevel

Formatting

Verdana vt v B I U Automatic b
S =s=H|===|& |€ =

1. Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Smmemte T~ ~ample Text Sample Text Sample Text Sample Text Sample Text

4

Font... imple Text Sample Text
Paragraph...
Tabs...
Border...
Language... ~
Frame...
) wel: 1 + Numbering Style: 1,2, 3, .. + Start at: 1 + Alignment: Left + v
Numbering...

Shortcut key... a Automatically update

New documents based on this template
Text Effects...

Creating a New Style

Note: If you create a new style, it will not be accessible to screen readers and will not be accessible when
converted to PDF files. However, this doesn’t mean that you can’t create a unique style. Simply select a
Default style then modify it to make your document look the way you want. Styles not only help Assistive
Technology (AT) users identify the difference between a header and body text, but other features also rely on
Styles, like, the Table of Contents tool, to automatically generate correct and accessible information.
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Creating 508 Conformant Word 365 Documents

Create Lists (Number and Bullet)

The Bullet or List style must be used instead of manually typed characters (e.g., Hyphens) or inserting icons.

Format Painter

Insert Design Layout References Mailings

Franklin Gothir~ |11~ A" &

pboard I Font

I U ~aex, o | (- . A-B===|1=-|08"

Aa -

I Paraaraph

3.
4.

Select Home tab (or press <Alt + H>)
In the Paragraph section, select the Bullets icon for unordered lists or select the Numbering icon for

ordered lists (or press U or N)

To choose a different list format, select the arrow beside the icon (or press Enter)
Select the format from the library or define a new format

Note: You should attempt to make use of the named styles that are included with the office application (e.g.,
“strong” (bold), “caption,” etc.) before creating your own styles or using the character formatting tools
directly. Named styles help Assistive Technology (AT) users understand why something was formatted in a
certain way.

Table of Contents

If your Microsoft Word document needs a Table of Contents, do not create it manually. The Table of Contents
tool uses the heading made using the document’s Styles. It creates links to jump straight to different topics
and is easily be updated when content shifts or changes. If you create a Table of Contents and the information
is wrong or missing, check that the styles you’ve used throughout the document are accurate and consistent.

File

Tabl

ome Insert Draw Design Layout

B3 Add Text ¥ ab‘ [ Insert Endnote

|Update Table o .
le of D P B a3 Next Footnote

Contents v Footnote D

of Contents Footnotes

References Mailings

Tﬂ Manage Sources

n} Style: APA “
Insert
Citation ¥ [ Bibliography ~

=)

Citations & Bibliography

Create Table of Contents

ik wn e

Place the cursor where Table of Contents will be inserted

Select References tab
Select Table of Contents
Select the desired format
Select OK

Update Table of Contents

ik wN e

Select Table of Contents

Right-click (or press Context menu key)

Select Update Field

Select Update Entire Table radio button

Select OK

U.S. Department of Labor | Office of the Chief Information Officer 6



Creating 508 Conformant Word 365 Documents

Customize Table of Contents

1. Place the cursor where Table of Contents will be inserted

2. Select References tab
3. Select Table of Contents
4. Select Custom Table of Contents...

Table of Contents ? X
Index | Table of Contents 1 Table of Figures Table of Authorities
Print Preview Web Preview
Heading 1.....cccoeviieiiinns 1 |~ | |Heading 1 A
Heading 2 ....... . Heading 2
*List 3rdLevel... .5 *List 3rdLevel
Heading 3........c........ 5 Heading 3
v v

Show page numbers Use hyperlinks instead of page numbers
Right align page numbers

Tab leader: | ... v

General

Formats: From template v

Show levels: |3 S

Options...

Modify...

Cancel

Options

e Tab leaders

e Formats

e Heading levels

e Styles to use for TOC

Page Numbers

Use the Page Number function instead of manually typing page numbers.

File Home  Insert Draw  Design Layout References Mailings ~ Review  View  Developer
Cover Page v ] [Oshapes v TR SmartArt T
% g @ O Shap @ BﬁGel Add-ins W H & @
[ Blank Page i % Icons ol Chart - ; .
= Table Pictures = Reuse /J . Wikipedia | Online Links
= Page Break v v (23D Models i} Screenshot ¥ Files | 02 MyAdd-ins v Videos v
Pages Tables lllustrations Reuse Files Add-ins Media
Navigation voox
Search document P
Headings Pages Results
Create an interactive outline of your document.

Help  Acrobat
+ B Header v
5] Footer v A
Comment =
[ Page Number v Box v
Comments B Top of Page

@ Bottom of Page

Page Margins

@ Current Position

[ Format Page Numbers...

B< Remove Page Numbers

|

>

>

>

>

Add Page Numbers
Select Insert Tab

R A

Select OK

Select Page Number (In the Header and Footer section)
Select the style page number format you would like to use
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Creating 508 Conformant Word 365 Documents

Format Page Numbers

1. Select Insert Tab

2. Select Page Number (In the Header and Footer section)

3. Select Format Page Number

4. Inthe Page Number Format window, select the page number format you would like to use
5. Select OK

DOL Standards

The following DOL standards are required to increase accessibility, usability, and readability of the
information. Italics are hard for some people to read, and so is text that is smaller than 12 points. Left-aligning
headings and text is easier for people with limited vision to read.

Do not use italics for emphasis. Make regular text bold instead using the Strong style

Do not use underlines for emphasis. Make regular text bold instead using the Strong style
Left-align headings and text

Use only one heading 1 (it should be the title of the document)

Do not use more than 2 fonts

For body text, use a minimum font size of 12 points

In tables, left-align text, right-align numbers and dates

Nou,s,wnNe

Positioning Content

Tables should NOT be used to position content. Position content using the features on the Layout tab such as:

e Alignment

e Spacing

e Indentation

e Creating columns

Using Text Boxes

Text boxes are not actually text. They are images of text. Screen reader software reads text to a user, but it
can’t read images. You can create your text box that is accessible. Simply follow the steps below:

Enter content and position where desired (See Positioning Content)
Select Insert tab
Select Shapes
Select a rectangle
Position rectangle around content
Right-click (or Shift + F10)
Select Fill
Select No Fill
Select Outline
. Select outline color
. Select outline Weight (width)

LooNOUEWNRE

[T
= O
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Creating 508 Conformant Word 365 Documents

Alternative Text (Alt Text)

Adding alternative text (alt text) is critical for people with disabilities to understand any information contained
in images within the document. Screen reader software reads text to a user, but it can’t read images. Alt text
is a “text alternative” to the image. The software will tell the user that it is an image and then read the alt text.
Alt text needs to be manually entered, and the amount of information and detail given depends on the role
and context of the image.

Before you can write a text alternative you need to consider:

e Role: What are you using the image for? What is it meant to do, say or mean?

e Context: What else is on the page that might affect what you should use as a text alternative for the
image?

For example, you are trying to demonstrate a technique to use during a storm, and you have an image of a
single-family home with plywood over the windows. In your alt text, the words “Boarded up house before
coming storm” conveys the intended purpose of the image more than just having the word “House.”

Alt Text Requirements

e Allimages require it (or be marked decorative)

e Text should be short, like a tweet. There is a limit of 250 characters, including spaces

e Text should provide the meaning or purpose, not necessarily the description of the image

e Don’t use the terms “photo of,”, “image of,”, “picture of,”, etc., in the alt text because AT users are told it’s
animage

e Alt text for the Department of Labor seal should be: “United States Department of Labor seal” (without
guotes)

Add Alt Text
1. Select the image
2. Right-click (or press Context menu key)
3. Select Edit Alt Text
4. Enter text in the field
Alt Text v X

How would you describe this object and its context to
someone who is blind or low vision?

- The subject(s) in detail

- The setting

- The actions or interactions

- Other relevant information

(1-2 detailed sentences recommended)

Mark as decorative ‘i

U.S. Department of Labor | Office of the Chief Information Officer 9



Creating 508 Conformant Word 365 Documents

Decorative Images

People using screen reader software do not need to have images that convey no meaning announced. When
images are decorative, the screen reader software does not announce them to the user. Examples of
decorative images are:

e Rectangles, circles, anything used for formatting or layout

e Images oricons that do not provide meaning of information

e Images described in text on the page

Making Images Decorative
It’s easy to make images decorative. Just check the checkbox.

1. Select the image

2. Right-click (or press Context menu key)
3. Select Edit Alt Text

4. Check Mark as decorative check box

Alt Text v %

How would you describe this object and its context to
someone who is blind or low vision?

- The subject(s) in detail

- The setting

- The actions or interactions

- Other relevant information

(1-2 detailed sentences recommended)

Mark as decorative (1)

Automatic Alt Text

Having Alt text automatically generated sounds great, but it’s not. Alt test needs a person to decide what is
meaningful and takes into consideration the role of the image and the context of surrounding text. To prevent
Alt text from being automatically generated, turn off the option on the Word Option window. This only needs
to be done once.

1. Select Review tab
2. Select Check Accessibility
3. Select Options: Accessibility

File Home Insert Draw Design Layout References Mailings Review
¢ Check Document A)) D '& i ’* + 1
Thesaurus ﬁ ax A =
— Read Check Translate Language New
=123 Word Count Aloud | |Accessibility v Z S Comment i

Proofing Speech [l% Check Accessibility Comments
Navigation T RS AltText
Search document Navigation Pane
0 ro

(Find whole words only) . o

Headings Pages Results I B% Options: Accessibility I

4. Uncheck Automatically generate alt text for me check box

U.S. Department of Labor | Office of the Chief Information Officer 10



Creating 508 Conformant Word 365 Documents

Word Options ? X
General .
s Make Word more accessible.
Display
Proofing Make your document accessible to others
Save The accessibility checker helps you find and fix content in your document that may make it harder for people with
disabilities to consume your content. You can get to it from Review » Check Accessibility, Office can remind you about
Language accessibility issues while you work by showing a reminder in the Status Bar.
Accessibility Keep accessibility checker running while | work
Advanced Feedback options
Customize Ribbon [] Provide feedback with sound
Quick Access Toolbar Sound Scheme: | Modern ¥
Add-ins Provide feedback with animation
Trust Center Application display options
ScreenTip style: | Show feature descriptions in ScreenTips hd
Show shortcut keys in ScreenTips
Show the Start screen when this application starts
Automatic Alt Text
Autornatic alt text generates descriptions for pictures to make thern accessible for people with vision impairments. Turn
autornatic alt text on by checking the box.
[ Automatically generate alt text for me
Document display options
[] Expand all headings when opening a document®
Links

Hyperlinks must have meaningful names that describe their destination, function, and/or purpose, not the
URL or address. For example, if you write, “Want to get an Enterprise Service Desk form, use this URL:
https://labornet.dol.gov/itc/it/esd/ITC-Forms.htm.”, the screen reader will read this as
“https://labornet.dol.gov/itc/it/esd/ITC-Forms.htm.” Hearing that read aloud is hard to understand and
visually it can be hard for those cognitive issues to understand.

Link Text Matters

Screen reader software can give a user a list of all the links in a document. However, the list uses the link text,
so your link text must make sense if it’s out of context. That’s why “click here” is not good link text. If the user
isn’t reading the sentence, they have no idea what the link is referring to.

As a general rule, if a link goes to a web page, use the name of the web page for the link text. If it opens a
document, use the name of the document.

Add Link
To create a link, follow these steps:

Put your cursor where you want to create it

Right-click (or press Context menu key)

Select Link

Enter text that indicates where the link goes in Text to Display
Enter the URL (or address) in Address

Select OK

ok wnNpE
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Creating 508 Conformant Word 365 Documents

Insert Hyperlink

Link to: Text to display: ScreenTip..
Existing Fileor | Look in: Word versions v |2 @
Web Page
< 09 Creating 508 Compliant PDF Documents 20190301 v1.3.docx o) Bookmark..
I %’I;’r“ | Creating 508 Compliant PDF Documents 20191118 v1.4.docx
Place in This @ Creating 508 Compliant PDF Documents 20191118 v1.5.docx Target Frame..
i Creating 508 Compliant Publisher Documents - DRAFT V.1 extra.doc
E;Oa“g’:d i Creating 508 Compliant Publisher Documents - DRAFT V.1.docx
E-mail Address [ Creating 508 Compliant Word 2016 Documents 20181201 v1.3.docx
{09 Creating 508 Compliant_Excel 20190301 v1.7.docx
Recent Files |7 Creating 508 Compliant_Excel 20190301 v1.8.docx
19 Creating 508 Compliant_Excel 20210324 v2.0.docx v
Address: | e
OK Cancel

Link Requirements

Links must be visible and recognizable. All links should be:
e Adifferent color than the surrounding text

e Underlined

e Indicate where the link goes
e Not be a URL (the URL can be in text in parentheses)

Tables

Tables are meant to be used to display data, not position content. Data is meaningless without a header to
give it context. Image a table of dates without headers. It would be impossible to know what the dates are.

To create an accessible table for those using screen reader software, it is necessary to define the headers.
When the headers are defined, the screen reader software will read the header and then the data in the cell
the useris in.

Create Table

Start by creating the table using the built-in Insert Table function.

Select where you want to insert the Table

Select Insert tab

Select Table

Select Insert Table and choose the number of columns and rows you want in the table
Select OK

ik N e

Prevent Rows From Breaking Across Pages

This must be done for every table regardless of the type of headers. If a table row is split from one page to the
next page, a screen reader will not read it properly and it is visually difficult to understand. This option is
always checked and must be unchecked for all the rows. That is why the entire table must be selected.
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Creating 508 Conformant Word 365 Documents

Select the entire table

Right-click (or press Context menu key)

Select Table Properties

Select Row tab

Uncheck Allow row to break across pages check box

ik wn e

Table Properties

ot &.,mn el anren

Rows

Size

[] specify height 0 = Row heightis: | At least -

Options

I [[atow row to break across pages| I
|_| Repeat as header row at the top of each page

4 Previous Row ¥ Next Row

coe

Define Table Headers

Headers must be defined for screen reader software to read the header with the data. Without a header, a
user cannot determine what the data means. Only the first row, row 1, should be made the header row. Make
sure Row:1 before the repeat as header row at top of each page check box is checked.

With the Table Properties window still displayed:

1. Select Next Row

2. Verify Row:1

3. Check Repeat as header row at top of each page check box

4. Select OK
Table Properties
Jable Row Colymn cell Alt Text
T

ize

T .
| Row heightis: |At least b

[ specify height: 0"

Options
Allow row to break across pages
Repeat as header row at the top of each page? I

A Previous Row ¥ Next Row
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Creating 508 Conformant Word 365 Documents

Table Titles

Table title should NOT be part of the table! If you make the title the first row, you will not be able to define
the headers so the screen reader software can read them with the relevant data. Put the table title on the line
above the table. You can style it to look like it’s part of the table if you wish.

Table Header Types

Word 365 supports tables with column headers and row headers.

Column Header Type

Tables with column headers have the headers in the first row of the table. This type of header is called a
“column” header because the header applies to the column of data underneath it.

__J Column headers

Date Event Venue — .
2/21/2022 | Waltz with Strauss Opera House
3/1/2022 | Devo Capital Center
3/25/2022 | Sparkle Pony MCI Center
Row Header Type

Tables with row headers have the headers in the first column of the table. This type of header is called a “row”
header because the header applies to the row of data to the right of it.

=¥ | Date 2/21/2022 3/1/2022 3/25/2022
ROW HEaders || Eyent Waltz with Strauss Devo Sparkle Pony
"~ | Venue Opera House Capital Center MCI Center

Add a Footnote/Endnote

Footnote

1. Place cursor where superscript (number) of footnote should placed
2. Select References tab

3. Select Insert Footnote (OR press <CTRL+ALT+F>)

4. Enter the footnote text

Table of
Contents

Table of Contents

File Home Insert Draw Design Layout References Mailings
L B Add Text ~ ! ’E‘]Insert Endnote EManage Sources
ab [ o)
[O)l update Table aH Next Footnate ~ [T style: apa ~

Insert
Citation [T_-l) Bibliography ~

] Citations & Eibliography
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Creating 508 Conformant Word 365 Documents

Endnote

1. Place your cursor where you would like to add the endnote
2. Select References tab

3. Select Insert Endnote (OR press <CTRL+ALT+D>)

4. Enter the endnote text

Design Layout References Mailings Review View Developer Add-ins
ABl 111 Insert Endnote B @‘,,Manage&]ourcs (4 Insert Table of Figures
AR Mext Footnote - ER style: |APA - Update Table
Insert Insert | Insert
Eootnote Show Motes TEefrm= £ Bibliography ~ Caption EI._:| Cross-reference
Footnotes P Citations & Bibliography Captions
Color

Color Contrast

Color contrast ratio between the text and the background is important. If it is too low, some people will not be
able to read the text. The Section 508 color contrast standards require a minimum ratio of 4.5:1.

To test color contrast, you can use the Colour Contrast Analyzer. Choose a color using the eye dropper tool to
select the foreground and background or enter a foreground (text) and background color in RGB or
hexadecimal format (e.g., #FD3 or #F7DA39).

Note: This tool needs to be requested from and installed by ESD. It is listed as “CCA”.

M Colour Contrast Analyser

Options Image Help
Foreground Background Eyed ro p pe r tOOI
Colour select: | ex: Colour select: fex; 1
I | <~ 000000 | | 7= |#rrrrrr
Red: | LIsyn¢ Rea: [ sync
| 0 B 255
Green: Green:
0 B 255
Blue: Blue:
E 0 i 255‘
Result - luminosity
Text Foreground:#000000
v Pass(AA) Background#FFFFFF
o Pass(AAA) || The contrast ratio is: 21.0:1
Large text Text passed at Level AA

| | Text passed at Level AAA
¢ Pass{AA) | | Large text passed at Level AA

v PHSS(AAA) Large text passed at Level AAA

[ ] show contrast result for colour blindness Copy results
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Creating 508 Conformant Word 365 Documents

You can also use an on-line tool, such as the Color Contrast Checker. Just enter the foreground (text) and

background colors in either hexadecimal or RGB format. The contrast ratio is displayed. To change the ratio,

click on the slider bar.

Color Contrast Checker

Enter a RGB foreground and background color in #hex or integer format to check contrast for accessibility.

Foreground RGB in hex: |2oe7o0 | | W Sample: | This is sample text
Rid: [l 41 F ) }

Green: [ | 103

Contrast ratio s&2 |:1

~ Compliance Level

Blue: | 185 % Section 508 (revised 2017) and
AA Conformant

Background RGB im hex: s

Red: P=s =
Green: P [z
Blue: | NFEE

Color Conveying Meaning

Section 508 requires that when color is used to indicate meaning, direction or other information, that same

meaning must be provided in a way that does not use color. The status below uses both color AND text to
indicate a project’s status.

Project Status

Key:

On-time = green

Late = red
Project Status
Name
Project A On-time
Project B Late
Project C Late
Project D On-time

Fonts

Currently, Section 508 does not specify the requirements for choosing an accessible typeface. However, the
following fonts are unofficially recommended:

e Helvetica (Microsoft Sans Serif)

e \Verdana
e Arial
e Calibri

e Franklin Gothic Book

U.S. Department of Labor | Office of the Chief Information Officer
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Creating 508 Conformant Word 365 Documents

Using these fonts will promote ease of reading for most users. Sans-serif fonts are especially easy to read
because they are generally more legible.

The Accessibility Checker

Use the built-in Accessibility Checker in Microsoft Word as the first way to check accessibility. The
Accessibility Checker helps you find and fix accessibility issues, just like Spell Check reports potential spelling
errors. It displays a report of the issues it finds, explains why each issue might create a problem for someone
with a disability, and recommends how to fix the issue.

Note: If your document has an extension of “.doc” (filename.doc), you will get an error, “Unable to run the
Accessibility Checker.” To fix this, save your document as type: Word Document (*.docx)

1. Select Review tab
2. Select Check Accessibility

File Home Insert Draw Design Layout References Mailings Review
3¢ Check Document A)) D % 5) / }\ i | 3
E ﬁ' I A 54
_ Read Check Language New
=123 Word Count Aloud | Accessibility ¥ ¥ Comment L
Proofing Speech Accessibility Language Comments

Accessibility Checker Results

Even if the checker finds no errors, it does not mean the document is fully accessible. The Accessibility
Checker cannot find all the issues. Some issues can only be found by a person. For instance, it can tell if there
is no alternative text (alt text), but it cannot tell if the alternative text (alt text) makes sense.

Be aware that what Microsoft considers to be errors, warnings, and tips doesn’t always match Section 508. For
instance, tables do NOT need alt text. You can add it, but it’s not required. Blank table rows are just a warning,
but Section 508 requires that you don’t have blank rows. Hyperlink text should be meaningful.

Accessibility Checker

Inspection Results

Errors

4 Missing Alt Text
Picture 1
Table

4 No Header Row Specified
Table

Warnings

4 Repeated Blank Characters
6 Characters
4 Characters
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Common Issues and Solutions

Image - Missing Alt Text

Table - No Header Row Specified

Skipped heading levels

Unclear Hyperlink text

Table - Blank Table Rows or Columns

Check Reading Order - Table

Image or object not inline

Hard-to-read text contrast

Image not Inline

Add Alt text (See: Add Alt Text)

Define header row (See: Define Table Headers)

Correct heading level (See: Navigation Pane)

Make hyperlink text meaningful (See: Link Requirements)

Delete blank rows/columns

Place cursor in top left cell.
Press TAB key to move from cell to cell.
The order should go from left to right, top to bottom.

Change layout to In line with text (See: Make Image Inline )

Check the text and background color (See: Color Contrast)

Images and objects must be in line with the surrounding text. If an image has text wrapped around it, behind,
orin front of it, screen reader software may not be able to find it and announce it to the user. If the image is
decorative or in the header or footer, this is not an issue.

Make Image Inline

To make an image inline:

1.

2.
3.
4

Select image

Select Wrap Text
Select In line with text

Right-click (or use Context menu key)

@

Link >

Sawve as Picture...

Insert Caption...
In Line with Text
I = Wrap Text )l E -

Edit Alt Text...

Size and Position...

¢ I @lf B

Format Picture...

=== |n Front of Text

Tight
=n= Through
Top and Bottom

Behind Text
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Creating a PDF

Most PDF documents are created from a Microsoft Word document. If you have created your Microsoft Word
document accessibly, you will not have to do a lot of additional work to make the PDF version accessible. If the
Acrobat tab is not displayed either you do not have the full version of Acrobat, or you need to add the Acrobat
option. (See: Adding the Acrobat tab)

Set Preferences

You only need to set the Preferences once.
1. Select Acrobat tab
2. Select Preferences

File Home Insert Draw Design Layout References Mailings Review View Developer Help Acrobat
- - [ T 8 LIS -l -y
g = e = G L7
Create JPreferences Create  Mail Create and Acrobat Create PDF and
PDF and Share Merge | Send For Review Comments ~ Run Action
Create Adobe PDF Create and 5hare Review And Comment Create and Run Action

3. Select Settings tab
4. Check Enable Accessibility and Reflow with Tagged PDF checkbox if it is not checked
5. Select OK

B Acrobat PDFMaker

Settings Security Word Bookmarks
PDFMaker Settings
Conversion Settings: | Standard v

Use these settings to create high quality Adobe PDF documents suitable for a ~
dalightful viewing experience and printing of business documents. Created PDF v

View Adobe PDF resut

Promgpt for Adobe PDF file name

Convert Document Information

POF/A Compliance:  None i

Advanced Settings .

Application Settings
I: Attach source file
IZ Create Bookmarks

I IZ Enable Accessibility and Reflow with tagged Adobe PDF I

|| Enable advanced tagging

Adobe logo, Acrobat, the Adobe PDF logo and PostScrpt are either registered
trademarks or trademarks of Adobe in the United Stales and/or other countnes. Al

r ‘ Copyright © 1984-2021 Adobe and its licensors. All Rights Resaerved. Adobe, the
Adobe other trademarks are the property of their respective owners.

Restore Defais Cancel Help

Note: If the ribbon is not visible, you will need to select the Acrobat tab again to create the PDF.
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Create PDF

Use the Create PDF button on the Acrobat tab. Do NOT use Save as Adobe PDF!
The alt text and table modification for accessibility and other additional accessibility will be lost.

File Home Insert Draw Design Layout References Mailings Review View Developer Help
- [ — = | — - -y L_I& - | — =
fe= [ 4 G P
Create Preferences Create  Mail Create and Acrobat Create PDF and
PDF and Share Merge | Send For Review Comments Run Action
Create Adobe PDF Create and 5hare Review And Comment Create and Run Action

Acrobat

Adding Acrobat tab

If the Acrobat tab is not displayed:
1. Select File

Select Options

Select Add-ins

Select Manage: COM Add-ins
Select Go

NowuhswN

Select OK

If the check box for Acrobat PDFMaker Office Com Addin is unchecked, check it

Ward Options

Gy | o
e E{‘!} View and manage Microsoft Office Add-ins.
Display
Proofing Add-ins
save Name
Language Active Application Add-ins

Acrobat PDFMaker Office COM Addin
Accessibility Date (XML)
Instant Messaging Contacts (English)

Advanced
nevanees Measurement Converter (Measurement Converter)
Customize Ribbon Telephone Number (XML)

Quick Access Toolbar Inactive Application Add-ins

ActionsPane Schema for Add-Ins
AiSquared M5 Office COM Addin 4
F$Scan Addin
GingerMSWeordAddin.WordAddin
Kurzweil OCR Add-In
Microsoft Actions Pane 3
ocio.508.L templatev] 2_20210112.dobx

ocio. 508 template.dotx
OneNote Notes sbout Word Documents

Description:  Acrobat PDFMaker Office COM Addin

Trust Center DOL%200CI0 Word Template-not for memo use_Updated_08032017.dotx

Location Type

C\..ceAddindll  COM Add-in
Action
Action
Action
Action

XML Schema
COM Add-in
Template
ordScan.dll  COM Add-in
ddindll  COM Add-in
ceAddindll  COM Add-in

XML Expansion Pack
10112.dotx  Template
platedotc  Template
rdAddin.dll - COM Add-in

Tiema F2LALY A AMOELDIL  Actinn
Add-in: Acrobat PDFMaker Office COM Addin
Publisher: Adobe Inc.
Compatibility: No compatibility information available
Location: Ci\Program Files (x86)\Adobe) Acrobat DC\PDFMaker\Office\ PDFMOfficeAddin.dll

Mznage: | COM Add-ins -

0]

=

Add-ins available:

.

FSScan Addin
GingerMSWerdAddinWordAddin
Kurzweil OCR Add-In

OneNote Notes about Word Documents

Cancel

Location: CAProgram Files (xB5) DAy

Load Behavior: Load at Startup

U.S. Department of Labor | Office of the Chief Information Officer

20



	Introduction
	Purpose
	Document Properties
	Set Title and Author
	Set Document Language
	Set Language of Specific Text

	Add Structure to Documents Using Styles
	Navigation Pane
	Headers and Footers of Pages

	Styles
	Types of Styles
	Applying Styles
	Modifying Existing Styles
	Creating a New Style
	Create Lists (Number and Bullet)
	Table of Contents
	Create Table of Contents
	Update Table of Contents
	Customize Table of Contents
	Options


	Page Numbers
	Add Page Numbers
	Format Page Numbers


	DOL Standards
	Positioning Content
	Using Text Boxes
	Alternative Text (Alt Text)
	Alt Text Requirements
	Add Alt Text
	Decorative Images
	Making Images Decorative

	Automatic Alt Text

	Links
	Link Text Matters
	Add Link
	Link Requirements

	Tables
	Create Table
	Prevent Rows From Breaking Across Pages
	Define Table Headers
	Table Titles
	Table Header Types
	Column Header Type
	Row Header Type


	Add a Footnote/Endnote
	Footnote
	Endnote

	Color
	Color Contrast
	Color Conveying Meaning

	Fonts
	The Accessibility Checker
	Accessibility Checker Results
	Common Issues and Solutions
	Image not Inline
	Make Image Inline

	Creating a PDF
	Set Preferences
	Create PDF
	Adding Acrobat tab




