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Manually Testing Microsoft Office Documents for
Digital Accessibility

The three stages to check for digital accessibility include automated checks, manual checks, and testing with assistive
technologies (AT). The Quick Check for Digital Accessibility provides information that can be used to cover the first

two stages with any electronic resource. The last stage, testing with AT, should only be done by individuals fluent in

the technologies and practice.

For Microsoft (MS) Office documents, the first stage always begins with the built-in Accessibility Assistant. The
second stage becomes more manageable when we understand what the MS tool isn’t catching. The following lists
serve to guide this manual check, specifically targeting PowerPoint and Word documents.

Sight Check: Evident Upon a Careful Read

These items are readily apparent for someone able to visually discern the open documents. There are alternative
ways to check, but often this takes more effort.

Look for:
e Transitions and animations, ideally, don’t exist. [PowerPoint-specific]
e Acronyms, abbreviations, and initialisms are expanded on first use.

e Hyperlinks use meaningful text.

e Coloris not used on its own for emphasis or identification.

e Color contrast is sufficient, even against background images or solid colors.

e Tables are used only for sorting data and always have visible borders.

e (Citations/sources are located near data visualizations to allow alternative displays and/or comprehension.
e Slide/page numbers are visible and in a consistent location.

e Visual clarity is retained upon projection or magnification with high-quality, high-resolution images.

Details Check: Requires Interaction

Always validate:
e Document properties, specifically titles, are entered and correct.

e Font sizes are ideally 11-point or greater, depending on the document’s intended use.

e Alt text exists (for non-decorative images, complex tables, and charts) and is contextually relevant.

e [Equations are accessible (via equation object or image with alt text).

e SmartArt is avoided. (Convert to text or shapes and ungroup; check reading order.)

e Tables are presented as true tables and not images, when feasible. All tables are formatted to have Headers
and, in Word, designed to repeat the Header rows across pages.

e Hyperlinks work.

e Text styled as Headings (in Word) or Titles (in PowerPoint) are intentional, determining hierarchical structure.

e Embedded videos have accurate captions or linked transcripts.

e Reading order is intentional and correct. This is ensured when:
o Images and other objects are in line with text. [Word-specific]
o Section breaks [Word-specific], columns, and paragraph spacing control layout.
o Grouped objects are avoided. [PowerPoint-specific]
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https://publichealth.jhu.edu/
https://ctltoolkit.com/
https://ctltoolkit.s3.amazonaws.com/shelf/QuickCheckGuide-Accessibility.pdf
https://support.microsoft.com/en-us/topic/improve-accessibility-in-your-documents-with-the-accessibility-assistant-f01562ca-0119-40ad-8dd6-f6223df50bef
https://ctl.jhsph.edu/blog/posts/say-what-you-mean/
https://webaim.org/resources/contrastchecker/
https://support.microsoft.com/en-us/office/view-or-change-the-properties-for-an-office-file-21d604c2-481e-4379-8e54-1dd4622c6b75
https://support.microsoft.com/en-us/office/video-improve-accessibility-with-alt-text-9c57ee44-bb48-40e3-aad4-7647fc1dba51
https://support.microsoft.com/en-us/office/write-an-equation-or-formula-1d01cabc-ceb1-458d-bc70-7f9737722702#category=write_equation
https://support.microsoft.com/en-us/office/convert-your-smartart-graphic-into-shapes-9512873b-1848-46ec-b269-08f04f36b078#:%7E:text=Click%20the%20SmartArt%20graphic%20that,then%20click%20Convert%20to%20Shapes.
https://support.microsoft.com/en-au/office/repeat-table-header-on-subsequent-pages-2ff677e0-3150-464a-a283-fa52794b4b41
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