FAQ for Accessibility in MS Word

Q: .pdf vs MS word: Do screen readers work better on .pdf format as opposed to MS
Word dox, if the form was created to be fillable (using data fields for tab thru data
entry)?

A: Either format can be made accessible. Generally, screen readers can read both file
types, if formatted correctly.

Q: Will .pdf be covered later with another training module?

A: Yes. PDF training is coming, along with MS forms specifically. Accessibility guidelines
can be applied to each of these. Adobe Acrobat Pro used for creating PDFs has its own
accessibility checker.

Q: According to the training, tables must be very basic in structure. Whatif we have
forms and documents with more complex table structures?

A: Be sure to run the accessibility checker on your documents and see how it evaluates

the tables you have created. The image below asks you to make sure yourtable reads
in a logical reading order.

Address: Click or tap here to enter text. School: Click or tap here to enter text.

Accessibility
Phone: Click or tap here to enter text. Curriculum: Click or tap here to enter text. -
pection Results
Academic Advisor: Click or tap here to enter text. Advisor Email: Click or tap here to enter text. Warnings
. - . . ~ Check reading ord
Advisor Phone: Click or tap here to enter text. Attending Class: On Campus __ On Line __ e maerder
e Table
__ | LAPTOP Computer Minimum Specs __ | DESKTOP Computer Minimum Specs
15.6" LCD Screen * 23" LCD Monitor with integrated speakers
Intel® Core™ i5-8265U with Intel® UHD Graphics 620 +  Intel/AMD i5 3.4 GHz Quad Core 64-bit processor
(1.6 GHz base frequency, up to 3.9 GHz with Intel® Turbo + Min. 8GB RAM/ 1TB Hard Drive
Boost Technology, 6 MB cache, quadcore) +  DVD+/-RW, Audio & Video Card
Min. 8GB RAM / 256GB SSD Hard Drive +  Keyboard & Mouse & TWO - 16GB Flash Drives -
*  DVD+-RW, Audio & Video Card (one to be used for restore/recovery registration)
*  Wireless & Bluetooth & TWO - 16GB Flash Drives - +  Windows, MS Office Home/Student & Adobe Reader
(one to be used for restore/recovery registration) (latest versions)
*  Windows, MS Office Home/Student & Adobe Reader . 1-year Virus Protection & Surge Protector & 350VA
(latest versions) UPS battery back-up

1-year Virus Protection & Travel Surge Protector

*  3-years Computrace Lojack
Laptop Case Choice (CHOOSE ONE OPTION) __ | COMPUTER for JOB PLACEMENT ONLY with
Messenger Bag Statewide BPO [ J. Lodge: (Upgrades include)
Backpack +  Additional 23" LCD Monitor with integrated speakers pected
- Roller C: ¢ MS Office Professional
allentase +__Standard 3.5 mm audio headset
__ | All-In-One Printer (Print Scan Fax Copy) __ | Wireless Dual-Band USB Adapter tatim
1 Set High Capacity Replacement Inks (BW & Color) +  Belkin N600 DB F9L1101 or equivalent
USB Cable

Additional ltem(s) Needed (Comments/Notes) (atfach documentation as needed):

General Warranty Information: All desktops have a standard 3-year Manufacturer's & Extended Warranty (onsite as
available) included. The laptops only come with a 1-year Manufacturer's Warranty.

Shipping & Delivery: Computers will only be delivered to VR Offices. (Exceptions require justification and approval.)
Revised 10-10-19

Essentially, if you tab through your table from rightto left, the information should be
presented in an order that makes sense. It is best if the table has table headers and any
cellsthat are merged could easily be text placed outside and at the bottom of the table.
In the example above, you may wantto consider making several tables for this
information instead of one.



Q: We have several forms that have been password protected to prevent folks from
editing. Doesthis create issues with screen readers?

A: Restricting forms can make it difficultfor some users of screen readers to access
directions and headers in a document. It may mean changing cursor optionsin screen
reader software like JAWS to access not only the fields that you can tab among, butthe
headers and directions associated with them. In this situation, you may need to provide
users with limited skills an unrestricted document. Please remember there will be

additional training on accessible forms.

Please make sure to submit your questions through the formon our Training
Opportunities page. https://www.ncdhhs.gov/divisions/vocational-rehabilitation-
services/north-carolina-assistive-technology-program/ncatp-0
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Microsoft Word?

Document Accessibility in Microsoft Word

o Shat you e complets yous i e fee 0 2k quesions trough s form.

We are using your questionsto create an FAQ that will be posted on our website.

Also be sure to download the additional resources at the bottom of this page.




