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SOFTWARMicrosoft Word 2003 (Windows), 2004 (OS X), 2007 (Windows)

HARDWAREC running Windows XF/ista;Mac running Mac OS X

Accessibility in documents is all about structure. A propsriyctured documengllows it to be used with screen
reading software. Structure in a document refers to the order in which document elements are accessed.
Therefore, when you are creating a new document, it is important to consider the structure dbthenent.

Accessibility can be added toMicrosoft Word document either during its creation or after all content has been
finalized. It is easier to get in the habit of creating a new document with accessibility in mind rather than going
back over a fihed document.

For the purpose of showing certain examples and features, this guide will detail how to createibfairadtting
in a new documentthe skills can be applied to any Word document you have.

VARIATIONS IN MICRGTFH WORD VERSIONS

It is impotant to note that there areslight variations in the different versions dflicrosoft Word. Although the
general practices are the same, the versions vary in default settings and access to certain features.

This guidels based on Word 2003 and therefotlee graphicexamples are from Word 2003When there are
differences or changes betwedhe versions, they will be highlighted.

You can tell what version of Word you are using by referring to the icon you used to start the program.
Microsoft Word 2003; Windows XP, Windows Vista
w Microsoft Word 2004, Mac OS X

IZ  Microsoft Word 200%Windows XP, Windows Vista
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CREATE THE NEW DOEWNW

With Word open,create a new documentWith your new blank document open, you can begin typing in your text.

Forthe purpose of this guide, we will be usibgrem Ipsunfiller text.

Lorem Ipsunfiller text is commonly used in the printing and typesetting industry. It
based off fractured text from a piece of Latin Literature from 45 BC. The original work
(de Finbus Bonorum et Malorurar The Extremes of Good and EwilCicero) was
spliced and rearranged by a Latin professor. It is used as placeholder text since mjost
people cannot understand Latin and will therefore judge a potential design on its
design merits ad not on the content.

n

You can get your own Lorem Ipsum filler text throdngtp://www.lipsum.com.

In your newly created document, go ahead and type a title or insert dosneum Ipsum Make the document title
only alout four words in length. Predgnteron the keyboard. Insert a paragraph sized block of text. You should
now have something similar to the example below.

Et Gravida Massa Erat

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Praesent feugiat interdum odio.
In vel sapien. Vestibulum ante ipsum primis in faucibus orci luctus et ultrices posuere
cubilia Curae; Donec rutrum, dui et viverra laoreet, neque nunc euismod velit, vel
aliquam mi libero nec una. Aenean nonummy massa et est. Nulla massa. Vivamus risus_
diam, molestie eget, ullamcorper ut, vestibulum ut, nisi. Fusce vestibulum yvulputate
purus. Morbi arcu leo, posuere ut, aliquet et, gravida non, mauris. Sed consectetuer felis,
ut tortor fermentum convallis. Maecenas purus sem. tincidunt quis. tincidunt sit amet,
aliguet sit amet, augue.

We will now begin structuring the text into individual formatting elements.

STYLES AND FORMATTIN

All text in your document should be properly formatteding theStyles and Formattinfeatures within Word.
Formatting should be used in order to maintain consistency and help with accessibilitystyléeand Formatting
featureswill allow you to spcify and even customize the way your document looks and behaves.

It is best to get in the habit of using tf&tyles and Formattingptions in all your documents. Instead of changing
the font size of certain text and making it bold, consider using dnth® heading options. Once you build a
complete style set for your documents, you will save time and effort by relying more on thdarbfoltmatting
instead of recreating it for each new document.
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ACCESSING STYLES ADIRMATTING

MICROSOFT WORDO3

On the top toolbar where you can change the font family, there is another box which should be displaying
the word Normal Next to this is a small icon f8tyles and Formatting Go ahead and click on the icon.
This will bring up th&tyles and Fornting sidebar

MICROSOFT WORD 2004

On the floatingFormatting Palettethere is a section fagtyles Click on the arrow to expand all available
Styles

MICROSOFT WORD 2007

With the Hometab selected, theQuick Style Gallenyill show common formattingtyles. Click on the
small icon on the far right of thBtyleggallery to show the Styles window on the right hand side.

You will have a humber of options available which refer to the formatting for each
element. Each option refers to the types of forriiag) available for the document.
Typically, you will only need the heading elements (entittxhding 1 Heading 2
andHeading 3 as well as the basic paragraph element (entitiemal).

Depending on the complexity of your document, you may need adtitio
formatting elements, such as headers, footers, list items, and so forth. To access
additional formatting elements, click on the arrow on the box nexiStoowand
choose the optionAll styles This will show you all of the available formatting
elemens. You can create additional elements by choo&in§ ¢ { and thénX
define the way in which your new element will lookYou can return to the
simplified view by choosingvailable formatting

CREATING HEADINGS

Headings refer to the individual titlesithin a document. Documents will typically
have a number of different headings. For example, a document may have a title
and then smaller subsections with their own appropriate titles. In this document,
the main title isCreating Accessible DocumemntsMicrosoft Wordwhile the titles

for smaller subsections ar€reate the New Documerbtyles and Formattingand

so forth.

To turn text into a heading, select the desired text and click on the appropriate heading option. Since document
structure is impotant, keep in mind what heading level you are using. We want to make the title of our document
(in this caseEt Gravida Massa Enaheading 1, so go ahead and select the text and then click oiéaeling 1

option in theStyles and Formattingidebar.

That will change the font and size of the text to the font Arial, sized 16 and Bold. You will notice that the style box
next to the font family name has now changedHeading 1
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