
   

Document Accessibility



What problems face our personas with Documents?

Ilya, senior staff member who is blind
Uses screen reader and mobile phone to access the web.

Preety, middle school student with attention deficit 
hyperactivity disorder and dyslexia.
Uses text-to-speech software

W3C Stories of web users

https://www.w3.org/WAI/people-use-web/user-stories/


What problems face Ilya with Documents?

● Documents not properly coded, so they are not readable.
● No alt text descriptions on images.
● Unstructured layout, it’s difficult to navigate the content.
● Content only in images.
● Color used to convey meaning.

Ilya, senior staff member who is blind
Uses screen reader and mobile phone to access the web.



What problems face Preety with Documents?

● Difficulty to focus on the sections and content to read.
● Difficulty to focus on content.
● Difficulties with spelling.
● Difficulties for understanding content.
● Overwhelmed with too much information

Preety, middle school student with attention deficit 
hyperactivity disorder and dyslexia.
Uses text-to-speech software



Remember: Main items to work in accessibility (I)

● Structure: use headings and styles to structure your 
document.

● Colour and contrast: Consider the colours you use and 
the contrast between text and background.

● Use of images (and Media): Use alternative (alt) text on 
your images. Provide captions, subtitles and transcripts 
of multimedia elements. 



Remember: Main items to work in accessibility 
(II)
● Links (hyperlinks): Describe your link, never use click 

here.
● Plain English: use clear uncomplicated language with 

no jargon.
● Table structure: use simple tables without merged or  

split cells.



Main items to work in accessibility

● Structure (use headings and styles)
● Colour and contrast
● Use of images (and Media)
● Links (hyperlinks)
● Plain English
● Table structure

+Media



Zoom Question 1

What tools do you usually work with?



What happens when a pdf document is not 
accessible?

Watch Video

http://www.youtube.com/watch?v=gnLJhvfG5YU
https://youtube.com/clip/UgkxUeUfR1flr1tZwWij8tmj9wdc1mur409K


Non accessible vs accessible Word document

Non accessible structure Accessible structure

http://www.youtube.com/watch?v=D8XFkGMF0sw
http://www.youtube.com/watch?v=D8XFkGMF0sw
https://youtube.com/clip/UgkxrVwgb3_uvBkhMwSda0CvJwm6EspoZWFb
https://youtube.com/clip/UgkxgFyzEWnz3CrPo9WeQYjICP8aOhfvhEaO


General items to check
● Use descriptive title and file name
● Structure & headings
● Lists
● Descriptive and meaningful Links
● Alternative text for images
● Tables for Data only not layout
● Colour & contrast
● Plain language



Structure & Headings



Benefits - Headings
● View Navigation to see headings / structure.
● Visually go through document quickly.
● Easier for screen readers to get around.
● Consistent Styles for each heading.
● Consistent layout.
● Table of contents.



Headings and Style Bar

Example

https://brickfieldeducationlabs-my.sharepoint.com/:w:/r/personal/gavin_brickfield_ie/_layouts/15/Doc.aspx?sourcedoc=%7B09af9a7e-1260-41c0-b72c-e390deaee0c8%7D&action=edit&wdPreviousSession=741758c5-d94a-4cbd-b57f-88a27c358e13&cid=034273ee-5f4c-49ad-9388-a2878a6f3627


Style your Headings
● Update a heading to current style

Example

https://brickfieldeducationlabs-my.sharepoint.com/:w:/r/personal/gavin_brickfield_ie/_layouts/15/Doc.aspx?sourcedoc=%7B09af9a7e-1260-41c0-b72c-e390deaee0c8%7D&action=edit&wdPreviousSession=741758c5-d94a-4cbd-b57f-88a27c358e13&cid=034273ee-5f4c-49ad-9388-a2878a6f3627


Over to you
● Open one of your Word documents.
● View navigation – have you got headings.
● Check the text that look like headings.
● Are they using heading style?
● Look at the Styles Bar for the headings.



Office Documents























   

Open up a recent Word document or 
Powerpoint on your machine

Run the accessibility checker



G Suite Documents



  



  



 



PDF Documents



Common PDF issues
● They do not change size to fit browser
● They are not designed for reading on screens
● You cannot track views (in LMS or Webpage you can)
● They can cause difficulties for navigation & orientation
● Technical accessibility takes extra time and effort
● Less likely to be kept up to date vs a webpage
● Harder to reuse



Task 1. Run Adobe Accessibility Checker

1. Open your PDF in Adobe Acrobat Pro
2. Go to Tools - > Protect & Standardise - > Accessibility 

and Open
3. Select Accessibility Check – and select Start Checking
4. Review the results panel



Task 1a. Checker Breakdown

1. Document
2. Page Content
3. Forms
4. Alternate Text
5. Tables
6. Lists
7. Headings



Task 2. Reading Order

1. Open your PDF in Adobe Acrobat Pro
2. Go to Tools - > Protect & Standardise 

- > Accessibility and Open
3. Select Accessibility Check 
4. Select Start Checking
5. Select Reading Order



Task 3. PDF Read out Loud

Lets see if your PDF is read in the right order.

1. Open your PDF in Adobe Acrobat Pro
2. To activate Read out loud
3. Use Shift-Ctrl-Y or Select View > Read out loud > Activate read out loud
4. Use Shift-Ctrl-V or Select "Read this page only"
5. Use Shift-Ctrl-B or Select "Read to end of Document"



Task 4. Use PAVE to make accessible PDFs

1. Go to PAVE’s website at pave-pdf.org
2. Upload your PDF
3. Make the remaining corrections.
4. Download the “more” accessible final PDF.

https://pave-pdf.org/?lang=en


   

What changes will you apply right today when 
creating documents?


