Accessibility in Word

Accessibility Checker

I Method 1:

Select ‘File’ on the ribbon and on the left side of the page, select the second box titled ‘Check
for Issues’. From the drop-down menu, select ‘Check Accessibility’
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I Method 2 Word 365:

Select the ‘Review’ tab and select ‘Check Accessibility’
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I In Either Method:

You will get your results in the panel that appears:

Accessibility checker showing errors and warnings. Notice that when you highlight an item on
the list, the section below the list tells you why to fix it and the steps to fix it.

Accessibility Checker

Inspection Results

Y Errors

¥ Missing alt text
Table
Table
Table
Table
Table
Curved Up Ribbon 2
Rectangle 3
Rectangle 5
Rectangle 6
Picture 1

¥ No header row
Table
Table
Table
Table
Table

¥ Warnings

¥ Blank rows or columns in table
Table Row
Table Row

¥ Merged or split cells in table
Table

¥Image or object not inline.
Text Box 2
Curved Up Ribbon 2
Rectangle 3
Rectangle 5

Why fix?

Tables should have simple structure so that
they can be easily navigated and
understood by people with disabilities.
Merged or split cells can cause unexpected
navigation issues.

Steps To fix:

To test and simplify the table structure:

1. Select the first cell.

2. Press the Tab key repeatedly to make
sure that focus moves across the rows and
then down to the next row.

3. Change cells that are merged or split
cells as needed by selecting Merge Cells or
Split Cells button from the Table Layout
tab.

With Accessibility Checker open, when you correct the accessibility issue, the list of issues in the
box will update with it removed. Be aware that the text on the how to fix screen in Word 2016
is sometimes in error on the steps to follow.

I Accessibility Checker in MAC

1. Click the ‘Review’ tab on the ribbon.

2. Click the ‘Check Accessibility’ icon or use the ‘Tools” menu and click ‘Check Accessibility.’
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