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How-To for Tech U | April 2021

Contents

[ L= T [T =T OO PP PPPRRRRTPRPPR 2
Use the NavIigation Pane ........ceiiiiiiiiiiieee sttt e e svre e e s saae e e s s saaae e s e svaaee s 2
FOrmMat @ HEAAING ....uvviieieiiieee ettt sr e e s sre e e s s aaa e e e e s abaeeessanaaeessnns 2

TADLES e e st 3
No Page Breaks Within @ ROW .......ciiiiiiiiiiiiiiee st ssvee e sseee e s s svre e s s svnae e e 3
NO TEXE WIEAPPING cevrieeiieitieet ittt e e esiree e s s seee e s s sareeesssabseeessssreaeessssssaaesssssssessssssssaeesnnns 4
REPEAT HEAUET ROWS .ceieeiiieetttteeee ettt e e e e rrre e e e e e e e e e nnnaaaeeeeeeeseennnnnnaneeeeeens 4
Alternative Text for TabLles ....co.ii i 4

Alternative TeXt fOr IMaAZES ..uui ettt er e e s s ae e e e s s aae e e s s aaes 5
Add ALLErNATIVE TEXT..eeiiiiiiiieeieeeee et 5
Ensure Images are “In Line With TeXt” ......uiiiiiiicieeeeeceece e 5

LMK TOXT ettt sttt st e s e s sn e s e e re e s 6
Lo T =T o AV o =T YRR 6

How To for Tech U | April 2021 Page 1 of 6



Centre for Staff Development & Technical Learning

Headings

Use the Navigation Pane
1. Goto the View ribbon
2. Click on the Navigation Pane checkbox, in the Show group
3. Click on the Headings tab (or “Document Map” on a Mac)

Aailings Review View Help Grammarly
~| Ruler Q D [Z] One Page
Gridlines EEl Multiple Pages
Zoom 100% o
~_ Mavigation Pane - Page Width
Show Zoom
Navigation T *  Navigation X
Search document L2~ Search document L~
Headings Pages Results Headings Pages Results
Create an interactive outline of your document. 4 Goals

Documents Needed
It's a great way to keep track of where you are or quickly

File Management
move your content around.

4 Activities
To get started, go to the Home tab and apply Heading styles Activity One: Document Structure

tiidiz e I e i i Activity Twa: Writing Alt and Link Text

Wrap Up Activity: Complex Images with Text

Format a Heading
1. Select the text that should be a heading
2. Onthe Home ribbon, click on the heading style

aagbeet | AaBbcet AaBL AaBbC |AaBbce| AaBbect
TMormal | TMe Spac.. Heading1 Heading 2 Headin13 Heading 4 = More button

Styles =

Heading Level | Keyboard Shortcut | Keyboard Shortcut
for Windows for Mac

Heading 1 Ctrl+Alt+1 Cmd+Option+1

Heading 2 Ctrl+Alt+2 Cmd+Option+2

Heading 3 Ctrl+Alt+3 Cmd+Option+3
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Tables

Here’s how to add the “hidden” features for table accessibility in Word documents.

No Page Breaks Within a Row

1. Right-click on the table selector button and choose Table Properties

2. Onthe Row tab, uncheck the box labelled “Allow row to break across pages”

You might have to click the checkbox a couple of times—it should appear empty, not
checked or with a solid colour in it.

A

I QT

Phonic (pronunciation)
B con AL FAH
Lﬂlﬁ Paste Options: BRAH VOH
i CHAR LEE
| DELL TAH
Insert >
ECK OH
B Delete Table
OF Distribute Rows Eveal FOKS TROT
istribute Rows Evenl
o = GOLF
1 Distribute Columns Evenly HOH TELL
Border Styles > IN DEE AH
AutoFit ? JEW LEE ETT
i Text Direction... KEY LOH
@ Insert Caption... LEE MAH
E Table Properties... MIKE
7 New Comment NO VEMBER
— o woua 0SS CAH
Table Properties ? X
Table Row Column Cell Alt Text

4 Previous Row

Rows
Size

[ specify height: |0 cm

Options

D?Allow row to break across pages:

Row height is: | At least

|:| Repeat as header row at the top of each page

¥ MNext Row

Cancel
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No Text Wrapping

1.
2. Onthe Table tab, ensure the Text wrapping setting is “None”

Open the Table Properties dialogue

Table Properties ? *
Table Row Column Cell Alt Text
Size
Preferredwidth: 9,68 cm +| Measure in: | Centimeters ~
Alignment
Indent from left:
== 25| H | om :
Left Center Right
Text wrapping
E r-. -‘
2 (&
Naed’|
Hone Around Paositioning...

Repeat Header Rows

1.
2.
3.

Click in the header row of the table
Go to the Layout ribbon

Click on Repeat Header Rows (Data group)

Table Design Layout

D_IL Distribute Rows E E IE‘ A—_)) @ % \L

Text Cell Repeat

'f'j' Distribute Columns
B E E Direction Margins Header Rows to Text

] Alignment Data

Alternative Text for Tables

1.
2. Onthe Alt Text tab, write alternate text in the “Description” field

Open the Table Properties dialogue

Don’t use the “Title” field, as it doesn’t get included in a PDF version of your document.

Table Properties ? X

Table Row Column Cell Alt Text

Title

Description

Table of the NATO Phonetic Alphabet with three columns showing the
alphabetic symbol, code word, and pronunciation of the code word|

Alternative Text

Titles and descriptions provide alternative, text-based representations of the
information contained in tables, diagrams, images, and other objects. This
information is useful for people with vision or cognitive impairments who
may not be able to see or understand the object,
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Alternative Text for Images

Add Alternative Text
1. Right-click on the image
2. Select Edit Alt Text
3. Enter alternative text in the field provided, or mark the image as decorative

Save as Picture...

Insert Caption...

3 Bl

Wrap Text >

Edit Alt Text...

Size and Position...

¢ I &l

Format Picture...

|
-1

Style Crop

Alt Text v X

How would you describe this object and its
context to someone whao is blind?

(1-2 sentences recommended)

Three penguins.l

Generate a description for me

Mark as decorative

Ensure Images are “In Line with Text”
1. Right-click on the image
2. Select Wrap Text > In Line with Text

=
. . &= In Line with Text
O
int Square
@ Link >
e Tight
Save as Picture... o
=a- Through
@ Insert Caption... I
o o~ Top and Bottom
== Wrap Text S
== Behind Text
B2 Edit Alt Text.., o
_ = |n Front of Text
L Size and Position...
tal
% Format Picture...

How To for Tech U | April 2021 Page 5 of 6



Centre for Staff Development & Technical Learning

Link Text

Edit a Hyperlink
1. Right-click on the hyperlink
2. Select Edit Hyperlink
3. Edit the “text to display”

Or, use a keyboard shortcut:

1. Click to place the insertion point inside the hyperlinked text
2. Type Ctrl+K to open the Edit Hyperlink dialogue

K|

r_ﬁE‘I Paste Options:

P &

Edit Hyperlink...

@

a

Open Hyperlink
LCopy Hyperlink

@: Remove Hyperlink

Edit Hyperlink ? *
Link to: Text to display: |Register for Designing Accessible Documents| ScreenTip..
Look in: DADOCS Exercise Files and Handouts - Jan i~ | |~ "fa'
Existing File
or Web Page ] Course Handout - Revised March 2021.docx Bookmark...
Current | o3 Fake FES Handbook - Jan 2021.docx
@ PowerPoint Tips - Jan 2021.pptx VI R
I [UHE 2] Word Exercises - Jan 2021.docx
Document Browsed
Pages
E-mail Recent
Address Files
Address: https://www.heyu.edu/fakelink/12jeRt8345k ~ Remove Link
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