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SCHEDULE

Presenter:
Daman Wandke, MBA, Founder and CEO, Wandke Consulting, Bellingham, Washington

Noon Creating ADA Compliant Word/PDF Documents
F Access/Style and Design

G Accessibility
G Structure

F Style and Design
G Headings
G Lists
G Text
G Text boxes
G Tables and charts

F Visuals
G Alterative text
G Color contrast
G Accessible hyperlinks

F Access
G Reading level
G Readability
G Accessibility Checker

1:15 Adjourn

FACULTY

Daman Wandke, MBA, Founder and CEO, Wandke Consulting, Bellingham, Washington. Beyond his 
role at Wandke Consulting, Mr. Wandke is greatly involved in the disability community. As someone 
living with a disability, he applies his unique perspectives on accessibility to create effective consulting 
practices for organizations aiming to be more inclusive.
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Creating an Accessible 
Document in Microsoft Word

Introductions
Daman Wandke, Founder & CEO, Wandke
Consulting
• IT Accessibility Expert
• Specializes in Switch testing
• Loves to travel

© Wandke Consulting
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Visual Accessibility Components & Solutions

• Reading Level
• Readability
• Accessibility Checker

• Accessibility
• Page Structure

• Headings
• Lists
• Text
• Text Boxes
• Tables & Charts

Access

• Alternative Text
• Color Contrast
• Accessible Hyperlinks

Style
&

Design
Visuals

© Wandke Consulting

Access

Introduction to Accessibility

© Wandke Consulting
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Access

What is Accessibility

The design of products, devices, services, or 
environments so as to be usable by diverse 

audiences.

© Wandke Consulting

Access

Why Should My Document be Accessible?
• Documents such as Microsoft Word and Adobe Acrobat PDF are a 

virtual means to convey information. It is important to create 
documents available to all, not only because it is required by Section 
508 (s508), but because:

oThe ADA requires that all services accessible to one are 
accessible to all.

oAccessibility is an investment, including document access.
oAccessible documents ensure consistency in formatting.
oPDFs are not automatically accessible.
oMaking an accessible Word document and converting it to a PDF 

ensures better access for a diverse audience.

© Wandke Consulting
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Access

Must Have
• Word in Office 365
• Access to the Word Doc
• Compatible with Assistive Technology 

oScreen Reader
oMagnification
oSwitch/Keyboard-only

© Wandke Consulting

Access

Must Know
• To create accessible PDFs, the source file, like a Word 

document, must be formatted for accessibility.
• Creating an accessible document from the beginning is easier 

and more cost effective than remediation.

© Wandke Consulting
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Style
&

Design

Access

Page Structure

© Wandke Consulting

Style
&

Design

Access

Document Title
Upon opening a document, a screen reader will 
alert users of the document title.

To create a document title:
1. Select File.
2. Select Info. The Info pane will appear. 
3. Select Title under the Properties section of 

the screen.
4. Enter the title.
5. Select the back-arrow button in the upper left 

of the screen to close.

© Wandke Consulting
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Style
&

Design

Style & Design

© Wandke Consulting

Style
&

Design

Style & Design Overview
Ensure that people using screen readers can access information in a logical 
order by using the available style and formatting tools provided within the 
program.
• Structure the document with Headings:

o Use logical heading structures. 
o Use built-in automated formatting rather than manual formatting.

• Use list styles Microsoft provides: 
o Use the Paragraph section of the Home tab found in the main software 

ribbon.
• Create a Layout that is well-structured:

o Do not use textboxes to keep text inline.
o Do not wrap text around images so that information and Alt text are read in 

the intended order and information is not missed.

© Wandke Consulting
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Style
&

Design

Headings

• “Heading 1” needs to be used for any main heading.
• Any subheadings under a “Heading 1” needs to be styled 

as “Heading 2.”
• Any subset headings under “Heading 2” would be styled 

as “Heading 3.”
• Once you apply a heading style, you can change the look 

of the heading to your desire (e.g. font, size, color, etc.).

© Wandke Consulting

Style
&

Design

Headings – What to Do

• Use the built-in Heading styles like “Heading 1” and “Heading 2,” 
available under Styles in the Home tab.

• Do not manually format text with bold or larger font instead of using the 
list styles provided in Word.

To apply a heading style:
1. Highlight the heading text.
2. Select the Home tab.
3. Select the Styles button (Alt + Ctrl + Shift + S). The Styles pane will 

appear.
4. Navigate to and select the appropriate heading level (e.g. Heading 1).

© Wandke Consulting
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Style
&

Design

Lists

Lists should be created using Word’s built-in tools for 
ordered (numbered) and unordered (bulleted) lists. Without 
using these tools, a list is not really a list, which makes the 
content more difficult for screen reader users to fully 
understand the relationship of the items in the list itself. 
• Use list styles Microsoft provides in the main software 

ribbon.
• Both ordered and unordered (bulleted) lists are highly 

customizable by selecting the arrow adjacent to the 
desired list button to design a list that meets your needs.

© Wandke Consulting

Style
&

Design

Lists – What to Do

To set up a list:
1. Select the Home tab.
2. Find the Paragraph section.
3. Navigate to and select the 

appropriate list – unordered or 
numbered. 

© Wandke Consulting
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Style
&

Design

Text Font & Size

Font: 
• Arial
• Times New Roman
• Calibri

Size: 
• Standard: 12 font

• Large Print: 18 font

• Some people may request a certain font size as 
many people with visual impairments knows what 
works best for them

© Wandke Consulting

Style
&

Design

Other Settings

File name
• Remove spaces and special characters from file name.

Review Features  
• Remove comments. 
• Remove track changes/turn off track changes. 
• Accept all edits. 

© Wandke Consulting
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Visuals

Alternative Text

© Wandke Consulting

Visuals

Creating Alternative Text
Creating Alternative Text (alt text) for non-text content provides context 
for non-visual learners. Add a description of the non-text content. The 
description should include any information that is contextually 
important.
• Good Alternative Text includes:

oDescription of the main image
o Important supporting details (e.g. surroundings, actions)
oAny text that is embedded in the image 
oDescription of colors that convey information

© Wandke Consulting
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Visuals

Alternative Text for Images – Example

• Bad example: A dog.

• Good example: A tri-colored 
Australian Shepherd with 
black, tan and white hair, is 
laying on a khaki green and 
cream carpet in front of a 
brown couch. In her mouth, 
the dog has a brown and 
white fuzzy stuffed animal that 
is wearing blue jean overalls.

© Wandke Consulting

Visuals

Alternative Text for Graphs/Charts – Example
• Bad Example: A Bar graph that 

represents the scores of teams in two 
periods. Period one is represented by 
light blue, period two is represented by 
dark blue.

• Good example: A bar graph representing 
the scores of four teams for two periods. 
In period one, team one scored 24 points, 
team two scored 35 points, team three 
scored 13 points, and team four scored 
37 points. In period two, team one scored 
85 points, team two scored 24 points, 
team three scored 36 points, and team 
four scored 68 points.

© Wandke Consulting
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Visuals

Alternative Text – What to Do
To add Alternative Text to an image for Office 365 and Office 
2019: 
1. Select the image.
2. Navigate to the Picture Format tab and select the Alt 

Text button. The Alt Text pane will appear.
3. If your image is purely decorative, check the “Mark as 

decorative” check box and skip step 4 below.
4. In the text box in the “Alt Text” pane, enter your 

alternative text. 

Note: Remove any automatically generated description from 
the text box.

© Wandke Consulting

Visuals

Color Contrast

© Wandke Consulting
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Visuals

Color Contrast Requirements

• Good Color Contrast allows 
sighted users to read text with 
ease. This is important for 
people with low-vision or color 
blindness to be able to read a 
document.

WCAG 2.1 AA:
• Regular Text Ratio: 4.5:1
• Large Text Ratio: 3:1

Here is some sample text (Compliant L/N)
• Here is some sample text (Compliant L/N)

• Here is some sample text (Compliant L/N)

• Here is some sample text (Compliant L/N)

• Here is some sample text (Compliant L only)

• Here is some sample text (Not Compliant)

© Wandke Consulting

Visuals

Colour Contrast Analyser
To check that color choices meet WCAG 2.1 AA requirements, 
download the Colour Contrast Analyser developed by the Paciello 
Group.

Note: You do not need to check text that is:
• Decorative 
• Hidden from users 
• Logo or brand name 
• Part of an inactive component

© Wandke Consulting
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Visuals

To Use the Colour Contrast Analyser
To check that color choices meet minimum requirements, download the Colour
Contrast Analyser developed by the Paciello Group.

1. Open the Colour Contrast Analyser tool.

2. Select the “eyedropper” icon under “Foreground colour” and click on the 
foreground of the text on the document. 

3. Select the “eyedropper” icon under “Background colour” and click on the 
background of the text on the document. 

4. Under “WCAG 2.1 results” in the tool, the tool will show if the color contrast meets 
the minimum color contrast standard. It is recommended that the text being 
tested meets AA requirements: “1.4.3 Contrast (Minimum) (AA)” and “1.4.11 Non-
text Contrast (AA)” as per listed in the tool. 

5. Update your color choices and retest the contrast ratio until the minimum 
requirement has been met.

© Wandke Consulting

Style
&

Design

Text Boxes & Other Objects

© Wandke Consulting



 15Creating ADA Compliant Word/PDF Documents

Style
&

Design

Text Boxes and Other Objects – What to Do

Text Boxes, WordArt and Drop Caps are not accessible formatting 
tools. A screen reader will not read the content in the intended order 
and information may be missed. 

• Make the text box or other object inline with the text.
• Do not use text boxes to keep text inline.
• Do not wrap text around images. 

© Wandke Consulting

Headers & Footers

• Content that is in the document’s headers & footers will not be included in 
the reading order when the Microsoft Word document is converted to a 
PDF document.

• If the header and footer content needs to be included in the reading order, 
that will need to be added using Adobe Acrobat Pro.

© Wandke Consulting
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Style
&

Design

Tables & Charts

© Wandke Consulting

Style
&

Design

Table and Chart General Info
• An accessible table clearly defines the relationship of all the parts of 

a table. 
• Word has limitations when it comes to making tables accessible. 
• Simple tables with one row of column headers and data cells are 

easy for a screen reader to read. 
• Tables should only be used when showing data. 

© Wandke Consulting
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Style
&

Design

Tables and Charts – What to Do

1. To make data tables accessible, the heading cells in the 
table must be formatted correctly to be conveyed to a screen 
reader user; table headers help guide a screen reader.

2. Data tables show and have a heading at the top of the 
column or row.

© Wandke Consulting

Style
&

Design

Data Tables – Heading Row
To format a heading row in a data table:
1. Place your focus (cursor) in one of the cells in the table.
2. Navigate to the Table Design tab.
3. Ensure that the Header Row checkbox is checked, which is under 

Table Style Options.

© Wandke Consulting
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Style
&

Design

Data Tables – Heading in First Column
To format the first column of the data table as the heading: 
1. Place your focus (cursor) in one of the cells in the table.
2. Navigate to the Table Design tab.
3. Ensure that the First Column checkbox is checked, which is under 

Table Style Options.

© Wandke Consulting

Visuals

Accessible Hyperlinks

© Wandke Consulting
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Visuals

Accessible Links
• When there are links in a document, screen reader users can pull up 

a list of links embedded in the document. 
• It is important to make sure the name of the link is clear without the 

context of the content surrounding it.

© Wandke Consulting

Visuals

Accessible Links – Best Practices
• Create link text that describes where the link is going instead of only 

sharing the URL. If a URL is present, a screen reader will read it letter 
by letter. 
oExample: for a link to Wandke Consulting, link text would be 

Wandke Consulting instead of https://www.wandke.com
• Provide meaningful link text to ensure that links provide clear and 

accurate information about the destination of the linking text.
• Instead of using “Click here”, use the title of the destination page as 

the hyperlink.
• Ensure hyperlinks are text and not an image to be accessed via 

tabbing and clicking.

© Wandke Consulting
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Visuals

Accessible Links – What to Do
To make an accessible link: 
1. Write the title of the destination page in the document.
2. Highlight the text with your cursor.
3. Right-click the highlighted text.
4. Select Hyperlink.
5. Paste the URL into the Address field.
6. Select OK. 

© Wandke Consulting

Access

Final Checks

© Wandke Consulting
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Access

Check! Check! Check!

CHECK

Readability

Accessibility
Checker

Reading 
Level

© Wandke Consulting

Access

Reading Level

Matching the reading level of the document to the intended audience will 
ensure that the content of the document is accessible. 

To enable readability statistics: 
1. Select File.
2. Select Options. The Word Options dialog will appear. 
3. Select Proofing. 
4. Ensure the Show readability statistics checkbox is checked.
5. Select OK.   

• Readability statistics will now be included in the spelling and grammar 
editor. 

© Wandke Consulting
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Access

Checking Readability Statistics
To check readability statistics: 
1. Select Review.
2. Select the Editor button under Proofing. 
3. Select Total Suggestions in the Editor pane. 

oNote: There must be at least one suggestion in the “Editor” pane in 
order to continue. 

4. Correct or ignore all suggestions. The Readability Statistics dialog will 
appear. 

5. The Flesch-Kincaid Grade Level will tell you the grade-level required to 
understand the document. 

© Wandke Consulting

Access

Accessibility Checker
At this point, the document should be accessible! Before converting the 
document to a PDF, check to ensure that there are no accessibility issues:
1. Open File.
2. Select Info. The Info pane will appear.
3. Select the Check for Issues button.
4. In the dropdown menu, navigate to and activate the Check Accessibility 

option. The Accessibility pane will appear.
If you see “No accessibility issues found…” - CONGRATULATIONS! The 
document is accessible.
If there are issues to address under “Inspection Results,” select each issue 
and follow the steps to correct the issue.

© Wandke Consulting
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Access

Accessibility Checker – Reading Order
Use the Accessibility Checker Reading Order pane to place the content 
in the order it is to be read. Screen readers will read the slides in the 
order they are listed:
1. Select Review and then Check Accessibility.
2. In the Warnings section of the Accessibility pane, click on Check 

Reading Order.

Note: Screen readers will read the content in the order of which they 
are listed in the Reading Order pane. This is opposite of the Selection 
Pane.

© Wandke Consulting

Access

Convert to PDF Document

© Wandke Consulting
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Access

Do Not
• Do not Print to PDF:

oNot all accessibility features will migrate to the PDF.

© Wandke Consulting

Access

Create the PDF: Office 365 for Windows
To convert a Microsoft Word document into an accessible PDF: 
1. Select File.
2. Select Save As and choose where you want the file to be saved.
3. In the Save As dialog box, choose PDF in the Save as type list.
4. Select Options, make sure the Document structure tags for 

accessibility checkbox is selected, and then select OK and Save.

© Wandke Consulting
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Access

Create the PDF: Office 365 on Mac
To convert a Microsoft Word document into an accessible PDF: 
1. Select File.
2. Select Save As… and select PDF from the choices provided. By 

default, this produces a PDF that preserves the document’s 
accessibility features.

3. When saving, ensure Best for electronic distribution and 
accessibility is selected.

Note: Not all the accessibility features in a Word document convert 
over to a PDF when converting with Office 365 on Mac. These 
documents will require additional remediation in Adobe Acrobat Pro.

© Wandke Consulting

Access

Call to Action
• Accessibility is an investment, including document access.
• The ADA requires that all services accessible to one are accessible to all.
• Your documents are a part of your service.
• PDFs are not automatically accessible.
• Making an accessible Word Document and converting it to a PDF ensures 

better access.

© Wandke Consulting
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Wandke Consulting Services
• Web Accessibility: Our technical and functional accessibility testing and 

remediation ensures that your website is accessible and compliant.

• Disability Inclusion Training: We provide training for organizations looking to 
bring accessibility to the forefront of the DEI conversation. We also offer our 
expertise as keynote speakers for conferences, webinars, and events.

• Curriculum Development: Our disability inclusion expertise helps organizations 
develop curricula that increase disability awareness within your organization or 
can be provided as resources for the disability community.

• Inclusive Marketing: Our unique perspective as people with disabilities allows 
us to serve as advisors on social media, advertising, PR, and marketing 
campaigns.

© Wandke Consulting

Q & A
WANDKECONSULTING

WANDKECONSULTS

WANDKECONSULTING

WANDKE.CONSULTING

WANDKE.COM

CONTACT@WANDKE.COM

© Wandke Consulting
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