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Introduction

This document has been developed to provide you with information about accessibility and Microsoft Word
2016. In this document, you will learn about the tools available for accessibility. You will also learn how to
control the visual appearance of your document. Additionally, best practices and document structure are also
covered to help you when developing a document.

Learning Objectives

After completing the instructions in this booklet, you will be able to:
e Understand the tools available in Word 2016.
e Apply keyboard shortcuts.
e Control the visual appearance of the document.
e Insert sound files.
e Enable and use the text-to-speech tool.
e Understand best practices when creating a document.
e Effectively structure the document.
e Use the accessibility checker.
e How to obtain additional assistance.
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Accessibility Checker

The Accessibility Checker will scan your document to check for potential accessibility problems, so that
someone with a disability can read and get to your content. The following explains how to use the
Accessibility Checker:

@ Note: Accessibility Checkers always use the software's built-in Accessibility Checker (Word, Open
Office, Adobe Acrobat, Excel, PowerPoint, etc.). Follow the Repair recommendations provided by the
Accessibility Checker to fix errors.

1. Click the File tab.

Research Paper.docx - Word

Insert Design Layout References Mailings Review View Add-ins Q Tell me v Wi o Sign in /Qr Share
L Cut o - o B, = i— i =s=|a L Find ~
D . Calibri (Body) -/11 - A A  Aa- BeBE~ &R | EE 2L 9 AaBbCeDe AaBbCeDe AaBbC AaBbCel AaBbCel = M
Cop T| | wac
Paste ) > B v Ay, === 1=~ - i i =
: ~ Format Painter B I U ~abke x, x> [&~ 3% A ==== = TMormal | THoSpac.. Headingl Heading2 Heading3 = [3 Select ~
Clipboard F] Font ] Paragraph [F] Styles ] Editing ~

Figure 1 - File Tab

2. The Backstage view will appear, click on Info (See Figure 2).
3. Click the Check for Issues button (See Figure 2).
4. A drop-down menu will appear. Click on Check Accessibility (See Figure 2).
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Figure 2 - Check for Issues
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