Class: Accessible Word Documents   Instructor: Cornelius Chopin


How to Make Headings Accessible in MS Word
The main title of this document and the sub-titles listed below are CURRENTLY formatted with the Normal style and bolded with a 14-16 points font to “appear” like they are headings so they are not accessible. Let’s fix this problem.
Exercise’s Procedure

1. Select the main title (How to Make Headings Accessible in MS Word) and then click the Heading 1 style from the Home’s Styles Ribbon.
Checkpoint: You should see the heading changed to reflect a Heading 1 style.

2. Next, select the other three sub-titles individually and then select the Heading 2 style from the Homes’ Styles Ribbon.
Checkpoint: You should see the headings changed to reflect the default Heading 2 style.

3. Select any one of the three Heading 2 sub-title and then select the Arial font type from the drop-down menu in the Home’s Font Ribbon.

4. While the cursor is still in the title’s text, right-click the Heading 2 style and select Update Heading 2 to Match Selection option. 
Checkpoint: You should see the other Heading 2 headings automatically get updated to reflect your changes. 
NOTE: This is an easy way to change all of a given Heading’s style all at one time.

5. Select File > Save As (not Save) and save the file as HeadingsFixed. 


Convert to PDF (Optional, if you have Adobe Acrobat Pro)

6. Now, convert this file to a PDF file by selecting the Acrobat menu and then selecting Create PDF icon from the Acrobat menu’s Ribbon. 
Checkpoint: Adobe Acrobat Pro should automatically open with the file converted to PDF with the same name but with a *.pdf extension.
7. Click the Tags icon on the left side of the document pane and then click the small plus sign (+) to the left of the word Tags and the <Sect> tag to expand the Tags tree structure.
Checkpoint: You should see one <H1> and two <H2> tags listed in the tree along with a host of <P> tags, etc.  Because you styled the tags in MS Word, they AUTOMATICALLY transferred over to the PDF file as the correct tag structures and will not need to be remediated (fixed).

8. Now, click the Bookmarks icon on the left side of the document pane. 
Checkpoint: You should see four bookmarks with the three Heading 2 titles from the MS Word document coming in as nested bookmarks under the Heading 1 title from the MS Word document. Note also the three bookmarks at the bottom are indented that indicates that they are nested inside of the top-level bookmark.

Make Document Accessible (Optional, if you have Adobe Acrobat Pro)

9. Right-click the Figure in the document and select the Alternate Text… option from the menu.  In the Alternative Text dialog box that appears, type the following text into the Alternative Text’s text field: Heading List dialog box from JAWS showing Heading 2 highlighted. 
NOTE: Alt text is explained in more detail in another exercise.
Headings Add Structure and Meaning to A Document

Microsoft Word Headings, like newspaper headings, add STRUCTURE and MEANING to a page and allow both the sighted and a person who is visually impaired (blind, low vision) to quickly select the topic of interest to them.

Benefits of Using Headings

For a person who is visually impaired: Screen readers use headings to compile a complete list of headings on a page so that a person who is visually impaired can quickly navigate to a particular heading without having the whole page read to them by a screen reader.  
If you have JAWS and press INSERT+F6, the Heading List dialog box will appear showing all the headings listed on the page. A JAWS user can then select from the list the headings that he or she is interested in. 
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Figure 1: Heading List dialog box from JAWS showing a heading highlighted.

For sighted users:  Headings make it easier for sighted users to “focus” on main topics of interest to them.
Both: Adding headings to a document makes it more accessible and convenient to convert those headings into a Table of Contents in MS Word or bookmarks in a PDF file.
MS Word is typically used as a source document so that it can be converted to many other more accessible formats like PDF and HTML. Moreover, when you format the document’s structure correctly in MS Word, it will save a user from not having to remediate the destination document as much. 

GEEK TALK: Comprehensive mitigation prevents excessive remediation. In layman term, that means preventing problems from happening in the source document will help to avoid excessive repairs in the destination document (e.g., PDF, HTML). 

