00000000

GOVERNOR’S TECHNOLOGY OFFICE

INSPECT AND FIX EXCEL DOCUMENT
=R

Finding and fixing issues in an Excel document by using both the accessibility checklist and the
instructions in this guide will help resolve most Accessibility issues causing the document to be
non-compliant. Creating an accessible document benefits all users.
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INSPECTING AND FIXING EXCEL DocuMENTS

Aooinc o Document TiTee

Documents should have titles that describe their function or purpose of the document. It is
usually the first content that is announced by screen readers instead of the file name. To give a
title to a document complete the following steps:

1. Go to the top left of the document. Click on “File” tab.

@ AutoSave ")v

Home Insert Page Layout

ﬁj & Cut Calibri

Paste E@ Copy - B I U
¥ {5? Format Painter -
Clipboard ]

2. After clicking on the File tab, Microsoft Office Backstage view will appear. Find the “Info”
button to open the Document Properties window.

ﬁh Home
[-_hl New

= Open

Get Add-i

Save
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3.

4.

Properties ~
Size

Pages

Words

Total Editing Time

Title
Tags

Comments

47.7KB

3

156

31 Minutes
Add a title
Add a tag

Add comments

Below where it says Properties locate the Title.

Properties ~
Size

Pages

Words

Total Editing Time

Tags

Comments

47.7KB

3

156

31 Minutes
Add a title
Add a tag

Add comments

To the right of the Info button is where the Info section is. Further right of the Info section
find the “Properties” section.
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5. To the right of Title select where it says, “"Add a title” click on it and an input box will
appear.

Properties ~

Size 47.7KB
Pages 3
Words 156

Total Editing Time 31 Minutes

Tie

Tags Add a tag

Comments Add comments

6. Write the document’s title it can be the same or different from the filename. This
document title’s is "Non-Compliant Doc.”

Total Editing Time 31 Minutes

Tags Add a tag

7. Now the document has a title for the screen reader to read.
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Usinc Creck Accessisiity Toow anp Fixing ISSues

It crucial to ensure that documents are accessible to people with disabilities. Checking and
fixing accessibility issues in documents promotes inclusivity compliance with accessibility
standards and grants equal access of information to users. It improves readability,
usability, and navigation, benefiting all users. It will enhance user experience and facilitates
understanding of content, fostering inclusivity, diversity, and equal opportunities for all to
obtain information.

How 10 Finp anp use THe “Check AccessisiLity” TooL.

The “Check Accessibility” is a tool that performs a full and thorough check for whether the
document conforms to accessibility standards. It finds any issues such as the missing use of
alternative text on images, presence of complex tables, missing document language, and hard-
to read fonts’ colors to be corrected. By following these steps, it’ll enable the checker to identify
and address the accessibility issues in the document:

1. Go to the top left of the document. Click on “File” tab.

@ AutoSave ")v

Home Insert Page Layout

ﬁj & Cut Calibri

Paste E@ Copy - B I U
¥ {5? Format Painter -
Clipboard ]

2. After clicking on the File tab, you can see Microsoft Office Backstage view. Find the “Info”
button to open the Document Properties window.

{n) Home
D New

= Open

Get Add-i

Save
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3. To the right of the Info button is where the Inspect Document section.

Inspect Document

@ Before publishing this file, be aware that it contains:

Check for ® Document properties, document server properties, content type information and
Issues ~ author's name
— ®  Headers

®  Characters formatted as hidden text
= Custom XML data
[}

Content that people with disabilities are unable to read

4. Click the “Check for Issues” dropdown button.

Inspect Document
@ I Before publishing this file, be aware that it contains:
Check for ® Document properties, document server properties, content type
Issues v author's name
TR
Inspect Document byt

@ Check the document for hidden properties

or personal information. |
P ies are unable to read

Check Accessibility

ﬁ Check the document for content that people
with disabilities might find difficult to read.

Check Compatibility

Check for features not supported by earlier
versions of Word.

5. In the Check for Issues drop-down select the “Check Accessibility” option. This will open
“Accessibility Inspection Results.”

Inspect Document
@ I Before publishing this file, be aware that it contains:
Check for ® Document properties, document server properties, content type
Issues v author's name
TR
Inspect Document byt

@ Check the document for hidden properties

or personal information. |
P ies are unable to read

Check Accessibility

Check the document for content that people
with disabilities might find difficult to read.

Check Compatibility

Check for features not supported by earlier
versions of Word.
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6. The “Accessibility Assistant” box will now appear on the right of the document.

Accessibility Assistant vooX

Keep going!

Fix the remaining issues in the document to
make it accessible to everyone.

Color and Contrast

Media and lllustrations

Missing alt text 2

7. In the Inspection results it'll show the issues making the document non-compliant. Select
an issue to work on.

Accessibility Assistant vooX

Keep going!

Fix the remaining issues in the document to
make it accessible to everyone.

Color and Contrast

Media and lllustrations

Missing alt text 2
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AnoTHER WY 10 GET T0 THE AcCESSIBILITY CHECKER

1. Click on the “"Review” menu.

@  Inspect and Fixing Word Document_Ver_2-NewerVersions-workingDoc.docx + Saved £ Search
File  Home Insert Draw Design Layout References Mailings Developer Help  Acrobat
¢ Spelling and Grammar ~ A)) I:h b 7t £ New Comment 1 i
® ax A

Thesaurus Read Check Translate Language
s Word Count Aloud  Accessibility ¥ hd hd

Editor 3 show comments -] .

Mz

Proofing Speech Accessibility Language Comments

2. In the Review tab find the Check Accessibility button then click on it.

ot Draw Design Layout References Mailings Review View

- +
d Grammar I:%f sé Aﬂ 1 New Comm

Check Translate Language -
t Accessibility v e e

v

Accessibility Language

3. A drop-down menu with options will appear. Select the Check Accessibility option.

Layout References Mailings Review V

VG| g% RE O

i Check Translate Language Y
d  |Accessibility v v "

h MR Check Accessibility

R
O B2 Alt Text

o

T

Mavigation Pane
" _1
LA Focus

[% Options; Accessibility

4. Now you will see the “Accessibility Inspection Results” box to the right of the document.
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Some Accessisiity Issues 1o Cover

Some of the issues that we will be covering are:

Missing Object Description: Missing alternative text on an image.
Use of Merged or Spilt Cells: Creation of a complex table.
Hard-to-Read Text Contrast: Light or faint contrast between text and document back-
ground.
e Header Row: Missing header row on a table.

These are the most common issues to be found in a Excel document. Going over these common
issues in this guide by inspecting and fixing the errors so that the document can become
compliant.

Fixing Accessisiuity Issue: Missing Osaect Description

Missing Object Description is crucial for individuals who are blind or visually impaired, as screen
readers rely on alternative text, also known as alt text, to convey the meaning of images.

Alt text allows these users to understand the context and purpose of the images making the
document more accessible and inclusive. Additionally, alt text is useful in situations where the
image cannot be displayed due to technical issues or when the document is being accessed by
devices with limited visual capabilities. By providing accurate and descriptive alt text, it ensures
that the document can be understood by a wider range of users.
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GIVING ALTERNATIVE TEXT TO IMAGES, PICTURES, AND CLIP ART

It helps screen and document reading tools describe images to visually impaired readers. Giving
alternative text when an image, picture or clip art does not have one or has a generated crated
one can be done in a few steps: There are two ways to give an images alternative text.

1. Right click on the image.
2. Select “View Alt Text” Option.

»

U
[ search the menus | Operating Appropriations Compared to the Spending Cap

& Cut
@™ Copy

fﬁ Paste Options: |
(B
L . I
([g:] Reset to Match Style
1 A Font... g
[n] Change Chart Type...
di% Save as Template... L
B Select Data...
E",ﬂ Move Chart...

1993-1995 1997-1999 2001-2003 2005-2007 2009-2011 2013-2015 2017-2019
Fiscal Years

ctual calculations required by NRS 353.213
O O C

Save as Picture...

Assign Macro...
IF\E‘ View Alt Text... z i
Q] Format Chart Area...

3. The “Alt Text” box will appear to the right of the document.

Alt Text LV

How would you describe this object and its
context to someone who is blind or low
vision?

- The subject(s) in detail

- The setting

- The actions or interactions

- Other relevant information

(1-2 detailed sentences recommended)

Legislatively Approved Operating
Appropriations Compared to the
Spending Cap

|| Mark as decorative L1
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4. In the input text box provide a description of the image. In this case write “Legislatively
Approved Operating Appropriations Compared to the Spending Cap” to describe the
image.

Alt Text v X

How would you describe this object and its
context to someone who is blind or low
vision?

- The subject(s) in detail

- The setting

- The actions or interactions

- Other relevant information

(1-2 detailed sentences recommended)

Legislatively Approved Operating
Appropriations Compared to the

Spending Cap

(] Mark as decorative

*If an image is of no importance such as it being decorative or line(s) to divide page
or repeating logos/images that does not need to be read, then it can be marked as
decorative instead. This will cause the screen reader to overlook the image. *

1. Below the input text box where the description of the image is given. Select the check box
called “"Mark as decorative” to checkmark it.

Alt Text v X

How would you describe this object and its
context to someone who is blind or low
vision?

- The subject(s) in detail

- The setting

- The actions or interactions

- Other relevant information

(1-2 detailed sentences recommended)

Legislatively Approved Operating
Appropriations Compared to the
Spending Cap

I[:] Mark as decorative (D I

Now the image will no longer be read out by screen readers, nor does it need alternative
text.

2. The rest of Alt Text box will be greyed out/inaccessible to use after check marking the
Mark as decorative check box.
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Fixing Accessisiuity Issues oF Haro-1o-Rean Contrast

SETTING A GooD COLOR CONTRAST RATIO IN DOCUMENT

Text is easier to read when there is a good amount of contrast ratio between the text and page
of the document. Good contrast is an ideal design choice for everyone and especially for those
who have low vision. Hard-to-read text therefore lacks good contrast making the document
difficult for people with both high and low vision to read. By follow these steps good contrast for
the document can be accomplished:

1. Go to the Accessibility Assistant Inspection Results box to the right of the document.

2. Select the error Hard-to-Read Text Contrast. It'll open the specific cause/location of the
error.

Accessibility Assistant vooX

Keep going!

Fix the remaining issues in the document to
make it accessible to everyone.

Color and Contrast

Hard-to-read text contrast 1

Media and lllustrations

Missing alt text 2

Tables

3. Select the issue/problem that is causing the error, and the problem words or sentence will
be highlighted in the document when it is selected from the Hard-to-Read Text Contrast

error.

‘‘‘‘‘‘‘
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4. The Hard-to-read text contrast box will open. Click on one of the colors under “Try one
of these colors to resolve”. Excel will highlight the problem words or sentence in the
document and will change the font color to what you selected.

Accessibility Assistant vooX

£~ 10of1-Color and Contrast

Hard-to-read text contrast

Current text color is hard to see. Consider a high
contrast color so that the text is clearly visible.

Try one of these colors to resclve

More Font Colors

&) Page Background

Learning tip

Note: If you don't like any of the recommended colors, click on "More Font Colors”
and choose another color.

Hard-to-read text contrast
Current text color is hard to see. Consider a

so that the text is clearly visible.

Try one of these colors to resolve

More Font Colors

@ Page Background

Learning tip
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If that doesn’t provide the results you are looking for, you can click on Page
Background and change the color of the background to correct the color contrast
issue. However, this is hot recommended as this will change the background color of
all pages in the document, not just the area you are trying to fix the color contrast

on.
Hard-to-read text contrast
Current text color is hard to see. Consider a

so that the text is clearly visible.

Try one of these colors to resolve

More Font Colors

@ Page Background

Learning tip

Once you've chosen a color with enough contrast to meet ADA requirements, the
Accessibility Assistant will show the issue in a lighter gray text with a check mark to
the right indicating the issue has been resolved.

Accessibility Assistant vooX

Almost there!

The most comman issues are fixed, making your document
accessible for most.
Fix remaining issues below so everyone can read the
document.

Color and Contrast

Page 14



Document No Loncer Has AccessiBiLiTy ISSUES

In the Accessibility Inspection Results there is now a green checkmark saying “"No accessibility
issues found. People with disabilities should not have difficulty reading this document.

Now this Excel document is compliant with all the accessibilty issues fixed
meeting ADA standards. This document will now be accessible to everyone.
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WesAIM Contrast CHecker

Wt poes WesAIM check For?

WCAG AA requires a contrast ratio of at least 4.5:1 for normal text and 3:1 for large text.
WCAG AAA requires a contrast ratio of at least 7:1 for normal text and 4.5:1 for large text.

Web AIM Contrast Checker can check the color contrast of a document. Using it to check the
text color and the background against different sizes of text will show if the contrast passes

the required WCAG of both A and AA. It is recommended to pass AAA, when possible. If the
contrast does not meet the above requirements, changes can be made by changing and/or
adjusting the color contrast of the document’s content and background to make it easier to read
the information and comply with ADA color contrast requirements.

Using The WesAIM Contrast CHecker

Text is easier to read when there is a sufficient contrast between the page background and the
text or other elements on the page. If unsure what would be an acceptable color for a good
color contrast ratio, then changing to a darker version of the font color may help. For a more
accurate contrast choice you can use a color contrast checker. A good resource is to use Web_
AIM Contrast Checker Website Resource, an online checker to verify WCAG AA and WCAG AAA
compliancy from normal to large size text.

FOREGROUND (TExT) COLOR

1. Once the website has opened the Contrast Checker can be used.

\/\/e b A | /\/\ g services articles resources
A web accessibility in mind
- i

g Search: ( P

Q Introduction to Web Accessibility

G WebAIM Trainlné

Contrast Checker

Home > Resources > Contrast Checker

Foreground Color Background Color
[#707070 | — [#FFFFFF | [
Lightness L S Lightness

[———=] —_—

[
Contrast Ratio
permalink

Normal Text
(XYY Pass ]

The five boxing wizards jump quickly.

WCAG AAA:  Fail
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https://webaim.org/resources/contrastchecker/
https://webaim.org/resources/contrastchecker/

2.

3.

4.

Go to the document and click on the Home Tab.

Select the words/sentences with the contrast error.

Carson City, Nevada 89701 Las Vegas, Nevada 89101

If you cannot attend ttheeung you can listen to it live over the mtemell The address for the legislative websites is
http://www.leg state.nv.us. Click on the link “Live Meetings™- Listen or View.

Times NewRomr ~|10 +|A™ A" éﬁ’ é/v

B I UL A~E=E.i=. styles N

Co

Select the "More Colors.”

Times New Rnrrv|10 AT A Ajv [L'
B I U 2 -IB:=.:=. st |_N

. ’— Com

' [ Automatic
ke meeting, you can lf 4
b://www leg statenvi Theme Colors >

IE: June 11,:

mmmlllllllllln

taken out of the orde: K
bd or removed from tl Standard Colors

14
BNl SEEEEN

Recent Colors

More Colors...
)ORDER D Gradient >

Find the “Font Color” tool and select the arrow next to the tool. A drop-down menu will
appear with color options.
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5.

6.

The “Colors” box will appear.

X
Standard | Custom | o
Colors: Cancel
L :
.
1
Color model: | RGB z|
Red: 255 5+ New
g Green: 192 5
Blue: 0 =
le i -
Hex: #FFC000
v : Current >

Select the “"Custom Tab.”

Standard

Colors:
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7. Find where it says “Hex,” in its input box that is the hexadecimal humber of the font color
that is causing the error to the document.

Colors X
Standard | Custom oK
o
r
I¢
nl Colormodel: [RGB M
Red: X
gl :255 =al Hesy
| Green: 192
Blue: o |
IB - -
Hex: #FFC000
v : : Current

8. Copy the hexadecimal nhumber of the font color.

Hex: =FFC000

3% Cut

“—f?@ Copy

9. Once the hexadecimal number is copied go back to the Web AIM Contrast Checker
website.

10. In the Contrast Checker website find the “Foreground Color input box and copy the
hexadecimal number copied in Step 9 into the input box.”

Contrast Checker

Home > Resources > Contrast Checker

| —
Foreground Color Background Color
#0000FF #FFFFFF | [ ]
Lightness =5 Lightness
4] ¢
[ -
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https://webaim.org/resources/contrastchecker/

11. Then press the “tab” key on the keyboard. Now the text color from the document will
appear.

Foreground Color
#FFCO000 | | |

Lightness
f— |
[

BACKGROUND (PAGE) COLOR
If the background color of the document you are checking for color contrast is white, you can

skip checking the background color (skip to Step 18 below) as WebAIM Color Contrast Checker
defaults to white. If a background color has been applied, follow the steps below:

12. Enter page color in the search bar at the top of the word document

£ page color X

13. Then choose Page color from the drop-down menu

£ page color X
v Best Action
@ Page Color TTTTT— >
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14. Then choose More Colors at the bottom

£ page color X

&

>

Z

Files

5

Actions

Find in Document

(&

ew Best Action ‘

Page Color >  Theme Colors
H EEEENEER
i

le

More Background Colors

Standard Colors
L ] EEEER

Fill Effects

Border Color

Recent Colors

“page color”
2 results |
No Color

L
More Colors...

Inspect and Fixing Word Document_Ver_2.docx N Eill Effects...
Downloads

Inspect and Fixing Word Document_Ver_2-branding.... N

of the Theme Colors drop-down menu.

@ Downloads

15. Locate the Hex field input box, and copy the Hexadecimal code in the input box.

16. Open the WebAIM Color Contrast Checker and paste the hexadecimal code you copied into
the background Hex Value input field. The color picker under the hex value will show the
background color.

Contrast Checker

Home > Resources > Contrast Checker

Foreground Background
Hex Value Hex Value
e
Color Picker # Alpha Color Picker %
I | (—
Lightness Lightness
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17. Check to see if the Contrast Checker passed the color of the document. Scroll down the
website to see if it passes WCAG standards in "Normal,” “Large” and “Graphical Objects
and User Interface Components with a minimum of AA.” If it does not go the top of the
webpage, back to Foreground Color.

Contrast Ratio

1.64:1

permalink

Normal Text

WCAG AA: Fail
WCAG AAA:  Fail

Large Text

WCAG AA: Fail
WCAG AAA:  Fail

Graphical Objects and User Interface Components
|WCAG AA: Fail I

Text Input

18. Under the hexadecimal number input box there is a tool called “Lightness.”

#FFCO000 | -
Lightness

————
[

19. In the Lightness tool there is a sliding bar tool. It is used to change the color that is in the
hexadecimal input box. It makes the color darker or lighter depending on where the slide
tool is positioned. The hexadecimal number will change depending on the position of the
slide tool.

T

#FFCO000 | |
Lightness
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20. Once you've found a contrast ratio color that has passed the WCAG's standards, the

Checker will provide you with a pass for all WCAG AA normal text, large text and graphical

objects and user interface components. It is recommended to pass AAA, whenever

possible.

Contrast Ratio

7.1:1

permalink

Normal Text

TV o) R
WCAG AAA: The five boxing wizards jump quickly.

Large Text

WCAG AA: Pass

WCAG APA: (T The five boxing wizards jump quickly.

Graphical Objects and User Interface Components

[wercan: 2D | v

[Text Input |

21. Select the new hexadecimal color from the Contrast Checker and right-click and choose
Copy from the drop-down menu.

22.

23.

24,

Foreground Color
[#705400 ' '—

Emoji

Lightnhes:

Cut

G Copy

Select the text that is hard to read

Click the font icon drop-down button

Calibri o A A Aae A

B I U~ a x x A~ &JA.

Yl Font ]

Go back to the Microsoft Word document. Then go to the Colors box to the Custom tab. If
the Colors box has been previously closed, follow the steps below to open the Colors box.
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25. When the Theme Color dialog box opens, choose the “More Colors” option.

A BE=

B Automatic

Theme Colors
H EEEENENR

Standard Colors
HE fEEEEER

Recent Colors
|

More Colors...

|] Gradient 5

26. Be in the Custom tab of the Colors box.

Standard

Colors:

Blue:

Hex:

Color modek  RGB b
Red: o ]

New
Green: 0

Current
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27. Find where it says “"Hex” and paste the new hexadecimal humber from the Contrast
Checker. Then press the “Tab” button on the keyboard.

sandard |_Custom | [ ]

Colors: Cancel

Color model: | RGB ~

Red: 231 = -
Green: 230 ._:_
Blue: 230 =
=
Hex: #ETEGES

Current

28. To the right of the Hex input box there is a box with two colors. The top that says New is
the color from the contrast checker pasted in, the other is the color that is currently being
used and is causing the problem for the document.

Standard Custom

golo_rs: Cancel

[] Color model: RGB Z|
q Red: .112 =
2 Green: 84 .%
Blue: 0 é‘
Hex: 705400
Current
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29. Click on the OK button.

( Colors

n

Standard  Custom

Colors: Cancel

ll_l Color model: [RGB v
n| Red 12 |5
! Green 84 |-

Blue: 0 2

Hex: #705400

Current

30. Now the selected words/sentence with the contrast error has changed color to the one
from the contrast checker and meets ADA Color Contrast requirements.

If you cannot attend thq meeting, you can listen to it live over the internet. [The address for the legislative websites is
http./7Www.leg state.nv.us. 1ve Meetings™- Listen or View.

31. Now there are no more Hard-to-Read Text Contrast errors. The error has now disappeared
from the Accessibility Inspection Results.

STATE OF NEVADA

GOVERNOR'S TECHNOLOGY OFFICE
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