Lesson 4 Accessibility Page Layout & Alternative
Text Font Size & Colour Schemes

There are certain practices need to be considered when working on a document.

Page Layout

When developing a template, make certain that the document is not cluttered. To avoid a cluttered
document, allow for an adequate amount of white space between paragraphs, graphics, tables etc.
Also, use bullets and numbers whenever to improve readability.

Alternative Text

Alternative Text helps people with screen readers understand the content of the pictures. Be certain
to use alternative text for your graphics so that those with visual impairments will be able to

understand the purpose of the graphics in the document.

The following explains how to add alternative text to a graphic in Word.
1. Right-click the graphic in your document.

2. A content sensitive menu will appear. Click Format Pictures (1)
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3. The Format Picture options will appear to the right of the document. Click on the Layout
Properties icon. (2)

uoLIVEWORKSHEETS



Format Fictime %

..}_-

Elephants SHATON
Guneral ]
b, oW
Tl il shopryts 41 L il e sashopants”. Thap SOFT HDSGES
grew o be 20 1w 2% ford {6 ' 7 L2 metera) forg, 30
st [3 10 st Tal, arel pnign fap 10 1, 200 ey, S e
whith is«iose to 5172 tona §6,000 kibgrems oo Ty ROTATEN
R DOMTE ) e s, se-e Fgire - ARTETE FTRCTS
Alvican Theprant), Femate shicen elphetsare psely
|t e 1 et st S rralot and vl
abict half s v as neale sle-phant, Thay wilgh RS0
peurds. or srmund 3 14 bors (2000 oy o thes
bz rned (Mravar 200
The Azt claphanks arc srealerthvantig A ar. Thoy
A 10 bekabasen 13 ad T Rel 5002 s L2 2
4. Click on All Text. (3)
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5. A dropdown will appear. Complete the Title and Description fields.(4)
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6. Click on your document when done adding your Alternative Text.

Note: Remember the following when developing alt text to use concise wording ,e.g. About the
characters in a story),capitalize the first letter,and avoid punctuation,sentences,or special formatting
(bold,capitals).
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Font Size and Colour Schemes

Remember the following when developing documents so that they will be easy to read:
a. Make all font sizes at least ten (10) points.
b. Avoid using light or pale font colours with light background.

c. Limit the use of the following font variations: bold italics and capital letters.

Headings

When developing the document, be certain to use headings for each section ( e.g. This document
uses headings for sections and sub-sections). This will help people with screen readers to quickly and
easily understand each section of the document without having to read the details in each section.
Headings can also be used to quickly navigate to sections with the document.

The Styles group on the Home tab is an effective way to structure a document. Consider using the
headings elements (Headingl Heading2) and the normal paragraph element. (1)
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The following instructions explain how to display the Navigation Pane, which is a list of the headings
within the document.

1. Click the View tab.(2)
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2. In the Show group, click the checkbox next to Navigation Pane.(3)

uoLIVEWORKSHEETS



Mavigatian

Sty i it

HADDEY AR
=
= KHerwn
e
At e *
Wik
e

AFRAT

"3 Elephants

General

Thim gk e an eathe S e sles e T
B P BENT B DS R AR L ] g 1
feed 85 10 =t | Rl wd werehmin e LR ENE geands,
v ieh i Coe 10 B L1 4000 TG D0 DM@ S o141

m Ericioni] Formers Flematon e f gl

Alivn ERpnanty Famao Afrizangieciws oyl
T i f2 m st chories sl e o oo weelgh
cmuch = moabeebspbnats, Thes wenhi,eol
pouns, crsmoued 3 LAsrony 3000 Elagranis orihes
PN £) Dok 2010)

T A n elsphanis s prralier then tha dincan, Thes

grive bn Fedeteeen Pared 3 feel (D L2100 17

m prarchinrgare & oo 18 feat (313 e Rmeies | bl

Traywehaou LI peunids werchis § 377 e ns [5 00 kiloarans b fivd mei e jons)

Fapahants® in s v black s hen Thay @ vouite et € bemmaspinbial «hie & 1 s

e, The taushstinme: bed fihie ark 12 nehes Foursavtm =l b net rer haine B 3

4. Click on a Heading under the Headings tab to jump to that section within the document.

Questions

1. What is good practice when developing a document?

2. Give the steps for alternative text?

3. What must you take into consideration when using font size and colours c

schemes?
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