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Introduction

This document has been developed to provide you with information about accessibility in Microsoft
Office Excel 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 spreadsheet. Additionally, best practices and

effective spreadsheet structure are also covered to help you when using Excel.

Learning Objectives

The following learning objectives for accessibility will be covered in this document. After completing

the instructions in this booklet, you will be able to:

Utilize available accessibility tools

Use the keyboard to work with ribbon programs
Control the visual appearance of the spreadsheet
Understand best practices for spreadsheet design
Understand effective spreadsheet structure

Use the accessibility checker

Obtain help

Revised 6/29/2016

Page 5 of 33



Tools

The following explains how various tools can be used effectively for accessibility with Microsoft Office
Excel 2016.

AutoCorrect

The AutoCorrect feature in Excel 2016 is a list of words that are frequently misspelled and mistyped.
This feature corrects these words when a person enters them into a document. The words can be
added and deleted from the list. This is a great tool for accessibility.

This tool can also be used for abbreviation expansion. For example, suppose that you frequently type
Atlanta, Georgia, but would like to enter an abbreviation into AutoCorrect so that fewer keystrokes are
required for entry. The following explains how to use the AutoCorrect tool for abbreviation expansion:

1. Click the File tab.

Insert Page Layout Formulas [ Q Tell me what you want to do...
-y . .| = - i i >
D % Calibri Ju A a =E=2 % = General %Condlt\onal Formatting %"Inser‘t
o Eg ~ $ - 9% o EFormatasTablev i Delete -
aste - . - - = = = €= 3= - -
> ~ B Iy - O A - - T o 8 [57 Cell Styles - [=] Format ~
Clipboard =& Font ] Alignment Ll Mumber & Styles Cells

Figure 1 - File Tab

2. The Backstage view will appear. Click the Options button.

Account

Options

Figure 2 - Options tab
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3. The Excel Options window will open. Click the Proofing button.

Y L b o
o General options for working with Excel.
Caais®

User Intorface options

Save &1 Show Mini Toolbar on sefection -
Language & Show Quick Anatysis options on selection
R & Enable Love Preazw
Achanced : TR o -
ScreenTipstyle: | Show feature descripticns in ScreenTips ;J
CTustomize Ritbon B
ST When creating new workbooks
Adid-Tns Use this as the defeult foot: | Bady Font [l
Trust Center Fonk size: 1 3
Default view fior new sheets: | Mormal View z
Tnclude this many sheets: |1 :

Personaiize your copy of Microsoft Office

User name: Juser
Always ute the;Ea.;aIues regardiess of sign in to Cffice.

Cfice Background: Circles nﬂa.ﬂnneslﬂ

Cifice Therme: whie  [+]

Start up opfions

Choose the extensions you want Excel to open by default | Default Progreams...
#| Tell me if Microsoft Excel ien't the defauit progam for viewing and editing spreadshests,
| Show the Start screen when this application starts

Cancel

Figure 3 - Proofing

4. Click the AutoCorrect Options button.

":}B'{:J Change how Excel corrects and formats your text.

AutoCorrect options

Change how Excel corrects and formats text as you type: IﬁutoCorrect Options... I

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

[7] Enforce accented uppercase in French

[7] Suggest from main dictionary only

[ Custom Dictionaries...

French modes: Traditional and new spellingsEI
Spanish modes: Tuteo verb forms only El
Dictionary language: | English (United States) EI

Figure 4 - AutoCorrect Options
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5.

6.

In the Replace box, enter an abbreviation for Atlanta, Georgia. For example, you could enter

XATL(the x stands for expand).

AutoCorrect: English (United States)

(7 ol

AuteCorrect |AutoFormat As You Type I Actions | Math AutoCorrect|

|Z| Show AutoCorrect Options buttons

|I| Correct TWo INitial CApitals

|Z| Capitalize first letter of sentences

@ Capitalize names of days

E Correct accidental use of cAPS LOCK key
[] Replace text as you type

Replace: With:

ATl

wroking working P
wtih with

wuould would I
wya way il
yera year X

Add Delete

ok || cancel

Figure 5 - Replace

In the With field, enter Atlanta, Georgia.

AutoCorrect: English (United States)

? |t

AutoCarrect | AutoFormat As You Type | Actions | Math AutoCorrect |

@ Show AutoCorrect Options buttons

|Z| Caorrect TWo INitial CApitals
@Capitalize first letter of sentences

EI Capitalize names of days

|_7_| Correct accidental use of cAPS LOCK key
@ Replace text as you type

Exceptions...

Replace: With:

| wATL Atlanta, Georgia

wroking waorking -~
wtih with

wuaould would Il
wya way |__|
yera year >

[

ok || concel

Figure 6 - With Field
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7. Click the Add button.

AutoCorrect: English (United States) | |9 [

AutoCorrect | AutoFormat As You Type | Actions | Math AutoCorrect |

Show AutoCorrect Options buttons

|z| Correct TWo INitial CApitals

Capitalize first letter of sentences
Capitalize names of days

|_F_| Correct accidental use of cAPS LOCK key

Replacetextasyoutype

Replace: With:

|waTL | atianta, Georgia

wroking working -

wiih with

wuould would

wya way |:|

yera year -
[ ok | [ cancel

Figure 7 - Click the Add Button

8. Click the OK button to close the AutoCorrect window.

AutcCorrect: English (United States)

AutaCorrect | AutoFormat As You Type | Actions | Math AutoCorrect |

|_7_| Show AutoCorrect Cptions buttaons

Correct TWo INitial CApitals
|_7_|Capita|izefirstletter of sentences

El Capitalize names of days

@ Correct accidental use of cAPS LOCK key
|_F_| Replace text as you type

Replace: With:
|1uﬁ'£ | Atlanta, Georgia
wroking working -
wtih with
wuould would
wya way |:|
-

Goe

Figure 8 - Click Ok
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9. Click OK to close the Excel Options window. When xATL is typed into Excel, the words Atlanta,
Georgia, will appear on the screen.

Comments

s [moe]

Figure 9 - Auto Correct

Comments are another tool that can be used for accessibility. The following instructions explain how to

insert a comment:

1. Place your cursor in the cell where the comment to be inserted.

ca & fe || 3850

A B C D E
1 |Income Statement
2
3 ebruary  March
4 |Payroll isa,sso.oo _i £4,850.00 $5,250.00
> Rent b oy 1,750.00 $1,750.00
6 |Supplies $1,925.00 $1,980.00 $2,030.00
7 |Total Exp $7,525.00 $8,580.00
8

Figure 10 - Click the Cell

2. Click the Review tab.

Insert Page Layout Formulas View @ Tell me what you want to do...
L | = A - N .
D % Calibri Ju A =E=E - % Accounting E[%Conmtmnal Formatting %“Insert
5 B - $ - 9% o GFDrmatasTable' £ Delete -
= B I U ===e=3= 5- e
. = ===—== =" 49 [ Cell Styles - [# Format -
Clipboard Font [P Alignment P Number P Cells

Figure 11 - Click Review
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3. Click on New Comment.

Home Insert Page Layout Farmulas Data View Q Tell me what you want to do... Evan R Atkin g_ Share

AVBC E:l ﬁ) |:‘}_¢ ‘I:J Delete Show/Hide Comment l:c_| g ‘&) Protect and Share Workbook
%

Previous 5 Show All Comments ':‘fAllow Users to Edit Ranges

Spelling Thesaurus  Smart  Translate New o Protect Protect Share §
Lookup Comment Mext - Show Ink Sheet Workbook Workbook [i# Track Changes -

Proofing Insights ' Language Comments Changes M

Figure 12 - New Comment

4. A comment box will appear. Enter a comment in the box that appears.

Commentl ~ f
A B € D E F

1 |Income Statement
2 | O
3 January ‘.vaan Atkin:
4 |payroll $3,850. IjSL—;lrtecI in mid-January I
5 |Rent $1,750.
6 [Supplies $1,925.

1 =
7 |Total Exp $7,525.40 $8,580.00
g

Figure 13 - Enter a Comment

5. When you have finished entering your comment, click on another cell in the spreadsheet to exit
the Comment Box.

6. Toremove a comment, right-click on the cell containing the comment and then select Delete

Comment.

Spell Check

The Spell Check feature in Excel 2016 allows you to double-check the sheet for spelling errors. To start
a spell check, follow the steps below:

1. Click the Review tab.

Insert Page Layout Formulas Data Review View Q Tell me what you want to do...

-y . e | = inc - o7 frE o <
D % Calibri Ju CA s == 8- = Accounting Cnnd|t|0na|F0rmattmg %‘:‘Inser’c

- Eg - $ - 9% » [L/FormatasTable~ &7 Delete -
aste S I - | = = = €= 3= o -
> ~ B I 1L - & — S==£x H “ia s I_FCEII Styles - =1 Format ~

Clipboard = Font P} Alignment il Mumber Styles Cells

Figure 14 - Click the Review Tab
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2. Click the Spelling button.

Q Tell me what you want to do... Evan R Atkin Q_ Share

Home Insert Page Layout Formulas Data View

3%: |f: | ﬁ) E}} L Delete Show/Hide Comment g Laprotectand Share Workbook
% ¥

Previous 5 Show All Comments EZ Allow Users to Edit Ranges

Spelling fThesaurus =~ Smart  Translate New o Protect Protect Share .
Loakup Comment 7~ Mext -5 Show Ink Sheet Workbook Workbook [ Track Changes »
Proofing Insights ' Language Comments Changes M

Figure 15 - Spelling Button
3. The Spell Check tool will start and give you the option to accept or reject the suggestions

offered.

Thesaurus

The Thesaurus is a great tool to improve the vocabulary used within the spreadsheet. To display the
thesaurus, follow the instructions listed below:

1. Place the cursor on your target word.

AB v f= || Supplies
A B | ¢ | o | E | FE

1 |Income Statement
2 4
3 | January February  March
4 |Payroll $3,850.00 $4,850.00 $5,250.00

e $1,750.00 $1,750.00 $1,750.00
i [Supplies _| $1,925.00 $1,980.00 $2,030.00

e $7,525.00 $8,580.00
8

Figure 16 - Placing Your Cursor

Insert Page Layout Formulas i i Q Tell me what you want to do...

L] - - — i hd it 1 - -
D % Calibri Ju A s =E=E - % Accounting %CondltlonalFormattmg %‘"Insert
z Em - $ - % » [FFormatasTable~ 2 Delete -
aste - === e 3= - e
o ~ B I U - - - — 50 ’_FCEH Styles = = Format ~

Clipboard & Font P Alignment ! Mumber Styles Cells

Figure 17 - The Review Tab

3. Inthe Proofing area, click Thesaurus.

Home Insert Page Layout Formulas Data View Q Tell me what you want to do... Evan R Atkin 9'_ Share

ﬁ) =5 o Delete Show/Hide Comment g La Protect and Share Workbook
2% v E

Previous 5 Show All Comments ':'fAllow Users to Edit Ranges

Smart  Translate New = Protect Protect Share .
Lookup Comment " Next 2 Show Ink Sheet Workbook Werkbook [ Track Changes -
Proofing Insights | Language Comments Changes E

Figure 18 - Thesaurus
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4. A window will appear on the screen showing other potential words that could be used in the

place of the selected word.

AB

A

Payroll
Rent
|Supp|ies _l
Total Exp

[T = L B R, B SO W I R )

~ J

Supplies

B i D

Income Statement

January
$3,850.00  $4,850.00
$1,750.00 $1,750.00
$1,925.00 $1,980.00
$7,525.00 $8,580.00

February March

$5,250.00
41,750.00
$2,030.00

Thesaurus
'Z:(:-:Z' Supplies

4 Provisions (n.)
Provisions
Materials
Goods
Foods

Stores

Purchases

Figure 19 - Thesaurus Appears on the Right Side of the Spreadsheet

5. To replace the word, hover your mouse over your preferred synonym.

II_'_(:-:ZI Supplies

Provisions
Materials

Thesaurus

4 Provisions (n.)

* X

| Goods

[

Foods
Stores

Purchases

Figure 20 — Synonym

6. Click on the drop-down located next to your preferred synonym.

IZ_J_(:-_L_ZI Supplies

Provisions
Materials
Goods
Foods
Stores
Purchases

Thesaurus

4 Prayisions (n.)

X

O

Figure 21 - Drop-down Menu
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7. Click on Insert. Your synonym will replace the selected word.

Thesaurus v X
IZ:(:-:ZI Supplies 2

4 Provisions (n.)
Provisions
Materials

Goods -

Stores .
G Copy
Purchase.. .

Figure 22 - Insert

Templates

The Template feature allows the user to have a spreadsheet available that has been customized with
items such as name, date, etc. The background color, font style, font color, text size, etc. can be
customized for the user as well.

@ Note: Use Semantic Structure (or Styles) to create structure in Word, Open Office, HTML, etc.
Heading 1 for Section Heading; Heading 2 for all Sub-Section Headings, ect. Also, Strong (structural
equivalent of bold); Emphasis (structural equivalent of italics). Other Style types are available, as
needed. Table of Contents should be provided based on the Heading structure; Table of Figures, if
needed.

@ Note: Ensure Readability by dividing large blocks of text into smaller more manageable sections,
avoid complex sentences, and use sans-serif font at approximately 12 points.

@ Note: Avoid Color Coding. Color alone is not a sole means of conveying important information.

Note: Have Sufficient Color Contrast between foreground and background elements. Also, make
sure the background does not overpower text (e.g. PowerPoint, Web page, etc.)

To create a template, follow the instructions below:

1. Open a spreadsheet.
2. Enter any necessary text in the spreadsheet as desired.
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3. Apply your desired settings to the spreadsheet (e.g. background color, text size, etc).

January February March April May June July August September October November December

Rent/Mortgage
Electricity

Car Payments

Credit Card Payments
Other Payments
Total Payments

W oo = o s W R

iy
o

Figure 23 - Apply Spreadsheet Settings

4. Click the File tab.

Page Layout Formulas View Q Tell me what you want to do...

L] & - e i - iti 1 L -
D &% Calibri Ju ca ==l g. =3 Accounting E[%CondltmnalFormattmg %“Insert

- B - $ - 9% » [7Formatas Table~ &7 Delete ~
=R B I U- === 3% H- =

- ¥ - - - T — — I= %0 9 ’_FCEIISters' [ Format ~

Clipboard Font P Alignment w!  MNumber T Styles Cells

Figure 24 - File Tab

5. The Backstage View will open. Click Save As.

Figure 25 - Save As
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6. Under Save As, select the Computer option.

Save As

Sites — Kennesaw State
University

ﬁ OneDrive — Kennesaw State
University

Shar=Point

8

OneDrive

P

i

CBIRCh

ofe

Add a Place

1 Computer

Recent Folders
Deskion

Day 1 Files
Lo Access s Day 1 Files

Excel 2013

Desktop « ITS = Workshaps » Excel » Bxcel 2013
Excel 2013 _KMW

P = Training = Eecel = Eccel 2013 = Excel 2013_KIMW
Intro to Access 2013

Desktep » Intro to Access 2013

My Documents

Figure 26 - Computer

7. Click Browse.

Save As

@ Sites — Kennesaw State
University

& OneDrive — Kennesaw State
University

@ SharePoint
#@ OneDrive

ED Computer
Account =l AddaPlace

Options

E;I Computer

Recent Folders
Desktop

Day 1 Files
Uz » Access » Day 1 Files

Excel 2013

Desktop » ITS » Workshops » Excel » Excel 2013

Excel 2013_KMW

P: = Training = Excel » Excel 2013 » Excel 2013_KMW

Intro to Access 2013
Desktop = Intro to Access 2013

My Documents

Browse

Figure 27 — Browse
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8. Inthe File name field, enter the file name.

» Libraries » Documents » v I#, | ’ Search Documents pel |
Organize v New folder =] v @
; zesk:gp s Documents library Kiwasing, Eol
AtV I Includes: 2 locations
4 Libraries ‘ < < 3 =
[ Documents = § 3 ‘E
@' Music l 3 —!
|&=| Pictures L | "
Videos o i
- Adobe Captivate Custom Office D2LExport_71635_
Cached Projects Templates 201481410
1% Computer B g “~
&, Local Disk (C)) D
&% DVD RW Drive (D:) = & t g =
X S | %
I File name: Budget Template] v
Save as type: [Excel Workbook Z;
Authors: juser Tags: Add a tag
[ Save Thumbnail
4 Hide Folders Teools ~ [ Save ] [ Cancel
L
Figure 28 - Save As

9. Inthe Save as type drop-down, select Excel Template.

Excel Workbook

Excel Workbook
Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook

XML Data

Single File Web Page

Excel Template

Cel Wlacro-Enaoled 1emplate
Excel 97-2003 Template

Figure 29 - Excel Template

10. Click Save.

To open your Template:
1. Click on the File tab.

Formulas

@ Tell me what you want to do...

Insert Page Layout

s = - it ing T -
D % Calibri === - = General %Condltlonal Farmatting E‘“Insert

z Em - $ - 9% » [FFormatasTable~ & Delete ~
aste - = == €= 3= - e

Tt BIU SE== == =7 %% (57 Cell Styles - [# Format -

Clipboard & Font Pl Alignment R Number R Styles Cells

Figure 30 - File Tab
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2. The Backstage View will open. Click New.

Open

@ Recent Workbooks

@ Sites - Kennesaw State
University

& OneDrive - Kennesaw State
University

EI> SharePoint

E:I Computer

Account + Add a Place

Options

Figure 31 — New

3. Inthe New Excel document screen, click on Personal.

New

Search for online templates pel

Suggested searches: Budget Invoice Calendars Ewpense List Loan Schedule

FEATURED PERSOMNAL

(A & | ¢ | [ —
E! | | e

S | = .

El ! e

| & | | Ta ke a [ ] :
El | : |
6| | tour

I 7 I | | L - z

Blank workboolk Welcome ta Excel PayPal invoicing

Figure 32 - Personal
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4. Templates that you have created will appear. Click on the template that you have created.

New

Search for online templates 2

Suggested searchas:  Budget  Tnwolce  Calendars  Fxpense st Loan  Sehedule

FEATURED PERSOMAL

Budget Template

Figure 33 - Click on Your Template

Using the Keyboard to Work with Ribbon Programs

Some users may prefer using the keyboard as they work with Microsoft Excel. Access Keys allow you to
control each button on the ribbon with the keyboard. The following instructions explain how to use
Access Keys:

1. Press and release the Alt key on the keyboard.
2. Letters and numbers will appear next to their corresponding buttons on the ribbon.

Q Tell me what yr: §wantto do... Evan R Atkin (q__gh—\.?

D X Calibri T -Aa A== = - = Genera - %Condltlonal Formatting ~ iﬁ“[nser‘t -2 ’é‘Yv
b Eg - $ - 9% » [[FormatasTable~ TrDelete - ¥~ P~

aste B I U~ &+ f3. === = A= - =

" Uri=- &L E===2= B- 40 [7 Cell Styles - Eiformat- & ~
Clipboard Font ] Alignment Rl MNumber T Styles Cells Editing -

[H Ll [_]
2 5

Figure 34 - Letters and Numbers

3. Press the corresponding number or letter of your choice on your keyboard. If you select a letter
for one of the tabs on the ribbon, the tab will become selected and you will see a letter or
number for each command on the selected tab. For example, if we press the H key, you will be

taken to the Home tab.

Formulu_‘ Data Review View Q Tell me what you want to do... Evan R Atkin _q_ Share

= Londitional Formatting ~

______ ‘ﬂ. mnrmata;Tahle' melete - E ;m

P - fs = = 3= -
et o B I U- . &H-A- = €= 3= ‘03 By [ cen Styles ﬁormat' $ -
CMoarm' . E . Fonﬂ . E:. .mq E m‘ H‘nﬂ ] Styles ells Eithg L
FM
g n® g g &

Calibri

Figure 35 - Pressing H Selects the Home Tab
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Controlling the Visual Appearance of your Spreadsheet

Excel 2016 has a number of features available to control the visual appearance of your document.

@ Note: Ensure Readability by dividing large blocks of text into smaller more manageable sections,
avoid complex sentences, use sans-serif font at approximately 12 points.

Paint Bucket Tool

The Paint Bucket tool allows you to draw attention to a certain part of the spreadsheet. The paint
bucket tool can be found on the Home tab in the Font category.

File Insert Page Layout Formulas Data Review View Q Tell me what you want to do...

‘-D & Calibri
Eg -~

- =3 General - % Conditional Formatting - E‘“Insert -

0 $ - % » [[FFormatas Table~ EX Delete ~
aste - = = = %= 3= o .
- ~ B Il - - 0 o 47 GCEII Styles - [ Format ~
Clipboard Font P Alignment P Number P Styles Cells
Figure 36 - Paint Bucket Tool
Fonts

You can determine what font you want included within your spreadsheet. The active font may be
changed in the Font category under the Home tab.

Insert Page Layout Formulas Data Review View Q@ Tell me what you want to da...

= General - E%ConditionalFormatting' E‘“Insert =

& - - —

WY [Eem e xS =EHe B -
: Em - $ - % » [¥Formatas Table~ & Delete ~
aste - | H > - = = = &= 3= > vt

= > B I U - . L ===53EH i a0 LFCEIIStyIEs' = Format -
Clipboard Font T Alignment fal MNumber Styles Cells

Figure 37 - Font

The following fonts are considered easy to read: Arial, Verdana, and Helvetica. Fonts that are bold
make the words appear larger. The Bold button is found on the Home tab in the Font category.

File Insert Page Layout Formulas Data Review View Q Tell me what you want to do...

-9 — - iti ing - -
D a6 Calibri ==1 - = General E%CondltlonalFormattmg %“Insert
Em - $ - % » [¥Formatas Table~ & Delete ~
Paste I u - =S==e=3%= B- w w .
- - - - = 60 3.0 LFCEII Styles - = Format ~
Clipboard Font T Alignment fal MNumber Styles Cells

Figure 38 - Bold Button
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Font Color

This tool gives you the ability to change the color of your text. You will find this tool on the Home tab in
the Font category.

File Insert Page Layout Formulas Data View Q@ Tell me what you want to do...
sl . - — i it 1 - -
D % Calibri Jun LA =E=E - % General E%Condmonal Farmatting %‘“Insert
- Em - $ - 9% » [¥FormatasTable~ &7 Delete -
aste B I U- i+ &M - == = &= 3= = -
- ¥ - - E - - - o 8 [ Cell Styles ~ [# Format -
Clipboard Font ] Alignment ! Mumber Styles Cells

Figure 39 - Font Color
@ Note: Avoid Color Coding color alone is not sole means of conveying important information.

@ Note: Sufficient Color Contrast between foreground and background elements. Also, background
does not overpower text (e.g. PowerPoint, Web page, etc.).

Cell Spacing

Cell Spacing will increase/decrease the amount of space within a cell. The following instructions explain
how to adjust the size of the cell:

1. Toincrease/decrease the height of the cell, hover your mouse between the numbers on the
left side of the spreadsheet so that it appears as a double-arrow.

1
4
5

Figure 40 - Increase/Decrease height

2. Click and drag your mouse up or down. This will change the height of the cell.
3. Toincrease/decrease the width of the cell, hover your mouse between the letters on the top of
the spreadsheet so that it appears as a double-arrow.

AP B [4

L R

Figure 41 - Increase/decrease width

4. Click and drag your mouse to the left or right. This will adjust the width of the cell.
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Zoom

The Zoom tool magnifies the spreadsheet on the screen, and can be found on the View tab in the Zoom
category. To change the zoom magnification:

1. From the View tab, click Zoom.

Q

ell me what you want to do... Evan R Atkin

Home Insert Page Layout Formulas Data Review View

T
1 = "
I:I D Page Layout Ruler +/| Formula Bar Q [3)! Q ElRsgWindow El:l'_J

=] Arrange All
Switch Macros

Normal Pagesreak I@Custom‘u‘iews | Gridlines |¥| Headings Zoom 100% Zoom.to Er P . -
Preview Selection E=El= Windows = -
Workbook Views Show Zoom Window Macros

Figure 42 - Zoom

2. Select your preferred Zoom Magnification.

Maﬁnification

7 200%

) 29%
(7] Eit selection

) Custom: 100 %%
2 ——— 1

[ K ] [ Cancel

Figure 43 - Preferred Magnification

3. Click OK.

Note: This will not change the appearance of the spreadsheet when it is printed.

Zoom to Selection

The Zoom to Selection button can help to improve accessibility for users by increasing the size of text
on the screen. The following explains how to use this feature:

1. Select a cell on the spreadsheet.

Customer First Mame Last Name City
1 Ken Smith Acworth
2 Sharon Cook Kennesaw
3 Mike arietta
4 Amanda Elliot Acworth
5 Susan Allen Kennesaw

Figure 44 - Click on the cell
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2. Under the View tab, click the Zoom to Selection button.

Home Insert Page Layout Farmulas Data Review View Q Tell me what you want to do... Evan R Atkin
T = .
I:l D Page Layout Ruler +| Formula Bar Q [E) Q & New Window ED'_J
mﬂ E Arrange All . )
Marmal Page Break I@ Custom Views | [v] Gridlines [v] Headings Zoom 100%] Zoom to E' Switch Macras
Preview Selection Freeze Panes - Windows ~ -
Workbook Views Show Zoom Window IMacros

Figure 45 - Zoom to Selection

3. The spreadsheet will zoom to the selected cell.

Customer First Name Last Name City
1 Ken Smith Acworth
2 Sharon Cook Kennesaw
3 Mike Bryant Marietta
4 Amanda Elliot Acworth
5 Susan Allen Kennesaw

Figure 46 - Zoomed in Selection

4, Toreturn to the normal view, click the 100% button.

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ADD-INS

I:I D IEJ Ruler | Formula Bar Q [E)EI @ DE E gl;plldt

Mormal Page Break Page Custom [ gridlines [ Headings foom §100% fioom to Mew Arrange Freeze
Preview Layout Views Selection  Window  All  Panes~

Figure 47 - 100% Zoom

Unhide

Best Practices

The following should always be considered when developing a spreadsheet to make it accessible to

everyone.

Page Layout

Place the data on a spreadsheet so that it appears tightly connected together. It is best to avoid
spacing data on the spreadsheet with blank cells, blank rows, and blank columns.

Note: Ensure Readability by dividing large blocks of text into smaller more manageable sections,
avoid complex sentences, and use sans-serif font at approximately 12 points.
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Alternate Text (alt text)

Be certain to use alt text for your graphics so that those with visual impairments will be able to
understand the purpose of the graphics in the document.

@ Note: Use Text Equivalents (ALT Text) for every non-text element such as image, chart or graph
(e.g. A clear, concise description of 100 characters or less that is provided via Format Picture). If ALT
text alone is insufficient, provide a Long Description in the surrounding text or as separate document.

To add alt text to a graphic in Excel, follow the instructions below:

1. Right-click the graphic.

0

SN U s W e

2. A menu will appear

Figure 48 - Right Click on the Graphic

. Select Format Picture.

Paste Options:
<

0

hange Picture..,

-----

&, Hypertink..

Assign Macio.,

18 T Size end Properties...
-

19 | Q¢ Format Picture...

Figure 49 - Format Picture
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3. The Format Picture window appears. Click the Size & Properties icon.

b
w@
0
o
m
m
@
T

W N v oW N

Format Picture
& O [E] e

P FILL
b LINE

Figure 50 - Size & Properties

4. The Size & Properties options will appear. Click on ALT TEXT.

WO N G B KR

Format Picture
D O @ el
I SIZE

> PROPERTIES

> TEXT BOX

: ALT TEXT

v

Figure 51 - ALT TEXT

5. The ALT TEXT window will open. Enter your title and description.

4 ALT TEXT
Title G
Flower
Description

This is an image of a flower

Figure 52 - Title & Description

Page 25 of 33



6. Click the Close button.

Format Picture '
DO s

I SIZE
I PROPERTIES
I TEXT BOX

4 ALT TEXT
Title
Flower
Description

This is an image of a flower

Figure 53 - Close Button

Note: Remember the following when developing alt text:
e Use concise wording (do not exceed 100 characters).
e Avoid sentences and capitalize only the first letter.
e  Avoid punctuation.
e Avoid bold or italicized formatting.

Font Size and Color Schemes

Remember the following when developing spreadsheets so that they will be easily accessible.
e Make all font sizes at least ten points.

e Avoid using light or pale font colors with light backgrounds within a cell.
e Limit the use of the following font variations: bold, italics, and capital letters.

Note: Ensure Readability by dividing large blocks of text into smaller more manageable sections,
avoid complex sentences, and use sans-serif font at approximately 12 points.

@ Note: Avoid Color Coding. Color alone is not a sole means of conveying important information.

Note: Have Sufficient Color Contrast between foreground and background elements. Also, make
sure the background does not overpower text (e.g. PowerPoint, Web page, etc.).
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Spreadsheet Structure

The following explains how to better structure your spreadsheet for accessibility:

Headings

When developing the spreadsheet, be certain to use descriptive headings for rows and columns. Also,
use headings for different sections of data on the spreadsheets. This will help people with screen
readers to quickly and easily understand each section of the spreadsheet without having to read the
details in each section.

@ Note: Use Semantic Structure (or Styles) to create structure in Word, Open Office, HTML, etc.
Heading 1 for Section Heading; Heading 2 for all Sub-Section Titles, ect. Also, Strong (structural
equivalent of bold); Emphasis (structural equivalent of italics). Other Style types are available, as
needed. Table of Contents should be provided based on the Heading structure; Table of Figures, if
needed.

Hyperlinks

When inserting a hyperlink into a spreadsheet, the hyperlink will be more effective if the user sees a
descriptive title for the URL. For example, if you have a link to Kennesaw State University in your
spreadsheet, it would be more effective to use Kennesaw State University instead of non-descriptive
text such as, Click Here.

Note: Descriptive Hyperlinks must make sense out of context; avoid vague descriptions like Click
Here or Email Me. Avoid using the URL. Instead, hyperlink text should describe the destination: website
name, document name, or other resource.

In Microsoft Excel, the hyperlink button is found on the Insert tab in the Links category.

Page Layout Formulas Data Review View Q Tell me what you want to do... Evan R Atkin 2_ Share

%) L' I"_"l ] 3 = -l=- - " “ﬂ % Line [l slicer
2? I ‘P ’ o I leZ7] = -
° - * VO | "R iR Ji= Column 3 Timeline
PivotTable Recommended Table Illustrations Add-  Recommended ) B PivotChart 2D o
PivotTables < ins~ Charts Vj e |_ - - Map~ ]IMn.-"Loss

Tables Charts i Tours Sparklines Filters Links M

Figure 54 - Hyperlink
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To insert a Hyperlink:

1. Select the cell that you wish to add the hyperlink.

A B C D

| Kennesaw State Universi

[= I BN R FE R 5 e

Figure 55 - Select the Cell

2. Onthe Insert tab, click the Hyperlink icon.

Home Page Layout Formulas Data Review View Q Tell ms what you want to do... Evan R Atkin ,q_ Share

> El D |8 1 = - s 1Y P Line B slicer

< . ’: V-l - - 2 i Column B Timeline
PivotTable Recommended Table Ilustrations Add-  Recommended ) ) PivotChart 3D S
PivotTables < ins~ Charts V, v e~ 9\ o = Mao - ]IWln.-"Loss

Tables Charts | Tours Sparklines Filters Links

Figure 56 - Hyperlink

3. The Insert Hyperlink window will open. Click Existing File or Web Page.

Insert Hyperink &@
Link to: Teut to display: | Kennesaw State University | SereenTip..,

@ Look in: &) My ; 5 a
L t °| My Documents = iy
Existing File = L] LJ LJ
ar Web Page | Adobe Captivate Cached Projects - BOOKMIArk.,
= Cr%irdc;t | Custom Office Templates L4
% | DiLExport_T1635_201481410
Place in This | Databases
Document Browsed | A
Pages LabVIEW Data
) My Adobe Captivate Projects
Create New et || My Data Sources
Document Eites L My Notebook Content
My Received Files 7
:a Address: |
E-mail - E[
Address -
b cancel

Figure 57 - Existing File or Web Page
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4. Inthe Address field, enter the website that you wish to link to.

Look in: ° My Documents |Z| 'fa D
, Adobe Captivate Cached Projects -
Current Custom Office Templat B
Folder | Custom Office Templates i
, D2LExport_71635_201481410
5 4 , Databases
Browse
Pages , LabVIEW Data
. My Adobe Captivate Projects
Regent My Data Sources
Files . My Motebook Content
, My Received Files &
IAddrgss: http:/fwnanar kennesaw.edu/ E

5. Click OK.

Figure 58 - Address Field

Insert Hyperlink |MI
Link ta: Text to display. Kennesaw State University I ScreenTip,.
Look in: =] My Documents e el
Existing File = :| _| D
or Web Page Adobe Captivate Cached Projects a l Eookmark.,. ]
Currert e - - | -
= Folder ustom Office Templates |
g D2LExport 71635 201431410
Piaeea This Databases
Document Browsed
Page LzbVIEW Data
) . My Adobe Captivate Projects
etk ert | My Data SourCfs
Document Files My Neotebook Content
My Received Files ¥
ol Address: | hitpsliwkennesaw.edu) [=]
E-mail
Address

Figure 59 - Click OK

6. Your hyperlink will become active in the spreadsheet.

| S I

w

| Kennesaw State University |

Graphs and Charts

Figure 60 - Active Hyperlink

Users of screen readers will not be able to see graphs and charts created with Excel. Consider providing

tables with words and numbers as an alternative. When including a graph and/or chart on the

spreadsheet, be certain that it is effectively labeled.
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Sorting

Often, it can be effective to organize and analyze data within the spreadsheet using the Sort feature.

The following explains how to sort:

1. Select the data to be sorted.

B4 - J || ken
A B C D E F
1
2
3 |Customer First Mame Last Name City
4] mmith Acworth
5 2 Sharon Cook Kennesaw
6 3 Mike Bryant Marietta
7 4 Amanda  Elliot Acworth
8 5 Susan Allen Kennesaw

Figure 61 - Selecting data

2. On the Home tab, click the Sort & Filter button.

New Tab 2 Tell me... Evan R Atkin

E‘“Insert =

&7 Delete =

EI Fommat =
Cells

Feview View Power Pivot

General * E&Conditicnal Formatting =

$ - % o

= €0 00
40 =0

[Z# Format as Table »

[Z% Cell Styles -

Clipboard & Font ] Alignment fa: MNumber T©n Styles Editing

‘Q'. Share

Figure 62 - Sort and Filter

3. The sort menu will open. Select your preferred sorting option.

Figure 63 - Sort
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Worksheets

To make worksheets more accessible, it is important to give each sheet a meaningful name (the default
names are Sheet1). In Figure 64, the worksheets have been renamed Customer Information.

E31

e B B o R B N R N

=

I Customer Information I I.’_:-}__:-

H M -—F—+ 100%

The following instructions explain how to rename the worksheet(s):

Figure 64 - Customer Information

1. Right-click on the Sheet 1 tab.

1 Ken

2 Sharon
3 Mike

4 Amanda
5 Susan

[T e T I o R I o N B N I

Customer First Name Last Name City

Smith Acworth
Cook Kennesaw
Bryant Marietta
Elliot Acworth
Allen Kennesaw

- ®

Figure 65 - Sheet Name

2. Click on Rename from the menu that appears.

Insert...
L_‘X Delete

I Rename

Move or Copy..

a View Code
B e
Tab Color 13

Protect Sheet...

Hide

Select All Sheets

Figure 66 - Rename
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3. The tab will become selected. Type the new name for the tab.

4. Press the Enter key on the keyboard.

Accessibility Checker

Wt =l o s W R

L
]

Customer First Mame Last Name City

1 Ken Smith Acworth

2 Sharon Cook Kennesaw

3 Mike Bryant Marietta

4 Amanda Elliot Acworth

5 Susan Allen Kennesaw
Customer Information +

L1

Figure 67 - Customer Information

The accessibility checker will scan your spreadsheet to check for potential accessibility problems. The

following explains how to use this tool:

@ 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. The Backstage view will appear.
2. On the Info tab, click the Check for Issues button.

Export

Close

Account

Options

Info

Report Book

Deskiop

»

Protect
Workbook -

o
\I_

Checl for
Lesues~

Q
Manage
Versions =

Browser View
Opticns

Protect Workbook

Cantrol what types of changes pecple can make to this workbook
Inspect Workbook

Before publishing this file, be aware that it contains:

Document properties, printer path, author's name, related dates and absclute
path

Versions

@21 Today, 1106 AM [sutosave]

Browser View Options

Pick what users can see when this workbook is viewed on the Web,

Figure 68 - Check for Issues
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3. Additional options will appear. Click Check Accessibility.

& Inspect Document
&

or personal information.

Check the workbook for hidden properties

Ijh Check Accessibility
% Check the workbook for content that people
with disabilities might find difficult to read.

Check Compatibility

Check for features not supported by earlier

versions of Excel.

Figure 69 - Check Accessibility

4. Areport will be created for you containing a list of possible accessibility issues within your

spreadsheet. Click an item to receive additional information on the issue.

Additional Help

Accessibility Checker ~ *

Inspection Results

WARNINGS

< Default Sheet Names

Sheetl

Figure 70 - Accessibility

For additional help or installation issues, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff

e Phone: 470-578-6999
e Email: service@kennesaw.edu
e Website: http://uits.kennesaw.edu

KSU Service Desk for Students

e Phone: 470-578-3555
e Email: studenthelpdesk@kennesaw.edu
e Website: http://uits.kennesaw.edu
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