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OFFICE of HUMAMN RES0OURCES

SECTION 508 COMPLIANCE - GUIDELINES TO COMPLIANCE
WITH MICROSOFT OFFICE EXCEL 2007 DOCUMENTS

STEP 1 - IMAGES

To comply with 508 guidelines, a structured document must be created. Structured documents are properly formatted

documents that have a structure that Assistive Technology (AT) devices can readily access. Also images should be

labeled for those with visual disabilities. To add alternative text to images: '
SizerandiResition; JE

Size | Position | AltText

e Select the image that you want to add alt-text.
e Navigate to the Picture Tools ribbon, and select the Format tab directly alternative ot

be|ow it (|f not a|ready Se|ected)_ This is where the alternative text should be placed.|
e Select the Dropdown arrow from the Picture Size button, and then click

. oae .
the Show Size and Position dialog box.
Web browsers display alternative text while pictures are loading or
if they are missing. Web search engines use alternative text to

e Select the Alt Text Tab. el Vi o, A Text s uaed o s usrs
e OR

e Right click on the image and select Size and Position.

e Select the Alt Text Tag and enter in the alt text.

STEP 2 - TABLES
Properly create and label tables, including specified row and column headers.
With Excel 2007. To access the table feature, navigate to the Insert tab O d - = Present.
and then go to Tables group. Click the Table button and do the following: =/ Homie | mser: [BDesin Adimmatins !
¢ Inthe desired worksheet, select the range of cells that will contain i u 3R m [Pshapes - &
your table. Make sure that you click the checkbox “My table has Y B J 22\ smartArt
A A Table ||| Picture Clip Photo |
headers” to ensure that your table will have column headers if ! At AlBim =~ (il chart
not already defined. '
e Data in a table should be free of merged cells (Header/Titles are fine) Insert..
¢ Row and Column headers need to be properly named i
e Tables should be organized so that you read from left to right and top Delete
to bottom Rename
Creating a table this way makes it easy to analyze and manage related data. —
Creating a table this way makes it easy to sort, filter, and format data within a Move or Copy...
sheet but this does not make a table 508 compliant automatically. To convert a ':bJ View Code

table into a normal range of cells:
&)i Protect Sheet..

e Select the entire range of the table to enable the Design ribbon.
e Navigate to the design ribbon and then to the Tools group. Tab Color 4
e Click the Convert to Range button. Hide

Now the table is a regular range of cells and all formatting will remain intact.

Select All Sheets L
H | Shecor——ormeoco——orreoo——4

iﬂ
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[i‘r'—.i'—n'ﬂ-'ii'n.- FProperties Jm

STEP 3 - INDIVIDUAL WORKSHEET TITLES | =
Sublect: Sample Subject

Each individual worksheet should have an appropriate name. sutbor: heoragsonie
e Right-click the tab at the bottom of the worksheet > Select Rename e

Veywordss  samphe, section 508, 508, comphance]

Comiments:
Hyperink.
s
[#]5ave preview pxctur
(o)
STEP 4 - CHARTS/GRAPHS 1 Q\aerage Morning Calls Per WeeD
All charts/graphs must include a Title, Axis Labels, and Legend. ] "
This will give the reader an easier interpretation of the data/information. |
% 10 / ™
(4] B Monday
E ¢ I B Tussday
'E 5 O Wednezday
3 4 ; ==
i —:H ]
i - -10:00AM 11;0'0AM 1‘2:00PM 1:00 PM 2:00 PM
STEP 5 - DOCUMENT PROPERTIES CONTENT 1

Be sure to fill in the document properties to include information regarding the title, subject, author (use the organization
rather than individual), keywords, and language (found on the Custom tab). Click the Microsoft Office button, select

Prepare, and then click Properties. In the Document Information Panel, click the arrow next to the Document Properties
and select Advanced Properties.

{ﬁ do-0= Presentationl - Micrc
: Prepare the decument for distribution
ew
_| % Propertics
| View and eait presentation properties,
DOpen such as Title, Author, and Keywords

x (7 7] Encrypt Document
H- Save s b | | U increase the secuity of the presentation

" by adding encryption

restricting their #

ab
27| Prgpare # % Add a Digital Signature
Erisure the integrity of the presentation by
- adding an ble digital signature
_zj Send ¥
- B, Mark as Final
Let readers know the presentation is fina
¥ Pyublisn and make it read-onky.
=i

%’) Run Compatibility Checker

<
g | Check for features not supparted by
earhier verso P Poind

23 PowerPoint Options || X Exit PowerPoint
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