
Script for Accessible Tables in Word and PowerPoint
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                    Intro bumper music plays as title slide with background showing the Pylons above War Memorial Chapel appears. Text reads as follows:

                    
                        	
                            Canvas Accessibility

                        

                        	
                            Tables 2 (Office)

                        

                        	
                            Rob Fentress

                        

                        	
                            Sr. Web Accessibility Solutions Designer

                        

                        	
                            Information Technology

                        

                        	
                            Technology-Enhanced Learning

                        

                        	
                            and Online Strategies

                        

                        	
                            Virginia Tech
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	The document, accessibility-non-examples.docx, is display in Microsoft Word.

                
                	
                    You must also specify table headers in Word and PowerPoint documents.
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	Select the cells that look like column headers in the table. 


	Then hover over the Bold button.


	Then hover over the Center Text button.


	Then click on the pseudo-heading Accessibility Non-Examples.






                
                	
                	
                    For instance, in this Word document, we see a table that looks like it has row and column headers.  However, just like in Canvas, I only indicated these were headers visually by applying styling to the cells.
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                    To make it so screen reader users can more easily understand and navigate through the table, we need to indicate programmatically that these are headers using the tools available in the application.
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                    Click on the pseudo-column header macOS.

                
                	
                	
                    To specify that I want the cells in the first row to serve as column headers, I put my cursor somewhere in the table,
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                	Click on the Table Design ribbon tab.

                
                	
                    

                
                	and under the Table Design ribbon that appears,

                
            

            
                	
                    07

                
                	
                    Tick the Header Row checkbox.


                
                	
                	
                    I tick the Header Row checkbox.
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                    Tick the First Column checkbox.


                
                	
                    


                
                	
                    To specify that I want the cells in the first column to serve as row headers, I just tick the First Column checkbox.
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                    Also, just as in Canvas, we can use an accessibility checker on our document to remind us to add those headers if we've forgotten.
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                    Press
                        CMD +
                        Ztwice.

                
                	
                    


                
                	
                    I'm going to undo the fixes I just made to the table so we can see how this works.
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                	Click the Reviewribbon tab.
                	
                	
                    If we look under the Review ribbon,
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                    Hover over the Check Accessibility button.
                
                	
                    


                
                	
                    we find the Check Accessibility button.
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                	Click the Check Accessibility button.
                	
                	
                    Clicking that button causes the Accessibility side panel to open up.
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                    Expand No headerrow.
                
                	
                    Table is outlined and VoiceOver output is displayed.

                
                	
                    In the Inspection Results, we see the error, No header row.
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                	Click Table under the error No header row.
                	
                	
                    Clicking the table listing under that highlights the first row of our table. 

It won't actually fix it for us like in Canvas, but if we scroll down in the side panel, we see an explanation of why the issue is important, along with instructions on how to fix it. 

Notice that it only told us to add the header row. It doesn't provide any guidance telling us to make the first column into row headers, so, if it is relevant for your table, you do have to remember to do that yourself.
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                	Scroll down in side panel until Steps to Fix is in view.
                	
                	
                    It won't actually fix it for us like in Canvas, but if we scroll down in the side panel, we see an explanation of why the issue is important, along with instructions on how to fix it.
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                	Hover over the error, No header row, in the Inspections Results.
                	
                	
                    Notice that it only told us to add the header row. It doesn't provide any guidance telling us to make the first column into row headers, so, if it is relevant for your table, you do have to remember to do that yourself
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                    The document, accessibility-non-example-no-vid.pptx, is displayed in Microsoft PowerPoint, with the second slide selected.

                
                	
                    Everything works pretty much the same in PowerPoint as it does in Word.
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                	Click the Review ribbon tab.
                	
                	
                    As we can see from this sample PowerPoint presentation, if we look under the Review Ribbon,
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                    Hover over the Check Accessibility button.

                
                	
                    


	we find the Check Accessibility button.
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                	Click the Check Accessibility button.
                	
                	
                    Clicking that shows us the problem with our table.
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                    Click the Table Designribbon tab.
                
                	
                    


	Just as with Word, looking under the Table Design ribbon,
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                	Tick the Header Rowcheckbox.
                	
                	
                    we can make the cells in our first row into column headers by ticking the Header Row checkbox,
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                    Tick the First Columncheckbox.
                
                	
                    


	and can make the cells in the first column function as row headers by ticking the First Column checkbox.
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                    I hope this video gave you some sense of the barriers folks might be presented with when encountering a poorly structured table, and that you now have a better sense of what you can do to ensure your learning materials are accessible.
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                    Outro bumper music plays as the following text is displayed on the screen:

                    
                        	
                            THANKS FOR WATCHING!

                        

                        	
                            Canvas Accessibility: Tables 2 (Office)

                        

                        	
                            Technology-Enhanced Learning

                        

                        	
                            and Online Strategies

                        

                        	
                            Virginia Tech

                        

                    

                
                	
            

        
    

