Creating Accessible Excel Spreadsheets

Add alternative text to tables and charts
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Give each tab a unigue name
Give each tab within a workbook a unique name and delete any unused tabs.
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Include meaningful hyperlink text

Assistive technologies like screen readers don’t always know how to process hyperlinks, but adding
meaningful text versus simply the web address can help.

(2 i

=] [ senove s |

Bookmark...

=

X o Change the text to display to
u- - - . .
By C descriptive information of the
- _Cp:‘ . . .
= Paste Options: hyperlink destination.
e
O Edit Hyperlink
Paste Special...
Link to: Text to display: | University of Evansville website
,G) Smart Lockup ——
N R Look in: | My Documents IZ| D
Existing File
Right click on ar Web Page | Accessibility A
Current Adobe |—|
i Folder ‘ —
hyperlinked ' Articles
Place in This - -
web address e — Browsed , Camtasia St.LIdID
and select Edit " Pages | Custom Office Templates
4 . Distance Steering Committee
Hyperlink. . Create New A | Essentials of Online Course Design Examples
Document Files . Greek Certificate
¥ Insert Comrlent | Leadership
Format Cellsl.. @ Address: http:/fwww. evansville.edu/
- E-mail
Pick From Djop-down List... Address [ -
Define Mam=...

) Edit Hyperlink...
Open Hyperlink

% Remove Hyperlink

Use simple tables with labeled headers

Avoid using nested tables or merged/split cells when possible. Select Header Row to designate table
headers.
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Other tips for accessibility:

Click any cell in the table
and click on the Table
Design Tab. Check the
box beside Header Row.

e Avoid blank cells, rows, and columns when possible

e Add alternative text for any images
e Use appropriate color contrast

For additional help with Excel accessibility contact Leslie Barton: |b261@evansville.edu
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