Creating Accessible Documents in 
Word 2007

Module 4: How to Make Accessible Tables
Tables: The Good and The Bad
With earlier versions of Microsoft Word, back before the Ice Age, there were a few of us who created entire document layouts with tables. Now we all know that this technique makes it nearly impossible for people who use assistive technologies to access our information. 

So, we don’t do that anymore –ever. Now, we determine how our documents look based on the templates and styles we use. Of course, tables are still part of our DNA; we still use them – just not as much as in the old days.

The bottom line: tables for layouts are bad, and tables for the presentation of data are usually good.

Thinking It Through (it’s a lot like planning, but less formal and without having to form a committee)
Let’s say you have decided to use a table and your intentions are honorable. Where do you start? Before you insert your table, it’s a good idea to know how many columns and rows you need. Remember to allow a row for the column header. 

The width of your columns should be given some consideration, so the table does not exceed the width of the page. 
Minding Your Table Manners – the do’s and don’ts of making an accessible table
· Do create your table by using the Insert Table tool. An option is to use the automated grid that appears when you click “Table.”

· Do give your table a title using the Insert Caption tool.

· Do identify the header row. This is accomplished by: 
1. First, selecting the top row, right clicking, then choosing Table Properties. 
2. Next, select the Row tab 
3. Finally, check the box labeled “Repeat as header row at the top of each page.”

· Do restrict the table to your page width: 
4. You will select the entire table, right click and choose Table Properties. 
5. Next, select the Row tab.

6. Finally, uncheck the box labeled “Allow rows to break across pages.” Be sure there are no marks inside the box.

· Do insert a Bookmark in the first cell (A1) of each table:
7. Place cursor inside first cell.

8. Then, from the Accessibility Tab, click Bookmark,

9. Enter a bookmark name, beginning with “Title” then some brief, descriptive text. However, there can be no spaces. Underscores and hyphens are acceptable. An example would be: Title_Salaries_2011
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And now, for the don’ts.
· Don’t create your table by using the Draw Table tool.

· Don’t create page layouts with tables.
· Don’t split cells.

· Don’t merge cells.

· Don’t control spacing in your table with blank rows and columns.

Remember, you can save or print the transcript from this module for future reference.
More information on making documents accessible can be found at Microsoft.com.

This concludes Module 4 of Creating Accessible Documents with Word 2007.
