Creating Accessible Documents in Word 2007
Module 5: How To Make Figures Accessible

Including photos, drawings, charts, graphs and other images in our documents can add value to our communications. But, much like providing structure with heading styles or identifying the header rows of our tables, we need to give our figures descriptive text for them to be accessible. This is alternative text, commonly referred to as alt text.
How do I add alt text?

If your document originated in Word 2007, the process is not difficult, but it’s not very intuitive, either.

Begin by right-clicking on the image. Choose Size on the shortcut menu. The Size dialog box will open. Then, click the Alt Text tab. The file name of the image will be in the Alt Text area – this must be deleted. Then, add a short description of the image.

If the document originated in Word 2003, it will be in the ‘Compatibility Mode’ and the process will be different. Right-click on the image and choose Format Picture. Click  the Alt Tex tab and add your short description of the image.
Is a picture really worth a thousand words?

In some cases a thousand words may not convey the same meaning as looking at a picture.  Alt Text for meaningful images is expected to be concise – very brief. 

However, if an image is just there for decorative purposes and does not add value to the text, a space surrounded by quotes (“ “) lets the screen reader user know that the alt text was not forgotten and allows them to move on without spending much time.
Would a caption be helpful?
Yes! Alt text is only valuable to a person using a screen reader. Captions, on the other hand, are visible to everyone. Even if the document is printed, captions are still there to give some insight about the figure. We recommend their use.
Is there anything else?

Making figures accessible is really very easy. Just add a concise description of the image for meaningful images and a null value (“ “) for images that you have inserted for decorative purposes. Remembering to do it can be the most difficult part. So, we recommend using a checklist for all your documents.

This concludes our module on How To Make Figures Accessible.
