Microsoft Excel for Windows: A Guide to Creating Accessible Spreadsheets
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Microsoft Excel for Windows: Adding Alternative Text to Images
1. Right-click on image

2. Select Format Picture > Layout & Properties 

3. Select Alt Text
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4. Type in a description
  [image: ]

Microsoft Excel for Windows: Add Alternative Text to SmartArt graphics

1. Right-click a SmartArt graphic

2. Select Format Object > Shape Options > Layout & Properties

3. Select Alt Text
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4. Type a description
[image: ]
Microsoft Excel for Windows: Add Alternative Text to Shapes

1. Add alt text to shapes, including shapes within a SmartArt graphic

2. Right-click a shape, and then select Format Shape

3. In the right pane, select Layout & Properties, and then select Alt Text
[image: ]
4. Type a description
[image: C:\Users\mreinle\AppData\Local\Temp\SNAGHTML1bc9b0db.PNG]

Microsoft Excel for Windows: Add Alternative Text to Charts

1. Right-click a chart.

2. Select Format Chart Area > Chart Options > Layout & Properties

3. Select Alt Text
[image: ]
4. Type a description
  [image: C:\Users\mreinle\AppData\Local\Temp\SNAGHTML1be63092.PNG]
Microsoft Excel for Windows: Add Alternative Text to Tables

1. Right-click a table

2. Select Table Properties

3. Select the Alt Text tab

4. Type a description
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Microsoft Excel for Windows: Providing Unique Labs for All Sheet Tabs

1. Right-click on the worksheet tab
[image: C:\Users\mreinle\AppData\Local\Temp\SNAGHTML20f0d89.PNG]
2. Click Rename
[image: ]
3. Example of the changed name is below
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Microsoft Excel for Windows: Adding Hyperlink Text and ScreenTips

1. Select the text to which you want to add the hyperlink, and then right-click

2. Select Hyperlink 

3. Change the hyperlink text – the hyperlink text should be descriptive in nature

4. In the Address box, entire the website address for the hyperlink

Example of Hyperlink Text and Address
[image: ]


Microsoft Excel for Windows: Adding Headers to a New Table

1. Specify the header row you in the block of cells that you want to be made a table

2. Select the cells that you want to include in the table 

3. In the Insert tab, select Table

4. Select the My table has headers check box
[image: ]
5. Select Ok

6. Excel defaults the names to Column 1, Column 2, etc.

7. Type the new descriptive name for each column


Microsoft Excel for Windows: Using Headers in Existing Tables

1. Position the cursor anywhere on the table

2. On the Table Tools Design tab, in the Table Style Options group, select the Header Row check box
[image: C:\Users\mreinle\AppData\Local\Temp\SNAGHTMLbe036ec.PNG]
3. Type column headings




Microsoft Excel for Windows: Using the Accessibility Checker

Excel has a built in accessibility checker that can identify the most common accessibility issues. You will see accessibility errors, warnings, and tips on how to fix the errors. To start the Office Accessibility Checker in Excel, follow the steps below:

1. Go to the File tab on the ribbon

2. Select the Check for Issues button on from the Info menu

3. Choose the Check Accessibility option
[image: ]


Microsoft Excel for Windows: Using Color to Convey Meaning

Color often alone cannot convey the meaning, and especially if someone is color-blind or using assistive technology because the screen reader, does not know color. Ensuring that the text displays well is essential. 

1. Select your text and then select Home

2. Go to font color and select Automatic
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If color is necessary, make sure you use a Color Contrast Analyzer, a free app that lets you analyze colors and contrast. It displays the results immediately. 

Consider also adding shapes if you need to indicate a status of some sort, a checkmark symbol in green can be used to indicate, “Pass” and an uppercase X in red, can indicate, and “Fail”. You may want to use an asterisk (*) to show importance in a course as well. 
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