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Purpose 
Making documents accessible for visually impaired and blind users requires authors develop 

content with alt-text, descriptions of visuals, appropriately labeled hyperlinks, and specific 

document formatting. Many don’t realize that Microsoft Office includes a function to identify 

accessibility problems within a document and also provide instructions on how to resolve these 

problems. Other software, such as Adobe Professional, also have accessibility checkers. Since 

Microsoft Word is a tool that most general computer users are familiar with and it provides a 

structured method to evaluate documents for accessibility, it’s important for content creators 

to be aware of this potential functionality. This usability test will evaluate new training 

materials that guides users in assessing a document for accessibility issues and repairing them 

through comparing the satisfaction and performance of participants using both a checklist and 

the Accessibility Checker.  

Objectives 
This test will collect data on the rate of successful completion of tasks after a short instructional 

tutorial that familiarizes users with the Microsoft Word Accessibility Checker. Through 

observing users and soliciting feedback, we will evaluate two aspects of the process: 

1. The effect of Accessibility Checker on accessible document creation, as well as 

identifying whether the accessibility checker is necessary or if a checklist provides 

similar results (Quantitative assessment of success rates and time to completion). 

2. Short participant feedback through a post-test interview about a short instructional 

tutorial that provides a brief background on accessibility as well as instructions for the 

accessibility checker or checklist. 

Comparing the results between the accessibility checker, checklist, and tutorial will guide 

development of user guides, workshops, and tutorials for the other Microsoft Office suite 

software product. 

Users will participate in a 1-hour long study: 10 minutes of overview and training, 40 minutes of 

task completion and think-aloud, and concluding with a 10-minute exit interview and 
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questionnaire. This study focuses on how effective the tutorial provided is at explaining the 

context of accessibility and the best practices for completing a series of short tasks. The post-

test questionnaire will solicit qualitative feedback on both the tutorial and the ease of use for 

Microsoft Word’s Accessibility Checker vs the Checklist. Users will be asked to perform the 

same tasks for two documents using the accessibility checker and the checklist to compare 

satisfaction and performance.  

Research Questions 
Investigating the following research questions regarding the usability of two accessible 

document assessments will allow us to develop a more comprehensive assessment of Microsoft 

Office Accessibility Checker tools as well as target tutorials and instructional design to support it 

at NC State. 

1. How satisfied are users with the existing Microsoft Word documentation when using the 

accessibility checker? How does this satisfaction compare with using a checklist? 

 

2. What features are “Missing” from the accessibility checker? What about the checklist? 

 

3. How quickly do users correct accessibility issues in documents using the accessibility 

checker? The checklist? 

 

4. How easy to use do participants rate the accessibility checker? The checklist? 

 

5. How quickly can users repair inaccessible content by using a checklist or accessibility 

checker? 

 

6. How satisfied are users with the explanations and instructions provided in the tutorial 

and documentation? 

 

7. Does the order of working with a checklist first or accessibility checker first impact the 

following test? 

 

8. At the end of the test, do users have a different opinion about accessible document 

creation? Do they understand why and how accessible documents should be a 

consideration? 

These questions will provide both qualitative and quantitative data for analysis. 
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Quantitative Data 
1. Satisfaction ratings of the tools (checklist v accessibility checker) 

 

2. Satisfaction ratings of the tutorial and instructions 

 

3. Time spent on each task 

Qualitative Data 
1. Baseline survey to establish familiarity with the tool 

 

2. Think-aloud recordings 

 

3. Exit interview to provide opinions of the experience, tools, and tutorial. Also to identify 

any change in attitude or belief from having created an accessible document. 

Methodology 

Experimental Design 
This study will provide a randomized comparison of task completion between participants using 

an accessibility checker and a checklist. This is a pilot study, and intends to troubleshoot the 

testing materials and research approach before conducting a large scale usability test involving 

more participants. Because there are two variables being analyzed, in order to prevent 

pseudoreplication, more participants should be recruited than the 4 required for this protocol.  

  

This study will record measurements of the amount of time it takes for participants to complete 

a task depending on whether they have been given a checklist or are using the Microsoft Word 

accessibility checker. 

 Accessibility Checker Checklist 

Document 1 A B 

Document 2 C D 

Test Combinations AD, AC, BC, BD 

Table 1 Variable Identification showing groups A-D associated with a document and tool type for usability testing. 
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Within Participant and Comparative Study 

Due to size constraints, the study will be considered a within participant study, where the 

performance of each task is compared between documents (i.e. “How much faster did the 

participant edit hyperlinks when using the accessibility checker than the checklist?”). 

Tasks 
Each participant will be given two documents with instruction to complete the following tasks: 

Task 1: Complete a short, introductory tutorial to become familiar with document accessibility 

and how documents are made accessible through content editing and formatting. 

Task 2: Identify document accessibility issues through evaluating a document using a checklist 

or using the Microsoft Word Accessibility Checker. 

Task 3: Locate relevant help documentation in Microsoft Word to resolve accessibility issues. 

Task 4: Edit document hyperlinks, alt-text, and headers to create a document that is screen 

reader compatible. 

Documents 1 & 2 
Both documents will be a one-page flyer with the same category of accessibility errors that users will 

need to identify and correct using the accessibility checker or checklist. These  

Objectives to Complete 

• Label an image with alt text 

• Descriptive hyperlinks  

• Edit text to include headers 

Location and Setup 
The test will be administered in the Tompkins Computer Lab at North Carolina State University 

in Raleigh, NC. All computers have the required software, Microsoft Word 2013 and Google 

Chrome, to access the tutorial materials, Microsoft Word, Camtasia and instructions for the 

test. These computers also have the capability to record the screens and microphone of the 

users, for the think-aloud portions.  
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Participants and Selection 
All four participants will be selected using convenience sampling. The only requirements for 

selection is that participants 

1. Consider themselves familiar with Microsoft Word 

2. Have not used the Accessibility Checker in Microsoft Word 

Since ultimately this test will be used to inform instruction for NC State University students and 

employees on document usability, we need a participant base that is diverse, yet unexposed to 

accessibility tools in order to identify problems in existing documentation for naïve users. 

Training 

Participants will have a brief training/ tutorial to be exposed to assistive technology and its 

relationship with documentation and text documents. The tutorial will also explain best 

practices to accomplish the tasks they will later be asked to complete.   

Test Administration 

Session Length 
Pre Test Welcome, Questionnaire, and Tutorial: 15 Minutes 

Task Administration: 30 Minutes 

Post-Test Questionnaire: 15 Minutes 

Pre-Test (15 Minutes) 

The moderator will welcome the participant and ask that they sign all consent forms before 

initiating the test. After obtaining consent, the moderator will administer a short pre-test 

questionnaire to document participant background. The user will then complete the 

Accessibility tutorial. After the tutorial, the moderator will show the user how the 

screencapture works and ask the user to speak into the microphone for a quick test of the 

think-aloud equipment.  

Tutorial  

The tutorial will last approximately 5 minutes and introduce accessibility and assistive 

technology by demonstrating a screen reader reading a web site (YouTube video). The tutorial 

will then show what alt-text, hyperlinks, and headings are and how screen readers use them to 
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navigate through a document. This segment will also describe good and bad versions of alt text, 

hyperlinks, and headings.  

Think Aloud and Tasks (30 minutes) 

The order of document (1 or 2) and accessibility checking (Word Accessibility Checker or 

Checklist) will be paired to ensure that no two users completes the same combination in the 

same order.  

Scenario 1: Checklist (15 Minutes) 

You are creating an informational flyer to be emailed to your department about an upcoming 

event. You know that a colleague uses a screen-reader, and want to be sure that they will be 

able to use the flyer you make. The department, in an effort to encourage all employees to 

make accessible documentation, has issued a checklist to follow before sending departmental 

emails. This checklist describes what document elements to check and format in order to make 

an accessible document. 

You will use the document checklist to identify inaccessible elements in your flyer and to add 

the necessary features to make the flyer screen-reader friendly. 

Scenario 2: Accessibility Checker (15 Minutes)  

The university has strict guidelines on document accessibility for materials posted online. The 

department is hosting an event that is open to the public and before you can post the flyer 

online, you need to ensure that Microsoft Word’s Accessibility Checker reports no errors in the 

document.  

You will use the Accessibility Checker to identify and resolve any screen reader problems.  
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Task List 

Task number Description Required to perform Success criteria Maximum 
time  

Task 1 Complete 
accessibility 
tutorial 

Watch short 
introductory video  

Watches complete 
tutorial video. 

5 min 

Task 2 Identify 
inaccessible 
content 
elements. 

Checklist- Ensure 
hyperlinks work, identify 
poorly described 
hyperlinks (e.g. “Click 
Here”), identify headers 
that are not classed as 
“headers,” and add alt-
text. 
 
Accessibility Checker- 
Run accessibility 
checker. 

Checklist- Identifies 
the three inaccessible 
content elements (1 
hyperlink description, 1 
alt-text image, and 1 
header change) 

 

Accessibility Checker- 
Opens accessibility 
checker, identifies the 
three inaccessible 
content elements (1 
hyperlink description, 1 
alt-text image, and 1 
header change). 

Checklist- 8 
Min 

 

 

 

 

 

 

 

Accessibility 
Checker- 2 
min 

Task 3 Locate 
relevant help 
documentation 
in Microsoft 
Word. 

Follows test 
administration 
directions to navigate to 
Microsoft Word 
Accessibility Help.  

Retrieve the relevant 
information sections to 
resolve problem: Edit 
hyperlink and screen 
tip text; Use built in 
headers; and add Alt-
text. 

Checklist: 2 
min 

 

Accessibility 
Checker: 2 
min 

Task 4 Resolve 
inaccessible 
content 
problems. 

1) Change ‘Click 
Here’ hyperlink 
text to a page 
description. 

2) Changes header 
text from 
normal text to 
header text. 

3) Adds alt-text to 
the image. 

Successfully recognizes 
when inaccessible 
content has been 
correctly changed to 
be accessible.  

 

Accessibility Checker 
displays no remaining 
issues. 

Checklist: 8 
min 

 

 

Accessibility 
Checker: 8 
min 

 

Post-Test Interview (15 Minutes) 

The post-test interview will consist of 5 minutes of asking users to retrospectively describe their 

performance and preference. They will then complete the 
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Evaluation Methods 

Data Collection and Analysis 

Ultimately, this study hopes to optimize the protocol so that in future a full study can collect 

sufficient data for a more powerful, between-subject usability analysis. For that study, a linear 

regression will be performed on the quantitative data collected to identify whether order of 

task should be considered in determining significance.  

Qualitative Data Collection 
Qualitative data will be gathered throughout the session. 

• Pre-Test: Observed comments about the tutorial 

• Test: Think-aloud comments 

• Post-Test: Exit interview and comment request 

Quantitative Data Collection 
Quantitative data will also be collected for analysis. This is a comparative study, so the difference 

between pre and post-test questionnaires and the difference between time to completion of tasks 

between checklist and accessibility checker. 

• Pre-Test & Post-Test: Pre-test questionnaire about accessibility check preferences 

• Test: Time to task completion measurements. 

Test Equipment and Environment 
The test will be administered in a quiet room in either Tompkins Hall or DH Hill Library 

depending on the participant’s convenience.  

• Computer equipped with a microphone (for data collection), mouse, and keyboard 

• Camtasia installed (data collection) 

• Audacity installed (data collection) 

• Microsoft Word installed (Test Administration) 

The testing environment may have microphones, but it will likely need to be brought in with the 

test administrator and moderator. 
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