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Factsheet 2: Optimise digital text to make it easier to
read

Microsoft Word (Office 365)

Change Font Settings

Font
Use a ‘Sans Serif’ font such as Arial.
e Select text in your document.
Font: Fant style: 5 ‘ s (3
= o] 1 e Hold down the ‘CtrlI’ key and press ‘D’ for
ngsana New -~ m L) H
e | font settings (see below).
o — | (- e Change font settings.
g e g e » Click ‘OK' to confirm.
Efl;d;tm_cethmugn D Small caps
[[] pouble strikethrough ] Al caps
[ superscript [ Hidden
[ subscript
Preview
Avrial
This is a TrueType font. This font will be used on both printer and screen.
Set As Default | ‘Textgffects‘.. [ o ] | Cancel

Change paragraph and line spacing
= dSpacing || Line and Page Breaks - Changing the ‘paragraph’ settings such as line
spacing can aid with access and reading.

Alignment: Left

Qutline level: | Body Text Collapsed by default
e Select text in your document.
Indentation . .
vEeE]  specat - e Open the ‘Paragraph’ settings dialogue box
Right: 0 cm E‘ Hanging U.Eicmki‘

[ Mirror indents

[<]

Note: There is no keyboard shortcut for this,

- you must click the little down arrow in the
s opt 5] [1sines —H bottom right hand corner of the Paragraph

Don't add spage between paragraphs of the same style

section of the ribbon — (red arrow below).

Preview
S ———— e Change paragraph settings.
o e Click ‘OK’ to confirm.
Tas.. | | setasperar | [ ok || cance |
File Home Insert Design Layout References Mailings Review Vier
ﬁﬁf’; Arial -2 <A A Aa- B == == 20"
e g | BT U-bx ¥ A-2-A- E=E==15 &-H-
Clipboard Font [P Paragraph P



Get Tech Ready...Get Tech GO!

s% Technology workshops with DDS : : h%?ESB'OL.TAN

See the DDS website for more information v UNIVERSITY

Use page zoom

Increase zoom settings to make text easier to read.
e Drag the zoom control left and right to adjust page zoom. The zoom control
can be found in the bottom right hand corner of the MS Word application

window (red arrow).

E Bs - 1 + 100%
Review Developer He o Alternatively, select the ‘View’ tab at the top
of the MS Word application window to adjust
Q D [E] One Page settings.
I EE Multiple Pages
foom 100%
4__,PageWidth
Zoam
I 40 5 G o For cFog 0 9

Use ‘Read Mode’

‘Read Mode’ enables you to read onscreen documents like a book, and change

display settings.
¢ Select the ‘View’ tab at the top of the MS Word application window (red
arrow).
e Select ‘Read Mode’ (green arrow). l
File Home Insert Design Layout References Mailings Review View Developer
- . .Dutlme I Ruler Q\ [Z] One Page
=t =l Draft <P |§| = | [ Gridlines il 5 -Multlple Pages
Read = Prnnt  Web Learning | Vertical Side - Zoom 100%
Mode Layout Layout Tools to Side ] Navigation Pane R Page Width

I Views Immersive | Page Movement Show Zoom
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File Tools View Get Tech Go - Example Text

Perhaps it was this - perhaps it was the look of the island,
with its grey, melancholy woods, and wild stone spires,
and the surf that we could both see and hear foaming and
thundering on the steep beach - at least, although the sun
shone bright and hot, and the shore birds were fishing
and crying all around us, and you would have thought an-
yone would have been glad to get to land after being so
long at sea, my heart sank, as the saying is, into my
boots; and from the first look onward, | hated the very

thought of Treasure Island.

We had a dreary morning’s work before us, for there was
no sign of any wind, and the boats had to be got out and
manned, and the ship warped three or four miles round

the corner of the island and up the narrow passage to the

Screens 34 of 5 2

haven behind Skeleton Island. | volunteered for one of the
boats, where | had, of course, no business. The heat was
sweltering, and the men grumbled fiercely over their work.
Anderson was in command of my boat, and instead of
keeping the crew in order, he grumbled as loud as the

worst.

‘Well," he said with an oath, ‘it's not forever.’

| thought this was a very bad sign, for up to that day the
men had gone briskly and willingly about their business;

but the very sight of the island had relaxed the cords of

discipline.

B = B -1 + 138%

e Adjust the text size using the zoom control in the bottom left hand corner of

the screen (green arrow above).

e Navigate forward and backward through your document using the arrow keys
at the side of the page (red arrow above).
e Press the ‘Esc’ key to exit ‘Read Mode’

Adjust display settings in ‘Read Mode’

File Tools View

[2’ Edit Document
ﬁ Navigation Pane

Get Tech Go - Exan

bep beach - at least, although the sun

| and the shore birds were fishing and

and you would have thought anyone
B | {0 get to land after being so long at

' EE] none

*£L Syllables Inverse

P Text Spacing

1
A’) Read Aloud

manned, and the ship warped three or four miles round the

ITrj
DD ' Sepia
A-Z
AZ

g is, into my boots; and
the very thought of

ning’s work before us, for there was

and the boats had to be got out and

¢ Inverting the screen colours can help reduce glare from the screen.
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Adobe Reader (PDF reader software)

Use the ‘Zoom’ tool to increase or decrease text size.

e Click ‘“+’ or *-* on the toolbar at the top of the page (red arrow).

Home  Tools Example Short Text .. X

w ® B8 R Q @ 12 M MO @ wm- R T B L&

Adjust text and background colours

e Open the ‘Edit’ menu and select ‘Preferences’ (red arrow below).

File View Window Help

Hg
e Select ‘Accessibility’ (green arrow).
e Choose your settings - a black background
o with white text can help reduce screen glare
H Paste Ctrl+V (ye"O\‘N ar;rOWS).
@ e Click ‘OK.
Select All Ctrl+A
Deselect All Shift+Ctrl+A Categories: Document Colors Options
Commenting ~ Replace Decument Colors
Copy File to Clipboard EUDIT;::::S () Use Windows Color Scheme
:@‘I Take a Snapshot E:;:E:sp\ay (0 Use High-Contrast colors High-contrast color combination; | Green text on black
-------- ® Custom Color: Page Background: |l Document Text [
3D & Multimedia
Check Spelling 3 Accessibility [ Only change the color of black text or line art.
A  Online Services Changathecolor of line art as well as text.
Ei Accounts
1
Q_ Find Ctrl+F
Advanced Search Shift+Ctrl+F
Protection .4
— ' Example (below): White text on a black background
Manage Tools
“ Preferences... Ctrl+K The appearance of the island when | came on deck next momi

changed. Although the breeze had now utterly ceased, we had

way during the night and were now lying becalmed about half

east of the low eastern coast. Grey-coloured woods covered a

surface. This even tint was indeed broken up by streaks of yell
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Windows Ease of Access controls

Windows Ease of Access facility provides a range of tools to aid with access to the
Windows operating system.

Open Windows Ease of Access centre.

e Type ‘Ease of Access’ into the search box next to the Windows Start Button,
then press enter.

H L Type here to search

¢ Alternatively, hold down the Windows Key and press ‘U’.

Adjust Ease of Access settings to optimise your access to the computer
environment.

Text size and app size.
t Home D|5p|ay

| |:i":i a setting L Make your display easier to see.

Ease of Access

Make text bigger

Vision Sample text
: Drag the slider until the sample text is easy to read, then click Apply
LI Display — A ' A
B Cursor & pointer Apply
@, Magnifier
Color filters Make everything bigger

i Change the size of apps and text on the main display
- High contrast

| 100% (Recommended) ~
& Narrator Change the size of apps and text on other displays
Change the size and color of your cursor and mouse pointer
Hearing
4  Audio Make everything brighter
Closed captions Change the brightness of your built-in display

- A A7 %
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Adjust the cursor and pointer size and appearance.
@ Home Cursor & pointer

| Find a setting e Make pointer, cursor, and touch feedback easier to see.

Ease of Access
Change pointer size and color

i Change pointer size
Vision

' >
J Display %

Change pointer color

by Cursor & pointer <= “ e
v

N h N
@, Magnifier
Soomib Make the cursor easier to see when typing
%% High contrast Change cursor thickness

bc

[ Narrator . '

Change onscreen colours.

r Home COlor ﬁ|ter5

Ease of Access

Use color filters

Vision -
; Turn on color filters

Display m On
O

bl Cursor & pointer
@ Magnifier
Select a color filter to see elements on the screen better

olor filters
@ Inverted (reverse colors on

- High contrast
O Grayscale
[ Narrator
O Grayscale inverted

e Or select orblindness filter to make the nine colc
7 stinct.

99 Audio O Red-green (green weak, deuteranopia)

Closed captions O Red-green (red weak, protanopia)
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Use high contrast settings.

Find a setting

Ease of Access

Vision

3 Display

Cursor & pointer

. Magnifier

Color filters

o= High contrast

< Narrator

Hearing

49  Audio

High contrast

Make text and apps easier to see by using more distinct colors.

Use high contrast

Turn on high contrast

@ on

Press left Alt + left Shift + Print Screen to turn high contrast on and
off.

Choose a theme

High Contrast Black v

Select a colored rectangle to customize high contrast colors

Text

Hyperlinks

There are many settings that can be altered within the Windows Ease of Access

facility.

Remember, all the strategies noted above aim to make text easier to read by
adjusting text and display appearance. Some may work for you and some may not.
Find the strategies that work best for you to make reading more comfortable.
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