Accessibility Features on Microsoft Windows

Accessibility Features

In this guide are some easy-to-use features that make the PC more accessible to everyone.’
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Accessibility Settings

In Windows 11 you can find all of the accessibility settings grouped together in the Settings panel:

< Settings
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Text size that appears throughout Windows and your apps
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Interaction

In this guide we will look at some of these options in a bit more detail so that you know how to
customise Windows 11 for your needs.




Vision
Adjust size

e To adjust the size of text, apps, and other items, select the Start button, then select Settings >
Accessibility > Text size and choose the appearance that you prefer for text.

e Andto scale everything up, select the Start button and then Settings > System > Display

Accessibility > Text size

Text size preview
Find a setting

The size of these words will change as you adjust the slider. Changes you

make here will apply to most of the text on your device.
M system
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Display
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Gaming = Monitors, brightness, night light, display profile
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Privacy & security Related support

< Windows Update 8D Help with Text size

Making text larger on screen

Customise mouse and cursor size

e Make your mouse more visible by changing the colour and size of the mouse pointer. Select
the Start button, then select Settings > Accessibility > Mouse Pointer, and choose your
preference.

& Settings

Accessibility > Mouse pointer and touch

Mouse pointer

CD Mouse pointer style
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e By adding pointer trails you can see where the mouse is moving on the screen. Select the Start
button, then select Settings > Bluetooth & devices > Mouse > Additional mouse settings. In the
Mouse Properties window, select the Pointer Options tab, and then Display pointer trails.

& Settings

Bluetooth & devices > Mouse
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Magnify your screen

Magnifier enlarges part or all of your screen so you can see words and images better. To access
specific Magnifier options select Settings > Accessibility > Magnifier

e To open Magnifier quickly, press the Windows logo key + Plus sign (+).

o  When Magnifier is open, use Windows logo key + Plus sign(+) or Windows logo key + Minus
sign(-) to zoom in or out. To close Magnifier, press Windows logo key + Esc.

|

— = 0% Views-

L] | ] Mare Vegetables Pleaze +
i L

& =2 0O @ marevegetablesplzase.comy
Pizza Dough Napoletana

ugar together in a large bowl and

Stir warm water (just above rc
then let stand until the yeast i

Stir in bread flour (or other hic
flour and salt until the dough ™
be slightly more wet than nor




Apply colour filters

Make photos, text, and colours easier to see by applying a colour filter to your screen. Colour filters
change the colour palette on the screen and can help you distinguish between things that differ only
by colour.

e To apply colour filters, select the Start button, then select Settings > Accessibility > Colour
filters, and choose the options that work best for you.
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e To turn on and turn off your colour filters quickly, select the Start button, then select Settings
> Accessibility > Colour filters, and select Allow the shortcut key to toggle filter on or off.
Then press the Windows logo key + Ctrl + C.

< Settings

Accessibility > Colour filters

Use a colour filter to make colours on your screen easier to see and differentiate.

Find a setting
Colour filter preview

B System
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Network & internet
Personalisation
Apps
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Accessibility
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Windows Update
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Keyboard shortcut for colour filters
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Windows Screen Tint

Microsoft have a free app called ColorVeil that will tint your screen to a colour and opacity that suits
you for your Windows PC. To download go to Colorveil download

‘tec Blog Support Company

ColorVeil: Reduce eye strain, help
with Dyslexia and Visual Stress

* A screen color filter over any application you are using

* Helps users with Dyslexia and Scotopic Sensitivity Syndrome
* Reduce eye strain along with screen brightness

* Easily customize the color and opacity of the filter

* Match the prescription from the optometrist

Download Free!

e Click on Download and follow the instructions, we recommend ColourVeil Portable as there
is no installation required, just extract the zip files and double-click on ColorVeil.exe

e You will then be notfied that the colorveil icon will be in the start bar of your pc. Click the left
mouse button on the icon to turn your colorveil on/off.

Install ColorVeil o=

Version 3.0.2.152. Only 113KB. Runs on any PG, Laptop of tablet with
Vista, or XP*, The Installer program will copy the program on your PC,
entry, and set up an uninstaller

Download EXE

B " Welcome to Colorvel

The

Left-chck to toggle the veil right-cick to open Settings.

2 Show this screen at startup.

Download ColorVeil Portable

Version 3.0.2.152. Only 36KB. Runs on any PC, laptop or tablet with Windows 10, 8, 7, Vista
or XP*. No installation Is required. Just download and unpack the ZIP archive

Download ZIP

The right mouse button will open the colorveil settings.

B ColorVeil Settings
Appearance  General About Turn off veil
Pick a color, or type a color code or name: Quit ColorVeil
purple

Pick...

Opacity: 70%

e To selectanew colour, type a colour name into the box or use the Pick button and select
from the colour chart. Set the opacity to your preference and close the box.

Use Narrator for navigation

Narrator is the built-in screen reader in Windows that reads aloud what’s on your screen so you can
use that information to navigate your PC.

e To start or stop Narrator, press the Windows logo key + Ctrl + Enter.

e Microsoft also provide a Complete Guide to Narrator online



https://www.aurelitec.com/colorveil/windows/
https://support.microsoft.com/en-gb/windows/complete-guide-to-narrator-e4397a0d-ef4f-b386-d8ae-c172f109bdb1#WindowsVersion=Windows_11&ID0EBD=Windows_11&windowsversion=windows_11

Hearing

Hear all sounds in one channel

Windows lets you convert stereo sound into a single channel so you can hear everything, even if you’re
using just one headphone.

e Select the Start button, then select Settings > Accessibility > Audio, and then switch on the
toggle under Turn on mono audio.

Display audio alerts visually

If you have trouble hearing audio alerts, you can have your PC display them visually.
e Select the Start button, then select Settings > Accessibility > Audio.

e Under Flash My Screen, choose how you want audio alerts displayed. You can choose to have
the entire screen flash when a notification arrives, instead of relying on sound alone.

Captions

Windows lets you customize things like the colour, size, and background of closed captions.

e Select the Start button, then select Settings > Accessibility > Captions, and then choose
how you want captions to be displayed.

Neurodiversity

Windows offers lots of ways to minimize distractions so it’s easier to focus on tasks, and other helpful
tools to support neurodiversity.

Don't be so animated

You can minimize visual distractions by turning off animations, background images, and more. Follow
below steps to minimize visual distractions:

e Select Start > Settings > Accessibility > Visual effects.

e To minimize distractions, adjust one or more of the following settings:
o  Toautomatically hide the scrollbars in Windows, turn off the Always show scrollbars
toggle.
o To make window backgrounds more opaque, turn off the Transparency effects toggle.
o Ifyoudon't want Windows to show animations, turn off the Animation effects toggle.

o Todefine how long notifications are shown, expand the Dismiss notifications after this
amount of time dropdown menu and select the option you want.

Clean up taskbar clutter
Choose which icons appear on the taskbar and reduce the number of items in view.

e Select the Start button, then select Settings > Personalization > Taskbar, and then, under
Notification area, choose Select which icons appear on the taskbar.




Quiet down those notifications
Focus lets you to set rules that help you avoid distractions.

e Select Start > Settings > System > Focus

Read with fewer distractions

For a clean and simple layout, use Immersive Reader in the Microsoft Edge browser address bar to
bring whatever you’re reading front and centre.

Open the web page you want to read in Microsoft Edge, select the text you want to read, right-click,
and select Open selection in Immersive Reader.

The page will open in a simplified layout. To customize the page display, use the options on the toolbar
at the top of the page. For example, under Text preferences you can modify the background colour
using themes or change the font.

To exit the Immersive Reader, select the Exit Immersive Reader icon on the address bar or press the
Function key+F9.

Reading Ruler -Chrome Extension

Another option to help with focusing on reading work would be the Chrome extension for a Reading
Ruler.

e Please goto Chrome webstore to install, Chrome extensions can now be added to the
Microsoft Edge browser too.

e Select Add to Chrome.

& chrome web store o
ho > Extonsions > Reading Rulor * @ ¢ E
100al
= Reading Ruler Add to Chrome. Reading Ruler has been added to
= Offered by: Denison Lin: Chrome
*k ok & 46 | Productivity | & Use this extension by clicking on this icon.
Manage your extensions by clicking Extensions in the
Tools menu.
R Sup

e Once installed the reading ruler will appear at the end of your browser toolbar.

e This extension produces a yellow highlight over text within a webpage and can help to keep
focus when reading.

e This extension can be used with any operating system that has the Chrome browser
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Dictation

e The Home tab in Word has a Dictate function at the end of the toolbar.

LOFind ~

: Replace

Create and Share Request Dictate Editor | Add-ins
[} Select v Adobe PDF  Signatures v

Editing Adobe Acrobat Voice Editor Add-ins

e Formore information and some useful commands please go to Microsoft's page on using
voice typing to talk instead of type on your PC. This function is available for all users who
have Microsoft Word installed on their device.

e Orifyou have the Claro Chrome/Edge extension installed in your browser you can sign into
your own Claro Cloud account to access the other applications available. Please see our
guide Claro Extension or contact atech@abdn.ac.uk for more information.

Textto Speech

Windows Read Aloud and Immersive Reader

e |fyou have a Windows PC Microsoft Word has a text to speech function called Read Aloud
found under the review tab.

Layout References Mailings
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ccessibility W < Comment
Accessibility Language Comment

Read Aloud (Alt+Ctrl+Space) »m home can be challenging e
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each word as it's read.

Tave +A Chhanrh

e \Word also has an Immersive Reader found under Immersive in the view tab. The immersive
reader can help to improve your reading and editing skills.

Draw Design Layout References Mailings Review View
e IE Ruler O\ 0
) ——y
o <]> : ; Gridlines EE N~
Focus Immersive | [Vertical| Side Zoom 100% —
Reader lto Side Navigation Pane e Pi

Page Movement Show Zoom

e Thelmmersive Reader once selected produces its own function toolbar in Word.

File Home Insert Draw Design Layout References Mailings Review View Help RCM Immersive Reader

T =2 82| Az )

Column Page Line Text |Syllables Read Close Immersive
Width ¥ Color ¥ Focus v [Spacing| Aloud Reader
Immersive Reader Close

e These options can provide features such as the text spacing or changing the page colour.
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Word has an Immersive Reader panel, which
allows you to change the background colour

and adjust the text spacing. ‘

e Theline focus can be set for a single line or more to cover a paragraph. This can be controlled
using the mouse or the keyboard arrow keys.

Word has an Immersive Reader panel, which

e There may be more functions available depending on your version of Word and if it is up to
date.

For using online, the new Edge browser has a Read Aloud function, the Edge browser should
be present on all Windows PC’s and devices or for download please go to Microsoft Edge
download

e To hear the text being read aloud just right-click (or press and hold) anywhere on the page and
select Read aloud. Read aloud will begin automatically reading at the word you selected.
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Adobe Reader

e Adobe Acrobat Reader DC is a free piece of software that has a Read Aloud function. ltis
compatible with all operating systems. To download go to Adobe

Acrobat Reader DC Get Started

How to download & install Acrobat Reader DC

Click Download Acrobat Reader DC below to begin downloading Acrobat Reader DC.
Follow the onscreen instructions to install and sign-in. (Adobe Reader DC software is the free,
trusted standard for viewing, printing, signing, and annotating PDFs.)

Download Acrobat Reader DC

e When downloading pdf documents such as a journal article you should have the option on
your computer to open with Acrobat Reader. If you have saved the document to your desktop
right click on it, select open with and select Acrobat Reader DC.

Open
Ea Scan with Windows Defender...
op#Share
Open with Adobe Acrobat Reader DC
seagle Chrome
Microsoft Edge
E Microsoft Edge

Ive access to
Restore previous versions
Send to >

m Search the Microsoft Store

Cut
H Choose another app

Copy
Create shortcut
Delete

Rename

Properties

o When the document has opened you will see the Read Aloud option on the top toolbar. To
activate select the text you would like to read and click on the Read Aloud button.

— 4 @) [/ [JFittopage [ Pageview A) Readaloud /. Addnotes  [h

Contributors
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Department of Biology Faculty of Science
Georgia Institute of Technology Universidad Nacional
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Windows and Office accessibility support

Questions about a feature? Contact our Disability Answer Desk. We have people trained to help you

troubleshoot and find the right settings for you. If you’re hard of hearing, please use our ASL video line.

Chat with us

Chat with an expert 24/7. Receive answers to your questions about disability support day or night.
Launch Chat here

Callus

Available Monday to Friday from 6am to 10pm, and Saturday and Sunday from 7am to 6pm (PST). 1-
800-936-5900

Be My Eyes

A free app that connects blind and low vision people with volunteers for visual assistance through a
live video call. Simply download the Be My Eyes app and the Microsoft Support team is available
through live video call.

Microsoft’s Disability Answer Desk

Click here to access Microsoft's Disability Answer Desk.

Accessibility support at the University of Aberdeen

For more information or support using any of the software mentioned in this guide, please contact
atech@abdn.ac.uk
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