Creating Accessible Word Documents

Heading Styles
[image: Screenshot of heading options in Styles ribbon]
 
Create a uniform heading structure through use of styles in Word. This allows screen readers to navigate a document and improves accessibility for everyone.
1. Start a new line to create a heading, or select text to change to a heading.
2. Open the Home tab, and choose the appropriate heading in the Styles panel. Heading 1 is for the title of the document and the subsequent headers are 2, then 3, etc.
3. Headings 1, 2, or 3 can also be assigned using Ctrl + Alt + 1, 2, or 3, respectively.

Adding Alternative Text
 [image: Screenshot of adding alternative text in the Format Picture dialog.]
Images can be given appropriate alternative text in Word. Alt text is read by a screen reader in a Word file and should remain intact when exporting to HTML or PDF.
1. Right-click on the image and select Format Picture. A dialog will appear.
2. Click Edit Alt Text
3. Enter appropriate Alt text only in the Description field (not the Title field).  Keep it simple and brief.



Columns
 [image: Screenshot of Columns options in Page Setup panel]
Always use true columns. Don’t create columns with Tab.
1. Select the Layout tab on the ribbon.
2. Select Columns in the Page Setup group.
3. Choose the number of columns.

Lists
[image: Screenshot of Numbered and Bulleted List icons in Paragraph tab]
 
Use true numbered and bulleted lists to emphasize a point or a sequence of steps.
1.	Select the Home tab on the ribbon.
2.	Choose the Numbered List or Bulleted List option from the Paragraph group.

Hyperlinks
 [image: Screenshot of the Edit Hyperlink menu, highlighting the Text to Display field.]
Word automatically creates a hyperlink when a user pastes a full URL onto a page. These may not make sense to screen reader users, so make sure the link text is unique.
1. Select a hyperlink, right click, and select Hyperlink or hit Ctrl + k.
2. Change the text in the Text to Display field to a more meaningful description.


Data Tables
  [image: Screenshot of Insert Table]
[image: Screenshot of selecting 'repeat header rows' in Layout ribbon]
Accessible tables need a clear table structure and table headers to help guide a screen reader user.
1. Select the Insert tab on the ribbon, then select Table > Insert Table.
2. To add table headers to the first row, select Table Tools > Layout on the ribbon, then choose the Repeat Header Rows option in the Data section.
Options in the Design tab may be used to change appearance but will not provide the necessary accessibility information.

Add Title to the Document
[image: Screenshot of Info menu with Title highlighted]

You need to set a default document title for a screen reader to be able to scan and read out loud to its user.
1. Click File > Info
2. Enter a title for the document

Accessibility Checker
 [image: Screenshot of Review tab and Check Accessibility button]
Word includes an accessibility resource that identifies accessibility issues.
1. Click Review tab on the ribbon > Check Accessibility.
2. The checker presents accessibility errors, warnings, and tips for making repairs.
Select specific issues to see Additional Information at the bottom of the task pane.
Other Principles
•	Ensure that font size is sufficient, around 12 points.
•	Provide sufficient contrast.
•	Don’t use color as the only way to convey meaning.
•	Provide a table of contents for long documents.
•	Use simple language.
image6.png
fle  Home [IEPR Design  Layout

B D= (E)o
Core ok Poge \Tabe s e 5

Page~ Page Break N, Pictures -
Pages Tables





image7.png
Document - Word

A

i Al BER ¢

B leghe 019 2| B DitrbuteRows g
Aot S [sao 2| i Disibute Columns Tet  cal | St | Repent|co
|- hn Margins HeaderRaws, 10




image8.png
Creating Accessible Word Documents
Skudlarek, Karen's OneDrive - Universiy of Conecticut » Documents » Accessbilty

Protect Document
‘Control what types of changes people can make to this document.

Inspect Document
Before publishing this il, be aware that it contains:
*  Document properties and author's name

Version History

View and restore previous versions,

Manage Document
Y B Tl

nage

Properties ~
Size 204KB
Pages E
Words 3

Tags.
Comments Add comments

Related Dates

Last Modified Today, 11:13AM
Created Today, 10:43 AM
Last Printed

Related People

Author o e ¥
larek, Karen
L]

Add an author

Lost Modified B
v e Skudlarek, Karen

Related Documents

[, Open i Locaion

Show All Properties




image9.png
-0 B D

Mailings

Document? - Word

al o

Delete Previous Next

Z [

Editor Thesaurus Tranflate Language

Accessibilty ~

Comments

Review i NGRS ictur

Comments ~





image1.png
B
20T napbcede AsBbCeDe AaBbC( |AaBbCCL| AsBbCED
Zi- | TNomsl TNoSpac. Headingl | Heading? | Heading3

Paragraph i Styles




image2.png
Format Picture

b Text Box

4 At Text
Tite

Description

ALTERNATIVE TEXT HERE




image3.png
Fle  Home Inset Design [NENERSN References  Mailngs  Review

@ @ IE N Breaks - Indent Spacing

() Line Numbers ~
Margins Orientation ~ Size \Columns,
- - - /b Hyphenation -

Page Setup. 5 Paragraph




image4.png
Fie (OGN Inset  Design  Layout  References  Mailngs  Review  View

DE Calibri Body) ~|11 ~| A A" Aa- | A iZ-[Eeti-

B Copy
P o Formatpainter [B T W -amx x| Q- Z- A~

Clipboard o Font - Paragraph





image5.png
| tnkto: I
‘Existing File
am ] S e
Current
S| i
Place in This.
emn | p—"
e
oo || st
Document Files
(8, | s (wmesamors =





