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Microsoft Word is one of the most popular applications in the world, widely used to create
worksheets, articles, syllabi, and other documents.

Here are a few tips and tricks to help you provide more accessible Microsoft Word documents for
your students and others. Note that some techniques and features discussed in this guide may be
unavailable in some versions of Word.
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Microsoft Word Accessibility To-Do List

Microsoft Office Accessibility Checker

o Usethe Accessibility Checker to review accessibility issues in Word
e Accessibility Checker covers only a fraction of potential accessibility issues

Content Reading Order

e Use Headings to create outline and structure

e Provide a Table of Contents for longer documents

e Use Word Layout features—not tabs or line spaces—to provide columns, sections, and
breaks

Alternative Text for Images, Graphs, and other Non-text Content

o Apply contextual alternate text to allimages that provide content or functionality

e Forcompleximages such as charts or graphs, provide a link or reference to a longer
description or alternate presentation (e.g., a data table in addition to a chart, a sequence in
addition to a visual process)

e Forimages that do not provide content or functionality, select “Mark as Decorative” (This

e featureis notavailablein all versions of Microsoft Office)

e Provide appropriate captions or transcripts for media such as linked or embedded audio or
video

Data Tables

o Identify a header row and column as appropriate for each data table
e Avoid merging or splitting cells
e Include bordersto clearly separate individual cells

Links

e Use descriptive text, not URLs, for links
e Ensurethatlinks pointto accessible resources, documents, and websites

Lists
e Use Word tools to create lists
Color Contrastand Use

e Ensure that all foreground/background color combinations meet or exceed guidelines for
color contrast

e Do notuse colorasthe sole means of identifying an object in your presentation
Document Information

e Add document title and author information



Microsoft Word Accessibility Checker

Microsoft Word offers an Accessibility Checker feature that can help you to
manage your accessibility tasks in Word. The accessibility checker doesn't
provide a comprehensive assessment of a document's accessibility, but it
can help you to find opportunities to add important accessibility features to
your Word document. This tool is also available in Microsoft PowerPoint
and Microsoft Excel.

Run the Microsoft Office Accessibility Checker

e Openthe REVIEW tab and find Check Accessibility
e Errors, Warnings, and Tips appearin the Accessibility Assistant
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Figure 1: Word Accessibility Checker and Accessibility Assistant

When you select one of the Inspection Results, Accessibility Checker will open a panel with
Additional Information that describes the accessibility problem and offers suggestions on how to
fix the issue.

Note: Not all accessibility issues are of equal concern. Focus on structural and content issues like
headings, tables, and ALT text. Be aware that images and other objects that are not inline will not be
read by some screen readers.



Use Headings to Create Outline and Structure

For documents with multiple topics or sections, headings are a simple way to simplify navigation.
Screen reader users are able to efficiently traverse a file using headings; others can use the
Navigation pane or Outline view. Word headings will also export to PDF and HTML, ensuring a
higher level of accessibility in those formats as well.

Document creators can also leverage headings and other style elements for consistent formatting
and simplified maintenance.

Organize your document with Word headings

e Openyour Word document for editing

e Review the document outline in Navigation View View=»Navigation Pane)

e Click or key your cursor into the text you want to present as a heading

e Inthe Formatting toolbar (Home tab) click the Heading 1 button, OR use key combo ALT+O,
Sto open the style pane and key to the Heading 1 style option

e Continue through the document, applying appropriately nested headings for each topic
heading.

e Reviewthe document outline in Navigation View
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Create Custom Styles for Headings

If you don’t want to use the styles included in your theme or template, you can modify the styles to

better suit your project.

Modify a style from the Styles group

You can change all instances of a style by changing the formatting settings for that style.

. OKyour style choices

. Openthe HOME ribbon and find the STYLES group
. Right-click or Shift+F10 on the style you want to change and select Modify
In the Modify dialog, make changes to Font, Paragraph, tab stops, and other settings
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Create a Table of Contents

Once you have applied a robust outline structure to your Word document, you can add another
layer of accessibility by generating a Table of Contents (ToC). AToC lists the contents of your
document by topic heading and allows users to hyperlink directly from an entry in the ToC to the
corresponding contentin the document.

The Table of Contents uses heading levels and other styles as entries, so the ToC will reflect the
true structure of the document. Note that ToC levels become Bookmarks when your documentis
exported to PDF.

Create a Table of Contents

e Inthe Referencestab, select Table of Contents

e Select one of the Built-In ToC options, or create a custom Table of Contents
e Selectlevels and other preferences

e TheToC appears at the point of insertion
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Create Column Sections for Layout

Objects that are “wrapped” are not accessible to assistive technologies, because their content
does not appear in the content flow. Using columns for layout helps to ensure that your document
content will follow a logical order and flow in a linear sequence when accessed by users of
assistive technology. This is especially important when your images contain information, but you
want them to “float” next to text content in your document.

For layout purposes, always use columns instead of multiple tabs or tables.

Place the cursor at the beginning of the section where you want to apply two or more

columns

From the Layout tab, select Breaks, and then Continuous

Place the cursor at the end of the section where you want to apply the columns

From the Layout tab, select Breaks, and then Continuous

Place the cursor at the point where you want your columns to break

From the Layout tab, select Breaks, and then Column

You can also adjust the width of your columns to suit the needs of your document layout.

Once you have created your columns, you no longer need any Wrap Text settings other than “In
Line with Text”. After you have applied this setting, your content will flow naturally, and your
image’s ALT text will be available for screen readers and other assistive technologies.
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Create Lists with Word Authoring Tools

Lists are among the simplest semantic and organizational elements in your document. Do not
simply type a sequence of items preceded by asterisks, dashes, or underscores. Your list should be
created using list tools in your authoring program. Semantically sound lists provide users of
assistive technology information about the number of items in a list, as well as the position of a
currentitem (e.g., "4 of 6"). This helps keep people oriented within your content.

Word supports the creation of bulleted, numbered, and multilevel lists.
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To make a single-level list in Word

e Enterallitemsin the list
e Selectallitemsin the list
e Usethe Bulleted or Numbered List tool to create the list

To make a multi-level list

e Enteralllistitems and create a list as described above

e Select all second-level and lower list items and press the TAB key

e Continue selecting lower level items and pressing TAB until allitems are in the correct level
e With allitems highlighted, select a multilevel list from the List Library



Provide ALT Text for Images

Images, charts, and other graphical elements are not read by screen readers and present an
accessibility barrier to users of those technologies. Good ALT text lets users know the meaning and
purpose of a graphical element when they can't view the image on the screen.

In Word, ALT text is exposed to screen readers when an image is positioned inline with text; images
that use wrapping are excluded from the document flow and unavailable to screen readers. To
ensure that your ALT text is exposed to assistive technology, position your images inline. If the
appearance of an image wrap is essential, consider creating a section with multiple columns for
layout.

Add ALT text to an image in Word

In the Insert tab, click Picture, OR use key combo (ALT+N, P) to insert an image into your Word
document

e Rightclickontheimage, OR use key combo SHIFT+F10 to open the context menu
e Select Format Picture from the context menu

¢ Inthe Format Picture menu, select ALT text

e Inthe ALT textview, enter your ALT text in the DESCRIPTION field

e Closethe Format Picture dialog box
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Provide Header Cells for Data Tables

Compared to other file formats, Word offers little in the way of accessibility for data tables. Still,

there are a couple of steps you can take to ensure that your data table is as accessible as Word will
allow.

Your best bet is to keep your table as simple as possible; straightforward, grid-shaped tables with a
single row of header cells willyield the most accessible results.

Create Your Table
Inthe Insert tab, select Table (ALT+N, T) to open the Table grid

e Dragorarrowthrough the grid to select the dimensions of your table
e Enteryourdataintoyourtable
e Editthe captionif necessary

Designate Header Row

e Placethecursorinaheadercellinthe top row
e Selectthe “Design” tabin the “Table Tools” section
e Make sure that “Header Row” is checked

Salas by %-llﬂif_. 2018

Pesdnt  Rasd i LeMe Ak Joiles DoBes Eatal bids

[ | R H v ! ! 1=

S Trainws | i | 33044 o 283 rita LD
! ' ' f . '

Evedemsl | b3umio | Lot i a1 l?l?:l e | ST
Nattlabuls | G100 wrn i i} i Spenon
=l E E N VN 0 P

Firaas Wich | 5080 nm T Pl &Nk SO



Provide Meaningful Link Text

If you use links in your Word documents, be sure the text of the link clearly indicates where the link
goes. Avoid generic link text such as "More" or "Click Here", in favor of descriptive text such as
"Read a biography of Jung at Wikipedia" or "View a PDF map of the Canary Islands"

Bad: Click here

Slightly better, but still not great: Click here to learn more

Good: Learn more about Lucid Dreaming

Still better: Download “The Nature of Dreams” (Tagged PDF, 1.2 MB)

Consider all the information contained in the last hyperlink example above—document title,
document format, file size—each element conveys information to the user about the upcoming
experience and helps the user to make an informed choice about how to approach the material.

Ensure that links are understandable out of context

If you include links in a body of text, make sure that the link text contains all of the information a
user needs to understand the purpose and target of the link. Do not use link text that consists only
of the URL; if you want to provide the URL, place it AFTER the link text, and not in the link itself.

Example: View the International Space Station Overview
(https://www.nasa.gov/mission_pages/station)

Enter or edit link text in your document

To create or edit link text, you can use the Insert Hyperlink command (Control+K), or select
Hyperlink from the Insert tab. This opens the Insert Hyperlink dialog box, where you can add both
your text and your link's URL.

Place the cursor where you want to add a hyperlink

e Openthelnsert Hyperlink dialog | et r X
(Control+K) tikto: | 1ot to dislay: [Organizain or Lucid Dream stuies |
e Inthe"Textto display" field, | S | ——1— e
enter the text of your link (you I el =
can also highlight the text ijm growsed pages
before opening the Insert o o
Hyperlink dialog | it [ m— 1
e [Inthe"Address"field, enteror = =

paste the URL of your link

Quick Tip: Highlight your text first and then press CTRL+K (Command+K for MacQOS) to add a link to
existing text.



Use Sufficient Color Contrast

Providing sufficient contrast between background and foreground colors is not specifically a
Microsoft Word accessibility technique; all documents need a level of contrast that makes them
readable by low-vision or color-blind users. In general, light text should go on a dark background,
and dark text on a light background.

In digital documents, colors are constructed using a Red, Green Blue (RGB) color model. In
Microsoft Word, authors typically select colors from a palette associated with the current
document. If you are uncertain which colors your document contains, you can evaluate them for
sufficient contrast.

Use the Colour Contrast Analyser

Download the CCA at https://www.tpgi.com/color-contrast-checker/

e Selectyourforeground and background colors from the CCA color picker, or use the
eyedropper to select colors from an existing document, or enter color values into the
foreground and background color fields

e To change between HEX and RGB color values, select Options=»Displayed Color Value
(Control+E for HEX; Control+R for RGB)

e Make necessary adjustments to corresponding colors in your Microsoft Word document

Foreground colour (white)

HEX v| #FFFFFF
=L e
Apple 97 22.7 4.7 16.Ugackground coiour
) = #DBY98E
Apricot 48 11.1 2.0
Avocado 234 12.0 10.1 0.4 roe [ wsv
Hue -9
Saturation  en——f)
Banana 105 27.0 3.1 14, o
¥ Sample preview
Blueberries 84 21.4 3.6 14.5
Blackberries 43 9.6 583 4.9 weac 24 resuits comtnse

» 1.4.3 Contrast (Minimum) (AA)

@ Fail (regular text) €D Fail (large text)

» 1.4.6 Contrast (Enhanced) (AAA)

© Fail (regular text) D Fail (large text)

» 1.4.11 Non-text Contrast {AA)

€ Fail (Ul components and graphical objects)

Figure 6: Colour Contrast Analyser
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Set the Human Language

Setting the human language of content enables assistive technology to accurately and properly
convey the inflection and pronunciation of text, providing a more accurate experience for the user.

To setthe human language of a word or phrase:

e Selectthe content
e Fromthe Reviewtab, select the Language tool
e Applythe desired language to the content

English Spanish

Good morning. Buenos dias.

Good afternoon. Buenos tardes.

Good evening.

Buenos noches.

| want some breakfast.

Yo quiero el desayuno.

Where is the beach?

Donde es la playa?

What is the telephone number?

Cual es el numero de telefono?

es Mailings Review

[ b 7 (=
axm|l A %
Translat@ Language

Language

Co 1

g

LA ESENCIA DE LOS SUENOS: CIENCIA,
“  PSICOLOGIAY SIGNIFICADO CULTURAL

() Detect language automatically

s Defaut




Provide a Meaningful Document Title

In addition to the file name and the content title, your document has a title property. This title is
provided to assistive technologies before any document content. If the title is not present, assistive
technologies may announce the file name, which may not communicate the nature of the
document.

To avoid confusion, consider using the same title as the one in your content.

To add a document title:

1. From the FILE tab, select INFO
2. Inthe PROPERTIES section of the Info window, locate Title
3. Enter aTitle for the document.

(n) Home Properties v
Size 3.55MB
B New Pages 15
B Open Words 2331
Total Editing Time 331 Minutes
Title [Accessible Document Practic]
Info Tags Add a tag
Comments Add comments
Save
Related Dates
Lo Last Modified Yesterday, 11:53 AM
. Created 6/8/2025 9:13 AM
PDF Last Printed
Print Related People

Author .
Share T.M. Weissenberger

Add an author

Share as
Last Modified B
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Export Related Documents
Transform E’ Open File Location

Show All Properties
Close




Export to PDF

If you have created your Word document with accessibility in mind, most or all of the accessibility
features should transfer to the PDF version of your document. When you export to PDF, check your
Save As options to make sure accessibility features are included.

Save as Adobe PDF

To save your Word document as an
Adobe PDF

e Create your Word document,
applying any appropriate
accessibility features

e Inthe File page, choose Save as
Adobe PDF

e Adjustthe Options as
necessary in the Save As dialog

() Home
D New

& Open

Info
Save

| Save As

Save as Adobe
PDF

Print

Share
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Save as type: PDF files

@ view Resutt

~ Hide Folders.

Ol Save Ad
v = TMW-CDrive > 2025 » summercamp > WORD > g v G| Seamhq
T Acrobat PDFMaker x
Grganize = New folder E
POF Optiens
& videos * Hame
18 Cormert cocurment iformatian
+
MW CErive () creata PO 152005 exmplias e
WORD B s Accessiilty 2nd Reflow weh tagged Adabe FOF
images 89 create Buotenarts
Sewions B Convert Word Hoating o Bookmaris
- (] Gomvere word stytes o Boaiemarts
O54C DEMOS ) Convert Word Boskmarks
(L comert commerts
W This PC
& Windows (C)

Ored o Concn

Optians Save

Cancel

box

Use the Create PDF Add-in

Note: you must have the Acrobat toolbar to perform the following task.

To exportyour Word document to PDF

e Createyour Word document, applying any appropriate accessibility features
e IntheAcrobattoolbar, set preferences such as Heading conversion, Advanced tagging, etc.

e Selectthe “Create PDF” tool f

rom the toolbar
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