Word Document Accessibility Checklist
General Tips
· Keep the Styles pane open (On the Home tab, click the small launcher button in the bottom-right corner of the Styles group; keyboard shortcut Ctrl+Alt+Shift+S) to make it easier to apply headings and emphasis to your documents.
· Consider also keeping the Navigation pane open (On the View tab, check the box next to Navigation Pane in the Show group; keyboard shortcut Ctrl + F).  This allows you to view the document’s structure. 
· Use the built-in accessibility checker (Review tab à Check Accessibility).  
· Do not insert text boxes, as some screen readers cannot “see” them. 
· Make sure the paragraphs are Left Justified and not Fully Justified
· When saving to PDF, use the Save As/Export As option to carry forward accessibility features.  
· Name documents to indicate contents and be specific—put the most important details first in the name. 


Word Accessibility Checklist
· Headings (start with 1, go in order, form an outline (Navigation pane will show this relationship).
· Bullets and numbered lists are styled using the buttons on the Home ribbon.
· Text
· [image: Image of the justification toolbar in Word, with a “do not” symbol over the fully justified option.]Text requiring emphasis uses the “Emphasis” or “Subtle Emphasis” style instead of Bold or Italics
· Text is aligned left and never fully justified (see image)
· Font sizes are 12 point or higher
· Sans-serif fonts are used for large blocks of text
· When using color in a document, ensure that colors are not the only way to distinguish between items (e.g., if you are color coding (e.g., EME 201) for “required for major,” also include an asterisk or other character at the end of the code (e.g., EME 201*) and supply a key to the codes you use.
· Links do not show the full URL; instead, link is on the name of the item being linked.
· Links not to use: “Click here,” “more…,” or “Read more” as the link.
· For printed items, include a shortened or “tiny” URL. Bit.ly is one service that will shorten your URLs. Office 365 also has this feature. 
· Tables are used for data, never for layout. 
· Tables have no merged or empty cells; if a cell is empty, use N/A, a dash (-) or “blank.”
· Headers are defined in Tables using the Table Design tab on the ribbon (shows when table is selected).
· A Table has a label (above) and a caption (below) to aid comprehension. Note: A simple table will only need a label.
· If tables break across pages, use the Repeat header rows button on the Table Layout tab on the ribbon (shows when table is selected).
· Images have Alternative Text describing them (Right click on image à View Alt text).
· Alternative text contains the function or content in the visual.
· Alternative text does not start with “Image of” or “Picture of.”
· Images of text are converted to text.
· [image: Screenshot of a PC toolbar, with the BigFix icon highlighted.]Images have sufficient contrast (use the Colour Contrast Analyser available via Self-Service Catalog in BigFix – the EMS Support App ).
· If a visual is complex, a long text description is provided (link to this in an appendix of the document).
· Utilize AI tools to assist with creating Alt text.
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