Tips for Authoring Accessible Documents with MS Word
Use the MS Word Heading Styles
Don’t apply bold, font-size, and other formatting directly to your headings. Mark them as headings using Word’s built-in styles and then modify their formatting via the Styles tool.
Provide Alternative Text for Images
Right-click (or Shift+F10) and choose View Alt Text to activate the Alt Text pane.
[image: Sergeant Phil Esterhaus from Hill Street Blues reminding the reader "Let's be accessible out there!"]
Keep it short and sweet! If more than a couple of sentences are required to convey the meaning of the image, consider explaining the image in the caption of the image or the body of your text instead. If the image doesn’t convey additional meaning, mark it as decorative.
Make Link Names Descriptive
Prefer links like Rob Szarka’s blog to https://oerforge.com/ or CLICK HERE!
Use a Descriptive Filename and Document Title
Prefer filenames like Tips for Authoring Accessible Documents with MS Word.docx to names like Document1.docx. Add a document title using File | Info.
Duplicate Information from Headers, Footers, and Watermarks in the Document
Assistive technology doesn’t read these elements, so you must convey them another way.
Format Lists Using Word’s Built-In Formatting Tool
· Don’t use an asterisk, hyphen, or other character as a list marker.
· Use Home | Paragraph and select the list style from the menu.
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