How to Make Microsoft Word Documents ADA Accessible
1. Use Built-In Heading Styles
Headings provide structure that allows screen readers to navigate documents efficiently.
How to Apply Headings
1. Highlight the text you want to use as a heading.
2. Go to the Home tab.
3. Choose a style such as Heading 1, Heading 2, or Heading 3.

Best Practice Structure
• Heading 1 – Document title
• Heading 2 – Major sections
• Heading 3 – Subsections
Avoid creating headings by simply making text bold or increasing the font size.
2. Use the Navigation Pane
The Navigation Pane allows users to move through a document by heading structure.
How to Open the Navigation Pane
1. Go to the View tab.
2. Select Navigation Pane.
If headings are applied correctly, the document outline will appear and can be used for quick navigation.
3. Add Alternative Text to Images
Images must include alternative text (alt text) so screen readers can describe the image.
How to Add Alt Text
1. Right-click the image.
2. Select Edit Alt Text.
3. Provide a short description explaining the purpose of the image.
Example
Poor Alt Text: image1
Accessible Alt Text: Diagram showing a network firewall protecting internal servers.
Decorative images should be marked as decorative.
4. Use Accessible Lists
Lists should use Word’s built-in bullet or numbering tools.
Use:
• Bulleted lists
• Numbered lists

Avoid manually typing:
• Dashes
• Numbers
Using the built-in list tools ensures screen readers properly interpret list structure.
5. Create Accessible Tables
Tables should be used only for data and must include header rows.
How to Create an Accessible Table
1. Go to Insert.
2. Select Table.
3. Create the table.
4. Highlight the top row.
5. Select Table Design.
6. Enable Header Row.
This allows screen readers to identify column headings.
6. Use Meaningful Hyperlink Text
Hyperlinks should clearly describe their destination.
Poor Example
Click here
Accessible Example
View the Web Content Accessibility Guidelines
Descriptive links help screen reader users understand where the link will take them.
7. Ensure Good Color Contrast
Text must be readable for users with low vision.
WCAG 2.2 AA Requirement
Minimum contrast ratio: 4.5:1
Best Practices
• Use dark text on light backgrounds
• Avoid light gray text
• Avoid red and green color combinations
8. Use Readable Fonts
Choose clear, readable fonts and appropriate sizes.
Recommended Fonts
• Calibri
• Arial
• Verdana
• Tahoma

Recommended Sizes
• Body text: 12 pt or larger
• Headings: 16 pt or larger
Avoid decorative fonts and long paragraphs written in ALL CAPS.
9. Avoid Using Blank Spaces for Layout
Do not press Enter multiple times or use spaces to create visual layout.
Instead use:
• Paragraph spacing
• Styles
• Page layout tools
Proper formatting ensures consistent reading order.
10. Run the Accessibility Checker
Microsoft Word includes a built-in accessibility checking tool.
How to Run the Accessibility Checker
1. Go to the Review tab.
2. Select Check Accessibility.
The Accessibility Pane will identify:
Errors
• Missing alt text
• Improper heading structure

Warnings
• Unclear link text
• Table structure issues
Word Accessibility Checklist
Use built-in heading styles
Ensure images include alt text
Use built-in lists
Tables include header rows
Hyperlinks use descriptive text
Maintain strong color contrast
Use readable fonts and sizes
Avoid blank spacing for layout
Run the Accessibility Checker
Recommended Workflow
Create the document using heading styles
Add alt text to images
Structure lists and tables properly
Check color contrast and fonts
Run the Word Accessibility Checker before sharing
