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Word 365 Accessibility (Make this a Heading 1)
Step 1: Locate and run the Word 365 Accessibility Checker (Make this Heading 2)
1. Go to File, then select Info. 
2. Next, click on Check for Issues.
3. Then click on Check Accessibility. This will run the checker. 
A panel will open on the right side of the document. In addition to listing the errors, the checker will describe how to fix them. You can rerun the checker as needed.
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Image 1 & 2: Accessibility Checker location in Word 365
Step 2: Use Built-in Styles (Make this Heading 2)
How to Apply Headings: (Make this Heading 3)
1. Using the Home tab on the Word ribbon, locate the Styles section (see image below)
2. You can use the small arrow in the lower-right of the Styles box to pop-out the section.
3. Highlight the document title, select Heading 1.
4. Highlight the section titles (Step 1, Step 2, etc.), select Heading 2.
5. When you apply a heading, the format of the text will change. Feel free to change the font, font size and color. The applied heading tag will remain intact.
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Image 3: Styles ribbon in Word 365

Step 3: Add Alternative Text to Images (Make this Heading 2)
1. Right click on the image.
2. Choose View Alt-Text from the context menu that displays.
3. The ‘Alt-text’ panel will appear on the right side of the document. 
4. No need to say “this is an image of…” because the screen reader will announce it’s an image.
5. If the image is purely decorative, check the box that says “Mark as decorative”. Consider removing purely decorative images from the document.
6. Add a description in the box. 
7. You can automatically generate alt-text, however, make sure to read what was generated. In most cases, the auto-text is not accurate. For example, the auto-generated text for the image of the alt-text panel below was: Graphical user interface, text, application, chat or text message. 
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Image 4: alt-text panel in Word 365
Your turn: Use the image and text below to practice adding alt-text.
Book titled Accessibility for Everyone by Laura Kalbag. 2017.
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Step 4: Use Descriptive Hyperlinks (Make this heading 2)
Instead of inserting a URL into the body of the document, use descriptive hyperlinks. For someone using a screen reader, descriptive text is preferred because the text tells them where the link will take them and allows them to avoid having to listen to the screen reader read the full URL. This will make the document end-user friendly.
How to add a descriptive hyperlink: (Make this Heading 3)
1. Ask yourself what do users need to know about this link?
2. Write descriptive text. Do not say Click Here. This does not tell the end-user where the link will take them.
3. Highlight the text you want to link.
4. Then, right-click the text you highlighted.
5. Click Link that appears in the context menu that appears.
6. Add the URL into the Address section of the box.
7. Click on ‘OK’ to save.
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Image 5: Add URL to the Address section.

Your Turn: Convert the text and URL below into a descriptive hyperlink. 
Register now for the summer session of 5 Steps to an Accessible Document.

https://www.nnlm.gov/training/class/5-steps-accessible-document 

Step 5: Check color (Make this Heading 2)
· Color should not be used as the only means of conveying information.
· Text color should have sufficient contrast from the background so that it can be easily seen.
A few things to keep in mind: (Make this Heading 2) 
· The accessibility checker cannot determine if your alt-text is correct.
· [bookmark: _Hlk129075624]If you use auto-generated alt-text, confirm that it correctly describes the item.
· The checker cannot determine if your headings are in the right order.

You are now done with this document.
1
Funded by the National Library of Medicine. NNLM and Network of the National Library of Medicine are service marks of the US Department of Health and Human Services. Updated June 2024.
2
Funded by the National Library of Medicine. NNLM and Network of the National Library of Medicine are service marks of the US Department of Health and Human Services. Updated June 2024.
image3.png
File

(o

Paste

Home

X
IE}
&

Clipboard 1S

Insert

Draw

Design

Layout

References

Mailings

Paragraph

Review

Viey

Help robat

AsBbCcDd  AaBbCcDd  AaBhCcl
TNormal TNoSpac.. Heading1 |

B —





image4.png
Alt Text MR

How would you describe this object and its
context to someone who is blind or low
vision?

- The subject(s) in detail

- The setting

- The actions or interactions

- Other relevant information

(1-2 detailed sentences recommended)

Generate alt text for me

[ Mark as decorative &




image5.jpeg
ACCESSIBILTY

FIREAERYOE




image6.png
? X

Insert Hyperlink
lmklo_\ Textto display: |Alternative method: S
. m or | Lookin: 1 Eccles ~v| |5 Q| |
WEDEEIR @] 508 and Eccles.docx ~ e
Q Current Folder | %] 508_Rebecca_Sections_lune-July2018.docx
P [£ Creating_Accessible_powerpoint2016.pdf Target Frame..
Document [£) CreatingAccessible_word2016.pdf

Browsed Pages | H5] DemoDoc2_HeaderRows docx

B Description_11052019_Accessibility in Word and PowerPoint.docx
(Create New
1 s 08
Regent Files |&] Eccles-How to Make Accessible Word Documents Practice.docx
[&] Final-JAWS-demo.mp4 .
=3

https://training.nnim.gov/course/view.php?id=114#section-g





image1.png
Save s

Save as Adobe
PDF

Print

Share

Export

Transform

Close

test document for images
:» Users » RBrown » Box Sync » NTC-Rebecca » &-NationalClass

G Upload

Y

Protect
Document

Step2

]
Checeor
plell

D

Version
History

&)

Manage
Document

1% Share | | @ Copy path | | @ Copy

Protect Document

Control what types of changes people can r

Inspect Document
Before publishing ths il, be aware that it
= Document properties and author's nan

Version History

View and restore previous versions,

Manage Document

e




image2.png
Step 3 ment for hidden properties

rmation.

[ o ssumensorconanta e
o e e

W), Sk Comptiiy
) Checkfor features not supported by earlier
versions of Word.




image7.jpg
) National Library of Medicine

Network of the National Library of Medicine




