
Microsoft Word 
ACCESSIBILIT Y QUICK CARD 

Follow these best practices 
to help make documents accessible. 

Use document  s t y les.  
Use heading and paragraph s t y les  wi th  
log ica l  h ierarchy to  s t ruc ture  the  document .  
S tar t  wi th  an access ib le  templa te .  

Use shor t  headings.  
Keep headings  shor t  so  readers  can qu ick ly  
nav igate  the  document .  

Name hyperl inks  appropriately.  
L inks  should  conta in  meaningfu l  tex t  tha t  
descr ibes  the  l ink ’s  des t ina t ion  or  subjec t .  
Do not  use  gener ic  language,  such as  
“c l ick  here .”  

Use s imple table s truc ture .  
Avoid us ing nes ted tables ,  merged or  sp l i t  
ce l l s ,  or  b lank  ce l l s  for  format t ing.  Table  
header  rows are  essen t ia l  to  provde contex t  
to  table  data .  Do not  pu t  the  table  t i t le  ins ide 
the  table .  I f  a  complex layout  i s  necessar y,  
contac t  an access ib i l i t y  exper t .  

Add al t  text  to  images and objec ts .  
Use in format ive  and conc ise  a l ternat ive  tex t  
descr ip t ions  for  impor tan t  graphics  or  
embedded objec ts .  For  example ,  “Person in  
wheelchai r  on ramp” ra ther  than “Smi l ing 
woman s i t t ing in  a  green wheelchai r  pos ing 
on a ramp.”  Use the  “Mark  as  decorat ive”  
checkbox when an image i s  no t  necessar y  for  
a  fu l l  unders tanding of  the  page’s  conten t .  

Align images with text .  
When inser t ing an image wi th  tex t  wrap,  
the  anchor  icon indicates  when ass i s t i ve  
technology wi l l  read the  a l t  tex t  for  the  
image.  Do not  p lace i t  in  the  middle  o f  a  
sen tence or  paragraph.  

Check color  contrast .  
Color  cont ras t  mus t  meet  s tandards  
th roughout  the  document .  Normal  tex t  to  
background ra t io  i s  4 .5:1.  Non- tex t  
e lements  and large tex t  (a  min imum of  14 p t  
bold  or  18 p t )  ra t ios  are  3:1.  

Avoid us ing extra blank charac ters .  
Ext ra  spaces ,  tabs  and empt y  paragraphs  
add confus ion to  conten t  for  ass i s t i ve  
technology users .  Use bu i l t - in  format t ing 
tools  to  adjus t  the  layout .  Th i s  s impl ifes  
des ign and enhances  user  exper ience.  Th i s  
a l so  appl ies  to  co lumns  and hard re turns  for  
page breaks .  

Fi l l  in  Document  Proper t ies .  
When sav ing,  en ter  the  t i t le  (document  
name) ,  sub jec t  (genera l  keywords) ,  and 
author  (agency or  div i s ion)  in  the  
document ’s  proper t ies .  

Use Acrobat’s  Create PDF tool .  
I f  the  Word document  wi l l  be  conver ted to  
a  PDF,  s tar t  wi th  a  fu l ly  access ib le  Word 
document .  I f  Adobe Acrobat  Pro  i s  
ins ta l led,  use  the  Acrobat  tab >  Create  a  
PDF tool .  Never  use  “Pr in t  to  PDF.”  I f  
Acrobat  Pro  i sn’t  avai lable  to  use ,  work  
wi th  someone who has  i t .  

Thank  you to  the  s ta te  o f  Minneso ta  
fo r  p rov id ing th i s  con ten t .  
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