
Microsoft Excel 
ACCESSIBILIT Y QUICK CARD 

Follow these best practices 
to help make documents accessible. 

Give al l  sheet  tabs unique names.  
Sheet  names should  prov ide in format ion 
about  what  i s  found on the  worksheet ,  
making i t  eas ier  to  nav igate  th rough a 
workbook.  Remove b lank sheets .  

Enter  impor tant  informat ion in  
the frst  row and column.  
Enter  the  t i t le  and impor tan t  de ta i l s ,  l i ke  
agency name,  in  ce l l  A1.  Th i s  i s  the  frs t  
data  ce l l  to  prov ide s t ruc ture  and 
nav igat ion for  ass i s t i ve  technology.  I t ’s  
okay to  merge ce l l s  to  cen ter  the  t i t le .  

Struc ture content  for  readabi l i t y.  
Hide b lank rows and columns .  Add 
s t ruc ture  by defning the  t i t le  reg ion 
(creat ing names for  defned data ranges) .  

Avoid blank cel ls  in  data ranges.  
When poss ib le ,  mark  any empt y  table  data 
ce l l  as  “Cel l  in ten t ional ly  le f t  b lank”  or  
“No data.”  

Use al ignment  tools  for  layout  
and to create whi te  space .  
Don’t  use  b lank rows or  co lumns  for  
spac ing.  Manage the  layout  by  res iz ing 
rows and columns ,  and use  the  a l ignment  
too ls  to  move conten t  ( top,  bot tom,  le f t ,  
r igh t )  as  needed.  

Speci f y  table headings.  
Check Table  Des ign >  Table  S t y le  Opt ions  
to  ensure  proper  header  row and column 
e lements  are  marked.  Use Table  Des ign >  
Proper t ies  to  add or  edi t  the  table’s  name.  
I t  should  be descr ip t ive .  

Add al t  text  to  images and objec ts .  
Excel ’s  a l t  tex t  i s  no t  read by screen readers .  
Add in format ive  and conc ise  descr ip t ions  for  
impor tan t  graphics  or  non- tex t  e lements  
di rec t ly  in  a  ce l l  near  the  image,  not  in  the  
image’s  a l t  tex t  sec t ion .  Cons ider  adding 
“ Image descr ip t ion :”  to  the  beginn ing of  the  
a l t  tex t  to  ident i f y  the  use  of  an image to  
screen reader  users .  Use the  “Mark  as  
decorat ive”  checkbox as  appropr ia te .  

Inc lude descr ipt ions direc t ly  in  
data cel ls  for  any data visuals .  
When disp lay ing a char t  or  graph wi th in  
Exce l ,  i t s  comple te  descr ip t ion  should  be 
prov ided di rec t ly  in  a  data ce l l  near  the  
v i sual ,  no t  in  the  v i sual ’s  a l t  tex t .  

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 .”  Note :  Exce l  appl ies  l inks  to  the  
en t i re  ce l l ,  no t  jus t  the  l ink ’s  tex t .  

Use color  careful ly.  
Color  cont ras t  mus t  meet  s tandards  
th roughout  the  workbook.  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.  Prev iew 
conten t  in  b lack  and whi te  or  grayscale .  

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 the Access ibi l i t y  Checker  tool .  
Th is  bu i l t - in  too l  prov ides  de ta i l s  on  
poten t ia l  i s sues  and g ive  sugges t ions  to  
correc t  them.  You mus t  per form manual  
checks  in  addi t ion  to  the  au tomated ones .  

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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