
Getting Started – Creating Accessible Word 
Documents 

Updated: August 2017 

Document Structure 

Basic Formatting 

 Use a clear, sans-serif font; Arial and Verdana are recommended by the CNIB 

 Text size should be between 12 and 18 points   

 Black text on a white background is legible for people with low or partial vision 

 Bolding is the best option to emphasize a word or passage; Avoid the use of all 
caps and underlines where possible and never use italics 

 Use paragraph formatting to create space between paragraphs; Avoid pressing 
Enter to create blank spaces 

Alt Text 

 Alt Text should be used to explain all images, charts, and graphs 

 To add Alt Text: 
o Right click on graphic, select Format Picture, select Layout and Properties 

in the Format Picture task pane, select Alt Text, fill out Title box and 
Description box 

Styles 

 Use Styles to define headings instead of using individual font enhancements 

 Styles can be easily customized  
o Select style (i.e. Heading 1) from Styles menu, right-click, select Modify, 

change features as needed 

 Check to ensure your headings are a navigation tool by viewing the Navigation 
Pane 

o View, Navigation Pane 

Tables 

 Tables should only be used for data, not layout 

 Use Table Tools to indicate header rows 
o Table Tools, Layout, Repeat Header Rows 

 If possible, avoid the use of merged or split cells and blank rows or columns 

Accessibility Checker 

 To check accessibility using the Accessibility Checker: 
o File, Info, Check for Issues, Check Accessibility 

 The results will be displayed in the Accessibility Checker task pane on the right 
side of the page 

 The Inspection Results will display Errors, Warnings, and Additional Information 
that includes Why Fix and How To Fix       

 Click on the error in task pane to navigate to the location of the error 

 Refer to How To Fix for the steps to fix the error 
 
Important: Remember different users experience accessibility differently.  Aim to create 

a clear, organized, and readable document. 


