
How to make accessible word documents (Mac)
The importance of “accessibility” is to provide equal access and equal opportunity for

everyone to access the information. Accessible documents not only help people with disabilities

or people in certain conditions to be able to obtain the information, but also bring a better user

experience. The following content will be teaching how to make accessible word documents.d

1. Structure
1.1. Go to Home tab and click Style to assign appropriate outline headings to different

Styles group

1.2. Go to View tab and check the Navigation pane box in Show group to view all the

outline headings groups

(Note: Normal in Style group will not show in the Navigation pane)

2. Links
2.1. Go to Insert tab
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2.2. Click Link in Links group or select the content press Ctrl + k

2.3. Add text to display and the URL address

3. Images, photographs, drawing or graphics
3.1 Go to Insert tab

3.2 Click Pictures and select how you want to insert the image in here I choose Picture from

File
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3.3 Right click the image

3.4 Select Edit Alt Text to describe this image context

4 Table
4.1 Go to Insert tab

4.2 Click Table to insert your table with rows and columns
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4.3 Go to Table Design to select a design that matches your table

4.4 Select your table and right click and find the table properties…

4.5 Set an Alt Text for the table
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5 Accessibility Checker
5.1 Go to Review tab and click Check Accessibility to view the inspection results
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6 Tips
6.1 To ensure the visibility use font size 12 or higher

6.2 Avoid using red, green or highlights except your key point messages

6.3 Go to Home tab to use bullets and numbering for clear assembly
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