Accessible Documents
by: Accessibility 4 All
1. Why is it Important?
· Screen readers can read your documents
· Creates independence
· Gives your document structure
· Allows people to read your documents easily
2. What to include
· Contents page for big documents

· Headers & Footers

· Headings

· Bullets & Numbers for lists

· Give hyperlinks meaning

· Use a sans serif font

· Font no smaller then 12pt

· Use same fontface throughout your document

· Aligning left or centre

· Alt text for images

· Captions for images, tables & charts

· Page numbers
3. Where to find the features
This is a picture of where to find the in-built features to make your document accessible. It is located at the top of every word document.
4. Example of fontfaces

A picture of a sentence saying I am sans, this shows what a sans serif font is, which is a font which has no hooks on the end of its letters.
A picture of a sentence saying I am serif, this shows what a serif font is, which is letters with hooks on the end of the letters.
5. Headings
To create headings use styles

Location

Home tab—right hand side at the top of document

Right click—styles

To create headings highlight the text you want a heading
6. Contents Page
To create a contents page:

Reference tab—table of contents

To update the contents page

Right click on the contents page—update contents page
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