  

Make it Accessible
It’s the law! Unlock your content for every student. These tips and tricks will ensure that your document is understood and read by students with low vision or students utilizing screen readers. Watch an overview.
[bookmark: _dpsbho18ctk1][bookmark: _njowezyk43ow]Headings
	A H1 heading is required for all documents.
	Add additional H2 and H3 heading as needed. 
· Students using a screen reader can tab through headings to read your document and make it easier to navigate the document
· Think of a H1 heading as document title
· Think of H2 as chapters in your document
· Use H3 within an H2 to further categorize and sort your information
· Students using screen reading software are not able to see the visual formatting, so increasing the font size is not a sufficient cue.
· Watch a video about accessible headings
[bookmark: _fr4182tr4981]Tables
	Each table must have column heading.
	Define each column heading
1. Select the header row or rows that you want to repeat on each page. The selection must include the first row of the table.
2. Under Table Tools, on the Layout tab, in the Data group, click Repeat Header Rows.
	Cells cannot be empty. Data must be entered in each row and column. 
	Cells cannot be merged/split.
· A screen reader will read the name of the title and each header to the student before reading each of the rows and columns.  Ensuring that there is a table heading assists the student in knowing what data to expect. 
· If you are having difficulty formatting your table and meeting the above criteria your data may be better suited for a list
· Tables are for data only
· Watch a video about accessible tables
[bookmark: _ia2b2q3aq4iz]Lists
	Use bullets from the paragraph group in Word. 
[bookmark: _tmajjk7nbcbq]Properly Nested Information
	Use Navigation pane in Word to ensure proper nesting of information
1. To open the Navigation pane, press Ctrl+F, or click View > Navigation Pane.
	Headings should not be empty
	All information should be nested under the H1 heading
· Use arrow in Navigation pane
[bookmark: _ujs8weubf768]Other Important Tips
	Make hyperlinks more accessible by creating friendly names for the urls.
	Alt text must be added to each image.  
	To create space between paragraphs, use the paragraph styles menu rather than empty lines.  Empty lines may mislead students into thinking they’re reached the end of your document. Click the paragraph icon to see if you’ve added additional space by mistake
[bookmark: _GoBack]	In Acrobat, mark items like items and borders as artefacts to be ignored by the screen reader.

