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Best Practices in Word

When making Word documents accessible, keep the following best practices in 

mind: 

1) Use built-in headings and styles. To apply headings to your content, select

“Home” and then “Styles”.

2) Add alt text to all visuals, including pictures, graphics, shapes, groups, charts,

and embedded objects. To do this, right click the object and select “Edit alt

text”. Then type in the alt text.

3) Use meaningful hyperlink text. Avoid using the URL as screen readers will

read it letter by letter.

4) Ensure that color is not the only way of conveying information. For example,

instead of “translate the words in red”, try “translate the capitalized red

words”.

5) Use sufficient contrast for text and background colors. The easiest way to

check color contrast is to search for a contrast checker. WebAIM contrast

checker is a good resource.

6) Use a simple table structure and specify table headers. To do so, go to "Table

Design”, then check “Header Row”.

https://webaim.org/resources/contrastchecker/
https://webaim.org/resources/contrastchecker/
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7) The last step is to do a final check in the accessibility checker. To do so, go to

"Review", and then "Check Accessibility". The accessibility window will open

on the right, and then you can fix the issues listed.

If you need help, reach out by emailing ade@ag.tamu.edu. 

mailto:ade@ag.tamu.edu
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Best Practices in PowerPoint 

When making PowerPoint presentations accessible, keep the following best 

practices in mind: 

1) Search for accessible, pre-built templates to get started. Using accessible

templates can save you time. You can find those templates through the

search function on the “New” tab.

2) Give every slide a unique title. Please note that the menu to open the title panel

is in the bottom right corner.

3) Make sure slide contents can be read in the order that you intend. To check

reading order, go to “Review” and select the down arrow beside “Check

Accessibility”, then select “Reading order pane”. The reading order pane will

open on the right, drag and drop or use the up and down arrows to reorder

items.

4) Use simple and readable fonts, like 18 point or larger, sans serif fonts.

5) Add alternative text to all visuals, including pictures, SmartArt graphics,

shapes, groups, charts, and embedded objects. To do so, right click the object

and select “Edit alt text”. Then type in the alt text.

6) Use meaningful hyperlink text. Avoid using the URL as screen readers will

read it letter by letter.

7) Use sufficient contrast for text and background colors. The easiest way to

check color contrast is to search for a contrast checker. WebAIM contrast

checker is a good resource.

8) Use a simple table structure and specify table headers. To do so, go to "Table

Design", and then check "Header Row".

https://webaim.org/resources/contrastchecker/
https://webaim.org/resources/contrastchecker/
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9) Make embedded videos accessible by adding closed captions. To learn more

about adding closed captions to videos, please refer to our captioning

tutorials.

10) The last step is to do a final check in the accessibility checker. To do so, go to

"Review", and then "Check Accessibility". The accessibility window will open

on the right, and then you can fix the issues listed.

If you need help, reach out by emailing ade@ag.tamu.edu. 

mailto:ade@ag.tamu.edu
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Best Practices in Excel 

When making Excel spreadsheets accessible, keep the following best practices in 

mind: 

1) Search for accessible, pre-built templates to get started. Using accessible

templates can save you time.

2) Give all sheet tabs unique names and remove blank sheets.

3) Use a simple table structure and identify column headers. To do this,

highlight the cells you want to include in the table. Select “Insert” and then

“Table”. Check “My table has headers” in the pop-up window and then select

“OK”.

4) Use descriptive names for columns (i.e., January, February, instead of

Column1, Column2).

5) Add alt text to all visuals, including pictures, graphics, shapes, groups, charts,

and embedded objects. To do so, select “Format” and then “Alt Text”. Type

the alt text in the box.

6) Use meaningful hyperlink text. Avoid using the URL as screen readers will

read it letter by letter.

7) Use sufficient contrast for text and background colors. The easiest way to

check color contrast is to search for a contrast checker. WebAIM contrast

checker is a good resource.

8) The last step is to do a final check in the accessibility checker. To do so, go to

"Review", and then "Check Accessibility". The accessibility window will open

on the right, and then you can fix the issues listed.

If you need help, reach out by emailing ade@ag.tamu.edu. 

https://webaim.org/resources/contrastchecker/
https://webaim.org/resources/contrastchecker/
mailto:ade@ag.tamu.edu
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How to Use Accessibility Checker in Microsoft Products 

To use the accessibility checker in Microsoft products, such as Word, PowerPoint, 

and Excel, complete the following: 

1) To open the accessibility checker, go to "Review", and then "Check

Accessibility". The accessibility window will open on the right, and then you

can fix the issues listed.

2) Common accessibility issues might include but are not limited to:

• Missing alternative text. To fix this issue, from the accessibility window,

select the item and then the down arrow on the right. Select either

"Add a description" or "Mark as decorative".

• Missing slide title for PowerPoint slides. To fix this issue, from the

accessibility window, select the item and then the down arrow on the

right. Select the option (“Set as Slide Title”, “Add Slide Title”, or “Add

Hidden Slide Title”) that you need.

• Hard to read text contrast. To fix this issue, use a contrast checker for

guidance and then change the color in the file. WebAIM contrast

checker is a good resource.

• Check reading order. To do this, from the accessibility window, select

the item and then the down arrow on the right. Select “Verify object

order”. Please note that even after you verify the object order, the warning

will not go away. Disregard once you have verified.

If you need help, reach out by emailing ade@ag.tamu.edu. 

https://webaim.org/resources/contrastchecker/
https://webaim.org/resources/contrastchecker/
mailto:ade@ag.tamu.edu
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How to Convert from Word to PDF 

To convert a Word file to a PDF, complete the following: 

1) Open your file in Word. Note: Run your Word document through the accessibility

checker before converting it to a PDF because it’s easier to fix issues in the source

file than in a PDF.

2) Go to the “File” tab.

3) Select “Save as Adobe PDF”. Note: Make sure that you have logged into your

Adobe account in the Adobe app before you save the file as a PDF.

4) When the save window opens, select "Options" in the bottom right corner.

5) Make sure "Enable Accessibility and Reflow with tagged Adobe PDF" is

checked.

6) Select "Save" and wait for the Acrobat PDFMaker to finish the process.

7) Once it’s done, you should be able to view the PDF. We recommend running

the PDF file through the Adobe Acrobat accessibility checker to ensure that

there are no issues. If you need detailed steps, check out our “How to Use

Adobe Acrobat Accessibility Checker” tutorial.

If you need help, reach out by emailing ade@ag.tamu.edu. 

mailto:ade@ag.tamu.edu
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How to Convert from PowerPoint to PDF 

To convert a PowerPoint presentation to a PDF, complete the following: 

1) Open your file in PowerPoint. Note: Run your PowerPoint presentation through

the accessibility checker before converting it to a PDF because it’s easier to fix

issues in the source file than in a PDF.

2) Go to the “File” tab.

3) Select “Save as Adobe PDF”. Note: Make sure that you have logged into your

Adobe account in the Adobe app before you save the file as a PDF.

4) When the save window opens, select "Options" in the bottom right corner.

5) Make sure "Enable Accessibility and Reflow with tagged Adobe PDF" is

checked.

6) Select "Save" and wait for the Acrobat PDFMaker to finish the process.

7) Once it’s done, you should be able to view the PDF. We recommend running

the PDF file through the Adobe Acrobat accessibility checker to ensure that

there are no issues. If you need detailed steps, check out our “How to Use

Adobe Acrobat Accessibility Checker” tutorial.

If you need help, reach out by emailing ade@ag.tamu.edu. 

mailto:ade@ag.tamu.edu
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