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An accessible document is easy for everyone to read, including people with low vision or
blind users using screen readers.

e [tincludes a hidden or invisible layer of instructions to guide screen readers through
the document in the correct order. Without these instructions, screen readers may
skip image descriptions or read text out of order.

e Document accessibility is required under the Americans with Disabilities Act (ADA).

Best practices:

e Build accessibility in from the start, whether you are using Microsoft Word, Excel,
Google Docs, or Adobe InDesign. Use built-in accessibility checkers before sharing.

e Refer to online tutorials and resources for guidance.

An accessible document features:
e Clear heading structure
Use built-in headings that let screen reader users jump directly between sections.
e Strong color contrast
Maintain a clear difference in brightness between text and the background for
readability.
e Logical reading order
Ensure content flows in a single column from top to bottom, left to right.
e Descriptive links
Use descriptive labels that explain exactly where a link will take the user.
e Image descriptions (alt text)
Provide meaningful alternative text (alt text) for all images and logos.
e Simple, easy-to-read fonts
Use clean fonts at 11-12 points, and avoid decorative or handwritten styles that can
be difficult for screen readers and low-vision readers alike.

Is your PDF Accessible?

e PDFs are accessible only if they are properly tagged. Scanned documents and
untagged PDFs cannot be read by assistive technologies.

e How to test: Go to File > Properties (Ctrl+D). In the bottom left corner of the
Description tab, check the “Tagged PDF” field.

e A fully accessible PDF relies on accurate tags. To ensure accessibility, use correct
tag types, organize them in a logical structure, and verify that the content flows in the
proper reading order.

e Always ask, “Does this have to be a PDF?”

Usually, information shared directly in the body of an email or as a plain webpage is
much more accessible!



