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Checklists for Accessible Documents
Please remember:

e You are creating content for students and your colleagues in the
District, as well as anyone coming into contact with College of the
Desert programs and services.

e These guidelines apply to any electronic information distributed online
using District websites, the Portal, Canvas, or email.

e These guidelines are also highly recommended for content intended for
use in face-to-face settings - it helps that the content is already
accessible if an alternate format is requested.

How to Use These Checklists
1. The General Checklist applies to any type of document or content. Use
it in Word, PowerPoint, even email messages in Outlook.

2. If you are creating tables in any type of document or content, also use
the General Checklist for Tables.

3. Finish by using the checklist for a specific type of document or content.
4. Links to step-by-step resources are included if you have questions.
5. For additional assistance, contact Nicolas Crisosto, extension 4823.

Checklists

General Checklist for All Documents

General Checklist for Tables in All Documents
Word Checklist

Email and Attachments Checklist

PowerPoint Checklist

Excel or Spreadsheet Checklist
PDF Checklist
CANVAS and Web Page Editors Checklist
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General Checklist for All Documents

For All Documents Yes

Did you use a legible font like Verdana 12 point for the text?
Fonts for the Web and Electronic Documents

Did you use the built-in styles (Heading 1, Heading 2, etc.) instead
of changing font sizes and styles (bold, color, etc.) individually?

Add Heading Stvyles in Microsoft Office

Did you use the built-in bulleted and numbered list tools instead of
making them individually? I:I

Make Lists in Microsoft Office
Working with Lists in Microsoft Word

Do all images that communicate information have meaningful
alternative text descriptions?

Add Alternative Text Descriptions in Microsoft Office
Create Meaningful Descriptions of Graphs and Charts

Did you avoid using color as the only way to communicate
information?

Tips to Not Rely on Color Alone

Does all text have high contrast with the background?
Download an App to Check the Colors You Use for Good Contrast

Did you change the display text for all links to ordinary language,
describing the destination or purpose of the links?

Ten Tips for Writing Meaningful Link Text

Create Accessible Links

Did you use underlining only for links?
Underlining of Links
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http://accessibility.psu.edu/fontfacehtml/
https://support.office.com/en-us/article/Add-a-heading-3eb8b917-56dc-4a17-891a-a026b2c790f2
https://support.office.com/en-us/article/Add-bullets-or-numbers-to-a-list-2c01600e-3d2c-473d-a909-a1030bc8e51d
https://edu.gcfglobal.org/en/word2016/lists/1/
https://support.office.com/en-us/article/Add-alternative-text-to-a-shape-picture-chart-table-SmartArt-graphic-or-other-object-44989B2A-903C-4D9A-B742-6A75B451C669
http://diagramcenter.org/table-of-contents-2.html
https://accessibility.princeton.edu/resources/drupal-checklist/color-alone
https://developer.paciellogroup.com/resources/contrastanalyser/
http://www.4syllables.com.au/resources/link-tips/
https://support.office.com/en-ie/article/video-create-accessible-links-in-word-28305cc8-3be2-417c-a313-dc22082d1ee0
https://www.forgov.qld.gov.au/cue-module1-checkpoint10-underlining-links
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General Checklist for Tables in All Documents

For All Tables

Did you consider using columns to display side-by-side information
instead of tables?

Creating Columns in Word

Yes

Did you consider using headings and lists to organize information
instead of tables?

Add Heading Stvles in Microsoft Office
Make Lists in Microsoft Office

Did you avoid merging or splitting cells?
Create Accessible Tables in Word

Did you avoid creating empty cells in data tables?

Do all table cells contain only text and not images or lists?

Do all tables have a title row, caption, or alternative text
description?

Is the first row in all tables with data marked as the header row?
Mark a Table Row as the Header Row in Microsoft Office

Is the header row repeated if the table spans multiple pages?
Repeat Table Header Rows in Microsoft Office

Page 3


https://edu.gcfglobal.org/en/word2016/columns/1/
https://support.office.com/en-us/article/Add-a-heading-3eb8b917-56dc-4a17-891a-a026b2c790f2
https://support.office.com/en-us/article/Add-bullets-or-numbers-to-a-list-2c01600e-3d2c-473d-a909-a1030bc8e51d
https://support.office.com/en-us/article/Video-Create-accessible-tables-in-Word-cb464015-59dc-46a0-ac01-6217c62210e5
https://kb.iu.edu/d/aqjl
https://support.office.com/en-us/article/Repeat-a-table-heading-on-subsequent-pages-2ff677e0-3150-464a-a283-fa52794b4b41
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Word Checklist

In addition to using the General Checklist for All Documents, Microsoft Word
has specific tools that can help find and fix several issues.

Columns are a great way to organize information. Plus, columns are usually
easier to format and keep accessible. This is why a best practice is to avoid
using tables for layout.

If your document uses tables for data, you will also want to review the
General Checklist for Tables in All Documents.

For All Word Documents

Did you use the Columns tool instead of typing spaces or Tab to
layout side-by-side information?
Creating Columns in Word

Did you use paragraph indenting to create blank space in front of or
after text instead of typing spaces?
Paragraph Formatting

Did you use paragraph spacing instead of creating blank lines with
Enter?
Line and Paragraph Spacing in Word

Did you check the outline view or print preview to make sure that all
items in the document are in logical order?

Switch to the Qutline View in Word

Did you use the built-in Table of Contents tool instead of making
one individually?
Use the Table of Contents Tool in Word

Windows and macOS: Did you run the Accessibility Checker?
Run the Accessibility Checker
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https://edu.gcfglobal.org/en/word2016/columns/1/
https://makeofficework.com/paragraph_formatting.htm
https://edu.gcfglobal.org/en/word2016/line-and-paragraph-spacing/1/
https://support.office.com/en-us/article/Create-a-document-outline-in-Outline-View-cfdd43c9-021f-4d5d-a678-34a182f4433c?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/Create-a-table-of-contents-5eaadd8f-efa5-4791-84ba-746383b97ecb
https://support.office.com/en-us/article/Check-for-accessibility-issues-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f
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Email and Attachments Checklist

Microsoft Outlook has most of the same tools as Word. Remember to use
the General Checklist for All Documents first.

If your email message uses tables for data, you will also want to review the
General Checklist for Tables in All Documents.

For Email and Attachments Yes

Did you use paragraph spacing instead of creating blank lines?
Adjust Space between Sentences and Paragraph in Email

Did you use the built-in bulleted and numbered list tools instead of
making them individually?
Add Accessible Lists to Email

Did you use the built-in table tool?
Add Accessible Tables to Email

Did you review documents attached to the email with these
accessibility checklists?

Windows and macOS: Did you run the Accessibility Checker?
Run the Accessibility Checker
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https://support.office.com/en-ie/article/make-your-outlook-email-accessible-to-people-with-disabilities-71ce71f4-7b15-4b7a-a2e3-cf91721bbacb#bkmk_winfontsize
https://support.office.com/en-us/article/video-add-accessible-tables-and-lists-to-email-dcaa9ca4-be57-4499-8af7-56409ab73b18
https://support.office.com/en-us/article/video-add-accessible-tables-and-lists-to-email-dcaa9ca4-be57-4499-8af7-56409ab73b18
https://support.office.com/en-us/article/Check-for-accessibility-issues-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f
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PowerPoint Checklist

For PowerPoint Documents Yes

Did you use a PowerPoint template and apply layouts from a slide
master such as "Title Slide” and “Slide with a Table"?

Use Slide Templates
Use Slide Masters

Did you give each slide a unique title?

Did you use a legible font size like Verdana 24 point for a
presentation meant to be projected on a screen?

Font Size

Did you use PowerPoint tables instead of screen shots of tables?
Insert a Table into a PowerPoint Slide

Did you look at the Arrange: Selection Pane (Windows) or Reorder
Objects (Mac) view on each slide to make sure all items on the slide
are in the correct reading order?

Use the Selection Pane

Did you avoid using flashing/flickering text, animations, and slide
transitions in the document?

Windows and macOS: Did you run the Accessibility Checker?
Run the Accessibility Checker
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https://support.office.com/en-us/article/Apply-a-template-to-your-presentation-d3d4ece5-e965-45eb-9423-c34e61b34616
https://support.office.com/en-us/article/Apply-one-or-more-slide-masters-to-a-presentation-dc684a1d-9d14-4ead-9bb5-2303d4fedba8
http://accessibility.psu.edu/legibility/fontsize/
https://support.office.com/en-us/article/Add-a-table-to-a-slide-fe397b00-1bae-4325-a2ad-2e40aa3e6a66
https://support.office.com/en-us/article/video-create-more-accessible-slides-794fc5da-f686-464d-8c29-1c6ab8515465
https://support.office.com/en-us/article/Check-for-accessibility-issues-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f
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Excel or Spreadsheet Checklist

Accessibility of a spreadsheet mostly comes from the design and layout of
the information.

Keep in mind the General Checklist for Tables in All Documents.

For All Excel or Other Spreadsheets Yes

Did you use Excel’s table tools to turn the rows and columns in your
document into a table?
Create more accessible tables in Excel (Windows)

Create and format tables in Excel (macOS)

Did you provide a text alternative for embedded graphs or charts?
Add Alternative Text Descriptions in Microsoft Office

Windows and macOS: Did you run the Accessibility Checker?
Run the Accessibility Checker

Special Note

Spreadsheets are not fully accessible document formats. Consider
creating a Word version of the information or other alternate format.
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https://support.office.com/en-us/article/video-create-more-accessible-tables-in-excel-86e50f77-0f15-4537-ab1d-62d0e4cd5645
https://support.office.com/en-ie/article/create-and-format-tables-e81aa349-b006-4f8a-9806-5af9df0ac664
https://support.office.com/en-us/article/Add-alternative-text-to-a-shape-picture-chart-table-SmartArt-graphic-or-other-object-44989B2A-903C-4D9A-B742-6A75B451C669
https://support.office.com/en-us/article/Check-for-accessibility-issues-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f
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PDF Checklist

PDF files can be challenging to make fully accessible. Even then, some users
have difficulty with PDF files. A best practice is to provide original Word,
PowerPoint, or Excel files where possible.

The Information Technology Accessibility Specialist can work with you to
help make sure PDF files are accessible.

Please note: If you are using PDF forms, you will need to work with the
Accessibility Specialist for options to make the PDF files accessible.

For All PDF Documents

Did you start with an accessible document from Word or a similar
program?
General Checklist for All Documents

Did you create the PDF file using the “Create PDF” option from the
Acrobat ribbon or "Save as Adobe PDF” option in a program like
Microsoft Word?

Converting to PDF

Did you run the Accessibility Checker in Adobe Acrobat Pro?
Create and Verify PDF Accessibility with Adobe Acrobat Pro

If you made any changes to your PDF after creating the PDF, did
you run the Accessibility Checker one more time to make sure there
were no new issues?
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mailto:ncrisosto@collegeofthedesert.edu?subject=Accessible%20PDF%20documents
https://webaim.org/techniques/word/word2016win#pdf2016
https://helpx.adobe.com/acrobat/using/create-verify-pdf-accessibility.html#check_accessibility_of_PDFs
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CANVAS and Web Page Editors Checklist

CANVAS and other web pages can be very accessible. Just remember, when
creating or editing web pages, the General Checklist for All Documents
applies. Also, if the web page contains a data table, you will want to review
the General Checklist for Tables in All Documents.

CANVAS users can visit Accessibility within Canvas for more resources or
contact the Distance Education and Instructional Design Coordinator.

For questions about web pages, contact the Webmaster.

For All Online Content

Did you build the content in the rich text editor or remove all text
formatting before copying and pasting from another program?

Modify Text in the CANVAS Rich Content Editor
Remove All Formatting Before Copying and Pasting

Did you mark images and non-text elements as decorative if they do
not communicate information?

Do all videos have accurate and synchronized closed captions?
Creating Accessible Videos

Does all text have high contrast with the background, including text
in banners and images?

Is the first row in data tables marked as the header row? If needed,
is the first column in data tables marked as the header column?

Did you review documents embedded or linked on the page with
these accessibility checklists?

In CANVAS, did you run the Accessibility Checker?
Accessibility Checker in the Rich Content Editor
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https://community.canvaslms.com/docs/DOC-2061-accessibility-within-canvas
mailto:de@collegeofthedesert.edu
mailto:mharlow@collegeofthedesert.edu
https://guides.instructure.com/m/4152/l/876622
https://support.office.com/en-us/article/clear-all-text-formatting-c094c4da-7f09-4cea-9a8d-c166949c9c80
https://www.washington.edu/accessibility/videos/
https://community.canvaslms.com/docs/DOC-13345-4152808104
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