
 

Creating accessible documents and checking documents for compliance 
You might be surprised to learn that documents that you create with word processing and presentation 
software can also be inaccessible to some learners. Blind individuals and people with visual impairments 
rely on assistive technology such as screen readers to transmit digital content by reading material out 
loud. Individuals with dyslexia may find certain typefaces harder to read. Here are some tips to ensure 
that your documents are accessible to all: 

 Use built-in document templates and do not modify them; these templates have already been 
vetted and confirmed to be accessible. Use heading styles to organize your documents. 
 

 Choose sans-serif typefaces. The default typeface in most word processing programs is typically 
sans-serif. 
 

 Any image you include in your document that is functional rather than decorative will require a 
full description via alternative text (often abbreviated as "alt text") 
 

 If you are presenting a data visualization, such as a chart or a graph, use sufficient alt text to 
provide the information conveyed in the visualization. Alternative text for decorative images 
should read "null." 
 

 Evaluate the color contrast in any images you have included to ensure that individuals 
with different types of color blindness can successfully view your image. 
 

 Use your software's built-in accessibility checker to identify and remediate inaccessible 
elements in your document. You may need to upgrade to the latest software version if you have 
not already done so. 
 

 Ensure that PDFs have Optical Character Recognition (OCR) enabled. 
 

 Be sure to use your software's built in math editor to display symbols and equations. If you're 
using LaTex, which is inaccessible to screen readers, be prepared to remediate your content. 
 

 Avoid using animated images, which can be harmful for individuals who experience 
photoepileptic seizures. 

 
 
Please contact the SAIS ODL team for additional help related to accessible content. 
 

https://support.microsoft.com/en-us/office/everything-you-need-to-know-to-write-effective-alt-text-df98f884-ca3d-456c-807b-1a1fa82f5dc2
https://www.nei.nih.gov/learn-about-eye-health/eye-conditions-and-diseases/color-blindness/types-color-blindness
https://support.microsoft.com/en-us/office/improve-accessibility-with-the-accessibility-checker-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f?ui=en-us&rs=en-us&ad=us
https://accessibility.psu.edu/math/equations/
mailto:sais.odl@jhu.edu

