Run the Accessibility Checker in Microsoft

Overview

Running the Accessibility Checker in Microsoft is an essential step in ensuring a document is fully
accessible. The results show you what elements of your document need attention to make them

accessible to all users.

Run the Accessibility Checker
To run the Accessibility Checker:

1. Ontheribbon, click the File tab.
2. Click Check for Issues, and then click Check Accessibility.

Note: In the Office 365 version of Word, you can also access
the Accessibility Checker from the Review tab on the ribbon.

Accessibility Checker results pane

The Accessibility Checker pane will open and display any issues
with the document. From here, you can resolve any issues that
appeared during the process of checking for accessibility.

The image is an example of what the Accessibility Checker might
report as issues when checking the accessibility of a document.

Resolve accessibility issues

To resolve issues in the Accessibility Checker pane:

1. Click the error listed in the Accessibility Checker pane to
highlight it in the document.

2. Follow the instructions for fixing the error in the bottom
of the pane.

Common issues that maybe included

e Hyperlinks missing descriptive text.

e Images missing alternative text.

e Tables missing alternative text or a header row.

e White space created by adding space with the Enter
key, instead of by using styles or a page break

When all issues have been resolved, the Accessibility Checker
pane will display a note indicating no accessibility issues have
been found.
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Inspection Results

Errors
4 Missing Alt Text
Table

4 Mo Header Row Specified
Table
Warnings
4 |nfrequent Headings
This Document
4 Blank Table Rows or Columns
Table Column
Table Row
4 Repeated Blank Characters
4 Characters
& Characters
% Characters
5 Characters
& Characters
& Characters

Additional Information W

Select and fix each issue listed above to
make this document accessible for
people with disabilities,

Read more about making documents
accessible


https://support.office.com/en-gb/article/accessibility-video-training-71572a1d-5656-4e01-8fce-53e35c3caaf4
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