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Microsoft Word Documents:

1. Use built-in heading styles:
[image: ]
Select your headings and apply styles like “Heading 1,” “Heading 2” from the Home>Styles toolbar.
Accessible Heading Structure - Government Information Center

2.            Add alternative text to images:
Right-click the image, choose “View Alt Text,” and write a clear description of the image’s purpose.
Adding Alt Text in WordPress - Government Information Center

3.            Check color contrast:
Use tools like the  WebAIM Contrast Checker to ensure text/background colors meet contrast ratio of at least 4.5:1.

4. 	Run the built-in MS Word “Check Accessibility” function. You can find it under the “Review” tab on the top toolbar. 
[image: Screenshot showing Microsoft Word and the top toolbar, with the Check Accessibility tab selected.]
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