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official views of the Administration for Community Living or HHS.
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As Iowa webmasters, it’s our responsibility to
ensure the content we create is usable by all
Iowa citizens, including those who rely on
adaptive technology in their daily lives. By
following best practices for creating accessible
documents, websites and apps, we ensure our
content is usable, versatile, convertible, and
legally compliant.
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• Captioning allows individuals to watch video
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• Printing graphs in black and white helps those
who are color blind and saves money.
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You can download this brochure and the
Access Matters brochure series pictured below at:
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Microsoft Word®
Accessibility Quick Card
Follow these best practices to help
ensure your documents are accessible.
For more information on Word® document
accessibility, visit: www.iowaat.org

• Use document styles

Microsoft
PowerPoint®

Follow these best practices to help
ensure your presentations are accessible.
For more information on PowerPoint®
accessibility, visit: www.iowaat.org

Use heading and paragraph styles to
structure the document.

• Add alt-text to images and objects
This includes pictures, clip art, charts, shapes,
SmartArt graphics and embedded objects.
Use clear, concise terms. For example,
“Person in wheelchair on ramp” may suffice
rather than “Smiling woman in wheelchair
posing on ramp.”

• Use short titles in headings
Keep headings short (fewer than 20 words or
one line long). This makes it easy for readers
to quickly navigate your document.

• Name your hyperlinks appropriately
Your link should contain meaningful text
that reflects the link destination or subject,
rather than simply saying “click here.”

• Use simple table structure
Avoid using nested tables, merged or
split cells, or blank cells for formatting.

• Set column header rows in tables
Clear column headings provide context
and assist navigation of the table contents.
Bookmarks are also a useful tool.
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Accessibility Quick Card

• Add alt-text to images and objects
This includes pictures, clip art, tables, charts,
shapes, SmartArt graphics and embedded
objects. Use clear, concise terms. For example,
“Person in wheelchair on ramp” may suffice
rather than “Smiling woman in wheelchair
posing on ramp.”

• Set column header rows in tables
Clear column headings provide context
and assist navigation of the table contents.

Follow these best practices to help
ensure your workbooks are accessible.
For more information on Excel® accessibility,
visit: www.iowaat.org

• Give all sheet tabs unique names
Sheet names should provide information
about what is found on the worksheet,
making it easier to navigate through a
workbook. Remove blank sheets.

• Enter title in first row and column
You may merge cells to center the title.

• Add alt-text to images and objects
This includes pictures, clip art, charts and
embedded objects. Use clear, concise terms.
For complex charts and diagrams, provide
a data table or a link to the data table.

• Ensure each slide has a unique title

• Specify row and column headings

Slide titles are used for navigation and
selection by people who are not able to
view the slide.

Use cell styles when appropriate.
Clear headings provide context and
assist navigation of the table contents.

• Check slide reading order
People who cannot view the slide will
hear slide text, shapes and content read
back in a specific order. Items in the
selection pane read from the bottom up.

Adobe
Acrobat Pro®
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• Use color carefully
High contrast color schemes and texture
variations in graphs improve readability.
Test your designs by printing in black
and white.

• Hide Unused Rows and Columns
This prevents screen reader users and
keyboard navigators from wandering
off into blank cells.

It’s always best to start with an accessible
source document (e.g., Word). Then use the
Acrobat Pro tab to create the PDF. For more
information, visit: www.iowaat.org

• Use the Accessibility Checker
This built-in tool will tell you about
possible issues in your document and
give suggestions on how to correct them.

• Convert scanned text
Make sure the document contains real text
(scanned documents often render text as
unreadable). If it does not, recreate the PDF
file using the source document or convert
it to include true text.

• Set the document language
Setting the document language in a PDF
enables some screen readers to switch to
the appropriate language.

• Check alt-text
Make sure informative and concise alt-text
descriptions exist for all non-text elements.

• Use color carefully
Make sure you have a high-contrast color
scheme that will make it easy for individuals
with color vision deficiency to use your
document. Use texture in graphs to highlight
points of interest.
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