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Tips for Creating Accessible Documents 
 

Accessibility 
Accessibility is making information technology resources and services available in a usable format for all students, 
employees, guests and the general public regardless of disability.  

LSU now requires all documents that are published on the internet, used 
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��  Avoid blank rows and columns. If there are two or more tables on a worksheet, leave one blank row and 
resize the blank row if desired.  

��  It’s ok to have merged cells in titles, but not ok in the data.  
��  Designate the end of a table. Type “end of worksheet” immediately after the last row of your table. If you 

wish you can hide the text by changing the color to match the background.  
��  Define the title region. In basic mode a screen reader will read from left to right, one row at a time, just like 

reading a book. When reading a table, we may want the screen reader to identify the row header, then 

http://www.webaim.org/

	Accessibility
	Assistive Technology
	Microsoft Office Documents
	Font, Color and Meaning
	Images and Alternative Text
	Running the Accessibility Checker
	Start in Microsoft Office and Save as PDF

	PowerPoint Presentations
	Building Structure
	Presentation Features
	Motion, Blinking and Transitions

	 Animation and motion should be used sparingly and only to enhance the presentation. LESS IS MORE!
	Slide Layout/Content


	Word Documents
	Image and Alternative Text
	List and Columns
	Descriptive Hyperlinks
	Charts and Tables

	Excel Spreadsheets
	Resources

