
What are the Characteristics of an Accessibility 
Compliant Document? 

 

 
 

Introduction 
 
Did you know that 8.1 million (3.3%) Americans have a vision impairment? These people might 
rely on a screen magnifier or a screen reader, or might have a form of color blindness. Using a 
computer to search online, read documents, or fill out forms can be challenging and daunting 
when the technology is not there to help those with low vision. 
 
Making accessible documents and web pages allow individuals who use a screen reader to 
maneuver through documents and webpages, hear descriptions from picture and image tags to 
help understand the images on the pages and to have equal access to information that most of 
us take for granted. 
 

What is an Accessible Document?  
 
An accessible document is a document created to be as easily 
readable by a sighted reader as a low vision or non-sighted reader. 
Making a document accessible is easiest when we are in the initial 
stages of creating a document. Learning all of the different types 
and levels of accessibility can take several courses, training, and 
hours. However, a few basic principles will make every document 
you create more accessible. 
 
 

 



The Basics 
 
Document Properties 
 
Document Properties allow the creator to enter information about the Title, Author, Key Search 
Words, Language, and Subject Matter of the document. No matter what program you are using, 
every document has an area to enter Document Properties. 
 
Correctly Labels and Paragraphs 
 
Applying the right tags to headings and paragraphs helps the screen reader quickly understand 
the document's structure. Then, users can quickly scan the document for the information they 
need.  
 
Alternative Text to Images, Pictures, and Design Elements 
 
Alternative text (Alt text) provides an audible description of a non-text object when an 
individual using a screen reader hovers over an image with their cursor. 
 
Use Lists 
 
Correctly using and tagging lists as list helps screen readers understand how the content is 
organized.   
 
Specify Column Header Rows in Tables 
 
Design tables with as simple a structure of rows and columns as possible and specify which row 
is your column header or row title. 
 
Use Meaningful Hyperlinks 
 
Don't use bland terms to describe links, like "download here" Be as descriptive as possible, and 
describe the link, like "to learn more, view the student application."  
 
Include Closed Captions for Audio Files 
 
Accessibility is as essential to individuals with low or no hearing ability as it is for people with 
site challenges. Therefore, include closed caption for all audio files in a document or 
presentation. 

 
 
 
(Information courtesy of Regional Government Services) 

https://www.rgsjpa.org/what-is-an-accessible-document-and-why-is-accessibility-so-important/

