
Document Accessibility Checklist 
 

As UCF moves towards making digital content accessible for all users (learners, team members, pa�ents, 
etc.), the following checklist has been adapted from the UCF Office of Ins�tu�onal Equity presenta�ons 
to assist UCF COM faculty and staff with mee�ng the new requirements as outlined in the Digital 
Accessibility policy. 

All Microso� documents checklist        Yes No 

 Alt text for images 
o Each image provides alt text (1-2 sentences max)   ___ ___ 

 Hyperlinks 
o All hyperlinks are renamed to give the user context   ___ ___ 

 Lists 
o Ordered lists are created using built-in features    ___ ___ 

(like bullets on the microso� ribbon)  
o There are no skipped bullets or empty spaces on the list   ___ ___ 

 Spacing 
o Spacing is created using built-in features     ___ ___ 
o The enter key is not used to create space    ___ ___ 

 Tables 
o Built-in features are used to create tables    ___ ___ 
o Heading row has been checked      ___ ___ 
o There are no merged or split cells     ___ ___ 
o There are no empty cells      ___ ___ 
o ‘Repeat Header Rows’ op�on is selected when table is mul�ple pages ___ ___ 

 Color 
o Color contrast is appropriate      ___ ___ 

Color constrast checkers can be used to determine appropriateness  
Colour Contrast Analyser (download) 
WebAIM Color Contrast Checker (web version) 
WCAG Color Contrast Checker (web version) 

o Color is not used to convey meaning     ___ ___  
 Saving as PDF 

o Used the ‘Save As’ or ‘Save as PDF’ feature    ___ ___ 
o Did not use ‘Print’ to save as a PDF     ___ ___  

Microso� Word specific checklist       Yes No 

 Headings 
o Heading 1 is the �tle of the document     ___ ___ 
o Any addi�onal headings use Heading 2     ___ ___ 

https://policies.ucf.edu/documents/2-006.pdf
https://policies.ucf.edu/documents/2-006.pdf
https://www.tpgi.com/color-contrast-checker/
https://www.tpgi.com/color-contrast-checker/
https://www.tpgi.com/color-contrast-checker/
https://webaim.org/resources/contrastchecker/
https://webaim.org/resources/contrastchecker/
https://accessibleweb.com/color-contrast-checker/


Microso� PowerPoint specific checklist      Yes No 

 Slide layout 
o Used built-in layouts       ___ ___ 
o Each slide has a unique �tle (but �tle can be hidden if needed)  ___ ___ 
o All font is 18 point or greater      ___ ___ 

 Slide reading order 
o When reviewing reading order pane, content on slides is read in order  ___ ___ 

(top to botom) 
 Video cap�oning 

o Videos are already cap�oned      ___ ___ 
 Flashing 

o Transi�ons between slides do not flash (or have limited flashing)  ___ ___ 
o Anima�ons are not disorien�ng      ___ ___ 
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