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More training information at Before you upload that doc!  

 

 Do’s Don’ts Tips 

T
a
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Use a header row. 

Choose a table design instead of 
formatting on your own. 

 

Split cells or merge cells.  

Create nested tables (having a table 
inside a table cell).  

Leave blank rows or columns. 

If a table will spread across more 

than one page, select “Repeat 
Header”. Repeat Table Header 

 

Im
a
g
e
s Provide alternative text for all 

images.  

Be sure all images are aligned 
with the text.  

Provide long, detailed descriptions 

for the alternative text.  

Click “Mark as decorative” for 

images such as logos.  

Always check the alt text. 
Sometimes it is automatic and 

does not match the image. 

F
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Choose clear and easy-to-read 

fonts.  

Only use high contrast colors. 

Change fonts to add emphasis.   

Use All Caps to add emphasis.  

Sans serif fonts are easier to 

read for those with visual 
impairments.  
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Use meaningful text for the 

display and then insert the 
hyperlink.  

Leave the hyperlink to be read in 

the document.  

Use “Click here” for your links.  

 

Remember that screen readers 

interpret all underlined text as a 
link.  

Keep these tips in mind when 

writing emails as well. 
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Use Style Markup to distinguish 
titles, headings, and subheadings.  

Use bold discriminately, to 

emphasize key terms.  

Use “Line and paragraph 
spacing” to adjust the amount of 

visual space between lines in 

your document.  

Use bold, underlining, or italics to 
label sections of your document.  

Use bold for entire sentences.  

Use blank lines in your document to 

create visual spacing.  

After modifying a heading or 
title, right click on that Style 

Markup (Title, heading, etc) and 

update it to match your changes. 

It will change all text using that 
Style to match your adjustments. 

  

https://adventurouseducators.com/2020/05/28/before-you-upload-that-doc/
https://support.microsoft.com/en-us/office/repeat-table-header-on-subsequent-pages-2ff677e0-3150-464a-a283-fa52794b4b41?showcontactusnav=false&ns=winword&version=90&ui=en-us&rs=en-us&ad=us

