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Description 

Siteimprove has created a collection of short informational videos on various topics called the 

"Breakthrough Series". They consist of a subject matter expert speaking about a topic in front of 

the camera from their home office or the Toronto office.   

The video opens to show Billie sitting in her home office, speaking on camera for the entire 

length of the video.  Though she is explaining how to use the Word software program, she is not 

sharing any screenshots or animations.  

Billie has long blonde hair and is wearing a blue long-sleeve shirt.  

Transcript 

Billie Johnston: 

Hi there. I'm Billie Johnston, Senior Accessibility Consultant at Siteimprove Canada and I'm 

going to talk about a few things that will help you create an accessible Word document. 

One of the most important and first steps in creating an accessible word document is to always 

use Styles to format your content. Styles can be found in the ribbon at the top of your screen. 
Styles provide accessible structure and clarity. 

https://videos.siteimprove.com/en-ca/watch/B2RwqQFfAaDeeY3rLgjWAc?


Screen reader and other assistive technology users often navigate documents by using styles. 

For example, with heading styles. Users can quickly scan the headings to find the topic they 

want to read about. 

As a screen reader user moves through a document, the style allows them to more easily 

understand the structure and relationship of information. Using formatting buttons such as 
“bold” or increasing the font size to look like a heading won't translate to screen readers.  

Instead, use styles. 

Similarly, use the stronger emphasis style instead of formatting with bold or italic. 

To apply a style, select the text you want to format, choose the style you're looking for and apply 
it. If you don't like the default styles that are available to choose from, you can modify it to 

however you want. You just right-click on the Style you want to change, select “Modify”, make 

the changes and click “OK”. 

You can also apply the updated style to just the document you're working on, or you can apply 

the modified style to all of your Word documents moving forward. 

Different from modifying, you can also create a customized Style and name it whatever you 

want. However, assistive technology doesn't always like customized Styles, so it's 
recommended that you use the Modify option instead. 

Once you've created your document using Styles, you can then run Word's built-in Accessibility 

Checker before sending it off.  

Thanks for watching and be sure to check out our other videos for more tips. 
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