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Introduction: 

In this guide, you will be presented with how to utilize the accessibility checker that is built into 
Microsoft Word 365 Online. This guide is for the web-based/browser-based version of Microsoft Word 
365. A separate guide has been created for the stand-alone/desktop app of Microsoft Word 365 and 
Microsoft Word 2016. 

The idea behind an accessibility checker is to assist in ensuring that a set of standards are met to allow 
for those with disabilities have the same the level of access as their non-disabled peers. 

Accessing the Checker: 

Once you are done with your file, make sure that you have it saved. Now, click on “Review” in the top 
menu in Word. 

 

Now select “Check Accessibility” on the secondary menu. 

 

Accessibility Report: 

The report will be displayed on the right-side of the 
screen. 

It is broken into two sections: 

 Errors 
 Warnings 

An error is something that must be fixed to comply 
with the minimum standards of accessibility. 

A warning is a recommendation for accessibility 
improvement, but not a requirement. 
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Common Errors: 

Some of the most common errors seen in this report are: 

 Missing Alt Text: This is the text that accompanies a picture. It allows a “screenreader” 
application for visually impaired students to be told what the picture is. 

 Headings Mismatch: When you look at this document, you will notice a few lines above are the 
words “Common Errors”. These words were formatted using the styles section of the “ribbon” 
at the top of the screen. 

 
Headings follow a hierarchy of information. Once again, you may visually see a heading but does 
the computer “see” it as a heading. Using the styles ensures it does. 
 
NOTE: Headings Mismatch errors CANNOT be fixed in Microsoft Word 365 Online. You must 
open the file in the stand-alone/desktop app of Microsoft Word 365 to utilize styles and 
add/change headings in a Word document. 


