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Accessibility When You’re Teaching Online 

As you temporarily move your classes online, consider taking measures to make your course materials 

accessible for all students. Certainly, for students with accommodations this will be important, but it can 

also be helpful for students who do not have accommodations but who are experiencing increased 

anxiety and/or are unfamiliar with online learning. When students are learning at a distance, anything 

an instructor can do to make materials easy to navigate is helpful. For example, adding captions or alt 

text to the images or graphics on your PowerPoint (or other Office) document is a great way to assist 

those with visual impairments, but aids understanding of an image or graphic for every student.  

The good news is, there are simple ways to make materials more accessible, from adding a caption to an 

image to using the Headings function in Word, to embedding hyperlinks in the text (like you see below) 

rather than pasting in the URL as text. For a quick read on how to increase accessibility, check out 5 Tips 

for ADA-Compliant Inclusive Design.  
 

Some things to note: 

 You may already know about students in your courses who have accommodations that need to 

be translated to the online environment and/or there may be students in your courses who have 

not taken online courses and, therefore, may need to register for accommodations that this 

format requires. Let students know that you will work with them and Accessibility Services to 

address their needs during this time. Encourage students who might need accommodations for 

online learning to contact Jeremy Keye Accessibility Services. 

 Canvas contains several tools to make your course materials accessible. This guide contains 

information about how to check your course for accessibility, how to create documents that are 

accessible, and how to caption videos, among other things.  

 In order for students who have visual impairments to use e-readers to access online documents, 

you must use file types and features that are compatible with using a reader.  

o Microsoft Office has an Accessibility Checker that reviews documents for accessibility 
issues and helps you to fix them easily. Steps for using it in Word are shown below.  

 

Step 1: 
 
 
 
 

 
 
 
 

 

https://support.office.com/en-us/article/make-your-powerpoint-presentations-accessible-to-people-with-disabilities-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25#bkmk_office2019
https://support.office.com/en-us/article/make-your-powerpoint-presentations-accessible-to-people-with-disabilities-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25#bkmk_office2019
https://www.insidehighered.com/digital-learning/views/2017/05/03/tips-designing-ada-compliant-online-courses
https://www.insidehighered.com/digital-learning/views/2017/05/03/tips-designing-ada-compliant-online-courses
https://www.lindenwood.edu/academics/support-resources/accessibility-services/
https://community.canvaslms.com/docs/DOC-2061


Lindenwood Learning Academy  3.13.20 

Step 2: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Watch this quick video for a tutorial on how to make Office documents accessible or if you’d like 
to read more, see the links below.   

o How to make a Word doc accessible 

 Click here to watch a demonstration of how to convert an existing Word doc to an 

accessible Word doc. 

https://www.youtube.com/watch?v=0sC_JVgCtJU
https://support.office.com/en-us/article/make-your-word-documents-accessible-to-people-with-disabilities-d9bf3683-87ac-47ea-b91a-78dcacb3c66d?ocmsassetID=HA101999993&CorrelationId=7e91282d-7b14-4e85-b9ce-03ac9d1268a9&ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/make-your-word-documents-accessible-to-people-with-disabilities-d9bf3683-87ac-47ea-b91a-78dcacb3c66d?ocmsassetID=HA101999993&CorrelationId=7e91282d-7b14-4e85-b9ce-03ac9d1268a9&ui=en-US&rs=en-US&ad=US
https://www.youtube.com/watch?v=dC8sfkQJcpA
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o How to make a PowerPoint accessible 

o How to make a PDF accessible when you have the source document and when you don’t 

o How to make an Excel file accessible  

o How to ensure tables in your documents are accessible 

 

Additional Support: 
For questions, more resources, or individual assistance, please contact Jeremy Keye in Accessibility 

Services, Kristen Norwood in the Learning Academy, or Lindenwood Online.  

https://support.office.com/en-us/article/make-your-powerpoint-presentations-accessible-to-people-with-disabilities-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25
https://support.office.com/en-us/article/make-your-powerpoint-presentations-accessible-to-people-with-disabilities-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25
https://support.office.com/en-us/article/create-accessible-pdfs-064625e0-56ea-4e16-ad71-3aa33bb4b7ed
https://webaim.org/techniques/acrobat/acrobat
https://webaim.org/techniques/acrobat/acrobat
https://support.office.com/en-us/article/make-your-excel-documents-accessible-to-people-with-disabilities-6cc05fc5-1314-48b5-8eb3-683e49b3e593
https://support.office.com/en-us/article/make-your-excel-documents-accessible-to-people-with-disabilities-6cc05fc5-1314-48b5-8eb3-683e49b3e593
https://www.w3.org/WAI/tutorials/tables/
mailto:Jkeye@lindenwood.edu?subject=Help%20with%20Accessibility%20/%20Accommodations
mailto:knorwood@lindenwood.edu?subject=Question%20about%20Accessibility
mailto:lindenwoodonline@lindenwood.edu?subject=Help%20with%20Accessibility%20in%20Canvas

