Document Accessibility
Making Your Word Documents Accessible
This module will familiarize you with making your course word documents and PDFs accessible.
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Headings

It is easier for everyone to find the content they are looking for on a document or web page, if it is structured using headings.

Heading 1 is the title of the document and it is only used once.

Heading 2s are always the next level of heading and usually are the headings for the major chunks of information on the page.

Heading 3s are the sections under Heading 2's chunks of information.

Heading 4s are the subsections of the Heading 3 sections.

You can keep going, but it is rarely necessary to use that many levels of headings in short documents. 

Lists
- Introduction to Course Information module (you're reading it now!)
- Who is my instructor and how do I keep in touch with her/him? (instructor's introduction)
- What are the requirements for completing this course successfully? (syllabus & course calendar)
- Introduce yourself to your instructor and your online classmates
- Test your knowledge of the course requirements
- Conclusion of Course Information module

Links

Next, we will cover how to make a meaningful link: http://www.pcc.edu/resources/instructional-support/access/word.html#word-links [Make the above link into a meaningful link.]

Tables & Color

	Grade
	Percentage

	A
	90 to 100

	B
	80 to 90

	C
	70 to 80


