
 
 
 

Creating Accessible Google Docs 
Adopted from Google Docs Accessibility 

Structure 
 
Headings 

1. Open a document in Google Docs. 
2. Select the text you want to change. 

3. Click Format  Paragraph styles. 
4. Click a text style: 

• Normal text 
• Title 
• Subtitle 
• Heading 1-6 

5. Click Apply ‘text style.' 
 
Customizable Headings 

1. Select text with the style you want to use. 

2. Click Format  Paragraph styles  Normal text or Heading 1-6  Update ‘Heading' to match. 
3. All of the text in your document with the same text type, such as "Heading 4" or "Normal text," will be 

updated to match your initial selection. 
Note: If you change the style of normal text, the heading fonts will also change to the new style. 

 

Set or change a default style 

1. Set a default style: Click Format  Paragraph styles  Options  Save as my default styles. 
2. Apply a default style: Click Format  Paragraph styles  Options  Use my default styles. 
3. Restore original to the Google style: Click Format  Paragraph styles  Options  Reset styles. 
 
Lists 

1. Select text. 

2. On the toolbar, click Bulleted list  or Numbered list . 
• Note: If you don't see the option, click More. 
3. To change the style of the bullets or numbers, click the dropdown arrow next to the icons in the 

toolbar. 
Note: You can also start a list by typing any of the following letters, numbers, or symbols at the beginning 
of a line and pressing the spacebar: *, -, (a), a), a., (A), A), A., I., (1), 1), and 1. 

https://support.google.com/docs/answer/6199477?hl=en
https://docs.google.com/document/u/0/


 
 
 

Format bullets and numbers 

1. Within a list, click a bullet or number once to select the whole list. To select an individual bullet or 
number, double-click it. 

2. Make one of the following changes: 
• Type: Right-click the bullets or numbers and choose a different bullet type. 

• Color: In the toolbar, change the bullet or number colors with Text color . 
 

Table Tools 
 
To Identify Header Rows: Select the text in the top row or rows that will be in header row and then 
Format text using Format  Paragraph styles. This is not as accessible as Word, but it is the second 
best way to do so. Also, there is no option to include alt text description for tables. 
 
Columns 
 
Select text that you want placed in columns.  
Select Format -> Columns -> select column type or select more options. 
 
Hyperlinks 
 
The text for a hyperlink should be descriptive of the information or page name that the link refers to. 
Avoid hyperlinks that are raw URLs (these are difficult for screen readers or text-to-speech assistive 
technology) or that say, Click here. Our office can be found in the Old Auditorium vs. 
https://drive.google.com/file/d/0BwfgGodvzzPBMFNFTUE3eVFUbUk/view?usp=sharing 
Can you imagine listening to a screen reader trying to read that? Also, try to save underlined text for 
URLS and use words like, “Important” to emphasize material. 
 

Pictures and Color 
Pictures 
Alt-text 
Select an image, click Format, and then select Alt text at the bottom of the dropdown menu. Enter a 
description. Click OK. 
 
Color 
Color should not be the sole indicator of any type of information. To indicate importance, add an 
asterisk (and a key indicating that an asterisk indicates important information). Try to be conscious of 
the fact that some people are color blind, thus they cannot make distinctions between various colors. 
 
If you have color in your documents, make sure that the contrast is high and that the color of the font 
(and the font type) do not make it difficult to read.  

https://drive.google.com/file/d/0BwfgGodvzzPBMFNFTUE3eVFUbUk/view?usp=sharing
https://drive.google.com/file/d/0BwfgGodvzzPBMFNFTUE3eVFUbUk/view?usp=sharing


 
 
 

 
Textboxes 
It is best not to use textboxes as screen reader assistive technology cannot read the information in 
textboxes. Format text to make it stand out or to emphasize it. 
 
Text alignment  

Whenever possible, use left-aligned text. Justified text is more difficult to read because of extra space 
between the words. To change to left-aligned text, press Control + Shift + L (Windows or Chrome OS) 
or ⌘ + Shift + L (Mac). 
 
Accessibility checker 
While Google Doc has no accessibility checker built in, you can check the color contrast using WebAIM  
Color Contrast Checker. Just enter the hexadecimal color number. You can find this number by selecting 
custom from the font menu. 
 

http://webaim.org/resources/contrastchecker/
http://webaim.org/resources/contrastchecker/
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