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Checking Accessibility in E-mails 
As we rely on e-mail as one of our primary forms of communication, I wanted to highlight how crucial it is that the content we 
send is readable by all people. 

When drafting e-mails to send out to colleagues, students, or the general community, checking the accessibility is achieved 
through Outlook's "Check Accessibility" feature. 

Steps to check for accessibility in Outlook (all versions): 

Step Reference Image 
1. Locate the “Check Accessibility” button 

on Outlook. 

 
Figure 1 Outlook Desktop. 
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Figure 2 Outlook for the Web. 

 
Figure 3 Outlook (new version). 
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2. For the continuation of this guide, we will 
use the Outlook desktop version 
application. Once the button is clicked, 
the following Accessibility Assistant pane 
will open on the right-side of the screen, 
and it will highlight any issues found. 
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3. For any “Missing alt text” issues provide a 
description of what the image is. Try to be 
accurate but concise. 

 
4. For tables, it is essential that tables 

contain column headers (and row headers 
when applicable) which must be the first 
row (or the first column). These can be 
missed by the “Check Accessibility” 
feature, so it may be a manual process.  

Figure 4 Accessibility checker passes table header row. 
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Figure 5 Manually inserting top row for headers. 

 
Figure 6 New table that includes column headers. 

 
5. When creating links on e-mails, avoid 

copying and pasting links directly from 
Google, YouTube, and comparable sites. 
Instead use action words/phrases that 
indicate what the result will be. Some 
examples are: “Read…,” “Download…,” 
“Visit…,” “View…,” and similar. 

 
Figure 7 Current link that does not provide a description, or action. 
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Figure 8 Right-clicking link to edit. 

 
Figure 9 Modifying the “Text to display” value. 

 
Figure 10 New modified descriptive link. 
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