Accessibility Tip of the Week- Headers and Footers

Screen Readers are able to navigate to the headers and footers and read the content, but in most cases, they are not
automatically announced by all screen readers. Moreover, in Word Online, headers and footers are hidden in Edit mode, so
both sighted users and blind or low vision users are affected. A user has to select View > Reading View in order for the Headers
and Footers to be displayed.

Therefore, vital information (such as Respond by Date, CONFIDENTIAL, or Do Not Distribute) must also be duplicated at or near
the start of the main content area.

@ EBad Example: Vital Info Placed in Header Only

b this bad example, the vital words "Coafidential = Do Mot Distribute ® have only been placed in

the header
K ) hae S8 LT Lipmtie sabele 45 1 Al s s 4
FTlrami, ¥ ¥-A : 3 ¥ ] . |

Policy Document

@ Cood Example: Vital Info in Header Duplicated in Body

Mow the important info frem the header has been duplicated in the top of the body of the

docurment
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