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Faculty Tech Tips Sheet

Accessible Emails in MS Outlook

Much of our communication with students outside of the classroom and with our
colleagues is through email. Like our Tip Sheet for MS Word Documents, we present a
list of tips for Accessible Documents and explain how to use these tips when creating
emails with MS Outlook Instructions

1. Use a readable font - serif fonts such as Tahoma, Calibri, Helvetica, Arial, Verdana,
and Times New Roman are recommended. Creating your emails in HTML format is also
recommended.

For Outlook Online, use Format Text from the Main ribbon.
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For Outlook that is installed on your computer, the menu options are different, but
Format Text is still available on the man ribbon:
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2. Use the headings and other paragraph style options for long emails using the Styles
options available in the installed version of Outlook.

Instead of changing font size or using bold for your headings, use the Styles options by
accessing Styles from Format Text menu.



&f Styles ~

Use other paragraph options to format your document rather than adding lines or using
tabs. Use the settings to define your spacing such as Double Space and use After
Paragraph to add space after each paragraph.
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3. Use numbers and unordered lists to break up text and add organization.

4. Use meaningful hyperlinks instead of listing the URL in your document.
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Highlight the text for the hyperlink in your message and select Link from the Message
menu to enter the URL

5. Add alternate text to images

A. Insert an image into your email.

B. Right-click on the image and select Edit Alt Text from the menu or choose Alt
Text from the Picture Menu.

C. On the right panel, enter your descriptive text.

6. ldentify document language which helps screen readers interpret your document

In MS Outlook Online, you can check your language using Settings — General -
Language and time.

Settings Language and time Language and time X
Appearance
Language
§ Notifications
% General | English (United States) ‘
Categories
= Mai Date format (for example, September 1, 2023 is displayed as follows)
Accessibility
B Calendar | 9/1/2023 ‘
Mobile devices
£ People Time format
Distribution groups
iew quick settings | 1:01 AM - 11:59 PM ‘
Storage
Time zone
Privacy and data (UTC-05:00) Eastern Time (US & Canada) Change
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In the installed version of Outlook, use Options under the File Menu and then select
Language.
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7. Use the Accessibility

J."_\._:f|' Set the Office Language Preferences

Office display language

Buttons, menus, and other centrols will show in the first available language on this list. @

1. Match Microsoft Windows [English] <preferred>
2. English

Install additional display languages from Office.com

Office authoring languages and proofing

Manage languages used for creating and editing decuments, including proofing tools such as spelling and

grammar check.
English (United States) <preferred:>
English (Canada)

Proofing installed

Proofing installed

Store my authering languages in the cloud for my account.'t)

Install additional keybeards from Windows Settings

Translation

Choose how to handle messages received in other languages:
Always translate
® Ack me before translating

Mever translate

Checker.
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The Accessibility Checker for Outlook Online can be found under Options — Check
Accessibility. Your Accessibility report will be displayed on the right-hand side and notify
you of errors that you can correct.
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For the installed version of Outlook, the Accessibility Checker can be found under Review — Check

Accessibility.
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Resources:

Ontario Universities' Accessible Campus - Using Word Documents and/or PDFs



https://accessiblecampus.ca/tools-resources/educators-tool-kit/teaching-tips/using-word-documents-andor-pdfs/

e Microsoft's Make your Outlook email accessible to people with disabilities
e Check this short video from Microsoft about how to improve email accessibility.
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https://support.microsoft.com/en-us/office/make-your-outlook-email-accessible-to-people-with-disabilities-71ce71f4-7b15-4b7a-a2e3-cf91721bbacb#PickTab=Windows
https://support.microsoft.com/en-us/topic/ebf3730a-18f8-4b57-81d1-730086231775
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