Digital Accessibility Field Guide
Microsoft Outlook
Use this quick card to send email that recipients can read, skim, and act on — including people using screen readers, mobile devices, or working quickly between meetings.
Write specific subject lines
Front-load the ask: "Action needed: submit timesheet by Friday."
Keep subjects under 50 characters so mobile inboxes don't truncate them.
Avoid vague subjects like "FYI" or "Question."
Structure the message
Put the main point and any deadline in the first sentence.
Use short paragraphs, real bullet lists, and Heading styles for long emails.
Use sans-serif fonts at 11–12 pt with high-contrast dark text on a light background.
Add meaningful hyperlink text
Use Insert > Link > Text to display to write descriptive link text.
Avoid "click here" and raw URLs — name the destination instead.
Keep links unique within each email.
Add alt text and caption images
Right-click inline images and choose Edit Alt Text.
Don't embed critical info (dates, room numbers, links) in images only — include them in the body.
Use plain-text signatures rather than image-only signature blocks.
Send accessible attachments
Run the source file's Check Accessibility tool before attaching.
Use clear filenames like "2026-Budget-Proposal.pdf" — not "doc1.pdf."
Prefer accessible Word, PowerPoint, or tagged PDF over scans or images.
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