How to make a Word document accessible

Below is how to make your script accessible in Microsoft word.

1. Select all of your text and make it a sans-serif font. Recommended Arial
size 12-14.

2. Then highlight your title and assign it the proper hierarchy for the text
reader by going to the Style pane of Word.
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3. Select “Title” and then correct the font to Arial. Move the text to the centre.
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This transcrigt is to support those who might benefit from reading the script ahead of time to
assess whether or not the show will be accessible for them. Or that it can support them in
engaging with the show by understanding mone context before, during or after the
performance. We kindly ask that you use this script only for the purpose of reviewing the show
for your access needs to enjoy the show. Rt is intended that this script is for your private use
only. Please do not download, thare, copy or recreate this soript in any way. This script remaing
the property of the artist and is shared with you in this good faith agreement.
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4. Select the playwright or creator's name. Navigate to the Style pane and
select “Subtitle.” Adjust the font and move to the centre.
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5. Go to the end of the sentence and select “Page Break”. This will bring you
to the next page.
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6. Add the disclaimer text. Found here.

7. Program the text in the styles panel to “subtitle emphasis” remove italics
and correct font.
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8. Insert a page break at the end of the text.


https://intrepidtheatre.com/wp-content/uploads/2026/07/Script-Disclaimer-Text.pdf
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This transcript is to support those who might benefit from reading the script

Or that it can support them in engaging with the show by understanding more
context before, during or after the performance. We kindly ask that you use
this script only for the purpose of reviewing the show for your access needs
to enjoy the show. It is intended that this script is for your private use only.
Please do not download, share, copy or recreate this script in any way. This
script remains the property of the artist and is shared with you in this good
faith agreement.

If you have any questions about transcripts and what you are allowed to do

Outreach Coordinator: drea@OttawaFringe.com|

9. Add Character descriptions (optional) include a title and use “Heading 2”

10. Add Act or Scene Numbers. Each new act would be heading 2 with
scenes being labelled Heading 3. Or if you only have one act, use
Heading 2 for all scene numbers. At the end of the play program “End of
Play”.

11. Insert page numbers (recommended bottom right corner)

12.Insert copyright and author or collective’s name and year in the footer’s
bottom left corner. Example © Ottawa Fringe 2023

13.Remove all unprogrammed spaces from the document. Meaning you
would insert using the spacing tool space after a line instead of pressing

the return/enter button on your keyboard.

14.Check accessibility of the document. Go to the “review” panel and click
“check accessibility.” It will flag anything that is unmarked in your
document. Note, it will not identify the unprogrammed spaces as it will



think there is text there. You will need to manually check this.
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Inspection Results

No accessibility issues found. People with
disabilities should not have difficulty reading
this document.
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