Teaching, Transformation, and Development Academy
Accessible Headings Checklist (Blackboard Ultra Documents)
Accessible headings ensure that all learners can navigate documents. Make sure you are creating accessible headings in Blackboard Ultra Documents by using this checklist.
Creating Headings
· Do you use words and phrases, rather than complete sentences, for your headings? 
· No: Step 1: Hydrating the Dough. Mix your water, flour, sourdough starter, and salt together. It will look rough and shaggy. Let the dough rest, undisturbed, for an hour. It will appear more hydrated and elastic.
· Yes: Step 1: Hydrating the Dough
Using The Text Style Icon
· Does each Content Block in your Ultra Document begin with a Title style? If not, adjust Content Blocks as necessary using the Text Style icon in the ribbon.
· Does the next heading level use a Header style? If not, adjust to a Header using the Text Style icon in the ribbon.
· If there are any subheadings in a document, are they located under their appropriate header? If not, copy and paste the subheadings along with appropriate blocks of paragraph text to their appropriate place.
· Does each subheading use a Subheading style? If not, adjust appropriately using the Text Style icon in the ribbon.
· Does all other text in the document use a Paragraph style? If not, adjust using the Text Style icon in the ribbon.
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