
Section 508 Compliance Document Properties 
  In Word 2010 
 

 

Properly Filling Out the Document Properties in Word 2010 
 

1. Select the File Tab 

 
 

2. Select Info on the left 

 
 

3. On the right, in the Properties pane, click on Show All Properties at the bottom of the page. 

 



Section 508 Compliance Document Properties 
  In Word 2010 
 

 

4. In the Properties pane, fill out the following fields: 
• Title – The title of the document, not the filename 
• Tags – Basic words that you would use during a search for the document 
• Subject – Brief summary of the subject, similar to the subject of a memo 
• Author – Your IHS Area, Agency, Office, or Division 

 

 
To totally make your Word document Section 508 compliant, ensure: 

• All images/graphics in the document are alt tagged.  
• Table header rows repeat, if the table spans across more than one page. 
• Hyperlinks are active and absolute urls are displayed. In other words, http:// should appear at the 

beginning of a url and not begin with www. 
• Automatic bullet lists are used. Special wingding bullets are prohibited. 
• Watermarks are not used. 
• Floating text boxes or floating graphics are not used. 
• Color alone is not used for emphasis. Example: All text in red have been added. The disabled reader 

will not know what is in red. 

More Information:  Contact Janell Waquie, at 505-248-4117 or janell.waquie@ihs.gov 

mailto:janell.waquie@ihs.gov

