
Syllabus Headings 
 

Course Information 
Course number, section number, title, credit hours, course description, prerequisites (if any), 
semester/year, meeting time, location, textbook (readings) 

Instructor Information 
 Name, office, email, phone, office hours 

Learning Outcomes 
 3-5 student learning objectives for the course written in behavioral terms:  

Students will be able to:  
Learning outcomes should be identical for all sections of the same course. 
Any General Education outcomes met through this course 

IU Kokomo Student Policies 
Links are available so to always use the updated version of these policies.  
Link to Accessibility Statement, http://iuk.edu/academic-affairs/resources/Accessibility-
Statement.php 
Link to Sexual Misconduct Statement, http://iuk.edu/academic-affairs/resources/Sexual-
Misconduct-Statement.php 
Link to Civility Statement, http://iuk.edu/academic-affairs/resources/civility%20statement.php  
Link to Student Handbook, http://www.iuk.edu/advising/handbook/  

School/Department Student Policies 
This may include an attendance policy if one is held by the School. If the School has many 
policies, the School may want to link to them instead of adding all to the syllabus.  

Course Requirements 
 Assignments, readings, course structure 

Grading Policy 
 Grading criteria, scale 

Course Schedule 
Week by week or class by class agenda including readings, assignments, topics, etc. Keep in 
mind that Canvas automatically populates a schedule of created assignments.  

 
*Bolded items are those that are required for syllabi of courses within the Core Transfer Library (CTL). If 
you follow this Headings document to build your syllabus then you will meet the CTL requirements.  

http://iuk.edu/academic-affairs/resources/Accessibility-Statement.php
http://iuk.edu/academic-affairs/resources/Accessibility-Statement.php
http://iuk.edu/academic-affairs/resources/Sexual-Misconduct-Statement.php
http://iuk.edu/academic-affairs/resources/Sexual-Misconduct-Statement.php
http://iuk.edu/academic-affairs/resources/civility%20statement.php
http://www.iuk.edu/advising/handbook/
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Creating an Accessible Syllabus in Microsoft Word 
Incorporating the use of headings and a table of contents (if needed) in your syllabus will make the document 

increasingly accessible to all students.  It will allow the student to easily navigate throughout the document to 

find necessary information.   

Contents 
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Create Accessible Hyperlinks ............................................................................................................................... 13 
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Adding Headings 
Headings allow for the student and screen readers to easily jump to a specific topic in a document and allows 

students to see how the syllabus is organized.  Follow these steps to add headings to your syllabus: 

1. Choose the heading you wish to use from the style bar in the “Home” tab at the top of Microsoft Word.  

I recommend using heading 1 for your main document title and headings 2, 3, etc. for any subsequent 

sub-headings throughout the document.  You can either choose the heading before typing or hi-lite your 

text and then click on the appropriate heading.  

 

2. If you need additional headings beyond levels 1-3, or all options are not showing in the style bar, click on 

the “Styles” button. 

 

It will then bring up a menu that looks like this: 

 

                                                                 

 

3. Clink on the “Manage Styles” button.  
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4. Select the “Recommended” tab in the dialog box.  

 

                                
 

 

5. Select the headings values you wish to show in the style bar and click the “Show” button.  You will then 

see these displayed.  Please note:  Only use headings 1-6.  Screen readers will not recognize any 
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headings beyond level 6.  Avoid skipping levels, as this can confuse the student and/or screen reader as 

they are understanding the hierarchy of the document. 
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Editing Heading Styles 
You can easily edit the style (font color, size, type) of each heading you wish to utilize. 

1. Right-click on the heading you wish to edit and choose “Modify.” 

 

                                                  

 

 

2. Choose desired setting from the tool bar. 
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Add Table of Contents 
Adding a table of contents will allow the student to easily pinpoint necessary information and access a desired 

section.  Your document must contain the correct headings before you are able to utilize this feature. 

1. Choose the portion of the document that you wish the table of contents to display by clicking in the 

correct area. 

 

2. Click on the “References” tab in the tool bar. 

 

 

3. Click on the “Table of Contents” button. 

 

 

4. Choose the second option, “Automatic Table 2.”  Your table of contents will automatically populate with 

the correct headings and page numbers. 
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Columns 
If you plan to use columns in your syllabus, make sure to use the “column setting,” not the tab key. 

1. Click on the “Layout” tab in the tool bar. 

 

 

 

 

 

 

 

 

2. Click on “Columns” and choose the number you wish to insert. 
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Alternate Text for Images 
Providing text for images will allow screen readers to articulate the picture’s caption/description. 

1. Insert desired image. 

 

2. Right-click on the image and choose “format picture.” 
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3. Click on the “Layout and Properties” icon. 

                                                 

 

4. Choose “Alternate text” and type your text description in the “Description” field, not the “Title” field. 
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Creating Lists 
Using lists created with the Microsoft Word feature allows students to easily navigate through lists.  Always use 

the number or bulleted list options. 

1. Click on the “Layout” tab in the tool bar. 

 

 

 

2. Choose the “Bullets” or “Numbers” list to create your desired list. 
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Creating a Table 
A table can be a useful way to organize a large amount of data.  Make sure row and column headers are used as 

text-to-speech software will read the text horizontally row by row. 

NOTE: While tables are beneficial to many readers, they are not easily consumed by all students.  Therefore, it 

is best to offer the information in both a table and linear version (can be a separate document and placed into 

Canvas).  

1. Click the insert tab to display the table option. 

 

2. Insert your desired size table using the “Table” drop down menu. 

 

 

3. After inserting the table, highlight the top row and right click on the table.  Choose “Table Properties”. 
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4.  Check the box that says “Repeat as header row at the top of each page.” 

                                 

5. Add “Alternate Text” in the “Title” field that gives a description of the table. 
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Create Accessible Hyperlinks 
Follow these steps to make sure your hyperlinks are accessible. 

1. Left click on the hyperlink to display the menu of options. 

2. Click on the “edit hyperlink” option. 

 

 

3. Type the title of the page in the “Text to Display” box and click “OK.” 
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Creating an Accessible PDF Document from Word 
Follow these steps to ensure that you are maintaining accessibility features as you create a PDF from your 

content. 

1. In your document, go to File – Save As – and select “PDF” from the “Save as Type” options. 

 

 

 

2. Click the “Options” button. 
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3. Make sure the “Document structure tags for accessibility” is checked and “save” the document. 
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Accessibility Checker 
Use the accessibility checker feature on word after your document is created to make sure everything is 

formatted correctly. 

1. Click on “File” in the top left hand corner. 

 

 

2. Click on the “Check for Issues” box. 

 

3. Choose the “Check Accessibility” option. 

 

This tool will then bring up a menu on the right hand side describing any possible issues and ways to fix each 

specific problem. 



Syllabus Checklist 
 

Course Name/Number Instructor 
  

 
 

Syllabus Requirements YES/NO If NO, Recommendations for Compliance 
Course Learning Outcomes (Multiple- 
section courses need identical outcomes) 
 

  

General Education Aligned Outcomes if 
course is identified as a GenEd course.  
http://iuk.edu/academic-
affairs/resources/general-education.php  

  

Sexual Misconduct Statement or Link 
http://www.iuk.edu/academic-
affairs/resources/Sexual-Misconduct-
Statement.php  

  

Accessibility Statement or Link 
http://iuk.edu/academic-
affairs/resources/Accessibility-
Statement.php  

  

Civility Statement or Link *This is a new 
statement that is likely not in syllabi for 
Fall 2017 but will be expected for Spring 
2018 
http://iuk.edu/academic-
affairs/resources/civility%20statement.php  

  

Accessibility ready for Screen Reader 
Use Accessibility Checker in Word. Select 
File>Info. Select the Check for 
Issues>Check Accessibility. Right margin 
pane will display errors, warnings, and tips.  

  

 

http://iuk.edu/academic-affairs/resources/general-education.php
http://iuk.edu/academic-affairs/resources/general-education.php
http://www.iuk.edu/academic-affairs/resources/Sexual-Misconduct-Statement.php
http://www.iuk.edu/academic-affairs/resources/Sexual-Misconduct-Statement.php
http://www.iuk.edu/academic-affairs/resources/Sexual-Misconduct-Statement.php
http://iuk.edu/academic-affairs/resources/Accessibility-Statement.php
http://iuk.edu/academic-affairs/resources/Accessibility-Statement.php
http://iuk.edu/academic-affairs/resources/Accessibility-Statement.php
http://iuk.edu/academic-affairs/resources/civility%20statement.php
http://iuk.edu/academic-affairs/resources/civility%20statement.php
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