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A list is a series of items that can either be ordered (intended to be sequentially) or unordered. 
Ordered lists are typically presented as numbered or lettered lists. Unordered lists are 
typically presented with bullet points. 

When creating lists for a webpage or in a document, ensure that they are properly formatted 
in your content creation software as the appropriate type of list. This can typically be done 
using a list button in the content editor toolbar.

Below is an example of a properly formatted unordered list:

Ralphie
Clyde
Milo

Below is an inaccessible unordered list that is not properly formatted:

* Ralphie
* Clyde
* Milo

Why are accessible lists important?

When an individual using a screen reader comes across an accessible list, the first thing they 
will hear is something like, “List, 8 items.” This helps orient them to the fact that they are 
entering a list, and how long it is. If this information is not available, it may be confusing as to 
why there is a random string of words like “Ralphie Clyde Milo” in the middle of a document.

Creating accessible lists

Most content editors have buttons available that can create properly formatted lists, such as 
Microsoft Word and Marketing Cloud.
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One way to determine whether you have created an accessible list is to move the cursor 
somewhere within the list, then find the list button in the content editor toolbar. If the list button 
is selected, then you have an accessible list.

Another way to determine whether you are creating an accessible list or not is to move your 
cursor to the last item and hit Enter. If doing so causes the next line to automatically have a 
bullet point or number created, then you have an accessible list.

If the next line is totally blank, then the editor does not recognize that you are creating a list, 
and you should select the entire list and select the appropriate list button in the editor. Watch 
this short video for an example in Microsoft Word with ordered lists [3].

accessibility [4]

https://www.youtube.com/watch?v=ndFwYT_-j60
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