
Accessibility Compliance Basics 

Transform your electronic materials 
to create an environment where 

everyone is welcome! 



Workshop Roadmap 

• A brief history of accessibility 
• Guest Speaker Brenda Davis 
• List of guidelines 
• Tools for documents and websites 
• Resources 

 



History of Accessibility 



ADA Section 508 Accessibility 
Compliance Requirements 

In 1998 Congress amended the Rehabilitation 

Act of 1973 to require Federal agencies to 

make the electronic information technology 

(EIT) available to people with disabilities. 



Distance Education Accessibility 
Guidelines Document 

• Guidelines developed by Chancellor’s Office to address 
issues community college districts will face in meeting 
their legal obligation to make distance education 
courses accessible to students with disabilities 

• Lays the groundwork for a holistic approach to 
designing inclusive environments 

• Distance Education Accessibility Guidelines Document - 
http://www.htctu.net/dlguidelines/2011%20Distance%
20Education%20Accessibility%20Guidelines%20FINAL.
pdf 
 

http://www.htctu.net/dlguidelines/2011%20Distance%20Education%20Accessibility%20Guidelines%20FINAL.pdf


What does it mean? 

• Big pain 
• Tedious 
• No time to do it 



Reframe the Problem as an 
Opportunity 

Making your materials accessible will: 

• Open doors to a wider audience 

• Comply with the law 



Brenda Davis 
 

Accommodations Instructional Technology 
Coordinator 



Guidelines and Tools 



Follow these guidelines! 
 Alternative (alt) text on images 
 Hyperlinks text vs. url 
 Heading styles h1, h2, … 
 Table headers 
 Bulleted or numbered lists 
 Color: contrast/don’t rely on for meaning 
 Audio must provide transcript 
 Video with sound must be captioned 
 



Alt Text on Images 



Creating Effective Alternative 
(alt) Text 

• Guidelines for alt text 
 

– Communicate the purpose of the graphic accurately 
and succinctly 
 

– Provide empty or null alt text for graphics which do 
not convey content ("") such as decorative images 
 

• Describing images effectively may be challenging 
 

– Much is left to interpretation of the context of the 
images 

 



Alt Text 
• Be accurate and equivalent in presenting the same 

content and function as presented by the image 
  

• Be succinct 
  

• Do NOT be redundant or  
provide the exact same  
information as text within  
the context of the image 
 

• Do NOT use the phrases “photo of ..." or "graphic of 
..." to describe the image  



Because of his role as the Commander 
in Chief of American forces in the 
Revolutionary War, and, later, the first 
President of the United States, George 
Washington is often called the "Father 
of his Country."  

What would be an appropriate alt text for this image? 
 

A. "Image of George Washington" 
B. "George Washington, the first president of the United States" 
C. An empty alt attribute (alt="") will suffice  
D. "George Washington" 



What would be the most appropriate alt tag for 
this image? 

A. "George Washington"  
B. "Painting of George Washington" 
C. "Painting of George Washington crossing the Delaware River"  
D. A classic painting demonstrating the use of light and color to create 

composition  
E. "Painting of George Washington crossing the Delaware River. Swirling waves 

surround the boat where the majestic George Washington looks forward out 
of the storm and into the rays of light across the river as he leads his wary 
troops to battle"  



Add Alt Text to Images in 
Microsoft Word, PPT, Excel 

1. Click on image 
2. Right click 
3. Click on Format Picture 
4. Type in Description 



Hyperlinks Text vs. URL 



Name Your Links 

To find out how, use the Citing Sources 
webpage. Click here. 
 

versus 
 
To find out how, see the Citing Sources 
webpage provided by the Duke Library. 
 

http://library.duke.edu/research/plagiarism/cite/how.html
http://library.duke.edu/research/plagiarism/cite/how.html


Meaningful Links and Unclear Links  
Good 
 

• Read more about PCC's Web Accessibility Standards. 
• Read more about PCC's Web Accessibility Standards 

(www.pcc.edu/access). 
• Order now! 
• Tell me more about Web Design. 
• Find out more about Dot Monster Graphic Design services. 

 
Bad 
 

• To read more about PCC's Web Accessibility standards, click here. 
• Read more about PCC's Web Accessibility Standards: 

www.pcc.edu/access 
• Click here to order now! 
• Tell me more about Web Design. 
• Find out more about Dot Monster Graphic Design services by clicking 

here. 

http://www.pcc.edu/resources/instructional-support/access/index.html
http://www.pcc.edu/access
http://dotmonster.co/contact/
http://dotmonster.co/web/
http://dotmonster.co/graphic/
http://www.pcc.edu/resources/instructional-support/access/index.html
http://www.pcc.edu/access
http://dotmonster.co/contact/
http://dotmonster.co/web/
http://dotmonster.co/graphic/


Creating Hyperlink in Word 



Heading styles 
(h1, h2, h3…) 



Screenreader View with NO Formatting 

Navigation when no formatting used 



Importance of Formatting 
for Navigation with Screenreaders 

Navigation when only Heading formatting is used 

Navigation when complete formatting is used 



Headings Example 



Heading Levels in Word 



Table Captions and Headers 



Bullets or Numbers/Letters for Lists 
Examples of Unintentional Plagiarism: 
Failure to cite a source that is not common knowledge. 
Failure to "quote" or block quote author's exact words, even if documented. 
Failure to put a paraphrase in your own words, even if documented. 

Versus 

Examples of Unintentional Plagiarism: 
• Failure to cite a source that is not common knowledge. 
• Failure to "quote" or block quote author's exact words, even if 

documented. 
• Failure to put a paraphrase in your own words, even if documented. 



Color Rules 

• Contrast between font and background 
• Avoid conveying meaning with color only 



Color Contrast 

Visit WebAIM to use Color Contrast Checker - 
webaim.org/resources/contrastchecker 

http://webaim.org/resources/contrastchecker/


Avoid conveying meaning 
by color alone 

Enrollments 

1st Qtr
2nd Qtr
3rd Qtr
4th Qtr

3rd Qtr 



Rules for Multimedia 

All required instructional video used more 
than once for online and hybrid courses must 
be captioned and audio must be transcribed. 



Where can I find captioned videos? 

• Films on Demand 
– Available online through our library 

• YouTube 
– Set advanced video search to check for 

subtitles and cc 

• TED talks 

• EduStream 
 



DIY Captioning/Transcribing 

• YouTube 
– Upload video 
– Upload transcript to use for captioning or 
– Caption it as you watch it 

• Dragon Naturally Speaking speech 
recognition software to make a transcript 



Check Accessibility Tools 



What accessibility tools can I use? 

Documents 
• PC only: Microsoft Word and PowerPoint 

– File > Info  
– Click on button: Check for Issues > Check Accessibility 

• Mac and PC: Adobe Acrobat Pro  
– Advanced > Accessibility > full check… 

Websites 
• wave.webaim.org 

– Validate at WAVE or 
– Install WAVE plugin to your browser 

• achecker.ca 



Accessibility Checker in Word and 
PowerPoint 

PC Version only!!! 

1. Click on File 
2. Click on Info 
3. Click on Check for Issues 
4. Click on Check Accessibility 

 



Check Accessibility in Word on PC 



Accessibility Checker Pane 



Convert Word to PDF on PC 

• Click Acrobat tab 
• Set PDFMaker Preferences 

– Check box to “Enable Accessibility and Reflow 
with tagged Adobe PDF” 

• Create PDF by: 
1. Click  “Create PDF” button on Adobe ribbon or 
2. File > Save As Adobe PDF 

 



PDF Maker Preferences 



Convert Word to PDF on Mac 

• No way to pass all accessibility information 
from Word to PDF on Mac version of Word! 

• To convert: 
– Click Print and select PDF > Save as Adobe PDF 

• Must add tags, flow, and metadata in Adobe 
Acrobat 



Adobe Acrobat Pro Accessibility 
Checker 

• Set Language 
– File > Properties > Advanced tab 

• Check Accessibility 
– Advanced > Accessibility > Full Check… 

• Fix errors in Word if possible 
– Save As PDF 



Accessibility Report 



Creating Accessible PDFs Tutorial at 
lynda.com  

• Creating a PDF with PDFMaker 
• Adding metadata, bookmarks, and links 
• Inserting alternative text 
• Controlling tab and reading order 
• Adding tags, bookmarks, and alt text in 

Acrobat 
• Using the Make Accessible Wizard 

 



Webpage Accessibility Tools 
 

1. Wave - wave.webaim.org/cognitive 
• Plugins for Chrome and Firefox 

 
 
 
 

2. AChecker - http://achecker.ca/checker 
 



Resources 
• Web Accessibility Tools for Web Content: 

– WAVE - wave.webaim.org 
– AChecker - achecker.ca/checker 

• Dragon Naturally Speaking - www.nuance.com/dragon 

• Accessibility Checklist for Web Content and Online Courses - 
www.pcc.edu/resources/instructional-
support/access/documents/access-checklist.pdf 

• Etudes Course Accessibility Guide PDF - 
www.foothill.edu/fga/pdf/Etudes%20Course%20Accessibility%20Guid
e%202015.pdf 

• WebAIM Color Contrast Checker - 
webaim.org/resources/contrastchecker 

http://wave.webaim.org/toolbar/
http://achecker.ca/checker
http://www.nuance.com/dragon
http://www.pcc.edu/resources/instructional-support/access/documents/access-checklist.pdf
http://www.foothill.edu/fga/pdf/Etudes%20Course%20Accessibility%20Guide%202015.pdf
http://webaim.org/resources/contrastchecker/


Resources cont. 
• Alternative Text Basics - webaim.org/techniques/alttext 

• Defining Acrobat PDF Accessibility - webaim.org/techniques/acrobat 

• Creating Accessible PDFs with Chad Chelius (lynda.com tutorial) - 
www.lynda.com/Acrobat-tutorials/Creating-Accessible-PDFs/147579-2.html 

• More Accessibility Resources - www.foothill.edu/fga/accessibility.php 

• Distance Education Accessibility Guidelines PDF -  
www.htctu.net/dlguidelines/2011%20Distance%20Education%20Accessibility
%20Guidelines%20FINAL.pdf 

• Universal Design for Learning: A Concise Introduction -  
accessproject.colostate.edu/udl/modules/udl_introduction/udl_concise_intro.
pdf 

http://webaim.org/techniques/alttext/
http://webaim.org/techniques/acrobat
http://www.lynda.com/Acrobat-tutorials/Creating-Accessible-PDFs/147579-2.html
http://www.foothill.edu/fga/accessibility.php
http://www.htctu.net/dlguidelines/2011%20Distance%20Education%20Accessibility%20Guidelines%20FINAL.pdf
http://accessproject.colostate.edu/udl/modules/udl_introduction/udl_concise_intro.pdf
http://accessproject.colostate.edu/udl/modules/udl_introduction/udl_concise_intro.pdf


Contact Us 

• Foothill Online Learning Website – 
www.foothill.edu/fga 

• Paula Schales 
– schalespaula@fhda.edu 
– x7765 

http://www.foothill.edu/fga


Embracing Accessibility as an 
Opportunity 

• Create a campus without borders 

• Be a bridge to student success 


	Accessibility Compliance Basics
	Workshop Roadmap
	History of Accessibility
	ADA Section 508 Accessibility Compliance Requirements
	Distance Education Accessibility Guidelines Document
	What does it mean?
	Reframe the Problem as an Opportunity
	Brenda Davis��Accommodations Instructional Technology Coordinator
	Guidelines and Tools
	Follow these guidelines!
	Alt Text on Images
	Creating Effective Alternative�(alt) Text
	Alt Text
	Because of his role as the Commander in Chief of American forces in the Revolutionary War, and, later, the first President of the United States, George Washington is often called the "Father of his Country." 
	What would be the most appropriate alt tag for this image?
	Add Alt Text to Images in�Microsoft Word, PPT, Excel
	Hyperlinks Text vs. URL
	Name Your Links
	Meaningful Links and Unclear Links 
	Creating Hyperlink in Word
	Heading styles�(h1, h2, h3…)
	Screenreader View with NO Formatting
	Importance of Formatting�for Navigation with Screenreaders
	Headings Example
	Heading Levels in Word
	Table Captions and Headers
	Bullets or Numbers/Letters for Lists
	Color Rules
	Color Contrast
	Avoid conveying meaning�by color alone
	Rules for Multimedia
	Where can I find captioned videos?
	DIY Captioning/Transcribing
	Check Accessibility Tools
	What accessibility tools can I use?
	Accessibility Checker in Word and PowerPoint�PC Version only!!!
	Check Accessibility in Word on PC
	Accessibility Checker Pane
	Convert Word to PDF on PC
	PDF Maker Preferences
	Convert Word to PDF on Mac
	Adobe Acrobat Pro Accessibility Checker
	Accessibility Report
	Creating Accessible PDFs Tutorial at lynda.com 
	Webpage Accessibility Tools
	Resources
	Resources cont.
	Contact Us
	Embracing Accessibility as an Opportunity

