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Accessibility Checklist

Alternative (alt) text on images
Hyperlinks text vs. url
Heading styles hl, h2, ...

Table headers

Bulleted or numbered lists
Color: contrast/don’t rely on for meaning

Audio must provide transcript

NN X N X X X X

Video with sound must be captioned



Alternative (Alt) Text

" Be accurate and equivalent in presenting the same
content and function as presented by the image

B 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



Alt Text in Word

Click on the image

Right Click and select

Format Image
Click on Alt Text

Enter Alt Text into
Description box
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Hyperlinks

Good Bad
® Read more about PCC's Web ® To read more about PCC's
Accessibility Standards. Web Accessibility standards,
click here.

® Read more about PCC's Web
Accessibility Standards ® Click here to order now!
(www.pcc.edu/access).

® Tell me more about Web
" Order now! Design.

In Word (highlight word, right click, select Hyperlink...)


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

Headings

Heading 1

Heading 2 Etudes Course Accessibility Guide

Accessible Webpages in Etudes

Etudes, Inc. is committed to accessibility compliance. Review the specific ways th
management svstem addresses accessibility.

For the benefit of our students with low-vision who use Screen Reader software,
webpages in our Etudes course sites accessible. At a minimum, this means that:

all meaningful images need to have alternative descriptions

+ headings need to be organized and formatted with levels
+ lists need to be formatted

Underlined Links



Headings in Word

| M Home | Layout | Document Elements  Tables | Charts  Smarthrt | Roeview |
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" Select Heading from Styles on Home tab

Keyboard Shortcuts

" Heading 1

PC: Ctrl + Alt + 1

Mac: Command + Option 1
" Heading 2

PC: Ctrl + Alt + 2

Mac: Command + Option 2



Screenreader View with NO Formatting

How it appears visually
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How it appears using a Screen Reader
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Importance of Formatting
for Navigation with Screenreaders

Navigation using Heading formatting

Heading1

I:Ieading 2 Heading2 i-leading 2




Table Headers and Captions

Table Header 4 Spring Summer Fall
Wisteria Dahlia Aster
Lily California Lilac Heliopsis

Caption A Table 1: Flowers by Season



Table Header in Word

® Select first row of table Table Properties
- . Taumm Column  Call Al Text
" Right Click and select Table S
Properties... Row 1
Spacify height: o ~  Row hoight is: Al least
® Select Row tab Options

3 Allow row to break across pages

as header row at tha top of each page
" Check Repeat as header at / o
the top of each page

T Previous Row Mext Row

Canco




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.



Lists in Word
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Select list from Paragraph on Home tab

“ Choose bulleted or

“ Alpha numeric list
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Navigation using complete formatting

Hyperlink Hyperlink
Bulleted List Numbered List ’
start : : :
r-—-—!—!—l—-!. ..... -?'.1'?-“.'_?_ ..... _!._..l...
A e : ;e
Heading 1 Heading!? Heading 2 Heading1 Heading2 Heading3
Table Table Table

Image




Color Rules

" Contrast between text color and background

" Avoid conveying meaning with color only




Color Contrast

Black Text on White Background

Light Color on Dark Background

Tools:

= WebAIM Color Contrast Checker — Browser-based tool
(webaim.org/resources/contrastchecker)

= The Paciello Group’s Colour Contrast Checker — application for Macs or PCs
(paciellogroup.com/resources/contrastAnalyser)



http://webaim.org/resources/contrastchecker/
http://paciellogroup.com/resources/contrastAnalyser

void conveying meaning
by color alone

Enrollments

m 1st Qtr
2nd Qtr
m 3rd Qtr
= 4th 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.




Accessibility Checker

Built in to Word and PowerPoint
PC Version only!!!

|§!’!'U| r

Home Insert Page Layout References Mailings Review View Acrobat

Find the Accessibility Checker:

= save

e e Information about Document144

4| Save as Adobe PDF Permissions
ﬁ Open @ Anyone can open, copy, and change any part of this document.

Protect
Document =

1. Click on File

[ Close

Prepare for Sharing
Before sharing this file, be aware that it contains:

Recent

2. Click on Info

,__;; Inspect Document

Check the document for hidden properties
Save & Send or personal information.

Document properties and author's name
Content that pecple with disabilities find difficult to read

3. Click on Check for Issues

=  Check Accessibility this file.

Help L@ Check the document for content that people
with disabilities might find difficult to read.
1 options @% Check Compatibility

B et Check for features not supported by earlier
! versions of Word,

4. Click on Check Accessibility




Inspection Results

Accessibility Checker ¥ %
Inspection Results

ERRORS
4 Missing Alt Text

Click item to fix — el

Table
4 No Header Row Specified

Item will be selected/highlighted in
document (not shown)

Suggested fix listed under

Additional Information \
Pane updates when item is fixed

Additional Information v
Why Fixc:
Alternate text helps readers
understand information presented in
pictures and other abjects,

How To Fia

Select and fix each issue listed above to
make this document accessible for
people with disabilities,

Read more about making documents
accessible



Set Options before Saving as PDF

1. Click Acrobat tab
2. Set Preferences

3. Check box to:

“Enable Accessibility and Reflow

with tagged Adobe PDF”

—

= Acrabat PDFMaker [ J

Settings | Security | Word | Bookmarks

PDFMaker Settings
Conversion Settings: [Standard 7

lUse these settings to create Adobe FDF documents suitable for reliable viewing -
and printing of business documents. Created PDF documents can be opened with =

View Adobe PDF result
Prompt for Adobe PDF file name
Convert Document Information

PDF/A Compliance:

Application Settings
[ Attach source file
Create Bookmarks
Add Links
Enable Accessibilty and Reflow with tagged Adobe PDF
[ Enable advanced tagging

Advanced Settings ...

2 1587-2012 Adobe Systems Incorporated and its licensors. Al ights reserved.
Adobe, the Adobe logo, Acrobat, the Adobe POF logo, PostScript, and Reader are
either registered trademarks or trademarks of Adobe Systems Incomorated in the
United States and.or other countries.

AN

Adobe

o

| [ Cancel




Set Document Title and Author then save

1. Info (top left)

Add Document Properties
Click Add a title
Click Add an author

4. Click Save as Adobe
PDF (left)

©

MNew

Open

Save

Save As

Save as Adobe
PDF

Print

Share

Export

Close

Account

Options

as a PDF

Info

BWCA_Wilderness_unaccessible (1)

Desktop

»

Protect
Document ~

Protect Document

Control what types of changes people can make

Inspect Document
Before publishing this file, be aware that it

Manage
Versions ~

Document properties and author's name
Content that people with disabilities are

"] There are no previous versions of this file,

Gl

Properties -
Size

Pages

Waords

Total Editing Time
Title

Tags

Comments

Related Dates
Last Madified
Created

Last Printed

Related People
Author

Last Modified By

45.2KB

1

252

85 Minutes
Add a title
Add a tag

Add comme...

9/28/20151:3...
9/28/2015 1:0...

FHDA

Add an author

FHDA

Related Documents

Bl Open File Location

Show All Properties

Sign in




Check Accessibllity in
Adobe Acrobat Pro Xl

1. Click on the View menu
2. Select the Tools option
3. Click on Accessibility

The Tools pane opens with the
Accessibility tools displayed.

Rotate W&w ;
Page Mavigation

Page Display
Zoom

Tool Sets

¥ ¥y wvw

Fill & Sign
Comment L3

Show/Hide »

Read Mode ~¥H

Full Screen Mode KL
Tracker...

!ﬂA_WiIdm_Amulbh.p
| & @ 5 o &

Content Editing
Pages
Interactive Objects

. Forms i
| Action Wizard

Text Recognition
Protecticon
Document Processing




Accessibility Tools Pane in Acrobat X

Tools | Fill&Sign | Comment

i

- »
» Pages
* Interactive Objects
+ Forms

" Click Accessibility to show list of » Action Wizard
actions fuled Recopaltion

* Protection

| - Accessibility

ﬂ] Change Reading Opticns
@ Full Check

" Touch Up Reading Order @ Open accessibitay Repon

{c_;j Add Tags to Document

First action:

E Set Altermate Text

ﬁ Rum Farm Field Recognition

' E,
'ﬁ. Setup Assistant




Touch Up Reading Order

Order [
=y i
=5 BWCA_Wildemess_Accessible_reading_order.pdf
= Pagel

% 1] Boundary Waters Canoe Ares Wilderness
% [2] The Boundary Waters Cance Area Wilders
B 3] Image

4 [4] Recreation
(5] The BWCAW it rencwned a3 a destination
5 (6] Path Canoeing &s of 1999, about 75% of
%4 [7] Notable people assacisted with the BWC
4 (8] Sigurd Olsen, Minnescta auther and con

Ehundary Waters Canoe Area Wilderness |
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1

T e and anen g
E 30 WOkl 10 #N5A & PRELErVITOn of th Wttt

SOty LALTE, Knw & T "ROSIbear Lady,” v o the BWWCAW for S rears [sione after
1548) it It I it 1984, Do Wikt vt R Pedichenit of Uhe BCA

Babduy At lvid BSHE & DTDErBCh Lk uiitil hil S60h iR 1502, Wiving Dorsthy WSS




Check Accessibility

Make Accessible | P Oose |

Fibist b0 bt pidiiied

. Click Full Check and select all (% mock sylubus HOT acces. |
options Ly saerme 3

& start

Or 1. Prepane
Sed 3 tikle snd encune it displays inthe
window title bar.

. Use the Action Wizard to be £ 749 Document Descipion
guided through each check (B setOpen Optns

Au Recognize Tt utimg OCR

= Click Make Accessible 43 Detect Form Fands
G5 Set Tab Cuder Property

= Click Start S e ST
&P Set Beading Language

= View the report 5D a0d Togsto Dacument

B et Atemate Test

3. Run Accessibility Check

@) Run Accessibility Full Check




Accessibility Report

OICIENARR R ARORS

|| | Accessibility Checker W[

=

v Document (2 issues)
PaS S 4 Accessibility permission flag - Pa
_ % Image-only PDF - Passed
@ + Tagged PDF - Passed

@ Logical Reading Order - Needs
. % ¥ Primary language - Passed
Question

= :i TBitlek- Paisedp .

. [ZS] ookmarks - Pass

M an u al Ch eCk req ul red @ Color contrast - Needs manual
B Page Content

| Forms

v Alternate Text (1 issue)

Fail é » @ Figures alternate text - Failed

% Nested alternate text - Passed

ng ht CI ICk (Opt|0n CI ICk on ' Associated with content - Passec
M aC) and SeIeCt fix % Hides annotation - Passed
% Other elements alternate text - P:
»> Tables
| Lists

b Headings




Resources

Creating Accessible PDFs (2014): Lynda.com video (4h 5m, intermediate level)

OEI Accessibility Resources: http://tinyurl.com/OElaccessibility

NCDAE Cheatsheets: http://ncdae.org/resources/cheatsheets

WebAIM Tutorial on Accessible PDF Documents: http://webaim.org/techniques/acrobat

Adobe.com Accessibility Information: http://www.adobe.com/accessibility.html

Berman Accessibility Ribbon for Word: https://www.davidberman.com/berman-
accessibility-ribbon-for-word-instructions

WebAIM Color Contrast Checker browser-based tool:
http://webaim.org/resources/contrastchecker

The Paciello Group’s Colour Contrast Checker (Application for Macs or PCs):
http://paciellogroup.com/resources/contrastAnalyser

Accessibility Tools at Foothill Online Learning:
http://www.foothill.edu/fga/accessibility.php

Workshop materials: http://www.foothill.edu/fga/accessibility.php#work



http://www.lynda.com/Acrobat-tutorials/Creating-Accessible-PDFs-2014/147579-2.html?srchtrk=index:1%0Alinktypeid:2%0Aq:create+accessible+pdfs+using+acrobat+pro%0Apage:1%0As:relevance%0Asa:true%0Aproducttypeid:2
http://tinyurl.com/OEIaccessibility
http://ncdae.org/resources/cheatsheets/
http://webaim.org/techniques/acrobat/
http://www.adobe.com/accessibility.html
https://www.davidberman.com/berman-accessibility-ribbon-for-word-instructions/
http://webaim.org/resources/contrastchecker/
http://paciellogroup.com/resources/contrastAnalyser
http://www.foothill.edu/fga/accessibility.php
http://www.foothill.edu/fga/accessibility.php%23work
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