Making Digital Content
Accessible to Everyone

Web Content Accessibility Guidelines (WCAG) is developed through the W3C process in cooperation with individuals and organizations around the world, with a goal of proving a single shared standard for web content accessibility that meets the needs of individuals, organizations, and governments internationally. W3C Web Accessibility Initiative

The link below provides detailed information about the specified standards for web accessibility.

W3C Understanding Conformance
[bookmark: _GoBack]ACCESSIBLE DESIGN TIPS

· Make source documents accessible. 
· Use simple language and active voice
· Use font sizes no smaller than 11 points
· Do not use color as the only way to make information known
· Watermarks can impact readability and create low contrast 
· Provide a table of contents for long documents
· Use accessible templates whenever possible
· Use of periods between the letters of an acronym may help screen readers say each letter instead of reading one word
· Provide text transcript for non-live audio and for video without sound
· Provide synchronized captions for all video, animations and webinars
· Use clear fonts such as Verdana, Helvectica, Arial
· To leave space at the bottom of a page do not use the Enter button or space bar to advance to the next page.  Use a page break feature to advance to type on the next page otherwise you might give the impression that the document has ended
· Use alternate text for logos, images, and charts
· Use alternate text that describes the destination of web links and email addresses
· Use color contrast checkers 
· Test your content 
MICROSOFT WORD
Accessibility Checker
Use Microsoft Word’s accessibility checker to identify and fix problems as you work, and once you’ve completed your document. 
Run the accessibility checker by selecting 
File > Info > Check for Issues > Check Accessibility.
This checker will help you know how to solve the problem that has been identified.
MS Word’s accessibility checker is available in: Excel 2016, Word 2016, PowerPoint 2016, Excel 2013, Word 2013, PowerPoint 2013, Office 365, Office 365 Admin, Office 365 Small Business Admin, Excel 2010, PowerPoint 2010, Office 365 operated by 21Vianet, Office 365 operated by 21Vianet - Small Business Admin, Office 365 operated by 21Vianet - Admin, Excel Starter, Office 2010, Word Starter, Word Starter 2010
Styles
Use Styles to label titles and headings to create structure and  to enable efficient navigation by assistive technologies
Alt Text
Provide alternate text for images, charts and tables.  Provide alt text in the format menu or by right clicking on the image, table or chart
Fonts
Use large font sizes and clear fonts if possible like sans serif fonts: Arial, Verdana and Helvetica
Test your digital material with a screen reader
Download the free and open source screen reader NVDA to hear how your digital material will be read.
Acronyms
When writing abbreviations that have vowels you may want to place a period between the letters so the abbreviation can be understand by a screen reader.  A.V.I. instead of AVI
Links
Include alternate text describing links. You can edit a link by highlighting the link and right clicking>choose edit hyperlink>and type in an alternate text in the “Text to Display” window.  The link should describe the link’s destination. For example Emily Wise’s email or color contrast checker.
PowerPoint 
Use good color contrasts. 
Use a plain design and set the transparency to 100%. 
You can create an invisible title by making the text color white and then a screen reader can still read a title. Add sound effects to transition to new slides.  
Set the PowerPoint to advance slides with a mouse click.
For a video you can right click on the video and select format video. The Alt text can be the title and the description can be the transcript. Also add the transcript to “click to add notes”
· On the View menu, click Normal.
· Select the thumbnail of the slide you want to add notes to.
· The notes pane will appear beneath your slide. ...
· To hide the notes pane, click the Notes button on the task bar.
PDF
Convert Accessible MS Word Documents to PDF
Once you’ve created an accessible Word document you can convert it to an accessible PDF document:
1. Go to File > Export > Create PDF/XPS Document
[image: Word's Export options]
2. In the File Name dialog, Select Options
[image: Word's Export options]
3. In the options menu, be sure that “Document structure tags for accessibility” is checked. For longer documents, adding bookmarks can be useful as well but is optional.[image: Word's Export options dialog]
4. Select OK and save your document as a PDF.

PDF Documents
Creating a PDF from the original file and fixing accessibility issues is possible if you have Adobe Acrobat Pro or Adobe Acrobat DC. Fixing PDFs should be a second choice to working with a source document then converting it to PDF.
PDF documents Accessibility Checker
The Adobe Pro and Adobe DC software have an accessibility checker in the Tools menu.  
Reading order and tagged PDFs
Structure in PDF files is created by using “tags”. Automated tagging found in Adobe Acrobat Professional is not likely enough to satisfactorily structure your PDF.
A PDF with tags can be “reflowed” to remain readable and fit different page sizes and small screens like mobile phones.
A tagged PDF:
· Logical reading order
· Images have alternate text descriptions
· Tables are correctly tagged to represent the table structure
· Form-fields are described for screen readers
VIDEO
Provide descriptive text transcript for non-live audio and a descriptive text transcript or audio description for non-live video with no sound.
Provide synchronized captions for all video, animations, or webinars that have audio as the primary content. 
Other Document Formats
When you can, convert other kinds of documents to HTML. HTML documents are easier to update and make accessible. The principles that apply to MS Word apply to all text documents. 
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“The Americans with Disabilities Act (ADA) was signed into law on July 26, 1990, by President George H.W. Bush. The ADA is one of America's most comprehensive pieces of civil rights legislation that prohibits discrimination and guarantees that people with disabilities have the same opportunities as everyone else to participate in the mainstream of American life -- to enjoy employment opportunities, to purchase goods and services, and to participate in State and local government programs and services. Modeled after the Civil Rights Act of 1964, which prohibits discrimination on the basis of race, color, religion, sex, or national origin – and Section 504 of the Rehabilitation Act of 1973 -- the ADA is an "equal opportunity" law for people with disabilities.
To be protected by the ADA, one must have a disability, which is defined by the ADA as a physical or mental impairment that substantially limits one or more major life activities, a person who has a history or record of such an impairment, or a person who is perceived by others as having such an impairment. The ADA does not specifically name all of the impairments that are covered.” https://www.ada.gov/ada_intro.htm
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