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Important Links

Office of Disability Services Website: https://www.jmu.edu/ods

JMU Accessibility Website: https://www.jmu.edu/accessibility

Important Contacts

Office of Disability Services (ODS)
540-568-6705
disability-sves@jmu.edu

IT Training
540-568-8046
ittraining(@jmu.edu
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Important Notes

Federal Mandates

The Americans with Disabilities Act (42 U.S.C. § 12,101 et seq.) and
Section 504 of the Rehabilitation Act (29 U.S.C. §791, et seq.)
prohibit discrimination against a person with a disability in the offer
or conditions of employment, and in the participation or furnishing
of services. James Madison University is obliged to provide
reasonable accommodations to enable qualified individuals
with documented disabilities to perform a job, participate in a
class, or participate in other university functions.

JMU Policy

Policy 1331 Disabilities & Reasonable Accommodations
.. .establishes the university's intent that qualified persons with
disabilities be provided with reasonable accommodation to ensure equal
access and equal opportunities with regard to the university's programs
and services.

Policy 1324 Discrimination and Harassment
This policy prohibits discrimination against an individual on the basis
of age, color, disability, national origin, genetic information, parental
status, political affiliation, race, religion, sex, sexual orientation or
veteran Starus.

Policy 1211 Information Technology Accessibility
The procurement, development, and/ or maintenance of information
technology and user support services for persons with disabilities will be
aligned with accessibility standards specified Section 508 of the
Rehabilitation Act and the most current "Web Content Accessibility
Guidelines" from the World Wide Web Consortium (W3C),
appropriately tailored to the specific circumstances of the university.
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Accessibility: A Growing Concern for Higher Education
According to the CDC, approximately 1 in 4 American adults (61
million) live with some type of disability. Furthermore, 19% of
post-secondary students report having a disability. Institutions
of higher education have a legal and ethical responsibility to ensure
accessibility for our students, faculty, staff, and guests. In recent
history, the proliferation of multimedia has outpaced accessibility
initiatives, leaving many people with disabilities at a disadvantage
and many universities open to complaints and lawsuits.

Perhaps one positive of the COVID lockdowns in 2020 has been a
result in more awareness and momentum in making digital content
more accessible.

What are Accessible Materials?

Accessible materials are content such as documents, spreadsheets,
slides, emails, and PDFs that are designed or converted in a way
that makes them as usable as possible by people with and without
disabilities.

Microsoft Office

This training manual will focus primarily on creating accessible
content in Microsoft Office 2016 and newer. However, much of the
information pertains to creating content with a Universal Design
(discussed in the next section) mindset that allows content to be
viewed by a multitude of audiences.
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What is a Disability?

A person having a disability is defined as any individual who has a
physical or mental impairment that substantially limits one or
more major life activity, such as walking, hearing, seeing,
speaking, learning or caring for oneself.

This training will focus primarily on those who have a visual,
auditory, or motor skill (keystroke users) disability and/or a learning
disorder. However, much of what is covered will assist those with
other needs as well.

Invisible Disabilities: also known as bidden disabilities, they are
types of disabilities that are not immediately apparent to others.
They can include chronic pain, fatigue, dizziness, weakness,
cognitive dysfunctions, mental illness, as well as hearing and vision
impairments. These disabilities can sometimes or always limit daily
activities, range from mild challenges to severe limitations and vary
from person to person.

Disability Categories

There are 5 main disability categories. Understanding these
categories will be helpful when developing your content:
e Cognitive Learning
e Auditory
e Visual (including blind, low vision, and color blind)
e Motor/Physical
e Speech

What is Universal Design?

The primary goal of Universal Design (UD) is inclusion. Creating
content with a goal to make it accessible to a multitude of audiences
is at the heart of UD. It is the creation of content and environments
that are usable by all, to the greatest extent possible, without the
need for modification at a later time. UD is proactive and
sustainable.
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What is a Screen Reader?

Screen reader: software that interprets what is displayed on a
computer screen audibly using a speech synthesizer. Screen readers
are audio interfaces that allow a user to listen to the content.

Screen readers allow a visually impaired person the independence
that they would not have if they relied on someone to read them
material off of the screen.

What is Alt Text?

Alternative text, also known as alt text, often appears when you
move your pointer over a picture or object on a website. Screen
readers can read alt text to users to educate them on what the
image, object, or table contains.

Any image that has text in it should have that text as the alternative
text. You can place other words in the alternative text, but at
minimum it should say the same thing as the image.
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Important Notes

e Write clearly

Use images/color to supplement/enhance text
o They should never be used as the primary way
to convey meaning

e Keep it Simple (Titles, file names, headings, etc.)
e Use tables for data not for layout

e Contrast your colors

e Design with the edges in mind
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Microsoft’s Built-In Text-to-Speech

In addition to using screen readers, many programs, such as
Microsoft Office, now offer built-in text-to-speech (T'TS), or “read-
aloud” functionality. TTS allows the program to read back written
text as spoken word. T'TS can be enabled in Microsoft Word,
PowerPoint, Outlook, Excel and OneNote.

Not only is TTS useful for the visually impaired, it is also helpful to
English Language Learners, beginning readers and those who prefer
auditory learning. Students with dyslexia can also benefit from
seeing and hearing text at the same time.

Office 2019 and 365 now include a Read Aloud option under the
Review tab, as shown below.

File Home Insert Draw Design Layout References Mailings Review View Help

Editor Spelling and Thesaurus Word Check Translate Language New
Grammar ~ Count Accessibility ~ - ~ Comment

Proofing Accessibility Language Comments

When you want to use Read Aloud, simply highlight the word,
sentence or paragraph you wish to hear and click Read Aloud. If no
words, sentences, or paragraphs are highlighted, then text beginning
after the current placement of your cursor will be read aloud.
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Enable TTS and add it to the Quick Access Toolbar

1. Open Microsoft Office program (Word, Excel, PowerPoint,
OneNote)

2. Next to the Quick Access Toolbar, click Customize Quick
Access Toolbat.

Home Insert Page Layout f

o ot Calibri Body) ~ 11

| S S | SRS SRV

3. Click More Commands.

s Accessibility Training Manug
Customize Quick Access Toolbar
Mew
Open
v Save
Email
v Quick Print
+  Print Preview and Print
Spelling & Grammar
v Undo
v FRedo
Draw Table
Touch/Mouse Mode
More Commands...

Show Below th

Customize Quick

4. In the Choose commands from list, select All

Commands.
Choose commands from: Customize Quick Access Toolbar (i
Pepular Commands El For all documents (default) El
Popular Commands :‘
Commands Mot in the Ribbon H save
All Commands @ Print Preview and Print
Macros ér‘o Quick Print
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5. Scroll down to the Speak command, select it, and then click

Add.
6. Click OK.

7. When you want to use the text-to-speech command,
highlight the word, sentence or paragraph you wish to hear,

click the icon on the Quick Access Toolbar.

o

A)
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Use of Color

Don't rely on color to convey your message

Color should be used as an enhancement, not as the primary means
of communicating. To make sure everyone can read and understand
your documents, never rely on color alone to transmit
information. This does not mean that you cannot use color, but
rather that if you choose to use color, the content’s meaning would
not change in the absence of the color. For example, if you are
requiring that a field be filled in on a form, include the word
Required rather than just making the required field red.

Facts on Color Blindness:

e Most color blind people are not really color “blind” but are
instead color deficient.

e Color blindness is more prevalent among males because the
most common form is caused by a deficiency in the X
chromosome.

o 8% of men suffer from a form of color blindness.

e Deuteranopia is by far the most common form of
colorblindness, and it affects the vision of red and green
colofrs.

Pale Blue

As eyes age, the first color that people notice a degradation in is
pale blue. This happens because the cones in your retinas that
detect color start to lose some of their sensitivity with age, and
there is not a lot that can be done about it. A large segment of the
population may find it difficult to read documents with pale blue
text color.
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Why does color contrast matter?

If text does not have sufficient contrast with its background, it can
be difficult to read, and this certainly does not apply only to those
who have a vision impairment. Anyone viewing content in less-
than-ideal conditions, such as with a poor monitor, reflections, or
glare, may not be able to view the text or may have difficulty
viewing it.

Using a Contrast Checker

WebAIM’s free contrast checker on their website verifies that the
colors in a document provide enough contrast to be viewable by a
larger audience. If you have questions regarding color contrast, you
can reference https://webaim.org/resources/contrastchecker/

Laser Pens and Color Blindness

Laser pens are often used in presentations to highlight a particular
area of the slide. The most common colors of laser pens are red and
green, which happen to be the two colors that affect people the
most with color blindness. A color-blind person may find a
red/green dot difficult to track on the screen. Instead, they may see
a dull grey dot that can easily blend in with the rest of your
presentation.

Tips for using laser pens:
e Hold the pen still on the screen
e Move it slowly

e Speak what you are showing. Do not simply say “here” or
“over there.” Instead, say, “on the left side of the screen
towards the top.”
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Microsoft Word

IT Training CAMMO 15



Microsoft Word March 2025

IT Training CAMMO 16



Microsoft Word March 2025

Creating Accessible Files in Microsoft Word

Microsoft Word is the most common word processing program on
the market. It only takes a few simple steps to ensure that a Word
document is accessible to everyone.

Some things to consider when creating documents:
e Styles
o Al text/Captions
e Outline format
e Describe hyperlinks with alt text
e Table of Contents

Design your material with an Outline mindset

A screen reader will provide for a user to scan or read material
quickly by tabbing through the headings and hyperlinks if they are
setup correctly. To improve accessibility, design material using an
outline basis and provide meaningful, distinct names for links that
make sense when read out of context. Without page structure, it is
difficult for users with disabilities to quickly navigate documents.

Whereas a sighted user can “scan” through a screen of text
instantly, a screen reader will read through the text line by line.

A propetly formatted page with styles can allow a
screen reader to scan through topics or sections
much quicker.
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Styles

Styles create a page structure that screen readers can easily interpret
allowing a user to navigate through a document quickly. The default
heading styles must be used for this to function. Do not simply
enlarge a font and/or make it bold to make it appear like a heading
style: a screen reader will not recognize it as a heading without one
of the Heading styles applied to it.

Heading and paragraph styles help make your document easier to
read and provide navigation points for users on a screen reader or
those who need a visual cue.

Tips for using styles:
e Use headings in the correct order (H1, H2, H3)

e Avoid long headings, whenever possible, headings
should be short, descriptive titles.
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Add Styles to your document:
1. Place your cursor in the text that you wish to add a header
style to.
2. From the Home tab on the ribbon, select the style you wish
to use.

atibility Mode] - Word 2 H
REVIEW VIEW DEVELOPER Morgan, Robert Michael - marga

e AzBbC AaBbC AaBbCcl 1. AaBbt AaBbCel
TITTBullet TTTH1  TITTHZ  TITTNum | ITT Text

AaBbCc AaBbCcl AaBbCcl AaBbCcl AaBbCcl
" ITT TextB... ITT Texti.. ITT Textn.. TlListPara.. TMNormal

AaBbCcI AaBbC. AaBbce AQD asescer

TMe Spac...  Heagi==*——"'-ading 2 Title Subtitle
Heading 1
AaBbCGL AgBCGL  AsBHCD AaBbCc  AgBiCD

Subtle Em... Emphasis  IntenseE.. Strong Quote

A AABBCC] AABBCC AaBbCec AaBbCi
Intense (J... Subtle Ref... IntenseR.. BookTitle TTOC He..

A4 Create a Style
AP Clear Formatting

<AL Apply Styles...

3. A screen reader looks for heading styles in a document and
allows a user to easily navigate through the headings.

Custom Headings: It is best to use one of the built-in heading
styles and not create your own. If you would like to change a style,
do so by modifying the built-in styles. A screen reader may have
issues understanding a new style but can easily interpret built-in

styles.
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Table of Contents

A table of contents assists all users in navigating a longer document.
If you have used style headings when creating your document,
adding a table of contents requires only a simple click of a button.

Add a Table of Contents to your document:
1. Create your headings using the built in style headings.
2. Under the references tab select Table of Contents.

Home Insert Page Layout References Mailings Rer

2w Add Text - ABI 1) Insert Endnote 1’ &) Mana

~ | B Update Table A8 NextFootnote = |+ (& Style:
Table of Insert Insert
Contents ~, Footnote =l Show Notes Citation - i Biblio
Built-In

Automatic Table 1

Contents

HEADING 1 1

IR 2.

Heading 3

Automatic Table 2

Table of Contents i
HEADING 1 1 )
Heading 2..onnmn il
Heading 3.......

Manual Table

Table of Contents

TYPE CHAPTER TITLE (LEVEL 1) 1
Type chapter title (level 2}
Ty pes title (level 3) 1 A
TYPE CHAPTER TITLE (LEVEL 1) a )
% More Table of Contents from Office.com »

3. Select a Table of Contents style.
4. Word will automatically create a table of contents based on
your Heading Styles.

Note: you can navigate to a specific section in the document
from the Table of Contents by Ctrl+click on the section you
wish to jump to
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Outline View

Using styles to create your content will also assist the creator with
managing large documents and may assist all learners with cognitive
organization of your material. If you have used styles while creating
your document you can easily navigate and arrange the content in
outline view.

To see your document in Outline View, navigate to the View tab
and click Outline.

File Home Insert Draw Design Layout References Mailings Review View Help

Er E_E‘% D:“ E | Ruler O\

v — —
| .
Read | Print | Web Shicy Focus Immersive  |Vertical| Side L] Gridlines Zoom
Mede |Layout| Layout Reader to Side ] Navigation Pane
Views Immersive Page Movement Show

Paragraph Styles and Page Breaks

Avoid using blank lines to separate paragraphs or pages in a
document. A screen reader will read these as “blank” and the user
may think that they have reached the end of the document.

To begin a new page, use page/section breaks rather than
entering multiple blank lines.

Tip: Ctrl+Enter will add a page break for you.
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Providing Alt Text

Alternative text, also known as alt text, often appears when you
move your pointer over a picture or object on a website. Screen
readers also read alt text to users to educate them on what an image,
object, or table contains.

Alt text should be accurate and descriptive, but it does not need to
include what type of object was created (image, chart, table, etc.), as
the screen reader will automatically convey this. All images in
Cascade (CMS at JMU) are required to include alt text.

Writing Alt Text: Use clear, but concise, descriptions. For
example, “a red Ferrari” tells the reader more about the image than
“a car.” However, “a 2009 cherry red Ferrari 599 GTB Fiorano
displayed in a darkened showroom floor with spot lighting from
directly above casting a light shadow on the lower 17% of the car”
may be excessive depending on the circumstances. The description
should provide the information a person needs to know about the
object to make it relevant to the content. A table or chart may have
much more description than an image.

What is a decorative image?

An image that does not convey important content or is for aesthetic
purposes only. Decorative images do not require alt text. A general
practice is to put “” on an image that does not require alt text so
that a screen reader knows alt text was left out intentionally.
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Adding Alt Text:

1. Right-click the image and select View Alt Text...

@

Link >
Save as Picture...

Insert Caption...

el

Wrap Text >
View Alt Text...
Size and Position...

Format Picture...

¢ I @

2. An Alt Text textbook will appear, which may be auto-filled
by Microsoft’s built-in Al service. Edit or enter a
description of the image into the box or check that the
image is a decorative image, in which case no description is
needed.

a. Clicking Generate alt text for me will create alt text
from the Al tool

Alt Text WX

How would you describe this object and its
context to someone who is blind or low
vision?

- The subject(s) in detail

- The setting

- The actions or interactions

- Other relevant information

(1-2 detailed sentences recommended)

Enter text here

Generate alt text for me

[C] Mark as decorative @
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Captions vs. Alt Text

In addition to alt text, captions can be added to tables, charts, and
images. A caption will typically appear directly below a table, image,
chart, or picture. Captions can be indexed by creating a table of
captioned items at the end of the document.

If I have a caption, do I need alt text?

Alt text is valuable to a person who is hearing the object described
via a screen reader. Captions are beneficial for everyone, but
captions do not replace alt text. Captions are not required for
accessibility, but alt text should always be used with an object that
provides value outside of being decorative.

For example, if there was a table in your content showing growth of
electronics in households from 2010 to 2012, your a/t fext may say
“Electronic use grew 142% between 2010 and 2012.” Whereas a
caption might say “Chart 1.1 Growth of Electronics” above or below
the table. A caption can be viewed more as a title where alt text is a
description.

Hyperlink text

Hyperlink text should provide enough meaningful information that
a user will understand where the link is taking them prior to clicking
on it. Most screen readers will read aloud “link to” followed by the
text you have provided. Meaningful hyperlink text can be added to
text to display or as a screen tip.
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Accessibility Checker

Microsoft Office products have a built-in accessibility checker.
Accessibility Checker highlights possible accessibility issues in an
Office file and tells how to make these issues more accessible.

To check for accessibility in Word:
1. Click File > Info.

El H @ \rtal’ @ Ch A = Document -
HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILINGS
Calibri (Body) ~[11 ~| A" A |Aa- | A |i=-i=-"- == 48]
B I U-aex, x |QA-F-A-=E===|1=-|5-

Paste

3. If the Accessibility Checker sees any potential issues, you
will see a message next to the Check for Issues button.

4. To view and repair the issues in your file, click Check for
Issues > Check Accessibility.

5. Click a specific issue to see Additional Information and
steps you can take to change the content.

oy
i v )
& o

Check for
Issues -

3

Inspect Document

Before publishing this file, be aware that it contains:
Document properties and author's name

= Inspect Document
] . .
~—" Check the document for hidden properties

or personal information,

[% Check Accessibility ved changes.

Check the document for content that people
with disabilities might find difficult to read.

Check Compatibility
Check for features not supported by earlier
versions of Word,
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In Word, you can also find the Accessibility Checker by clicking
Review > Check Accessibility.

File Home Insert Draw Design Layout References Mailings Review View Help

/R = AN B % g &

Editor Spelling and Thesaurus Word Read Check Translate Language New
Grammar ~ Count Alopd [ Accessibility ~ v v Comment
Proofing Speech Accessibility Language

The Accessibility Checker checks a file against a set of possible

issues that people who have disabilities might experience in the file.

Each issue is classified as an Error, Warning, or Tip.

e Error: An error is for content that makes a file very difficult
or impossible for people with disabilities to understand.

e Warning: A warning is for content that in most, but not all,
cases makes a file difficult for people with disabilities to
understand.

e Tip: A tip is for content that people with disabilities can
understand, but that might be better organized or presented
in a way that would improve their experience.

IT Training CAMMO
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Creating Accessible PDFs

Text Based PDF vs Scanned PDF
Two types of PDFs:

e Scanned Image

e Scanned Text
A PDF created as a scanned image may not have readable text. It is
similar to taking a digital photograph of a document. In order for a
screen reader to recognize the text it needs to be created as a Text
Based PDF or have been scanned using optical character
recognition. Printing to a PDF is similar to creating a PDF off a
scanned image and often times will not be accessible.

A text based PDF can be read by a screen reader as well as picked
up by a search engine. When you save a file as a PDF in Microsoft
it is saved as scanned text, this is the easiest way to ensure that your
PDF is accessible.

A PDF that is text based does not only assist someone using a
screen reader it is also helpful to search engines as they are able to
pick up the text in the PDF. If your PDF is a scanned image the
content cannot be picked up by a search engine.

Optical Character Recognition (OCR)

OCR is a method of digitalizing printed text so that it is readable by
a screen reader. A text document, such as a book, is scanned by an
OCR scanner into a digital format. The OCR scanner will then
convert the scanned “image” into text that can be read by a screen
reader. Many newer scanners have OCR built in. Check your
owner’s manual to be sure.
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PDF Tags

Tagging adds a layer of information called “semantics” to a PDF
document. A tagged PDF will indicate what types of objects are
included.

e Headings

e Paragraphs
e Images

e Tables

When you save your file as a PDF, these semantics are identified
and labeled by the Office application you are using and added to the
file. Assistive technologies, such as screen readers and magnifiers,
are then able to access the tagging and use it to present the
information to disabled users.

SensusAccess Document Converter
JMU Libraries offers a document converter service through
SensusAccess. Texts that are primarily text, including multilingual
documents and those with complicated elements, as long as they
use headers and formatting fit for accessibility, can be converted
into:

e MP3 files

e DAISY audiobooks

e Mobile-friendly ebooks (Mobi, EPUB, and EPUB3 formats)

e Digital Braille for embossed printing or reading on a Braille
display
SensusAccess can also convert image-only PDFs, PowerPoint
presentations, and JMP statistical graphs into less challenging
formats.

SensusAccess can be used at the following link:
https:/ /www.lib.jmu.edu/accessibility /sensusaccess-document-
converter/
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Creating PDFs in Word
The easiest way to ensure that your PDF is accessible is to create
the PDF within Office using the following instructions.

1. Click the File tab, and then click Export.

2. Select the Create PDF/XPS icon.

3. Click Options.

4. Make sure that the Document structure tags for

accessibility check box is selected, and then click OK.

Include non-printing information
Create bookmarks using:
Headings
Word bookmarks
| Document properties
————— /| Dlocument structure tags for accessibility
PDF options
150 19005-1 compliant [PDF/4)
| Bitmap text when fonts may not be embedded

Encrypt the document with a password

oK ] | Cancel

L =l

5. Click Save.

Creating PDFs from a scanner/ copier

It is always best to create a PDF electronically; however, if you only
have a hard copy of a document, a PDF can be created using a
scanner with OCR software. Both Copy Centers at JMU have OCR

scanners available.

Many images, text that has a shaded background, and text that is in
table format is generally difficult for OCR scanners to read. Using
an OCR scanner may not produce 100% accessible text.
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Microsoft Excel
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Creating Accessible Files in Microsoft Excel

Excel is a spreadsheet program that can be used for storing,
organizing, and manipulating data. If Excel is not used properly,
then it may be inaccessible to someone with a disability.

Provide Alt Text

1. The first step will vary depending on the type of object

selected:

Chart/Picture/Shape/SmartArt Table Pivot
Table
Right-click the object and select Click the Right-click,
View Alt Text. Table, select | select
Format, and | PivotTable
then click Options,
the Alt Text | and then
command. click Alt
Text.

2. Type a description of the image or object into the
Description text boxes. Any alt text in the Title box will

not be recorded as alt text.
3. C(lick Close.

IT Training

CAMMO

33



Microsoft Excel March 2025

Specify Column Header Information in Excel Tables

In addition to adding alt text that describes the table, having clear
column headings can help provide context and assist navigation of
the table’s contents.

To specify a header row in a block of cells marked as a table, do the
following:

1. Click anywhere in the table.
2. On the Table Tools Design tab, in the Table Style
Options group, select the Header Row check box.

' Header Row First Column
Total Row Last Column
| Banded Rows Banded Columns

Table Style Options

3. Add your header information.

To specify a header row in a new block of cells marked as a table,
do the following:

1. Highlight the cells you want to include in the table.
2. On the Insert tab, in the Tables group, click Table.
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3. Select the My table has headers check box.

r

=
Create Table l ¥ s

Where is the data for your table?
= 5454:5F57]

My table has headers

[ QK ][ Cancel ]

4. Click OK.

IT Training
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Naming Worksheets

Providing sheet names make it easier to navigate through a
workbook. All worksheets should be named, and any blank sheets
in a workbook should be removed.

To rename a sheet:

1. Right-click the sheet tab, and then click Rename.

55 Inzert...
56 Name |[R Delete
57 o
Rename
20 " Rover. =
== Move or Copy...
61 Gl View Code
b [ Protect Sheet...
= Tab Color 3

65| Course date
bb

Hide
67| 11/4/2013

68

s Select All Sheets

2. Type a brief, unique name that is descriptive of the sheet
contents.
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Accessibility Checker

The Accessibility Checker helps find and fix issues that can make it
difficult for people with disabilities to read or interact with a
workbook.

To use the accessibility checker:

Click the File tab.

Click Check for Issues.

Click Check Accessibility.

Errors and warnings will appear in a task pane. You can
then review the issues and see which ones need to be fixed.

el e

Note: In Excel 2019, you can also find the accessibility checker by
going to Review > Check Accessibility.

The Accessibility Checker checks a file against a set of possible
issues that people who have disabilities might experience in the file.
Each issue is classified as an Error, Warning, or Tip.

e Error: An error is for content that makes a file very
difficult or impossible for people with disabilities to
understand.

e Warning: A warning is for content that in most, but not
all, cases makes a file difficult for people with disabilities to
understand.

e Tip: A tip is for content that people with disabilities can
understand, but that might be better organized or
presented in a way that would improve their experience.
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Creating Accessible PowerPoint Presentations

PowerPoint is a professional presentation tool. Many PowerPoint
presentations use a graphical approach that present content in the
form of slideshows, which are often accompanied by the oral
delivery of the topic. PowerPoint presentations are often made
available for students to go through on their own outside of the
classroom.

Ensure that all slides have unique titles
Slide titles are used for navigation and selection by people who are
not able to view the slide.

To add visible titles to your slides, do the following:

1. On the Home tab, in the Slides group, click Reset to
restore slide placeholders for the selected slide.

2. Type a unique name in the Title text box.

If you do not want the title to be visible on your slide, do the
following:

1. On the Home tab, in the Drawing group, click the
Arrange menu.

2. Click Selection Pane.

3. Click the eye icon next to the text box to toggle its visibility.
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Logical order of material within slides

People who cannot view the slide will hear slide text, shapes, and
content read back in a specific order. If objects are not part of the
slide template, it is important that they will be read by a screen
reader in the order intended.

To check the order that your slide content will be read back,
do the following:
1. On the Home tab, in the Drawing group, click Arrange,
and then choose Selection Pane.

2. The Selection Pane lists the objects on the slide. Objects
will be read back beginning with the bottom list item and
ending with the top list item. Correct any out-of-order items
by dragging and dropping each item into the desired place.

Selection

Content Placeholder 7

g x

Text Placeholder &
Content Placeholder 3
Text Placeholder 4
Title 1

79999
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Providing Alt Text

Alternative text, also known as alt text, appears when the pointer is
moved over a picture or object. Alt text is also read to a user who is
using a screen reader to educate them on what the image, object, or
table contains.

Alt text should be included for the following in your document:

e Dictures e Groups

e C(lip Art e Embedded

e Charts Objects

e Tables e Ink (handwriting)
e Shapes e Video and audio
e  SmartArt files

Alt text should be accurate and descriptive, but it does not need to
include the type of object that was created (image, chart, table, etc.).
The screen reader will convey this automatically.

Tip: Use clear, but concise, descriptions. For example, “a red
Ferrari” tells the reader more about the image than “a car” does.
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Add alt text:
1. Right-click the image and select View Alt Text.

2. An Alt Text textbook will appear, which may be auto-filled
by Microsoft’s built-in Al service. Edit or enter a
description of the image into the box or check that the
image is a decorative image, in which case no description is
needed.

a. Clicking Generate alt text for me will create alt text
from the Al tool

Alt Text oK

How would you describe this object and its
context to someone who is blind or low
vision?

- The subject(s) in detail

- The setting

- The actions or interactions

- Other relevant information

(1-2 detailed sentences recommended)

Enter text here

Generate alt text for me

[[] Mark as decorative @
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Additional Information

e Audio can be recorded on a PowerPoint presentation,
which may be helpful if the PowerPoint will be
accessible online.

e When presenting a PowerPoint, it is important to
verbally highlight the important content of the slides.
Do not rely solely on the slides to convey the message.

e Avoid putting information in the slide notes field as it is
not viewable to a screen reader in many formats

including a PDF.
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Accessibility Checker

The Accessibility Checker helps find and fix issues that can make it
difficult for people with disabilities to read or interact with a
workbook.

To use the accessibility checker:

Click the File tab.

Click Check for Issues.

Click Check Accessibility.

Errors and warnings will appear in a task pane. You can
then review the issues and see which ones need to be fixed.

el e

Note: In PowerPoint 2019, you can also find the accessibility
checker by going to Review > Check Accessibility.

The Accessibility Checker checks a file against a set of possible
issues that people who have disabilities might experience in the file.
Each issue is classified as an Error, Warning, or Tip.

e Error: An error is for content that makes a file very difficult
or impossible for people with disabilities to understand.

e Warning: A warning is for content that in most, but not all,
cases makes a file difficult for people with disabilities to
understand.

e Tip: A tip is for content that people with disabilities can
understand, but that might be better organized or presented
in a way that would improve their experience.
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Creating Accessible Emails in Outlook

One of the unknowns about email is that we never know where
they may eventually end up. Therefore, we want to be sure that our
emails can be read by anyone, including people with disabilities.
Here are some suggestions for making emails readable by the largest
possible audience:

Fonts and Colors

e Always choose a font that is easy to read.

e Use a minimum font size of 12-point.

e Simple black and white emails are sufficient for most
email conversations, though some people prefer to send
replies in a different color text. Choose a font color that
will provide a good contrast, such as dark blue or dark
green.

e Avoid using shaded boxes as a background. If you use
shaded boxes, be sure that they provide enough contrast
to the font color.

Plain text vs. HTML?
Emails can be written in plain text, rich text, or HTML. This
selection is made in the Format Text tab.

Plain text email will suffice for most small, routine
correspondence. The advantages of plain text are that it can be read
by any email program, is compatible with all email systems, uses the
least amount of processing power and storage space, and is
compatible with all assistive technologies. Limitations of plain text
are that they do not apply document structure, and the links are
limited to full URLs (which are not user-friendly).

HTML email is a good choice when you wish to add more

formatting and structure to a message. HTML supports semantic
headings, images with alternative text, links, and lists. When your
emails contain any of these features, HTML is the format to use.
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Which should you use?

There are valid arguments for using both plain text and HTML
when sending email. If the email is simple and does not contain
images and links, plain text will work fine. However, if an HTML
email is created with accessibility in mind, it can be just as good, if
not a better, alternative.

Alt text for images/links
1. Right click the image or object, and then click Format.
2. Click Alt Text.
3. Type a description of the image or object into the Title and
Description text boxes.
4. Click Close.

Signatures

A regular, text-based signature is recommended in Outlook. Be
cautious of the use of colors and difficult-to-read texts such as a
hand writing font.
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Audio Captioning

Any time video is used as part of a class, it is recommended that
captioning be included. If you require assistance with captioning,
please contact the Office of Disability Services.

Microsoft Teams Live Captioning

Microsoft offers live captioning for any type of meeting in Teams,
whether scheduled or on-the-fly. Though not perfect, a program
deciphers the spoken words and transcribes them into text, also
crediting the spoken words to the correct speaker. In order for this
to work well, participants ought to speak slowly, clearly, and one at
a time. At this time, it is not possible to download a copy of the
transcription of the meeting once it is complete.

To turn on live captioning during a meeting, click the “More”
ellipsis and then Record and transcribe and then Start
transcription. Note: by starting a recording, transcription begins
automatically as well.

© B & B - [ T

React View Rooms Apps More Camera Mic S

{=-
<

[@ Record and transcribe > ]

@ Start recording

E Start transcription

(® Meeting info
2. Video effects and settings

% Audio settings

> 4 At Language and speech >
51‘3\3 Settings >
Q Callme

4 it
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Zoom Captioning & Transcribing
Zoom also captions audio into text similar to Microsoft Teams.

To turn on live captioning as the host, simply click Show captions
at the bottom of the screen in a meeting.

©® &~ ©

Record Show captions More

Once enabled, participants will see an option appear to view the
Transcript at the bottom as well.

Record Hide captions Transcript

With a recorded Zoom meeting, you can also download a
transcription of the captioning from the meeting as a text file. This
feature must be turned on in your account page at jmu-edu.zoom.us
prior to the meeting. This site is also where you’ll find the log of
previous recordings and transcriptions. Audio transcripts provide
time stamps and credits the words to the corresponding speaker. J¢
Is highly recommended you proofread this document before
posting it in association with a recorded meeting.

YouTube Automatic Captions

YouTube offers an automatic captioning services for their videos. A
computer program attempts to decipher what is being said on the
video and convert it to text. You can upload a script to YouTube if
you have one, or you can use the automatic captions as a starting
point and modify them to make them correct.

It is important to note that you SHOULD NOT rely on automatic
captioning services to produce accurate text of any audio. These
services are for convenience, though they can prove to be helpful in
many circumstances to make videos more accessible.
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Online Resources

e Adobe Accessibility Resources
https://www.adobe.com/accessibility.html

e Americans with Disabilities Act website
https://www.ada.gov/

e Apple Accessibility Resources
https://www.apple.com/accessibility/

workshops.shtml

e JMU Web Accessibility Portal
https://www.jmu.edu/accessibility

e Microsoft Accessibility Resources

https://www.microsoft.com/en-us/accessibility/
e JMU Office of Disability Services
https://www.jmu.edu/ods/

e Virginia Department for the Blind and Vision Impaired
https://www.vdbvi.org/

e Web Accessibility in Mind Resources
https://webaim.org/resources

e Web Accessibility Initiative
https://www.w3.org/WAI/
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References used in the material

http://whglibdoc.who.int/publications /2011/9789240685215 eng.
pdf

http://invisabledisabilities.org

http://www.colot-blindness.com/2009/01/06/50-facts-about-
color-blindness/

http://office.microsoft.com/en-us/word-help/create-accessible-
pdfs-HA102478227.aspx

http://office.microsoft.com/en-us/excel-help/creating-accessible-
excel-workbooks-HA102013545.aspx

http://office.microsoft.com/en-us/powerpoint-help/creating-
accessible-powerpoint-presentations-HA102013555.aspx

http://governot.state.tx.us/files /disabilities /accessdocs /20-
Email.pdf
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