Canva vs PowerPoint
Accessibility (A11ly)
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What are Screen Readers

Screen readers are a form of assistive technology (AT) software that
enables access to a computer, and all the things a computer does, by
attempting to identify and interpret what is being displayed on the
computer screen using text-to-speech. Screen readers can only access and
process live text (fully editable or selectable text).

* Provides access to someone who is
visually impaired, has a mobility or a
learning disability, to access text on the
screen.

e Offers same level of independence and
privacy as anyone else.
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Types of screen readers

%)
JAWS

Job Access With Speech
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Talk
Back ZoOm

NV ACCESS u , y —— Screen Reader

VoiceOver (Apple)

Empowering lives through
non-visual access to technology

Screen reader program for Provides auditory Adds spoken, audible, Screen magnifier for
Microsoft Windows that allows  descriptions of each and vibration feedback Microsoft Windows
onscreen element to your device. that allows you to see

blind and visually impaired
users to read the screen either
with a text-to-speech output or
by a refreshable Braille display.
NVDA screen reader can be
downloaded free of charge by
anyone.

using gestures, a and hear everything on

keyboard, or a braille the computer.
display.



https://www.nvaccess.org/

Mysterious Dash or Hyphen

Screen readers do not know what the — symbol represents (minus, hyphen, en dash or em dash) so
screen readers will not read it. It is always a good practice to spell the word and any abbreviations
or make a reference to your abbreviation when used for the first time.

For examples:

May 8th, 2022 from 3:30 - 5:00pm. The screen reader reads three, thirty five. Recommend
May 8th, 2022 from 3:30 to 5:00pm.

Final exams May 14 - 20, 2022, screen reader reads May 1420, 2022.
Recommend May 14 to 20, 2022.

Homework assignment pages 200 — 281 for tonight’s reading material.
Recommend pages 200 to 281.

The fiscal year 2015-2016. Recommend The fiscal year from 2015 to 2016.
Grading scale 95 - 100%, screen reader reads 95100%. Recommend 95 to 100%.
** A+, screen reader reads A+. Recommend A plus.

** A —, screen reader reads A. Recommend A minus.
** Recommend to spell the word plus or minus for consistency purpose.

Minor changes can have a big effect on maintaining clarity for students using assistive technology.



TAGS are the HTML code
accessibility markup all of
the document text, images,
etc. Tags are invisible
identifiers that will tell
screen readers and other
assistive technology (AT)
an element is...

e header <H1> to <H6>

e paragraph <P>

* image <Figure>

e listitem <L> and <LI>
* hyperlink <Link>

* table data cell <TD>

What is PDF Tags?

<H1-H6>
<P>

<L>
<Figure>
<Link>
<Table>
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<Artifact>
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Universal Design Center

ccessibility Statement

@s part of our commitment to excellence through diversity and inclusion, California State
University, Northridge (CSUN) strives to ensure that campus communication and information
technology is accessible to everyone. The California State University system statement on
accessibility is articulated in California State University - Executive Order 1111, in accordance
with both federal and state laws including the Americans with Disabilities Act of 1990 (ADA) and
Section 508 of the U.S. Rehabilitation Act.
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= | Need assistance or have a guestio

E'eed assistance or have a question not answered here? Please contact the Universal
Design Center (UDC) at UDC@csun.edu or, during business hours (Monday through
Friday, 8am to 5pm Pacific time), at (818) 677-5898.

[H2Vhat is Accessibility? What is Universal Design?

E\ this context, “accessibility” means that people with disabilities have access — to facilities, to
information and to technology. “Universal design” takes this concept one step further, to
ensure that everyone can perceive, understand, engage, navigate and interact regardless of
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Canva Tags Confusion

Accessibility markup tags such as <P>, <Figure>, <L> and <LI>
are buried underneath multiple <Div> tags layers. The <Div>
tag is known as the Division tag. The <Div> tag is used in
HTML to make divisions of content in the webpage like (text,
images, header, footer, navigation bar, etc.)

No heading structure markup <H1> to <H6>.
No built-in Check Accessibility like Microsoft Office.

Canva finally added a new feature to add image description
in Alternative text (Alt Text).

Logical reading order is out of order and will not make sense
to screen reader users. There is no option to re-arrange the
reading order in the correct order.
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Quick Check Using ‘Read Out Loud’ Tool

Adobe Acrobat and Adobe Reader’s built-in ‘Read Out
Loud’ is not a real screen reader, but this is a quick check
to listen to how a screen reader reads the content.

* Open your Canva PDF file in Adobe Acrobat Pro or
Reader, View tab, Read Out Loud, Activate Read Out
Loud.

* Go back to the View tab again, Read Out Loud, Read
This Page Only. Listen to how the screen reader reads
the content information in Canva.

* Recognize the logical reading order is out of order?

E—Sign Plug-Ins  Windew Classifications  Help

Rotate View

Page Navigation

Page Display

Zoom
Tools
Show,/Hide

Display Theme
Display Size

Eq? Tracker...

Read Cut Loud

Compare Files

Activate Read Qut Loud Shift+Ctrl+Y
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How to fix Canva Tags?
Be familiar with PDF Accessibility tagging tool

Fix multiple <Div> tags

Fix No Tags Available

Move tags <P>, <Figure>, <L> and <LI> out of all <Div> way

on top of the Tags tree. * Open the Reading Order tool

Verify all tags move on top of the Tags tree, then delete all ° MERUEl N SEniiE
<Div>. *  Oruse the Autotag document option (not 100% accurate; need to

Change some of <P> to <H1> and <H2> for heading titles. verify tags)

Add image descriptions <Figure> tags. > ARRIIMEEE CEsEEUens SHZE s

Re-arrange tags in the logical reading order. *  Verify logical reading order

Run Full Check for accessibility check. *  Run Full Check for accessibility check.

Use screen reader i.e. NVDA or VoiceOver to finalize your * Use screen reader i.e. NVDA or VoiceOver to finalize your document.

document.

NOTES

If you update the content in Canva i.e. typos, change date/time, or update other info, you will need to redo PDF tagging
steps above again.

If screen reader doesn’t read text correctly because of tags issue, select a specific tag i.e. <H2>, right-click Properties,
Actual Text box, copy exact text seen on document into Actual Text box.



https://www.csun.edu/universal-design-center/pdf

Remediate Canva Tags should look like...

Original Canva Tags

Final Tags version
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PowerPoint Design Offers

* Microsoft PowerPoint offers a quicker way to create
accessible event flyers, infographics, posters, or newsletters

that include:
* Headings structure 0

HAPPY HOUR

Image description (Alt Text)
e Re-arrange logical reading order
* Built-in accessibility checker
e Retains all the structure when exporting to PDF

e Time-saver: you can edit as many times as you want without
worrying about losing the design structure.

* Everyone on campus has access to Microsoft PowerPoint.
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Legibility

Pretty fonts look good but can people read it? The
accessib\e inaccessible fonts can make content difficult to read

and slow readers down. Fonts, text size (12 points or
up) and color should be legible.

e Text should be clear and easy to read

* Avoid using difficult-to-read fonts and small text

e San-serif fonts are more suited to electronic formats

Serif Sans-Serif (Arial, Calibri, Verdana or Franklin Gothic Book)
e Avoid underlining text. Underlining is interpreted by screen
Abc A b C readers and people with low vision as linked text.

» Capitalization for the heading is fine not the entire
paragraph. Most people have difficult to read it if all text
capitalized.



Text Shadow and Text Effects Font Styles

Avoid using Text Shadow and Text Effects font styles because PDF accessibility checker
report an error “Other elements alternate text — failed.” due to two layers

1) actual text
2) image of text shadow

Calibri Light (Headings) -0 - AT A

Help Acrobat Shape Format
B I U Izl abe A- Aa- W - A Text Fill ~ ~
=l

A A A M &Text Outline ~
Font = Alt
B Text Effects Text

| Text Shadow 1
N WordArt Styles 3il
Add a shadow behind the selected I 5 = ; A Shadow > ©
- I I ' =
text to help it stand out on the = - |
slide.
A Reflection 2 @
A ol
gk]w > v Alternate Text (1 issue)
B Figures alternate text - Passed
Nested alternate text - Passed
Awa ol [® Text Shadow
Associated with content - Passed
©

Hides annotation - Passed

A 3-D Rotation b \ (@) Other elements alternate text - Failed

e 2| | b= Te)(t Effe Cts

Headings




mCulourContrastAna ar (CCA EEE
Colour Contrast Analyser (CCA) Edit View

Foreground colour

-----------------------------------------------------------

rgb(44, 44, 44)

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

__________________

¥ Sample preview

WCAG 2.1 results ! Contrast ratio
1.5:1

¥ 1.4.3 Contrast (Minimum) (AA) |

Text (including images of text) has a contrast
ratio of at least 4.5:1 for "regular” sized text and at least
3:1 for large scale text (at least| 12pt| /| 24px|, or bold
and at least | 1¢pt |/ [18. 5px ), unless the text is purely
decorative.

@ Fail (regular text) @ Fail (large text)

¥ 1.4.6 Contrast (Enhanced) (AAA)

Text (including images of text) has a confrast

ratio of at least 7:1 for "regular” sized text and at least
4.5:1 for large scale text (at least| 12pc | /| 24px |, Or bold
and at least | 14pt|/[12. 5px=|), unless the text is purely
decorative.

Q Fail (regular text) Q Fail (large text)

¥ 1.4.11 Non-text Contrast (AA)

Paraphrased | The visual presentation of user interface

components (their states — including focus indication —
and boundaries) and graphical objects has a contrast
ratio of at least 3:1 against adjacent color(s)

| 0 Fail (Ul components and graphical objects)

People who have low vision or are
colorblind could encounter some
difficulty distinguishing text color
from a background color if the

contrast is insufficient with a contrast

ratio like 1.5:1.

Colour Contrast Analyser (CCA) Edit  View

Foreground colour

RSN  rob0.0.0)

(=110

Background colour

#E69500

¥ Sample preview

-

example text showing contrast

¥ 1.4.3 Contrast (Minimum) (AA)

Text (including images of text) has a contrast

ratio of at least 4.5:1 for "regular” sized text and at least
3:1 for large scale text (at least|18pt |/ | 24px|, or bold

Contrast ratio

8.7:1

WCAG 2.1 results

and at least | 14pt|/|12.5px]), unless the text is purely
decorative.
() Pass (regular text) () Pass (large text)

» 1.4.6 Contrast (Enhanced) (AAA)

-

() Pass (regular text) () Pass (large text)

» 1.4.11 Non-text Contrast (AA)

[-’) Pass (Ul components and graphical objects)

= Check Color Contrast

Bad Examples Good Examples
Yellow on black is good

Blue on orange is bad Black on orange is ok

White on green is good

Aqua on purple is ok

 Download Colour Contrast Analyser onto
your computer (PC/Mac) to ensure
accessible contrast or use an online
contrast checker from WebAIM.

This example has a great color
contrast ratio of 8.7:1. The
contrast is sufficient for those
who have different vision.

 WCAG Level AA requires a contrast ratio of
at least 4.5:1 for regular sized text (12 or
14 pt. font) and 3:1 for large text (18 pt.
font).

* Coblis Color Blindness Simulator



https://www.csun.edu/universal-design-center/document-learning-tools#ColorContrast
https://webaim.org/resources/contrastchecker/
http://www.color-blindness.com/coblis-color-blindness-simulator/

Let’s Get Started with the PowerPoint!

Let’s start by choosing your Slide Size
* Design tab, Slide Size, and select Custom Slide Size

* The Custom option is to let you customize any flyer, poster, or
newsletter size. For example, the letter size is 8.5” x 11”

Slide Size ? X
Slides sized for: Orientation
Widescreen hod Slides Slide Size ? X

- Microsoft PowerPoint ? *
On-screen Show (4:3) () portrait

N - Slides sized for: Orientation You are scaling to a new slide size. Would you like to maximize the size of your
Letter Paper (8.5x11 in) @ Landscape — ) content, or scale it down to ensure it will fit on the new slide?
Ledger Paper (11x17 in) , Custom X Slides

_ e ) Maotes, Handouts & Outline ; ; —_
A3 Paper (297x420 mm) ® Width: S (@ Portrait
\ Portrait : - 7

I, j ¥ _( i =
A4 Paper (210x297 mm) 85in IS O Landscape

B4 (ISO) Paper (250x353 mm) O tandscape Height: . '
(150} Paper (17 Y : = MNotes, Handouts & Outline ~ ‘
Number sinaes rrom: P_grtralt

Overhead 1 - ’— (O Landscape Maximize Ensure Fit
Banner ¥

On-screen ShO'u‘." '“1 6:9-] Cancel Maximize Ensure Fit Cancel
On-screen Show (16:10)

Widescreen
Custom




Insert Design Transitions Animations Slide Show

Built-in slide layouts i o el ———
(unique title) s oo

* PowerPoint does not use headings like Word \/ _______
Document’s Style Panes instead using slide

TITLE. Every slide should have a unique title.
Assistive technology users such as screen readers
navigate by slide title.

Title Slide

* Using the default slide layouts is the first step ERYER:
in making your presentation accessible. hatth

1' GO to Home tab Two Content Comparison Title Only
2. New Slide Avoid
3. Office Theme using TG _rs o
4. Select the slide with Title. Avoid using blank slide blank slide -
that has no title. o |
that has Eaal
no title
Content with Picture with

Caption Caption



Insert

Draw

|:|v

=
MNew s

Slide ~ =
=

Office Theme

Design

Transitions

Animatiol

Lprerr s

Title and Contant
Titlg

and Content

Sactinn Hagder

Two Content

Comparison

Title Only

Blank

Content with
Caption

Picture with
Caption

Slide Title

Student Leadership Conference

’0’ Main title H1 (heading 1)

*
*

*
of Copy/paste main title box then reduce
" font size for heading 2

Speakers Sub-section H2 (heading 2)

| ]
. Copy/paste heading 2
- box
[ |
v
Schedule sub-section H2 (heading 2)
.
[ |
s Copy/paste heading 2
. box
]
v
Location Sub-section H2 (heading 2)

* New Slide, select Title and Content.
This will be the main content title,
and export to PDF as H1 (heading
1). Just one H1.

* Enter the main title name, i.e.
Student Leadership Conference.

* How to add sub-section H2
(heading 2)?

* Copy/paste the main content title
box (H1) then reduce the font size
for heading 2.

* Repeat the same steps if you need
more sub-sections (H2) for several
pages.



Slide Title to PDF Tags

PDF Tags
Slide Title and Sub-sections

PowerPoint Presentation - Adobe Acrobat Pro DC (32-bit)
File Edit View E-Sign Window Classifications Help

Home Tools PowerPoint Present.. %

w @ B8 Q o R MO ® e B B 2 & D

Student Leadership Conference o = _
=6

[ @ Tags

~ «Sect>

S /lﬁtudent Leadership Conference
~ 6 <H1=> —

v @ <Span>

= Student Leadership Conference

Speakers

M DO OB

&

v @ e = Speakers
v @ <H>

SChEd UIE =} Speakers
s @ «Sect=
v § < S Schedule

~ e <Span>

=} Schedule

- e @<Sect>
Location v @

4




Can | use Canva’s images in the PowerPoint?

ABSOLUTELY! Download any Canva’s image file type:

4

* PNG (suggested): high quality image
* JPG: Small file size image
* SVG: Sharp vector graphics at any size

4

, @0 g:

Either drag the download Canva’s image into the slide or use Insert tab,
select Pictures button, browse the image to insert in the slide.

If the image conveying succinct information, add image’s Alt text
otherwise mark as decorative.
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* The purpose of Alt Text is to allow low vision or blind users who
use text-to-speech assistive technologies (AT), such as screen

Image Alte rnative readers, to understand the purpose of graphic images. Sighted

users usually don’t see alt text unless they use AT.

or Alt TEXt » Screen readers and other AT can’t convert images into texts. So,
when writing alt text, consider the following for images:

" o Describe the content and the purpose of the image clearly
Accessﬂ)l ) V _ and concisely, in a phrase or a sentence or two. Keep alt text

user-friendly document for™ " \&N short 200 characters or less.
CSUN student success

o Image with text (for example, the CSUN wordmark) should
include the words on the image.

o “Image of...”, “Photo of...” is not needed because screen
readers and other AT announce that it’s an “image” or
“graphic”.

» o When completing the alt text, use proper punctuation such
screen readers and other AT announce that it’s as periods to indicate the end of the alt text. Without proper
an “image” or “graphic”, then read the alt text: _ . _
“Three plants going through transformation punctuatlon, some screen readers will run the alt text into

with text quote Accessibility user-friendly the body text that follows and cause confusion to the user.
document for CSUN student success.” L _ ]
o Don’tinsert hyperlinks in alt text because they are not

clickable and can’t create descriptive link text.



Office 365 - Adding Alt Text

Select the image and

Digital Accessibil%!;y Content Analogy right-click to select
? = “Edit Alt Text”
Alt Text Y &

How would you describe this object and its
context to someone whao is blind?

(1-2 sentences recommended)

Describe the
» image

Generate a description for me

Mark as decorative
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Older version Office 2016 - Adding Alt Text

About Sunflowers: il
O O
o o & Cut
Ry E2 Copy
B AD Paste Options:
in (@

@g Change Picture...

i, Bring to Front
Send to Back

o
& Hyperlink..

Save as Picture...

7 < A
4 H Size and Position...

Q’y‘ Format Picture...

[ 6 | -

Format Pict_ure
& Olm

> Size
I> Position

I Text Box

| 4 Alt Text
‘ Title ™
Leave blank

Description

Enter Alt Text here

=

v X

Right click to select Format Picture, Layout & Properties, Alt Text
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California State University, Northridge
Universal Design Center

CANVA VS POWERPOINT

Need to create accessible event flyers quicker?

Microsoft PowerPoint offers a quicker way to create accessible event
flyers, infographics, posters, or newsletters that include image description
[Alt Text), capability to re-arrange logical reading order, built-in
accessibility checker, and retains all the structure when exporting to POF,

7 ©, ©
10:00 AM to 18111 Nordhoff Street
12:00 PM Northridge, CA 91330

October 25

CUTIE MEOW
Trainer Social Media Expert Graphics Designer

REGISTER NOW AT

v Wwww.csun.edu/udc udc@csun.edu 818-677-5898

Adding QR Code

* QR Code image Alt Text e.g.
“QR Code for Canva vs PowerPoint event
flyer”

* Add a short URL link visible on the flyer and
selectable/clickable.

e Don’tinsert hyperlinks in alt text because
they are not clickable and can’t create
descriptive link text.



What are Decorative Images?

* Conveys no information; does not provide meaningful information.

* Purely for visual effect.

* The horizontal line that divided the two sections.

* Line border image used as part of page design.

* Decorative images do not require a text alternative.

* Decorative images, lines, borders, or shapes are ignored by assistive

technologies, such as screen readers.

Alt Text vy X

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

(1-2 sentences recommended)

Content text here. This line separator does not

/ need alternative text

because it does not convey

any additional information.

Footer text here.

L EMark as decu:urati*.feé




D EPE Shapes

j/
- # Shape QOutline -
[4-] Shapes Arrange Quick L g

T LT TSSO Shapeffects- All SHAPES mark as decorative to ignore by the screen

m Recently Used Shapes

o ENNOOCOALLD S | readers.
] 5% ".’r } ﬁ .
% Lines : * Draw the shape under Drawing group
---------------------------- NNNTLLR 2N G4% * Select the shape, right-click to select Edit Alt Text or Format tab

Rectangles

nDohoobOooo e Select the checkbox “Mark as decorative”

Basic Shapes
0
e

EOANITAOOOOE
® @O@TE?%O

Add-ins Help Acrobat Format Q Tell me what you want to do

[::] [ 7 { } A.Text Fill - 9 Bring Forward
Block Arrows A smart Lookup A A A N &TextOutlinev % [] Send Backward -
E:> <::' ﬁ @ o @ "%’ L ﬁ @ Q =y Save as Picture.. A\ Text Effects - Text Eh Selection Pane
€CdunmD D [PLIdM :

4 [

Equation Shapes

=R =4

Flowchart

Oo<cO000F 00U
OUAdRB X ¢ AVAD
Qe d O

Stars and Banners

SR A RN C RO e
o e A

Callouts

(I N R T e o I L P S A O O O ¥ Mark as decorative

N\

Translate Wordart Styles la | Accessibility Arrange

a=
le=]  Edit Alt Text..

Set as Default Shape
§|:| Size and Position... A't Text - 5
Ony Format Shape...

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

MNew Comment
(1-2 sentences recommended)

Content marked as decorative will not
expose a description to screen readers

Style Fill  Outline




Text on top of the shape — two layers

Don’t combine the shape and Create two separate layers:
Edit Text in one layer then mark * Layer #1: select the shape, right-click to select Alt

as decorative. Screen reader will Text, mark as decorative
ignore the text entirely. * Layer #2: Select Text box, type your text

* Move text box on top of the shape as overlay

* Do not group two layers together then mark as
> & 7 decorative. PDF accessibility checker reports “Figures

Sble Fl Outine alternative text-Failed.”
|

, Cut

Copy

Paste Options: 3 . DD
:%:-;'. %‘ &A Sha'pes Arrzlnge Ed
=] Edit Text
= — s Recently Used Shapes G
= Edit Points OB~ NOOOATLLDL

(5% ™AL
¥

L
\mi\."l_l"h L UGG Hello

> [ PowerPoint!
- L

pes

ESALTACOOOO®
(@ LOOOF L Do
B I [SIVEN R @i
ISR




Group images or objects

DO NOT group images or objects together then adding alternative text (alt text)
at once. PDF accessibility checker reports “Figures alternative text — Failed.”

Alt text or mark as decorative image/object individually.

¢

oz

Save as Picture...
el Edit Akt Text...
ED Size and Position...

8% Format Object...

Fy

"'-.;' Mew Comment

S

Alternate Text (1 issue)

Style  Fill  Outline v @ ﬁg"“‘mm'm
5 32 Figure 1
Cut
h Figure 2
Copy
Paste Options: Figure 3
il il = il
=a 2 @ LA Figure 4
Group b ﬁ'ﬂux Mested alternate text - Passed
Bring to Front * .
Associated with content - Passed
Send to Back k
Hides annotation - Passed

Other elements alternate text - Passed

Tables

Lists




Descriptive Link Text, 1 of 2

Not Accessible — vague and redundant
CSUN News

CSUN Honors Four Exceptional Graduate Students for Thesis and Project Work

CSUN’s Division of Academic Affairs has selected four exceptional CSUN graduate
students as the winners of the 2020 Distinguished Thesis/Graduate Project
Competition, with each receiving a $1,000 award and recognition from the
university. Read more.

CSUN Team to Tap into Power of Inouye Telescope to Study Sun’s Atmosphere

With the aid of a telescope in Hawaii, a team of professors at California State
University, Northridge hope to solve some of the mysteries found in the sun’s
atmosphere, information that could help us better understand the impact of solar
gareds, as well as what is happening with other stars in our solar system.

ead more.

Minimizing the COVID Slide During the Summer

In response to the COVID-19 pandemic, schools across the nation transitioned to
meeting online. Given the abruptness of the transition and lack of preparation
parents had in becoming in-home teachers’ aides, many parents and educators
are worried about a “COVID slide” or “COVID slowdown,” where students fail to
retain any new information learned before and during the pandemic — as well as
over the summer, when students are not in school.

Click here

Screen readers read: "Read more, link" "Read more, link" "Click here, link"

Full URL text https://www.csun.edu/universal-design-center

Accessible — descriptive and unique
CSUN News

CSUN Honors Four Exceptional Graduate Students for Thesis and Project Work

CSUN’s Division of Academic Affairs has selected four exceptional CSUN graduate
students as the winners of the 2020 Distinguished Thesis/Graduate Project
Competition, with each receiving a $1,000 award and recognition from the
university. Learn more about CSUN's Four Exceptional Graduate Students.

CSUN Team to Tap into Power of Inouye Telescope to Study Sun’s Atmosphere

With the aid of a telescope in Hawaii, a team of professors at California State
University, Northridge hope to solve some of the mysteries found in the sun’s
atmosphere, information that could help us better understand the impact of
solar flares, as well as what is happening with other stars in our solar system.
Continue reading about CSUN's Astronomy Team.

Minimizing the COVID Slide During the Summer

In response to the COVID-19 pandemic, schools across the nation transitioned to
meeting online. Given the abruptness of the transition and lack of preparation
parents had in becoming in-home teachers’ aides, many parents and educators
are worried about a “COVID slide” or “COVID slowdown,” where students fail to
retain any new information learned before and during the pandemic — as well
as over the summer, when students are not in school.

Learn more about the "COVID Slide".

Screen readers read: The content and link text then announce the word "link"

(raw URL may not make sense to screen reader users or others, so make the link text descriptive i.e. Universal Design Center)



https://csunshinetoday.csun.edu/university-news/csun-honors-four-exceptional-graduate-students-for-thesis-and-project-work/
https://csunshinetoday.csun.edu/csun-leaders/csun-team-to-tap-into-power-of-inouye-telescope-to-study-suns-atmosphere/
https://csunshinetoday.csun.edu/csun-leaders/minimizing-the-covid-slide-during-the-summer/
https://csunshinetoday.csun.edu/university-news/csun-honors-four-exceptional-graduate-students-for-thesis-and-project-work/
https://csunshinetoday.csun.edu/csun-leaders/csun-team-to-tap-into-power-of-inouye-telescope-to-study-suns-atmosphere/
https://csunshinetoday.csun.edu/csun-leaders/minimizing-the-covid-slide-during-the-summer/
https://www.csun.edu/universal-design-center
https://www.csun.edu/universal-design-center

Descriptive Link Text, 2 of 2

Transitions

@J D/' P:| Il & Store

Animations

Slide Show

Review

View Add-ins

* T EHQO 4 BRE

ACROBAT

Q Tell me what you

Format

Ll 4 @&+
ctures Online Screenshot Photo Shapes SmartArt Chart i ] My Add-ins ~ Hyperlink pction Comment Text Header WordArt Date & Slidi
Pictures ~ Album ~ = Box -~ & Footer = Time Numl
Images Hllustrations Add-ins Links Comments Text
1 T 1 1 1 2 1 3 1 4 5 1 6 | 7
E ] 1 | ] | L} |
Insert Hyperlink m
Link to: Text to display: Universal Design Center ScreenTip...
E Look in: Van-PowerPoint Essentials E] D
Existing File or | — ' .
Web Page | images Bookmark... :
s picn ﬂ? PowerPoint Essentials Checklist.docx
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| Pages
Create New
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Reading Order, 1 of 3

The order of text boxes, images, and shapes determines how the content will
be presented to screen reader users, and other users of assistive technology.

Incorrect Reading Order

Title

Correct Reading Order

Title

Content/Image

Content/Image

Content/Image

Content/Image

Content

Content




Reading Order, 2 of 3

To check or fixing reading order of a slide, select
Home > Arrange > Selection Pane.

Reading order is shown in reverse, bottom to

top. Click and drag or use the arrow buttons to
change reading order.

When the screen reader reads this slide, it reads the objects
in the reverse order listed in the Selection pane.

Important: The Title should always be read first as heading
title. Assistive technology users such as screen readers
navigate by slide title.

Verify the reading order for each slide

EENN\OO - L]
OAT LS - L
- ,% Ival ,l } _ Arrange

Order Objects
1 I 2

Group Objects

Position Objects

(=] .
« Align

EI% Selection Pane...

Selection v

Show All || Hide All

Content Placeholder 4
Content Placeholder 3
Content Placeholder 2
Title 1

I 999



Reading Order, 3 of 3

When exporting to PDF, the tags reading order reads
from top to bottom. It’s very important to ensure the
slides reading order follow the PowerPoint’s reading
order in the correct order for the PDF to export correct
reading order.

The PowerPoint reading order reads the objects in
the reverse order listed in the Selection pane from
bottom to top.

3 ' 2 ' 0 ' 2 3 ' - .
Selection v X o T X
Show All || Hide All a - El- @
H
QR Code ‘ - v i Tags ~
TextBox 12 - @ .
v [§ <Sect>
TextBox 7 o
Arrow: Pentagon 5 - B v @ <Sect> Whether it is an infographic, flyer, email, or webpage, designers should
Whether it is an infographic, flyer, email, or webpage, designers should Rectangle 11 - o g <His always consider the following best practices to create accessible and
always consider the following best practices to create accessible and Image icon : s v @ <spam user-friendly content
user-friendly content Ui ‘
TextBox 6 o Q ) Designing for Accessibility % Documents
Document accessible inaccessible picture -~ @ S
i pi v Universal Desigh means E
. . Make one design picture a
Universal Design means - TextBox 2 -~ > q > .
design for everyone to: TextBox 1 -~ v <Sect> dESIgn fOI’ everyone tO.
. Make one Y Uit - e d . ) . Make one
Acquire the same information design that Rectangle: Diagonal Comers Rounded 3 -~ > 9 e * Acquire the same information design that
Engage in the same interactions fits everyone, fectanaied - v * Engage in the same interactions \ (ﬁts EVETYOn© =
O R e - - O &
Enjoy the same services x s @ W * Enjoy the same services —1 A
Media with - Website - Media with - Website
captioning . 5 O e captioning ‘
> f <Figure>
) Legibi"tv > < <Figure> Legibility
accessible ?retty f9nt IOOk_S good but can people read >  <sect> accessible Pretty font looks good but can people read
it? The inaccessible font can make content > @ <sect> . . it? The inaccessible font can make content
difficult to read and slow readers down. inacceasible diff
. . 5 f <Figure> ifficult to read and slow readers down.
Font, text size and color should be legihle. R .
> @ <sects Font, text size and color should be legible.




PowerPoint Accessibility Checker

The accessibility checker will
identify certain accessibility

» issues:
* Duplicate slide titles

-~ * Images with no alt text

, , * Tables without the header box
* PowerPoint 365: Select Review tab, checked
select Check Accessibility '

* Word 2016: Select File menu, then Check for * Tables that have merged cells
Issues and select the Check Accessibility from or with empty cells
the drop-down menu.  Reading order needs checking.




What is a Document Title?

* A document title is a descriptive and meaningful version of the file name. When
converting to PDF, titles are often visible in the PDF window or tab.

 When multiple PDFs are open, well defined PDF titles allow for easier distinction

between them. This distinction is particularly useful when relying on screen
readers.

* The best way to add a PDF title is to edit an original document such as Microsoft
Office file. See next slide how to add a Title in the PowerPoint.

Accessibility 101 Word Essentials Ally Demo Tools

niversal —esign _enter csun.edu/udc



Window: File, Info, Title

Info

Designing for Accessibility - PPT sample

C: =» Users » hbecs137 = Box Sync» _ UDC Training = Canva vs PowerPaoint

Save Protect Presentation Properties -
} Control what types of changes people can make to this presentation. Size 5TAKE
Save As Protect
Presentation ~ Shides 1
Save as Adobe Hidden slides ]
FOE Title Designing for Accessibility
N Inspect Presentation Tags Add a tag
= Before publishing this file, be aware that it contains: Categories Add a category
Check for Document properties and author's name
Issues ¥ Content that people with disabilities find difficult to read Related Dates
Last Modified Today, 11:58 AM
—rz] Manage Presentation L=z 12/7/2021 1:02 PM
C)‘ 7] There are no unsaved changes. Last Printed
Manage

niversal ' esign csun.edu/udc




Windows: Converting to PDF

Select File menu

Info

2. Save as, Save as type: PDF

Select Options button to include Document

Properties and Document structure tags for -

Protect
Presentation

Designing for Accessibility - PPT sample

C: = Users » hbecs137 » Box Sync» __UDC Training = Canva

vs PowerPoint

Protect Presentation

Control what types of changes people can

make to this presentation.

accessibility
4. Save
Open the PDF file from Adobe Acrobat Pro

@ Save As

- ? Bl > ThisPC > Desktop >

Run Accessibility Check

Learn more about PDF Accessibility

Options

Range
®[all O current slide

Publish options
Publish what:
Slides ~
[] Frame slides
[ include hidden slides

I:l Include comments

include ink

Include non-printing information

Document properties

Document structure tags for accessibility
PDF options

[] PDFsA compliant

[+] Bitmap text when fonts may not be embedded

(18]
sl | =

Cancel



https://www.csun.edu/universal-design-center/pdf

Mac: File, Properties, Title

Edit View

Insert Format

New Presentation
New from Template...
Open...

Open Recent

Copy

aste Close

Format

Save

Save As...

Save as Template...
Export...

Designing f

Whether & 5 an infographis, |
@ways consider the folowin
user

Browse Version History

Universal Design me
design for everyone

+  Acguire the same informd

Share

+  Engige in the same interd

Always Open Read-Only
Restrict Permissions
Passwords...

+  Ergoy the same services

Compress Pictures...

— Page Setup...
Al mages should have meanisy :
altermative text The isage des Prlnt"'
should Briefly axplain the inford
conveyed.

Properties

Are you imterested in attending accessibility training?

csun.edufudc/training

38N
%P
#0

>

EW |
8S
73S

3P

Arrange

Animations

__ Designing for Accessibility - PPT sample Properties

Eseneral 47 §tatistics

Title: | Designing for Accessibility

| gontent | gustromi

Subject:
Author: Nguyen, Van Thi
Manager:
Company:
Category:
Keywords:

Comments:

Hyperlink base:
Template: Office Theme

Save preview picture with this document

Cancel




Mac: Converting to PDF

Unfortunately, Mac PowerPoint Desktop Software Save as
PDF doesn’t import PDF tags structure “No Tags available”.

{m’?m:atroc ::tf:w s;gn The alternative way to export PDFs with tags is by Iogglng into Microsoft Office 365
X 8 = Q online. g
o = 1. Goto MyCSUN Portal . .
q B0 2. Select Microsoft Office 365 . Do e e
P 3. Select PowerPoint tab on left side :'
B 4. Upload your PowerPoint file
7 5. Select File menu Save as
15 6. Save as, Download as PDF button .
7. Download button (save on your desktop) =,
8. Open the PDF file from Adobe Acrobat Pro B D P i
9. Run Accessibility Check B e e T eseaton oyt compter 0 e

ﬁﬁ Download as ODP
o Download a copy of this presentation to your computer as an ODP file.

Learn more about PDF Accessibility

|j Download as Images
= Download a copy of this presentation to your computer as JPEG images (one per slide).



https://www.csun.edu/
https://www.csun.edu/universal-design-center/pdf

Never Choose Print to PDF Option

Never choose a "Print" to PDF option in Print

Office, or in any other program. A screen . [

reader user may still be able to access the :E!

text of a PDF created in this way, but —

heading structure, alternative text, a logical -

reading order, and any other tag structure |
Settings

will be lost.

[Efpionsivest
Use Save As, then choose PDF. =

—_ o

niversal —esign _enter csun.edu/udc



How to Save the PowerPoint Designing in PNG or
JPEG for Social Media or Email Marketing?

Save As

nﬂ Save As -
* Go to File menu
« v 4 BB > ThisPC > Desktop
Save As Organize ~ Ne PowerPoint Presentation
PowerPoint Macro-Enabled Presentation ) S e I e Ct Save AS
e SCAdObE d # Quick access Ec[))v:erpomt 97-2003 Presentation

PDF i Documents (XPS Document

& Downloads PowerPoint Template .
PowerPoint Macro-Enabled Template Y S aV e a S t e . d ro d OW n I ISt

= Pictures PowerPoint 97-2003 Template y [] ’

[ Desktop Office Theme

T e choose either PNG or JPEG

oJ Training sign- PowerPoint 97-2003 Show

PowerPoint Add-in

o Sketch BubblgpowerPoint 97-2003 Add-in

PowerPoint XML Presentation

MPEG-4 Video

o Canva vs PowtWindows Media Video

J images GIF Graphics Interchange Format
JPEG File Interchange Format

Account PR GIPSE LR PG Portable Network Graphics Format

J Tables Format 1IFF Tag Image File Format ® Save b u tto n

Device Independent Bitmap
Windows Metafile

Enhanced Windows Metafile
Outline/RTF

PowerPoint Picture Presentation
Strict Open XML Presentation
File name: | openDocument Presentation

il

o Tracking Parti

Enter file name

Feedback
@ Microsoft Powe

Options

o Box Sync

Save as type: |GIF Graphics Interchange Format

Authors: Universal Design Center

A Hide Folders




Adobe Creative Cloud for Faculty & Staff

* Adobe Creative Cloud software is now available for use (at no
additional charge) on all faculty and staff university-owned
computers, labs and classroom devices, and for all students.

* Please note that this deployment of Adobe software is not

available for use on personally-owned faculty and staff
devices at this time.

* Learn more about Adobe Creative Cloud for Faculty & Staff

* Adobe Reader is for viewing, printing, signing, sharing, and
annotating PDFs. Adobe Reader doesn’t have Accessibility
* Adobe Acrobat DC checking tool.

niversal esign "_enter csun.edu/udc


https://www.csun.edu/it/adobe-creative-cloud-faculty-staff

Adobe Acrobat Tools Pane Set Up

File Edit View Window Classifications Help

Forms & Signatures

£ S &5

Fill & Sign Prepare Form Certificates

‘Open v‘ ‘Open v| ‘Add v|

Protect & Standardize

O i 2o

Protect Redact

[ open |~ | | Add |~ | [ Add |~ |

Customize

PDF Standards

E] Action Wizard
[ create PDF
E2 Edit PDF

Ee, Export PDF

Comment

[ Add |~ ]
Op

A

If this is your first time
setting up Adobe
Acrobat software

e Select Tools Tab

* Add Shortcut for
Accessibility

csun.edu/udc

niversal —esign "_enter



Adding Tools to Navigation Pane

These are the primary tools needed to create an accessible PDF:

Option 1: View > Show/Hide >Navigation > Option 2: On left pane, right-click to select
Tags and Content Pane Tags and Content Pane

File Edit View Window Classifications Help

Home  Tools Doc1.pdf x
File Edit indow Classifications Help
Home Rotate View » 'ﬁf @ a Bd G\
Page Navigation »
i =4 » 000 (= On left pane
Page Display » ) ) E
Zoom . 0 right-click to select
Content and Tags
Tools @
Panels
‘I Show/Hide I Navigation Panes Ul Articles
Display Theme | v Tools Pane Shift+F4 @ Attachments UL Articles
IE Toolbar ltems I Bookmarks @ Attachments
Read Mode Ctrl+H
Cl Page Controls ‘ D Content l Bookmarks
Eull Screen Mode Ctrl+L I
v Menu Bar (®) Destinations B Content
EC;D Tracker... @ Layers Destinations
Button Labels - @ ]
. O Model Tree Layers
Read Out Loud » Rulers & Grids » (n} GD odel T
; ) ZZ, Order 8 Model Tree
Compare Files Cursor Coordinates @ 550 ) dor
Page Thumbnails =
» CYX Signatures @Eage Thumbnails
ETE— ]
#y Tags
Show Navigation Pane F4
Reset Panes Reset Panes

Hide Navigation Pane Buttons




&7

Autotag Document

Reading Options

Full Check

sV ) Q) RS

Accessibility Report
Identify Form Fields
Set Alternate Text
Setup Assistant

Reading Order

Accessibility Checker Options

===

Report Options

Attach report to document

Page Range

@ All pages in document

Checking Options (31 of 32 in all categories)

¥| Create accessibility report Folder: C:\Users\sem72178\Documents Chaose...

Pages from |2 to |2

Category: Document

¥| Accessibility permission flag is set

¥| Document is not image-only PDF

¥| Document is tagged PDF

| Document structure provides a logical reading order
| Text language is specified

¥| Document title is showing in title bar

| Bookmarks are present in large documents

¥| Document has appropriate calor contrast

‘ Select All || Clear All

+| Show this dialog when the Checker starts

Help

Start Checking l | Cancel

N

g B B

Accessibility Checker X
=]~
v Document (2 issues)
o Accessibility permission flag - Passed
o Image-only PDF - Passed
o Tagged PDF - Passed
© Logical Reading Order - Needs manual check
o Primary language - Passed
o Title - Passed
o Bookmarks - Passed
.\,;, Color contrast - Needs manual check
v Page Content
o Tagged content - Passed
o Tagged annotations - Passed
o Tab order - Passed
o Character encoding - Passed
o Tagged multimedia - Passed
o Screen flicker - Passed
o Scripts - Passed
o Timed responses - Passed

o Navigation links - Passed

> Forms

> Alternate Text
> Tables

> Lists

> Headings

Adobe Acrobat Pro Check Accessibility

Run the Accessibility Full Check

* Accessibility checkers

results in bold text have
ohe or more issues/failed
that need to fix.

If you have a failure, you
can right-click on any
item in the report and
select “Explain” that will
link to Adobe webpage to
explain the problem.

If the results not in bold
text, that section has
passed.



Common Issues — Title shown as a failure

Acrobat did not recognize the Title from
Word Document, simply right-click Title item
and select “Fix”.

The document description gives the
document a proper title and language to be
recognized by assistive technology.

* Select File menu > Properties

* Description tab, enter Title box is
document title or main content
heading/title (deselect Leave As Is, if
necessary).

* Application box showing the source
document created from Word to PDF.

&

@ND(%@Z]

Accessibility Checker
El -
v Document (3 issues)
Accessibility permission flag - Passed
Image-only PDF - Passed
Tagged PDF - Passed
U Logical Reading Order - Needs manual check
Primary language - Passed
Bookmarks - Passed

U Color contrast - Needs manual check

() Title - Failed

Bookmarks

i} Skip Rule
ig) Color contr

Explain
Page Content

Document Properties

Description

File: Creating Accessible Documents_Hand_Out.pdf

Description | Security l Fonts Ilnitlal View I Custom [ Advanced

Title: J

Author: ‘Universal Design Center

Subject: J

Keywords:

Created: 1/11/2019 11:47:41 AM

Modified: 1/11/2019 11:47:43 AM

Application: Acrobat PDFMaker 19 for Word

Advanced
PDF Producer: Adobe PDF Library 19.10.96
PDF Version: 1.6 (Acrobat 7.x)
Location:  C:\Users\hbecs137\Desktop\
File Size: 213.54 KB (218,662 Bytes)
Page Size: 8.50x 11.00 in

Tagged PDF:  Yes

Help

| Additional Metadata..

Number of Pages: 5

Fast Web View: Yes

‘ l Cancel




Accessibility Checker — Manual evaluation

The accessibility checker will always

flag two items that require manual
evaluation:

* Logical Reading Order
* Color Contrast

Two question marks @ will always stay in
Document (2 issues) section even if you
right-click and select Pass. It just there as
a reminder to conduct manual check.

niversal —esign _enter

(=
N
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Accessibility Checker

IE'.

A

>

Document (3 issues)

Accessibility permission flag - Passed
Image-only PDF - Passed
Tagged PDF - Passed

'-u-' Logical Reading Order - Needs manual check

Primary language - Passed

@ Title - Failed

Bookmarks - Passed

'-u-' :!Color contrast - Needs manual checlcé

Page Content

csun.edu/udc



Use a screen reader to finalize
your flyers/infographics accessibility features

<))

NV Access @ J

Empowering lives through
non-visual access to technology \

VoiceOver (Apple)

Microsoft Windows NVDA screen reader that allows blind * Apple VoiceOver built-in provides
and visually impaired users to read the screen either with auditory descriptions of each onscreen
a text-to-speech output or by a refreshable Braille display. element using gestures, a keyboard, or a
NVDA can be downloaded free of charge by anyone. braille display.

NvVaCcCess.org

niversal esign "_enter csun.edu/udc


nvaccess.org

. Your creativity iS

worth millions as long as
you consider the

following accessibility

best practices
N /

Learn more about Infographics Best Practices

Infographics
CREATIVITY


https://www.csun.edu/universal-design-center/accessible-infographics#BPIN

How can we help you make a difference?

$ 4
%3 G . :
: 5 ¥ 2 s s )

=3 L W A
o ) > ARV : YA
: ) < N
Vv \ ¥a¥ \

- \ TOMED WML TN 8 4 \

DESIGN means d551gn fbr éveryone .

Make one
design that

| | fits everyone Universal Design Center Offers

ﬂEﬂ @ * Online, self-paced training

. ..
Miedia with ¥ Wobene In-person training each semester
captioning * Consultations

* Tools and Services
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