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What Is Assistive Technology?
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What are Screen Readers

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

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

A Offers same level ahdependenceand
privacy as anyone else.
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Types of screen readers

%)
JAWS

Job Access With Speech

NV Access

Empowering lives through
non-visual access to technology

Screen reader program for
Microsoft Windows that allows
blind and visually impaired
users to read the screen either
with a textto-speech output or
by a refreshable Braille display.
NVDA screen readeazan be
downloaded free of charg®y
anyone.

<)

L — Y,

VoiceOver (Apple)

Provides auditory
descriptions of each
onscreen element
using gestures, a
keyboard, or a braille
display.

/4 N

Talk
% Back Zoom

L ) Screen Reader

Android

Adds spoken, audible, ~Screen magnifier for

and vibration feedback Microsoft Windows
to your device. that allows you to see

and hear everything on
the computer.


https://www.nvaccess.org/

How Do Screen Readers Work?

A Screen readers read lidgy-line from leftto-right
and topto-bottom.

Top
A Screen readers start at the top of a document or
website and read any text including alternative text
for images, graphics or charts.
A Screen readers navigate a document or website Bottom

using the keyboaravithout a mouse.Tabkey: jump
from link to link,Enter. select a linkarrow keys:
navigate a document or website.

A Reading order is important for users with visual
challengesThe users can become confused if the
document (content, tables, images or charts) is
poorly organized or out of order.

Left




Click vs Select

Screen readers and physical or mobility limitation
users navigate a document or website using the
keyboardwithout a mouse. The wordClick is not
Ay Of dzZaA @S 2F LIS2LX S g K?2
word & S $oWiit€ stepby-step instructions.

a/ f A071 ¢ 2EXAmplé f AWséa { & Exdmplé (Recommend)

AGo to YouTube video player AGo to YouTube video player
AClick on Settings gear icon A Select Settings gear icon
AClick on Subtitles/CC A Select Subtitles/CC

AClick on Options to Customize A Select Options to Customize

AClick on Caption Style A Select Caption Style



Captioning Videos

Per federal and state law, and CSU policy, instructional media (e.g., videos,
captured lectures, recorded presentations) must have captions.
This includes instructional media used in classrooms, posted on websites

or shared in Canvas.

A All students who are enrolled in a course must be able to acces
the content in the course.

A Faculty:Funding is available to help faculty generate captions a
transcripts forinstructional media. Materials should be

submittedat least six week# advance of their use in instruction s v {14

and together, as Matadors, Q'\/:e will move

A Staff: For CSUN staff who do not provide classroom material, t , ___mountains. G
IS a cost through chargebadkor information on the chargeback, sk . oW
emailncod@csun.edu www.csun.edu/captioning

csun.edu/captioning
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mailto:ncod@csun.edu
http://www.csun.edu/captioning

Digital Accessibility Content Analogy

Organize content with headings, subheadings, images, videos, and footer
are important forusability and accessibility



Microsoft Word 97- 2003

If you encounter Compatibility Modd and unable to use Go toFileTab, selecConvertbutton,
Word Accessibility Check&r G KI 1 Qa 0 S Ol dzarsl Save VRosdN20 1B SM3ifice2 365
like Microsoft Word 9 nno R2y Qi KI @S haDATSeasibAity Rheakgrdeatures.
Checker features available. RunAccessibility Checkeagain.

A For WindowsFile tab, Info, Check for Issues
A For Mac:Review tab, Check Accessibility

ign Ref Tell me wh
N =.uD. |Emas M_dF
aaaaaa A e DT T e asbcene AaBbC . 2 [ . © Soen Compatibility Mode
abe F - A ;)’ L _l _1T No Spa ate and Sha Some new features are disabled to prevent problems when working with previous
n s MD:: PbDFA igt"at”m aaaaaaaaaaaaaa versions of Office. Converting this file will enable these features, but may result in
7 es @  AdobeAcrobat  Grammarly  Classification
|‘--g-‘-|‘--1--‘|-‘-2‘--|-‘-3‘--\--‘4-‘-|‘--5-‘-|‘--é--‘¢-‘-7‘-- - layout changes.
Accessibility Ch... ~ %
Inspection Results

Protect Document

1. Unable to run the Accessibility
Control what types of changes people can make to this document.

accessibility issues.

All CSUN faculty, staff, and students can install tiiecrosoft Office 3650n up to five
personal devices for FREE.



https://www.csun.edu/it/software-services/software/all-software/microsoft-office

Serif Sans-Serif

Abc Abc

A Divide large blocks of text into smaller sections

A Avoid overly complex sentences

A Provide adequate whitespace

A'aS tAYS 2NJ LI NF INF LK &LJ OA\
space)

A Avoidunderliningtext. Underlining is interpreted by screen
readers and people with low vision as linked text.

A Font size between 12 to 18 point

A Sanserif fonts are more suited to electronic formdrial,
Calibri, Verdana or Franklin Gothic Book)

A Be cautious with all Alcaps text:Using all capitalized text can create
accessibility issues, particularly for individuals with dyslexia or visual
impairments, as it reduces readability and makes words harder to
distinguish by shape. Screen readers may also misinterpret fully
capitalized words, reading them letter by letter instead of as whole
words. Additionally, altaps text can slow down reading speed and
comprehension for many users, making it less accessible for a broad
audience credit towebAlMFebruary 2025 Newsletter.



https://webaim.org/newsletter/2025/february

Mysterious Dash or Hyphen

Screen readers do not know what thesymbol represents (minus, hyphem dash oremdash) so
screen readerwvill not read it.It is always a good practice to spell the word and anlyreviations
or make a reference to your abbreviation when used for the first time.

For examples:

A May 8h, 2022 from 3:30 5:00pm. The screen reader reads three, thirty five. Recommend May 8
2022 from 3:3G0 5:00pm.

A Final exams May 1420, 2022, screen reader reads May 1420, 2022.
Recommend May 1t 20, 2022.

A Homework assignmentpages208 y m T2 NJ 02y A3IKIQa
Recommend pages 200 281.

A The fiscal year 2018016. Recommend The fiscal yéam 2015to 2016.

A Grading scale 95100%, screen reader reads 95100%. Recommerid 950%.
X A+, screen reader reads A+. RecommeptLA
x AC, screen reader reads A. RecommenchiAus
x Recommend to spell the word plus or minus for consistency purpose.

LGiQa 21lé& G2 dzaS RI aK 0 &ibérastyor, webaingldndeyviRe, igperdolR &ulinethp,® S|P =
part-time job, ceauthor, reelect, longterm project, stateof-the-art technology, etc.




Headings and
Document Structure

Example 1Reading long, dense text
documents can be a daunting task for
learners

Example 2Well-structured documents help readers
organize and process texts

As 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.

Need 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 Spm
Pacific time), at (818) 677-5898.

In 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 ability or preference.

The UDC supports the campus community in their efforts to make it possible for individuals to
learn, communicate, and share via information and communication technology. One way we do
this is by assisting the campus community to ensure their information and communication
technology is interoperable, usable and accessible, so that individual learning and processing
styles and/or physical characteristics are not barriers to access.

The role of the UDC is to help CSUN implement business practices which enable the campus to
meet policy standards under the Accessible Technology Initiative Coded Memoranda.
What does this mean to me?

Everyone has a part in creating accessible and usable information. The responsibility of creating
and maintaining accessible content falls to the entire campus community.

Universal Design Center) Heading 1

Accessibility Statement

As part of our commitment to excellen®gthrough diversity and inclusion, California State
University, Northridge (CSUN) strives to enSure that campus communication and information N orm al
technology is accessible to everyone. The Califolgja State University system statement on
accessibility is articulated in California State Universiy - Executive Order 1111, in accordance pa rag ra p h
with both federal and state laws including the America ith Disabilities Act of 1990 (ADA) and
Section 508 of the U.S. Rehabilitation Act.

Need help? Heading 3

Needassistance or have a question not answered here? Please ¢
Design Center (UDC) at UDC@csun.edu or, during business hours (
Friday, 8am to S5pm Pacific time), at (818) 677-5898.|

@Accessibility? What is Universal D@

In this context, “accessibility” means that people with disabilities have access #to facilities, to
information and to technology. “Universal design” takes this concept one stgp further, to
ensure that everyone can perceive, understand, engage, navigate and intgfact regardless of
ability or preference.

act the Universal

Heading 2

@al Design Center M@

The UDC supports the campus community in their efforts to make it possible for individuals to

learn communicate and chare via infarmatinn and cammunication technalaovy One wav we dn




Direct vs Styles Formatting

Insert Design Layout References Mailings View Grammarly Acrobat Q Tell me what you want to do

ibri - - - | fp = - = o, A .
B Calibri (Body) A Aa = - = - 2L 91 B aaBbceD! AaBbced A AaBbCc AaBbCe 4o8bcco AQB assbcen AaBbCcD AaBbCeD
- AR A-E === I§ - e H . TMormal | TMNoSpac.. Heading1 Heading2 Heading3 Heading4 Title Subtitle  Subtle Em.. Emphasis £

Styles

Paste
- ~ Format Painter B Il

Clipboard 3 P Paragraph P

Direct Formatting Styles Pane

Direct Formatting Styles Pane Formatting
ANot accessible to any assistive AProvide structure and make document accessible

technology such as screen readers AEasier to modify existing formatting

Al I yQi ONBF OGS I ¢ Aoréate an? Gipdateyrabls ¢f Gantents
Al I yQi ONBIF OGS I vy AQuicketnavigaigh toldiffereRt 5eEtHIs M dacun
sections in a document ARetain document structure when export to PDF
AHuge barriers! AAccessible to any assistive technology like screen
readers

A Save time and save lives!



Headl Nng StyleS Headingsare styles to

give a document
Heading Styles (Heading 1 through Heading 6) in a logical sequence. [ structure by category or

skip heading levels i.e. Heading 2 to Heading 4, headings should be in| topic.
A Heading 1Document title or main content heading/title (just one time only

Font size i.e. 20 18pt. Without headings a
A Heading 2Major section heading-ont size 18p¢ 16pt. person using assistive
A Heading 3Subsection of the Heading Font size 16pt 14pt technology like a screen
A Heading 4Subsection of the Heading 3, and so on, ending with Heading ( féadercannotnavigate
Font size 14pt 12pt. by sections, subsections
A Normal: Text or Paragraphzont size 12pt or up. or scan section titles to
A Title in Word Stylavon't recognize whemonverting to a PDF. Start understand the

with Heading Ifor the document title. document structure.

AaBbCcDd AaBbccdd AaBb AaBbCe

rly ACROBAT Q Tell me what you want to do

nsert esign ayou e ailings evie ie ) NO & 2ading eading Z
Calibri A A Aa- A -l - e 5 51 9 aspbeedc AaBbceDd AaBb AaBb( AaBbCcl AaBbCeD: A\a B\ AaBbCc 4e8bCcDd % AaBbCcD
B 3 N - abee g e o - f Normal | T No Spac Heading1 Heading2 Heading3 Heading4 Title p -
’ ] rHeaaimng 4 tie Subtitie
1 . 1

= O Heading 3

_ AaBbCcD AaBbCcDi AaBbCcD: AaBbCcDi AaBbCcD:
Subtitle Subtle Em Emphasis Intense E Strong Quote ntense Q AOBbCCDd AaBbCCDd AaBbCcDd AaBbCCDc

AABBCcDr AaBeCcD AaBbCcD AaBbCcDe

-
Microsoft Word SublleRet.. IntenseR.. BookTite 1 ListPars
U Create a Style

Styles Pane




Heading and Paragraph

Avoid making the heading style and paragraph in one section because it would cause the Table of Cont
to automatically populate the long list of titles.

Universal Design Center

Accessibility Statement: As 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.

Universal Design Center Mission: The UDC supports the campus community in their
efforts to make it possible for individuals to learn, communicate, and share via information and
communication technology. One way we do this is by assisting the campus community to
ensure their information and communication technology is interoperable, usable and
accessible, so that individual learning and processing styles and/or physical characteristics are
not barriers to access.

Shared Campus Responsibility: Everyone has a part in creating accessible and usable
information. The responsibility of creating and maintaining accessible content falls to the entire
campus community.

Table of Contents
Universal Desigil Catiber ..ot e e e e e e emme e eme s emne e ame e emnsemneeane e 1

Accessibility Statement: As part of our commitment to excellence through diversity and
mnclusion, California State University, Northridge (CSUN) strives to ensure that campus
communication and information technology 1s accessible to everyone

Universal Design Center Mission: The UDC supports the campus community in their efforts
to make it possible for individuals to learn, communicate, and share via information and
communication technology. One way we do this is by assisting the campus community to
ensure their information and commumnication technology is interoperable, usable and
accessible, so that individual learning and processing styles and/or physical characteristics are
10t DATTIETE 0 BOCEES . oo ee oo s e ne e m s en e n e e en 1

Shared Campus Responsibility: Evervone has a part in creating accessible and usable
information. The responsibility of creating and maintaining accessible content falls to the
ENTITE CAMPUS COMUTIIIIEY . oo oo e eee e e me e e 1

Universal Design Center Heading 1

Accessibility Statement Heading 2

As 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.

Universal Design Center Mission Heading 2

The UDC supports the campus community in their efforts to make it possible for individuals to
learn, communicat 1 n 1 nunication technology. One way we do
this is by assisting 1| Normal 5ty|e for paragraph - information and communication
technology is inter it individual learning and processing
styles and/or physical characteristics are not barriers to access.

Shared Campus Responsibility Heading 2
Everyone has a part in creating accessible and usable information. The responsibility of creating
and maintaining accessible content falls to the entire campus community.

Make sure the heading style is listed on a single line and add the main content below the heading style
anormalparagraph.

Table of Contents

Accessibility Statement.....

LT o T LT T =Y o =Y SO

Universal Design Center IMISSION .. rsmresrssmiesnsisessinsssssssssssssssnssssesssnssssssssssssssssnssssessans

Shared Campus Responsibility ... s rssss s s sssessns e s ssnsssssssnsssnasssnssssessans




Headings Structure Example

Before Adding Headings Adding Headings
ltem titles are bold at the start of each [in@l Text with section titles added with headin
Course ENGL 315 Course Infq(Heading)
NG " CourseENGL 315
Title: Digital Writing Title: Digital Writing
Class #15275 Class #15275
Days:TuTh Days:TuTh
Instructor: Jane Doe Instructor Ir\fo(Headlng)
- Instructor: Jane Doe
Email:;jane.doe@csun.edu Email:jane.doe@csun.edu
Office: Sierra Hall 300 Office: Sierra Hall 300

Phone:818-677-9999
Phone:818-677-9999


mailto:jane.doe@csun.edu
mailto:jane.doe@csun.edu

Heading 1¢ Modify Style

Design “eferences Mailings Review View EndNote Web Grammarly ~ ACROBAT Q Tell me.. Nguyen, Van Thi (Q'_ Share

H 90 @ & - Word Sample.docx - Word

Home Insert Design -, References Mailings Review View EndNote Web Grammarly ACROBAT Q Tell me  Nguyen,... Q Share

Open oo Calibri Li T
Doen| M [==7 = nabced AsBbcdfAaBbCf £ © 9 [ o, |C3NOr AaBbCcD AaBbCcD |AaBhb( Pl O
2 Paste = SNomal  TNo spacl Heading 1 1 [Editing|  Open " Editi
£ P B G B s ¢ Normal ¥ No Spac... | Heading 1 | “9""9| . Open Save Paste < BIU s T Normal T No Spac... b Editing Open
Clipboard Paragraph 3 Styles e As - Z - Grammarly
L i ' 2 ' 3 ' 4 ' 5 ' > [4‘ Modify... N Clipboard = [ Paragraph [ Styles &~ Grammarly ~
= ) L 1 B T R B S 3 - o 4 o 5 S A 7
] Madify Style s
. Properties
Name: Heading 1
L Style type: Linked (paragraph and character) hd
Style based on: T Mormal E
style for following paragraph: | T Normal E
—
Formatting 1
< Calibri [][z= [+] I [~]
Title of Document — Heading 1
Modify headi tyles t
t y r I r f r t: (Asian) +Headings Asian (SimSun), 18 pt, Bold, Font color: Text 1, Complex Script Font: s
£ ings CS (Times New Roman), 16 pt, Left-to-right, Space \_El
Be 12 pt, Keep with next, Keep lines together, Level 1, Style: Linked, Show in the Styles gallery, —
- Pririty: 1 -
I E ‘ p ‘ at O r I I ‘ a I | I g 2 to 6 Add to the Style ry |:| Automatically update
_ ) Only in this document I—'a New documents based on this template ]
L
Modify Style ) e
Paged of 4 138 words [[4  English (United States) Egl B - 1 + 100%
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niversal

ply Heading 1 to Document Title

H -0 [a

b4 save As . DE‘@ B

L b

s Word Sample.doox - Word

Eal - [

bt References Mailings Review View EndNote Web Grammarly ACROBAT  Q Tellme Nguyen,... (Q'_Share

AaBbCcD AaBbceD |AaBb(

I M -
- q | TNormal 1 NoSpac.. | Heading 1 Editing  Open
- Grammarly
e Paragraph [F1 Grammarly ~
CE T N T e T —

itle of Document — Heading 1

All Section Titles — Heading 2

Paragraph text is Normal. Paragraph text is Normal. Paragraph text is Normal. Paragraph text is
Normal. Paragraph text is Normal. Paragraph text is Normal. Paragraph text is Normal.
Paragraph text is Normal. Paragraph text is Normal. Paragraph text is Normal. Paragraph text is
Normal. Paragraph text is Normal.

All Sub-section Titles — Heading 3
Paragraph text is Normal. Paragraph text is Normal. Paragraph text is Normal. Paragraph text is
Normal. Paragraph text is Normal. Paragraph text is Normal.

All Sub-sub-section Titles — Heading 4
Paragraph text is Normal. Paragraph text is Normal.

Pl O

esign
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Apply Heading 2 tall Section Title

H -0 @& &2 - Word Sample.docx - Word = — O

Insert Design iy References Mailings Review  View EndNote Web Grammarly ~ ACROBAT  Q Tellme Nguyen,.. Q_ Share

Open = X |calibri
D2 Save As 5 [l Z AaBbCcD AaBbCcD AaBb( |AaBbee| ©
) Paste ~ ~ T T . Jpen

' ¥ A-3 . NI ':‘Z"i' b e Dy - - %L T Norma No Spac.. Headingl | Heading 2 jmarly
Clipboard & F] Paragraph % AaBbCcD AaBbCcD A Ij mmarly ~
-

= 1”""'9‘ B '3"""'4l—eadngs Heading ing 5 Title -
- AaBbCcD AaBbCcD: AaBhCcD

Subtitle tle Em.. Emphasis Intense E..

AaBbCeD: AaBbCeD: AaBsCcD

Quote Intense Q.. Subtle Ref...

Repeat for Heading 3

Title of Document — Heading 1
Intense Re.. BookTitle T List Para..

4 oo Subsection Titles, etc.

Paragraph text is Normal. Paragraph text is Normal. Paragra % Clear Formatting
Normal. Paragraph text is Normal. Paragraph text is Normal 24, appiy styles..

N Paragraph text is Normal. Paragraph text is Normal. Paragra,

Normal. Paragraph text is Normal.

AnBeCcD

All Sub-section Titles — Heading 3
: Paragraph text is Normal. Paragraph text is Normal. Paragraph text is Normal. Paragraph text is
- Normal. Paragraph text is Normal. Paragraph text is Normal.
o All Sub-sub-section Titles = Heading 4
- Paragraph text is Normal. Paragraph text is Normal.
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Update|Style Namelto Match Selection

If you have text in your document that already has a style applied, you can change the formatting
that text and apply it to the style in th8tyles Pane/Gallery

1. Select text in your document that has direct formatting style, suddesesding 1 For example,
change the point size for the Heading 1 style from 30 points to 24 points.

2. On theHometab, in theStyles Pangroup, rightclick onHeading

1 to Match Selectio® €

3. All text with the style that you changed will automatically change to match the new style tt
you selected.

i.e. apply text style on
Heading 1

= I§ - - e TMNormal | T Mo Spac...

rrrrrr

Heading 1 Heading2 Heading3 |5

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

Universal Design Center I

Accessibility Statement (Heading 2)
As part of our co

mmitment to excellence through diversity and inclusion, Californi
University, Northridge (CSUN) strives to ensure that campus communication and ir

Calibri - |24 A A Aa
o B I U -aex x A-F
Font

A = —-li-. ¥&=3= &
=-i=-%r =32 2L T laasbced| AaBbeen |[AaBk| AaBb( AaBbce | o Repiace
wac
A-=E==|1=- 43 TMormal | TMNoSpac... | Heading 1 | Heading2 Heading3 (= . .. . ¢
r Update Heading 1 to Match Selection r\1
Paragraph Styles 753
A Modify...
-------- g---l---l---l---z---l-- [ B A
Select All: (Mo Data)
Place a mouse ight-click __
Remove from Style Gallery

& SUpdie Heading

Q Tell me what you want to do

Help Grammarly Acrobat

A2 Find ~

cursor here Heading 1

Add Gallery to Quick Access Teclbar

‘Universal Design Center

Accessibility Statement (Heading 2)

As part of our commitment to excellence through diversity and inclusion, California State




Heading Styles Spice Up with Background Colc

OPTIONAL: Instead of plain heading styles, T T e
adding background color to spice up anew loo *"* . “ 74 7 T
Be sure to check theolor contrastis sufficient

1‘..,.‘.5..,, H EEN
for those who have color deficiencies.

SelectHeading Zbackground color using paint e
b uc ket | con th en se I e dﬂ p d ate H e ad | n g 2 to Unbvering Moroekige (COUN) svives o cnsurtetht cormrus oot nel nformation

technology is accessible to everyone. The California State University system statement on

Styles [F] Editing
S35 B A

accessibility is articulated in California State University - Executive Order 1111, in accordance

.
M atC h S e I e Ctl O n with both federal and state laws including the Americans with Disabilities Act of 1990 (ADA) and
n

Section 508 of the U.5. Rehabilitation Act.

VRUIU LISCL ULy - veuiu

References Mailings I i Grammarly Acrobat Q Tell me what you want te de

. T . | B . . .
SIS aaBbced Asebced AaBL| AaBbec AaBbce aaBbeer AQB asebcer AcBbecD  AgBbCeD Universal Design Center (Styles Formatting)
A~ A - TMNormal TMoSpac.. Heading1 § Heading 2 § Heading3 Heading 4 Title Subtitle  Subtle Em.. Emphasis Accessibility Statement (Heading 2)
o Paragraph & ‘ Ugckte Heading 2 to Match Selection 1 As part of our commitment to excellence through diversity and inclusion, California State
A |"1E:EL|AI§‘-' University, Northridge (CSUN) strives to ensure that campus communication and information
S — g B N L 6 e A technology is accessible to everyone. The California State University system statement on ‘
Select All: (Mo Data) 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
Rename... Section 508 of the U.S. Rehabilitation Act.
Remove from Style Gallery Need help? (Heading 3)
Add Gallery to Quick Access Toolbar Need assistance or have a question not answered here? Please contact the Universal
- - Design Center (UDC) at UDC@csun.edu or, during business hours (Menday through
Friday, 8am to 5pm Pacific time), at (818) 677-5898.

U n i ve r'-a I D es ig n Ce nter What is Accessibility? What is Universal Design? (Heading 2)

In 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

Accessib”iw Statement (Heading 2)| ensure that everyone can perceive, understand, engage, navigate and interact regardless of
As part of our commitment to excellence through diversity and inclusion, California State ability or preference.

University, Northridge (CSUN) strives to ensure that campus communication and information Universal Design Center Mission (Heading 2)

technology is accessible to everyone. The California State University system statement on

The UDC supports the campus community in their efforts to make it possible for individuals to
accessibility is articulated in California State University - Executive Order 1111, in accordance learn, communicate, and share via information and communication technology. One way we do

with both federal and state laws including the Americans with Disabilities Act of 1990 (ADA) and
Section 508 of the U.5. Rehabilitation Act.




Heading Styles with Border Line

i ?
Mailings Review i Grammarly Acrobat Q Tell me what you want to do Bo ng 7 > Borders and Shadmg : %
he | = . 1= . 4=, A - . Bard i
= = 2l q AaBbCeD| AaBbCeD Aa Bt AaBbCc AaBhCc AaBbCcD :rder Shading Borders  Page Border Shading
A B=== IE - | &M TMormal | TNoSpac.. Heading1 Heading2 Heading3 Heading4 Setting: Style: Preview Setting: Style: Preview

[F} Paragraph

1---.---5---.

use buttons to apply borders

A Click on diagram below or - Click on diagram below ar
Bottom Border Styles Hone \—‘ use buttons to apply borders Mone El ;

Top Border e 03 0 e e B g

Left Border

Right Border

Mo Border Shadow
All Borders B I hd Shadow
= d ——— e — o — - - .
Qutside Borders 3D | Calor:
. . = I | -
R - | Colon
Inside Borders rsal Design Center R 0 £
de Hori W cuomatic 2| [ ——
Inside Horizontal Border Custom il
Accessi Inside Vertical Border ing 2} a Theme Colors aly to: Width:
H EHEN HE =
As part ¢ lence through diversity and inclusion, Californi ragraph = Custom 1% pt w
Universi 's to ensure that campus communication and if Options... Apply to:
technolc Horizontal Li 2. The California State University system staten Paragraph bl
e onzental Ling
accessib * - ria State University - Executive Order 1111, in g | “ I I I I oK Cancel -
with bot [ Draw Table luding the Americans with Disabilities Act of 19 Standard Colo Sptions...
. . Navigation Pane tandard Colors y
Section § fE View Gridlines n Act. . .
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Accessibility Statement(Heading'2)q
As-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-accessibleto-everyone.-The-California-State-University-system-statement-on-
accessibility-is-articulated-in"California-State-University--Executive-Order-1111,-in-accor dance-
with-both-federal-and-state-laws-including-the-Americans-with-Disabilities-Act-of-1990-(ADA)-and-
Section+508-of-the:U.5.-Rehabilitation-Act.q

1
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carriage Returns as "Blank"
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Page 2

Need-help?-{Heading-S]ﬂ
Need-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-
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Ruler Tab Marker
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Paragraph or Line
Spacing

AAvoid creating blank lines to create
spaces between text.

AUse line or paragraph space to
Increase or decrease the amount c
space between headings and
paragraphs.

AHeading levels space between a
KSIFRAY3 |yR GKS
body text.

How many spaces BEFORE a paragraph?

As part of our commitment to excellence through diversity and inclusion, California State
University, Morthridge (CSUN) strives to ensure that campus communication and information
technology is accessible to everyone.

Universal Design Center (Heading 1)‘

Accessibility Statement (Heading 2)

As 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.

Need help? (Heading 3)

Need 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.

What is Accessibility? What is Universal Design? (Heading 2)

In 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
ability or preference.

Universal Design Center Mission (Heading 2)

The UDC supports the campus community in their efforts to make it possible for individuals to
learn, communicate, and share via information and communication technology. One way we do
this is by assisting the campus community to ensure their information and communication
technology is interoperable, usable and accessible, so that individual learning and processing
styles and/or physical characteristics are not barriers to access.

The role of the UDC is to help CSUN implement business practices which enable the campus to
meet policy standards under the Accessible Technology Initiative Coded Memoranda.

Shared Campus Responsibility (Heading 3)
Everyone has a part in creating accessible and usable information. The responsibility of
creating and maintaining accessible content falls to the entire campus community.
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Table of Contents

AHeadings structure will automatically populate a table of contents &

provide accessible for screen readers rely on headings structure to
navigate a page quickly.

AAdding Table of Contents to any documents or syllaiues 8 pageso

make It easier for readers to go directly to a specific section in the
document.
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ne Insert Design Layout Mg
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m
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=
E
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3
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1 5y Insert Endnote o Index Table of Contents able ot o : A
AB'-t AE Next Footnote - I% rint Pregiew Table of Contents Options M O r C u Sto m Tab I e Of CO nte ntS
Footnote =) Show Notes | Citation - Heading 1....ccooveeereereereeeeenes 1 |2 || Buildtable of contents from:
Built-In Heading 2 3 (= Wlistyles A “ 2 z A =
Automatic Table 1 Headglng3 ....................... 5 SEARC S oL 9 y. a d ZN \B u K S l.IJ ¢ I O f

-
¥ Heading 1 1 B
Contents =

ot : 3 A : A To change which styles appear, selec
Headine 3 ! Shaw page numbers o ’

. P .
o WhLIJUAZ2YaQ
Tab leader: " EII Heading 5

el W || A Number each style in the order in the
um..:: r:} : plte E [] Table entry fields

e b B o e Table of Contents
A{ St SO0 Wwh1Q 06AO0¢




A The purpose oflt Textis to allow low vision or blind users who
. use textto-speech assistive technologies (AT), such as screen
I mage Altern ative readers, to understand the purpose of graphic images. Sighted
AItT t dza SNB dzadzt t £t & R2y QG &aSsS It
olf eX A Screen readers and other ATl \édhvert images into texts. So,
when writing alt text, consider the following for images:

o Describe the content and the purpose of the image clearly
and concisely, in a phrase or a sentence or two. Keep alt te

user-friendly document for 9 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 ALYI3S 2FXET at K2a2z2 2FXéE A
NEFRSNE YR 20KSNJ !¢ | yy2dz
@3N} LIKAOE ®

o When completing the alt text, yse proper punctuation such

! quj( @é wﬁp%zifogrﬁi[f%éﬁ\ @n@l fgf@éaht text. Without propel

pungtuatign; same seraen yeaders will run the alt text into

5 éhg bg y teét that follows and cause confusion to the user.

a a

052Yy00 AVASNI KBLISNIAYl& AY
Of AO1F6fS YR OFyQu ONXBIGS



How to Describe Images?

A stair chase leading up to an entryway is
painted yellow with bold black text that reads

museums are now.

Michelle Obama claps and Barack waves.

ACCESS
DENIED!

In the Tigrinya language of
Eritrea and Ethiopia,
Haben means “pride.”

HABEN GER M A

=

FHABENBOOK

A hand reaches out of a computer screen giving On the left is the book cover fétabenThe Deafblind
the hand gesture io[StAOQ' The screen reads Woman Who Conquered Harvard Law, and on the
PP oosSaa RSYASRHQyx3ka aa GKS l[d2GSY &Ly
and EthiopiaHabenY S| ya d LINA R

More examples of How
to Describe Images

A Document Learning Tools: Describing image:

QL A How to Describe Imagéart, Chemistry,
and together, as Ma‘tadlors' we will move | Diagrams, Flow ChartS, Formatting & Layout,
mountains. Graphs, Maps, Mathematics, Page Layout, Tables
Textonly images)

@ oEO 0

A Periodic Table of the Elements

Student holds a diploma hardcover up in the air

during CSUN commencement. Caption text "and| A UDC Best Practices for Describing Images
together, as Matadors, we will move mountains."



https://www.csun.edu/universal-design-center/document-learning-tools#DescribingImages
https://poet.diagramcenter.org/how.html
https://cdpn.io/aardrian/debug/NmoQdN
https://www.csun.edu/universal-design-center/best-practices-accessible-images

Alt Text for Complex Images using Artificial
Intelligence (Al)

Some images are easy to describe but many are not. For charts, graphs
iInfographics, artwork, and other complex images, artificial intelligence
(Al) will generate the first draft of the alt text, making it easier and

faster for you to create the final image description.

Almage Accessibility Creator

AChatGPRIt-Text Generator Assistant

niversal —esign _enter csun.edu/udc


https://asuo-ai-labs.streamlit.app/Image_Accessibility
https://chatgpt.com/g/g-bqbZtTpHb-alt-text-generator-assistant

What are Decorative Images?

AConveys no information; does not provide meaningful information.
APurely for visual effect.

AThe horizontal line that divided the two sections.

ALine border image used as part of page design.

ADecorative images do not require a text alternative.

ADecorative images, lines, borders, or shapes ignore by assistive

technologies, such as screen readers.

Alt Text

(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

-

x

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




Office 365- Adding Alt Text

Digital Accessibil%y Content Analogy

o

Cut
Copy
‘ly Paste Options:
o, e
o Ll
Eg Changg Picture 2

= 1=

r_, Bring to Front »

DD Send to Back

% Hyperlink...

Save as Picture...

Edit Alt Text...
Size and Position...

Format Picture...

o1 ¢ =]

Mew Comment

niversal ''esign '_enter

Select the image and
right-click to select
oEdit Alt TexE

Alt Text v X

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

csun.edu/udc



Insert

s

Design Layout

Office 2016 Adding Alt Text

References

Mailings

Word Sample.docx - Word

Review

View

Picture Tools @

EndNote Web Grammarly ACROBAT Format

Q Tell me Nguyen,...

[&
Open %
Save As E] g
Paste
Clipboard =

1

Calibri =1

B I U ~abe X,

D44

CE R SRR BTN SR BRI IR

AaBbCcD AaBbCcD AaBb( L
Editing

T ¥ Normal | T No Spac.. Heading 1

I Styles [F

¥ cut
T B2 Copy
AD Paste Options:

el
s LA

wiilp

Save as Picture...

Change Picture...

% Hyperlink...
«_ Insert Caption...
k'~ Wrap Text »

T Size and Position...

Format Picture...
N

s

2 &
Style Crop

C)

Open
Grammarly

Grammarly

ell me Mguyen,... ‘Q,_Share

e I G

mal | TNoSpac.. Heading 1 Editing  Open
- Grammarly
Styles [F Grammarly -~
o T o -

narly ACROBAT Format

CcD AaBbccD AaBb(

Format Picture

&y i |

I* Text Box

Title ™t

Leave blank

Description

Enter Alt Text here

Right click to seledtormat Picture Layout & PropertiesAlt Text



Image Captions o
. . . P Caption:
A Captions are universal and accessible for B g [Figure 1: f rowd of people ore walking and shopoif
a7 = COptions
everyone- Label: Figure e
. . . &d Change Picture L . -
A Captions are read and visible to all users | Dpt Below selected ftem
. . . i o Exclude label from caption
whether they use assistive technologies (AT) or f e e ey
nOt. - - Q);:.fkeaspictur AutoCaption... Cancel
A Captions and alt text have different purposes. L
A CaptionsO2 y @Se& ¢KI Q& OAarof AY Uuno arr 38O
A Alt text describes the visual aspect of the image and o " Alt Text x
should be brief. i o
Alf captions and alt text are similar in their B
RSa ONX LJi A 2 y &Markta§ (G SE e

RS O2 Nlobdigh&ed by the screen reader:

A Don't repeatthe image's caption as the alt text. |

People don't need to hear the same informatio
twice.

Figure 1: A crowd of people are walking and shopping at an outdoor market.



Descriptive Link Text, 1 of 2

Not Accessible vague and redundant Accessible; descriptive and unique
CSUN News CSUN News

CSUN Honors Four Exceptional Graduate Students for Thesis and Project Work CSUN Honors Four Exceptional Graduate Students for Thesis and Project Work
I {! bQ& 5AQDAA&A 226202 F ' OFRSYAO ! F¥FIANR KKH3 b®D&t S®i®$l§A?%dzﬂJTéE@$ H@Nagl- fl FA4F ANAI
r

students as the winners of the Distinguished Thesis/Graduate Prog']ect students as the winners of the 2020 Distinguished Thesis/Graduate Project
Competition, with each receiving a $1,000 award and recognition from the Competition, with each recelvm%a $1,000 award and recognition from the
university.Read more. university.Learn more about CSUN's Four Exceptional Graduate Students.

I {!'b ¢SIFY (2 ¢FLI Ayd2 t26SN) 2F Ly2dz2 8 {dDf SIHO2IS 20 2 | {LII deR& 2{ dz2 @E NI W2 4 LRI

With the aid of a telescope in Hawaii, a team of §>rofessors at California State . . With the aid of a telescope in Hav‘vﬁaiiﬂ a team of é)rofessors t California State_
| YAOSNRAAUEEZ b2NIUKNARSI K2LIS 02 az2fgdS | ¥y29SNARU@EKSb ¥aa KSRNRS KZdz}gRuxya&K
atmosphere, information that could he!Phus better understand the impact of solar atmos],c‘ohere, information that could help us better understand the impact of

N>

flares, as well as what is happening with other stars in our solar system. solar flares, as well as what is happening with other stars in our solar system.
Read more. Continue reading about CSUN's Astronomy Team.
Minimizing the COVID Slide During the Summer Minimizing the COVID Slide During the Summer

In response to the COWUI® pandemic, schools across the nation transitioned to  In response to the COWI® pandemic, schools across the nation transitioned to
meeting online. Given the abruptness.of the transition and lack of preparation meeting onlipe. Given the abruptne&s_ of the jransltlo% and Iacl;\ of pjeparatlanI |

arents had in becoming#® 2 YS uUSIFOKSNAQ FFARSaz> Y/ I\Yfi‘arerjl ‘hadn écémi%gjﬂa Y Z JLOF QNN A RSa2
"NBE 62NNASR | 62dzu I a/hzL5 af ARSeg Z2NINShIRHNNASRIRDAYIAIE  RINE LD dZR S\ RiBEE BN
retain any new information learned before and during the pandemias well as retain any new information learned before and durmq the pandemias well
over the summer, when students are not in school. as over the summer, when students are not in school.
Click here Learn more about the "COVID Slide".
Screen readers read’Read morelink" "Read morelink" "Click herelink" Screen readers readhe content and link text then announce the wdtiahk"

Full URL texattps://www.csun.edu/universabdesignrcenter
(raw URL may not make sense to screen reader users or others, so make the link text descriptivesigal Design Cender



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

Insert Hyperlink

Existing File or
Web Page

%]

Place in This
Document

Create MNew
Document

&l

E-mail Address

Look in:

Link to: Text to display: |Universal Design Center

Word Images

7

ScreenTip...

Current Folder

Browsed Pages

Recent Files

Address:

Accessibility Checkerjpg
Accessibility Checker.snag
Check for Issues.snag

Colour Contrast Sample 2.jpg
Colour Contrast Sample 2.snag
Colour Contrast Sample.snag
Colour Sample.jpg

! Colour Sample.psd

Flwv v M w wn |

e File Properties 2.jpg

https:/fwww.csun.edufuniversal-design-center

Bookmark...

Target Frame...

| oK

A

y Of dzR S

(KS '"w[ FYR I

A presentation that is intended to be displayed electronically and in a printout,
RSEAONALIIAZY AY

Center (www.csun.edu/universdesignrOS y 1 S NI @€

niversal

esign

enter

csun.edu/udc



Best Practices for Accessible Links

DESCRIPTION PRESENTATION FUNCTIONALITY

A Link functionality is about

ensuring a link functions the way
the user expects.

ALink text must always properly AEach link on the page should
describe the purposef the link be visually differentfrom
and tell a usewherethe link will regular text on the website.

take them. ALinks must always enhance the

) o ACan be differentiated byolor, accessibility of a webpage.
A5 2 y20 dza SclickSE U

here€  2ebld moreg Yy 2 NJ
addresses (URLS).

AUsers must be able to access
links using a mouse, keyboard, o
speech recognition commands.

AUsing color alondoes not
make it accessible.

LINKED IMAGES
A A linked image is an image (with or without text) that is linked to another resource or webpage. n
A Linked images need link descriptions as well as image descriptions (alt text).
A If the link description is different than the alt text, enter the link description in the HTML Title field. U
A VisitLinked Imagesen the Best Practices for Accessible Images page for more information.

o



https://www.csun.edu/universal-design-center/best-practices-accessible-images#LinkedImages

Provide descriptions if usingolor to convey meaning

Example 1lnaccessible color highlights in red
May 11 to 17, 2019

Example 1 Accessible with a description
May 11 to 17, 2019¢final exams)

Example 2Inaccessible table

Assignments (overdue in red)
Introduction
Chapter 1

Example 2 Accessible table

Assignments Overdue
Introduction Yes
Chapter 1 No

Example 3Inaccessible color shape

Example: Refer to something using color alone

% Color only

4 ‘ Blue
Red
Yellow
Don't know

Color identical may not
be recognized by
colorblind users

Which is the right-angled triangle?
Green

Example: Refer to something using color alone

AN

Which is the right-angled triangle?
Green (1)
Blue (2)
Red (3)
Yellow (4)
Don't know

Which is the right-angled triangle?
Green
Blue
Red
Yellow
Don't know

Example 3 Accessible color
and number

« Color and number




¥ Sample preview

WCAG 2.1 results : ontrast ratio

¥ 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)

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
colorblind could encounter some
difficulty distinguishing text color
from a background color if the

¥ Sample preview

WCAG 2.1 results

Foreground colour

RSN  rob0.0.0)

(=110

#E69500

example text showing contrast ]]ﬂ\]']"Jl

\ Contrast ratio
8.7:1

¥ 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|18pt |/ | 24px|, or bold

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)

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

contrast is insufficient contrast ratio who have color deficiencies

1.5:1.

= Check Color Contras

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

A DownloadColourContrastAnalysemonto
your computer (PC/Mac) to ensure
accessible contrast or use an online
contrast checker fromVebAIM

A WCAG Level AA requires a contrast ratio o
at least4.5:1for regular sized text (12 or
14 pt. font) and3:1 for large text (18 pt.
font).

A CoblisColor Blindness Simulator



https://www.tpgi.com/color-contrast-checker/
https://webaim.org/resources/contrastchecker/
http://www.color-blindness.com/coblis-color-blindness-simulator/

Tips for Creating Accessible Tables

' aS 2 2 Nihicreaiediabfes) |
A Create tables by inserting thervoid creating tables by Keep your table Slmple

drawing boxesand lines or by using tabs and spaces. Screen A Simple tables are easier to interpret for all

readers have difficulty understanding tables with odd cell students and screen readers.
sizes.
_ A Avoid merging cells, split cells, no blank cells, as
A Simple Data Tables only. well as tables nested within a cell.
A Tables have a logical reading order from left to right, top to A Use tables to organize data not format
bottom. information. Never use table for layout.
A Tab|eS are |abe|ed W|th alternative text. A The Comp|ex a tab'e (merg|ng Ce”s’ nesting
A Provide Title (i.e. Caption) and Summary before the Table. multiple headings under one, adding blank lines,
_ _ _ _ etc.) the worse it will be for accessibility.
A Use Table Tools editor to identify the different types of rows _
and columns such a¢eader Row and First Column. A gamplsetOtSImme Tables vs. Complex Talligs
enn State.

niversal —esign ‘enter csun.edu/udc


http://accessibility.psu.edu/tables/

Accessible grading scale In table vs n@ble format

Non-table format

able format
A plus = 1000 to 970 points -
_ Grade Points Percentage
A =969 to 940 points
100%
A minus = 939 to 900 points A plus 960 to 1000 96 to 100%
B plus = 899 to 870 points A 930 to 959 93 to 95%
B = 869 to 840 points A minus 900 to 929 90 to 92%
B minus = 839 to 800 points B plus 860 to 899 86 10 89 %
C plus = 799 to 770 points
: B 830 to 829 83 to 85%
C =769 to 740 points
D plus = 699 to 670 points C plus 760 to 799 76 to 79%
DS EEI0 S [l C 730 to 759 73 to 75%
D minus = 639 to 600 points
. C minus 700 to 729 70 to 72%
F = 599 points or lower
A A o - = A A A < A . A 4D p. ~ . |6604q 6 A A o to 69% A
EATTSNBY G aONBSY NBI RSNE-aYIva aNBl2i BSE § %% snBy 6|P%° %% k &
read out loud. Screen readers will readymbol for plus but notsymbol. D 630 to 659 63 to 65%
Screen readers do_ not know Whethesymb_ol Is minus, hyphen, dagin D minus 600 10 629 60 to 62%
dash oremdash.It is always a good practice to spell them out and spell out
any abbreviations or make a reference to your abbreviation when used fof F 599 points or lower 59% or lower
the first time.VisitScreen Readers: A Guide to Punctuation and Typographic

Symbols


https://www.deque.com/blog/dont-screen-readers-read-whats-screen-part-1-punctuation-typographic-symbols/

Step 1: Insert Table

Ho o - AUse tables to organize data not format information

File Home Insert Design Layout References Maili

A |_| — ..—...:I |:--:"_ -:, .
B D= B dd @Y O ACreate table headings
Cover Blank Page  Table Pictures Online Shapes lcons i 5
Page~ Page Break @ Pictures - Maodels -

Pages Insert Table Mustrations

- I o e Alnclude table captions or brief description
. 0000000000

I

OOO00O0O0O0C weee—
SOEOOoEaaE ASelectnserttab, then selecffable

I

- | [ | [
SHEEEHEEES A Select the number of rows and columns by

T inset Table. %4— highlighting the boxes on the grid.
™ Draw Table

AType in the table data

E[';] Excel Spreadsheet
Bl Cuick Tables 3

niversal —esign _enter csun.edu/udc



Step 2: Select Table Header Row

A table header row contains column headings that prowde context and
FAR VIGAIFIGAZ2Y 2F OGKS GFofSod tS2
column headings read aloud.

Example of Header Row

H -0 Table Headers Example - Word Nguyen, Van Thi [ Example of Header Row and First Colun

File Home Insert Design Layout References Mailings Review View Help Grammarly Acrobat m Layout

5 File Home Insert Design Layc

Header Row | [ ] First Calumn iy e gy R P v v R s s s s ———— {% — s Y
[] Total Row [] Last Column =EEEE | EEiEEE EEEEE =—=—== - Shading  Border 3pt " sordel Header Row First Column
7 e = — |5 s -
Banded Rows [ | Banded Columns - Styles - L Pen Color - D Total Row D Last Column

Table Style Options Table Styles Eaorders

Banded Rows [ | Banded Columns

Design Tab > Header Row Table Style Options

UL Points WEREENIBFE Design Tab > Header Row and First Column

A plus 960 to 1000 96 to 100%

A 930 to 959 93 to 95% Name Project Presentation
A minus 900 to 929 90 to 92% Student 1 95% 100%

Student 2 90% 75%
Student 3 60% 85%




Step 3: Repeat Header Rows

AHighlight the first row When inserting a table at the bottom of a page
ALayout tab then seled®epeat In Word, the table break across two pages she
Header Rows two repeating header rows as example

Grade Points Percentage
A plus 960 to 1000 96 to 100%
A 930 to 959 93 to 95%
A minus 900 to 929 90 to 92%
. — B plus 860 to 899 86to 89 %
Acrobat Design Layout = ) b B 830 to 829 83 to 85%
B minus 800 to 829 80 to 82%

=l = A: % E Repeat Header Rows b 1

! S
El El Text Cell Sart EE Convert to Text

Direction Margins

EI E f;: Formula
. Grade Points Percentage

Alignment Data C plus 760 to 799 76 t0 79%
C 730 to 759 7310 75%
C minus 700 to 729 70to72%
D plus 660 to 699 66 to 69%
D 630 to 659 63 to 65%
D minus 600 to 629 b0 to 62%
F 599 points or lower 59% or lower




Step 4: Table Insert Caption

Addinga caption or summary of your table is
universal and accessible for everyone

A Select the table, then rigktlick to selectnsert Captionor
A Go toReferencegab, then selectnsert Caption

A In the popup window, type the title of the table in the
Captiontextbox

A In the Labeltextbox, seleciTable

A Positiontextbox, selecAbove selected itenmthen select
OK

Caption ? x

aption:

Table 1: Grading Scale

Options
Label: Table

Position:  Abowve selected item

[—| Exclude label from caption
Mew Label... Delete Labe umbering...

AutoCaption.. OK Cancel

960 to 1001 36 Cut

A plus

A 930 to 959
A minus 900 to 929
B plus 860 to 899
B 830 to 829
B minus 800 to 829
C plus 760 to 799
C 730 to 759
C minus 700 to 729
D plus 660 to 699
D 630 to 659
[ minus 600 to 629
F 599 points

Emy Copy

o FPaste Options:

il

[

Insert 3

[?{ Delete Table

EE Distribute Rows Evenly

B Distribute Columns Evenly
Eorder Styles L
AutoFit 3

“ﬂ Text Direction...

O] Insert Caption...

EF Table Properties...

f'y:| Mew Comment

Table 1: Grading Scale s m——
Grade Points Percentage
A plus 960 to 1000 96 to 100%
A 930 to 959 93 to 95%
A minus 900 to 929 90 to 92%
B plus 860 to 899 86to 89 %
B 830 to 829 83 to 85%
B minus 800 to B29 B0 to 82%
C plus 760 to 799 76 to 79%




Alternative way without using Table
(no header row) .

To create three columns in 1 line, set Tab Stops s ]

Dutline level: | Body Text IZ| Collapsed by default

(see previous slide):

Indentation

Before text:  |0° T Special: By:

1. View tab then select Ruler vatType  Developer  Enanotewes G AT B

DMirrorindents

Automatically adjust right indent when document grid is defined
= - 1-‘1i_—_ ~ E= 3= M T4 ¥~ 51 Ll Spacing
. Select text to create tabs \ e R

= t= After: opt = single E

==~ |§ =" @;} - b
|:| Don't add space between paragraphs of the same style

2
3- Open Parag raph dlalog Paragraph o [7] snap to grid when document grid is defined
4

— Preview

. In the lower left of the Paragraph dialog is
the button for Tabs /

ws. | [sapdan] ok ][ cone
5. Clear All existing Tab Stops for the selected,

teXt Design Layout References Mailings Review View EndMote Web  Grammarly ACROBAT Q Tell me,

B [B_‘) = One Page = (‘[ View Side by Side E‘D'_J
6. Set new Tab Stops P X LS e E .

Blank characters.docx - Word

Navigation Pane = Page Width Window  All W;Sr:.;i;i:s'
Avoid multiple tabs key, space bar, and blank lines, someone with....~ 0 T

assistive technology like screen readers will listen excess spaces August27,2018 - Monday - Classes begint
and ||neS September-1-2 -+ Saturday-Sunday -+ No-Instruction




Table Color

Avoid using color as the only means to convey information. For example, In
table below, the complete and incomplete items may appear the same to
someone who Is color blind:

Project Due Date Completed
Project 1 March 15, 2020 X
Project 2 April 15, 2020 X
Project 3 May 15, 2020 X

A better option would be to provide another way of conveying information nc
just color alone:

Project Due Date Completed
Project 1 March 15, 2020 N or No
Project 2 April 15, 2020 Y or Yes
Project 3 May 15, 2020 Y or Yes
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Headers and Footers, 1 of 2

A Screen readers do not automatically read headers anﬁ\e
] T in Word Documents or PDFs during regular navigation.

A Headers and footers are considered secondary content and|
usually skipped by default to maintain the flow and readabilit
of the main text.

A However, if a screen reader user wants to look at the headef
there are methods for them to do that.

Best Practices for Accessibility
A Clearly differentiate headers/footers from main content.

A Avoid puttingcritical information only in headers or footers.

=1 | AProvide important information within the main body of your
document so all users can access it.




Headers and Footers, 2 of 2

Dljlea.der' g [a=| E-[Z~ TCEqua ﬁ“
[[[[[[ Alnsert tab
ASelect Header or Footer
| Alnsert text or other document
Information
AAlways include page numbers in
e G0KS T220SNJ 6A0K 0K
Facet (Even Page) Styl e
" 4
o e
Gk R Head

niversal esign "_enter csun.edu/udc



Microsoft Office Accessibility Checker

The accessibility checker will identify
certain accessibility issues:

AHeadings that are not in logical

order
Almages with no alt text
AWord 365: SeledReviewtab, selectCheck ATables have the header box checkec
Accessibility ATables that have merged cells or
g Solott e hem A oo || it emty cels
the dropdown men A e e s

niversal —esign ‘enter csun.edu/udc



Check for Issues, Check Accessibility

t gl ea

dza S-in Aczdsdiliti Chea
Repair Errors, Warnings and Tips

H -0 [&a

B -

Word Sample.docx - Word

2l — O

v SR

Insert Design

== -
Q D Calibri -9

Layout References Mailings Review View

EndNote Web Grammarly

A A Aa-

ACROBAT

AaBbCcD AaBbccD AaBb(

Q Tell me

I G

Nguyen, Van... ,q. Share

Open Save  Paste BII U-aex,x A-¥-A-AN3 Al q TNormal TNo Spac.. Heading 1 Editing  Open
As = z - Grammarly
Clipboard = Font [ Paragraph M Styles m Grammarly ~
'~
I B R A B BN B SR S B S-SR SRR SR A
S Accessibility Checker ™ %
Inspection Results
Errors
4 Missing Alt Text
Picture 2
—l Table
. . 4 No Header Row Specified

Title of Document — Heading 1 Table
‘Warnings

All Section Titles — Heading 2 4 Blank Table Rows or Columns

Paragraph text is Normal. Paragraph text is Normal. Paragraph text is Normal. Paragraph text is Table Row

Normal. Paragraph text is Normal. Paragraph text is Normal. Paragraph text is Normal.

Paragraph text is Normal. Paragraph text is Normal. Paragraph text is Normal. Paragraph text is

Normal. Paragraph text is Normal.

All Sub-section Titles — Heading 3

Paragraph text is Normal. Paragraph text is Normal. Paragraph text is Normal. Paragraph text is

Normal. Paragraph text is Normal. Paragraph text is Normal.

All Sub-sub-section Titles — Heading 4

Paragraph text is Normal. Paragraph text is Normal.

Additional Information v
. Select and fix each issue listed above to
make this document accessible for
people with disabilities.
Read more about making documents
accessible
Page1ofd4 138words [[ English (United States) 3 E-] B - [] + 100%




What 1s a Document Title?

AA 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.

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

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

AThe 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 Document Title in Word Document.

Accessibility 101 Word Essentials Ally Demo Tools
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How to add a Document Title?

. Open Microsoft Word

. SelectFilefrom the menu and
selectinfo tab

. In the Propertiessection, selecAdd
a Titlefield to add a document title.

. A title is a short descriptive sentenc
of what the document is about. For
SEl YLX SZI Adcassite v I
Tables.do® @S N& dz&uidé K S
for Creating Accessible Tabl@sp

(((((

. Save the changes you made.

Accessible Tables

Protect Document

Control what types of changes people can make to

Sae 1.7%B
Pages
Words

Iotal Edting Taae 7 bt e

Inspect Document

Tale [Guide for Creating Accessit

Before publishing this file, be aware that it contain:

Document peoperties and author's name

Manage Document

are no unsaved changes

Tags

Comments

Related Dates

Last Moddied Today, 11:00 AM
Created Todey, 151 AM
Last Printed

Related People

Author
NV Nguyen, Van Thi




Windows: Converting a document to PDF

1. SelectFilefrom the menu and
selectSave AsChoose where you ey e
want to save the file. - .

2.1n the Save Aslialog box, oo
choosePDFin the Save as type list. | ... >

3. SelectOptionsbutton in the same
dialog box, make sure to select thes

boxes v
A Document structure tags for
accessibility e
A Document Properties )

A Create bookmarks using: Headings
4, SelectOKand Savethe PDF.

A Hide Folders

Camtasia

Options

a0 oo




Mac: Convertlng a document to PDF

<} Guide for Creating Accessible Tables

1.SelectFilefrom the menu and

selectSave AsChoose where you

want to save the file.
2.1n the Save Aslialog box,

choosePDHEXxport Formats) in the

File Format.

3.{ St SO0 ma (iBebtfoR A 2

electronic distribution and

accessibility (Uses Microsoft online

servicep
4. SelectExportbutton

ut References

Mailings Review View Acrobat

Save A Taﬁ:;;bmathq Acmsl‘l;t:hblu,daj

images B v

ile Format v Word Document (.docx)

Step 2: Select Table Heac
A table header row contains colur

Word 97-2004 Document (.doc)
: Word Template (.dotx)
. e | Word 97-2004 Template (.dot)
Rich Text Format (.rtf)
Plain Text (.txt)
Web Page (.htm)
Web Page, Filtered (.htm)

Word Macro ~-Enabled Document (.docm)

Word Macro -Enable d Template (.dotm)

Word XML Document (.xml)

Wor 03 X cument (.xml)

Sin We e (.mht)

Ope men t (.odt) :he

* Guide for Creating Accessible Tables

es Mailings Review View Acrobat

Gusd 1orCn !mgAcoo sath blespd!

images B -

File Format: PDF

* Best for electronic distribution and accessibility
e

aaaaa



Never Choose Print to PDF Option

Neverchoose a "Print" to PDF option in
Office, or In any other program. A screen
reader user may still be able to access the
text of a PDF created in this way, but
heading structure, alternative text, a logical
reading order, and any other tag structure
will belost.

UseSave AshoosePDFE

Print

et
=
Prin

t

Copies: |1

Printer

; Adobe PDF
= Ready

Settings

”Tj Print All Pages
The whole thing

Pages:

—_
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Open PDF files from Adobe Acrobat not Web Browser by defa

Windows Mac
A Save PDF files on desktop A Save PDF files on Deskit

@ Finder

Edit View Go Window Help

New Finder Window #BN
New Folder 38N
New Folder with “Accessible PDF.pdf” ~3N

New Smart Folder i

New Tab Accessible

A Rightclick on PDF file, select A Select PDF (not double B3| o ot o) 201,
- Close All 8 Adobe Acrobat.app (15.006.30503)
Open with, Choose another app click) e | B o
. Compress “Accessible PDF.pdf” 1 ; xksoré;np:uumy.app
A File tab, Always Open oo i s
meconk with, Other e e i | Sy
LN T How do you want to open this file? i

o Delete Immediately...
T-Zip i . B
CRC SHA Keep using this app =

I

Adobe Acrobat DC

@ Edit with Adobe Acrobat
ﬁ Combine files in Acrobat...

%# Send with Transfer... Choose an application to open the document “Accessible PDF.pdf".

B Adobe Audition CC 2018
" Bl Adobe Bridge CC 2018
B3 Adobe Creative Cloud

i'_] Microsoft Edge

m Word

Search the Microsoft Store -
—— ol ——— Look for an app in the Microsoft Store B Documents Adobe Drea...er CC 2018
Cut w Bl Adobe lilust...or CC 2018
o Downloads

B Adobe InCopy CC 2018
S S SES L [l Adobe InDesign CC 2018

Locations
+/| Always use this app to open .pdf files ) . B8 Adobe Phot...op CC 2018
¢ iCloud Drive =

El 1ne Man

Move to Dropbox Other Optioﬂs =
< oo v Bl Adobe Acrobat DC & Q
Ea Scan with Windows Defender... Google Chrome
[&] Spirion > Favorites " Bl Adobe Acrobat 2015
|2 Share — |~ Adobe Acrobat DC g
. ] Box Sync

| Open with 1| B Adobe Acrobat D a Microsoft Edge B 4 "B Adobe After...s CC 2018 /- Adobe Acrobat.app

Give aceess to 5 | [E] Google Chrome @ Recents B Adobe Animate CC 2018
>

[ Spirion Classification

Restore previous versions

-] Desktop

>
»
>
>
>
»
>
>
>
>
»>
>

OK

Enable: = Recommended Applications
Always Open With

7Options Cancel B m




Adobe Creative Cloud for Faculty & Staff

AAdobe Creative Cloud softwaienow available for use (at nc
additional chargepn all facultyand staffuniversityowned
computers, labs and classroom devices, and for all student

APlease note that this deployment of Adobe software is not
available for use on personaibwned faculty and staff
devices at this time.

2 ALearn more about\dobe Creative Cloud for Faculty & Staff

AAdobe Readeis for viewing, printing, signing, sharing, and

Fyy2GF0Ay3 t5Cad | R26S wSH
Adobe Acrobat checking tool.

niversal esign "_enter csun.edu/udc


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

Prepare for
accessibility
tool on the
left panel

AAccessibility
tagson the
right panel

Newer Adobe Acrobat 2024

= Menu @ ﬁ'{ Creating an Accessible P X

All tools Edit Convert

All tools

(® Prepare for accessibility

Create a FDF

©

EP Combine files
52 EditaPDF

Request e-signatures

N @

Fill & Sign

)

Export a PDF
Organize pages
Send for comments
Add comments
Scan & OCR

(L Protecta PDF

View more

+ Create

Creating an Accessible PDF (H1)

Overview (H2)

Accessible PDF documents allow information to be readily available for assistive technology. The best
way to develop an accessible PDF is by beginning with an accessible Word Document. The Creating an
Arcessible Word Document. overview will include general document accessibility and how to convert to
a FDF.

Headings (H2)

Headings are styles to give 3 document structure by category or topic. Adobe zllows you to tag headings
1 1o &. The title of the document should also be tagged as 3 heading.
Subheading 1 (H3)
Adding secondary headings group content into related sub-topics that make a document
easier to read.
subheading 2 (H4)
The more headings and subheadings are added to the document, the greater
the organization of the document.

Accessibility Statement Column [H2)

This is an awerview for creating accessible disabilities, but overzll usability. will improve
documents using Microsoft Word 2016, for all users. This information will cover
Accessible documents allow information to be headings. styles/formatting, images. tables,
readily avzilable for assistive technology. Screen links, color contrast, columins, using the
rezders can easily navigate the content when accessibility checkers, and converting the file to
accessibility is considered during the design a PDF.

process. This will not only benefit people with

Images (H2)

Allimages that convey something important in the decument should have alternative text. Be brief and
descriptive. “Image of__" or “photo of..” or “graphic of_" is not needed. The best method to practice is
using captions, this will provide egual access to all users. Images that are decorative. do not need
alternative text.

Find text ortools Q

9

@ Q #

Accessibility tags

w @Tags

>
>

§ <Figure>
§ <>
§ <H2>

€ <>

§ <H2>

€ <>

§ <H3>

€ <>

§ <He>
<P

“H2=

<H2=

1"
¢
'ﬂ
'ﬂ
¢
'ﬂ

<P=

O <Figure=
O <Figure=
] <P

®

X

5 oo CD




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

@Q x® — 0O X

Find text or tools CL =

On the right side pane, these icons are set by
default:

x  Accessibility tags

. AAccessibility tags
> o AZ-Order
> @ <t
) @ AContent
> 4 <P
> F <2
> € <P>
by G <H3=

» 1'|-v;F':-
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Check for Accessibllity

First run theCheck for Accessibilitst the beginning and at the end of the documents.

Alltools  Edit  Convert  E-Sign

All tools

(% Prepare for accessibility

Create 2 PDF
E,',B Combine files
52 Edita PDF

@ Request e-signatures

A Accessibility checkers
results in bold text
have one or more
Issues/failed that neec
to fix.

A1f you have a failure,
you can rightclick on
any item in the report
YR 4SSt SO
that will link to Adobe
webpage to explain
the problem.

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



