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What is Assistive Technology?
Assistive Technology (AT)ŀǊŜ άǇǊƻŘǳŎǘǎΣ ŜǉǳƛǇƳŜƴǘΣ ŀƴŘ ǎȅǎǘŜƳǎ ǘƘŀǘ ŜƴƘŀƴŎŜ 

ƭŜŀǊƴƛƴƎΣ ǿƻǊƪƛƴƎΣ ŀƴŘ Řŀƛƭȅ ƭƛǾƛƴƎ ŦƻǊ ǇŜǊǎƻƴǎ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎΦέ

Screen Readers
Magnification 

Software
Speech 

Recognition Trackball Mouse Keyboard

Zoom Text Braille Computer Keyboard Captions/Subtitles Captioned 
Telephone Video Relay Services



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).

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

ÅOffers same level of independenceand 
privacy as anyone else.



Types of screen readers

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

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

Adds spoken, audible, 
and vibration feedback 
to your device.

Screen magnifier for 
Microsoft Windows 
that allows you to see 
and hear everything on 
the computer.

https://www.nvaccess.org/


How Do Screen Readers Work?
ÅScreen readers read line-by-line from left-to-right 

and top-to-bottom. 

ÅScreen readers start at the top of a document or 
website and read any text including alternative text 
for images, graphics or charts. 

ÅScreen readers navigate a document or website 
using the keyboard without a mouse. Tabkey: jump 
from link to link, Enter: select a link, arrow keys: 
navigate a document or website.

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



Click vs Select

Screen readers and physical or mobility limitation 
users navigate a document or website using the 
keyboard without a mouse. The word άClickέ is not 
ƛƴŎƭǳǎƛǾŜ ƻŦ ǇŜƻǇƭŜ ǿƘƻ ŎŀƴΩǘ ǳǎŜ ǘƘŜ ƳƻǳǎŜΦ ¦ǎŜ ǘƘŜ 
word ά{ŜƭŜŎǘέto write step-by-step instructions.

ά/ƭƛŎƪέ ƻǊ ά/ƭƛŎƪ ƻƴέ Example

ÅGo to YouTube video player

ÅClick on Settings gear icon

ÅClick on Subtitles/CC

ÅClick on Options to Customize

ÅClick on Caption Style

Use ά{ŜƭŜŎǘέ Example (Recommend)

ÅGo to YouTube video player

ÅSelect Settings gear icon

ÅSelect Subtitles/CC

ÅSelect Options to Customize

ÅSelect 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.

ÅAll students who are enrolled in a course must be able to access 

the content in the course.

ÅFaculty:Funding is available to help faculty generate captions and 

transcripts forinstructional media. Materials should be 

submittedat least six weeks in advance of their use in instruction.

ÅStaff:For CSUN staff who do not provide classroom material, there 

is a cost through chargeback.For information on the chargeback, 

emailncod@csun.edu.

csun.edu/captioning

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


Digital Accessibility Content Analogy

Organize content with headings, subheadings, images, videos, and footer 
are important for usabilityand accessibility.



Microsoft Word 97 - 2003

If you encounter [Compatibility Mode] and unable to use 
Word Accessibility CheckerΣ ǘƘŀǘΩǎ ōŜŎŀǳǎŜ ƻƭŘŜǊ ǾŜǊǎƛƻƴ 
like Microsoft Word 97-нлло ŘƻƴΩǘ ƘŀǾŜ !ŎŎŜǎǎƛōƛƭƛǘȅ 
Checker features available. 

ÅFor Windows: File tab, Info, Check for Issues

ÅFor Mac: Review tab, Check Accessibility

Go to File Tab, selectConvert button, 
and Save. Word 2016 or Office 365 
has Accessibility Checker features. 
Run Accessibility Checker again.

All CSUN faculty, staff, and students can install the Microsoft Office 365on up to five 
personal devices for FREE. 

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


Readability

ÅDivide large blocks of text into smaller sections

ÅAvoid overly complex sentences

ÅProvide adequate whitespace

Å¦ǎŜ ƭƛƴŜ ƻǊ ǇŀǊŀƎǊŀǇƘ ǎǇŀŎƛƴƎ όŀǾƻƛŘ 9ƴǘŜǊκwŜǘǳǊƴ ŦƻǊ άōƭŀƴƪέ 
space)

ÅAvoid underliningtext. Underlining is interpreted by screen 
readers and people with low vision as linked text. 

ÅFont size between 12 to 18 point

ÅSan-serif fonts are more suited to electronic formats (Arial, 
Calibri, Verdana or Franklin Gothic Book)

ÅBe cautious with all All-caps 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, all-caps text can slow down reading speed and 
comprehension for many users, making it less accessible for a broad 
audience. Credit to WebAIMFebruary 2025 Newsletter.

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


Mysterious Dash or Hyphen
Screen readers do not know what theςsymbol 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 anyabbreviations 
or make a reference to your abbreviation when used for the first time.

For examples:

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

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

ÅHomework assignment pages 200 ςнум ŦƻǊ ǘƻƴƛƎƘǘΩǎ ǊŜŀŘƛƴƎ ƳŀǘŜǊƛŀƭΦ 
Recommend pages 200to 281. 

ÅThe fiscal year 2015-2016. Recommend The fiscal year from 2015 to 2016.

ÅGrading scale 95 - 100%, screen reader reads 95100%. Recommend 95 to 100%. 
×A + , screen reader reads A+. Recommend A plus.

×A ς, screen reader reads A. Recommend A minus.

× Recommend to spell the word plus or minus for consistency purpose.

LǘΩǎ ƻƪŀȅ ǘƻ ǳǎŜ ŘŀǎƘ ōŜǘǿŜŜƴ ŎƻƳǇƻǳƴŘ ǿƻǊŘǎΣ ƛΦŜΦΣ ǿŜƭƭ-known author, well-being, in-service, in-person, runner-up, 
part-time job, co-author, re-elect, long-term project, state-of-the-art technology, etc.



Headings and 
Document Structure

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

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



Direct vs Styles Formatting

Direct Formatting

ÅNot accessible to any assistive 
technology such as screen readers

Å/ŀƴΩǘ ŎǊŜŀǘŜ ŀ ¢ŀōƭŜ ƻŦ /ƻƴǘŜƴǘǎ

Å/ŀƴΩǘ ŎǊŜŀǘŜ ŀ ƴŀǾƛƎŀǘƛƻƴ ǘƻ ŘƛŦŦŜǊŜƴǘ 
sections in a document

ÅHuge barriers!

Styles Pane Formatting

ÅProvide structure and make document accessible

ÅEasier to modify existing formatting

ÅCreate and update a Table of Contents

ÅQuicker navigation to different sections in a document

ÅRetain document structure when export to PDF

ÅAccessible to any assistive technology like screen 
readers

ÅSave time and save lives!



Heading Styles
Heading Styles (Heading 1 through Heading 6) in a logical sequence. Do not 
skip heading levels i.e. Heading 2 to Heading 4, headings should be in order.)

ÅHeading 1: Document title or main content heading/title (just one time only). 
Font size i.e. 20pt ς18pt.

ÅHeading 2: Major section heading. Font size 18pt ς16pt.

ÅHeading 3: Sub-section of the Heading 2. Font size 16pt ς14pt

ÅHeading 4: Sub-section of the Heading 3, and so on, ending with Heading 6. 
Font size 14pt ς12pt.

ÅNormal: Text or Paragraph. Font size 12pt or up.

ÅTitle in Word Stylewon't recognize whenconverting to a PDF. Start 
with Heading 1 for the document title.

Headingsare styles to 
give a document 
structure by category or 
topic. 

Without headings, a 
person using assistive 
technology like a screen 
reader cannotnavigate 
by sections, subsections, 
or scan section titles to 
understand the 
document structure. 



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

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



Headings Structure Example

Before Adding Headings

Item titles are bold at the start of each line

Course: ENGL 315

Title: Digital Writing

Class #: 15275

Days: TuTh

Instructor: Jane Doe

Email: jane.doe@csun.edu

Office: Sierra Hall 300

Phone: 818-677-9999

Adding Headings

Text with section titles added with headings

Course Info (Heading)
Course: ENGL 315
Title: Digital Writing
Class #: 15275
Days: TuTh

Instructor Info (Heading)
Instructor: Jane Doe
Email: jane.doe@csun.edu
Office: Sierra Hall 300
Phone: 818-677-9999

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


Heading 1 ςModify Style

ÅModify heading styles to 
match your preference

ÅRepeat for Heading 2 to 6 
Modify Style



Apply Heading 1 to Document Title



Apply Heading 2 toall Section Title

Repeat for Heading 3 
Sub-section Titles, etc.



Update [Style Name] to Match Selection
If you have text in your document that already has a style applied, you can change the formatting of 
that text and apply it to the style in the Styles Pane/Gallery.

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

2. On the Hometab, in the Styles Pane group, right-click on Heading 1Σ ǎŜƭŜŎǘ άUpdate Heading 
1 to Match SelectionΦέ

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



Heading Styles Spice Up with Background Color
OPTIONAL: Instead of plain heading styles, 
adding background color to spice up a new look. 
Be sure to check the color contrast is sufficient 
for those who have color deficiencies.

Select Heading 2 background color using paint 
bucket icon then select Update Heading 2 to 
Match Selection.



Heading Styles with Border Line

Select Heading 2 border line style, color 
and width then select Update Heading 2 to 
Match Selection.



How to show all Styles Pane in Word?
Windows

On the Home tab, select theStylesDialog Box 
Launcher, and then select Options. Under 
Selectstylesto show, selectAll styles. All 
stylesare displayed in theStylestaskpane. 

Mac

On the Home tab, select theStylesPanebox. Under 
List, selectAll styles.



View ςNavigation Pane

The quickest way to check a 
ŘƻŎǳƳŜƴǘΩǎ ƘŜŀŘƛƴƎ 
structure is to open the 
Navigation Pane 

ÅView tab

ÅSelect Navigation Pane

ÅExpanding the headings



Styles ςNormal, Modify Style

Normal style for paragraph



Styles for formatting

Boldand ItalicsƛŎƻƴǎ ƛƴ ǘƘŜ άCƻƴǘέ ōƭƻŎƪ 
are ignored by screen readers. 

ÅUse Strong(instead of Bold) to indicate 
importance.

ÅUse Emphasis(instead of Italics) to 
indicate vocal stress.

ÅAvoid underliningtext. Underlining is 
interpreted by screen readers and people 
with low vision as linked text. 
ÅUse Stronginstead of underlining.



Lists

ÅUse the bulleted or 
numbered list 
formatting tool.

ÅScreen readers can 
read the number of 
items in a list before 
it begins to read the 
items.



Columns
ÅIf you want to make columns, format them as columns. Screen readers can read the 

content organized in columns.

ÅDo not put text on one line and use several tab stops to move it over. Screen readers 
will read it one line a time, not as columns. 

Optional: If you want to 
add line between the 
columns, select More 
Columns, checkbox Line 
Between.



Text Boxes are Inaccessible
Screen readers will not be read 
content that is in the text boxes. 
The best approach is to use borders 
and color background in Paragraph 
group instead of the text box.

ÅTake the content out of the text box.

ÅUse ruler to adjust left and right indent.

ÅParagraph Group, select Borders, Outside 
Borders and optional background color.



Avoid Extra Spaces

ÅScreen readers will read 
blank or multiple spaces 
created using the space bar, 
empty line, empty tab, 
empty paragraphs or 
ŎŀǊǊƛŀƎŜ ǊŜǘǳǊƴǎ ŀǎ ά.ƭŀƴƪέΦ 

ÅThis can be very irritating for 
someone using assistive 
technology to listen multiple 
blank characters and may 
ŀǎǎǳƳŜ ǘƘŜȅΩǾŜ ǊŜŀŎƘŜŘ ǘƘŜ 
end of a document.



Use Page 
Break

Screen readers can read 
blank characters as 

ά.ƭŀƴƪέΦ ¢Ƙƛǎ Ŏŀƴ ōŜ ǾŜǊȅ 
irritating, especially if 

there are multiple blank 
characters.

Word automatically adds 
a break at the end of 
each page. You can also 
insert a manual page 
break anytime you want 
to start a new page in 
your document.
ÅPut your cursor where 

you want one page to 
end and the next to 
begin

ÅGo to Insert> Page 
Break



Ruler Tab Marker
To create three columns in one line, set 
ruler tab marker as shown.

1. {ŜƭŜŎǘ ǇŀǊŀƎǊŀǇƘ ƳŀǊƪǎ ά{ƘƻǿκƘƛŘŜέ

2. View tab then select Ruler

3. Remove extra white spaces, tabs, and 
spacebars

4. Highlight selected text

5. {Ŝǘ ǊǳƭŜǊ ǘŀō ƳŀǊƪŜǊ Ǉƻǎƛǘƛƻƴ ŀǘ нέ ŦƻǊ 
ǎŜŎƻƴŘ ŎƻƭǳƳƴ ŀƴŘ пέ ŦƻǊ ǘƘƛǊŘ ŎƻƭǳƳƴ

Note: You can also set indentation in lieu 
of a single tab marker.



Paragraph or Line
Spacing

ÅAvoid creating blank lines to create 
spaces between text. 

ÅUse line or paragraph space to 
increase or decrease the amount of 
space between headings and 
paragraphs.

ÅHeading levels space between a 
ƘŜŀŘƛƴƎ ŀƴŘ ǘƘŜ ǇǊŜǾƛƻǳǎ ǎŜŎǘƛƻƴΩǎ 
body text.



Paragraph Spacing

ÅOn Styles Panel, select Heading 2 and 
right-click to select Modify

ÅFormat button to select tŀǊŀƎǊŀǇƘΧ

ÅHeading 2 set Before: 12pt and After: 6pt.

ÅHeading 3 set Before: 12pt and After: 6pt.

ÅNormalparagraph set Before: 0 pt and 
After: 18pt.



Line Spacing in a portion 
of the documentYou can control the vertical space 

between the lines of text in your 
document by setting the line 
spacing. 

ÅSelect one or more paragraphs to 
update line spacing

ÅGo to Home> Paragraph section

ÅSelect Line Spacing Options 

ÅEnter how much spacing before 
and/or after vertical space lines 
of text



wŜǘǳǊƴǎ ŀǎ ά.ƭŀƴƪέ Ǿǎ [ƛƴŜ {ǇŀŎƛƴƎ

Screen readers can read 
blank characters as 

ά.ƭŀƴƪέΦ ¢Ƙƛǎ Ŏŀƴ ōŜ ǾŜǊȅ 
irritating, especially if 

there are multiple blank 
characters.



Automatic Table of Contents

Heading 1

IŜŀŘƛƴƎ нΧΧΧΧΧΧΧΧΧΧΧΧм

IŜŀŘƛƴƎ оΧΧΧΧΧΧΧΧΦΦо

IŜŀŘƛƴƎ нΧΧΧΧΧΧΧΧΧΧΧΧу

IŜŀŘƛƴƎ оΧΧΧΧΧΧΧΧΦмл

IŜŀŘƛƴƎ оΧΧΧΧΧΧΧΧΦмн

IŜŀŘƛƴƎ оΧΧΧΧΧΧΧΧΦмс

IŜŀŘƛƴƎ оΧΧΧΧΧΧΧΧΦму

IŜŀŘƛƴƎ нΧΧΧΧΧΧΧΧΧΧΧΦΦмф

IŜŀŘƛƴƎ нΧΧΧΧΧΧΧΧΧΧΧΦΦро



Table of Contents
ÅHeadings structure will automatically populate a table of contents and 

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

ÅAdding Table of Contents to any documents or syllabus over 8 pages to 
make it easier for readers to go directly to a specific section in the 
document.

ÅOr Custom Table of Contents

Å9ƴǎǳǊŜ ǘƘŜ Ψ¢ŀō ƭŜŀŘŜǊΩ ƻǇǘƛƻƴ ƛǎ ΨΧΧΦΩ

ÅTo change which styles appear, select 

ΨhǇǘƛƻƴǎΩ

ÅNumber each style in the order in the 

Table of Contents

Å{ŜƭŜŎǘ ΨhƪΩ ǘǿƛŎŜ



Image Alternative 
or Alt Text

{ŎǊŜŜƴ ǊŜŀŘŜǊǎ ŀƴŘ ƻǘƘŜǊ !¢ ŀƴƴƻǳƴŎŜ ǘƘŀǘ ƛǘΩǎ 
ŀƴ άƛƳŀƎŜέ ƻǊ άƎǊŀǇƘƛŎέΣ  ǘƘŜƴ ǊŜŀŘ ǘƘŜ ŀƭǘ ǘŜȄǘΥ
ά¢ƘǊŜŜ Ǉƭŀƴǘǎ ƎƻƛƴƎ ǘƘǊƻǳƎƘ ǘǊŀƴǎŦƻǊƳŀǘƛƻƴ 
with text quote Accessibility user-friendly 
ŘƻŎǳƳŜƴǘ ŦƻǊ /{¦b ǎǘǳŘŜƴǘ ǎǳŎŎŜǎǎΦέ

ÅThe purpose of Alt Text is to allow low vision or blind users who 
use text-to-speech assistive technologies (AT), such as screen 
readers, to understand the purpose of graphic images. Sighted 
ǳǎŜǊǎ ǳǎǳŀƭƭȅ ŘƻƴΩǘ ǎŜŜ ŀƭǘ ǘŜȄǘ ǳƴƭŜǎǎ ǘƘŜȅ ǳǎŜ !¢Φ

ÅScreen readers and other AT ŎŀƴΩǘ 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 
and concisely, in a phrase or a sentence or two. Keep alt text 
short 200 characters or less. 

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

o άLƳŀƎŜ ƻŦΧέΣ άtƘƻǘƻ ƻŦΧέ ƛǎ ƴƻǘ ƴŜŜŘŜŘ ōŜŎŀǳǎŜ ǎŎǊŜŜƴ 
ǊŜŀŘŜǊǎ ŀƴŘ ƻǘƘŜǊ !¢ ŀƴƴƻǳƴŎŜ ǘƘŀǘ ƛǘΩǎ ŀƴ άƛƳŀƎŜέ ƻǊ 
άƎǊŀǇƘƛŎέΦ

o When completing the alt text, use proper punctuation such 
as periods to indicate the end of the alt text. Without proper 
punctuation, some screen readers will run the alt text into 
the body text that follows and cause confusion to the user.

o 5ƻƴΩǘ ƛƴǎŜǊǘ ƘȅǇŜǊƭƛƴƪǎ ƛƴ ŀƭǘ ǘŜȄǘ ōŜŎŀǳǎŜ ǘƘŜȅ ŀǊŜ ƴƻǘ 
ŎƭƛŎƪŀōƭŜ ŀƴŘ ŎŀƴΩǘ ŎǊŜŀǘŜ ŘŜǎŎǊƛǇǘƛǾŜ ƭƛƴƪ ǘŜȄǘΦ



How to Describe Images?

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

museums are now.

A hand reaches out of a computer screen giving 
the hand gesture for stop. The screen reads 

ΨŀŎŎŜǎǎ ŘŜƴƛŜŘΗΩ

On the left is the book cover for HabenThe Deafblind 
Woman Who Conquered Harvard Law, and on the 
ǊƛƎƘǘ ƛǎ ǘƘŜ ǉǳƻǘŜΥ άLƴ ǘƘŜ ¢ƛƎǊƛƴȅŀ ƭŀƴƎǳŀƎŜ ƻŦ 9ǊƛǘǊŜŀ 

and Ethiopia, HabenƳŜŀƴǎ ϥǇǊƛŘŜΦΩέ

Michelle Obama claps and Barack waves.
Student holds a diploma hardcover up in the air 
during CSUN commencement. Caption text "and 
together, as Matadors, we will move mountains."

More examples of How 
to Describe Images

Å Document Learning Tools: Describing images

Å How to Describe Images (Art, Chemistry, 
Diagrams, Flow Charts, Formatting & Layout, 
Graphs, Maps, Mathematics, Page Layout, Tables, 
Text-only images)

Å Periodic Table of the Elements

Å UDC Best Practices for Describing Images

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 (AI)

Some images are easy to describe but many are not. For charts, graphs, 
infographics, artwork, and other complex images, artificial intelligence 
(AI) will generate the first draft of the alt text, making it easier and 
faster for you to create the final image description. 

ÅImage Accessibility Creator

ÅChatGPTAlt-Text Generator Assistant

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


What are Decorative Images?
ÅConveys no information; does not provide meaningful information.

ÅPurely for visual effect.

ÅThe horizontal line that divided the two sections.

ÅLine border image used as part of page design.

ÅDecorative images do not require a text alternative.

ÅDecorative images, lines, borders, or shapes ignore by assistive 
technologies, such as screen readers.



Office 365 - Adding Alt Text

Select the image and 
right-click to select 
άEdit Alt Textέ



Office 2016 - Adding Alt Text

Right click to select Format Picture, Layout & Properties, Alt Text



Image Captions
ÅCaptions are universal and accessible for 

everyone.

ÅCaptions are read and visible to all users 
whether they use assistive technologies (AT) or 
not. 

ÅCaptions and alt text have different purposes. 
ÅCaptions ŎƻƴǾŜȅ ǿƘŀǘΩǎ ǾƛǎƛōƭŜ ƛƴ ǘƘŜ ƛƳŀƎŜΦ 

ÅAlt text describes the visual aspect of the image and 
should be brief. 

ÅIf captions and alt text are similar in their 
ŘŜǎŎǊƛǇǘƛƻƴǎΣ ŀƭǘ ǘŜȄǘ Ŏŀƴ ōŜ άMark as 
ŘŜŎƻǊŀǘƛǾŜέ to be ignored by the screen readers.

ÅDon't repeatthe image's caption as the alt text. 
People don't need to hear the same information 
twice.



Descriptive Link Text, 1 of 2
Not Accessible ςvague and redundant

CSUN News

CSUN Honors Four Exceptional Graduate Students for Thesis and Project Work

/{¦bΩǎ 5ƛǾƛǎƛƻƴ ƻŦ !ŎŀŘŜƳƛŎ !ŦŦŀƛǊǎ Ƙŀǎ ǎŜƭŜŎǘŜŘ ŦƻǳǊ ŜȄŎŜǇǘƛƻƴŀƭ /{¦b ƎǊŀŘǳŀǘŜ 
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.

/{¦b ¢ŜŀƳ ǘƻ ¢ŀǇ ƛƴǘƻ tƻǿŜǊ ƻŦ LƴƻǳȅŜ ¢ŜƭŜǎŎƻǇŜ ǘƻ {ǘǳŘȅ {ǳƴΩǎ !ǘƳƻǎǇƘŜǊŜ

With the aid of a telescope in Hawaii, a team of professors at California State 
¦ƴƛǾŜǊǎƛǘȅΣ bƻǊǘƘǊƛŘƎŜ ƘƻǇŜ ǘƻ ǎƻƭǾŜ ǎƻƳŜ ƻŦ ǘƘŜ ƳȅǎǘŜǊƛŜǎ ŦƻǳƴŘ ƛƴ ǘƘŜ ǎǳƴΩǎ 
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.
Read 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-ƘƻƳŜ ǘŜŀŎƘŜǊǎΩ ŀƛŘŜǎΣ Ƴŀƴȅ ǇŀǊŜƴǘǎ ŀƴŘ ŜŘǳŎŀǘƻǊǎ 
ŀǊŜ ǿƻǊǊƛŜŘ ŀōƻǳǘ ŀ ά/h±L5 ǎƭƛŘŜέ ƻǊ ά/h±L5 ǎƭƻǿŘƻǿƴΣέ ǿƘŜǊŜ ǎǘǳŘŜƴǘǎ Ŧŀƛƭ ǘƻ 
retain any new information learned before and during the pandemic τas 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"

Accessible ςdescriptive and unique
CSUN News

CSUN Honors Four Exceptional Graduate Students for Thesis and Project Work

/{¦bΩǎ 5ƛǾƛǎƛƻƴ ƻŦ !ŎŀŘŜƳƛŎ !ŦŦŀƛǊǎ Ƙŀǎ ǎŜƭŜŎǘŜŘ ŦƻǳǊ ŜȄŎŜǇǘƛƻƴŀƭ /{¦b ƎǊŀŘǳŀǘŜ 
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.

/{¦b ¢ŜŀƳ ǘƻ ¢ŀǇ ƛƴǘƻ tƻǿŜǊ ƻŦ LƴƻǳȅŜ ¢ŜƭŜǎŎƻǇŜ ǘƻ {ǘǳŘȅ {ǳƴΩǎ !ǘƳƻǎǇƘŜǊŜ

With the aid of a telescope in Hawaii, a team of professors at California State 
¦ƴƛǾŜǊǎƛǘȅΣ bƻǊǘƘǊƛŘƎŜ ƘƻǇŜ ǘƻ ǎƻƭǾŜ ǎƻƳŜ ƻŦ ǘƘŜ ƳȅǎǘŜǊƛŜǎ ŦƻǳƴŘ ƛƴ ǘƘŜ ǎǳƴΩǎ 
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-ƘƻƳŜ ǘŜŀŎƘŜǊǎΩ ŀƛŘŜǎΣ Ƴŀƴȅ ǇŀǊŜƴǘǎ ŀƴŘ ŜŘǳŎŀǘƻǊǎ 
ŀǊŜ ǿƻǊǊƛŜŘ ŀōƻǳǘ ŀ ά/h±L5 ǎƭƛŘŜέ ƻǊ ά/h±L5 ǎƭƻǿŘƻǿƴΣέ ǿƘŜǊŜ ǎǘǳŘŜƴǘǎ Ŧŀƛƭ ǘƻ 
retain any new information learned before and during the pandemic τas 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"

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

A presentation that is intended to be displayed electronically and in a printout, 
ƛƴŎƭǳŘŜ ǘƘŜ ¦w[ ŀƴŘ ŀ ŘŜǎŎǊƛǇǘƛƻƴ ƛƴ ǘƘŜ ƭƛƴƪ ǘŜȄǘΦ CƻǊ ŜȄŀƳǇƭŜΣ ά¦ƴƛǾŜǊǎŀƭ 5ŜǎƛƎƴ 
Center (www.csun.edu/universal-design-ŎŜƴǘŜǊύΦέ



Best Practices for Accessible Links

DESCRIPTION

ÅLink text must always properly 
describe the purpose of the link 
and tell a user where the link will 
take them. 

Å5ƻ ƴƻǘ ǳǎŜ ǘŜȄǘ ǎǳŎƘ ŀǎ άclick 
hereέ ƻǊ άread more,έ ƴƻǊ ǿŜō 
addresses (URLs).

PRESENTATION

ÅEach link on the page should 
be visually different from 
regular text on the website.

ÅCan be differentiated by color, 
bold, underline, or italics.

ÅUsing color alone does not 
make it accessible.

FUNCTIONALITY

ÅLink functionality is about 
ensuring a link functions the way 
the user expects.

ÅLinks must always enhance the 
accessibility of a webpage.

ÅUsers must be able to access 
links using a mouse, keyboard, or 
speech recognition commands.

LINKED IMAGES

Å A linked image is an image (with or without text) that is linked to another resource or webpage. 

Å Linked images need link descriptions as well as image descriptions (alt text).

Å If the link description is different than the alt text, enter the link description in the HTML Title field. 

Å Visit Linked Imageson the Best Practices for Accessible Images page for more information.

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


Provide descriptions if using color to convey meaning

Example 1: Inaccessible color highlights in red

May 11 to 17, 2019

Example 1: Accessible with a description

May 11 to 17, 2019* (final exams)

Example 2: Inaccessible table

Example 2: Accessible table

Example 3: Inaccessible color shape

Color identical may not 
be recognized by 
colorblind users

Example 3: Accessible color 
and number



Check Color Contrast

People who have low vision or 
colorblind could encounter some 
difficulty distinguishing text color 
from a background color if the 
contrast is insufficient contrast ratio 
1.5:1. 

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

ÅDownload ColourContrast Analyseronto 
your computer (PC/Mac) to ensure 
accessible contrast or use an online 
contrast checker from WebAIM.

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

ÅCoblisColor 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

¦ǎŜ ²ƻǊŘΩǎ ōǳƛƭǘ-in to create Tables
ÅCreate tables by inserting them. Avoid creating tables by 

drawing boxesand lines or by using tabs and spaces. Screen 
readers have difficulty understanding tables with odd cell 
sizes.

ÅSimple Data Tables only. 

ÅTables have a logical reading order from left to right, top to 
bottom.

ÅTables are labeled with alternative text.

ÅProvide Title (i.e. Caption) and Summary before the Table.

ÅUse Table Tools editor to identify the different types of rows 
and columns such as Header Row and First Column.

Keep your table simple
ÅSimple tables are easier to interpret for all 

students and screen readers.

ÅAvoidmerging cells, split cells, no blank cells, as 
well as tables nested within a cell. 

ÅUse tables to organize data not format 
information. Never use table for layout.

ÅThe complex a table (merging cells, nesting 
multiple headings under one, adding blank lines, 
etc.) the worse it will be for accessibility.

ÅSample of Simple Tables vs. Complex Tablesby 
Penn State.

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


Accessible grading scale in table vs non-table format
Non-table format

A plus = 1000 to 970 points

A = 969 to 940 points

A minus = 939 to 900 points

B plus = 899 to 870 points

B = 869 to 840 points

B minus = 839 to 800 points

C plus = 799 to 770 points

C = 769 to 740 points

C minus = 739 to 700 points

D plus = 699 to 670 points

D = 669 to 512 points

D minus = 639 to 600 points

F = 599 points or lower

Table format

5ƛŦŦŜǊŜƴǘ ǎŎǊŜŜƴ ǊŜŀŘŜǊǎ Ƴŀȅ ǊŜŀŘ ǘŜȄǘǎ ŘƛŦŦŜǊŜƴǘƭȅΦ ¢ƘŜ ά+/-ά Ƴŀȅ ƴƻǘ ōŜ 
read out loud. Screen readers will read+symbol for plus but not- symbol. 
Screen readers do not know whether- symbol is minus, hyphen, dash, en
dash or emdash.It is always a good practice to spell them out and spell out 
any abbreviations or make a reference to your abbreviation when used for 
the first time.Visit Screen 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

ÅUse tables to organize data not format information

ÅCreate table headings

ÅInclude table captions or brief description

ÅSelect Insert tab, then select Table

ÅSelect the number of rows and columns by 
highlighting the boxes on the grid.

ÅType in the table data



Step 2: Select Table Header Row
A table header row contains column headings that provide context and 
ŀƛŘ ƴŀǾƛƎŀǘƛƻƴ ƻŦ ǘƘŜ ǘŀōƭŜΦ tŜƻǇƭŜ ǿƘƻ ŎŀƴΩǘ ǎŜŜ ǘƘŜ ǘŀōƭŜ Ŏŀƴ ƘŀǾŜ 
column headings read aloud.

Example of Header Row

Example of Header Row and First Column



Step 3: Repeat Header Rows

ÅHighlight the first row

ÅLayout tab then select Repeat 
Header Rows

When inserting a table at the bottom of a page 
in Word, the table break across two pages show 
two repeating header rows as example



Step 4: Table ςInsert Caption

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

ÅSelect the table, then right-click to selectInsert Captionor 

ÅGo to Referencestab, then select Insert Caption

ÅIn the popup window, type the title of the table in the 
Captiontextbox

ÅIn the Label textbox, select Table

ÅPositiontextbox, select Above selected itemthen select 
OK 



Alternative way without using Table 
(no header row)

To create three columns in 1 line, set Tab Stops 
(see previous slide):

1. View tab then select Ruler

2. Select text to create tabs

3. Open Paragraph dialog

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

5. Clear All existing Tab Stops for the selected 
text

6. Set new Tab Stops

Avoid multiple tabs key, space bar, and blank lines, someone with 
assistive technology like screen readers will listen excess spaces 
and lines.



Table Color
Avoidusing color as the only means to convey information. For example, in the 
table below, the complete and incomplete items may appear the same to 
someone who is color blind:

A better option would be to provide another way of conveying information not 
just color alone:



Headers and Footers, 1 of 2

ÅScreen readers do not automatically read headers and footers 

in Word Documents or PDFs during regular navigation. 

ÅHeaders and footers are considered secondary content and are 

usually skipped by default to maintain the flow and readability 

of the main text.

ÅHowever, if a screen reader user wants to look at the header 

there are methods for them to do that. 

Best Practices for Accessibility

ÅClearly differentiate headers/footers from main content.

ÅAvoid putting critical information only in headers or footers.

ÅProvide important information within the main body of your 

document so all users can access it.



Headers and Footers, 2 of 2

ÅInsert tab

ÅSelect Header or Footer

ÅInsert text or other document 
information

ÅAlways include page numbers in 
ǘƘŜ ŦƻƻǘŜǊ ǿƛǘƘ ǘƘŜ άbƻǊƳŀƭέ 
style



Microsoft Office Accessibility Checker

ÅWord 365: SelectReviewtab, selectCheck 
Accessibility

ÅWord 2016: SelectFilemenu, thenCheck for 
Issuesand select theCheck Accessibilityfrom 
the drop-down menu.

The accessibility checker will identify 
certain accessibility issues:

ÅHeadings that are not in logical 
order

ÅImages with no alt text

ÅTables have the header box checked

ÅTables that have merged cells or 
with empty cells

ÅLarge numbers of repeated blank 
characters (spacebars, tabs, enters)



Check for Issues, Check Accessibility
!ƭǿŀȅǎ ǳǎŜ ²ƻǊŘΩǎ ōǳƛƭǘ-in Accessibility Checker

Repair Errors, Warnings and Tips



What is a Document Title?
ÅA 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.

ÅWhen multiple PDFs are open, well defined PDF titles allow for easier distinction 
between them. This distinction is particularly useful when relying on screen 
readers.

ÅThe 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.



How to add a Document Title?

1. Open Microsoft Word

2. SelectFilefrom the menu and 

selectInfo tab

3. In thePropertiessection, selectAdd 

a Titlefield to add a document title.

4. A title is a short descriptive sentence 

of what the document is about. For 

ŜȄŀƳǇƭŜΣ ŦƛƭŜ ƴŀƳŜ ΨAccessible 

Tables.docΩ ǾŜǊǎǳǎ ǘƘŜ ǘƛǘƭŜ ΨGuide 

for Creating Accessible TablesΩΦ

5. Save the changes you made.



Windows: Converting a document to PDF

1.SelectFilefrom the menu and 
selectSave As.Choose where you 
want to save the file.

2. In theSave Asdialog box, 
choosePDFin the Save as type list.

3.SelectOptionsbutton in the same 
dialog box, make sure to select these 
boxes
ÅDocument structure tags for 

accessibility

ÅDocument Properties

ÅCreate bookmarks using: Headings

4.SelectOKandSavethe PDF.



Mac: Converting a document to PDF

1.SelectFilefrom the menu and 
selectSave As.Choose where you 
want to save the file.

2. In theSave Asdialog box, 
choosePDF(Export Formats) in the 
File Format.

3.{ŜƭŜŎǘ мǎǘ ǊŀŘƛƻ ōǳǘǘƻƴ άBest for 
electronic distribution and 
accessibility (Uses Microsoft online 
service)ά

4.SelectExportbutton



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 be lost.

Use Save As choose PDF.



Open PDF files from Adobe Acrobat not Web Browser by default

Windows
ÅSave PDF files on desktop

ÅRight-click on PDF file, select 
Open with, Choose another app

Mac
ÅSave PDF files on Desktop

ÅSelect PDF (not double 
click)

ÅFile tab, Always Open 
with, Other



Adobe Creative Cloud for Faculty & Staff

ÅAdobe Creative Cloud softwareis now available for use (at no 
additional charge)on all facultyand staffuniversity-owned 
computers, labs and classroom devices, and for all students. 

ÅPlease note that this deployment of Adobe software is not 
available for use on personally-owned faculty and staff 
devices at this time.

ÅLearn more about Adobe Creative Cloud for Faculty & Staff

ÅAdobe Reader is for viewing, printing, signing, sharing, and 
ŀƴƴƻǘŀǘƛƴƎ t5CǎΦ !ŘƻōŜ wŜŀŘŜǊ ŘƻŜǎƴΩǘ ƘŀǾŜ !ŎŎŜǎǎƛōƛƭƛǘȅ 
checking tool.Adobe Acrobat

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


Newer Adobe Acrobat 2024

ÅPrepare for 
accessibility 
tool on the 
left panel

ÅAccessibility 
tags on the 
right panel



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

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

ÅAccessibility tags

ÅZ-Order

ÅContent



Check for Accessibility 
First run the Check for Accessibility at the beginning and at the end of the documents.

ÅAccessibility checkers 
results in bold text 
have one or more 
issues/failed that need 
to fix. 

ÅIf you have a failure, 
you can right-click on 
any item in the report 
ŀƴŘ ǎŜƭŜŎǘ ά9ȄǇƭŀƛƴέ 
that will link to Adobe 
webpage to explain 
the problem. 

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


