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What is Assistive Technology?

Assistive Technology (AT) are “products, equipment, and systems that enhance
learning, working, and daily living for persons with disabilities.”
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What are Screen Readers

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

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

e Offers same level of independence and
privacy as anyone else.
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Types of screen readers
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VoiceOver (Apple)

Empowering lives through
non-visual access to technology

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

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

using gestures, a and hear everything on

keyboard, or a braille the computer.
display.



https://www.nvaccess.org/

Left »Right

How Do Screen Readers Work?

e Screen readers read line-by-line from left-to-right

and top-to-bottom.
Top
e Screen readers start at the top of a document or
website and read any text including alternative text
for images, graphics or charts.
e Screen readers navigate a document or website Bot"'com

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

* Reading 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 “Click” is not
inclusive of people who can’t use the mouse. Use the
word “Select” to write step-by-step instructions.

“Click” or “Click on” Example Use “Select” Example (Recommend)

* Go to YouTube video player * Go to YouTube video player

Select Settings gear icon
Select Subtitles/CC

Select Options to Customize

Click on Settings gear icon
Click on Subtitles/CC

Click on Options to Customize

Select Caption Style

Click on 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.

* All students who are enrolled in a course must be able to access
the content in the course.

* Faculty: Funding is available to help faculty generate captions and
transcripts for instructional media. Materials should be

submitted at least six weeks in advance of their use in instruction. N W NVl
and together, as Matadors, we will move
* Staff: For CSUN staff who do not provide classroom material, there , ___mountains. G
is a cost through chargeback. For information on the chargeback, A " oW
email ncod@csun.edu. www.csun.edu/captioning

csun.edu/captioning
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Digital Accessibility Content Analogy

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



Microsoft Word 97 - 2003

If you encounter [Compatibility Mode] and unable to use
Word Accessibility Checker, that’s because older version

like Microsoft Word 97-2003 don’t have Accessibility
Checker features available.

* For Windows: File tab, Info, Check for Issues

* For Mac: Review tab, Check Accessibility

h- O = Microsaft Word 97-2003 [Compatibility Mode] |- Word Nguyen, Van Thi — ]
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T=Tz Il s Adobe PDF  Signatures  Grammarly
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Accessibility Ch... ~ %

Inspection Results

i, Unable to run the Accessibility

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

Info

Compatibility Mode

m T Some new features are disabled to prevent problems when working with previous
versions of Office. Converting this file will enable these features, but may result in
layout changes.

Protect Document
Control what types of changes people can make to this document.

All CSUN faculty, staff, and students can install the Microsoft Office 365 on up to five

personal devices for FREE.

e Faculty and staff https://www.csun.edu/it/download-office

* Students: https://www.csun.edu/it/students



https://www.csun.edu/it/download-office
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Readability

Serif Sans-Serif

Abc Abc

Divide large blocks of text into smaller sections
Avoid overly complex sentences
Provide adequate whitespace

Use line or paragraph spacing (avoid Enter/Return for
“blank” space)

Avoid underlining text. Underlining is interpreted by screen
readers and people with low vision as linked text.

Font size between 12 to 18 point

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

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



Mysterious Dash or Hyphen

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

For examples:

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

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

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

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

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

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



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

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

D Calibri (Body)

Direct Formatting
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Grammarly Acrobat Q Tell me what you want to do
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Styles

Styles Pane

Direct Formatting

* Not accessible to any assistive
technology such as screen readers

e Can’t create a Table of Contents

e Can’t create a navigation to different
sections in a document

* Huge barriers!

Styles Pane Formatting
Provide structure and make document accessible
Easier to modify existing formatting
Create and update a Table of Contents
Quicker navigation to different sections in a document
Retain document structure when export to PDF

Accessible to any assistive technology like screen
readers

Save 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.)

* Heading 1: Document title or main content heading/title (just one)

Heading 2: Major section heading

Heading 3: Sub-section of the Heading 2

Heading 4: Sub-section of the Heading 3, and so on, ending with Heading 6

Normal: Text or Paragraph

Title in Word Style won't recognize when converting to a PDF. Start
with Heading 1 for the document title.
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4 Create a Style

Headings are styles to
give a document
structure by category or
topic.

Without headings, a
person using assistive
technology like a screen
reader cannot navigate
by sections, subsections,
or scan section titles to
understand the
document structure.
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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.

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 in
a normal paragraph.

Table of Contents

Accessibility Statement.....
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Headings Structure Example

Before Adding Headings Adding Headings
ltem titles are bold at the start of each line [ Text with section titles added with headings

Course: ENGL 315 Course Info (Heading)
e e - Course: ENGL 315

Title: Digital Writing Title: Digital Writing

Class #: 15275 Class #: 15275

Days: TuTh Ravetll

Instructor Info (Heading)

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

Instructor: Jane Doe
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Heading 1 — Modify Style
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Apply Heading 1 to Document Title

H -0 [a
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- Grammarly
e Paragraph [F1 Grammarly ~
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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.
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Apply Heading 2 to all Section Title

H -0 @& &2 - Word Sample.docx - Word = — O
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Title of Document — Heading 1
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Paragraph text is Normal. Paragraph text is Normal. Paragra % Clear Formatting
Normal. Paragraph text is Normal. Paragraph text is Normal 24, appiy styles..
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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.
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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. Onthe Home tab, in the Styles Pane group, right-click on Heading 1, select “Update Heading
1 to Match Selection.”

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

rrrrrr
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Heading 1 Select All: (Mo Data)
4 - Rename...
Universal Design Center| , Place a mouse ight-click | . .o

cursor here Heading 1 Add Gallery to Quick Access Toolbar

Accessibility Statement (Heading 2)
As part of our commitment to excellence through diversity and inclusion, Californig
University, Northridge (CSUN) strives to ensure that campus communication and ir

‘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 Color

OPTIONAL: Instead of plain heading styles, gy

Calibri {14 - A A Aa-

adding background color to spice up a new look. """ T

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.
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| Design Center

v More Colors..,

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.5. Rehabilitation Act.
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Remove from Style Gallery
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Univerral Design Center

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.5. Rehabilitation Act.

AaBbCcD AaBbCcD AaBl: AaBbCc| AaBbCc AaBbCcD /—\aB AaBbCcC AaBbCcD  AaBbCcD

Emphasis

Universal Design Center (Styles Formatting)

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 (Menday 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




Heading Styles with Border Line
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° As part of our commitment to excellence through diversity and inclusion, California State
University, Northridge (CSUN) strives to ensure that campus communication and information

M a tc h Se I e ct I O n ™Y 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.5. Rehabilitation Act.




How to show all Styles Pane in Word?

Windows

On the Home tab, select the Styles Dialog Box
Launcher, and then select Options. Under
Select styles to show, select All styles. All
styles are displayed in the Styles task pane.

Mac

On the Home tab, select the Styles Pane box. Under
List, select All styles.
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View — Navigation Pane

Hr-0O El B - Word Sample.docx - Word Eal O
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All Sub-sub-section Titles — Heading 4
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Styles — Normal, Modify Style

MpIE

References Mailings Review  View EndNote Web Grammarly ~ ACROBAT  Q Tell me Nguyen... (Q,_Share

Open Calibri

P/; Save As D B I
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Editing Open
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Styles for formatting

Bold and /talics icons in the “Font” block
are ignored by screen readers. TUTTES ror—

St References Mailings Review = EndNote Web Grammarly ACROBAT Q Tell me

e
Open o Calibri P -G [A] == |E =
° . . . Osoveas| Mg | g 4 : = o-=.g 1= AaBbCeD| AaBbCcD AaBb( AaBbcct  ©
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) Subtitle Subtle Em... § Emphasis § Intense E..
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 Use Emphasis (instead of Italics) to | o el

Title of Document — Heading 1 AABECCD  AaBbCCD A3BbCED

L L] .
indicate vocal stress ’
* : All Section Titles — Heading 2 A CreateaSyle

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

: : : : M : N Paragraph text is Normal. Paragraph text is Normal. Paragra,
° " _
. ormal. Paragraph text is Normal.
. o All Sub-section Titles — Heading 3
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All Sub-sub-section Titles — Heading 4

with low vision as linked text. ;
e Use Strong instead of underlining.
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Lists

' H -0 [ B - Word Sample.docx - Word
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e Use the bulleted or
numbered list
formatting tool.

e Screen readers can
read the number of
items in a list before
it begins to read the
items.
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Columns

* If you want to make columns, format them as columns. Screen readers can read the
content organized in columns.

* Do 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.

Insert  Design References Mailings Review View EndNote Web  Grammarly ACROBAT  Q Tell |
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Optional: If you want to
add line between the Cnmaang

Lol #  Width: Spacing:

columns, select More s

Columns, checkbox Line :

BEtween. Equal column width

Apply to: | Selected text ~ Start new column

]




Text Boxes are Inaccessible

Screen readers will not be read * Take the content out of the text box.

content that is in the text boxes. e Use ruler to adjust left and right indent.
The best approach is to use borders

and color background in Paragraph
group instead of the text box.

* Paragraph Group, select Borders, Outside
Borders and optional background color.

Help Grammarly Ac
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Avoid Extra Spaces

e Screen readers will read :
File Insert Design Layout References Mailings Review View EndMNote Web Grammarly ACROBAT f.j Tell me... Mguyen,

H -0 El PA S Blank characters.docx - Word

blank or multiple spaces open TR (C oy T2 -5 R] = | e 5
. L3 Save s B I U-mex ¥ A == =g - AaBbCcD AaBbCcD AaBb( =~
created using the space bar, ase L e e men oo e ) ttemst | 1hosac. Heatng: - 909 Shae Uplad
empty line, empty tab, N T T s e B =
Accessibility Checker

empty paragraphs or : Inpection Resuts

carriage returns as “Blank”. |

"+« -+ -+ - -+ - .+ - Division-Annual-Reportq  Characters

7 Characters
4 Characters

* This can be very irritating for | -
someone using assistive Sl st charscr
technology to listen multiple 1 e
blank characters and may
assume they’ve reached the | 7. Report I 3 RapOt3Y
end Of a document. +  Reportd-os - S Repon-l;;; o o Report-69

-+ Report-Highlights9
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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-accordance-

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

Use Page Break instead of several
carriage Returns as "Blank"

E R B B B B N B B B B B B B |

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-

Use Page
Break

Screen readers can read
blank characters as
“Blank”. This can be very
irritating, especially if
there are multiple blank
characters.

File Home Insert Design Layout
B3 Cover Page~ l__lgpictures e lee
D Blank Page l__._|§_. Online Pictures EB 30
— Table .
*— Page Brea - [ Shapes - sm
Pages Tables I1ust;

Insert a Page Break (Ctrl+Return)

End the current page here and
move to the next page.

9 Tell me more

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.

e Put your cursor where
you want one page to
end and the next to
begin

* Go to Insert > Page
Break
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Ruler Tab Marker ——
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To create three columns in one line, set
ruler tab marker as shown.

Paragraph F}

Layout References Mailings Review View Developer Help Acrobat 2 Tell me what you want to do

1. Select paragraph marks “Show/hide”
prresTer BE Q3= =ZELC
2. Vlew tab then SEIeCt RUIEr Vertical (;d_e) [ ] Gridlines Zoom -I{H}infj DDMultip|EPagES NE Amange  Split
to Side Window Al
. [] Navigation Pane “D' age Wi
3. Remove extra white spaces, tabs, and o | T e o
SpaCEbarS 1|§|1|{|3|1_|5|6é?
4. Highlight selected text
gl
5' Set ruler tab marker pOSition at 2” for- 9-00---10:00 - 3 3 I{E'fr'IDtE Y - Matadarﬁonmﬂ
d | d ” f h d I 10:00:--11:00-# wsssessmsersssssenneeGeneral-Sessions . —+ -+ -+ -+ Northridge-Room]
second column and 4” for third column 11:00-12:00-» [N Arir 2l M ctinG N ) very-Hall Y
. . ] . 12:00—1:00+ — -+ Lunch+ - -+ -+ -+ -+ Bookstoref|
Note: You can also set indentation in lieu

of a single tab marker.

.g.......1.......;.......3.......4 [P Paragraph [P
|§|1|.}_|3|1_|5
9:00-10:00 Keynote Matador Room
10:00 - 11:00 General Sessions Northridge Room 9:00 - 10:00 Keynote Matador Room
11:00 -12:00 Annual Meeting Universal Hall 10:00 - 11:00 General Sessions Northridge Room
12:00-100 Lunch Bookstore 11:00-12:00 Annual Meeting University Hall
12:00—1:00 Lunch Bookstore




Paragraph or Line
Spacing

* Avoid creating blank lines to create
spaces between text.

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

* Heading levels space between a
heading and the previous section’s
body text.

1 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.

1 How many spaces AFTER a paragraph?

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.




Paragraph Spacing

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

Format button to select Paragraph...
Heading 2 set Before: 12pt and After: 6pt.
Heading 3 set Before: 12pt and After: 6pt.

Normal paragraph set Before: 0 pt and
After: 18pt.

Font: (Default) Calibri, 16 pt, Bold, Font color: Blue, Indent:
Left: O
Hanging: 0.5
Line spacing: single, Space

Add to the Styles gallery [ | Automatically update
@ Only in this document O MNew documents based on this template

Format = oK

Font...

I Paragraph... J
Tabs...

Border...
Language...
Frame...
Mumbering...
Shortcut key...
Text Effects...

vvvvvv

Tabrs

Right-click o

Paragraph { ?J—J&

Indents and Spacing Line and Page Breaks | Asian Typography |

Alignment: Left E
Direction: Right-to-left Q) Left-to-right
Indentation

Qutline level: | Level 2 Collapsed by default

Before text:  |0" = Spedial: By:

After text: 0" : (none) E

Mirror indents

| sutomatically adjust right indent when document grid is defined

Spacing
Before: 12 pt : Line spacing: At
After: & pt = Single E

"' Don't add space between paragraphs of the same style
¥| Snap to grid when document grid is defined

Preview

Tabs... | ‘ Set As Default ‘ I (o] I | Cance




Line Spacing in a portion
You can control the vertical space Of the document

between the lines of text in your
document by setting the line ==

Spacing. =====-15- - | 1nomal | 1] paragraph 2

x
Paras 1. Indents and Spacing  Line and Page Ereaks
* Select one or more paragraphsto - ¢
° ° 1.3 | Alignment: Left -
u pdate Ilne SpaCI ng 20 Outline level: | Body Text e Collapsed by default
* Go to Home > Paragraph section
Line Spacing Options.., Left: r - spedial: By
* Select Line Spacing Options < Add Spacepetore ParagraptS ||| B¢ [ [meno -
= q ) o [ Mirror indents
T ermove Space After Paragraph
* Enter how much spacing before N
EBefore: Opt - Line spacing: At
and/or after vertical space lines e ot B | [soo -
|:| Don't add space between paragraphs of the same style
of text
How many spaces BEFORE a paragraph? Preview
As part of our commitment to excellence through diversity and inclusion, California State A o it el s sy s, i iy
University, Northridge (CSUN) strives to ensure that campus communication and information e -
technology is accessible to everyone.
Cancel

l How many spaces AFTER a paragraph? Tabs.. Set As Default




Universal-Design-Centert]

* Accessibility-Statement-(Heading-2) 9

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-staterment-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 91

R

* What-is-Accessibility?-What-is-Universal-Design?-(Heading-2) 4
In-this-context,* accessibility”" means-that-people-with-disabilities-have-access—to-facilities, to-
information-and-to-technology.-“Universal-design”takes-this-conce pt-one-step-further, to-
ensure-that-everyone-can-perceive,-understand,-engage,-navigate-and-interact-regardless-of-

ability-or-preference 9

* Universal-Design-Center-Mission-{Heading-2)q
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-intercperable,-usable-and-accessible,-so-that-individual-learning-and-processing-
styles-and/or-physical-characteristics-are-not-barriers-to-access. 4
The-role-of-the-UDC-is-to-help-CSUN-implement-business-practices-which-enable-the-campus-to-
meet-policy-standards-underthe®Accessible-Technology-Initiative-Coded-Memoranda. 9

Shared-Campus-Responsibility-[Heading-3)9]
Everyone-has-a-part-in-creating-accessible-and-usable-information_-The-responsibility-of-creating:
and-maintaining-accessible-content-falls-to-the-entire-campus-community. 9

19

Returns as “Blank” vs Line Spacing

Universal-Design-Centerq
Accessibility'Statement(Heading2)Y

As-part-of-our-commitment-to-excellence-through-diversity-and-incly
University,"Northridge-{CSUN)-strives-to-ensure-that-campus-commu
technology-is-accessible-to-everyone. The-California-State-University
accessibility-is-articulated-in"California-State-University—-Executive-0  General
with-both-federal-and-state‘laws-including-the-Americanswith-Disab
Section-508-of-the-U.5.-Rehabilitation-Ac

First, remove extra Blanks.
Second, place a mojise

Indents and 5pacing  Line and Page Breaks

Alignment: Left ~

Outline level: |Body Text ~ Collapsed by default

Indentation

Screen readers can read
blank characters as
“Blank”. This can be very
irritating, especially if
there are multiple blank
characters.

Left: o $ Special: By:
cursor at the end paragraph Right: c B inone) v
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. e, Eefore: 0pt - Line spacing: Al
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D Don't add space between paragraphs of the same style

Ak

Preview
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Tabs... Set As Default

learn,-communicate,-and-sharewia-information-and-communication!
this-is-by-assisting-the-campus-community-to-ensure-their-information-and-communication-
technology-is-interoperable,-usable-and-accessible,'so-thatindividual-learning-and-processing-
styles-and/or-physical-characteristics-are-not-barriers-to-access. |
The-role-ofthe-UDC-isto-help-CSUN-implement-business-practices-which-enable-the-campus-to-
meet-policy-standards-under-the®Accessible-Technology-Initiative-Coded-Memoranda.f]
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* Headings structure will automatically populate a table of contents and
provide accessible for screen readers rely on headings structure to

Table of Contents

navigate a page quickly.

e Adding 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.

Built-In
Automatic Table 1

Contents

1

Footnote

Vﬁ Insert Endnote
AB Next Footnote =

Show Notes

Heading 2

Heading 2

Table of Cantents

Print Preview

Index Table of Contents | Table of Figures | Table=fttbacs

Heading 3

Heading 1........
Heading 2....

-

Show page numbers

Right align page numbers

Tab leader: "

General
Formats: From te
Show levels: 3

mplate EI

Table of Contents Options

Build table of contents from:
gty
Available styles:
¥ Heading 1
¥ Heading 2
¥ Heading 3
Heading 4
Heading 5
Heading &

Outline levels
D Table entry fields

[ Options...

I

Or Custom Table of Contents
Ensure the ‘Tab leader’ option is “.......

To change which styles appear, select
‘Options’

Number each style in the order in the
Table of Contents

Select ‘Ok’ twice



* The purpose of Alt Text is to allow low vision or blind users who
use text-to-speech assistive technologies (AT), such as screen

Image Alte n atlve readers, to understand the purpose of graphic images. Sighted
users usually don’t see alt text unless they use AT.
or Alt Text

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

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

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

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

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

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

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

clickable and can’t create descriptive link text.



How to Describe Images?

ACCESS
DENIED!

A hand reaches out of a computer screen giving
painted yellow with bold black text that reads the hand gesture for stop. The screen reads
museums are now. ‘access denied!

and together, as Matadors, w
mountains.

@ oEO 0

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

Michelle Obama claps and Barack waves.

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

HABEN GER M A

=

FHABENBOOK

On the left is the book cover for Haben The Deafblind
Woman Who Conquered Harvard Law, and on the
right is the quote: “In the Tigrinya language of Eritrea
and Ethiopia, Haben means 'pride.”

More examples of How
to Describe Images

e  Document Learning Tools: Describing images

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

e Periodic Table of the Elements

e 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

Office 365 - Adding Alt Text

Digital Accessibil

o

%y Content Analogy

Cut

Copy

Paste Options:

=1

=2 & Ud
Eg Changg Picture 2

ED Size and Position...
%“ Format Picture...
¥J New Comment

niversal 'esign

enter

Select the image and
right-click to select
“Edit Alt Text”

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



@ B -

Insert Design Layout

o ©

Office 2016 - Adding Alt Text

Picture Tools

Word Sample.docx - Word

References Mailings Review View EndNote Web Grammarly ACROBAT Format

Open = % o Tz <& K| Aas| B % o= dnr || €
savens | L)y Calibr : Alfariodn gy — gl AaBbCcD AaBbCcD AaBb(
2 = = = = =T = =7 A o
Pa'ste e/ B I U-absx, ¥ | A-¥-A-H v | O R (8L T T Normal | TNo Spac... Headingl |< Ed'E'ng
Clipboard = Font [ Paragraph F Styles [F
TR | 1 ) .2 B S o TR W R 0 0% MER W W B o jgEe W o o s w o, N 7
4 & a
& cut
—— ~—s By Copy

AD Paste Options:

=, = -
=" s LA

Save as Picture...

Change Picture...

Hyperlink...
Insert Caption...
:  Wrap Text

Size and Position...

s

2 &
Style Crop

24 Format Picture...
N

Q Tell me Nguyen,...

Jo

C)

Open

Grammarly

Grammarly

narly

CcD AaBbccD AaBb(

mal

ACROBAT

T Mo Spac...

Styles

Format Q Tellme Nguyen,.. S Share
i G,
Heading 1 Editing|  Open
- Grammarly
[F Grammarly -~
v X

Format Picture

&y i |

I* Text Box

Title

Leave blank

Description

Enter Alt Text here

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



What are Decorative Images?

* Conveys no information; does not provide meaningful information.
* Purely for visual effect.

* The horizontal line that divided the two sections.

* Line border image used as part of page design.

* Decorative images do not require a text alternative.

* Decorative images, lines, borders, or shapes ignore by assistive

technologies, such as screen readers.

Alt Text vy X

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

(1-2 sentences recommended)

Content text here. This line separator does not

/ need alternative text

because it does not convey

any additional information.

Footer text here.

L EMark as decu:urati*.feé




Image Captions

Captions are universal and accessible for
everyone.

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

Captions and alt text have different purposes.
» Captions convey what’s visible in the image.

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

If captions and alt text are similar in their
descriptions, alt text can be “Mark as

decorative” to be ignored by the screen readers.

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

¥ ot Caption ? et
o [ Copy Caption:
[Bi Paste Options: |F-‘gure 1: ,ﬁ crowd of people are walking and shup,ﬂfri
ﬁ%_ [‘%’/ [% Options
Label: Figure e
Gl ‘Change Ricture Position: | Below selected item e
)]
= |:| Exclude label from caption
; Mew Label... Delete Label Mumbering...
@ Link
AutoCaption... Cancel
Save as Picture..,
Insert Caption... q
AT Wrap Text >
S 1 -
Alt Text > X

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

vison:

= The subject(s) in detail

- The setting

- The actions or interactions
- Other relevant information

(1-2 detailed sentences recommended)

\ g ) L €
- :
. ¥
|
\F )
- \
N v Mark as decorative

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
CSUN News

CSUN Honors Four Exceptional Graduate Students for Thesis and Project Work

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

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

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

ead more.

Minimizing the COVID Slide During the Summer

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

ick here

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

Accessible — descriptive and unique
CSUN News

CSUN Honors Four Exceptional Graduate Students for Thesis and Project Work

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

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

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

Minimizing the COVID Slide During the Summer

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

Learn more about the "COVID Slide".

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

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

Insert Hyperlink { B -8 -

Link to: Text to display: |Universal Design Center screenTip..

EzistinFiIe or Look in: |  Word Images EI D
Web Page | = Accessibility Checker,jpg - Bookmark..
& Current Folder | 5 Accessibility Checker.snag E
Place in This 5 Check for Issues.snag
Document & Colour Contrast Sample 2,jpg
Browsed Pages| 5 Colour Contrast Sample 2.snag
(& 5 Colour Contrast Sample.snag
C;Eitemmeﬁr = Colour Sample.jpg
Recent Files ! Colour Sample.psd
& e File Properties 2.jpg
Sl Address: https:/fwww.csun.edufuniversal-design-center
| oK | | Cancel |

A presentation that is intended to be displayed electronically and in a printout,
include the URL and a description in the link text. For example, “Universal Design
Center (www.csun.edu/universal-design-center).”

niversal ' esign "_enter csun.edu/udc



Best Practices for Accessible Links

PRESENTATION FUNCTIONALITY

DESCRIPTION

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

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

* Link text must always properly
describe the purpose of the link
and tell a user where the link will

take them. * Links must always enhance the

accessibility of a webpage.

* Can be differentiated by color,
bold, underline, or italics.

* Do not use text such as “click
here” or “read more,” nor web
addresses (URLs).

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

* Using color alone does not
make it accessible.

LINKED IMAGES
n * Alinked image is an image (with or without text) that is linked to another resource or webpage. n
l * Linked images need link descriptions as well as image descriptions (alt text). l
U * If the link description is different than the alt text, enter the link description in the HTML Title field. U

* Visit Linked Images on 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

Assignments (overdue in red)
Introduction
Chapter 1

Example 2: Accessible table

Assignments Overdue
Introduction Yes
Chapter 1 No

Example 3: Inaccessible color shape

Example: Refer to something using color alone

% Color only

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

Example 3: Accessible color
and number

« Color and number

Green (1)
Blue (2)
Red (3)
Yellow (4)
Don't know

Color identical may not
be recognized by
colorblind users

Example: Refer to something using color alone

*® Color only

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

Which is the right-angled triangle?



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

Foreground colour

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

rgb(44, 44, 44)

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

____________________________

¥ Sample preview

WCAG 2.1 results ! Contrast ratio
1.5:1

¥ 1.4.3 Contrast (Minimum) (AA) |

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

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

¥ 1.4.6 Contrast (Enhanced) (AAA)

Text (including images of text) has a confrast

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

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

¥ 1.4.11 Non-text Contrast (AA)

Paraphrased | The visual presentation of user interface

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

| 0 Fail (Ul components and graphical objects)

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

1.5:1.

Colour Contrast Analyser (CCA) Edit  View

Foreground colour

RSN  rob0.0.0)

Background colour

#E69500

¥ Sample preview

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

WCAG 2.1 results

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

» 1.4.6 Contrast (Enhanced) (AAA)

-

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

» 1.4.11 Non-text Contrast (AA)

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

= Check Color Contrast

(=110

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

Bad Examples Good Examples
Yellow on black is good

Blue on orange is bad Black on orange is ok

White on green is good

Aqua on purple is ok

* Download Colour Contrast Analyser onto

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

 WCAG Level AA requires a contrast ratio of

at least 4.5:1 for regular sized text (12 or
14 pt. font) and 3:1 for large text (18 pt.
font).

* Coblis Color Blindness Simulator



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

Tips for Creating Accessible Tables

Use Word’s built-in to create Tables

* Create tables by inserting them. Avoid creating tables by
drawing boxes and lines or by using tabs and spaces. Screen .
readers have difficulty understanding tables with odd cell
sizes.

Keep your table simple

Simple tables are easier to interpret for all
students and screen readers.

* Avoid merging cells, split cells, no blank cells, as

* Simple Data Tables only. well as tables nested within a cell.

* Tables have a logical reading order from left to right, top to .

Use tables to organize data not format
bottom.

information. Never use table for layout.

b Tables are Iabeled W|th alternative text. ° The complex a table (merging Ce”S, nesting

* 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.
* Use Table Tools editor to identify the different types of rows

and columns such as Header Row and First Column. * f)amplse of Simple Tables vs. Complex Tables by
enn State.

niversal —esign ‘enter csun.edu/udc


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

Different screen readers may read texts differently. The “+/-“ may not be
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 em dash. 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.

Table format

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 86 to 89 %
B 830 to 829 83 to 85%
B minus 800 to 829 80 to 82%
C plus 760 to 799 76 to 79%
C 730 to 759 73 to 75%
C minus 700 to 729 70 to 72%
D plus 660 to 699 66 to 69%
D 630 to 659 63 to 65%
D minus 600 to 629 60 to 62%
F 599 points or lower 59% or lower



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

Step 1: Insert - Table

H S - * Use tables to organize data not format information

File Home Insert Design Layout References Maili

NE =R -
k e S o)
B - o leg &) e Create table headings
Cover Blank Page  Table Pictures Online Shapes lcons i 5
Page~ Page Break @ Pictures - Maodels -

Pages Insert Table Mustrations

- 5 o o [ * Include table captions or brief description
. 0 o o

I

: OOOO000C0C] Mee— .
: —=HEEE=E=E Select Insert tab, then select Table

I

- 0 o o .
: S BBEEREIEE Select the number of rows and columns by

. [ Insert Table.. %1— highlighting the boxes on the grid.
- ™ Draw Table

* Type 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 provide context and
aid navigation of the table. People who can’t see the table can have
column headings read aloud.

Example of Header Row

Mguyen, Van Thi B

Table Headers Example - Word Example of Header Row and First Column

H - =

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

_ : File Home Insert Design Layc
L] First Column e ey oy e O e e g ————— )’% —
- izl B sl g g g g g g g g g g g g g g g —; : Sh:ding Border 3pt . Border Header Row First Column
Banded Rows [ | Bar?ded Columns T - Styles - EPEH Color = - D Total Row D Last Column
Table Style Options Table Styles Borders Banded Rows |:| Banded Colurmns
Design Tab > Header Row Table Style Options
Eralde gpg:jnts 1000 ggrce:;c:jg; Design Tab > Header Row and First Column
plus to to 0
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

* Highlight the first row When inserting a table at the bottom of a page

e Layout tab then select Repeat in Word, the table break across two pages show
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 = _ e B 830 to 829 83 to 85%
B minus 800 to 829 80 to 82%

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

i ~
El El Text Cell Sort 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




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

e Select the table, then right-click to select Insert Caption or
* Go to References tab, then select Insert Caption
* In the popup window, type the title of the table in the

Caption textbox
* |In the Label textbox, select Table

* Position textbox, select Above selected item then select

OK

Step 4: Table — Insert Caption

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

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

O] Insert Caption...

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...

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)

Paragraph l P S

Indents and Spacing | Line and Page Breaks | Asian Typography |

To create three columnsin 1 line, set Tab Stops —————=

Dutline level: | Body Text IZ| Collapsed by default

(see previous slide):

Indentation

Before text:  |0° T Special: By:

1. View tab then select Ruler MathType  Developer  EndNoteWeb G ot 0t s

DMirrorindents

Automatically adjust right indent when document grid is defined
- 43— [ ’
- * - = 3= LI K] k- &l Tl- Spacing

. Select text to create tabs | e

E—— =3 — N - R
_ = |E IE-- @;ﬁ' - _ - After: 0 pt = Single IZ|

|:| Don't add space between paragraphs of the same style

2
3. Open Pa ragra ph dia Iog Paragraph o [¥] snap to grid when document grid is defined
4

— Preview

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

5. Clear All existing Tab Stops for the selected

Blank characters.docx - Word

t e Xt Design Layout References Mailings Review View EndMote Web  Grammarly ACROBAT Q Tell me,

3 | One Page ([ View Side ide |
- Gridlines q [:_; DDSIUI‘[:;IZ Pages DD E e ==
6. Set new Tab Stops

L New Arrange Split Switch
Navigation Pane {PPageWidth  window Al Windows -
. . . . Show Zoom Window
Avoid multiple tabs key, space bar, and blank lines, someone with - Lo RN ERRREEE P R o 4
assistive technology like screen readers will listen excess spaces August-27,2018 - Monday - Classes-beginf]

. September-1-2 -+ Saturday-Sunday -+ No-Instruction
and lines.




Table Color

Avoid using 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:

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 not
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

Q: Should I included headers and footers in [ | CSUNJ=2"t
my document?

A: Headers and Footers are not always read .

immediately to screen reader users. However,

if a screen reader user wants to look at the
header there are methods for them to do ’

that.

Headers and Footers can be used to hold
document information but should never hold
important document content such as
filename, document owner etc.
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Headers and Footers, 2 of 2

[ Header - ,@Tﬁ A El - £ - T Equation ~  mm
Built |l
Blank

mmmmmm
Blank (Three Columns)

mmmmmmmmmmmmm Type
Aust
Banded

[DOCUMENT TITL

Facet (Even Page)
@ More Headers from Office.com
(1 Edit Head
|_=;< Remove Head

* Insert tab
e Select Header or Footer

* Insert text or other document
information

* Always include page numbers in
the footer with the “Normal”
style
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Microsoft Office Accessibility Checker

The accessibility checker will identify
certain accessibility issues:

* Headings that are not in logical
order

* Images with no alt text
 Word 365: Select Review tab, select Check * Tables have the header box checked

Accessibility * Tables that have merged cells or
* Word 2016: Select File menu, then Check for with empty cells

Issues and select the Check Accessibility from

the drop-down menu.

* Large numbers of repeated blank
characters (spacebars, tabs, enters)
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Check for Issues, Check Accessibility

Always use Word'’s built-in Accessibility Checker
Repair Errors, Warnings and Tips

H ©-0 E), B - Word Sample.docx - Word i3l — O

Insert Design Layout References Mailings Review View EndNote Web Grammarly ACROBAT Q Tell me  Nguyen, Van... ,Q,_Share

e
Q“ B Calibri -9 -|A A Aa- A (A

Open Save Paste - BT U-abex X E;_;\.J-af/-A-A.@.

AaBbCcD AaBbccD AaBb( P ®

Al q TNormal TNoSpac.. Headingl |+ Editing  Open

As z - Grammarly
Clipboard = Font [ Paragraph M Styles m Grammarly ~
L/
L o e e L 2 e a3 e a5 6 A -
- 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

Pagelofd 138words [£ English (United States) 5 gl

4l
I
-

+ 100%




What is a Document Title?

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

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

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

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

. Select File from the menu and
select Info tab

Info

Accessible Tables

. In the Properties section, select Add B | s
a Title field to add a document title. — - o
Inspect Document Tale [uide for Creating Accessit
. A title is a short descriptive sentence Guiiter | 3 Dot gt ind ot rar S
of what the document is about. For Related Dates
Manage Document - peacN “ :’ "*1:
example, file name ‘Accessible s | [l TRERE -

Related People

Tables.doc’ versus the title ‘Guide
for Creating Accessible Tables'.

Author
NV Nguyen, Van Thi

. Save the changes you made.



Windows: Converting a document to PDF

. Select File from the menu and
select Save As. Choose where you S
want to save the file. :

¥ Quick access

.In the Save As dialog box, Vit
choose PDF in the Save as type list. <oy ok
. Select Options button in the same o
dialog box, make sure to select these
boxes )
* Document structure tags for Pl narme: | Gude for Creating Accessble Tables
accessibility e Ay
* Document Properties _

* Create bookmarks using: Headings

. Select OK and Save the PDF.

A Hide Folders

Options
Pager
® A
j.|-}“
Publs
)
de T printing
e marks
® Head
} Docur pro
<] Dot try tags for
"OF option:
1 ':"F; A
tmap ma
Encry J t
ox




Mac: Converting a document to PDF

<} Guide for Creating Accessible Tables

eferences Mailings Review View Acrobat

Save Ac | Guide for Creating Accessible Tables. do(

. Select File from the menu and
select Save As. Choose where you
want to save the file.

images B v

Online Locations File Format | v Word Document (.docx) '

Word 97-2004 Document (.doc) -
Word Template (.dotx)
o Word 97-2004 Template (.dot)

.In the Save As dialog box, | Rerearomai

Plain Text (.txt)
Web Page (.htm)

choose PDF (Export Formats) in the Wt o, it (i

File Format. [-E_j'!—

. Select 1st radio button “Best for | e «»
electronic distribution and pe——
aCCESSibiIity (Uses MicrOSOft online LA T A “} Guide for Creating Accessible Tables

Openl’iocumer_\l Text (.odt) s :he
° o
service)

Layout References Mailings Review View Acrobat

{éurde_f;w?:nm?ng Acoos;ibh Tablu..;')d;}

. Select Export button B -

Online Locations File Format: PDF

* Best for electronic distribution and accessibility
(uses Microsoft online service)

" Best for printing

Cancel



Never Choose Print to PDF Option

Never choose a "Print" to PDF option in Print

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

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

text of a PDF created in this way, but —

heading structure, alternative text, a logical -

reading order, and any other tag structure |
Settings

will be lost.
”Tj E)he‘.-:fﬂlhlulcnpe ?h'ng
Pages:

—_ o

Use Save As choose PDF.
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Open PDF files from Adobe Acrobat not Web Browser by default

Windows
» Save PDF files on desktop

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

Creating an

Open with Adobe Acrobat DC
Print
T-Zip
CRC SHA

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

%% Send with Transfer..,
Move to Dropbox

Ea Scan with Windows Defender...
] Spirion >
12 Share
I Open with

B Adobe Acrobat DC
E Google Chrome
i'_] Microsoft Edge

m Word

Send to m Search the Microsoft Store

Choose another app
Cut

Give access to

[ Spirion Classification

R R

Restore previous versions

How do you want to open this file?
Keep using this app

Adobe Acrobat DC

Other options

E Google Chrome
a Microsoft Edge
Word

Look for an app in the Microsoft Store

&/ Always use this app to open .pdf files

OK

Mac

Save PDF files on Desktop
Select PDF (not double

click)

File tab, Always Open

with, Other

@ Finder

Edit View Go Window Help

Ope

New Finder Window #BN

New Folder 38N
New Folder with “Accessible PDF.pdf” ~3N
New Smart Folder

New Tab

and Close Window

Always Open With

Close All

Show Inspector pe: |
Rename

Compress “Accessible PDF.pdf"

Duplicate #D
Make Alias ~HA
Slideshow “Accessible PDF.pdf" X®8Y
Show Original AN3A
Add to Sidebar

Delete Immediately...

Eject

Find

3 Adobe Acrobat.app (default) (18.011.

¥ Adobe Acrobat.app (15.006.30503)
I Adobe lllustrator CC 2018.app

@ Adobe Photoshop CC 2018.app

' Books.app

%=~ ColorSync Utility.app

" Google Chrome.app

i Microsoft Word.app

=2 Preview.app

Accessible

PDF.pdf

'@ Safari.app

< v

Favorites
Box Sync
E Recents

[3 Documents
o Downloads

Locations
<2 iCloud Drive
El 1ne Man

7Options

" Bl Adobe Acrobat 2015

Choose an application to open the document “Accessible PDF.pdf"

Bl Adobe Acrobat DC s

Adobe Acrobat DC
8 Adobe After..ts CC 2018

| Bl Adobe Animate CC 2018

B Adobe Audition CC 2018

. Bl Adobe Bridge CC 2018

B3 Adobe Creative Cloud
Adobe Drea...er CC 2018
Bl Adobe lllust...or CC 2018
B Adobe InCopy CC 2018
[l Adobe InDesign CC 2018
Adobe Phot...op CC 2018

]
/~| Adobe Acrobat.app

>
»
>
>
>
»
»>
>
>
>
»>
>

Enable:

Recommended Applications
Always Open With

Q




Adobe Creative Cloud for Faculty & Staff

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

* Please note that this deployment of Adobe software is not

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

* Learn more about Adobe Creative Cloud for Faculty & Staff

* Adobe Reader is for viewing, printing, signing, sharing, and
annotating PDFs. Adobe Reader doesn’t have Accessibility
Adobe Acrobat DC checking tool.
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https://www.csun.edu/it/adobe-creative-cloud-faculty-staff

Create with Accessibility in Mind
Best Practices

canvas

Alternative Text

Images
Shapes

: " Structure
Video/Audio
Headi
Captions/transcripts Li::s Iz,?cs
— : : Color

Navigation/Links Color contrast

Link requirements Meaning without color

BN User Interface |
Keyboard accessibility

P ]

Document Accessibility

&

user-friendly document for CSUN student success



Sample language to include Canvas Ally in a syllabus

Canvas Ally is a university initiative to help make course materials more
accessible to all students. Next to each file in Canvas is a small arrow
icon that opens a menu with three options. The third option is
Alternative Formats. You will be able to download different formats of
the file, which may include a PDF, browser (HTML), reader (ePub) or
audio (MP3) files. For more information, please

Vet s chun s ol Canvas
Ally
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http://www.csun.edu/ally

How can we help you make a difference?

$ 4
%3 G . :
: 5 ¥ 2 s s )

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

- \ TOMED WML TN 8 4 \

DESIGN means d551gn fbr éveryone .

Make one
design that

| | fits everyone Universal Design Center Offers

ﬂEﬂ @ * Online, self-paced training

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

* Tools and Services
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