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STRUCTURE

Structure is used to arrange document contents in a logical and meaningful manner. In
Microsoft Word, there are ways to structure a document such as marking headings using Styles
and grouping information together by using List.

STYLES

Styles are used to provide structure to the content of the document. Instead of changing the
format of the text manually by enlarging the font size, making it bold, etc. If this is done, the
document has no real structure. Once a Style is created, it can be applied globally throughout
the document. For example, if you want to make the heading appear similarly across all pages,
a Style can be applied and updated automatically.

This section will outline to how use Styles in all common versions of Word.

LOCATING STYLES

1. Navigate to the Home ribbon.
2. Locate the Styles pane.

File ' Home ' Insert Design Layout References Mailings Review View Help ABBYY FineRe_ader PDF 15 CommonLook

fﬁ Arial e ~[AA Aav K i=v iz E=E 2L T ) AaBbCel AaBbCc AaBbCel AaBbCcl
Paste g B I U~ x X A2 A Eg ==1=- | & TNormal T Body Text T ListPara.. TNoSpac.. |=
Clipboard Font ] Faragraph ] Styles

2

CREATE A NEW STYLE FROM SELECTION

Users can add new headings or customizable styles to the Styles Pane.

1. Highlight the desire text to add as a new style.
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2. Using the dropdown icon in the Styles pane, expand the option menu.
3. Select Create a Style from the dropdown list.

AaBbCeDe | AaBbceDe AaBbCe Assbce AQDB
TMormal | T Mo Spac.. Headingl Heading 2

Styles

naBbceDc | AaBbcede AaBbCe Asbcel AQB

TMormal | 1Mo Spac.. Heading1 Heading 2 Title

AaBbCcC AgBbCcDt AaBbCelx AoBbCcDi AaBbCcDe
Subtitle  Subtle Em... Emphasis  Intense E... Strong

AaBbCcDt¢ AoBbCcDi AABBCCDC AABBCCDL AaBbCcld
Cuote Intense (... Subtle Ref... IntenseR.. Book Title

AaBbCcDe
T List Para...

(A,_ Create a Style
ﬁ@ Clear Formatting

f&_;, Apply Styles...

MODIFYING STYLES

You can make changes to a specific style to fit your needs. The modified style will be applied

across all pages.

1. Right click on a specific style option.
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2. Select Madify to bring up the Modify Style window.

@

AaBbCcl AaBbCc AaBbCcl AaBbCcl AaBbCcl
TMopmal | T Radv Tewt T lict Para T haSnac T Table Pa.. |=
Update Mormal to Match Selection

ssssao| As Modify.. )_e 5

Select All: (Mo Data)

Rename...

Remove from Style Gallery

Add Gallery to Quick Access Toolbar

3. Inthe Modify Style window, you can customize text formats and style.

Modify Style ? *
Properties

Mame: Mormal

Style type: Paragraph b

Style based on: [no style) v

Style for following paragraph: T Normal v
Formatting

Atkinson Hyperle¢w (12 » /| B T U Automatic w

= = = = - = = = = = =

Select Madify to bring up the Modify Style window.

Font: (Default] Atkinson Hyperlegible, 12 pt, Left

Line spacing: Multiple 1.15 i, Space

Before: 5 pt

After 10 pt, Widow/Orphan contral, 5tyle: Show in the Styles gallery
[] Add to the Styles gallery

@ COnly in this document O Mew documents based on this template

Format = Cancel

For more information, see Microsoft customize or create new style.

BODY/NORMAL STYLE
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Body/Normal styles are used for the rest of your document's content that are not headings and
subheadings. Typically, normal style is applied to paragraphs of text.

1. Highlight the desired area; in this case, we will highlight the rest of the document's
content that is not assigned with a heading or subheading.
2. Inthe Styles Pane Window select the Body Text or Normal style.

HEADINGS

Headings arrange contents in a hierarchical order. Heading structures need to follow an
ascending order, H1 — H6. For example, the document's title should be heading level 1, and
main sections should be level 2 and so forth. Proper heading structure allows assistive
technology users to navigate to different sections of a document quickly without having to read
the entire document.

e Heading 1: Title of document

e Heading 2: Main Section

e Heading 3: Subsection

e Heading 4 - 6: Can be used to further to separate different sections of the document.

Note: Avoid using the Title Style in substitution for H1 as it can get converted into H4 in PDF in
some cases.

EXAMPLE OF HEADING STRUCTURE:

Accessible Instructional Materials (AIM) Center
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@-\u.s. History
@American Revolution:

was an ideological and political revolution that occurred in British America between 1765 and 1791. The
Americans in the Thirteen Colonies formed independent states that defeated the British in the American
Revolutionary War (1775—1783), gaining independence from the British Crown and establishing

the United States as the first nation-state founded on Enlightenment principles of liberal democracy.

@ Thirteen Colonies:

known as the Thirteen British Colonies,[2] the Thirteen American Colonies,[3] were a group

of British colonies on the Atlantic coast of North America. Founded in the 17th and 18th centuries, they
began fighting the American Revolutionary War in April 1775 and formed the United States of

America by declaring full independence in July 1776. Just prior to declaring independence, the Thirteen
Colonies in their traditional groupings were: New England (New Hampshire; Massachusetts; Rhode
Island; Connecticut); Middle (New York; New lersey; Pennsylvania; Delaware); Southern

(Maryland; wirginia; North Carolina; South Carolina; and Georgia).

@ Civil Rights Era:

24 Amendment

the United States Constitution prohibits both Congress and the states from conditioning the right to
vote in federal elections on payment of a poll tax or other types of tax. The amendment was proposed
by Congress to the states on August 27, 1962 and was ratified by the states on January 23, 1564.

HEADING STRUCTURE: DO’S AND DON’TS

Do’s:
e Apply Styles to document headings.
e Follow hierarchical heading order (H1, H2, H3, and so on).
e Make level headings appear differently so visual users can distinguish the headings for
different sections.
e Use simple and accessible font style for headings.
Don'ts:

e Use Font decoration such as enlargement or bold text to make content look like
headings.

e Skipped heading level such as using Heading 3 after Heading 1.

e Use fancy font decoration.
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APPLY HEADINGS AND SUBHEADINGS STYLES TO YOUR DOCUMENT

1. Highlight the desired text that you would like to make into a heading.
2. Inthe Styles Pane window select the Heading 1 style to create a primary heading. You
can also select the pulldown menu right below the Styles Pane to access more options.

Search _

View Developer Help CommonLook Office Acrobat
AaBbCcD AaBbCcD AaBbceDe J A\ {):ndl ) (&
T Mormal Stylel Mo Spacing Heading1 |= e e Create and Share
I\ B Select~ Adobe PDF
b Styles ] Editing Adobe Acrol
More

Styles give your document a
consistent, polished look,

They also allow you to use the
Mavigation Pane and add a table of
contents.

If you don't like the lock of these
styles, check out the Design tab for
more cpticns.

LIST

Lists are used to format information sequentially without the use of characters such as plus
signs or asterisks. Always use Bullets or Numbering tools instead of other characters for listing
information.

BULLETED LIST VS NUMBERED LIST:

e Use numbered list for items that specify order.
=  Examples: timeline or set of instructions

e Use bulleted list where order is not important.
= Example: grocery or recipe list.

Note: Lists can be mixed such as using a bulleted list inside a numbered list, or vice versa.
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HOW TO CREATE A LIST:

1. Highlight the text you wish to format.
2. Make sure you are in the Home tab.
3. Inthe Paragraph panel, select the desired list type.

Bulleted list

File Home Insert Draw Design References Mailings
D Calibri (Body) “ 11~ = v | £= 3= ,«y
: | B I U~ab x ¥ A =~

Paste f ’ . 5 Styles
- ¥ A-2-A-ha- A A B -

Clipboard Font = Paragrdph ml Styles &

Numbered list

NAVIGATION PANE

The Navigation Pane is extremely important for ensuring your contents in the document is
tagged properly. This pane also allows you to view different headings and subheadings in the

document to ensure they are structured correctly.

To access the Navigation Window:

1. Select the “View” tab.

Check the option for “Navigation Pane.” Alternatively, you can navigate to the Review
tab. Select Check Accessibility menu dropdown and choose Navigation pane.
3. The Navigation Pane should appear on the left side panel, listing the headings as an

outline for the entire document.

File Home Insert Design Layout
lf_rﬂ [=] outline
_@ [=] Draft T <]”
Read | Print | Web Focus |mmersive
Mode |Layout| Layout Reader
Views Immersive

References Mailings Review View 1
II%I [] Ruler O\
| [ Gridlines
Vertical| Side Zoom
to Side ( Mavigation Pane

Page Movement Show

For more information, see Microsoft Support - Use the Navigation Pane.
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STRUCTURE BEST PRACTICES

e Use hierarchical heading levels providing correct H1, H2, H3, and so on.

e Avoid skipping heading levels.

e Use Styles to apply headings to the entire document.

e Use Lists to organize contents in sequential order.

e Use Navigation Pane to check for proper content structure in Word.
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FORMATTING

When designing documents, users often want to create empty spaces between paragraphs or
text within the document. However, most users create extra space using the "tab" or "return"
key will generate accessibility issues such that screen readers announce extra spaces as "blank."
When multiple extra spaces are present, screen reader users may assume that they have
reached the end of the document.

Instead of using the “tab” or “return” key to format document space, use Paragraph Settings.
This feature will allow you to create extra spaces between paragraphs, indentation, and line
spacing while maintaining the appearance of the document.

Tip: Enable the paragraph marks to show empty spaces and tabs in the document.

Design Layout References Mailings Review View Help ABBYY FineReader PDF 15 CommonLoo

T ETIEE AaBbCcDc | AaBbCc  AaBbCcDe [ [?1, r:oi_m k[,

=
7 T Marmal Body Text T No Spac... [ Editing | Create and Share Request Dict
> Adobe PDF  Signatures

(] Styles (] Adobe Acrobat Vo

show/hide paragraph marks

Formattingq

When-designing-documents, -avoid-creating-extra-space-using-the-"tab"-or-"return”-
key.-Extra-space-is-often-used-to-format the-content's-appearance-visually_-Screen-
readers-will-announce extra-spaces-as-"blank."-Whzn-multiple-extra-spaces-are-
present,-the-user-may-assume-that-they-have reached-the-document's-end |

Instead-of-using-the-“tab™-key to-format-document-space -use-“Paragraph”-or-‘line-
spacing.”-These-features-will-avoid-creating-extra-space-while-still-being-able-tc-format-
the-document’s-appearance Y

Tip:-Enable the paragraph tool-to-show-empty-spaces-in the document.y|

returns

SPACING AND INDENTATION
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Spacing and indentation can be used in Styles when creating headings and body/normal text or
it can be adjusted by using Paragraph Settings.

HOW TO MODIFY SPACING AND INDENTATION:

Select the desired text.

In the Home tab, select Line and Paragraph Spacing.

From the drop-down list, select Line Spacing Options...

From the Paragraph pop-up window, adjust the Spacing and Indentation accordingly.

P wnN e

Mailings Review Viey

File Insert Draw Design

Ifn Arial Black ~18  ~
] . I U~ a x, X B

Paste

- S| A £ A A A A

Clipboard n Font ] Paragraph 1.15

L 1.5

—

AaBbCcDe AaBbCcDe

L | Rl

Ty
Ty

Ln

4
L

3

=

Line Spacing Options... )

Remove Space Before Paragraph

A1 11

Remove Space After Paragraph

For more information, see Microsoft Support: Adjust indents and spacing.

TEXT DECORATION

FONT FORMATTING

Font format is use for visual presentation of the document. Once a style is added or modified, it
can be applied globally to the entire document. You may have different styles for various levels

13

Accessible Instructional Materials (AIM) Center
1250 Bellflower Blvd. AS-116 Long Beach, CA 90840 | 562.985.5401 | aimc@csulb.edu


https://support.microsoft.com/en-us/office/adjust-indents-and-spacing-36239d98-14c5-411e-a880-1ddf25d65cd6

CALIFORNIA STATE UNIVERSITY

Bob Murphy Access Center (BMAC)
Accessible Instructional Materials (AIM) Center

of heading, list structure, table or image caption, links, etc. Each style also comes with font size,
color, spacing, indentation, etc.

There are various options to explore in the Styles settings to customize your font style such as:

e Font

e Paragraph
e Tabs

e Border

e Language

e Frame

e Numbering
e Text Effects

Explore the listed options to format the font styles that fit your needs.

14
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Madify Style *
Properties
Name: Heading 2
Style type: Linked [paragraph and character) Pt
Style based on: 1 Normal e
Style for following paragraph: T Mormal A
Formatting
atkinson Hyperleg~| |22 ||| B I U |GG -
=B == B = = |1z 1= = ac
Eont... EXT SAMPLE TEXT SAMPLE TEXT
Paragraph... EXT SAMPLE TEXT SAMPLE TEXT
Tabs... EXT SAMPLE TEXT SAMPLE TEXT
Border... EXT SAMPLE TEXT SAMPLE TEXT
Language... ar: Accent 1, All caps, Expanded by 0.75 pt, Centered A
Frame... pee
Murmnbering... der. v
Shortcut key... [ ] sutomatically update
Text Effects... :J MNew documents based on this template
OK Cancel

HORIZONTAL LINE

Horizontal line is commonly used to separate headings from body text. Horizontal lines can be
added when modifying an existing style or creating a new style.

To create a horizontal line:

1. Right-click on a specific heading style from the Styles pane.
2. Select Modify.

3. From the Formatting pop-up window, select Format from the dropdown menu.

Accessible Instructional Materials (AIM) Center
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4. Choose Borders from the list.

Modify Style ? et
Properties
MName: Heading 1
Style type: Linked (paragraph and character) v
Style based on: T Mormal e
Style for following paragraph: T Mormal ~
Formatting

AtkinsonHyperleg B ~|||B T U ||

€= 3=

o
i 1h
3£
i 1h

Font...

. E TEXT SAMPLE TEXT
o.( ==——E TEXT SAMPLE TEXT

Language... ar Accent 1, All caps, Expanded by 0.75 pt, Centered, Space ~

Frame... den

Mumbering 1, 0.5 pt Line width), Style: Linked, Show in the Styles gallery, hd

Shortcut key... |:| Automatically update
) Mew documents based on this template

Text Effects...
o e

From the Borders and Shading window, select Custom option from the Borders tab.

Select a line style from the list.

Select color for the line style.

Select the width of the line.

In the Preview window, choose a diagram with an indication of the bottom horizontal

L 0 N oW

line.
10. To create line spacing between the horizontal line and the text, click on Options button.
11. Adjust the Top and Bottom option within the Border and Shading Options window.
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Borders and Shading ? et

Borders = Page Border Shading

Setting: Style:

Click on diagram below or
use buttons to apply borders

Hone

Shadow

Custom

aragraph B

Options...

Note: you can apply top, left, and right border to create a box border effect to the paragraph if
you wish to.

PAGE BORDERS

If you do not wish to apply border to paragraphs, instead, to apply border to a specific page or
the entire document:

1. Navigate to the Design tab.

17
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2. Select Page Borders.

References Mailings Feview View Developer Help CommonLook Office Acrobat
L [ A = Paragraph Spacing ~ 3 @
8t ':\j_f.ﬂcf.h"
= Colors Forts ‘Watenmark Page

" w bl Get as Default - Calar =

Diocument Formatting

Page Backgraund

w Bosders and Shading
idd or change the border aroy

ne p .1:'JI'
D

3. From the Borders and Shading context window, use the Apply to: dropdown list and
select an option.

Borders and Shading ? et

Borders Page Border  Shading

Setting: Style: Preview
L Click on diagram below or
Mone use buttons to apply borders
Box R
Shadow e
— W
j Color
3-D
- Automatic e
Width:
é Custom vipt — |
- Apply to:
Art: Whale document
(none) o ‘Whole document

This section

This section - First page only
This section - All except first page
[ (u] 4 |

LdnCEl
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FORMATTING BEST PRACTICES

e Use Line and Paragraph Spacing settings to add empty spaces between paragraphs.

e Avoid using “Return” key to create space between text.

e Use Indentation settings to add spaces at the beginning of text line.

e Avoid using “Tab” key to create indentation.

e Use Borders settings to create a horizontal line and text decoration.

e Use Page Borders functionality to create box border effects to specific page or entire
document.

e Avoid using Shapes to create borders as Word will recognize it as an image and will ask
for alternative text.

e Avoid manually entering underscores to create horizontal line effect.

19
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FONTS

Use simple and accessible fonts when formatting a Word document. Highly recommend using
built-in fonts within Microsoft Word as it can be access across platforms and operating systems.

ACCESSIBLE FONTS

Use Sans-Serif fonts such as Arial, Calibri, Verdana, Tahoma, Helvetica, etc.

Serif Sans-Serif

Abc Abc

Note: avoid using various types of fonts and overly decorative fonts within the same document

as it can affect individuals with cognitive disability.

For more information on accessible fonts, see Google's Introducing accessibility in typography.

FONT SIZE

Font size is extremely important for users with visual impairment. Ensure that the font size for
Normal/Body Style is 12 points or larger. Font size can be set within the Styles setting when
creating a style or modifying a style.

20
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Style based on: (no style)

Style for following paragraph: | 7 Mormal

Formatting
Atkinson Hyperleg B I U Automatic v

i
Il
-3
I Th

=

Il
I
I

Modify Style 7 X
Properties

Name: Normal

Style type Paragraph

Font size is extremely important for users with visual impairment. Ensure that the font size
for Normal/Body Style is 12 point and larger.

Font: [Default) Atkinson Hyperlegible, 12 pt, Left
Line spacing: Multiple 1.15 li, Space
Before: 5pt
After: 10 pt, Widow/Orphan control, Style: Show in the Styles gallery
Add to the Styles gallery

(®) Only in this document () New documents based on this template

Format = 0K Cancel
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LINKS

Link text should provide a clear description of the link destination, rather than only providing
the URL. There are many options when it comes to including a hyperlink in your document. You
can insert and attach a hyperlink with an email, an external document, and webpage.

Note: Avoid using “Place in This Document” when linking to a specific section within the
document. See Cross References for more information.

descriptive link text

Insert Hyperlink ? x
Link to: Text to display: | W3C Accessibility Standards Overview screenTip...
Look in: one w 0
Look D 5 £
Existing File
or'Web Page 033 Document Remediation Policies and Procedure DRAFT v1.docx Bookmark...
f:%rlzje:rt B@ Guide Template.dotx
E@ PDF Remediation Guide v1.docx Target Frame...
P|§CE in This Word DRAFT w1.d
Document Erowsed @ or Ve
Pages
E-mail Recent
Address Files
Address: hitps:/Sanw w3 org/ Wal/standards-guidelines/ ~

link URL (destination)

Links must have a descriptive link text that describes the intent or purpose of the link. For
example, avoid using “Click here” or “Read more.” Assistive technology users often navigate
through links to skim through the document, when they come across links descriptions like
“Click here,” they will not understand the purpose or the link’s destination. Instead, include the
webpage or document title as the link description. In addition, long URL addresses can be
cumbersome for assistive technology users to listen to.

22
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LINKS: DO’S AND DON’TS

Do’s:

o Use descriptive link text that describes the intention of the link.
e Good examples:

= CSULB Accessible Instructional Materials (AIM) Center

= \W3C Accessibility Standards Overview

Don’ts:

e Use ambiguous link text or long URL addresses.
e Bad examples:
= (Click here or read more
= https://www.w3.org/WAIl/standards-guidelines/

APPEARANCE OF LINKS

Links must be visually different from regular text. Links are often identified with underline and
color. Ensure that color should not be the only method to identify links and should be
accompanied by an underline or italics. Both these methods will help increase the document’s
readability by allowing the reader to identify links visually.

The Bob Murphy Access Center 5 a student support program within the Division of Student Affairs. Our mission is to
assist students with disabilities as they secure their university degrees at California State University, Long Beach. We
provide services to over 1,500 students each semester. Over 10,000 students with disabilities have graduated from

California State University, Long Beach with support from our program.

Figure 1 In the example above, there are no visual indicators for links. Visual readers will not
know that links are present within the paragraph of text.
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The Bob Murphy Access Center is a student support program within the Division of Student Affairs. Our mission is to

assist students with disabilities as they secure their university degrees at California State University, Long Beach. We

provide services to over 1,500 students each semester. Over 10,000 students with disabilities have graduated from

California State University, Long Beach with support from our program

Figure 2 In the example above, the links appear different from the surrounding text. The link
text contains a combination of color and underline. The combination of these indicators will

make the links apparent to visual readers.

HOW TO INSERT A LINK IN WORD:

1. Highlight the desired text
2. Inthe Insert tab, select Link. Alternatively, the user can right click and select Link from

.2,

ABBYY WineReader PDF

T E

the context menu.

Insert Draw Design Layout References Mailings Review View Help

@ I-_cf}_‘.hapesv T2 SmartArt Iﬁ'\ Hj"GetAdd-ins W [:j']@

% lcons [I]] Chart

Table Pictures - Reuse ) . Wikipedia Online
= = €7 3D Models ~ (! Screenshot ~ Eiles .:g:]MyAdd-lns Videos |__|3 Cross-reference
Tables Illustrations Reuse Files Add-ins Media Links

3. Inthe Insert Hyperlink pop-up window, enter in the Text to display.
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4. Inthe Address field, ensure that the complete URL is included, and the text corresponds
with the correct URL address. Click Ok to insert link.

Insert Hyperlink ? *
Link to: (Iex'tto display: ) ScreenTip..
r:l Look in: Review | |2 aal
Existing File
orWeb Page I35 Accessible Resources DRAFT.docx Bookmark...
(I::%rlzje:rt B@ Document Remediation Policies and Procedure DRAFT. docx
@ Microsoft PowerPoint Accessibility DRAFT.docx UE R AR R
Place in This £33 Microsoft Word Accessibility Guide DRAFT.docx
Document Browsed
Pages | Word DRAFT 1.docx
E-mail Regent
Address Files
Eddrgss: \__,J
0K Cancel

CROSS REFERENCES

Cross references are links within the document that are used to refer to another place in the
document. Cross references are inserted as fields, which ensure contents get updated
whenever there is a change. This is not to be confused with the Table of Contents which lists all

sections of the document.
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Ctrl+Click to follow link

may start to damage your hearing. There arg Other Sources of Loud Noises too. jLoud

noise above 120 dB can cause immediate haff

Table I The length of time we can safely be exposed to the
OCCUr.

Other Sources of Loud Noises

cause hearing loss.

1. Everyday Activities

e sounds before permanent domage is likely to

Noise How long can you listen without
Source protection?

Jet take off 0 minutes

Ambulance siren 09 Less than 2 minutes

Eg{l ’::1“9""' music player a 106 3.75 minutes

Pop/Rock concert 103 7.5 minutes

Riding a motorcycl: oF 30 minutes

Using an electric 94 1 hour

In addition to those in the table above, here are other sources of loud noise that can

HOW TO ADD CROSS-REFERENCE

1. Navigate to the Reference tab.
2. Select Cross-reference.

References Mailings Review View

ﬁ @ o) [E Manage Sources
V4

[/style: APA v
Search Researcher Insert o ty
Citation v L3 Bibliography

Research Citations & Bibliography

Accessible Instructional Materials (AIM) Center

Developer Help

B Insert Table of Figures

Insert D

Caption |._E| Cross-reference

Captions
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3. Choose the heading that you want to reference to.

Cross-reference ? X
Reference type: Insert reference to:

[T I - Heading tet v
Insert as hyperlink Include above/below

Separate numbers with

For which heading:

CommonlLook Office Training Guide A

Table of Content
Accessibility Checker
Topic 1: Getting Started with CommonLook Office

CommonLook Office Preferences Setting:
Topic 2: Basic Accessibility (Word and PowerPoint)
Fonts
Font Substitution
Text Alignment
Spacing and Formatting
Reading order
Word ©

Insert Cancel

4. Select Insert to add cross-reference link.

5. Format the link style so it can be easily recognized.

SPECIAL CASES

LINKING PHONE NUMBERS AND EMAIL ADDRESSES:

It is highly recommended to use both descriptive link text followed by actual email or phone
number, allowing users to save this information for future reference.

Example of email address: AIM Center (aimc@csulb.edu)

Example of phone number: BMAC Main Office (562-985-5401)

LINKS ON PRINT DOCUMENTS:

If the document is available digitally and as a physical copy, it is preferred to include a
descriptive link text followed by the full URL address of the link.

Example: CSULB College of Business [https://www.csulb.edu/college-of-business]

LINKS FOR FILE DOCUMENT TO DOWNLOAD:

If the link is direct to open or download a document like PDF, include the title as the link text
followed by the file type.

Accessible Instructional Materials (AIM) Center
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Example: 2022-2023 CSULB Academic Calendar (PDF)

Accessible Instructional Materials (AIM) Center
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ALTERNATIVE TEXT AND IMAGES

Alternative text also known as “alt text” is a brief 8 to 120-character description describing the
elements of the image or what the image is conveying. Assistive technology relies on
alternative text to describe the image to the reader. In situations where the image is not
available to the reader, perhaps because they have turned off images in their web browser or
are using a screen reader due to a visual impairment, the alternative text ensures that no
information or functionality is lost. The content creator is the best person to determine the
alternative text for an image. Context is important when determining the alternative text; it will
let you know if the alternative text is too descriptive or not descriptive enough.

Note: Images must be placed “In Line with Text” to ensure logical reading order.

HOW TO ADD ALTERNATIVE TEXT:

1. Select the desired object.
2. Navigate to the Picture Format tab and select Alt Text. Alternatively, you can right click
on the image to bring up the Context Menu and select Edit Alt Text.

CommonlLgok Office Acrobat Picture Format
der ~ i <=—'I:'A“9” v

Position Wrap
- Text ~ [ Selection Pane Z1Rotate ~

M= Accessibility Arrange
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3. Enter the alternative text for the image in the entry field.

Alt Text v X

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

- The subject(s) in detail

- The setting

- The actions or interactions

- Other relevant information

(1-2 detailed sentences recommende,

Generate alt text for me

[] Mark as decorative 0]

DECORATIVE IMAGES

Decorative images are images that present no important content to the context of your
document. They are purely aesthetic. If you have images in your document that serve visual
purposes and do not provide any information (clip art, banners, background images, etc.), mark
them as decorative.

HOW TO MARK IMAGES AS DECORATIVE:

1. Select the desired object.
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2. Navigate to the Picture Format tab and select Alt Text. Alternatively, you can right click
on the image to bring up the Context Menu and select Edit Alt Text.

CommonlLgok Office Acrobat ' Picture Format '

der ~ i |<=—'I:'A“9” ¥

chs —

aut ~ Puszclu:un _?lr:pv E'E‘ Selection Pane CARotate ~
Ia | Accessibility Arrange

3. Select the “Mark as decorative” checkbox in the Alt Text pane that opens on the right-
hand side.

Alt Text v X

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

- The subject(s) in detail

- The setting

- The actions or interactions

- Other relevant information

(1-2 detailed sentences recommended)

ark as decorative|.l)

IMAGES OF TEXT

Images of text display text as an image. It is highly recommended using actual text rather than
image of text. Actual text is much more flexible in comparison to images of text that it can be
resized without losing clarity and enable users to customize things like color and contrast based
on user’s preferences. Image of text is best use as logo when the visual presentation is
essential.
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Alternative text for images of text should reflect the text within the image. If the image contains
more than 120 characters, consider including the text elsewhere within the document.

Alt Text MRS

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

- The subject(s) in detail

- The setting

CALTFORN 1534 - The actions or interactions

- Other relevant information

E O (1-2 detailed sentences recommended)

California State University Long Beach
Loge.

COMPLEX IMAGES

Complex images are images that convey substantial information and require over a 120-
character description, such as graphs and charts. Figure captions can be used in addition to alt
text and are placed above or below the image. Contrary to alt text, there is no character limit
for figure captions.

Note: an image that has a figure caption also needs to include alternative text since alternative
text is required for all images. Ensure that alternative text does not repeat exactly what is
already stated in the figure caption.

Tip: Alternative text for complex images can briefly describe the image and reference to read
more in the figure caption. If the description of the figure caption is too long, provide an
external link to the source for reference.

HOW TO ADD FIGURE CAPTIONS:

1. Select the desired object.
2. Right click to bring up the context menu and select Insert Caption.
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Save as Picture...

Insert Caption...

4

v Nt

2

Wrap Text

Edit Alt Text...

Size and Position...

& I 6

Format Picture...

3. Inthe Caption pop-up window. Enter the description for figure caption.

Caption ? x
Caption:

Figure 1

Label: Figure e

RG] Bl Below selected item =
|:| Exclude label from caption

MNew Label... Delete Label MNumbering...
AutoCaption... OK Cancel

ALTERNATIVE TEXT BEST PRACTICES

e Avoid using phrases such as “image of” or “photo of” for alt text because screen reader

will repeat this information.

e Avoid using images of text due to low image quality when resized.

e The “Alt Text” tool does not have spell check, please ensure that the alt text is spelled

correctly.

e Avoid using the “generate a description for me” feature because the alternative text

may not always be accurate.

e Decorative images that do not convey any meaning do not require alternative text and

should be mark as decorative.

e [f the alternative text is too long, consider using figure caption to provide descriptive

information for complex images.

Accessible Instructional Materials (AIM) Center
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e [f the type of image is important such as water painting or pencil drawing, include it in
the alt text.

e Avoid using screenshots or images of lists, tables, or similar contents as alt text can be
very long and content structure is not available for screen reader users.
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TABLE OF CONTENTS

Create a table of contents for long documents to help readers navigate through the document.
Much like headings, the table of contents gives users an overview of the document and allows
them to navigate to specific sections.

Tip: Structure the headings in your document first; headings are used to generate the table of
contents

HOW TO ADD TABLE OF CONTENTS

1. Navigate to the “References” tab.
2. Select the “Table of Contents” table.
3. Choose a template from the dropdown menu or customize your own table of contents.

File Home Insert Draw Design Layout References Mailings
—
‘@AddT&xtv ab] E‘]InsertEndnote |I_t:
| K . Sy
e_ Table of EIUpdateTable Insert <& izilesinge Inse
eontemsj Footnote =] itatic
Built-In esearch Ci
Automatic Table 1
CONTENTS
HEADING 1 1
Automatic Table 2
TABLE OF CONTENTS
HEADING 1 1
Manual Table
TABLE OF CONTENTS
TYPE CHAPTER TITLE [LEVEL 1tvvcvaovnsenasissssmsmssssssmasassomassess s s 1
@ More Tables of Contents from Office.com >
o—( Custom Table of Contents... )
Ei?& Bemove Table of Contents
[L

If you choose Custom Table of Contents..., you can modify the heading level that are included
in the Table of Contents.

35
Accessible Instructional Materials (AIM) Center
1250 Bellflower Blvd. AS-116 Long Beach, CA 90840 | 562.985.5401 | aimc@csulb.edu



CALIFORNIA STATE UNIVERSITY

Bob Murphy Access Center (BMAC)

Accessible Instructional Materials (AIM) Center

To eliminate Heading 1 from appearing in the table of contents, select Options... and delete the
number 1 from the Available styles.

Index = Table of Contents = Table of Figures

Print Preview W
~
Heading 2......coomemmrieiemecmmne s 3 H
Heading 3. LY
Y]
ghow page numbers E
Right align page numbers
Tab leader | ... v

General

Formats: From template ~

Table of Contents Options

Build table of contents from:
Styles
Available styles:
Caption
Comment Subject
Comment Text
Heading 1
¥ Heading 2
¥ Heading 3
Outline levels
[ Table entry fields

Reset

TOC [evel:

I

()

S
QK

Cancel
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DATA TABLE

TABLES

Data tables are used to present relationships between the data cells in a grid or tabular format.

Data tables must have column/rows headers to be accessible.

column headers

Student name Major College

John Smit Biology College of Matural Science
Bob lohnson Sociology College of Liberal Arts
David Williams | Finance College of Business

LAYOUT TABLE

Layout tables do not present any associations between the cells and are not format with

columns headers, they are typically used to organize visual information. Avoid using layout

tables as they are inaccessible and do not provide meaningful order of the content.

Push

The

Button

To

Activate

Figure 3 Visual users will read the table as “Push The Button To Activate”, however, if not

linearized properly, the screen reader will read it as “Push Activate The To Button.” In many

cases, the linearized reading order and visual reading order may not be the same, thus, making

it difficult for screen reader users to understand the contents within layout table.

Accessible Instructional Materials (AIM) Center
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To learn more about the differences between data and layout tables, see WebAIM Creating
Accessible Tables.

HOW TO CREATE ACCESSIBLE TABLES:

There is only one proper way to create a table in Microsoft Word. Follow these simple steps to
create an accessible table:

Navigate to the Insert tab.
Select the Table functionality.
Choose the number of rows and columns for your table.

File Home Design La

Iz . 3
() Shapes

tg lcons [}

Pictures i
~ ED3DModels ~ &

Insert Table e

I I |
: I | | |
. I | | | | O
: I | | |
N I | | | | O

- \0ooo0ooooo

E Insert Table...

o

4. Ensure that the Header Row (column headers) check box is checked.

File Home Insert Draw

Header Row First Colurmn
[] Total Row [ Last Column
Banded Rows [ | Banded Columns

Table Style Options

5. Highlight the first row of the table.
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6. Navigate to the Layout tab, select Repeat Header Rows.

Acrobat Table Design
0o s [ |4

HEE
- Text Cell Sort Repeat
) E E E Direction Margins eader Rows
l= Alignment Data

Note: Repeat Header Rows enable the column headers to repeat across multiple pages in case
you are dealing an awfully long table. If you change column header on the first page, the
headers change on other pages.

TABLES BEST PRACTICES

e Have clear and understandable column or row headers (week, due date, grades,
topic, etc.)

e Use Repeat Header Rows for tables that span more than one page.

e Use data table to present tabular information.

e Use asimple table with single-level header.

e Avoid merging cells.

e Avoid merging multiple tables together.

e Avoid layout tables.

e Avoid low contrast cell colors.

e If atable has an empty cell, indicate that there is no data such as N/A or Not Applicable.

e Ensure that the table borders are visible.

e Avoid adding table title (known as a caption) in a table cell. Caption should be placed
before or after the table.

e Avoid using vertical text as it is can be difficult to read.

e Avoid breaking contents of the same row to another page as it can be difficult to
navigate for contents.

To read more about accessible tables, see CSUN Web Accessibility Criteria: Tables.

COLOR CONTRAST
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Color is often used to make documents visually appealing and attract the reader’s attention.
Color contrast is related to the relationship between colors and their perceived visibility. In the
context of accessibility, it is advised that the content creator use high contrast color
combinations to avoid any potential issues with reading/visibility.

Color contrast should meet the minimum Level AA standard and maintain at least a color
contrast ratio of 4.5:1. There are different accessibility software and programs, such as the
WebAIM Contrast Checker, to check for color accessibility.

For example, black print on white paper or white print on black paper are high contrast color
combinations. Students who are color blind can potentially have issues with low contrast color
combinations.

COLOR TO CONVEY INFORMATION

Color should not be the only method to convey information. Readers that cannot perceive color
will be unable to understand the context or representation of the color. Instead, in combination
with color, use different objects such as shapes to differentiate between content.

EXAMPLE OF COLOR INFORMATION:

How many orange triangles are there? How many crange triangles are there?

Figure 4 The image on the left shows the color version to demonstrate how readers perceive
color will view the image. They will be able to find the number of orange triangles. The image
on the right shows how people cannot perceive color will view the image. They will be unable
to find the number of orange triangle as they all appear the same.
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How many triangles are there?

AR A
*@®

Figure 5 This image asks, "how many triangles are there?" This question does not rely on

sensory characteristics such as color to understand its context.

COLOR CONTRAST BEST PRACTICES

e Avoid using light orange, red, and green against a white background in your template
and text.

e Use texture or label in graphs, instead of color, to highlight points of interest.

e Circle to highlight information, rather than relying on color.

e Keep the overall contrast in your presentation high. In other words, avoid using
light colored text against light backgrounds, and dark colored text against dark
backgrounds.

e WebAIM Contrast Checker and Colour Contrast Analyser are free software that

checks contrast accessibility for background and foreground colors using WCAG 2.1
standards.
e Color Safe develops accessible color palettes.
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FORMS

Prior to creating a form, users should outline what kind of questions will be asked and the type
of answers that are expected whether the users are going to interact with check boxes, text
field, radio buttons, etc. Questions and labels for any kind of form field should be simple and
understandable.

Depending on the needs of the content creator, forms can either be completed in Microsoft
Word or Adobe Acrobat Pro for PDF. There are two different form functionalities in Word that
you can generate:

e Content Controls: use to generate and complete the form in Microsoft Word and can be
post online as a completed PDF.

e Legacy Form: use to complete the form in Adobe Acrobat Pro (PDF) and can be post
online as a downloadable template.

Note: In order to convert fillable form fields from Microsoft Word to PDF, you must have
CommonLook Office installed on your machine. Using “Save As PDF” or “Adobe PDFMaker” will
flatten out the form fields, as a result, the document will be saved and show as regular text
without the associated fillable form fields.

PLACEMENT OF TEXT LABELS

The placement of label is not required by standard but as recommended:

e Labels are placed to the left of the text field and drop downs.
e Labels are placed to the right of check boxes.

ADD DEVELOPER TAB

Developer tab allows users to add fillable form fields within Microsoft Word documents.

If you do not have the Developer ribbon already added in Microsoft Word:
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1. Navigate to File menu.
' File ' Home Insert Draw Design Layout References Mailings F
P R
Iflj Atkinson Hyperle ~ 12~ A" A" Aa~ B | —  [= - - —
[
Paste B I U~ ab x X ﬂv 2. A .
. <% 2 —
My B

Font

Clipboard Tu

2. Select Options.

3. Select Customize Ribbon.
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4. Under the Main Tabs for Customize the Ribbon, check box the Developer option.

Word Options ?
General . .
q:-"[gl Customize the Ribbon and keyboard shortcuts.
Display - -
) Choose commands from: L Customize the Ribbon: 'L
Proofing -
| Popular Commands - | Main Tabs - |
Save
Language E\h}ﬁccept Revision E > Styles [«]
Add Tabl 3 > Editin
Accessibility = e e J
= Align Left > Adobe Acrobat
Advanced *=Bullets » # Voice
= = Center > Sensitivity
Customize Ribbon ‘—EChange List Level 5 > Editor
Quick Access Toolbar E@CDpy » Reuse Files ]
J Cut > [ Insert
Add-ins )
Define Mew Number Farmat... > Draw
Trust Center >l§:|DE|EtE [Delete Camment] N > [ Design
DrawTabIe > B Layout EI
Dra\-\f‘u‘emcaIText Box > [ References
/OE_”‘;" > B Mailings E
in
> [ Revi
C1Fit to Window Width e
Font > B View
ﬁFont Color |’ > [ Developer ]
AFDnt Settings Add-ins
Font Size > B Help
abi Footnote > B CommonlLook Office
<¥Farmat Painter > B Acrobat -
A Grow Font [Increase Font Size] —
'ltjlnsert Comment E | MNew Tab | | New Group | | Rename.. |
= : Customizations: ﬂ
| 0K | | Cancel

CONTROL CONTENTS

As mentioned previously, Controls Contents are used with the purpose of creating form fields
for users to fill out in Microsoft Word only.

Note: Restrict Editing is highly recommended to use when a fillable form in Microsoft Word is
created by limiting users from editing and formatting specific contents of the document. See
Microsoft Support: protect document using Restrict Editing for more information.

LOCATING CONTROL CONTENTS IN MICROSOFT WORD
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1. Navigate to the Developer tab.
2. Inthe Controls pane, select to add a control content form field.

References Mailings Review View Developer Help
Aa Aa B T3] [N Design Mode E p [E‘_
== o e N O]
‘ . AML Mapping Block Restrict
| E‘{f = = Pane Authors ~ Editing
' Controls Mapping Protect

To create fillable forms in Microsoft Word, See Microsoft Support: Create forms that users

complete or print in Word.

LEGACY TOOLS

As mentioned previously, Legacy Forms make fillable form fields to be completed in Adobe
Acrobat Pro (PDF). To convert fillable form fields from Microsoft Word to PDF, content creators
must have CommonLook Office installed on their local machine. If you do not have a license for
Commonlook Office, fillable form fields can be generated within Adobe Acrobat Pro (PDF).

Learn how to make fillable form fields in Acrobat, see UA Technology PDF Accessibility with
Adobe Acrobat Pro DC Forms Training video.

LOCATING LEGACY FORMS IN MICROSOFT WORD

1. Navigate to the Developer tab.
2. Inthe Controls pane, select to expand the Legacy Tools to add Legacy Forms.
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References Mailings Review

Aa Aa 5[N] Design Mode
EfE[ ]
G) =
Legacy Forms
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ActiveX Controls

D& A © 635
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View

=

XML Mapping

Fane

Mapping

Developer Help

S La

Block  Restrict
Authors ~ Editing

Protect

Use Legacy Forms to generate form fields in Word such as text fields, check boxes, and

dropdowns.

Note: ActiveX Controls forms are way more complex to use and require the use of JavaScript,

which is more technical and can produce accessibility issues.

FIELD PROPERTIES

To open the field properties options:

1. Select a form field in the document.
2. Navigate to the Developer Tab.
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3. Select Properties.

es Mailings Review View

B 5 -

Controls

Aa Aa B BB M Design Mode

55 e ()

Developer Help CommonLook Office Acrobat

Q0| &

XML Mapping Block Restrict | Document
Pane Authors ~ Editing Template

Mapping Protect Templates

Text Form Field Options

Text form field

Type: Default text:
Regular text ~

Maximum length: Text format:
Unlimited 3

Run macro on
Entry: Exit:

Field settings
Bookmark:
Text1

Fill-in epabled
| Calculate on exit

TEXT FIELD PROPERTIES

In the Text Form Field Option, there are various options to customize such as:

e Type: choose a particular text format. If you want to restrict user inputs to only numbers

or characters only, select a corresponding type.

e Default text: provide the text before the user fills out the form. This is not
recommended as users will mistakenly think that the field is already filled out and
possibly skip the question. Do not use Default text as label.

e Maximum length: the maximum number of characters that can be inputted.

e Text format: specific format that will be taken as inputs.
e Add Help Text to include tooltips for the input field.

CHECK BOX PROPERTIES
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Select “Auto” for Check box size and “Not checked” for Default value.

Check Box Form Field Options ? x

Check box size

() Ewactly: |10pt =5
Default value

(® Mot checked
() Checked

Run macro on
Entry: Exit:

Field settings
Bookmark: |Checkl

Check box enabled
|:| Calculate on exit

| Add Help Text... | Cancel

When adding help text (tooltips), indicate the question/label before listing out the choices.
Include how many choices of checkboxes there are related to a particular question. You also
don’t have to repeat the question being asked for the remaining checkboxes if the 1st checkbox
tooltip is already provided.

Example tooltips for checkboxes:
15t checkbox: “Choose the hobbies you enjoy from the following. 1 of 6: Working in the yard.”
2" checkbox: “2 of 6: Exercise.”

The rest of the tooltips can be auto generated using CommonLook Office (if applicable).
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Check Boxes

What hobbies do you enjoy? Pick from the following:
@ Working in the vard [_| Exercise [_] Playing sports

[[] Reading [] Cooking [[] Other:

DROP-DOWN PROPERTIES

Add Drop-down item to the Items in drop-down list.

Provide the question and indicate that this is a dropdown with a list of options for tooltip.

Drop-Down Form Field Options ? X
Drop-down item: Items in drop-down list:
Yes 7
No
Add Shared Custod Move
v
Remove

Run macro on
Entry: Exit:

Field settings
Bookmark: Dropdown1

Drop-down enabled
[] calculate on exit

Add Help Text... Cancel

Example tooltips for drop-down list:

“Do you have any pets? Choose from the list of options.”

Drop-Downs

Do vou have any pets? |
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HELP TEXT/ TOOLTIPS

Tooltips allow screen readers to convey information that is being asked in the form for users to

fill out the appropriate response.

Note: the screen reader will only read the Tooltips and not the label text in Focus mode,

therefore, be descriptive as possible when providing tooltips. For example, if a field is required,

indicate that it is required.

f
Form Field Help Text
Text form field

Type: Status Bar  Help Key (F1)

Regular text .D Mone

Maximum length: | (™ aupoText entry: | Blank

Unlimited
nimite (®) Type your own:

Run macro on Required, First Mame

Entry:

Field settings
EBookmark:
Textl

Fill-in enabled oK
[ calculate on ex..

Add Help Text... oK

Cancel

Cancel
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ACCESSIBILITY CHECKER

Just as the spelling checker tells you about spelling errors, Accessibility Checker in Word and
PowerPoint tells you about accessibility issues in your document file, so you can fix these issues
to ensure someone with a disability can read and access your content.

Please note that the Accessibility Checker does not ensure 100% accessibility. However, it is a
great tool for reviewing your document for errors you could have missed.

Follow these steps to utilize the Accessibility Checker:

1. Navigate to the Review tab.
2. Select Check Accessibility. Alternatively, you can locate the Accessibility Checker on the
bottom left of the document next to the word count.

File Home Insert Draw Design Layout References Mailings' Review ".’iew Help  ABBYY FineReader PDF 15 Com

/& Bmeans | N) B @ pl Ba B R e

i — Language | Comments | Trackin i Protect i
Editor ==, Word Count .Flead guag g | Accept - Compare Hide
Aloud " “’ M - =3 V “’ Ink ~

Proofing Speech Accessibility Changes Compare Ink

3. The Accessibility Inspection pane will pull up on the right-hand side.
4. Follow the checker and make the proposed changes to ensure accessibility of your
document.
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Accessibility vooX

Inspection Results
Errors
> Missing alternative text (52)
¥ Image or object not inline (35)
Warnings
¥ Hard-to-read text contrast (2)
Intelligent Services

» Suggested alternative text (1)

SAVING WORD DOCS INTO ACCESSIBLE PDFS

The most accessible conversion from Microsoft Word into PDF is using the PDFMaker plugin or
Save as Adobe (PDF). To ensure that Microsoft Word is converting into accessible PDF:

1. Navigate to the Acrobat Tab.
Select Preferences.
From the Acrobat PDFMaker menu pop-up, check box “Enable Accessibility and Reflow
with tagged Adobe PDF.”
Hit Ok to save preference settings.

5. After you have set the preferences, select Create PDF in the same tab, and save the file
to your local computer.
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File Home Insert Draw Design | Layout Reference Mailings Review View Help ABBYY Fin Commonl § Acrobat
- | ¢ [ = -y
Createf Preferences Create  Mail Create and Acrabat Create PDF and
PDF and Share Merge | Send For Review Comments ~ Run Action ~
Create Adobe PDF Create and Share Review And Comment Create and Run Action
5 . [
7L Acrobat PDFMaker X I I
Settings  Security Word  Bookmarks
POFMaker Settings
Conversion Settings: | Standard A
Use these settings to create high quality Adobe POF documents suitable for a ~
delightful wiewing experience and printing of business documents. Created POF v
View Adobe PDF result
Prompt for Adobe POF file name
] Convert Document Information Advanced Settings ..
POF/A Compliance: | None ~
Application Settings
[ Attach source file
Create Bookmarks
Add Links
Enable Accessibilty and Reflow with tagged Adobe PDF )
|| Enable aavanced tagging
PDFs:
Copyright © 15984-2022 Adobe and its licensors. Al Rights Reserved. Adobe, the Adobe PDFE”
"‘ Adobe logo, Acrobat, the Adobe PDF logo and Post Script are either registered
trademarks or trademarks of Adobe in the United States and/or other countries. All
Adobe other trademarks are the property of their respective owners.
ou want to generate PDF
Restore Defaults Cancel \C

Note: Avoid saving documents using Print to PDF as the it removes the tag structure, making
the document inaccessible.

If you do not have Acrobat Plugin in Microsoft Word, save the document as PDF on your local
computer by:

1. Navigate to the File menu.
2. Select Save As.
3. Save the document as PDF.
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4. Select the Options... menu.

File name: ‘ Testing
Save as type: PDF

Author

T

Tags: Add atag Title: Add a title

Optimize for: (@) Standard (publishing

Options...
online and printing)

[ ]Open f

S ) ublishing
(O Minimum size

(publishing online)

5. Inthe Options window, ensure that Document structure tags for accessibility is checked
and press OK to save the document.

Options ? X

Page range

O Current page
Selection

OPage(s) From: |4 To: |[q

4 M
4| M

Publish what
@ Document
Document showing markup
Include non-printing information

D Create bookmarks using:
Headings
Word bookmarks

Document structure tags for accessibility )

PDF options
[ ] PDFsA compliant
[] Optimize for image guality
Bitmap text when fonts may not be embedded

L] Encrypt the document with a password

OK Cancel
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ACCESSIBILITY LAWS

SECTION 504 AND THE AMERICANS WITH DISABILITIES
ACT OF 1990:

Section 504 of the Rehabilitation Act of 1973 created and extended civil rights to people with
disabilities. Section 504 has provided opportunities for children and adults with disabilities in
education, employment, and various other settings. It allows for reasonable accommodation
such as special study areas and assistance as necessary for each student in Federal agencies.
Section 504 laws were then extended through the Americans with Disabilities Act of 1990 and
the ADA Amendments Act of 2008 (ADAAA) which broadened the definition of “disability” to
cover both individuals with physical and mental disabilities.

SECTION 508

This amendment to Section 504 and the Americans with Disabilities Act of 1990 was enacted in
1998 to eliminate barriers in information technology, to make available new opportunities for
people with disabilities, and to encourage development of technologies that will help achieve
these goals. The law applies to all Federal agencies when they develop, procure, maintain, or
use electronic and information technology. Under Section 508, agencies must give employees
and members of the public with disabilities access to information comparable to that available
to others. California Government Code Section 11135-11139.8 requires all agencies that receive
state money to comply with Section 508, and Executive Order Number 926 requires all CSU
campuses to comply with Section 508.

ACCESSIBLE TECHNOLOGY INITIATIVE (ATI)

Effective on January 1st, 2005, Chancellor Charles B. Reed enacted CSU Executive Order 926,
“The CSU Board of Trustees Policy on Disability Support and

Accommodations.” The intent of the Accessible Technology Initiative is to make information
technology resources and services accessible to all students, employees, and guests regardless
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of disability. CSULB is committed to this initiative by maintaining consistent accessibility and
promoting assistive technology to students, administrators, and faculty campus wide.

THIS ISN’T JUST THE LAW

This is your chance to assist this longstanding and respected institution of learning to better
serve the public with only the greatest intentions of educational and moral outcomes for the
success of others.

RECAP AND FURTHER RECOMMENDATIONS:

e Assign Styles to text to build document structure.

e Use heading, subheading, and body styles to create hierarchy in your document.

e Make sure all headings are in correct order (Heading 1, Heading 2, Heading 3, etc.)

e Always use the “Bullets” or “Numbering” tools to format lists.

e Use simple language and font style.

e Use simple table structures with proper table headers.

e Create proper table of contents for long documents.

e Avoid using low contrast colors (pale or gray colors against white paper).

e Assign descriptive alternative text to your images. If an image is decorative, mark it as
decorative.

e Label hyperlinks with simple, but accurate descriptions.

e Use Content Controls to generate form fields to be completed in Microsoft Word.

e Use Legacy Forms to generate form fields to be completed in PDF.

e Ensure all tooltips and labels are included for every form fields.

e Avoid using repeated blank [spacebar or return] characters (they will read as “blank”
repeatedly by screen readers). Instead, use spacing and indentation settings to create

blank spaces.
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e Avoid image watermarks (they may not be understood by people with visual or
cognitive disabilities).

e Run the accessibility checker to make sure you have made all appropriate changes
to ensure accessibility is met.

e Avoid Print to PDF to convert Word document to PDF, instead Save as PDF with

accessibility option checked.

RESOURCES

e An Introduction to Accessibility — Digital.gov

e Tutorials | Web Accessibility Initiative (WAI) | W3C

e Dos and Don’ts on Designing for Accessibility

e Harvard University: Designing for Readability

e Microsoft: Make Your Word Documents Accessible to People with Disabilities

e WebAim: Alternative Text

e WebAim: Creating Accessible Documents

e WebAim: Links and Hypertext

e Microsoft Support: Create forms that users complete or print in Word

e WebAIM Converting Document to PDF

e CSULB: ATl Document Accessibility

e AIM Center: Accessibility Resources

e AIM Center Microsoft Word Accessibility Training Videos

e UA Technology Accessible Word Document Training Video

e Section 508 Create Accessible Documents Trainings

e Americans with Disabilities Act Government Homepage

e Section 504 Government Homepage

e Section 508 Government Homepage
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https://accessibility.huit.harvard.edu/design-readability
https://support.microsoft.com/en-ie/office/make-your-word-documents-accessible-to-people-with-disabilities-d9bf3683-87ac-47ea-b91a-78dcacb3c66d
https://webaim.org/techniques/alttext/
https://webaim.org/techniques/word/
https://webaim.org/techniques/hypertext/
https://support.microsoft.com/en-us/office/create-forms-that-users-complete-or-print-in-word-040c5cc1-e309-445b-94ac-542f732c8c8b
https://webaim.org/techniques/acrobat/converting#save
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https://www.csulb.edu/student-affairs/accessible-instructional-materials-center/accessibility-resources
https://www.youtube.com/playlist?list=PLELSqs1L9DEDdfJi67k5CNbnFan1WVxAb
https://www.youtube.com/watch?v=lWRaw7krQug
https://www.section508.gov/create/documents/
https://www.ada.gov/
https://www2.ed.gov/about/offices/list/ocr/504faq.html
https://www.section508.gov/
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e FE0-926 / Accessible Technology Initiative Statement
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