SEATTLE

Creating Accessible Documents
for the Web



What is web accessibility?

* Ensuring that all users — including users with
disabilities — can access and navigate ALL of
your web content, including files

— Screen readers, Braille devices and other assistive
technologies

— Visual enhancements
— Keyboard-only or voice-controlled navigation
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Why 1s accessibility important?

e We cannot and should not exclude users with
disabilities
— Part of our mission, and our commitment to diversity
and inclusion

— Not good for business, not serving our stakeholders as
well

* Web accessibility benefits all users, not just
people with disabilities
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Presentation Notes
A commitment to web accessibility is fully in line with our university’s commitment to diversity and inclusion, and consistent with our mission for creating leaders for a just and humane world.

It’s better our business as a university. People with disabilities are a significant portion of the population. If we are excluding people with disabilities from accessing all of the information and full experience of our website (which is the number one tool for marketing and communication at the university) then we are not serving all of our stakeholders – current and prospective students, parents & families, current and prospective faculty and staff, alumni, community members, donors, etc. -- as well as we can, and we could be losing out on prospective students.

So it’s the right thing to do, and it’s the law. We can’t think about web accessibility as an add-on that only benefits people with disabilities, it benefits all users and should be a part of our normal business practices.

You will hear the same thing from our colleagues in Disability Services, and the Center for Digital Learning and Innovation about your Canvas courses, and other online and multimedia teaching materials, and they are great resources as well.


Accessibility is a legal requirement

* Seattle U is required by federal law to meet
minimum web accessibility standards

* Beginning in 2020, all new files on our
website must be accessible
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Presentation Notes
Legal requirement per an agreement with the Federal Government, Office of Civil Rights – the Web Communications Manager is registered with federal government as the university’s Accessibility Auditor working closely with University Counsel’s office to ensure compliance


Some ways to Increase accessibility

* Use plain language e Post accessible files

* Use proper heading  Use links appropriately
structure e Use tables

* Use ‘alt’ descriptions for appropriately
Images

e Mindful use of color

* Provide transcripts or and contrast

captions for video/audio

For more information, see the Accessibility page on the Web Team's website
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Presentation Notes
On your web pages, AND on files linked to from your website

https://www.seattleu.edu/web/content/accessibility

When 1s a separate document
appropriate for web?

* Does it need to maintain a specific visual
format?

* |s the document designed to be printed?

* Internal business process that requires a
specific file format?
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Presentation Notes
Does this actually need to be a separate document/file? Do you NEED this to be a Word document or PDF, or can it just be a regular web page?


Accessible Microsoft Documents

* Resources:

— Rules for Accessibility Checker

— Make your Word documents accessible

— Make your PowerPoint presentations accessible

— Make your Excel documents accessible
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https://support.office.com/en-us/article/Rules-for-the-Accessibility-Checker-651e08f2-0fc3-4e10-aaca-74b4a67101c1
https://support.office.com/en-us/article/make-your-word-documents-accessible-to-people-with-disabilities-d9bf3683-87ac-47ea-b91a-78dcacb3c66d?ui=en-US&rs=en-US&ad=US
https://support.office.com/en-us/article/make-your-powerpoint-presentations-accessible-to-people-with-disabilities-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25#picktab=windows
https://support.office.com/en-us/article/make-your-excel-documents-accessible-to-people-with-disabilities-6cc05fc5-1314-48b5-8eb3-683e49b3e593

Creating accessible Word documents

* Listen to your Word document read aloud

* Use built-in accessibility checker to check for and
fix issues

File Home Insert Design Layout References Mailings Review View Help
a\E/C Thesaurus A' [E‘_. 5% rﬂ{ I_ —IJ,_:I
Spelling & =, Word Count jlead . Che.cls. Translate Language Mew
Grammar Aloud Accessibility = = Commen t
Proofing Speech Accessibility Language Commen ts
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Creating PDF from MS f11e

ttttt (-0 o |
* Follow instructions to create an
accessible MS document [| Covor
* Convert to PDF o
— Options > Check box for Document | T
structure tags for accessibility [ |
Microsoft: Create accessible PDFs | 5;::;3::::T“;:::;n:z"T:::;:::’*““
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https://support.office.com/en-us/article/create-accessible-pdfs-064625e0-56ea-4e16-ad71-3aa33bb4b7ed

Accessible PDFs

Sample of an Accessible Word Document - Adobe Acrobat Pro DC

 Adobe Acrobat

— Available to all faculty, staff
for campus computers

(&
. 0 .
° Ll Ste N to yo ur P D F o o . d Word Document
. :
©

Display Them mnvert to a tagged PDF document with little or no repair.
.
— > of C
[ Read Mode Ctrl+H
[ Eull Screen Mod ctrl
L] L]
— First, activate B Tt
. § Read Out Loud " Deactivate Read Out Loud Shift+Ctrl+Y
I h e n ) re a d p a ge O r e ntl re Eompaisiies Read This Page Only Shift+Ctrl+V

B -
4 Read To End of Documen t Shift+Ctrl+B

document f o
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Adobe Acrobat is available to all faculty and staff on our campus computers. IT Services is happy to install it if you do not have it. Contact the Help Desk.


Adobe PDF Accessibility Checker

Accessibility Checker Options ‘i‘h‘
Report Options
adi
VIS V| Create accessibility report  Folder: C:\Users\osorioevonne\Documents Choose...
. L . Attach report to document
° al
vel Page Range
of

©) All pages in document Pagesfrom |1 to |1

verify PDF Accessibility ;[P

the|  Cotegor: [Document

f i :

ray 7| Accessibility permission flag is set
asl 7| Document is not image-only PDF
':LI ¥ Document is tagged PDF

7| Document structure provides a logical reading order

* Tools > Accessibility >

cp V] Document title is showing in title bar

V| Bookmarks are present in large documents

F ' l | | ‘ h e C k ] Document has appropriate color contrast

s 4 SelectAll | [ ClearAl

ibd =

the V| Show this dialog when the Checker starts

ki | Hep | Start Checking | r Cancel
Dal e Y ra——
[n v e = - —
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https://helpx.adobe.com/acrobat/using/create-verify-pdf-accessibility.html

Fix Failed Issues

[&] Tulalip excerpt.pdf - Adobe Acrobat Pro DC Ar~raccil tv Checke
File Edit View Window | a S 4 )
Home Tools Tulalip excerpt.pdf X
w B X Q @ 12| M O OO - Sy
I Accessibility = Document (4 issues)

o Accessibility permission flag - Passed

@ Accessibilit
El- up —misunderstandings here and there. Indians, and A
p—misunderstandings here a ere. Indians, anc & image-onlv POE =P d
H came in to talk or visit. Many of them have lived here W g y asse
; O e Mission Beach is nothi (L) Tagged PDF - Failed
@ . there, but it is tribal land il AT T R AT

Page Content (2 issues)

@ 5 Forme

t houses now,

[ribes lease all of that
.0, that is where the Tribe’ {) Logical Reading Or:

leasing of those lots. The land can’t be sold

o, fifty or more year

nly, t

(3 Primary language -

the houses are owned by the people who built the .
b} Alternate Text (5 issues) i " H_‘K o ‘. y e Ill . “' 2 e K <
D want to leave, they would have to demolish the house « _[_ I P d
3 Tables (4 issues) supposed to leave the Jand the way they found it ' Itle - Passe
5 X
Last year one of the your “0) 0N our reservatic
35 | Lists (2 issues) o I . a” Bookmarks - Passed
me if there had always been white people living out hen
5 Headings (1 issue) said no. When | was litthe— that was a long time ago Y e T O
v | ? R A {{) Color contrast - Ne ‘heck Ad
Q were those who worked at the agency. All of the rest :
reservation. The eastern boundary line is on the fre ¥ Page Content (2 issug¢ :
) w R +
the outskirts of Marysville, and then north it is the Fi W R
wondered. But it intrigued me that some of the young | @ EBIe g g

why we have white people living here. Now there is h

4 where only Indians live
F Alternate Text (5 issues)

i
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Common Issues

* Image only PDFs

— Document language:

English

— Output: Searchable

Image (Exact)

Tulalip excerpt pdf - Adobe Acrobat Pro DC
Edit i elp

x

jome  Tools Tulalip excerpt.pdf

w8 R Q

Accessibility

e 4y

5 v
p) ) Image-only PDF - Failed
& Tagged PDF - Failed
K @ Primary language - Failed
A @ Title - Failed
> s -Pa
@ Color contrast - Needs manual check
> PageContent (2issues)
> Alternate Text (5 issues)
> Tables (dissues)
> lists(issues)
> Headings (1issue)

lup—misunderstandings here and there. Indians, and a few white pec

lcame in to talk or ny of them have lived here for quite a whil
Mission Bea w,and a lot of white people live
The Tribe all

ears ago, that is where the Tribe’s money came from,

t hou

here, bt that land, lot by lot. Years

th

of those lots. The land can't be sold, since it s tribal land,

owned by the people who built them. If, some day, they

ve to demols ouse or remove it. They are

want to leave, they woulk

sed to leave the land the way
1.{ Recognize Text - General Settings

meif

1|| Document Language [English (US)

reser| Output [ Searchable Image (Bxact)
the of

Downsample To
wond

flan land

why |
“ Cancel
wher]

{ ffteen years ago, I was talking to some people. They always had such
t heard

Abc
interesting ideas about Indian people. They never saw Indians, j
hen 1 tell them things,

about or studied them in high school or colleg

they come and look at our Indian artifacts. I remen!

You know, Mrs. Dover, we didn't know the Indians had beliefs or religion.

We were told the Indians were ignorant, half-naked savages.” Nobody has

the time to find out what Indians are
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Image Only PDFs

up—misunderstandings here and there. Indians, and a few white people,
came in to talk or visit. Many of them have lived here for quite a while.

Mission Beach is nothing but houses now, and a lot of white people live
there, but it is tribal land. The Tribes lease all of that land, lot by lot. Years
ago, fifty or more years ago, that is where the Tribe's money came from,
mainly, the leasing of those lots. The land can’t be sold, since it is tribal land,
but the houses are owned by the people who built them. If, some day, they
want to leave, they would have to demolish the house or remove it. They are
supposed to leave the land the way they found it.

Last year one of the young people on our reservation, Leslie Parks, asked
me if there had always been white people living out here on our reservation. I
said no. When I was little — that was a long time ago— the only white people
were those who worked at the agency. All of the rest was the entire Indian
reservation. The eastern boundary line is on the freeway or I-s, right on
the outskirts of Marysville, and then north it is the Fire Trail Road. He just
wondered. But it intrigued me that some of the young Indians are wondering
why we have white people living here. Now there is hardly any Indian land
where only Indians live.

-,

“Warning! Empty page.”

up—misunderstandings here and there. Indians, and a few white people,
came in to talk or visit. Many of them have lived here for quite a while.

Mission Beach is nothing but houses now, and a lot of white peaple live
there, but it is tribal land. The Tribes lease all of that land, lot by lot. Years
ago, fifty or more years ago, that is where the Tribe’s money came from,
mainly, the leasing of those lots. The land can’t be sold, since it is tribal land,
but the houses are owned by the people who built them. If, some day, they
want to leave, they would have to demolish the house or remove it. They are
supposed to leave the land the way they found it.

Last year one of the young people on our reservation, Leslie Parks, asked
me if there had always been white people living out here on our reservation. 1
said no. When [ was little—that was a long time ago—the only white people
were those who worked at the agency. All of the rest was the entire Indian
reservation. The eastern boundary line is on the freeway or I-5, right on
the outskirts of Marysville, and then north it is the Fire Trail Road. He just
wondered. But it intrigued me that some of the young Indians are wondering
why we have white people living here. Now there is hardly any Indian land

where only Indians live.

-

“...up— misunderstandings
here and there.”
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Presentation Notes
Here we have two images. It’s the same page from the former common text, Tulalip, from my Heart. 

If I clicked on a word on the image on the left, notice how the entire page is lit up. This is because none of the text or words on the page are recognized.  If I were using a screen reader, it might sound like this: “Warning empty page!”

When I click on a word or phrase on the image on the right, the words are highlighted. That’s how I can tell the document on the right is accessible. If I were using a screen reader, it might sound like this: “…up-misunderstandings here and there...”




“Alt” Descr1pt10ns

* Figures need
alternate text, to
describe, convey
the meaning of the
image/figure

Accessibility Checker

v Document (2 issues)
o Accessibility permission flag - Passed
o Image-only PDF - Passed

» Tagged PDF - Passed

) Logical Reading Order - Needs manual check -
= Set Alternate Text

===

o Primary language - Passed
Image1 of 11

b

v
2 B ki arke p cced |
oo mancesiasscd Alternate text: Decorative figure
§ Color contrast - Needs manual check ! |
>
3 Forms < | Save & Close | Cancel
v Alternate Text (1 issue)
> () Figuresalternate text @
o Nested - Passed
o Assoc ontent - Pas
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Color Contrast

 WCAG 2 AA requires contrast ratio of 4.5:1

— Use WebAIM Contrast Checker to check for
compliance

e Seattle U MarCom Brand Colors

— With recommendations for color contrast for

accessibility
e[ Uk #124a12 #003282 | #088099 #008765 #807060 WEAViWAY
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Microsoft programs and Adobe PDFs require a manual check to ensure color contrast

https://webaim.org/resources/contrastchecker/
https://www.seattleu.edu/marcom/brand/colors-and-icons/

Tips

* Build accessibility in as a regular, ongoing part
of creating documents and managing your
website
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Siteimprove

e Contact Web Team for access

* Help identify, fix accessibility and quality
issues on your website

e Resources (requires Siteimprove account):
— Webinar: Making PDFs Accessible

— Siteimprove Academy: Accessibility for Microsoft
Office
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mailto:web@seattleu.edu
https://support.siteimprove.com/hc/en-gb/articles/360001497178--EN-Webinar-Making-PDFs-Accessible-
https://siteimprove.litmos.com/home/LearningPath/78739?r=False&ts=637115070747384850

Questions?

e MarCom Web Team — web@seattleu.edu

— Megan Otis — otism@seattleu.edu

— Jason Beardriel — beardriel@seattleu.edu

— www.seattleu.edu/web/training/accessibility

 Other Campus Resources
— Disability Services, CDLI, ITS
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