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What is Universally Accessible Content?



Universally Accessible Content —1

» Is part of the Universal Design ecosystem that is
possible for everyone:
» To reach
» To understand
» To use

» Aims to:
» eliminate required adaptations or special
modifications
» simplify experiences, i.e. lessen the “work”
» meet the needs of individuals of all ages, sizes, and
abilities

Blind Stick: CDC. Retrieved June 23, 2016 from http://www.cdc.gov/ncbddd/disabilityandhealth/accessibility.html
OXO Tools: Didriks, 2014. Retrieved June 23, 2016 from https://www.flickr.com/photos/dinnerseries/14994148089/sizes/m/. CC-BY-2.0 3
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Universally Accessible Content — 2

» Is robust (transferable and stable) across platforms and devices
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Universally Accessible Content — 3

» Is optimized for all individuals, regardless of abilities and limitations — physical, cognitive,
communicative and digital

» Meets one of the core principles of Universal Design for Learning (UDL):
» Multiple means of representation

» Meets several principles of Universal Design for Instruction (UDI):
» Equitable use
» Flexibility in use
» Simple and intuitive
» Perceptible
» Low physical effort

» Is considered “good design” and is better for everyone






Why Be Concerned? — 1

» Routinely employing practices that consider
universal accessibility puts your best foot forward

» Professional
» Conscientious
» Considers sustainability
e Hides “the complexity of technology”

. Enrollment Category Maryland Nation

» Reaches a larger audience e —— 209 852
% African American 26.6 12.6
% Hispanic 8 15.7
% Asian 6.8 5.9
% White 51.7
% All Minorities 41.7 383
% Foreign 5.4 4.9

Poorly formatted table compares higher ed enrollment in Maryland vs. the Nation across demographic categories. See source for details.
Source: Maryland Higher Education Commission. 2018 Data Book. “Comparative Higher Education Statistics: Maryland and the Nation”. 7



Why Be Concerned? — 2

“Every member of the Johns Hopkins University community
deserves equal access to the abundant educational and
employment opportunities we offer.”!

» Accessibility is part of Inclusivity
» Can everyone participate equally and independently?
» Are potential barriers removed?

» Accessible environments are enhanced environments
» Is this the best we can offer to the widest range of
people?
» Is this sustainable?

» We all have an ethical and moral responsibility

1 JHU Office of Institutional Equity <http://oie.jhu.edu/> 8



Why Be Concerned? — 3

» Universally accessible content meets legal obligations
» ADA (1990)

» Rehabilitation Act of 1973

e Section 504 (1973)
e Section 508 (1998)




Best Practices toward Universal, Accessible Content



Best Practices

» Combine and employ both Accessibility and Universal Design principles

» Consider levels of effort (human and technical)
e Potential barriers to sensory, physical, cognition and neurological experiences
e Ease of translation (integrity and robustness) across platforms, programs, and
assistive technologies (AT) such as screen readers, speech recognition software, and
alternative input devices

» Employ tools toward efficiency and precision

11



Practices Built
Upon...

» Principles of Accessibility:

» Perceivable (available)

» Operable (easy to
navigate)

» Understandable

» Robust (sustainable
across technologies and
time)

» Principles of UDI/UDL:

vVvVvyvyyvyy

Equitable use
Flexibility in use
Simple and intuitive
Perceptible

Low physical effort
Multiple means of
representation

12



Best Practices Using Built-in Tools



Best Practices — All Documents: Alternative Text

» Simple, succinct text to

» summarize any complex element (table, chart, embedded multimedia, etc.)
» describe any non-decorative image

» Alt text should convey the meaning of the object

» Images should avoid including text if possible; if not, mention it in alt text
» Do not state the obvious

» Use appropriate language

14
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Best Practices — All Documents: Color

> DO not use COIOr alone to Convey meanlng . Scatter Graph with Smooth Lines and Markers
» Alternatives: shapes, line types, emphasis ’
(underline, bold, italics), etc.

0 0.5 1 15 2 2.5 3 3.5

» The contrast (light to dark) of objects next to
or overlaying each other must be sufficient (at
least 4.5 to 1, in most cases)

» Text inside a table with cell shading Headmg 1 Headmg 2

» Color-coded maps ltem 1 ltem 2

—@—S5amplel —s—Sample 2 Sample 3

ltem 3 ltem 4

http://www.w3.org/TR/wcag?2ict 16
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Checking Contrast using an External Tool

» Contrast Checker:
http://contrastchecker.com

» Allows RGB and hexadecimal values

» Aim to pass with WCAG AA 2.0 success
criterion

@ W & nttpsy/contrastchecker.com - QW Q, accessible twitter post =

ing Started £ Media (Music+)

CONTRAST CHECKER

COURTESY OF ACART COMMUNICATIONS

Background Color Picker
COLOR SELECTIOHM ©)
L

o \
FOREGROUND I { .
(@] -

SHARESAMPLE & RESET

000000

tetur adipiscing elit

R G B

BACKGROUND
FFFFFF ‘

GET FROM IMAGE RAT + ADD TO HISTORY

CANCEL

coLoRS COLOR DIFF
AAA AAispt AAAigpt PASS 765
v v v v v
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http://contrastchecker.com/

Checking
Contrast in
Microsoft Office

2 [ 1 1 é [ i [ 2 |+ L
e Accessibility Checker %
Inspection Results
Warnings

i -= 4 Hard-to-read text contrast
S Content Placeholder 10 Row 1 Cell 2 (Slide 23) e

» () ()
Heading 1 Heading 2

¥ Additional Information w
Why Fix?
Text becomes difficult to read when its color is too
civnilar o dlon rolor ot d W levren-scime roedbeacd

New feature — not available in all versions of Microsoft Office 365, 2016

18



Best Practices — All Documents: Hyperlinks

III

» Use “Meaningful” text
» Inform users where link navigates them
» Indicate purpose of linked resource
» Consider [PIC], [VIDEO], or [AUDIO] alongside the link if format isn’t obvious
» The exception is when the URL is the meaningful text

» Screen reader might read a hyperlink text followed by the actual URL
» Consider a URL shortener when sharing websites

» Distinguish from the surrounding text by something other than color, e.g. make certain
hyperlinks are underlined

19
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Best Practices — All Documents: Reading Order

» Intended sequence that objects should be read/observed
» Reading order can effect context/meaning

» Tables are usually read left to right; top to bottom
e /dentify header row/column headers

» Background content (Headers, Footers, Watermarks, Slide Master content, etc.) should
be repeated in main content a single time or otherwise tagged for reading

» Using “In-line” elements (instead of wrapping text) maintains reading order in Word
documents and Email messages

» Using the “Selection Pane” in PowerPoint presentations sets the reading order

http://www.w3.org/TR/wcag?ict 21
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Reading Order
in Microsoft
Office

» Word, Outlook:

» Avoid text wrapping

» Use “In-line” elements

Table  Row  Column  Cell ARt Text

Alignment

H

Indent from left:

EEO' S

Left Center Right
Text wrapping

Borders and Shading... Options...

& mobile johnshopkins.edu,

I SEND X DISCARD @ INSERT @ AFPS

Attachments
To: Pictures inline
Your signature
Ce
Bec:
Subject:
Calibri “|[2~] 8 I ==

3| Measure in: |Inches ~

None Around Positioning...

the “Update” button to save your
O

ections.

Options

View Options
[ Always start on the "My Discussion Forum® page when visiting the Discussion Forum.
[ Always show previously read messages in every topic.
[ Hide read topics.

Subscription Delivery Options

@ Send a digest email of posts added to categories and topics once per day.
O Send individual emails as posts are added.

O

0

0

Sten 4 Select the Cateparies o which You Want fo

your selected Topics and Categurie?huose 'your View and Subscription Delivery Options and click

Layout Options X

In Line with Text

With Text Wrapping

22




Reading Order
in Microsoft
Office, cont.

» PowerPoint:

» Use the “Selection Pane” in to set the reading order

» Reading order is “bottom up”

e Title should be bottom-most so it’s read first

» Avoid overlapping objects

ACROBAT @ Tell me what you want to do

L]

Paoll Everywhere | Share [

EN\N\OoOo

L Find

AL L0 ™ 30 Replace ~
- rrange
KIRTAN SRR 45 vg [t Select~
Order Objects Editing -~
ielection v 8
-SHDWA” Hide All - |-

Content Placeholder 27
Picture Placeholder 26
Text Placeholder 13

Picture Placeholder 25

Group Objects

39999999

or more 3. {Optional) Enter feedbac B —
or more students Picture Placeholder 19
jed B Upload Zipof # conpq Position Objects Text Placeholder 11
Grad Grad Sudens | o
[2 Align » o Titlel
wole o @ Foedback Selection Pane...

Display the Selection Pane
8 See a list of all your objects.
- m
This makes it easier to select
ohjects, change their order, or
change their visibility.

3. (Optional) Ents edback for one
or more students

Foadback

# Comgase Fesdback to Al

Bem:

Selection

Show Al || Hide All

Content Placeholder 27
Picture Placeholder 26
Text Placeholder 13
Picture Placeholder 25
Text Placeholder 12
Picture Placeholder 19
Text Placeholder 11
Title 1

x

4

29993939
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Best Practices — All Documents: Tables

» Do not use tables for controlling layout!
» Use formatting: Paragraph, Column, Line
spacing

» Make certain tables are formatted to:

» include Table Header Row

» avoid empty, merged, and split cells unless
necessary

» include visible cell borders (gridlines)

» have sufficient contrast between text and
any background fill colors

» include a caption for complex tables

It's clso common fo think of accessibility in terms of assistive -
technologies and breaking down barriers for specific groups of -

View  ACROBAT  Q Tellme

Accessible-Communications]

Whatever comes o mind when you-
hear “accessibility” —whether it's fegal -
compliance or holistic equity, inclusion, -
and/or universal design —it's still -
common to think of applied skills as -
opposed to day-to-day practices. it's -
also common fo think of applied skills -
asopposed o day-to-day practices. =

Enrollment Category Maryland Nation

% Undergraduate 80.9 85.2
% African American 26.6 12.6
% Hispanic 8 15.7
% Asian 6.8 5.9
% White 45.2 51.7
% All Minorities 41.7 38.3
% Foreign 54 4.9

24



Best Practices — All Documents: Use Alternative and Adjacent Text to

Summarize Complex Elements

CAPTION: A clustered column chart displays the Comparative Higher Education Statistics:
comparison of higher education enrollment in o0 Maryland and the Nation (Fall 2015)
Maryland and the Nation across 9 demographic 0 g
categories, with Maryland exceeding the Nation in 70 ﬁ
the African American, Asian, All Minorities, gg g 7
Underrepresented Minority and Foreign 10 g ’é 7 s
categories. 30 é ? ” 2 g g

< 0N 7 A7 ;ﬁl
ALT TEXT: Clustered column chart comparing 13 e ?: ﬁl ﬁl e g g ﬁ 7
higher ed enrollment in Maryland vs. the Nation b\{g@ & & & v‘}%{\ §<& &\e‘a Q&e,b"' @oé\
across demographic categories. See source data Q’@’b Qﬁo & “\3\\"9 o & Q@‘oe’ o<
for details. &° & & &

ol Ay 0\0\30

# Maryland M Nation

Source: Maryland Higher Education Commission. 2018 Data Book. “Comparative Higher Education Statistics: Maryland and the Nation”. 25



Tables & Data
Elements in
Microsoft Office

Avoid using only images of a

chart, graph, or table

» Original data sets linked or
otherwise attached to a visual
representation can be
accessed by AT

» DOI (Digital Object Identifier)
in source citation is helpful

Always opt to insert a table or
chart or use a placeholder

Edit alt text

Consider caption

50
80
70
60
50
40
30
20

ORI

(/)
&)
(3

ROBAT | Poll Ever)mhere| Design [llinE Q Tell me

i B2 il
Select  Edit Change
Data Data~ Chart Type

Data [ EditData
Efy EditDatain Excel

Comparative Higher Education Statistics:
Maryland and the Nation (Fall 2015)

@ Maryland m Nation

N NN NN
%
60 B
iy NN
%

]

2
-
4,
%*S;-
2
E-N
B, 4/7"‘0
b, e, ODNNNNN
‘g,

I'K.

(
i
L4
Q,
%,

Q
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Tables: Header
Rows in » PowerPoint: Tables

Microsoft Office > Table Tools = Design: | .o S SR

Tum on or off the header row of the

Header Row
g

Slide Show | Review | View | Add-ins | ACROBAT | Poll Everywhere IS

nsert | Design | Transitions | Animaticons

- I?I » Make certain tables are formatted to: Count of Procedures’ W
» avoid empty, merged, and split cells [in Minutes} by A
26 e— unless necessary q o
it » include visible cell borders (gridlines) Wait Time Area 1

» Word: Tables
» Table Tools = Design:

EEN -

H ea d e r ROW b o Width: |237 2 Distribute Columns ESs Tet  Cell | Repeat Gfm\"m Formula

] (=] = pirection Margins \ Header Rows Jo Text

3 [IHeight: 041 | B Distribute Rows

Cell Size n Alignment

» Table Tools 2 Layout: | =+«
Repeat Header Rows

Wait Time

41 6 8

42 0 5
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Best Practices — All Documents: Document Structure

» Document structure is the way the parts of a document are programmatically organized in
relation to each other

» Use STYLES (Headings, Lists, Tables, Paragraphs, Column breaks, etc.) to
» Control appearance/layout and reading order
» Serve as a navigation aid
» Ensure “robustness” across formats and platforms

Heading Level 1 ]

1| | content {Tn_hl

[ Heading Level 2 ] E =
& Title in 2 top Level Header.pdf
l Content Title in a top Level Ileader i B

]
I

Unl, 1 Pagel -
List Section Title in a 2nd Level He: d - B Annotations [L] | Order [#4] [»]
1S bore Ij // & 5 Container <Hl> Title =
& 8 Container <H2> Secti E3- ]
List item 1 oo st ol ltle in atop Level Header ; |P
# & Container <P> Generi = _
: = & B85 Titlein 2 top Level Heade
L'St item 2 =8¢ Container <L> A B Pagel
= age
List item 3 o 4 Container <Ll> ' o Title in & top L
. % Container <LBo W (1] Titlein atop Ley
D % Container <LI» :/)/ 5 [2] Section Title in
w4 Container <LBo '%¥ [3] Generic content
Heading Level 3 ] —— e L
[ acing ! 52 % Contaner<ll> | €3 W (4] +ltem1
[ Content ‘_‘ & Container <Bo 5 (5] - tem 2
D _qmmu(?bmné/ﬁ 5 [6] - hem3
[ Heading Level 2 ] B Cantaines <EE> Aded %7 [7] Back to generic
5§ Container <P> Lorem =
A3rd Level H
[ Content o sed e ——— D B RSl
nd = A ¥ [9] Lorem ipsum d
! cader 5 &4 Container <P> Lo
fquyar exat sed iam vuptus, % [10] Second Sectior]
% [11] Lorem ipsum d
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Structure in Microsoft Office

» Word, Outlook:

> Use Styles and docu ment pa rts (e'g. Footer) » Click to add first-level bullet » Click to add first-level bullet
» Use Page Setup and Formatting for controlling layout

» PowerPoint

» Use templates and only rely on a slide master layout’s
placeholders

View ACROBAT Q Tell me what you want to do

ibri B YN | Be T = i (EEE |8 P Find ~
0 Calibri (Body} ~ |11 A N Aa- e iz -i=-bae =328 T | paphcene asBbcene AaBbCe aasbeel AQB  aaebcer assbecoe aasbcen: 2 peoy
~ | Pac Replace
Paste . 2 L ahr - === 1=-. o W : i ; i —
N + Format Painter B I U abe X; X & il A = === = Q i TMormal | TNo Spac... Heading 1 Heading 2 Title Subtitle Subtle Em... Emphasis |+ [% Select -
Clipboard ] Font [ Paragraph [ Styles Pl Editing E
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Best Practices — All Documents: Style Font Attributes

» Clear, easy to read typeface
» Preference: sans serif (no decorative lines), e.g. Arial, Tahoma, Trebuchet, Verdana

» Text size no lower than 11 point for most fonts
» Sufficient contrast ratio of font color to its background

» If text must be included as a part of an image (e.g., logos), it must be clear so it retains
guality when customized; e.g. resized by zoom level or filtered by color

http://www.w3.org/TR/wcag?2ict 30
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Best Practices — All Documents: Properties/Attributes

= ProcedureTimeline-RecurringOnline-Jan...

» Document Properties (meta data) assist I
users and technologies to search, Ty g
navigate, and comprehend a file without

having to open it

Facuy Procedures for Recurting O

CTL. Course Development, CourseP
Categores
. § | Comments
- S Origin

I o JHSPH Certerfor Teaching and Le...

§ Last savedby  Celine Greene
e [ Pi Val A H Revision rumber 24

CoursePlusRefres roperty b 1| | versonrumber

H o V24 q
» Complete title, key words (“tags”), & e | | ==———
elib.mp4 Tile The Onie Library - a CoursePhus Rafres i ;ﬁ;’
Subtitle 19/
author o
Tags CoursePlus; Tutorial Last prrted S/21/2016 734 AM
Cormment: Total edting time  09:38:00
Video Remove Propedies and Personal Information
Length 00:03:47 "
1 1 H H Frame width 1280
» Save files with no restrictions ——
Data rate 326kbps
Total bitrate ~ 452<bps
Frame rate 30 frames/second
Audio
Bit rate 125«bps

Channels 2 (stereo)
Audio sample... 44kHz

Remove Properties and Personal information

ok ][ concet | [ sooy
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Properties » File = Info properties

: » Show All Properties e .
(Meta Data) in P o

Total Editing Time 440 Minutes

IVI iC rOSOft Offi Ce Title Subscribing to the Class Discussion Forum

Tags CTL, CoursePlus, Handout
Comments Add comments
Template CTLStudentHandoutTemplate. dotx
Status Add text
Categories CoursePlus Guides
Subject CP Discussion Forum - Subscribing
Hyperlink Base Add text
Campany Johns Hopkins Bloemberg School of Public Health
CPDiscussionfarum-Subscribe docx - Word Celing Greene 7 - a X
Info
CPDiscussionForum-Subscribe
C: = LocalDocuments = TeachingToalkit = CoursePlusGuides
Protect Document Properties -
Cantrol what types of thanges people can make to this document 5 e
n::.::w Pages. 4
Words )
ol Esting Tome £33 Minutes
Inspect Document Te Sibseribiog tothe Clss Biscusion Forum
S Before publishing this file be aware that it contains: Tags. c Handout
Check foc Document propertes, templste narme and suthor’s name Commenks
oo™ Headers and footers.
Custor XML ot e
Contert that peopde with dsabiies i Gt o read
Lot blodified Todiny 901 AM
Crested /472018 7:38 AM
Manage Document Last Printed
- )Tk e o] et
Fnsizcanl Related People
et JC | JHSPH Center for Teaching and Leaming
Aad an e
praModfed® (GG Celine Greene
Related Documents




The Microsoft Office Accessibility Checker



Microsoft “How to”

“Use the Accessibility Checker to fin

d accessibility issues”

https://bit.ly/2LIOKU)J

©

New
Open
Save
Save As

Save as Adobe

Account

Feedback

Info

AccessibleOutreach-draft

OneDrive - Johns Hopkins University » WorkshopMaterials » AccessibleComm

Protect Presentation
Control what types of changes people can make to this p|
Protect
Presentation =

Inspect Presentation
Before publishing this file, be aware that it contains:
Check for Document properties, author's name, related dates 3
Issues +
Inspect Document
Check the presentation for hidden properties
or personal information.

[h Check Accessibility
@ Check the presentation for content that people
with dissbilities might find diffcultto read.

E} (Check Compati
Check for features not supported by earlier
wersions of PowerPoint.

es are unable to ref
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MS Accessibility Checker

» Classifies:
» Errors
» Warnings
» Tips

Errors:

» Images — alt text
» Slides — unique titles
» Tables — headers

» Structure — Styles, Table
of Contents

Warnings:

>

>

Meaningful hyperlinks

Tables — no split, empty
cells

Meaningful sheet
names/links (Excel)

Blank characters

Color contrast
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“The democratization of information will only occur when everyone has
equal access to information. For that to happen, we must cast out messy and
unwieldy designs in favor of elegant and refined ones.”

Browning, Andrew. “The Elegant Design Imperative.” EDUCAUSE Review, 8 May 2017, er.educause.edu/articles/2017/5/the-elegant-design-
imperative.
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