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l\lE-LEARNING
1. Use Styles (Most Important)

TTTTTTTTT
College of Education

« Home - Styles (Title, Heading 1, Heading 2)
* Do NOT use bold/size as fake headings

Home Insert Design Layout References Mailings Review View Zotero Help Acrobat

Aptos (Body)

B I U+ x » |[E=E = = m No Spacing fHeading i
A~ £~ A~ pa~ zl

Font

Styles

2. Organize with Headings

 Use Heading 1 - Heading 2 - Heading 3 (in order)

Subtitle [QSubtie Emphall Emphasis
Intense Emphi m Intense Quote
SUBTLE REFERED Book Title QList Paragraph

Create a Style

« Clear Formatting

Apply Styles...

For more information about accessible material, visit the Digital Accessibility Webpage.
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3. Add Alt Text to Images

College of Education

* Right-click image - View Alt Text
* Describe meaning (not just appearance)
* Mark decorative images as decorative

Edit MNew

Picture dile e Comment Alt Text

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

Cut - The subject(s) in detail
- The setting

Copy - The actions or interactions
- Other relevant information

Paste Options:

&
i ) MNews | Department | Mathematics &
Change Picture Statistics | Texas Tech

(1-2 detailed sentences recommended)

Bring to Front
Send to Back
Lock
> Link
Generate alt text for me
Save as Picture...
Mark as decorative
View Alt Text...
Size and Position...

Format Picture...

New Comment

For more information about accessible material, visit the Digital Accessibility Webpage.
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4. Use Accessible Lists

TEXAS TECH
College of Education

 Home - Bullets / Numbering
* Do NOT type manual symbols (*, -)

Recently Used Bullets

Bullet Library

5. Audio & Video

e Audio = include transcript
e Video - include captions

Define New Bullet...

Caption ? X
Caption:
Figure 1/
Options
Label: Figure ~
Position: | Below selected item b

C] Exclude label from caption

MNew Label... Delete Label Mumbering...

AutoCaption... Cancel

For more information about accessible material, visit the Digital Accessibility Webpage.
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6. Create Accessible Tables

TEXAS TECH
College of Education

* Insert - Table (NOT Draw Table)

Fix header row:

* Right-click table - Table Properties > Row
e Check: Repeat header row

e Uncheck: Allow row to break

Table Properties ? X
Table Row Column Cell Alt Text
Rows 1-4:
Size
) Specify height: |0 =| Row height is: | At least A
Options
DEAIIow row to break across pages!
Repeat as header row at the top of each page
i Table Properties ? X
4 Previous Row w MNext Row
Table Row Column Cell Alt Text -

Title

Add alt text to table: .. oo
* Right-click - Table pe.iption
Propert|es % Alt This table shows

Text
Do NOT:
i M e rge ce I IS Alternative Text
° S It Cel |S Titles and descriptions provide alternative, text-based representations of the

p I information contained in tables, diagrams, images, and other objects. This information is
useful for people with vision or cognitive impairments who may not be able to see or

* Use bla n k understand the object.

rOWS/CO| umns A title can be read to a person with a disability and is used to determine whether they

wish to hear the description of the content.

For more information about accessible material, visit the Digital Accessibility Webpage.
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7. Fonts & Colors

TEXAS TECH
College of Education

e Use sans-serif (Arial, Calibri)

* Size 2 12-14pt (prefer
larger) Arial

* Ensure high contrast
(use WebAIM contrast
checker)

8. Use Descriptive Links

e Select text - Ctrl+K = insert link
Example: “TTU Accessibility Resources”
e Avoid “CLICK HERE”

Insert Hyperlink ? X
Link to: Text to display: Select ScreenTip...
- Look in: Worldwide eLearning Resour v| |3 Q
E;isting File or LOOK I oridwide eLearning Resources 10
Web Page & Accessibility in a Nutshell Bookmark..
Current R rea
% i 1 Accesmlblhty in Blac@oard
Place in This = Accessible PowerPoints
Document «| Accessible Word Documents

Browsed || Elements of Accessibility in Online Courses

y Pages : : : cead
& 9  Universal Design & Accessibility
Create New
Document
Recent Files
-]
E-mail Address ) : : e = > - F
Address: h’lttps._fjwww.ttu.edujaccessnblllty/dlgrtal accessibility/docs/accessible-powerpoir ~

[ oK Cancel

For more information about accessible material, visit the Digital Accessibility Webpage.



https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php
https://www.ttu.edu/accessibility/digital-accessibility/docs/accessible-powerpoint-guide.html
https://webaim.org/resources/contrastchecker/
https://webaim.org/resources/contrastchecker/
https://webaim.org/resources/contrastchecker/
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9. Run Accessibility Checker

* Review = Check Accessibility LECEEETI I EEE 0T
* Fix all errors and warnings

Color and Contrast

Media and lllustrations

Missing alt text

Tables

Document Structure

Document Access

For more information about accessible material, visit the Digital Accessibility Webpage.



https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php

e — oo
CREATING ACCESSIBLE WORD DOCUMENTS

10. Save Correct PDF Format

PDF:

IN E-LEARNING

TEXAS TECH
College of Education

* File - Save As - PDF - Options
* Check: “Document structure tags”

MNew folder

Name
Apps

Attachments
Documents

Meetings

ids Microsoft Copilot Chat Fil|

Microsaft Teams Chat File

Recordings
iReality Scans
spring23

Teach

me: | Steps to Accessibility

. PDF

1ors.  Askarnia, M

mize for: @) Standard (publishing
online and printing)
() Minimum size
{publishing online)

Options ? X

Page range

() Current page
Selection
() page(s) From: | =~ To: |q =
Publish what
o Document
Document showing markup
Include non-printing information
Create bookmarks using:
Headings
Word bookmarks
Document properties
Document structure tags for accessibility
PDF options

C] PDF/A compliant

) Optimize for image quality

Bitmap text when fonts may not be embedded
D Encrypt the document with a password

Options...

[] Open file after publishing

For more information about accessible material, visit the Digital Accessibility Webpage.
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