OER Accessibility Series: Checking Accessibility

As you develop and curate materials, it's important to check the accessibility on them. Luckily, the
common tools we use (including websites) have easy accessibility checkers. We'll cover Microsoft,
Adobe, and the Wave Toolbar in this guide.
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Using the Microsoft 2019 Accessibility Checker

Microsoft's accessibility check works the same in all of its products, though each type of document
has different accessibility concerns. It's a handy tool, because it identifies accessibility issues and

then tells you how to fix them.

1. With your document open, click the “Review” tab on the ribbon, and then click “Check

Accessibility.”
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You'll notice a few things on the accessibility checker. There will be a list of things to look at—

some may be labeled as errors and some as warnings, but you should check them all. If you
click on an item, it will bring you to the spot where the error is, and it will give you an
explanation of the problem and how to fix it at the bottom of the checker.
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- If you use letterhead stationery, remember not to use it for subsequent pages.
- However, you must use blank paper of the same quality, weight, and texture as the
' letterhead paper (usually, letterhead stationery comes with matching blank paper).

Business Letter Formats

alternative block letter, and the simplified letter.

. Which of these formats to use depends on the ones commonly used in your
" organization or the situation in which you are writing. Use the simplified letter if you
- lack the name of an individual or department to write to.
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If you are writing a business letter, select one of the common formats as shown in the
example letters listed below. These include the block letter, the semi-block letter, the
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1. Right-click the object, then select Edit Alt
Text.
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Using the Adobe Acrobat DC Accessibility Checker

Adobe has a useful accessibility checker, as well. Note that the process to make a PDF can be more
complicated, so if you are creating a new document, it is better to create it in Word and leave it in
Word. However, if you must use Adobe, you can still use the checker.

1. With your document open, click “Tools.”

E Open-TC.pdf - Adobe Acrobat Pro DC
File Edit View Window Help

w i@ Q ©@ 1/ A MOO® =7/ T OB L LD
(&
W
0 Open Technical Communication

Letter from the Project Manager

Welcome to Open Technical Communication! We're so happy that yo

2. Scroll down to “Protect and Standardize,” and then click “Accessibility.”

Fill & Sign Prepare Form Adobe Sign Certificates Lg® Combine Files
ow] [ (=[] [ 2 caneor

IZS) Export PDF

Protect & Standardize

Organize Pages

Send for Comments

O ‘y‘ /:0 _}:;_ @ Comment

; . . Create afld verify PDF files to meet accessibility standards X
Protect Redact PDF Standards Optimize PDF Print Production Accessi e z' Fill & Sign
Open Add |~ Add |~ Add Add |~ Add
[open [-] =R (paa -] EE ((aaa [-] (aaa [-] xb Adobe Sign
IS Scan & OCR
Customize
O Protect

[l <]

3. There are many accessibility features. Click “Full Check” to check the document for issues.
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4. Leave the defaults, and click “Start Checking.”
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5. On the left-hand side, there will be a report of accessibility issues. Click them to expand and
see where the issues are. This one works similarly to the one in Microsoft—if you click on it, it
will bring you to that item in the document. Some items will have a question mark next to
them. Those are things that the checker can't determine, so it's recommending that you
check it manually.
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Using the WAVE Toolbar

If you are adopting materials on a website, you need to evaluate it for accessibility. Most of the
time, your websites aren’t going to be 100% perfectly accessible. That doesn’t mean you can't use it,
but you do need to be aware of the accessibility issues in your websites. If it is riddled with
accessibility issues, you might make the decision to find something else. However, if it is only a few
small issues, you can keep that in mind and perhaps compensate for it in other resources in the
course.

1. Go to the WAVE Toolbar at https://wave.webaim.org/.
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2. The tool has a few options. You can install a browser extension, which will allow you to
evaluate websites on the fly, or you can paste the URL into the box provided and click the go
arrow. Go ahead and do that now.

@) WAVE Web Accessibility Tool x + =
& C @ wavewebaim.org w © 0 /- 2 0 @& f? -ﬁ H
i apps [ Facebook W Twitter Amazon N Netfix EB Tv @ Disney+ & Outiook ALG KSU U ] Publications [ O Reader Conferences

Site-wide WAVE Tools Browser Extensions API Help About Terms of Use Feedback

&Y WAVE

web accessibility evaluation tool

Web page address:

I https://www.affordablelearninggeorgia.org/ - I

WAVE Web Accessibility Evaluation Tool

WAVE is a suite of evaluation tools that helps authors make their web content more accessible to
individuals with disabilities. WAVE can identify many accessibility and Web Content Accessibility Guideline
(WCAG) errors, but also facilitates human evaluation of web content. Our philosophy is to focus on issues
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3. A marked-up version of your website will be shown, as well as some information about issues
on the website. To see specifics, click “View Details.”
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4. If you click on the icons for each issue, it will highlight that issue on the page.

@ WAVE Report of Affordable Learr X =+ - X
& C @& wave.webaim.org/report#/https://www.affordablelearninggeorgia.org/ * % ® /. 2 B & @
i Apps ] Facebook W Twitter [E] Amazon | Netfix EB TV @ Disngye B8 Outiook \Iel Ksu T 3D Publications  [J OE Reader Conferences
How to Apply for a Round Sixteen - -
@ WA\/ E powered by Grant, Plus Highlights from the Open » Request for Proposals:
WebAIM . Textbook Transformation
Round Twelve Education Conference f

web accessibility evaluation tool
Grants Collection Grants Round Seventeen,

Address: https://www affordablelearinggeorgia.org/ C Due ApI’H 6, 2020

10/17/2019 - $330,000-Plus Awarded
in Round 15 of Textbook

Styles: oFfF .ON W
Pent 3
a Transformation Grants !

Timeline For 2019-2020

Details 1
(Ksv) Grant Rounds (15-17)
— - Yong Shi, Dan Lo, Selena He, Sarah North,
1) = [ ] ) one = Ban 7o, serena e, saral fer » 09/10/2019 - ALG highlighted in a
e and Mingon Kang et al.
Summary Details Reference Structure Contrast federal initiative report, fifteen new
a and revised OER, and a final
@ 1 Errors reminder to apply for Round Fifteen

@ 1 X Linked image missing Grams‘
08/07/2019 - KSU releases an open

ahje text
course on OER, plus a reminder to
A9 Alerts
@ 1 X Skipped heading level apply for Round Fifteen! f
L]

a
. 07/10/2019 - Round Fifteen is open
v
RPpRedlpdapElins for applications, plus a guest speech

L
about ALG in Paris! !

@ 1 X Link to PDF document

j O
e Sﬁedundant title text e
Baaaae

N - e A

KN

Tiffani Reardon for Affordable Learning Georgia Page 6 0of 6 Example text from Open Technical Communication.


http://open-tc.com/

	Using the Microsoft 2019 Accessibility Checker
	Using the Adobe Acrobat DC Accessibility Checker
	Using the WAVE Toolbar

