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Presenter
Presentation Notes
Digital/web accessibility is the next layer of knowledge needed for scientific communications. Even though we are focused on Section 508 today, accessibility is about more than just checking a box for compliance and avoiding penalties. 

Ensuring your documents meet specific accessibility criteria removes barriers for all types of people, it improves the ability to reflow PDFs on mobile applications, and it can improve dissemination by removing barriers for search engines, as well.    


Presentation Disclaimer

Assumes RTI's University Handbook is followed
Not targeted at accessibility experts
Focused on Word files converted to PDF

Covers only a few severe issues that are the most
time-consuming to fix in the final PDF

Examples based on Windows, not Mac version of
Word


Presenter
Presentation Notes
Disclaimers: Today’s presentation is very specific to RTI’s research program needs & assumes that because you’re using the University Handbook, you’re already addressing some accessibility features that aren’t specific to the digital environment such as adding captions underneath figures and above tables, using readable fonts, and including tables of contents for longer documents. 

Also, this presentation is only covering common issues that I and the CTR editor, Sarah McGavick, have run across that cause serious accessibility issues after a Word document is Saved to PDF but that can be easily addressed by any research team member who is writing content in the original Word file. 

This presentation is heavily reliant on the visual content, which are screenshots from Microsoft Word in a Windows environment. This will still be useful to those using Word for Mac, but the interface may be slightly different.

You won’t walk away from this presentation as an accessibility expert but will have some solid tips that your team can use to improve access to your research and meet federal and state requirements for documents posted to the web and so there are no delays in online publication.



Learning objectives

1.

2.

Why Section 508 accessibility compliance is required

Why it is necessary to address accessibility during the writing
phase

How to check and create navigation landmarks and structure
with headings (Bonus: timesaving benefits)

How to create alternative text (alt-text) to describe images

How to create tables that flow across page breaks and can be
read correctly by screen readers
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Presentation Notes
There are 5 broad objectives today. Briefly, (1) I’ll go over why we need to talk about Section 508 in the first place and (2) why it is necessary for your team to know these steps as you are compiling your written deliverables. 

Then I’ll go into a few very specific components of document accessibility that your team needs to keep in mind as you are writing your documents. 

(3) I’ll discuss using Microsoft Word’s heading styles to create navigation landmarks for people who use screen readers and/or are limited to keyboard navigation; (4) next we’ll talk about adding alternative text to images, which supplements the caption both for visually impaired readers and computer applications; and (5) last, we’ll talk about some components of accessible table which will actually save some of you time compared to how you may have been dealing with tables in the past.


Learning objective 1

Background




Major federal legislation
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The Department of Justice published guidance today on web accessibility and the Americans with Disabilities Act (ADA). It
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Presentation Notes
I am not a lawyer and the purpose of this presentation is not to go into the details about the laws themselves. But in context of the research program it is important to know that when we talk about digital accessibility, we’re generally referencing the Americans with Disabilities Act, specifically Title II which deals with state and local governments, and legislation that is known as Section 508, which governs accessibility of information resources disseminated by the Department of Transportation and other federal agencies or those who contract with federal agencies. 

It is significant to note that last month (March 2022), the Department of Justice issued updated guidance about web accessibility. The new guidance web page, which I have pictured here, provides examples of lawsuits brought against state or local agencies and universities due to lack of accessibility of information provided through their websites. 

https://www.justice.gov/opa/pr/justice-department-issues-web-accessibility-guidance-under-americans-disabilities-act
https://www.transportation.gov/web-policies/508-compliance
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Each  state also has specific laws governing web accessibility. While California, New York, and Florida seem to have the most stringent state laws and therefore the most pending lawsuits and strongest codified financial penalties, it is important for us to not to ignore our own laws which have been on the books in Texas for many years. 

You can find much information about how the State of Texas regards and applies accessibility on the Texas Department of Information Resources (DIR) website about EIR accessibility. (Again, when I post the presentation slides, this slide includes a link to the DIR web page.)

Texas Government Code (TGC) “requires that all state agencies and institutions of higher education, provide state employees and members of the public access to and use of electronic information resources”    [Next slide]



https://dir.texas.gov/electronic-information-resources-eir-accessibility
https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2054.htm#2054.451
http://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=4&ti=1&pt=10&ch=206
http://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=4&ti=1&pt=10&ch=213

Texas EIR accessibility: Section 508

RULE 8206.70

“Effective April 18, 2020... all new or changed web
*TGC 2054.451 pages must comply with...

(1) ...US Section 508 Appendix C Chapter 7
§702.10 (WCAG 2.0 Level AA excluding
el TAC 206 Guideline 1.2 Time Based Media)

(2) The standards and specifications described in
this section; and
1 TAC 213 (3) the standards and specifications applicable to a
state agency's accessibility policy described in
§213.41 of this title.
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Texas Administrative Codes:   1 TAC 206 and 1 TAC 213 align state web accessibility standards with the federal regulations set forth in Section 508 of the Rehabilitation Act of 1973. These apply to state agencies like TxDOT and every state-funded university in Texas. 


https://statutes.capitol.texas.gov/Docs/GV/htm/GV.2054.htm#2054.451
http://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=4&ti=1&pt=10&ch=206
http://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=4&ti=1&pt=10&ch=213
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Presentation Notes
Because of TAC 213 requirements, no matter what university you are affiliated with, that university has a policy concerning web accessibility.  

In addition to your university’s web accessibility policy, in some cases if you search your university website you’ll find some rather good guidance on how to make electronic documents and other website content accessible. Most universities focus their information pages at those in charge of website content, but they often do have information specifically geared towards faculty members who need to make Blackboard and other digital course materials accessible. I highly encourage you to seek out that content. 

Unfortunately, not all the universities have been able to provide enough outreach regarding the legal requirements and training that is available to faculty and staff. Unless you have conducted research with a University Transportation Center or other contract directly managed through a federal agency in the past few years, you may not have received enough training in this topic.


TXDOT research: Guidelines

Section 2
Principal Investigator Responsibilities

Project Work

The Principal Investigator has the primary responsibility to TxDOT for the conduct and
completion of all project tasks and work. The Principal Investigator manages and oversees
the entire research team, including all researchers on joint university projects, and all
subcontractors, to ensure project work is consistent with the Work Plan in the Project
Agreement.

Deliverables

The Principal Investigator is responsible for seeing that all required deliverables meet
TxDOT's standards and are delivered in a timely manner. Deliverables shall be submitted
electronically to RTIMAIN@txdot.gov, copyingthe RTI PM. RTl encourages the Principal
Investigator to seek assistance from other University personnel, including professional
editors, to help meet TxDOT's standardsfor quality and timeliness of deliverables. All
outputs from projects shall conform to the Web Content Accessibility Guidelines (WCAG)
requirements to meet Section 508 compliance.

“All outputs from projects
shall conform to the Web
Content Accessibility
Guidelines (WCAQG)
requirements to meet
Section 508 compliance.”

-University Handbook, Chapter 5-3


Presenter
Presentation Notes
Research has always been under the condition that legal requirements are followed, but there haven’t been many researchers who seemed to be aware of this, so you will notice in the updated University Handbook that Section 508 web accessibility compliance is now specifically called out.  


Inclusive design

“Laws and programs designed to benefit vulnerable
groups, such as the disabled or people of color,
often end up benefiting all of society.”

--Angela Glover Blackwell, civil rights advocate and attorney.
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“Laws and programs designed to benefit vulnerable groups, such as the disabled or people of color, often end up benefiting all of society.” (Blackwell, Angela Glover. 2017. “The Curb-Cut Effect.” Stanford Social Innovation Review, Winter. https://ssir.org/articles/entry/the_curb_cut_effect.)   

You may be tempted to think that nobody is going to need these accommodations for YOUR report. But have you ever used an elevator or a curb cut even though you didn’t absolutely need it or even though the reason you needed it would not be apparent to the average observer?

Most likely you have. You might have even gotten a tad aggravated when an elevator or escalator was out of order. If so, then you know that accessibility can benefit both those who depend on the accommodations and those who don’t necessarily depend on it.     

Digital accessibility can help people who are blind, who have dexterity issues or attention disorders, people who are colorblind, and people who are experiencing temporary or situational limitations.  For PDFs particularly, certain features of accessibility can also help with reflow for mobile viewing and it will certainly help with future web searching and AI applications.



Learning objective 2

What, Who, & When?
(Roles & Responsibilities)



Library’s role: Publication & distribution

Extract from Chapter 6 of the University Handbook, PDF page 58:
Publication and Distribution Instructions

v [Send] The final accessible version of the approved deliverable
(the electronic file or a web link to the electronic file) to the
TXDOT Research Library...

v [Send] A web link to the electronic file of each deliverable be
sent to the national registries below, by the Principal
Investigator or request that the CTR Library perform this task
to:

» Federal Highway Administration (FHWA) Library...
= TRID...
= National Transportation Library (NTL)...

e
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What about the library’s role in this? 

The library serves as the official repository for the Research Program so in that sense we could be considered the distributor. NTL, as well. Because of our role posting content online or in digital archives on behalf of RTI and running a website on university infrastructure, we have a duty to ensure that what WE’RE following state and university guidelines, particularly for any digital content added since 2018, which is when NTL stopped providing public access to PDFs that failed Section 508 accessibility checks. 

We take this responsibility very seriously So my staff and I have learned what we can about accessibility so we can make sure that the content WE create is as accessible as possible.   We also have a duty to warn RTI if we’re told to post a TxDOT deliverable on our web servers that is not following the legal guidelines, so we do check documents that we’ve been asked to post for public access.


https://library.ctr.utexas.edu/Presto/catalogid=39935
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In our catalog, we provide links to research from other agencies when we believe it will be of interest to researchers working on TxDOT contracts. 

AND the reason I am mentioning this is because we are constantly quality checking the links to those external resources, and

We have seen research programs in other states take down their entire history of research documents in the span of a month because of accessibility complaints—or suddenly add barriers such as restricting access behind a sign-in wall for every PDF download (and that could have roots in accessibility concerns). 

Right now, Texas has a great advantage in fast, free access and barrier-free search engine indexing of all TxDOT research deliverables and we’d like to ensure we can keep that access barrier-free by doing what we can to ensure that the PDFs that we provide to the public are accessible. 

But the documents need to be made accessible by the people with the closest connection to the content. 


Primary accessibility factors

- Document metadata, language, filename
|

- Content structure

- Image captions and alt-text
|

Color that conveys meaning

Data tables

Descriptive link names
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Presentation Notes
I’ve tried to whittle down the accessibility criteria to 8 factors that affect the accessibility of PDFs. Since all of your published deliverables will end up as PDFs, I’d like to take a minute to show you how important it is to deal with these when you are creating the document in Word instead of hoping it can all be fixed after you convert to PDF.


Primary accessibility factors: PDF difficulty levels

- Document metadata, language, filename 0 %
|

. Content structure PDF
- Image captions and alt-text
|

Color contrast

« Easy: 2

 Moderate effort: 3

Color that conveys meaning
« Difficult: 4 (alt-text), 7 (some)
Data tables . . :
(Level of effort with Adobe Pro license only, without
purchasing special accessibility software or

Descriptive link names employing expert accessibility remediation services)

XBd X X pdkd
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Obviously, at any point you can change the filename, which I’m considering part of the document metadata here, and if you have purchased a license for the Pro version of Adobe, you can update the other metadata very easily. At the library, we have Adobe Pro so we do add enhanced metadata to every PDF that we post for the public as well as those we simply store in our archive.  

A few other factors that involve tagging in a background layer of the PDF can be handled if you know what you’re doing, but there is a steep learning curve and in many cases, there is no “undo” command if you delete something unintentionally. These issues take time, effort, and possibly an investment in special software to address once you’ve shifted work to the PDF.

The advantage of a PDF is that it retains the visual components that you intended when you wrote and organized it in Word, so Adobe is not designed for significant editing of the visual components. So therefore, [click to reveal X’s] half of the issues can’t be addressed at all once you’ve shifted to the PDF.

So I absolutely would not expect that anybody on your team would have the expertise to make these corrections and hiring a 3rd party expert would likely cost much more than you may have budgeted by the time you reach this point your project.

Let’s compare what can be fixed in a PDF to what can be fixed in MS Word with very little expertise.


Primary accessibility factors: MS Word difficulty levels

p Recommended fonts

Document metadata, language, filename
|

a Content structure

Image captions and alt-text
N

Color contrast

Color that conveys meaning

Data tables

Q00O OO

Descriptive link names

« Easy:1,2,3,6,7,8

 Moderate effort: 4, 5

(Level of effort when addressed as the
document is being written)
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The level of effort I am estimating is subjective but please bear with me as this is in contrast to what I know about fixing a PDF to pass accessibility criteria.

The difference between what can be accomplished in the PDF without professional accessibility expertise versus what can be accomplished by the writers in the original Word document—plus the difference in level of effort—is tremendous. 

[click to reveal checkmarks] 6 features that are super easy to address, in most cases
[click to reveal hourglasses] and just 2 that may a little bit of extra thought if you have an image-dependent topic.

Most of you are already addressing components like using recommended fonts and adding figure captions if you are following RTI’s University Handbook guidelines. But others of these may require just a little tweak in your current workflow to address. 
[click for emphasis animation]
Today, I want to address three broad areas where I’ve seen the most severe accessibility failures on final reports, though I will throw in a few bonuses, too.



High impact categories

Content structure (3) Image alt-text (4) Data tables (7)

Visual cues; keyboard navigation Hover info; screen readers/Al Visual cues; screen readers/Al
= Use heading styles to label the = Add to all captioned and other = Ensure each data cell has a
title, sections, and subsections. non-decorative images, including corresponding table header cell
= Use heading styles in proper equations. (column and row).
nested order. = Mark background images as = Use the “repeat headers across
= Benefits: keyboard navigation: decorative/no alt-text. pages” feature in Word.
auto-generated Table of = Benefits: read by screen readers * Include data in each cell even if
Contents; one-click re-styling and web crawlers, improved that is “0” or “N/A.”
throughout report, possible SEO, can be used as a QA/QC

. : . = Avoid merged cells.
improved SEO. checkpoint before submittal. g

Benefits: future data extraction?

i

Non-compliance easily flagged by automated checkers
These are compliance issues that are most likely to be flagged if they fail accessibility.

They are most easily dealt with at the point of creation, prior to review for publication approval.
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Presentation Notes
Here is just a little more detail about those 3 broad issues I’ll talk about today. [This is a lot of text on one slide, so don’t worry about writing any of it down. I’ll refer back to this frequently.]

 These are issues that are considered “accessibility 101,” so to speak. They severely impact the final PDF if they aren’t present and are also quickly apparent to automated accessibility checks. 

In my opinion, of all of these, image alt-text raises the most alarms if it is missing. If the alt-text is not present, it usually means that the document creator did not consider accessibility at all and will lead to closer manual inspection for accessibility.

I know some research teams have found ways to use a “divide and conquer” process where different team members are responsible for the accessibility of specific chapters, or one person checks the color contrast of all bar charts while another makes sure all tables meet certain criteria. 



Content Navigation:
Heading Styles
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Learning objective 3.

Most of you are already using heading styles, so I’m going to go through this part fairly quickly. 


High impact category: Content structure

Content structure

Visual cues; keyboard navigation

Use heading styles to label the .
title, sections, and subsections.

Use heading styles in proper
nested order. -

Benefits: keyboard navigation;
auto-generated Table of .
Contents; one-click re-styling
throughout report, possible

improved SEO.

Image alt-text

Hover info; screen readers/Al

Add to all captioned and other
non-decorative images, including
equations.

Mark background images as
decorative/no alt-text.

Benefits: read by screen readers
and web crawlers, improved
SEOQO, can be used as a QA/QC
checkpoint before submittal.

Data tables

Visual cues; screen readers/Al

Ensure each data cell has a
corresponding table header cell
(column and row).

Use the “repeat headers across
pages” feature in Word.

Include data in each cell even if
that is “0” or “N/A.”

Avoid merged cells.

Benefits: Future data extraction.

Non-compliance easily flagged by automated checkers
These are compliance issues that are most likely to be flagged if they fail accessibility.

They are most easily dealt with at the point of creation, prior to review for publication approval.
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Most of the Word documents I’ve seen come from research teams do use some heading styles, but not necessarily fully leveraging the capability or using them in a way the is required for accessibility.

The main thing that I’ve seen done incorrectly with heading styles is using them out of order—not properly nested—and I have a suspicion about why so I’ll address that.


Heading styles: Inaccessible example

Insert  Design  Layout  References  Mailings  Review  View  Developer  Help  Scriptlab  ACROBAT @ Tellme

- a -
D Times NewRo - (12 = A" A7 Aa~r A - 2T AaBbCel | AaBbCcl Aat AaBb( AaBbC: . ;;(;I::Ia(e
PﬂftE ¢ B I U-abex.x A-¥-A- Sy - L. TNormal | TNoSpac.. Headingl Heading2 Heading3 |+ s Select~
Clipboard Font m [ Styles ] Editing ~
H -0 5% -
L g [ T S S ST TS T R SR S S TR S S SR SR S SR SR

A Document with Poor Accessibility

Chapter 1. Content Navigation

Titles and headings are usually written using different font sizes, weights, or color in order to
provide a visual cue about different sections in a document. Using Microsoft Word’s heading
styles simplifies creation of those styles and adds background tagging to the document that
provide many other benefits.

The benefits of using MS Word styles:
1. Provides visual cues to different sections of the report
2. Helps the author use the automated Table of Contents generator

; 3. Text style/paragraph spacing can be changed simultaneously on all headings of the same
level

4. People who rely on keyboard navigation can skip through the contents

5. PDF bookmarks are automatically generated from headings when the Word file is
converted to PDF

Chapter 2. Images

Readers often gain valuable information from the

nnnnnn thnt nem nrrthar Alhasnas $4 inaliads Ga s —_—
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You already all know that it is important to provide visual cues to the content structure and you usually do that through formatting section titles different from the normal paragraphs. We usually accomplish this using a larger font, adjusting the line spacing and text justification, or making the text bold or italicized. 

But have you ever thought about how a machine might read that? Can the computer tell how your document is structured? It needs to in order for your document to have digital accessibility.

on this example, right away, I can actually see that something is off because the font styles are different for the Chapter 1 title and the Chapter 2 title. Perhaps a scenario like this could happen if different team members write each chapter and then the documents are merged. You still aren’t likely to have this issue if every team member is using Word’s built-in style tags consistently and as intended. 

So, let’s check what is going on.



Tip: Check navigation

File Home  Imsert  Design  Layout  References  Mailings  Review JRU-TM Developer Help  Scriptlab  ACROBAT Q Tell me
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Read ' Print  Web Learning Vertical Side _— IZoom 100% ) Switch Macros = Properties
Mode Layout Layout Tools to Sid Navigation Pane B B split Windows - =
Views Immersive Page Mmremenl Show Zoom Window Macros  SharePoint A
Jillli INE N .
Ho 9 -
by 1 1 1 A 1 3 1 Lt S 1 5 1 6 o~ el

Navigation x

Search document o~

Headings Pages Results

4 A Document with Poor Ac...
Chapter 2. Images

Chapers Wi dota A Document with Poor Accessibility

Chapter 1. Content Navigation

- Titles and headings are usually written using different font sizes, weights, or color 1n order to
provide a visual cue about different sections mn a document. Using Microsoft Word’s heading
styles simplifies creation of those styles and adds background tagging to the document that
provide many other benefits.

E The benefits of using MS Word styles:
1. Provides visual cues to different sections of the report

2. Helps the author use the automated Table of Contents generator
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To check that in MS Word:

Go to the View ribbon and Check “Navigation” Panel. 

Though it may not be immediately apparent until you have multiple levels of structure, you will learn a lot by keeping this view open as you construct your document and is very helpful as your document grows. 



Comparison: Inaccessible vs. accessible
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Chapter 2. Images
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Chapter 1. Content Na...
4 Chapter 2. Images
Examples of alt-text
Chapter 3. Tabular data
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Here is a closer look. There are a few things that raise red flags with the structure 

Now what would it look like if MS Word’s built-in heading styles are used? [click to reveal animation] Here you see the intended flow: Title , then the 3 chapters each at the same level of hierarchy. And Chapter 2 even has a subsection. 



Benefits of correct navigation structure

K -

D ® [TmesNewRo - [z - v Passes accessibility checks
e P lmaea x v' Correct tab order for keyboard navigation
C“Elpm:j a . - v’ Screen readers can announce new section
Navigation =+ X L v" MS Word can correctly auto-generate a Table
ST E : | of Contents
Headings  Pages  Results v Author/editor can change the style of all
“Bfemeimbiclizng, |8 chapter headings with single click
Chapter 1. Content Na... :
‘ C“E:tm;:jfitm - v' Bookmarks automatically created when
Chapter 3. Tabular data H saved as a PDF
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When MS Word heading styles are used as intended and in order, the navigation will be clear to somebody using keyboard navigation or assistive technologies like a screen reader.

Viewing the Navigation Panel will keep you on track with a consistent structure to your content.


FixXing incorrect use of heading styles

File Home  Insert  Design

=] =01 =l Outline
|—__| ‘j |_H?: = Draft I—_
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H® 4 -

Navigation ~ %

Search document 2
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4 A Document with Poor Ac...
Chapter 2. Images
Chapter 3. Tabular data
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Now let’s take a look back at the inaccessible version and see what went wrong and how to make it right.

Recall that Chapter 1 is missing from the navigation structure.


Problem: No heading tag

LG Insert  Design  Layout  References  Mailings  Review Script Lab  ACROBAT Q Tell me ,!;:_}_ Share
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I Chapter 1. Content Navigation I

| S I - S - I R N JElent font sizes. weights, or color in orderto
provide a visual cue about different sections in a document. Using Microsoft Word’s heading
styles simplifies creation of those styles and adds background tagging to the document that
provide many other benefits.
The benefits of using MS Word styles:

= 1. Provides visual cues to different sections of the report

2. Helps the author use the automated Table of Contents generator

3. Text style/paragraph spacing can be changed simultaneously on all headings of the same
level

4. People who rely on keyboard navigation can skip through the contents

5. PDF bookmarks are automatically generated from headings when the Word file is
converted to PDF

Chapter 2. Images



Presenter
Presentation Notes
If I go back and select and the heading text for Chapter 1, I see in the styles panel that it is tagged as a “Normal” paragraph. That is incorrect tagging. 

So in this case, the author manually changed the font style to make it look like a heading instead of leveraging MS Word’s built-in tagging tools.


Correcting header styles
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First let’s check what the heading directly above the chapter heading to confirm it is the highest-level heading-- that is a Heading 1. 

For most of you, the Title will be the highest level needing a heading tag and then the chapter titles unless you are splitting your document into Parts and then chapters. That is reflected here, where the Title is tagged as heading 1, so we want the next level to be a Heading 2.


Choosing header styles
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You can expand the heading style options in the Home ribbon and choose Heading 2 for each of the chapter titles.


Nesting heading styles

* Heading 1 style = Title of document *

— Heading 2 style = Main sections
* Heading 3 style = Top subsections
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So here are the general rules when thinking of heading styles in Word. 

Nest them so Heading 1 is the title or top heading, heading 2s are your next level, so usually chapter and appendix titles, and then heading 3s would be sections within your chapters, and so forth.



Pro-tip: Modify
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But wait.  What if you prefer the look of Heading 5 as the main subsections under each chapter? 
Or just generally don’t like any of the default styles in your Word template? That is OK.

It is easy to modify them by right clicking on the style itself and choosing “Modify”. 




Modifying heading styles
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The beauty of tagging all the headings consistently is that, even if you have a 500-page document with over 20 chapters before you decide you don’t like the heading style, you can just change the heading style in this one place and it will automatically update the style of all 20 chapter titles in your document. 

You can do some neat tricks by modifying the style. For instance, “keep with next,” so the heading doesn’t get separated from the text it refers to if it is at the bottom of a page. Or add border/shading behind all section labels. If anybody is interested, I can do a live demo of that during Q&A.


Pro-tip 2: Generate Table of Contents
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The second pro-tip is that using heading styles is the only way to automatically generate a Table of Contents for your Word document.


Table of Contents based on heading styles
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And once you’ve generated your table of contents, you can update it at any time if the content in your document changes.


Additional resources about heading styles

 How to Create Accessible Headings in Microsoft Word (TAMU
Engineering Studio for Advanced Instruction & Learning)

« How to Make an Accessible Document in Microsoft Word, Module 2:
Use Styles to Create Headings (GSA Section 508 Training Video)

« Heading off confusion: When do headings fail WCAG? (TPGi)



https://learntech.engr.tamu.edu/faculty-tutorials/accessibility/accessibility-series/how-to-create-accessible-headings/
https://www.section508.gov/training/documents/aed-cop-docx02/
https://www.tpgi.com/heading-off-confusion-when-do-headings-fail-wcag/?fbclid=IwAR07dEO8QXJWVoiOOEVLNp_grT97Vw4GkJzp5VU0W2_W4yK78z8yv4gg3e4

High impact categories: Image alt-text

Content structure Image alt-text Data tables

Visual cues; keyboard navigation Hover info; screen readers/Al Visual cues; screen readers/Al

= Use heading styles to label the = Add to all captioned and other = Ensure each data cell has a
title, sections, and subsections. non-decorative images, including corresponding table header cell

. equations. (column and row).

Use heading styles in proper
nested order. = Mark background images as .

Benefits: keyboard navigation; decorative/no alt-text.

auto-generated Table of » Benefits: read by screen readers .
Contents; one-click re-styling and web crawlers, improved
throughout report, possible SEO, can be used as a QA/QC .
improved SEO.. checkpoint before submittal.

Use the “repeat headers across
pages” feature in Word.

Include data in each cell even if
that is “0” or “N/A.”

Avoid merged cells.

Benefits: Future data extraction.

Non-compliance easily flagged by automated checkers
These are compliance issues that are most likely to be flagged if they fail accessibility.

They are most easily dealt with at the point of creation, prior to review for publication approval.
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Now let’s talk about the cog in the wheel, alternative text.

This is the one that has caused the most delays in publication of research reports. So this presentation doesn’t get too long, I want to just focus on how easy it is to add in Word,


Importance of alt-text

)] o a nytimes.com/int B v L @ @ O m B L X -

“Though opinions about what
details should be included for
Msiiirpsople sy it those using screen readers

diverge,
most people agree on one
point: that the presence of alt
text is an important step
toward making the internet
more accessible.”

—Miller, M., & Parogni, I. (2022). The
The Hidden Image Descriptions l\/[aking Hidden Image Descriptions Making the
: Internet Accessible. New York Times.

the Internet Accessible
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but just as a little description of what it is, I want to mention that the New York Times published a great article in February 2022 about image alt-text and how important it has become for accessibility.    I recommend taking a look at this article when you get a chance so you have more understanding about how blind and low vision readers experience alt-text, as well as how different alt-text might be for the same image depending on who is adding the alt-text or what the purpose of the image is. 

https://www.nytimes.com/interactive/2022/02/18/arts/alt-text-images-descriptions.html
https://www.nytimes.com/interactive/2022/02/18/arts/alt-text-images-descriptions.html

Where is alt-text?
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You won’t see alt-text normally because it resides in the background layer of your document, to be read by the computer.  

So let’s look at how you review your document to see how you’re progressing on this accessibility issue.



MS Word accessibility check
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This is one element that you can check using MS Word’s built-in accessibility checker. Switch over to the REVIEW ribbon and click on “Check Accessibility.”

If you have images that are missing alternative text, they’ll show up in the Accessibility Checker Results Panel on the right.

A note on this: the Accessibility checker isn’t going to catch every issue required by Section 508 accessibility. Microsoft isn’t defining accessibility by Section 508 criteria and many issues have to be checked manually. Even for image alt-text it can’t tell you if the alt-text is good. Don’t rely on this for every accessibility issue, but it is the best option to start to check your alt-text. 


MS Word accessibility checker panel
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If you expand the “Missing alternative text” result in the Results Panel, you’ll see a list of all the images that are missing alt-text.


Add an image description
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In this case, clicking “Picture 4” in the results panel takes you to the page and highlights the image in your document that is missing alternative text. 

By clicking on the down-arrow button next to “Picture 4,” you’re given the option to add a description.


Alt text box
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And that opens up another panel with a text box where I can add the Alt Text description.


Alt-text added
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Presentation Notes
One recommendation when writing alt-text for captioned figures is to refer to the figure caption in order to “fasten” the two descriptions together. The purpose is not to be redundant, but provide details that you didn’t necessarily provide in the caption. In an upcoming slide, I’ll provide links to some resources that will help you decide what to write as alt-text in different situations.
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Once you’ve added the alt text, the error disappears from the Accessibility Check Results Panel.

Now there is only 1 image missing alt-text. I could continue in this accessibility checker panel, but want to show you another way to add alt-text.


Decorative images
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We still have this rectangular box that is serving as a separator between Chapter 2 and Chapter 3. 

All I need to do here is right click on the image


Right-click image
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And select the option to “Edit Alt-Text” which opens up that same panel we saw before.

Now in this case, a blind reader is using the navigation created by the heading tags, so doesn’t need visual cues like this one to show breaks between sections. 
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So in this case, I can mark the image as decorative instead writing alternative text to describe it.

In accessibility lingo, this is called making it an “artifact.”


Additional alt-text resources

« DIAGRAM Center Image Description Guidelines

 Harvard: Write good Alt Text to describe images

« Social Security Administration Guide: Alternate text for images (4.3 MB PDF)
« Recommended: Section 2: Common Mistakes

 UT Rio Grande Valley: A Guide to Alternative Text (574 KB PDF)
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So that concludes the how-to for alt-text, but here are a few recommended resources for learning more about alt-text.

http://diagramcenter.org/table-of-contents-2.html#contents
https://accessibility.huit.harvard.edu/describe-content-images
https://www.ssa.gov/accessibility/files/SSA_Alternative_Text_Guide.pdf
https://www.utrgv.edu/eolc/_files/2017/posters/handouts/a-guide-to-alternative-text.pdf

High impact categories: Tables

Content structure Image alt-text Data tables

Visual cues; keyboard navigation Hover info; screen readers/Al Visual cues; screen readers/Al
= Use heading styles to label the = Add to all captioned and other * Insert as a table, not images.
title, sections, and subsections. non-decorative images, including
equations = Ensure each data cell has
= Use heading styles in proper 1 ' corresponding single header cell
nested order. = Mark background images as (avoid merged/split cells).
= Benefits: keyboard navigation; LEEEEINENT A * Include data in each cell even if
auto-generated Table of = Benefits: read by screen readers that is “0” or “N/A.”
Contents; one-click re-styling and web crawlers, improved “
: , = Use the “repeat headers across
throughout report, possible SEQ, can be used as a QA/QC ages” feature in Word
improved SEO.. checkpoint before submittal. pag '

=  Benefits: Future data extraction?

Non-compliance easily flagged by automated checkers
These are compliance issues that are most likely to be flagged if they fail accessibility.

They are most easily dealt with at the point of creation, prior to review for publication approval.
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Last, let’s talk about tables. 

I’m not going to cover every aspect, but again, just covering the Accessibility 101 where I’ve seen the most common failures in TxDOT deliverables.


Accessible options: Insert table using built-in tool
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Ideally, you’ll insert a table using Word’s built in features, either the grid or “insert table” which are available on the Insert ribbon.

Accessibility experts say to not use the “Draw Table” option.


Define Header Row/First Column

A Document with Better Accessibility.docx - Word Table Tools  Barnes-Sanchez, Kevyn A

Home Insert Layout References Mailings Review View Developer Help Script Lab ACROBAT Design Layout Q Tell me what you want to do r';_;_ Share
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- Table 2. An example of a table with no accessibility concerns.
i Test No. Property 1 Property 2 Meets Criteria?
i 1 Result (1,1) _ Result (1,2 Yes
2 2 _ Result (2,1) _ Result (2,2 _ Partial
3 . Result (3,1) | Result (3,2 . Yes
I 4 Result (4,1) | Result (4,2 | Yes
il 5 _ Result (5,1) | Result (5,2 _ Partial
i 6 _ Result (6,1) N/A _ No
7 | Result (7,1) Result (7,2 _ No
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For accessibility, the ideal is a simple table, with one set of headers for each row and one set of headers for each column AND text in every cell, 

making sure that the heading row and first column are defined in the Table Tools>Design ribbon.



‘machine view” in PDF backend

Simple table: Corrgct ‘

Data:
Test No. Property 1 Property 2 Meets Criteria?
1 Result (1,1) Result (1,2) Yes
2 Result (2,1) ‘ Result (2,2) Partial
3 Result (3,1) Result (3,2) Yes
4 Result (4,1) - Result (4,2) Yes
5 Result (5,1) - Result (5,2) Partial
6 Result (6,1) N/A No
7 Result (7,1) ‘ Result (7,2) No
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If we take a look behind the scenes, this is a backend view of the table from PDF accessibility software that I use to double check that a screen reader will correctly associate a table cell to the appropriate header cell.

As you can see, with a simple table there is a direct relationship to the appropriate column header and row header, so a person using a screen reader or keyboard navigation won’t have a problem deciphering this table and the association between each cell and its defined header. 
          


‘machine view” in PDF backend

Simple table: Corrgct ‘

Data:
Test No. Property 1 Property 2 Meets Criteria?
1 Result (1,1) Result (1,2) Yes
2 Result (2,1) ‘ Result (2,2) Partial
3 Result (3,1) Result (3,2) Yes
4 - Result (4,2) Yes
5 Result (5,1) - Result (5,2) Partial
6 Result (6,1) N/A No
7 Result (7,1) ‘ Result (7,2) No
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Conversely, every header cell has a direct path to data in each cell.
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Sometimes you may need to include a table from another source and are tempted to drop it in as an image.    (I can tell this is an image because when I click on it in Word, [click for animation] I immediately see the Picture Tools options.) 

The question is, are you including this image of a table as a reference for your readers to quickly refer to data in it, or are you merely providing an example of the type of information that can be found at the original source? 

If you intend your readers to extract data from it, you must remember that for images, anything that you intend for sighted readers to learn from the image must also be available for those using screen readers. There is no way to make an IMAGE of this table accessible in Word.


Accessible example: Table as a sample figure
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Figure 2. An example table from the Federal Highway Administration's Highway Statistics, 2020. The Table FI-30 data can be
- obtained in multiple formats on the Highway Statistics Series website.
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If you are only providing the image of the table as an example and don’t intend for your readers to access specific data in the table, then, sure, treat it as what it is: a figure. 


Acceptable example: Table as a sample figure
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That means giving it image alt-text AND a figure caption instead of a table caption so it is clear that this is not intended to serve as a data reference. 

Here is a bonus tip:
Note that I have included a link to the actual data source in this caption. Linking to an accessible table is a best practice for any image of data such as a chart or graph that would be too complex to describe fully in alt-text. Some of the alt-text resources that I linked to earlier provide examples of this best practice. In the case of this example, a link to the original data is helpful to both sighted and vision-impaired readers.


Accessible options: Paste from Excel
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What if you *are* referencing the actual data and need that table to be integrated into your report specifically for the data itself?

In that case, you want to insert it as a table not as a an image. Here, I had access to an Excel file of the data, so I was able to copy and paste from Excel, simplify the table to only the data that I needed, and ensure there is just a single row of column headers. Remember that a simple table is ideal:1 row and one column of headers.


Defining the header cells
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Idaho 1.67 0.64 123



Presenter
Presentation Notes
Once you’ve added your table, make sure to open the Table Tools, Design ribbon,

Select the header row cells in the table and make sure that the “Header Row” setting is checked 
so the that Word tags the 1st row as the headers for each column. In this case, the first column contains the header for each row of data, so I made sure “First column” is also checked.


Pasting a table from Excel
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From there, I could also choose a table style of my choice using the Table Design tools.


Inaccessible table: Headers not repeated

North Carolina 222 1.03 1.45
North Dakota 1.29 0.83 1.14
Ohio 1.51 1.01 1.19
Oklahoma 1.87 124 1.55
Oregon 230 1.12 1.57
Pennsylvania 1.60 1.10 1.28
Rhode Island 1.55 0.90 0.98
South Carolina 32 0.95 1.97
South Dakota 1.59 1.10 145
Tennessee 2.06 137 1.5¢9
Texas 2.10 125 1.49
Utah 1.26 0.77 091
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Presentation Notes
Now I’d like to address tables that span across multiple pages. 

In this example, there are no headers visible on the 2nd page of the table.

The cognitive load is high if a reader has to flip to another page to review what the headers are, but this is an accessibility issue that purely affects sighted readers, so most of you are already handling this. But you might not be handling it in the accessible way.


Inaccessible table: Manually split across pages

T L 2 a5 e R T
MNew ¥ orK 151 u.y3 Luz
North Carolina 222 1.03 145
North Dakota 1.29 0.83 114
Ohio 1.51 101 119
Oklahoma 1.87 124 1.55

Table 4 CONTINUED. Fatalily Rate Per 100 Million Arnual VMI™ 2020, Functional System (Source: Table FI-30, Highway
£ Statisties 2020)

STATE RURAL TOTAL URBAN TOTAL TOTAL

Pennsylvania 1.60 1.10 128
Rhode Island 1.55 0.90 0.98
South Carolina 321 0.95 1.97
South Dakota 1.59 1.10 145

Tennessee 2.06 137 1.59
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The way some authors have handled this is to manually break the table into two tables, add a “continued” caption, and manually add a new header row. 

Unfortunately, now it has turned into an accessibility issue both for sighted readers because of a new cognitive load issue related to seeing the new caption and thinking this is a separate table, and for people using screen readers who will be told this is a new table and will have the caption and header text re-read to them.


Inaccessible table: Manually split across pages,

Oklahoma 187 124 155

Table 4 CONTINUED. Fatality Rate Per 100 Million Annual VMT-2020, Functional System (Source: Table FI.30, Highway
Statistics 2020

STATE RURAL TOTAL URBAN TOTAL TOTAL
Oregon 230 1.12 1.57
Pennsylvania 1.60 1.10 128
Rhode Island 155 0.90 098
South Carolina 321 095 197
South Dakota 159 110 145
Tennessee 2.06 137 1.59
Texas 2.10 125 1.49

Utah 1.26 0.77 091
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Presentation Notes
Not only that, but it also increases YOUR manual labor if you need to make any structural changes to the table, if your table position moves, or if the page margins change. 

So what can you do instead?


Fix for tables spanning multiple pages_

Paste

L
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Table 4. Fatality Rate Per 100 Million Annual VMT-2020, Functional System (Source: Table FI-30, Highway Statistics 2020).

STATE
Alabama

Alaska

Arizona
Arkansas
California
Colorado
Connecticut
Delaware

Dist. of Columbia

Florida

Georgia
Hawaii
Idaho

RURAL TOTAL
1.86

1.53
2.09
1.26
212
1.57
1.57
233

210

223
0.61
1.67

URBAN TOTAL
1.03

0.92
123
066
1.09
1.15
092
1.09
1.19
131

117
1.04
064

TOTAL
1.38

1.21
1.60
1.88
128
128
0.99
1.39
1.19
1.60

1.43
0.97
123

+ 130%

w el - '



Presenter
Presentation Notes
Here, I’ve moved the top of the table closer to the end of the page so it is easier to see how to fix this issue using MS Word tools.

Click on your table header row so the Table tools ribbon becomes available. 


Table tools: Layout ribbon

A Document with Better Accessibili Table Tools
File Home Insert  Design  Layout  References  Mailings  Review i Developer  Help  ScriptLab ! 53 Share
[ Select~ i 4 ] P - BEEA Az A Repeat Header Rows
[E= View Gridlines g E‘m [’;E(i E E g E ] split Cells AutoFt ;ﬂHﬂghb J‘i : ‘fnmbm % BEEA ? E i} ECo:verttoTﬂt
IR Properties Table - Above Below Left Right 0 SPIft Table o e Width: 158" . || B0 Distribute @omns | FRN) g o von Mo 36 Jx Formula
Table Draw Rows & Columns F] Merge Cell Size pa] Alignment Data ~
H S 05% -
L Lo o e X 1 e A 2 o . D . 4 . o (#0500  § e T
Table 4. Fatality Rate Per 100 Million Annual VMT-2020, Functional System (Scurce: Table FI-30, Highway Statistics 2020).
| STATE RURAL TOTAL URBAN TOTAL TOTAL
- Alabama 1.86 1.03 1.38
Alaska 153 0.92 1.21
Arizona 2.09 1.23 1.60
Arkansas 1.26 0.66 1.88
California 212 1.09 1.28
Colorado 1.57 1.15 1.28
w-: Connecticut 157 0.92 0.99
Delaware 233 1.09 1.39
N Dist. of Columbia - 1.19 1.19
Florida 210 1.31 1.60
Georgia 223 117 143
Hawaii 061 1.04 0.97
Idaho 167 0.64 1.23
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Then open the Table Tools> Layout ribbon


Accessible table: Repeated header rows

Document with Better Accessibility(1).docx - Word Table Tools Barnes-Sanchez, Kevyn A [ — (m]

Home Inset  Design  Layout  References  Mailings  Review  View  Developer  Help  Scriptlab  ACROBAT  Design [EEWSES QTellmgwhﬁtanttodu

%it:;dlim D/ D B‘S m m (El E) 2 Split Cells it v < || B ot Fos ZZZ AE: E 2‘1’ E’%;F:ﬂ::::’tﬁm
| Table Draw Rows & Columns el Merge Cell Size F] Alignment Data . ~
H S 0% =
L 1-“-‘-‘l§-ww‘-‘t.‘ﬁ:..‘1.”\..‘;‘.\..‘n.‘.\l.‘;u.‘..‘s‘-.‘..‘r‘.. -
Table 4. Fatality Rate Per 100 Million Anwual VMT-2020, Functional System (Source: Table FI-30, Highway Statistics 2020).
i STATEI RURAL TOTAL URBAN TOTAL TOTAL
Alabama 1.86 1.03 1.38
Alaska 1.53 0.92 1.21
Arizona 209 123 1.60
Arkansas 1.26 066 1.88
California 212 1.09 1.28
Colorado 157 1.15 128
. Connecticut 157 092 0.99
Delaware 233 1.09 1.39
E Dist. of Columbia = 119 1.19
Florida 210 1.31 1.60
STATE RURAL TOTAL URBAN TOTAL TOTAL
Georgia 223 117 1.43
Hawaii 0.61 1.04 0.97 -
Page6of9 944 words [NES-| [E3) B - 1 + 130%
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Select the “Repeat Header Rows” option so it is active.

You will immediately see MS Word has repeated the header cells on the next page .


Accessible table: Repeated header rows after table move

ocument with Better Accessibili
File Home  Insert  Design  Layout  References  Mailings  Review i Developer  Help  Scriptlab  ACROBAT  Design [MESNSVSN  Q Tell me what you want to do £ Share
I3 Select - = ki e S FEE A= A'| [EiRepeat Header Rows
- ) € > T [ Height 021 | B pistribute Rows ==
[EE View Gridlines DEI P E’]‘E‘( Q Q g Q 5 Split Cells AuoFit | e . BEE o @ Szr‘tl' £ Convert to Text
MRPropeties e e Above Belw Len Rght STl o e Wt 155 DeibuteCotmns g (o im p T f Fomala
Table Draw Rows & Columns ) Merge Cell Size F) Alignment Data ~
HS 0% -
L 1...\”&‘.‘.‘.‘1‘H&E.‘.z.‘.\.‘.an..\H‘n‘.‘.ﬁ.‘s‘”\...s.ﬁ.\.‘.y.‘.
Table 4. Fatality Rate Per 100 Million Annual VMT-2020, Fumctional System (Source: Table FI-30, Highway Statistics 2020).
STATE RURAL TOTAL URBAN TOTAL TOTAL
. Alabama 1.86 1.03 1.38
o Alaska 1.53 0.92 1.21
Arizona 2.09 123 1.60
- Arkansas 1.26 0.66 1.88
California 212 1.09 1.28
STATE RURAL TOTAL URBAN TOTAL TOTAL
Colorado 157 1.15 128
Connecticut 1.57 0.92 0.99
PageGof9 944 words B B - ] + 130%
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And Word will automatically keep a header row repeated at the top of each new page no matter how the table moves based on added or changed content





Problem: Color as only means to convey information

L | # | 1 xx; | 38 . 4 | 3

5 Table 1. An example of a table with some accessibility issues.

. Test No. Property 1 Property 2 Meets Criteria?
1 Result (1,1) Result (1,2

3 2 Result (2,1) Result (2,2

= 3 Result (3,1) Result (3,2

3 4 Result (4,1) Result (4,2

I 5 Result (5,1) Result (5,2

: 6 Result (6,1) N/A

. ) Result (7,1) Result (7,2
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Presentation Notes
So that is it for straight forward for simple tables, but we know that sometimes you’d like to spice things up for visual impact.  So something I have seen often in transportation is the use of color, especially red and green, to convey important information

I hadn’t really planned on talking about color today, but realized that there have been several examples of tables where this was an issue. Color can provide a stunning, quick way to visualize opposing values. But only IF you can distinguish colors. And in this case, IF you can see the color at all. 

First, remember that I noted that every cell should have data in it. 




Problem: Color as seen with colorblindness

Deuteranopia (red-green colorblindness) is the most common colorblindness.

1 = 5. - . |.. AR SR i B s . e

Test Mo, Property 1 Property 2 Meets Criferia? Test o, Property 1 Property 2 Meels Criteria? Test Mo, Property 1 Property 2 Meels Criteria?

1 Resalt (1,1) Result {1.2) 1 Result (1,1) Beesult {1.2) | 1 Result (1,1) Result{1.2)
2 Result (2,1) Result {2,.2) 2 Result (2,1) Result {2.2) z Result (2,1) Result {2,2)
3 Result (3,1) Result (3,2) 3 Result (3,1) Result (3,2) 3 Result (3,1) Result {3,2)
4 Result (4,11 Result {4.2) 4 Result (4,1) Result {(4.2) 4 Eesult (4,11 Result {4.2)
5 Result (5,1) Result (5.2) 5 Result (5,1) Result (5.2) 5 Result (5,1) Result{5.2)
[ Result (6,1) A [ Result (6,1 A & Result (6,1) A

T Result (7,1) Result (7,2} T Result (7,1) Result {7, 7 Resull (7,1) Result {7,2)

I NE u = I hee= I
v = R % " s -
Test No. Property 1 Property 2 Meets Criteria? T o e e Test No. Property 1 Property 2 Meets Criferia?
1 Result (1,1) Reesult {1.2) 1 Result (1,1) Result {1.2)
2 Result (2,1) Result {2,2) z Result (2,1) Result {2,2)
3 Result (3,1) Result (3,2) + 3 Result (3,1) Result {3,2)
4 Result (4,11 Result {4.2) 4 Eesult (4,11 Result {4.2)
5 Result (5,1) Rezult (5.2) 5 Result (5,1) Beezult {5.2)
[ Result (6,1) NIA [ Result (6,1) WA
T Resull (7,1) Result (7,2) T Resull (7,1) Result {7,2)
sands = I R - 1 args [ 23 = N R - 1
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Next the first issue with color to convey information:

it is very likely that somebody you work with has colorblindness and it is guaranteed that somebody who needs to read your report is colorblind. 

This is a simulation from a popular accessibility program called Colour Contrast Analyser. The most prevalent colorblindness is simulated in the upper right corner.  Note how it is impossible to interpret the meaning of the colors in the upper right hand simulation.

I like that it also shows a grayscale simulation in the lower right hand example, too, because it reminds you to think of when you’ve needed to print out a PDF and don’t have access to a color printer.

(Fact: About 1 in 12 men are color blind--most prevalent in those of Northern European descent)


Problem: Color to convey information: High contrast mode

Windows high contrast mode (left Alt + left Shift + Print Screen)

Table 1. An example of a table with some accessibility issues.

Test No. Property 1

Property 2

Meets Criteria?

1 Result (1,1)

Result (1,2)

2 Result (2,1)

Result (2,2)

Result (3,1)

Result (3,2)

Result (4,1)

Result (4,2)

Result (5,1)

Result (5,2)

Result (6,1)

N/A

Result (7,1)

Result (7,2)
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Another issue is that somebody with a visual impairment may be using their computer’s high contrast accessibility setting and if so, this is what they will see…. Nothing in the last column.


Problem: Color to convey information: PDF backend

Data:
Test No.
1 Result (1,1)
2 Result (2,1)
3 Result (3,1)
4 Result (4,1)
5 Result (3,1)
6 Result (6,1)
7 Result (7,1)

Property 1

Result (1,2)

Result (2,2)

Result (3,2)

Result (4,2)

Result (3,2)

N/A

Result (7,2)

Property 2

Meets Criteria?


Presenter
Presentation Notes
In the same vein, a screen reader/assistive technology will also not recognize any content inside the cell, if it registers a data cell at all.

There is a simple solution to this while still using color, though.


Fix: Color plus data in every cell

L) FE I - . o - 1 - ..

T

Table I. An example of a table with some accessibilify issues.

i Test No. Property 1 Property 2 Meets Criteria?
1 Result (1,1) Result (1,2 Yes

: 2 Result (2,1) Result (2,2 Partial

i 3 Result (3,1) Result (3,2 Yes

g 4 Result (4,1) Result (4,2 Yes

: 5 Result (5,1) Result (5,2 Partial

' 6 Result (6,1) N/A No

l g Result (7,1) Result (7,2 No


Presenter
Presentation Notes
The fix for this is to make sure there is text in every field of your table, even in those where you are also using color. 

Just a quick note that color contrast between the cell color and the text is important to accessibility, but I am not covering color contrast today. I’ll give you a couple of resources at the end where you can learn more about that if you like to use color in your visualizations. 


Alternative: Images with clear alt-text + in-line with text

: Alt Text K
= 3 = l?
Test No. PI'D]] El'ty 1 Pl"DpEll'ty 2 Meets Criteria? How would you describe this object and its
- context to someone who is blind?
.; 1 Result ( 1.1 ) Result ( 1.2 @ {1-2 sentences recommended)
3 2 Result (2,1) Result (2,2 e estre
N 3 Result (3,1) Result (3,2 @
. Mark as decorative
- 4 Result (4,1) Result (4.2 Q
- '3
o 5 Result (5,1) Result (5,2 e A
p 6 Result (6,1) N/A e
: 7 Result (7,1) Result (7,2 e
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Along these same lines, just to tie this back in to the previous discussion about images, there have also been instances when a researcher found it useful to use images in a table. Here, I’ve replaced the text with emoticons (this is ONLY for illustrative purposes). 

This may need a little bit of remediation on the PDF side, but the important thing to note is that this is a case where you absolutely need to use alt-text. Usually if you insert icons via MS Word’s icon options, the alt-text will already be there, but you may want to adjust it so a screen reader reads it the way a sighted reader might think it when they see this image. You also need the image wrapping setting to be in-line with text.


PDF backend: Images with clear alt-text + in-line with text

Data:
Test No. Property 1 Property 2 Meets Criteria?
Result (1,1) Result (1,2) l
1
l yes
Result (2,1) Result (2.2) I
2
I Neutral
Result (3,1) Result (3,2) [
3
I yes
Result (4,1) Result (4,2) I
4
I yes
Result (3,1) Result (5,2) I
5
I Neutral
Result (6,1) N/A I
6
I no
Result (7,1) Result (7.2) I
‘ I

| 4


Presenter
Presentation Notes
In this simulation from my CommonLook PDF software, you see that by adding simple alt-text to the images, the alt-text is the data for that cell.


Tables: Summary of fixes

1. Create tables with MS Word'’s “Insert table” feature
2. Keep tables simple
» Avoid split or merged header cells
« Use a 1:1 relationship between each data cell and corresponding
row header and column header
3. Repeat headers across pages

4. Include data in every cell

5. If cell color is meaningful, ensure that meaning is also conveyed
through text


Presenter
Presentation Notes
Here’s a summary of what we discussed with tables, for your reference when I send out the presentation slides,


Additional table accessibility resources

» Accessible PDF screen reader demo (YouTube video, Table example)

» Accessible Tables (Presentation by Michael Molina, Oklahoma DOT Library)

 Word 2013 & 2016: How to Make Accessible Tables (YouTube video by

Texas Governor's Committee on People with Disabilities)



Presenter
Presentation Notes
And a few resources specific to tables for you to reference later as needed. Michael Molina’s presentation on tables goes more in-depth into the issues and fixes for tables that have merged cells or use more than 1 row to serve as column headers.

https://youtu.be/tEkZUlNfcZo?t=69
https://transportation.libguides.com/ld.php?content_id=61899149
https://www.youtube.com/watch?v=C3Fov_bSvHw

Built-in accessibility checker and tools
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Presentation Notes
2 last things about finalizing your documents.

As mentioned, Word does have an accessibility checker so if you go to the Review Ribbon and click on “Check Accessibility,” you can review your alt-text, review the navigation pane to check your headings, or run a full accessibility sweep of your document. 


Built-in accessibility checker and tools
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The word accessibility checker pane provides you with a good start to the Section 508 accessibility issues that might be present, but Microsoft doesn’t follow Section 508 rules so don’t rely on it completely. You still need to do some manual checking.


Note about converting MS Word to Adobe PDF

Only use
‘Save As...”

Save As

Save as Adobe

PDF
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Presentation Notes
And last, I need to stress  this because I have seen it happen on several PDFs provided to the library. 

If you are converting the Word document to PDF yourself, only use the “SAVE as PDF” option ; or, if you have the Adobe Acrobat Pro add-on, you might see a “Create Adobe PDF” option, which would also be OK.  But think Save, save, save.

[click to reveal warning]

But never ever use the “Print to PDF” option for a document you plan to distribute. 

Why? Because that will strip out every accessibility-supporting tag that you’ve added to your Word document.

 When you think of “Print” think of “Paper” and when you think of Paper, think has Zero digital accessibility, failed Section 508.     If you remember SAVE preserves accessibility and saves you from an unwanted surprise.




General accessibility resources

= Section 508 Resources (TxDOT Research Library)

https://library.ctr.utexas.edu/Presto/home/home.aspx?ssid=Section 508

= Section 508 Community of Practice (National Transportation

Knowledge Network):
https://transportation.libguides.com/c.php?g=1139116&p=8311627



Presenter
Presentation Notes
So I’ll leave you with a couple of general resources here.
 
A web page on the library’s website that will include the recording of this webinar but already has multiple video tutorials from state and federal accessibility groups,

I highly recommend visiting the information page for the NTKN Section 508 Community of Practice which meets every month or two.

https://library.ctr.utexas.edu/Presto/home/home.aspx?ssid=Section_508
https://transportation.libguides.com/c.php?g=1139116&p=8311627

Questions?

TxDOT Research Library
https://library.ctr.utexas.edu

Kevyn Barnes-Sanchez
Manager, Library Services

kevyn@austin.utexas.edu
512-232-3130



mailto:kevyn@austin.utexas.edu
https://library.ctr.utexas.edu/
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