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MS Word

MS Powerpoint

MS Excel

Audio / Video

Canvas

F O R M AT H O W  TO  B U I L D  IT  AC C E S S I B LY  

Use h e a d i n g  s t y l e s
Use b u i l t - i n  f o r m a t s  for  bul leted l i s ts ,  co lumns,  &  tables .

Use  ro w  re a d i n g  on  a l l  tables .

Avoid  f loat ing  text  boxes .

Include a l t e r n a t i ve  t e x t  for  images .  

D o  n o t  save  as  a  webpage.  

Use  b u i l t - i n  layouts .

Add a l t e r n a t i ve  t e x t  for  images .

Use  b l a n k  a l t - t e x t  on  images .

Use  capt ioned videos .  

Speci fy  c o l u m n  h e a d e r s .
D o  n o t  use  blank cel ls  for  formatt ing.  

Add a l t e r n a t i ve  t e x t  to  images .  

Use  u n i q u e  n a m e s  for  each “sheet” .  

Make media  ava i l a b l e  f o r  d o w n l o a d  i f  poss ible .

Veri fy  v ideos  have a c c u ra t e  c a p t i o n s .
Use an a c c e s s i b l e  m e d i a  p l aye r ,  ( i .e .  Kal tura  or  YouTube)

Use  h e a d i n g  s t y l e s
Add a l t e r n a t i ve  t e x t  to  images .

Use  capt ioned videos .

Upload a c c e s s i b l e  d o c u m e n t s .  (See  MS Word & PDF)  
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F O R M AT H O W  TO  B U I L D  IT  AC C E S S I B LY  

Use descript ive  l inks .

Add a l t e r n a t i ve  t e x t  to  images .

Use  capt ioned videos .

Upload a c c e s s i b l e  d o c u m e n t s .  (See  MS Word & PDF)   

Use  sof tware  that  c re a t e s  a c c e s s i b l e  P D F ’s ,  l ike  MS Word,

using  access ible  formatt ing  guidel ines .  (See  MS Word)

Save as PDF with “d o c u m e n t  s t r u c t u re  t a g s  f o r  a c c e s s i b i l i t y.”
MS Word for Mac c a n n o t  create accessible PDFs.

D o  n o t  use scanned documents.

Use  the  M a t h Ty p e  p l u g i n  for  MS Word to  wri te  equat ions .

“Export  to  mathpage.”

Select  “MathMC Using:”

Select  “HTML+MathJax”

Ke e p  t h e  e x p o r t e d  HT M L  fi l e  w i t h  t h e  a c c o m p a n y i n g  s o u rc e
f o l d e r  

Br ief ly  descr ibe  images  with  a l t e r n a t i ve  t e x t .

Make a l ternat ive  text  b lank for  decorat ive  images .  

Use  images  with  g o o d  c o n t ra s t .

Use descript ive  l inks .

Add a l t e r n a t i ve  t e x t  to  images .

D o  n o t  paste  image f i les  in  l ieu  of  real  text .

Use  h i g h  c o n t ra s t  co lors .

Use  readable  fonts .   

Cascade

Questions? Contact:   www.slcc.edu/accessibilityClint.Stoker@slcc.edu or go to


