Document Accessibility

Yes, all digital documents must meet accessibility
standards too!

February 27, 2024



What is Document Accessibility?

* Making non-HTML digital content readable by assistive
technology and to users with low vision.


Presenter Notes
Presentation Notes
Examples: 
PDF
Word
Excel
PPT
Email
Publisher
Flipbooks



True or False?

* Making a document accessible is easier than making a
webpage accessible.



PDFs and Accessibility

Dawnna Lewis
Employee UX Designer
NC Department of IT
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Basics from the Video

Common Accessibility
Corrections

« Add Alternate Text to Images
and Charts

» Correct Heading Use.
(Hierarchical Headings)

e Check the Color Contrast

Special Accessibility
Corrections for PDFs

» Make sure the PDF is Tagged
« Check Correct Reading Order

« Avoid “Print to PDF” settings.
They will remove your tags and
accessibility formatting.
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Presenter Notes
Presentation Notes
Interaction:
You have one minute, List in the chat all the accessibility corrections that can be made that you can think of right now! Go…
heading structures
descriptive hyperlinks
alternative text for charts and images
table structure
list items



Adobe Accessibility Checking

< Prepare for accessibility X Tags identify each piece of content and define the reading order in a hierarchical tree structure. The

reading order is the order in which content is read aloud. Tags and reading order make it possible

[8 Automatically tag PDF for assistive technologies, such as screen readers, to read the document.

Prepare for accessibility

Lg Automatically tag form fields

v TEEE

v $ <Document>

Change reading options [ ] Accessibility permission flag is set

LR

‘ Open ‘

@ Document is not image-only PDF

@ Check for accessibility N @ <Figure>
@ Document is tagged PDF
7y 0 ibilit t > @ <Hi>
CE pen accessbITy Tepor ¢ @ Document structure provides a logical reading order
3 ﬁ <HZ>
[ Identify form fields 8 Text language is specified
» ﬂ <P>
BJ Add alternate text @ Document title is showing in title bar
» <H3>
. ¢ @ Bookmarks are present in large documents
+:\§. Use setup assistant > T| <P
@ Document has appropriate color contrast
Ef," Fix reading order > § <P>
> ﬁ <H4>
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Presenter Notes
Presentation Notes
If you don’t have Adobe Pro make sure you check the documents in Microsoft Word before converting. 
All the way back 2010, 2013 & 2016 Word has had an “Accessibility Checker” it is now under the Review tab.
 


= Menu & [ Alltools

Alltools  Edit  Convert  E-Sign

All tools x

[L%\ Send for comments
LIJ Convert to PDF

& Add a stamp

.‘?Q Use a certificate

@ Use print production
é’ Measure objects
Compare files

R Add rich media

@ Use guided actions

® Prepare for accessibility

a Apply PDF standards

[ ] Add search index

[[3 Use JavaScript

[E1 create custom tool

C-_‘,‘ Al Assistant (beta) [EEX0

E‘} Generative summary (beta) [EEI

Check out new e-sign tools

Use web forms, send agreements in bulk,
and more.

See All
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North Carolina Office of

Information Technology Services

18.12 NCID Service Policy

Purpose: To establish policy and procedures for use of NCID, an authentication and
authorization service.

Reference: None.
For More Information: Contact ITS Directory Services

The Office of Information Technology Services (ITS) operates a statewide authentication
and authonization service (NCID), an information technology system that verifies user
credentials and controls access to technology resources based upon the user’s credentials.
As part of 1ts responsibilities. ITS sets basic use policy to govern NCID subscribers. ITS
also reviews use of the service for comphiance with all applicable laws and regulations.
Final authority for this policy lies with the State Chief Information Officer.

Definitions

Apgency Any agency, wnstitution, board, commussion, bureau, department,
division. council, member of the Council of State. or officer of the
legislative, executive or judicial branches of State government that
subscribes to NCID. Agency also includes counties, cities, towns,
willages, other mumnicipal corporations or political subdivisions of
the State or any agencies of such subdivisions, the University of
North Carolina, commmumty colleges, hospitals, county or city
boards of education, other local public districts, vnits, or bodies
that subscribe to NCID.

Authentication The process of verifying credentials to ensure the identity of users.

Authonization Authorization controls access to protected resources, determining
what a user can do once the user has been authenticated.
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v @ <Document>
> @ <Figure>
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> @ <H2>
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> ﬂ <P
> q <>
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> B <Table>
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Save as a PDF vs Print as a PDF

{n Home
D New

State of North Carolina

DNC

Document1 - Compatibility Mode -

= Open
. OneDrive - State of North...
dawnna.lewis@nc.gov
Get Add-ins

Sites - State of North Carol...

lite dawnna.lewis@nc.gov

Other locations

El;l This PC
—1@ Add a Place
E’ Browse

Save

Save As

Save as Adobe
PDF

Print

Share

Q

 Don’t “Print As Adobe PDF”

Word

[= OneDrive - State of North Carolina

S)

[Hj Home
B New

= Open

Lewis, Dawnna C l & 2

Get Add-ins

Info

‘ Enter file name here

‘ Save

‘ ‘Word Document (*.docx)

Word Document (*.docx)

‘Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)

‘Word Template (*.dotx)

Word Macro-Enabled Template (*.dotm)
Word 97-2003 Template (*.dot)

XPS Document (*.xps)

Single File Web Page (*.mht, *.mhtml}
‘Web Page (*.htm, *html})

Web Page, Filtered (*.htm, *html)
Rich Text Format (*.rtf)

Plain Text (*.txt)

‘Word XML Document (*xml)

Word 2003 XML Document (*xmil)
Strict Open XML Document (*.docx)

PDF (*.pdf)

Save As

ed

Print

41

File Home Insert Draw Design Transitions Animations Slide Show
[ [ - - . -
‘i_l_.: E: [l et E‘E
Create Preferences Create PDF and Create PDF Create PDF and
PDF Share via Outlook and Share link Run Action

Create Adobe PDF

Create and Share

Review And Comment | Create and Run Action

Record Review WView Help Acrobat Accessibility

NCDIT]

:)r'

Nt

Ig] Copies: | 1 :
Print
. ® =
Printer
== Adobe PDF
= Ready

Printer Properties

Settings

|_ Print All Pages
v
The whole thing

Pages: ‘ ®
|_ Print One Sided
Only print on one side of...
I:I:l Collated
1,23 123 123
Portrait Orientation -

D Letter
85" x11"

i

Mormal Margins
Top: 1" Bottom: 1" Left: 1...

A4
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What were PDFs intended for?

» Adobe developed PDFs in 1992 to
present documents that including
formatted text and images for
printing.

1992

* These files were intended to be _ |
independent from software, HISTORY ... ™}

hardware and operating systems.



Presenter Notes
Presentation Notes
PDF technology was first developed in 1992 (How many of you had seen the internet in 1992?)
Before PDFs you had documents in word processors or in web pages, but not anything universally readable.



PDFs are intended for printing

» PDF stands for "portable document
format". Essentially, the format is used
when you need to save files that cannot
be modified but still need to be easily
shared and printed.

* PDFs are not mobile friendly. There is
an app you can download and use if
the PDF is developed to be used by
that app, otherwise you have to pinch
and zoom to see different parts of the
PDF.
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Presenter Notes
Presentation Notes
Created to be printed. (is the content in your PDF for printing? Or should it be a webpage?)
PDFs are not mobile friendly and are not meant to be. 



What are the differences

allea TR

I <

Lorem |psum Dolar

inctAanAdA AFf DNLC

I <

Lorem Ipsum Dolor

Dolor | Sit

Lorem Ipsum Dolor

Sit amet, consectetur adipiscing
elit. Etiam ega i
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Business Registration

P
A (VY .
e T0e 2" KB Website Manual:
P
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<
pusing 5 The purpose of this manual is to
d'\&&o\“em provide guidance to those
interested in filing an annual report
e poin m:‘ with the North Carolina Secretary of
o e i 0 State,
i

Introduction

Information

Version 1.0

December 22, 2023

Return to top

Annual Report Filing Manual

The purpose of this manual is to provide guidance to those interested in filing an annual report with the North Carolina Secretary of
State. It includes step-by-step instructions for filing annual reports online with the North Carolina Secretary of State’s Office. The
manual is intended for businesses and corporations in North Carolina

Annual Report Filing Manual


Presenter Notes
Presentation Notes
A how-to manual replaced with a webpage.

Pros
Pages can be as long as you want them, no need to start a new page. 
You can have as many webpages and they take very little space on the server.
PDFs files can be quite large when stored on a website.
Webpages are interactive there is a next button on the one shown.

Cons
Webpages are not always designed for printing.


Mobile Device Use
 When PDFs were 1% created in 1992 it was basically 0 mobile devices.
* In 2012, this figure was at a meager 10.88%.

* As of December 2023, 56.1% of all web traffic came through mobile
devices. |
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Presenter Notes
Presentation Notes
When PDFs came out in 1992 this is what cell phones looked like.
Which one did you have?
Interaction:
Take time now to list yours in the chat.



1,186 Employees at NCDIT

?
vl:’ll?w to Encourage Change? 10,55 Million i NC
o are we really helping? A

* 15% of your employees have some sort of disability

 NC DIT Employees — 178
* North Carolinians — 1,582,500

* 6% of your employees have difficulties with color.
« NC DIT Employees — 71
* North Carolinians — 633,000
« 2.75% of your employees suffer from severe vision impairment

 NCDIT Employees — 33
» North Carolinians — 290,125 NCDIT | i

OOOOOOOOOO


Presenter Notes
Presentation Notes
Who will these changes affect? Everyone.




Accessibility for all é\

WHEELCHAIR



Presenter Notes
Presentation Notes

Accommodations for wheelchairs like handicap ramps are used for much more than just wheelchairs. We all benefit by these ramps.
There are many reasons we may need these assistive devices and they are all not related to “different” abilities
Different abilities may be needs temporarily or permanently



March A11y Challenge

Acd alt tags to everything you do for the Month of March.

AutoSave @ EI:TIS ") ~ Write an intreduction slide for a UX designer and accessibility expertdocx » Saved ~ ,O Search Lewis, Dawnna C -
File Home Insert Draw Design Layout References Mailings Review View Help Acrobat Picture Format | 79 comments | ‘/ Editing v ‘ | & share ~|
abc [=1=]

s E=| A G

D Show Markup ~

s« Worked in retail when | was in college the first time (I think this gave me an introduction to
customer service.

¢ Worked with computers for the last 25 years of my career.

o Computer Instructor for Johnston Community College

o Web Developer at NC Department of Insurance.

o Fascina @ ith Accessibility for certain different abilities run in my family.

2 £ | OO OO B b B RE | B R || At T2 VX

Word Read Check Language New Show Track — o Accept Reject . . . .
T - Comment Comments ¥| | Changes~ [E] Reviewing Pane ~ P How would you describe this object and its
g s T © gz context to someone who is blind or low
‘o‘--l-"1---\‘--2-"I---3‘--|-"4---\‘--5-“|---E‘--é-" o
:ﬁf B vision?
- The subject(s) in detail
Check - The setting
ACCESSlblIlt}I’ h Introduction slide for a UX designer and accessibility expert, including: - The actions or interactions
) - Other relevant infermation
A blllt}’ s My father was a programmer in the 1970s and 80s. | was around 10 when | started
CCessl programming.

{1-2 detailed sentences recommended)

A TRS80 Computer made by Radio Shack
in the 1980s, including keyboard and
storage box.|

Generate alt text for me

[ ] Mark as decorative &
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Presenter Notes
Presentation Notes
Microsoft Word Accessibility Checker – Add Alt Text
Using something besides word Google how to check accessibility in that program.


How to Challenge Change in your organization?

« Start a challenge to make one change in all

documents in your organization.

 Teach content creators to add alt text to

everything this month.

* One month challenge them to run content thru

Grammarly for an 8! grade level.

* Run a challenge to find contrast problems in

Documents. Give a prize to all that find one.

* Run a challenge to find text not size 12 or

NORTH CAROLINA
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Presenter Notes
Presentation Notes
Like a Chocolate Kiss.


Looking for Recommendations

 April Durrence is looking for vendor recommendations for:
» eLearning modules (using Storyline)

* Live transcription and ASL services



The First Rule of PDFs: Don’t Use a PDF

... unless you must
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Open Discussion
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