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Creating Accessible
Documents - Part 2




Agenda

We will cover the following topics with 10-minute breaks on
the hour.

- Creating accessible forms
Example PDF Remediation demonstration

- Usability testing with assistive technology (screen reader,
magnification, or alternative input devices)



Accessible Forms




Options for Forms

. Online Forms
- Webpage
- PDF Documents

. MS Word Source file

. Adobe Acrobat remediation



Microsoft Forms

https://forms.office.com

Accessibility [fems:

- Color Contrast

. Accessible Instructions

- Themes — moving
confent


https://forms.office.com/

Forms in MS Word

Works for simple forms
but still needs some
remediation in Adobe
Acrobat.

1. Use underline

2. Can use Document
Accessibility Toolbar
(Vision Australia)
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completion of the Services in a fimely and protessional manner (usual and customary is 15
to 30 days or sooner). In the unlikely event that a Client becomes unresponsive for more
than three months during the audit process, all deposits will be forfeited and may require
anew agreement or a change order to the original agreement.

If you agree to the terms of this proposal, and would like Ablr o execute the stated
services, please have this document signed and returned to Michael lannelii by emailing,

Michael.lanneli@ablr360.com.
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Forms in Adobe Acrobat

Prepare Form tool — Form field
auto detection is hit or miss

Manually create form fields
1. Enter field name

2. Select All Properties

3. Add Tooltip

4. Save time: Press and hold
Control key and drag

Prepare Form
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Voter Registration Form

Required sections are in red

Eligibility Are you a citizen of the United States of America? Yes No
If you are not a U.S. citizen, If you checked “no" in response to this question, do not submit this form. You are not qualified to vote.

1 GERR R old enough to vote Are you at least 16 years of age and understand that you must be 18 years of age Yes No
or preregister to vote, do not on or before election day to vote?
submit this form.
Required. Willyou be at least 18 years of age on or before election day? Yes No

If you checked “no” in response to both of these age questions, do not submit this form. You are not qualified to vote.

. Print your name Last name Suffix (Jr, Sr., 1l 11l 1V)

Required. Firstname Middle name




Set tab order in Adobe Acrobat

1. Go to Prepare Form tool

2. Make sure the form fields are Iin
the order that you want them fo
be

3. Drag up or down to correct

4. Notice that having relevant form
names will help here
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Radio buttons in

Add radio buttons

Select dall,
Resize/style button

Enter Group Name

Enter Tooltip
applies to both
radio buttons)

Enter Choice for
each radio button

Adobe Acrobat

provide your full legal name

VU ARE NOT QUALIFIED TO REGISTER OR FREREGISTERTO VOTE.

STATE VOTER REGISTRATION APPLICATION (fields in red equir e OBW
nmms whether you orpr us age
are you 2 Gitizen of the United States of America? A
1F YOU CHECKED “NO™ IN RESPONSE TO ESTION, DO WOT SUBMIT THIS FORM. VYOU ARE NOT QUALIFIED TO VOTE os
will you be at least 18 on or before slection day? .1 .Y
Are you 3t 235t 16 years of age 3nd Undarstand that you MuSt b 18 years of ag2 o of before alection day to ota?
70U CHECKED ~ 110" I AESPONSE TO BOTH 0F THESE AGE GUESTIONS, 5O NDT SUBMIT TS FORM ™

Provide your date of birth and identification information.
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o Physical Address? If you do not have an address, use

Imap to show whera you live or usually sieep.

IMPORTANT: vou should also provide 2 valid mailing address

to the right to illustrate where you normally five or sleep. write in
the names of the nearest crossroads (or strests). Draw an X on thel

ve to permit the board of elections ta send you 3 voter card

[Provide your demographic information [optional).

e e Amencansisen [Closmectieoany  upsrarsn many Dm-
Cende remae [ Aenerican noninsska tatve | ]comsttuton Pary [ JRepusican Barty I
1 you seect  party that s not
ace Asian Mukracial Green Par | Unaffilated ¥ garty
Dreremnerams == B o B Hemers O e e,
i iz I PR Banoer Yo ol i registered .
 Jspanctmo - s

P compiete if you are currently registered to vote in another NC county or in another state.
. o J

Civct hMoran Llendin B0
ez Where You Were Last Regiztered
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Radio Button Properties

General Appearance Position Options Actions

Name: ‘U.S.Citizen

Tooltip: Fre you a citizen of the United States of America?

Common Properties

Form Field:  Visible v

Orientation: |0 | degrees

[ ILocked

[ IRead Only

O Required




Preview Form in Adobe Acrobat

1. Use Preview button to test out form

2. To clear out your entries when you go back to Edit, Select the
More Dropdown

3. Select Clear Form r A mbsmENERew s

be atleast 18 years of age on or before election day? ra— ==
jieitiy v s Bl

Age

bked “no”in response to both of these age questions, do not submit this form. You are not qualified to vote. -
he Suffix (Jr, Sr., 11, 111, 1V) | uriad
ne Middle name |

Driver's License/DMV ID number
Or
And Last4 digits of your Social Security number

birth (mm/dd/yyyy)

country of birth Birth State
| do not have a driver's license/ID or

Social Security number. See instructions.

(not P.O. Box)
Zip County
ve lived at this address less than 30 days, when did you move here? (mm/dd/yyyy)

e as above
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Form Tags in Adobe Acrobat

1. <Form>
2. Field name — OBJR

3. Nest them appropriately
within the tag structure —
usually same paragraph
tag as the text that
corresponds with the field
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Accessibility Scan in Adobe Acrobat

1. Go to Accessibility tool — run scan

2. Notice that manually created form
fields will not be tagged and will have
errors in Tagged Annotations and
Forms
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3. Two ways to tag — Reading order
panel, select Form Field (manual can
be slow) OR Find > Select Unmarked
Annotations > Find (will highlight
element) > Tag Element (faster, but
have to create Form tag)




Usability Testing with Assistive
Technology




Step 6: Use a screen reader to check

This is an advanced step but provides the end user experience.

Can provide additional screen reader training.

STATE VOTER REGISTRATION APPLICATION (fields in red text are required) . 06w
Indimte whether you are qualified to vote or preregister to vote based on LS. citizenship and age.
Are you a citizen of the United States of America? D\, th
IF¥OU CHECKED “NO” IN RESPONSE TO THIS CITIZENSHIP QUESTION, DO NOT SUBRIT THIS FORM. YOU ARE NOT QUALIFIED TO VOTE. bl
Will you be at least 1€ years of age on or before election day? DY&S th |._
Are you at least 16 years of age and understand that you must be 18 vears of age on or befores election day to vote? [ I e el S
IF YOU CHECKED “NO" IN RESPONSE TO BOTH OF THESE AGE QUESTIONS, DO NOT SUBMIT THIS FORM. Cves Cne graphic age. Are you a citizen of the United States of
¥OU ARE NOT QUALIFIED TO REGISTER OR PREREGISTER TO VIOTE. . b
: America? [F YOU CHECKED "NO" IN RESPOMNSE TO THIS
Pro'uide wour full legal name. nFrwidE your date of birth and identification information. graphic
Last Name Suffix Date of Birth {MM/DD/AYYY) State or Country of Birth Last Mame edit blank
|I / | | Provide your choice for political party affiliation: Choice?

First Name radic butten not checked 7 of 7

MC Driver License or NC DRV ID Number  Last 4 Digits of Social Sacurity Number

| Last Name edit blank

Middle Name PT—— — —— First Mame edit blank
c you do not have  State Voter Registration Mu [Optional: To ! -
D a driver license or incote, check “Woter Lookup™ ot www NCSBE.gov. Mld!:IIeN_ame edit blank
social Security number. Suffix edit blank

Date of Birth (MM/DD/YYYY edit blank

Provide your residential address - where you physically live. . =F i
Do not enter a P.0. Box or @ mail drop location. Provide a mailing address. UHIFHDWH
Address Number strest Mame and Type Do vou receive mail Mailing Addrass Line 1 CQuick tools tool bar
at your residential
| address?
Address Line 2 {e.g., apartment, lot or unit number) D Yos D Mo Mailing Address Line 2 I:‘ Show Speech Viewer on Startup

If “MNo”, you are
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Creating a Keyboard Shortcut

media

yer

| W d4.

Open

Move to OneDrive

Open file location

Run as administrator
Share with Skype

Scan for threats
Troubleshoot compatibility
Pin to Start

Pin to taskbar

Restore previous versions

Send to

Cut
Copy

Create shortcut
Delete

Rename

Propeﬂes

r,E NVDA Properties X
Security Details Previous Versions
General Shortcut Compatibility

E NVDA
Ll

Target type: Application

Target location: NVDA

Target: S (x8 vda_slave.exe” launchNVDA

Startin:

"C:\Program Files (x86)\NVDA" ‘

Shorteut key: ‘ctn + Alt+ N ‘

Run: ‘ Normal window v ‘

Comment: ‘ ‘

Open File Location ‘ ‘ Change Icon... | ‘ Advanced... |
ok | ‘ Cancel Apply




Turning NVDA Off

Turn off with Cirl + N
Shortcut = NVDA Key + Q (for Quit)

Preferences

Tools

Help

Configuration profiles...

Revert to saved configuration

Reset configuration to factory defaults

Save configuration
Donate

Exit




Initial Set Up

Welcome to NVDA

Welcome to NVDA!

Most commands for controlling NVDA require you to hold down the NVDA key while pressing other keys,
By default, the numpad Insert and main Insert keys may both be used as the NVDA key.

You can also configure NVDA to use the Capslock as the NVDA key.

Press NVDA+n at any time to activate the NVDA menu.

From this menu, you can configure NVDA, get help and access other NVDA functions.

Options
Keyboard layout: |desktop| v

[[] Use CapsLock as an NVDA modifier key
[C] Start NVDA after | sign in
[ Show this dialog when NVDA starts

Activate the CapslLock
key to be your NVDA

Modifier Key
Referred to as NVDA
Key in Commands list



Turning NVDA On

Turn on with Ctrl + Alt + N or double
clicking the NVDA icon




ustomizing Settings -

Preferences

Tools

Help

Configuration profiles...

Revert to saved configuration

Reset configuration to factory defaults
Save configuration

Donate

Exit

Settings...

Speech dictionaries

Punctuation/symbol pronunciation...

Input gestures.

oice and Speech Rate

VDA Settings: Speech (normal configuration)
Categories:
General
Speech
Braille
Vision
Keyboard
Mouse
Review Cursor
Input Cemposition
Object Presentation
Browse Mode
Document Formatting
Document Mavigation
Windows OCR
Advanced

Synthesizer
Windows OneCore voices Change

Voice:  MicrosoftZira

Rate: ]

[JRate boost
Pitch: ]

Volume: ]

Automatic language switching (when supported)
[J Automatic dialect switching (when supported)

Punctuation/symbol level:  none

rust voice's language when processing characters and symbols

Include Unicade Consortium data (including emoji) when processing characters and symbols

[ Delayed descriptions for characters on cursor movement

Capital pitch change percentage =
[Jsay cap before capitals

[JBeep for capitals

Use spelling functionality if supported

Cancel

Apply




Customizing Settings - Mouse

Preferences

Tools

Help

Configuration profiles...

Revert to saved configuration

Reset configuration to factory defaults
Save configuration

Donate

Exit

Settings...

Speech dictionaries

Punctuation/symbol pronundiation...

Input gestures...

NVDA Settings: Mouse (normal configuration)

Categories:

General

Speech

Braille

Vision

Keyboard

Mouse

Review Cursor

Input Composition
Object Presentation
Browse Mode
Document Formatting
Document Navigation
Windows OCR
Advanced

[_] Report mouse shape changes

Enable mouse tracking

Text unit resolution: |paragraph ~

[] Report role when mouse enters object

] Play audio coordinates when mouse moves
] Brightness controls audio coordinates volume

[Jignore mouse input from other applications

Cancel Apply

20



Enable Speech

Preferences
Tools

Help

Configuration profiles...

Revert to saved configuration

Reset configuration to factory defaults
Save configuration

Donate

Exit

Viewer

> View log
> Speech viewer
Braille viewer
Python console
Manage add-ons...
Create portable copy...
Run COM Registration Fixing tool...
Reload plugins

[LE}

How to Test with NVDA in Windows.pptx - PowerPoint
Slide 4 (Enable Speech Viewer) - Slide view

[15how Speech Viewer on Startup

21



Important Commands

« Silence Speech = CTRL

« Navigate Active Elements = Tab or Shift + Tab
 Back to Top of Page = CTRL + Home

« Read page = up/down arrow

« Select currently focused element = Enter (or Space)

22



Navigating a Page

Helpful Shortcuts include, skip by:

 Heading = H or Shift + H

e Link =K or Shift + K

« Button =B or Shift + B

« Landmark = D or Shift + D
« Table =T or Shift + T

e List =1L or Shift + L

« Graphic = G or Shift + G

23



NVDA Resources

« NVDA Quick Start Guide
« NVDA User Manual

- Screen Reader Basics — NVDA (YouTube) is an older video,
but parts are still valuable.

24


https://www.nvaccess.org/files/nvda/documentation/keyCommands.html
https://www.nvaccess.org/files/nvda/documentation/userGuide.html
https://www.youtube.com/watch?v=Jao3s_CwdRU

Enabling VoiceOver Mac

e 2B B O a g

General Desktop & Dock Mission Language Security Spotlight  Notifications .
Screen Saver Control & Region & Privacy VoiceOver provides spoken and brailled descriptions of items
- Display on the computer screen and provides control of the computer
through the use of the keyboard.

(=) - 1] z0om

- — - k Toggle VoiceOver: XFS
Displays Energy Keyboard Mouse Trackpad Printers & Sound - -

- : e Voeowr Erable VoicaOver

@ ) @ g :@_ﬂ a Descriptions .

Internet Extensions Network Biuetooth Sharing
Accounts - Captions
2 B g a .
o : f
n @ @ Q Wy [ @ @ I Open VoiceOver Training... I Open VoiceOver Utility...
Users & Parontal App Store Dictation Date & Timo Startup Accossibility
Groups Controls & Speech Disk

Show Accessibility status in menu bar

~—

Profiles

\

Wacom Tablet




Turn VoiceOver ON or OFF

"'*'J e
B ....
.I...l.l.ﬁ

- ..

j_fl.

Triple tap

_— Top right
button

Fn+ 38 + F5

26



Turn VoiceOver ON or OFF (Mac)

27



VoiceOver Keys to Activate Commands

A i Y ‘
—J ’ — = —
- == 57 —_—
=5
| A\
M 2 L J
! return |
SISt |
) x, J { J - —_ = .“_:.v
- — N (G R N N\ [ )
1138 J "=
i - - (
c X | comm | optic |
_— — &

VO = Control + Option
pressed together

e VO + arrows =

navigate screen

— + VO + SPACE = Open
« VO + Shift + down/up

arrow = inferact with
content

« VO+Command+H

= Navigate by
heading
Control = stop
speech

28



Navigating with the Rotor (Mac)
Google Inc. 2 columns, 17 rowsTables

Web Spots

Activate the

Rotor

2 columniF
2 column|
2 column{| main

Portals navigation

Google nav
Alphabet I
Links to rel§
Navbox nay
Personal to
Namespact
Views navif|
search
banner
Navigation
Interaction
Tools navig
» Print/expor

Hide

Landmarks

Links

Commans:Wiki | aves Monuments 2016 in_the Linitad States

Wiki Lol

Page s¢
navigath
search
Google!
Google)
Alphab)
Goggle
Googol
Google)
Google:
Google!
Type

]

WONWYLARLWWWWNN 2

Headings
Google

: Contents

History

: Financing, 1998 and initial public offering, 2004

Growth

: 2013 onward

: Acquisitions and partnerships
: 2000-2009

: 2010-2012

: 2014-2016

: Google data centers

: Alphabet

: Products and services

: Advertising

: Search engine

29



Enabling VoiceOver iDevices

a

Settings

Notifications
Sounds & Haptics
Focus

Screen Time

General
Control Center
Display & Brightness

Home Screen

Accessibility

iﬂé@h@@@ 06

Wallpaper

Siri & Search

6:59 o

¢ Settings  Accessibility

Accessibility features help you customize your
iPhone for your individual needs

——

¢ Accessibility VoiceOver

VoiceOver

VoiceOver Ooff

Zoom Off

Display & Text Size

Motion

Spoken Content

Audio Descriptions Off

PHYSICAL AND MOTOR

Touch

Face ID & Attention

h Cantral (alid

VoiceOver speaks items on the screen:
- Tap once to select an item

Learn more...

+ Double-tap to activate the selected item.

!!!!! H!! RATE
ar

Speech

Braille

Verbosity

Audio

Commands

Activities

Rotor

Rotor Actions

Done

VoiceOver
Commands

VoiceOver speaks items on the screen and
provides helpful hints. You can control
VoiceOver using a simple set of gestures.

Interaction

@ Tap once to select an item.
@ Double-tap to activate the selected item.

@ Swipe three fingers to scroll.
Basic Navigation

To go Home
® Slide one finger up from the bottom edge until
you feel the first vibration then lift your finger.

To use the App Switcher
@ Slide up farther from the bottom until you feel
a second vibration then lift your finger.

To use Control Center
® Slide one finger down from the top edge until
you feel the first vibration then lift your finger

To use Notification Center
@ Slide down farther from the top until you feel a
second vibration then lift your finger

30



Gestures

Use VoiceOver gestures to perform actions such as navigating

and interacting with items on the screen.

Touch screen or drag finger — read screen
Flick right/left — next/previous item

Double tap - select currently focused item
Two finger scrub back and forth - escape
Two finger tap — pause/resume speech

Three finger friple tap - screen curtain

31



Navigating with the Rotor

qa blr = Form Controls
A4 " =

Be Inclusive.
Be Accessible.

Headings

Accessibiltyreormpr Ry sion is to
remove barriers for all people with
disabilities. We do this by eliminating
the digital divide, changing the
mindsets of people and organizations,
and creating pathways to employment.
Our team includes many professionals
with disabilities, and we live the

AA @ ablr360.com )
h m ©

II
———




VoiceOver Resources

« VoiceOver User Guide

« VoiceOver Standard Gestures

- Screen Reader Basics (YouTube)

« Navigating iPhone/iPad with VoiceOver

« Turn on and Practice VoiceOver

33


https://support.apple.com/guide/voiceover/welcome/mac
https://support.apple.com/guide/voiceover/standard-gestures-vo27992/10/mac/13.0
https://www.youtube.com/watch?v=5R-6WvAihms
https://www.youtube.com/watch?v=qDm7GiKra28
https://support.apple.com/guide/iphone/turn-on-and-practice-voiceover-iph3e2e415f/ios

Get in touch

Ablr

Web: www.ablr360.com

Call: 833-294-2257

Email: kim.casey@ablr360.com

ablr.

Thank Youl!
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http://www.ablr360.com/
mailto:kim.casey@ablr360.com
www.ablr360.com
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