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The American with Disabilities Act of 1990 (ADA) and section 504 of the 
Rehabilitation Act of 1973 (Section 504) requires that the use of technology be 
accessible by all populations.  In education, this means that all students will be 
given equal access to all educational materials.  Over time, several rulings and 
precedents have been established that mandate schools and universities work 
proactively to make all their educational materials accessible.  In many cases, the 
strategies used to make materials accessible benefit all students.  Recent rulings 
have established that materials developed by students that are used or 
referenced by other students also need to be made accessible.  The fines and 
costs related to lawsuits for non-compliance can be quite large. 

 

 

Developing accessible materials involves understanding why accessibility for students may be an issue, 

knowing what strategies can be used to make materials more accessible, and getting into the habit of 

implementing these strategies as part of the normal course development and delivery process. 

Guiding Questions 
• How can students be hampered by materials that are not accessible? 

• What are different tools and strategies I can use to ensure my materials are accessible? 

• Where can I go to learn more? 

What’s in this Handbook? 
• Color Blindness 

• Transcripts and Closed Captioning 

• Images 

• Wrapping Images 

• Links 

• Headings & Styles 

• Portable Document Format (PDF) 

• Basic HTML 

• Pasting from Word 

• Additional Resources 
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Color Blindness 
Accessibility is about understanding that not everyone perceives and interacts with the world the same 

way you do.  Providing accessible materials requires an open mind to see the world the way others may. 

Visit Coblis – Color Blindness Simulator to explore how color blindness may manifest itself. 

http://www.color-blindness.com/coblis-color-blindness-simulator/ 

• Never use red to highlight important information. 

• Blue is the color that is most universally seen by the most people. 

• Never rely on just color alone to convey a message. 

Transcripts and Closed Captioning 
One of the most important considerations in making materials accessible is to provide transcripts or 

closed captioning for all videos or podcasts. 

• Written transcripts 

A written transcript can always be provided and posted to the course as a .pdf file. Written 

transcripts are time-consuming to produce. 

 

• Provide notes for a PowerPoint presentation (see how-to below) 

In PowerPoint, there is the ability to document your notes for each slide.  These Notes pages can 

be printed to a .pdf and posted for student use.  Providing the Notes pages as a .pdf is 

preferable to posting the raw PowerPoint presentation.  PowerPoint files can be very large, and 

not all students may be able to easily access them with a mobile device. 

 

• Upload video to streaming server with automatic closed captioning 

Another solution is to upload the video to a streaming server that provides automatic closed 

captioning. 

o VidGrid 

If awarded, the SON is pursuing a major research grant that will provide access to 

VidGrid for the next year.  VidGrid is integrated into D2L and will provide single button 

access to create and manage videos.  VidGrid can also be used by students. 

https://www.vidgrid.com/use-cases/education/ 

 

o Zoom + Washburn streaming server 

The Zoom account for Washburn has been upgraded to include closed captioning.  A 

video is recorded on Zoom and closed captioning is added.  The video is then transferred 

to the Washburn streaming server. (Separate directions available) 

 

o YouTube 

Videos are recorded and uploaded to YouTube.  In most cases, YouTube provides 

automatic closed captioning, but not in all cases.  Transcripts or closed captioning can 

be entered manually. (Separate directions available) 
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Student activate closed captioning in YouTube by clicking on the cc icon. 

 

 

Images 
When adding an image to the Learning Management System or other website, you will be prompted to 

provide the TITLE or ALT information.  To be ADA compliant, you need to fill out this information.  Your 

entry should describe the image, not just name it.  The TITLE and ALT tag are used by screen readers and 

are read to those viewers who can’t see the image. 
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Wrapping Images 
When designing documents, it is common to wrap text around an image in different ways.  For 

Accessibility Checkers, images must be ‘In Line with Text.’  In Word, here is a simple way to achieve 

some wrapping. 

One of issues I've been grappling with is how to manage wrapping text around an image.  In our 
Accessibility Checkers, Word Wrap must be In Line with Text.  From a graphic design perspective, this is 
very limiting.  After much research, I finally found a simple solution.  You may have to play around with 
it to to get the results you want. 
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1.  Enter your text and image into the document. 
 

 

2. Highlight the text and the image. 
3. From the Menu Bar, select Page Layout | Columns.  Select Two Columns. 
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4. The image will now wrap, and it will not be flagged by the Accessibility Checker. 
 

 

 

Links 
Links to websites should be described.  In documents, you may choose to insert a URL.   

http://www.google.com  

For accessibility, right-click on the URL and select Edit Hyperlink. In the upper right-hand corner of the 

dialogue, click on ScreenTip.  Enter a description for where the link will take the student (ie. Google 

main page). 

Headings & Styles 
Documents or web pages are more accessible when formal headings or styles are used.  By breaking up 

the document or web page into sections, the user can quickly navigate to a given section rather than 

scrolling through the entire document. 

Rather than relying on formatting alone, use the built-in styles and headings to define sections within a 

document or web page. 

D2L already uses H1, H2, and H3.  Start with H4. 
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Portable Document Format (PDF) 
Over time, PDF has emerged as a universal format 
for documents that can be shared across many 
different devices.  All types of documents can be 
saved as a .pdf: Word, Excel, and PowerPoint, for 
example.  

BEST PRACTICE 
When developing an online course, it is best 
practice to post documents as a .pdf if students 
don’t need to make changes to the document. 

 

 

Save as PDF 
Many of the new desktop applications have a .pdf option readily available.  With your document, select 

the File – Save As option.  Drop down the options for Save as type and select PDF.  Develop a strategy 

for keeping track of your master source documents so can edit them again. 
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Print to PDF 
Originally, PDF was a standard that was used with printers.  Rather than saving a document to a .pdf, the 

document was printed to a file using the PDF format.  At times, you may still want to create a file using 

this method.  For example, if you want to print the Notes section of a PowerPoint presentation to use as 

a transcript, you will need to use this approach. 

 

Printing to .pdf Example 

1. If you have added your script to the Notes section of each slide in a PowerPoint presentation, 

you can use this to post a transcript of your presentation.  Open your presentation. 

2. From the menu bar, select File | Print.  

3. Select the Printer.  Select the PDF Creator. 

 

 
 

4. Under the second Settings options, select Notes Pages. 
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5. Click on Print.  Select where the .pdf file will be stored.  Add ‘-Transcript’ to the end of the 

name.  The file can then be posted with the presentation. 

6. If students want a version of the Notes file that they can edit, export or convert the .pdf to a 

Word document.  In Adobe Acrobat, export to Word; otherwise, you a conversion site like 

http://www.zamzar.com.  

Optical Character Recognition (OCR) 

Have you ever tried to copy text from a .pdf file, 
but couldn’t?  As a standard, PDF originally stored 
the information from the document as an image.  
An image can’t be read.  It doesn’t have text.  Over 
the time, the standard has changed so the 
software will automatically recognize the text and 
translate it to a format that can copy and pasted. 

BEST PRACTICE 
 
When posting a .pdf for students it is best 
practice to post it with Optical Character 
Recognition (OCR) versus as an image.  This is 
required to make .pdf documents accessible. 

 

 

• Using the Save As Option normally saves the .pdf with the OCR option on. 

• Scanning a document to a .pdf will save the .pdf as images of the pages.  You will need to use a 

full version of PDF Creation software to convert the .pdf with readable text.  If you don’t have 

PDF Creation software, you can download it as discussed above or request help from your 

Technical Support group. 

• You can use one of the free online tools to convert your .pdf. 

 

MORE INFORMATION 
 
Free Online OCR 
http://www.free-online-ocr.com/  

 

Basic HTML 
HyperText Markup Language (HTML) is the standard markup language for creating web pages and web 

applications.  Most faculty don’t develop their own websites anymore, but rely on a learning 

management system or a content management system provided by their institution.  These applications 

generally use what is known as “what-you-see-is-what-you-get” (WYSIWYG) editors.  These are also 

known as rich-text editors.  The interface provides you with an easy way to update pages for the web 

without actually having to program in HTML.  At times, however, you may find it beneficial to “look 

under the hood.”  You may want your page to look a very specific way, but the editor you are using 

doesn’t have the exact option you need.  These applications generally have a method for switching back  
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Switching to HTML in D2L 
For example, in D2L, in any description field, you can switch to HTML by clicking on the HTML Source 

Editor button in the lower left hand corner of the edit area. 

 

 

HTML Uses Paired Tags 
HTML uses a pair of tags to define how the information should be displayed.  The first image shows how 

the information is displayed.  The second shows the actual HTML. 

 

 

In this example, the tag pair <h1></h1> is used to denote a heading.  Headings are rendered in a larger 

size and are bolded.  The <p></p> tag pair is used to denote a paragraph. By default a paragraph has 
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white space above and below the paragraph.  The <em></em> tag pair is used to provide emphasis 

which is rendered as italics.  The <strong></strong> tag pair are used to make the text bold. 

Commonly Used HTML Edits 
Below is a list of commonly used HTML edits. 

Link 

The tag pair for a link or hyperlink is <a></a>.    By default, a link is designed to open up in the same 

window rather than a new window.  To force the link to open in a new window, you can add a target 

clause. 

Before: <a href=”http:www.google.com”>Google</a> 

After: <a href=”http:www.google.com” target=”_blank”>Google</a> 

Image 

Images are great way to enhance the web experience.  For accessibility, however, you should include a 

detailed description of the image, not just the name of the image, in the ALT or TITLE clause.  This allows 

the “image” to be read by a screen reader. 

Before: <p><img src="/content/enforced/57834-31219.201630/photo.jpg" alt="photo" title="photo" 

/></p> 

After: <p><img src="/content/enforced/57834-31219.201630/photo.jpg" alt="Dr. Linda Merillat, brown 

hair, glasses, middle-aged, in a teal suit." title=" Dr. Linda Merillat, brown hair, glasses, middle-aged, in a 

teal suit." /></p> 

Table 

For tabular data, a table is the natural way to display the data.  Tables are supported in HTML, but they 

are complicated.  Tables are constructed of four elements: the overall table, table header, each row, and 

each cell. 

Overall Table - <table></table> 

Table Header - <th></th> 

Row - <tr></tr> 

Cell - <td></td> 

These tags are nested inside of each other to render the complete table. 

Jane Doe Sophomore 785-987-6543 
John Doe Junior 785-876-5432 

 

 <table> 
  <tr> 
   <td>Jane Doe</td><td>Sophomore</td><td>785-987-6543</td> 
  </tr> 
  <tr> 
   <td>John Doe</td><td>Junior</td><td>785-876-5432</td> 
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  </tr> 
 </table> 
 

To add a border, add a clause to the table tag. 

Jane Doe Sophomore 785-987-6543 

John Doe Junior 785-876-5432 

 

 <table border=”1”> 
 
Most tables have a header row.  It’s seems intuitive to simply format the top row to look like a header.  
However, for accessibility, you should use the table header tag.  By default, entries in a table header row 
are centered and are bolded. 
 

Name Level Phone Number 

Jane Doe Sophomore 785-987-6543 

John Doe Junior 785-876-5432 

 
 
  <th> 
   <td>Name</td><td>Level</td><td>Phone Number</td> 
  </th> 
 
If you want to use color in your table, you can use the Style clause.  Information in the Style clause is 

based on Cascading Style Sheets (CSS).  CSS was developed to give developers of web pages very precise 

control of how a web page would look.   

Name Level Phone Number 

Jane Doe Sophomore 785-987-6543 

John Doe Junior 785-876-5432 

 

  <th style=”background-color: #99CCFF;”> 
   <td>Name</td><td>Level</td><td>Phone Number</td> 
  </th> 
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Pasting from Word 
When working on a web page, it is very easy to paste text from a Word document or other source.  With 

today’s smart editors, the formatting of the text is often copied over.  That can be a good thing and a 

bad thing.  If you need to edit this “copy and pasted” information, you may find it difficult to edit or to 

change the formatting.   As you can see in the image below, every single element has the formatting 

defined for it.  In order to change the font, or the size, or the color, you would need to change every 

single element individually. 

 

To create a “clean copy”, follow this process: 

1. Copy the desired text. 

2. Switch to HTML editing. 

3. Paste the text.   

4. Switch back to rich-text editor mode. 

5. The text should all stream together.  Simply reformat the text using the editor tools. 

Alternatively, some systems have a special button or option for pasting text from Word. 
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Accessibility Checkers 
Accessibility checkers are built-in to several applications. 

Word on the Desktop 
1. From the main navigation, click on File. 

2. Click on Check for Issues – Check Accessibility. 

Office 365 Word app 
1. From the main navigation, click on Review. 

2. Click on Check Accessibility from the ribbon bar. 

 

 

Adobe Acrobat 
1. Click on Tools. 

2. Click on Accessibility. 

3. Use default options.  Click on Start Checking. 
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Additional Resources 
 

Type Resource 

 Web Content Accessibility Guidelines (WCAG) 
Strategies, standards, resources to make the Web accessible to people with 
disabilities. 
https://www.w3.org/WAI/standards-guidelines/wcag/ 

 

 Web Accessibility Guidelines 
Comprehensive, easy-to-use, and colorful guide for implementing accessibility across 
several mediums. Developed by Portland Community College. 
https://www.pcc.edu/instructional-support/wp-
content/uploads/sites/17/2017/11/WebA11Y-HB2_Print-HiRes.pdf 

 

 Universal Design for Learning 
Guidelines for developing and providing materials for a range of students using flexible 
approaches. 
http://www.cast.org/udl/index.html 
 

 Word Accessibility 
Tips for making Word presentations accessible for those with special needs. 
http://webaim.org/techniques/word/ 

 

 PowerPoint Accessiblity 
Tips for making PowerPoint presentations accessible for those with special needs. 
http://webaim.org/techniques/powerpoint/ 

 

 PDF Accessiblity 
Tips for making .pdf documents accessible to those with special needs. 
http://webaim.org/techniques/acrobat/ 
 

 Coblis - Color Blindness Simulator 
Tool to explore how individuals with color blindness will see an image. 
http://www.color-blindness.com/coblis-color-blindness-simulator/ 
 

 Amara - makes video accessible 
Free on-demand service for providing closed captioning to videos. 
http://www.amara.org/en/ 
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REFLECTION 
1. What tools or strategies have you learned today? 
2. Which tools or strategies might work in your classes? 
3. Where can you go for more information? 
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