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Introduction

Use this document to determine the accessibility of PDFs.

Tools

The list below contains links to the applications used in this tutorial to assess PDFs:

e Natural Reader

e PDF Accessibility Checker (PAC)

e Colour Contrast Analyser (CCA)

e Adobe Reader

@ 9


http://www.naturalreaders.com/download.php
http://www.access-for-all.ch/en/pdf-lab/pdf-accessibility-checker-pac.html
http://www.paciellogroup.com/resources/contrastanalyser/
http://www.paciellogroup.com/resources/contrastanalyser/
http://www.adobe.com/products/reader.html
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Further Assistance

If the PDF being assessed does not meet one or more of the accessibility criteria described below,
please consult with the campus office serving students with disabilities for assistance in obtaining an

accessible version of the PDF. Providing this access in a timely manner is critical for student success.
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Text Access

Text access allows users to enable text-to-speech functionality so that the text may be read aloud.

What to do

Listen to the text

Tool(s) to use

Adobe Reader and Natural Reader

How to use

1. Open the PDF in Adobe Reader
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2. Open Natural Reader.

3. Select the Floating Bar button.
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1 Document

I Welcome to NaturalReader

aturalReader

BB wTE

iNeloome to Natural Reader text to speech software.

Natural Reader is a professional text to speech program that converts any written text into spoken words. In other words, it
allows you to listen to text instead of reading them on the screen!

Natural Reader paid versions have an additional function to convert any written text into an MP3 or WAV audio file, so you can
listen to it later on your iPod or on other similar products.

For your convenience, add-in toolbars are provided in IE, MS Words, PowerPoint and Outlook, so you can listen to online
news, Emails, e-books, Documents and PDF files whenever you want.

One additional important feature owned by Natural Reader is the OCR function. OCR works with your scanner to convert
printed characters into digital text, which allows you to listen o it on your computer or edit it in a word-processing program

Natural Reader education version is specially designed to help students to improve their writing and comprehensive abilities

Enjoy exploring Natural Reader!
Here is what our customers are saying about Natural Reader.

| am a Core Self Embodiment Trainer and Counselor with a PhD in Humanistic Psychology.

| have been using natural reader since 2007 and | would highly recommend it to anyone who works writing, prucfreadil],
editing, teaching, and publishing academic and empirical research

Upgrade (@ Feedback o) Floating bar

o

4. Select text in the material to be read aloud.
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)

o this month's Chair Corner, Kevin advances
three central tenets to being politically savvy:
Visibility, Centrality and Relevance. I'd like to

What do I mean by these?
We are all very adept at certain things, and for actu-
anes, virfually anything technical falls into this.

These skills are so natural tous that we tend to forget
they are anything special. As a result, we tend

o underplay them.

Note: If the text is selectable letter by letter, then this is a good indication that the text is digital.‘/

5. If needed, enable the computer’s sound and adjust it to a safe volume level to listen to Natural Reader.

6. On the Natural Reader Floating Bar, select the Play button to hear the text read aloud.
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What is the Result?

v If the text can be heard using Natural Reader, then it is digital text that assistive technology may be

able to access.

X If the text is not selectable or cannot be read aloud by a Text to Speech technologies such as Natural

Reader, then the text is not digital and assistive technologies may not be able to access that information.

o 0 10
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Reading Order

Reading order corresponds to visual layout.

What to do

Check the reading order

Tool(s) to use

Adobe Reader’s Read Out Loud Tool

How to use

Adobe Reader has a built in text to speech reader called Read Out Loud. Read Out loud will read the order

of content based on its structure.

1. Save the PDF on the computer

12
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2. Open the PDF in Adobe Reader

3. The Read Out Loud features are located in the View menu under the Read Out Loud submenu.

@ 9
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L PDF Accessibility Checker (PAC) 2.0 - Adobe Reader

File Edit Window He_l_p
Rotate View

Page Navigation

Page Display
Zoom

Tools
Sign

Comment

Show/Hide

Full Screen Mode

B Tracker...

4. Select Activate Read Out Loud

Deactivate Read Out Loud

Read To End of Document

Shift+Ctrl+Y

Shift+Ctrl+B

Pause

top

Shift+ Ctrl+ C
Shift+Ctrl+E

5. Select options to Read This Page Only or Read To End of Document

14
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What is the Result?

v If the order of the content read by Read Out Loud matches the order of the content in the PDF, then

the content will be conveyed to assistive technology users in a logical order.

X If the order of the content read by Read Out Loud does not match the order of the content, then the

content will be conveyed to assistive technology users in the wrong order.

@ 9 15
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Structural Markup and Navigation

The document includes structural markup, such as headings and lists, which can be used for navigation by

assistive technology.

What to do

Assess the structure of the document by looking for headings, lists and tables.

Tool(s) to use

PDF Accessibility Checker (PAC)

How to use it

1. Save the PDF on the computer
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2. Open the PDF Accessibility Checker

]

3. Select the Browse button and select the saved PDF

@ 9
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4. Select the Start button
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%, PAC 2 - PDF Accessibility Checker 2 —
9 Zugang fir alle PAC: PDF Accessibility Checker 2.0
= Acciés pour tous PAC i= a free tool of the Foundation sAccess for als to
Accesso per tuttl review the accessbilty of PDF documents and
Access for all Forma. & serves as a tool for experts and testers.
More Information Version: 2.0.3.0
POF File
C: \TEMP \cheatSheet. pdf Browee
PDFUA Check
T— ——
Results
| Chedkpoint Passed Warned Faied |
L PDF Syntax 0 of 0 o 3%
Fonts sof 0 W 4
Content 4,914 of 0 23
Embedded Fies Y 0/ oS¢
Matural Language 2,106 of o 03K
@ Structure Elements 56 off 0 o3t
Structure Tree 519 off 0 A 138
Rola Mapping 553 of 0 4 o3t
Alternate Descriptions 1,076 of a/ o3
[[] metadats 14 oA : 3
Dooument Settings 2 « a 1 u
x This PDF contains errors: Only partially accessible. Report
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Screenreader Preview Document Statistics Logical Structure
Main sponsors: Powered by:
&% SBYV FRA ane
e Schwelrorlscher Bl ngen- .. Pn F a} |_;D_'IF_‘
D’E pOST und Sehbehindertenverband mEE > |
Féodrati inse o I=
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5. Select the Logical Structure button

'S, PAC 2 - PDF Accessibility Checker 2 —
9 Zugang fir alle PAC: PDF Accessibility Checker 2.0
U Accés pour tous PAC is a free tool of the Foundation «Access for all» to
Accesso per tutti review the accessibility of PDF documents and
Access for all Forms. It serves as a tool for experts and testers.
More Information
POF-File
‘¥:\Projects\Merlot Accessability Project For Gerry\Documents from Merloticheat Sheet. pdf Browse
PDFJUA Check
Results
Checkpoint Passed wWarned
A PDF Syntax of 04
Fonts sef 04
Content 4,914 off o/
Embedded Files oof 0/
Matural Language 2,106 « 0 A
& Structure Elements 56 off o4
Structure Tree 519 off 04
Role Mapping 553 of of
Alternate Descriptions 1,076 « 0/
(] metadata 1of o/
Document Settings zof 04
8 This PDF contains errors: Only partially accessible. Report
Tools
Screenreader Preview Document Statistics I Logical Structure I
Main sponsors: Powered by:
ee 5BV FSA
| W< L
Schweizerischer Blinden- [} Q' PD
DIE POST und Sehbenindertenverband I M 5 PDF
Fédération suisse des iati L I>
iveug\es et malvoyants assoclatlon m

6. Select the Page View tab
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Logical Structure - Principles of Sodological Inquiry.pdf — =T
Structure Elements: Properties || Page View | Rolemap
" Ep = | | Caption Value
) IE]P = General
D

» [Ele Title
; E]F‘ Roke P
, Ep Actual Text

, IE]P Alternate Text
" H1 fﬁnxt
N EC
b H2
v [E]e

= .

7. Use the keyboard’s down and up arrow keys or use the mouse to move through each element in the

Structure Elements section. Observe the highlighted content and its corresponding element.
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Chapter |

Introduction
Rescarch Methods for Everyday Life

1.1 How Do We Know What We Know?

I LEARNING OBJECTIVES i

Dfirs rarwrvh methoads,

el A U vawags w v o brsosing prvsersted o s s than,
Uinchorstrad Lher woradrarcsas o smwry et s wans of b,
Dwflrw cmtodongy wrnd spamirmscbogy sl ruplan the Sflerray bt wern the fee

- =

i 161 told you that the world is flat, 'm hoping you would know that I'm lﬂlwwdn}oul:wnlhﬂl"n

i wrong? And why did people once believe that they bnew that the world was the shage of the
Mhﬂmmmwhdhrlhﬂhuwm(m'hﬂh(‘wlﬂumuokmU,th
other; however, something certainly changed our minds. Undenstanding both what changed our minds (science)
and bow might tell s a bot abomt what we know, what we thisk we know, and what we think we can know.

This book is dedicated to und ding exactly hiow it is that we know what we know. More . L we will
examine the ways that sociologists come 1o kndw social facts. Our forus will be on one way of knowing:
social sciendific research methods, Research methods are a systematic process of inquiry appibed to learn

sommeet hing abowt our social world. But before we take a closer book at research methods, bket's consider some of

ot ot bt sotsnces of
Differenmt Sources of Knowledge

What do you know about only children? Cultarally, csr stereotype of children without siblings is that they grow
mwhrﬁcwﬂnn&-MWeﬂanmwwmﬂoﬂyMwﬂmbuﬂ
developed as those of people who were reared with ciological research shows that children
-hwwumﬂ&@mumdlmmmmhhhtw-hnhmmhm
good sorial shills (Boddvitt -Zieber & Downey, mo;t:lmmmmomdmm
that we take for granted when apphying research methods in their investigations, Sometimes we find that our
assumptions are correct. Often as in this case, we learn that the thing that everyone sevnm to know to be true
isn't so true after all. [2]

M seem 1o know things without havieg a background in v bren
wuammmmuh‘;m llﬂ.mﬂhqu'wd -th
ﬂﬁﬂﬁmﬁllemmfhm s we Know that don'l involve scientific research methods.

prople keow t “ve haed, but they may not thisk about those experiences.
systessutically; of m1hmwhdmmhmnmuwmimﬂuhm

Paged
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What is the Result?

v The structural markup may be used for navigation if the content type in PAC’S Page View is

represented in Structure Elements pane:

° H1 - Heading 1
° H‘j' - Heading 2
° H3 - Heading 3
° EP - Paragraph
o [El st
- Table

o 0 23
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X The structural markup may not be used for navigation if the content type in PAC’'S Page View is not

correctly represented in Structure Elements:.

For example, if the Paragraph icon is the only element that appears in the Structure Elements: pane when
headings and lists are apparent in the Page View, assistive technology users will not have the structure of the

content correctly conveyed to them. These readers may miss the importance of the content in the document.

o 0 24
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Tables

Data tables include markup that identifies row and column headers.

What to do

Assess the structure of the tables in a PDF.

Tool(s) to use

PDF Accessibility Checker (PAC)

How to use

1. Save the PDF on the computer

@ 9
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2. Open the PDF Accessibility Checker

]

3. Select the Browse button and select the saved PDF

@ 9
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4. Select the Start button
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%, PAC 2 - PDF Accessibility Checker 2

[ — [
[ ) Zugang fir alle PAC: PDF Accessibility Checker 2.0
o Acciés pour tous PAC i a free tool of the Foundation =Access for all» to
Accesso per tuttl review the accessbilty of PDF documents and
Access for all Forms. [t serves as a tool for experts and testers.
More Information Version: 2.0.3.0
POF -File
C:\TEMP\cheatSheet.pdf Browse
PDF LA Check
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Results
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5. Select the Logical Structure button
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%, PAC 2 - PDF Accessibility Checker 2 - )l x
9 Zuugang f0r alie PAC: PDF Accessibility Checker 2.0
e Accés pour tous PAC s a free tool of the Foundation «Access for all» to
Accesso per tutti review the accessibiity of PDF documents and
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POF-File
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Fonts sof 04
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Embedded Files oo 04
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Document Settings 2 « oh
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6. Select the Page View tab

| Logical Structure - Principles of Sociological Inquiry.pdf — L= ]
Structure Elements: Properties Rolemap
' E p <« | Caption Value
= General
b P
5 %

CEle Title
; EP Role P
\ E'p Actual Text

IE] Alternate Text
B P

Expansion Text
2 '” Language
N EC
v |2E|H2
2 EF‘
H==1

7. Scroll to the section of the document that contains a table and expand the nested lists in Structure
Elements: to display the table structure. Each corresponding part of the table will highlight in the Page

View.

@l ° 30
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Logical Structure - PAC_2_Overview_en.pdf =
S_lrucb.re Elements: Pmpe_m:-es ‘ Page View [ Rulemap
- Table > gL
- ™’ Tip: " N £ :"::
ip: Shortcuts for quick navigation within the document
: : J structure
. Ew —— (CEEearr—
q ™ ; — Home Beginning of tag-structure
; ™ é EDr;i :::lltag-s!:uuuve
;‘ : n arrow elemen
: z F‘f"_‘—m Up arrow Previous element
v ®r ‘ ? Right arrow Expand element
v ki ; H Left arrow Collapse element
’ R i —— Ctrl + Down arrow  Next child element
v TR E B Ctrl + Up arrow Previous parent element
4 R é - F3 Next element of its kind
¥ R : Shift + F3 Previous element of its kind
e ™
b H2
g E F Page 8
=1,

What is the Result?

v The PDF has proper structural markup for its tables that can be used for navigation if the following

icons are present (when applicable):

° Table

° TH - Table Header used for data table headers
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Assistive technology users may be able to navigate through properly structured tables.
X The page does not have a proper structural markup for tables if:

e Layout tables, tables that do not have relational data, have table headers.

e Data tables, tables with interrelated information, do not have headers.

Users of assistive technology may not be able to navigate through the table and may not understand its

content.

Hyperlinks

Allows users to understand a link’s destination and what the name of the resource is that they are linking to.

@l ° 32
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What to do

Verify that links have a recognizable meaning and are functional.

Tool(s) to use

Adobe Reader

How to use

1. Open the document in Adobe Reader

2. Browse through the document and look for links.


http://www.adobe.com/products/reader.html
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L. APastyle tips checklist_rev201310.pdf - Adobe Reader = = e
File Edt View Window Help L]
t}@@u%u I-:II.F3| - 95.5%:-!|iﬁi| e T Tools | Sign | Comment

APA Style Tips Checklist
Created by Prof. Mike Strahan, Northern Michigan University
6282013, rev, B/28/2013, 11/14/13
(based upon the Publicarion Mamual of the American Psychalegical Associarion, b ed.. Jnd printing. ©2010)

_ Many APA mistakes are due to poor planning/time management combined with
carelessness and lack of Knowledge.

_ The APA Manual was designed to be consulted, not read cover-to-cover like a novel,

e NAIU Olson Library APA Reference Stvle Guide has many reference examples, but
is not a replacement for the entive Mamngal,

_ Most frequently-used chapters of the Manwal ave:
Chapter 4: Mechanics of Style (capitalization, numbers, quotation marks, symbols, etc.)
Chapter 5: Displaying Results (format/layvout of tables, & figures—charts, pictares, efe.)
Chapter 6: Crediting Sources (citing in-fext, quotations, formatting names in references)
Chapter 7: Reference Examples (online & print sources)

http://library.nmu.edu/guides/userguides/APAstyle tips checklist rev201311.pdf

3. Manually check the links by selecting them.
4. Verify that the link goes to the expected destination. A well labeled link provides the user with information

such as a meaningful name of a document, or name of a website.
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What is the Result?

v All users may be able to use the links included in a document if they are understandable and

work properly. The hyperlinks in a document are operable and understandable if:

O The links go to their appropriate destination.
0 The link text for the link clearly states where it will lead. A link labeled “Word doc” does not tell a
person where it is linking to, especially when taken out of context of the text around it.
Below is a list of links that do not have meaningful names:
“Click here”
“Next document”
“New document”
“here”
“Link”
O Links are well labeled if the link text is understandable when extracted from the surrounding text.

O Many users navigate a page by listing the links without the surrounding text.

@ 9 35
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X users may not be able to use the links included in a document if they are not understandable or do not

work as expected. Hyperlinks are not useful to users if:

Links are broken

(0]

O Links do not have meaningful text

0 Link textis “Click here”, “About”, “More Info”, “More”, etc.
0]

Links do not look different from its surrounding text
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Color as Information

When information is conveyed using color, a second technique is necessary for users that cannot perceive

colors.

What to do

Look for content that conveys meaning through the use of only color.

Tool(s) to use

Adobe Reader

How to use

1. Read through the content and look for instructions or descriptions that require readers to interpret colors.

@ ° 37
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| POSITION REQUISITION AND APPROVAL PROCESS

6.1.2 Therecruiter can also entera candidate directly. Typically this is done either when an employee

referssomeone orwhen the recruiter prornwmm% various job boards.

The recruiter would fill in the form below| items in RED are required fields.

Method

Source

(enter source if not in list above) >>
Job Felder

Additional Active Folder

Additional Inactive Folder

Create and Attach NEW Folder

GENERAL INFO
First
M1
Last Dow
Email Address

Phone = (format: 000-000-0000)
Home Phone

Cell Phone
Work Phone
Addressl
Address2

City

SOURCING INFO
(sele v
Select b
Select y_‘_
v
There are no inactive folders.
RESUME
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What is the Result?

v Users may visibly perceive information and instruction when alternative distinguishing features are

used such as:

e The use of Strong, larger, or italic font is used in combination or instead of color
e The use of symbols, such as asterisk (*) or pound (#), is used in combination or instead of color.

e The use of an underline or pattern is used in combination or instead of color.

Using any of these alternatives may be beneficial to users with colorblindness.

X Users may not be able to visibly perceive information and instruction if they are color dependent.

Users with colorblindness may not be able to obtain information from the document because alternatives to

color are not used.
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Color Contrast

High contrast helps users distinguish between text and the background on which the text appears. Tools

can test for the proper contrast ratio of 4.5:1 provided between the text (foreground) and its background.

What to do

Analyze the color contrast between text and its background.

Tool(s) to use

Colour Contrast Analyser (CCA)

@l ° 40


http://www.paciellogroup.com/resources/contrastanalyser/
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How to use

1. Open the document in Adobe Reader.

2. Open the Colour Contrast Analyser.

1. Scan the page for text with color combinations other than black text with white backgrounds (and vice
versa). Below is an example that can be used.
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Jeopardy!

5200 $200 3200 5200
$300 $300 $300 $300
$500 $500 $500 $500

http://www.merlot.org/merlot/downloadFile.htm?fileName=Nanabek%2fIntroductory+Inclusion+jea.gm.
pptx

3. Using the CCA’s Foreground Colour Sampler, select the color of the text by placing the cross hair in the

center of the letter.
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o9
.Y
=)
=)

Jeopardy!

The Journey | The Law

@ Colour Contrast Analyser ol ® I@
Options Image Help

51| Foregrouna
Colour select [ ~ Hex #000000 (2]~
S ? Background
““| cColourselect [ | ~ Hex #FFFFFF E]
[7]Show contrast result for colour blindness
$ <| Result-luminosity
Contrast ratio: 21.0:1 [T]short/Full
Text Large text
I ks v Pass(AA)
' v Pass(AdA) v Pass(AAA)
$500 TITT

4. To analyze the contrast, use the Background Colour Sampler and place the crosshair just outside of the

letter previously selected.
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Jeopardy!

- & Colour Contrast Analyser E =2 =
z Options Image Help
| i] OO $ I Foreground
Colour select [ ~ Hex #FF815E 8
T - - Background
$ $
20Q b2 Colourselect [ | » Hex #CDEOES B

[7] Show contrast result for colour blindness

$300 $300 § 3| Result-luminosity
Conftrast ratio: 1.8:1 [ short/Full
Text Large text
$400 $400 g4 *¥[ EEA X[ Fail(AA)
X I X  Fail(AAA)
$500 $500 $550 ToUU

Note: Use the Colour Contrast Analyser. Do not assume that the contrast is accessible without using a
color contrast analyzing tool. Sometimes, the contrast between text and background may appear like it

should pass a color contrast test, but when tested, fails due to low contrast.

44




The California State University

WORKING FOR CALIFORNIA

WMERLOT

www.merlot.org

Jeopardy!

The Students | The Journey | The L:

Colourselect [ | ~ Hex #FFFFFF (2]

EE=)

Background
$200 $200 $2 Colour select MMl ~ Hex #2DA2BF (2
[ Show contrast result for colour blindness
OJ; 300 $ 3 OO ﬁ Result- luminosity
Contrast ratio: 2.99:1 [T} Short/ Full
Text Large text
«* BT x mm.
$400 $400 $4
o B x x
$500 $500 $5vu IJUU

5. Review the Results at the bottom of the CCA.
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What is the Result?

v If there is a green check mark next to the word Pass (AA), then the text and foreground color

combination has a high enough contrast that is suitable for most people.
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e - = ™y
@ Colour Contrast Analyser o & w3
Options Image Help
Foreground
colour select Il ~ Hex #000000| E]
Background
Colour select: | v Hex #FFFFFF E]
| Show contrast result for colour blindness
Result - luminosity \
Contrast ratio: 21.0:1 ["]Short/Full
Text Large text
Pl Fssn v Pass(AA)
o | Pass) v Pass(AAA)

Y A

X If there is a red x next to the word Fail (AA), then the text and foreground color combination does not

have a high enough contrast and people with color blindness may not be able to read the text.
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T “olour Contrast Analyser
Options Image Help

Foreground
Colourselect [ | + Hex #FOFOFO0 E]
Background

Colour select [ ~ Hex #2DA2BF [ZE]

|| Show contrast result for colour blindness

Result - luminosity \
Contrastratio: 2.62:1 I Short/ Full
Text Large text

XEEOEE X
by Fala) R Fail(AAA)




The California State University WMERLOT

WORKING FOR CALIFORNIA www.merlot.or




The California State University WMERLOT

WORKING FOR CALIFORNIA www.merlot.org

Language

The language used in the document is conveyed to users of assistive technology. This helps with the way

the document is read.

What to do

Verify the language set for the PDF

Tool(s) to use

PDF Accessibility Checker (PAC)

How to use

1. Save the PDF on the computer

@ ° 50
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2. Open the PDF Accessibility Checker

]

3. Select the Browse button and select the saved PDF

@ 9
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=, PALC 2 - PDF Accessibility Checker 2

. Zugang fir alle

Acchs pour Tous
- Accasso per tutti

Accass for all
PCF-File

L \TEF cheatSheet.pdf

POF A Chede

Fesults

Chreeckpent
d\ POF Syt
Fonts
Conbing
Embedded Fles
Nabural Language:
4@ Stucture Bements
Stnuchure Tree
Rl Mappang
Alternate Descrobons
[ metadata
DocLment SEEngs

Tools

Streerveader Preview

M SporTior :

piEposTH ©

s b

PAC: PDF Accessibility Checker 2.0
FAC is & free ool of the Egundation =Acgess for olle 1o
e the accoesshlty of POF documents aod
Forms. R serves &5 & bool for mqerts and testers

Hore Informasen verssn) 2.0.3.0

Pagged Warned Faded
LA 04 CE s
0o 0 0§
L 04 03t
a ‘ﬂ::’ o a ;i
i 4 04 o 3¢
o o & o3¢
bt 0 dy 03¢
Lk 4 0 iy 03¢
Q "{5'. L [i] l“'g
a Q;"’ o a :::-.-i
2y 04 0 3¢
Dooument Statistics Logical Struchrs
Perwvered by
iE Fia : :
e, SPDF S
el Sehbehlnded tenveiban N =4
FovaLion Satle o ammiaﬂnn oL ".H:‘|

aveuglet af malvaysile
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4. Select the Start button
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%, PAC 2 - PDF Accessibility Checker 2 —
9 Zugang fir alle PAC: PDF Accessibility Checker 2.0
= Acciés pour tous PAC i= a free tool of the Foundation sAccess for als to
Accesso per tuttl review the accessbilty of PDF documents and
Access for all Forma. & serves as a tool for experts and testers.
More Information Version: 2.0.3.0
POF File
C: \TEMP \cheatSheet. pdf Browee
PDFUA Check
T— ——
Results
| Chedkpoint Passed Warned Faied |
L PDF Syntax 0 of 0 o 3%
Fonts sof 0 W 4
Content 4,914 of 0 23
Embedded Fies Y 0/ oS¢
Matural Language 2,106 of o 03K
@ Structure Elements 56 off 0 o3t
Structure Tree 519 off 0 A 138
Rola Mapping 553 of 0 4 o3t
Alternate Descriptions 1,076 of a/ o3
[[] metadats 14 oA : 3
Dooument Settings 2 « a 1 u
x This PDF contains errors: Only partially accessible. Report
Tocks
Screenreader Preview Document Statistics Logical Structure
Main sponsors: Powered by:
&% SBYV FRA ane
e Schwelrorlscher Bl ngen- .. Pn F a} |_;D_'IF_‘
D’E pOST und Sehbehindertenverband mEE > |
Féodrati inse o I=
Sdmeiiamge.  association @
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5. Select the Logical Structure button

'S, PAC 2 - PDF Accessibility Checker 2 —
. Zugang fir alle PAC: PDF Accessibility Checker 2.0
m Accés pour tous PAC is a free tool of the Foundation «Access for all» to
Accesso per tutti review the accessibility of PDF documents and
Access for all Forms. It serves as & tool for experts and testers.
More Information Version: 2.0.3.0
POF-File
‘¥:\Projects\Merlot Accessability Project For Gerry\Documents from Merloticheat Sheet. pdf Browse
POF/UA Check

Results
Checkpoint Passed wWarned
A PDF Syntax of 04
Fonts sef 04
Content 4,914 off o/
Embedded Files oof 0/
Matural Language 2,106 « 0 A
& Structure Elements 56 off o4
Structure Tree 519 off 04
Role Mapping 553 of o/
Alternate Descriptions 1,076 « 0/
(] metadata 1of o/
Document Settings zof 04
8 This PDF contains errors: Only partially accessible. Report
Tools
Screenreader Preview Document Statistics I Logical Structure I
Main sponsors: Powered by:

5BV FSA

3, Schweizerischer Blinden- -. g}ﬁ -
D’E Pos ’ und Sehbehindertenverband Il M ‘|PDF
Féddration suisse des association mL_/>

aveugles et malvoyants

6. In the Structure Elements: list on the left, select Document at the top.
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D

* E i Title
’ EF’ Role
, Ep Actual Text

: E} P | Alternate Text
(B Expansion Text
b E H2 Language

Logical Structure - acrobat-xi-pro-accessibility-best-practice...| —

Structure Elements: | Properties | Page View | Rolemap |
[ - @ Document ] | Caption Value
- [E5] Artice i - ===

"Document”

"en-Us”

X

7. On the Properties tab, verify that there is a language specified for the document.
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D

! E H1 Title

Logical Structure - acrobat-xi-pro-accessibility-best-practice... — || O || X |
Structure Elements: J Properties | Page View | Rolemap
. @ Roamenk Caption Value
_ E Article - General

b E P Role "Document™
R IE' P Actual Text
, E p Alternate Text
Expansion Text
' E A2 Language “endJs”

Note: If the document contains content in more than one language, go to that section in the Structure

Elements: list and verify that that the language setting is correct. v
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What is the Result?

v If the document’s or section’s language is appropriately declared, then the content may be conveyed

through assistive technology in the intended language.

X The document’s content may not be correctly conveyed to readers using assistive technology if there is

no language declared for the document or content or if the language declared is incorrect.

Resources

Language Codes
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INE[ES

Meaningful images should be described for all users. As authors, consider what message the image is

meant to provide. If it is meaningful, a brief description of the intended information should be provided.

What to do

Check the images in the document for alterative text or a description of the image in the surrounding text.

Tool(s) to use

PDF Accessibility Checker (PAC)

How to use

1. Open the PDF Accessibility Checker
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]

2. Select the Browse button and select the saved PDF
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=, PALC 2 - PDF Aocessibility Checker 2

. Zugang fir alle

Acchs pour tous
= Accesso per tuttl

Access for all
POF il

Results

Creegkpont
A\ POF Symita
Fonts
Content
Embedded Fles
Matural Language:
4P Structse Bements
Structure Tree
Fuoke Mapping
Alternate Descriobons
(] metadata
Dotumeant Setbngs

Toolks

Stresrreader Freview

M sEmTiers:

pieposT 1 ©

. .9

PAC: PDF Accessibility Checker 2.0

PALC is & free toal of the = to
review the accesshdty of POF documents: snd
Forma. & serwes &3 & bool for eqperts and testers
Pore Informaton Verson! 2.0.3.0
[_sowe |
Pasged Warned Faled
o 04 038
L 4 L o3
0o o B o3
a -o,-f?f {6 Y a 2-':
e 4 o/ o3t
oof L o3
0 0 L
0 of 8 4 o3
o 04 03
oof LY 0
ogf 04 [ B+
Document Statstics Logical Stnchre
Perwered by:
Y FRA e
Sictewmiporincher BEnden- .. PDF E':ni!
wrd Sehbehindedtenversand [l I H|
Faduration petse des assm:iaﬂnn L |"-H|

avoughen of malviysals

3. Select the Start button
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%, PAC 2 - PDF Accessibility Checker 2

Zugang fir alle
Accés pour tous
Accesso per tuttl
Access for all

PDF-File

C: \TEMP \cheatSheet. pdf

Embedded Files
Natural Language
@ Structure Elements
Structure Tree
Role Mapping
Alternate Descriptions
[[] metadats
Dooument Settings

[.—ijlax

PAC: PDF Accessibility Checker 2.0
PAC i= a free tool of the Foundation =Access for all» to

Tocks

Screenreader Preview

Main sponsors:

piEposT = ©

x This PDF contains errors: Only partially accessible.

review the accessbilty of PDF documents and
Forms. & serves as a tool for experts and testers.
More Information Version: 2.0.3.0
Browse
Passed Warned Failed |
0 of 0 0 gt
sof 0 (P 4
4,914 of 0 23
0 0/ 0 3¢
2,106 o 0 L4
56 off 0 o3t
519 off 0 A 138
553 of 0 £ o3t
1,076 of a/ o3
14 oA : 3
24 0 1 98
Report
Document Statistics Logical Structure
Powered by:
£B8YV FSA e
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4. Select the Screenreader Preview button

@ 9
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Accesso per tutti review the accessiilty of PDF documents and
Access for all Forms, | sarves as a tool for expers and lesters
More Information Version: 2.0.3.0
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Start
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5. Scroll down to where images are in the PDF. Look specifically for beige colored Figure and Alt sections

[Burcrpenn ==

Tl Eewrr Pagomwmon Pz

Lrmor B b

# Lopor i

fathor  Agobe tre

Ly BT

rpeadi: Fagrrigtare by Locersbeiny Soe]

L B

o Carasl

Screenshot of the Description dialog allowing the user to
enter a document title, author, subject, and keywords.
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What is the Result?

‘/If there is text inside the Alt area that describes the image in the document, then assistive technology

users will be able to understand the meaning and purpose of the image.

The image has proper descriptions if:

O The alternative text description is short and meaningful. The image may be described to
assistive technology users.

o Complex images, charts, and graphs are described in surrounding text for all users to read.
Complex images may also be supplemented with a link to additional information.

o Decorative images do not have alternative text descriptions. These images may be ignored by
assistive technology which decreases the amount of non-important information the user of

assistive technology will hear.

Note: The following images do not need to have alternative text descriptions: v

° decorative images
° unimportant images
° important images that are described in a paragraph above or below
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X' The document does not have proper alternative text if:

The Alt area is blank for an important image without further explanation in surrounding
paragraphs.
The Alt area does not have a short description of the image’s function, meaning or content.

The Alt Description area contains a web address (unless the image is of a web address).

Decorative images have alternative descriptions.
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