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Introduction

You play a vital role in creating an inclusive digital environment for all students in your courses.
This guide offers practical strategies to help you align your courses with Universal Design for
Learning principles and remove cognitive barriers. While these steps help ensure our materials
meet ADA compliance standards, their true value lies in creating a more equitable learning
environment that supports diverse learner needs. By following these practices across various
platforms, you ensure your materials are accessible to everyone.

To best support your workflow, these guides are organized from broad course-level assessment
down to specific document and multimedia formats:

1.

Using Ally in Brightspace: Begin by assessing your overall course accessibility score
and learning how to generate alternative formats for your students.

Making Microsoft Word Documents Accessible: Master the foundational skills of
accessible document creation, including proper font selection, heading structures,
and the built-in Accessibility Checker.

Microsoft PowerPoint Accessibility Guide: Apply accessibility principles to your
presentations by utilizing built-in templates, slide reading order panes, and unique
slide titles.

Making Microsoft Excel Data Tables Accessible: Ensure your data is navigable for
screen readers by properly formatting tables and adding descriptive alternative
text.

Making PDF Documents Accessible: Learn how to manage hidden structural
elements like tags and utilize optical character recognition (OCR) to make PDFs
readable for assistive technologies.

Video Captioning for Accessibility: Remove barriers for all learners by adding
captions to your multimedia content using tools like YouTube Studio and
Brightspace integration.

WebAIM Accessibility and Color Contrast Guide: Finalize your accessible design by
evaluating web content and ensuring your text and background colors meet WCAG
contrast standards.

For additional support, detailed directions, and instructional videos, you can access more
resources on the KCeL Commons website at https://kcell.commons.gc.cuny.edu/accessibility-

guides/.
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Using Ally

The Ally tool can guide your work in making your course more accessible to all learners. Ally is found
within your Brightspace course shells. It can be used to:

e determine the overall accessibility score by generating an Ally course report
o determine the accessibility score of individual course items.
e generate alternate formats of your course files.

Course Accessibility Score

To determine your course accessibility issues, begin by reviewing your Ally Course Report which includes
your course accessibility score. To access this report:

e On your course Navigation Bar, go to More and select Ally Course Report.
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e Once selected, you will be provided with an overall score for your course. You will also see: (1)
the number of files and their type; (2) easiest content to fix; and (3) the items with the lowest

scores that should be fixed.
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e Click the first Start button associated with “Content that is easiest to fix” to see what you need to
do . You will see......
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e Go through the same steps for the second start button associated with “Fix low scoring content”.
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Accessibility Score for Course Items

e In addition to providing your course accessibility score, Ally presents an accessibility score for all
items in your course. These scores are located within your course modules, on the right-hand
side of the item, and are indicated by a gauge whose color indicates its level of accessibility:



e A dark green gauge next to your file indicates it has a perfect accessibility score and is considered
an accessible document that requires no alterations.

e Alight green gauge next to your file indicates it has a good accessibility score but does require
some improvements.

e An orange gauge next to your file indicates there are some issues that need to be fixed. Ally will
give you a brief explanation of said issues and how to fix them.

e Ared gauge indicator next to your file indicates there are multiple issues with the item that need
to be addressed.
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e When you click on each accessibility score, you will be brought to a page that provides details of
your score, including the issue and how it can be fixed.
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Accessing Alternative Formats for your Course Files

Your class is full of diverse learners with varied abilities. Student success can be promoted by providing
learners with content in multiple formats so that students can make choices about the formats that best
suit their learning. For example, one student might choose a format that allows them to read text on a
mobile device, while others might choose to use an audio file.

Ally automatically generates alternative formats for your course files and makes them available to you
and your students to download. Your original file will not be affected by the alternative formats.

To download alternative formats for a course item:



e Click the icon that looks like the letter A with an arrow to the right of the file name.
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e A menu with the available alternative formats will appear. Select the format you wish to use
from the list of options by clicking on the radio button to the left of the alternative form icon.
Once you have chosen the format, select Download.
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Making Microsoft Word Documents
Accessible

Microsoft Word documents are commonly used and because of their widespread use, it is helpful for
them to be constructed in a way that makes them readily available to all users. Making your course
documents accessible acknowledges learner variability and benefits all learners. Accessible documents
are easier to read and navigate and remove barriers to learning.

As you begin to create a Word document, the first thing to consider is the document font. For your
document to be accurately read by an assistive technology, such as a screen reader, the font should be a
San Serif font, such as Calibri, Arial, Tahoma, and Verdana, with a 11- or 12-point size for text. Black text
is recommended in documents with a white background since it is a combination most individuals can

see.
Microsoft Word has built-in formatting tools that when used increase the access of the document’s
content to all users. These include document headings, table headers, creating lists, and checking

document accessibility.

Headings

Headings are useful in MS Word documents to guide users through the document. In addition, headings
allow assistive technologies to function optimally. To add headings to your document:

e On the home tab of the Word menu bar, you will see the Styles menu item (1) as well as the
Styles pane (2).
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e When you select Styles, the item expands to show all the different text styles you can apply to
your document (3).



e Select Heading 1 to add a heading to your document. As you continue to develop your document
text add more headings, such as Heading 2 and Heading 3, so that your document is formatted so
like an outline. This embedded organization assists a screen reader.

e Asyou continue to add more headings, you can view the styles you are applying to your
document by expanding the styles pane by clicking on it. A menu appears on the right of your
document, and when you select text within the document, the styles pane indicates the text
formatting you have applied (4).
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Unleashing Your Inner Wordsmith: A Guide
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Introduction: List Paragraph

Writing is an essential skill for success in college and beyond. Whether you're crafting
a persuasive essay, a detailed research paper, or a concise email, the ability to

communicate your ideas effectively through writing is paramount. This guide isn't e
about transforming you into the next Shakespeare overnight. Instead, it offers practical
advice and actionable strategies to help you hone your writing skills, build confidence,
and ultimately become a more and writer. , writing is a Title
process, and like any skill, it improves with practice and dedication.

/30 Clear Formatting

Heading 3

Subtitle
What Makes a "Good" Writer? Subtle Emphasis
Good writing isn't just about perfect grammar and flawless punctuation (though those Emphasis

are important!). It's about clarity, coherence, and connection. A good writer:
Intense Emphasis

+ Communicates Effectively: The primary goal of writing is to convey a message.
A good writer does this clearly, concisely, and in a way that resonates with the Strong
intended audience. They choose words carefully, structure sentences logically,
and organize their thoughts effectively.

Checking Document Navigation

Once you have added document headings using the styles pane, you can check the organization of your
headings using the Navigation Pane. The Navigation pane allows you to organize your document, check
that your headings are consistent. It also provides you with a reading order based on the headings in
your document. Reading order is particularly important for users that use assistive technologies, such as

a screen reader. To access the Navigation pane:

e On the toolbar, click on View (1), and check the box labeled Navigation Pane (2). A panel will
appear on the left side of the document; Select the outline icon on the left panel (3) to display
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the document’s heading structure (4).
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Summary:

]Unleashing Your Inner Wordsmith: A Guide
to Becoming a Better Writer

Introduction:

Writing is an essential skill for success in college and beyond. Whether you're crafting
a persuasive essay, a detailed research paper, or a concise email, the ability to

your ideas i through writing is paramount. This guide isn't
about transforming you into the next Shakespeare overnight. Instead, it offers practical
advice and actionable strategies to help you hone your writing skills, build confidence,
and ultimately become a more proficient and compelling writer. Remember, writing is a
process, and like any skill, it improves with practice and dedication.

What Makes a "Good" Writer?

Good writing isn't just about perfect grammar and flawless punctuation (though those
are important!). It's about clarity, coherence, and connection. A good writer:

« Communicates Effectively: The primary goal of writing is to convey a message.
A good writer does this clearly, concisely, and in a way that resonates with the
intended audience. They choose words carefully, structure sentences logically,
and organize their thoughts effectively.

« Demonstrates Critical Thinking: Writing is a reflection of thought. Good writers
demonstrate an ability to analyze information, formulate arguments, and support
their claims with evidence. They engage with ideas critically and present their
perspectives thoughtfully.

« Engages the Reader: Good writing captures the reader's attention and keeps
them It uses lang that is propriate for the context,
and avoids jargon or overly complex sentence structures when simpler

Tables, Lists, and Images in MS Word Documents

Some of your course documents may include tables, lists, and images. Like headings, these items need
to be formatted so that a screen reader can read them to an individual.

Tables

You may wish to present content as table in your documents. These tables need to have a header row.
To insert a document table and add a header row:

e Click on the insert tab, select table, and choose the number of rows and columns you want.
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e Make sure the header row in the table toolbar is checked, indicating that the table does indeed
contain a header row.
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Lists
Lists in your document should be formatted using the bulleted or numbered lists function. To develop a
list:

e Type each item of your list on its own line (1) and then select all of items you want in your list (2).
e Next, on the menu bar, select the icon for either a bullet or numeric list (3).
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Images and Alternate Text

All images in your document should have alternate text (alt text). To add alt text:

e Select the image (1), and then select Picture Format (2) on the toolbar followed by Alt Text (3).
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Helpful Hints for Honing Your Writing Skills:

1. Read Widely and Actively: The best writers are often avid readers. Pay attention
to how different authors use language, structure their arguments, and engage
their readers Read in di

e Inthe alt text window, type description of the image (1). If the image does not reflect
information to the reader, check Mark as decorative. (2)
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(1-2 detailed sentences recommended)

A person writing in a notebook with a
pen.

1.

Generate alt text for me

Mark as decorative 2,

Helpful Hints for Honing Your Writing Skills:

1. Read Widely and Actively: The best writers are often avid readers. Pay attention
to how different authors use language, structure their arguments, and engage
their readers. Read in different genres and styles to expand your vocabulary and
broaden your understanding of effective writing techniques. Don't just passively
read; actively analyze the writing.

2. Practice Regularly: Like an

i wite suan if it

ill, writing improves with practice. Set aside time

et far o faw mintas aach dav Kean a inmal

Checking Document Accessibility

When you are done constructing your document, you can check the accessibility of the entire document.
To check the accessibility of the entire document:
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Go to the Review tab (1) and click on the button labeled Check Accessibility (2).
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A window will appear to the right displaying errors in the document, along with a tip on how to

fix each.
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Unleashing Your Inner Wordsmith: A Guide
to Becoming a Better Writer

Introduction:

Writing is an essential skill for success in college and beyond. Whether you're crafting
a persuasive essay, a detailed research paper, or a concise email, the ability to

icate your ideas effe ly through writing is paramount. This guide isn't
about transforming you into the next Shakespeare overnight. Instead, it offers practical
advice and achonable strategies to help you hone your writing skills, build confidence,
and a more proficient and writer. Remember, writing is a
process, and like any skill, it improves with practice and dedication.

What Makes a "Good" Writer?

Good writing isn't just about perfect grammar and flawless punctuation (though those
are important!). It's about clarity, coherence, and connection. A good writer:

« Communicates Effectively: The primary goal of writing is to convey a message.
A good writer does this clearly, concisely, and in a way that resonates wnh !ha
intended audience. They choose words carefully, i
and organize their thoughts effectively.

« Demonstrates Critical Thinking: Writing is a reflection of thought. Good writers
demonstrate an ability to analyze information, formulate arguments, and support
their claims with evidence. They engage with ideas critically and present their
perspectives thoughtfully.

« Engages the Reader Good writing captures the reader’s attemlon and keeps
them i d. It uses | ge that is engaging, approp for the context,
and avoids jargon or overly complex sentence structures when simpler
alternatives exist. It considers the audience and tailors the writing style
accordingly.

« Exhibits Organization and Structure: A well-structured piece of writing flows
logically from one point to the next. Good writers use clear introductions,
transitions, and conclusions to gulde the reader through their arguments. They
organize their thoughts into or as needed.

« Possesses Strong Grammar and Mechanics: While not the only factor, correct
grammar, punctuation, and spelling are essential for clear communication.
Errors in these areas can distract the reader and undermine the writer's

credibility.

Fix the remaining issues in the
document to make it accessible to
everyone.

Color and Contrast

Hard-to-read text contrast [}

Media and lllustrations

Missing alt text 1

Tables

Missing table header

Use of merged or split cells

Document Structure

No headings in document (-]
Document Access

Restricted access [}
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Making Microsoft PowerPoints Accessible

Microsoft PowerPoint presentations are commonly used and because of their widespread use, it is
helpful for them to be constructed in a way that makes them readily available to all users. Making your
presentations accessible acknowledges learner variability and benefits all learners.

As you begin to create a PP presentation document, the first thing to consider is the font you will use.
For your slides to be accurately read by an assistive technology, such as a screen reader, the font should
be a San Serif font, such as Calibri, Arial, Tahoma, and Verdana. Select font colors that maximize
contrast, such as black text on a white background since it is a combination most individuals can see.
Microsoft PowerPoint has built-in formatting tools that when used increase the access of the
presentation’s content to all users. These include built-in templates, alternative text for images, a slide
reading order pane, and an accessibility checker.

Templates

When you create PowerPoint presentations, using one of the built-in templates increases the
accessibility of your presentation. To access slide templates, on the home menu, click on the chevon
next need slide; a drop-down menu, named Office Theme, will appear with the available slide templates.

Home | Insert Draw Design Transitions Animations Slide Show Record  Review  View Acrobat # Share

> [ R Lavoee ~ & y m)
0 — I'jn.m
Picture A

Pane Office Theme

21

o,
R

8| &
ange O Add-ins  Create POF
and share link

1

Titie Only Blane
= 2 Duplicate Slide
!1 [] outline...

i Reuse Slides.

dnleashing Your Inner
Wordsmith

A Guide to Becoming a Better Writer

Note: It is a best practice to avoid manually creating text boxes and adding text in them. Manually added
text boxes affect the reading order of the different elements of the slide, making it difficult for an
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assistive technology, like a screen reader, to accurately read content to a user. Another best practice
involves slide titles. Every slide should have a unique title. If there is a topic that requires multiple slides,
it should be reflected in the title of the slide as Parts X of X.

Alternate Text for Images

All images in your PowerPoint should have alternate text (alt text) applied to them, so that they can be
read by a screen reader. To add alt text to an image:

e Select the image you added in the slide template placeholder (1) and then select the Picture
Format item (2) followed by Alt text (3).

Home Insert Draw Design Transitions  Animations  Slide Show Record Review View  Acrobat I ure Format Iz_ @ Share
- q 1 K Compress Pictures 3. < (m] ﬂ iy S am | Oy, e
Ed B Q0 o rEm e L9 b - O B R e B VR <!
Remove  Comections Color Artistic Transparency . Pcwre  Picture Bring  Send Selection Reorder Aign  powate v CP Flwiath ser oy Format  Animatess
Background Etfects. L3 Reset Picture v Border  Effects. Forward Backward  Pane  Objects ¥ Pane Background

Introduction

+ Writing is an essential skill for success in
college and beyond. Whether you're crafting a
persuasive essay, a detailed research paper,
or a concise email, the ability to communicate
your ideas effectively through writing is
paramount. This guide isn't about
transforming you into the next Shakespeare
overnight. Instead, it offers practical advice
and actionable strategies to help you hone
your writing skills, build confidence, and
ultimately become a more proficient and

compelling writer. Remember, writing is a
process, and like any skill, it improves with
practice and dedication.

e An Alt text window will appear on the right where you will type a description of the image. If the
image is merely for decoration, check “Mark as decorative.”

Home Insert Draw Design Transitions  Animations  Slide Show Record Review View Acrobat  Picture Format  Accessibility 2 Share
L) s . [Z 8 abc = ez
v v 52 v N el TR
[ L = w75 R
Check Shape  Shape Inspect Speling  Side Selection AR Markas t X Accessiity
Accesuibiity Fil Outiine without Color Twe  Pane Temt Decorative Helo

1 Alt Text (]

How would you describe this object and its
context to someone who is blind or low
vision?

- The subject(s) in detail

- The setting

- The actions or interactions

——— - - Other relevant information
Introduction
==<r= 'D (1-2 detailed sentences recommended)
S

A person writing in a notebook with a

+ Writing is an essential skill for success in ® pen]
college and beyond. Whether you're crafting a
persuasive essay, a detailed research paper,
or a concise email, the ability to communicate
your ideas effectively through writing is
paramount. This guide isn't about
transforming you into the next Shakespeare
ovemight. Instead, it offers practical advice
and actionable strategies to help you hone
your writing skills, build confidence, and
ultimately become a more proficient and
compelling writer. Remember, writing is a
process, and like any skill, it improves with
practice and dedication.

Generate alt text for me

Mark as decorative

5

E\;:,
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Slide Reading Order

Reading order is the order in which elements on a slide are read by a screen reader. As you create your
PowerPoint slides, you will want to check that the reading order is correct. To check the reading order in
your PowerPoint slides:

e Go to the review tab, click on the chevron next to the Check Accessibility icon to view the
dropdown menu. Choose Selection Pane from the menu.

Home Insert Draw Design Transitions  Animations  Slide Show  Record In.viowl View  Acrobat  Picture Format

4 Share

abc ' } T V74
(3% ] 52 A [yl [ A [
s a [ Check Accessibilty  comment Commants | "Reviiony Pamision
- Pl Alt Text
Onioting W
Wordsma () Accessibility Help

* Writing is an essential skill for success in
college and beyond. Whether you're crafting a
persuasive essay, a detailed research paper,
or a concise email, the ability to communicate
your ideas effectively through writing is
paramount. This guide isn't about
transforming you into the next Shakespeare
overnight. Instead, it offers practical advice
and actionable strategies to help you hone
your writing skills, build confidence, and
ultimately become a more proficient and
compelling writer. Remember, writing is a
process, and like any skill, it improves with
practice and dedication.

e The selection Pane is displayed on the right side and lists the current reading order for the
elements of the slide. Typically, the slide title should be first, followed by your content
placeholder and then other elements.

Home Insert Draw Design  Transitions Animations  Slide Show Record Review View  Acrobat Picture Format

abc y xh } 1l | L/ b 1Y
L' az A v~ ] /S
Spedling Check Transiate Language New Show Aways Open  Restrict
Accessibility Comment Comments Read-Only Permission
' [Selection Pane )
Unigashing Your Inner @
ey
Content Placeholder 7 ®
Content Placehoider 4
‘ Introduction

| ]

« Writing is an essential skill for success in
college and beyond. Whether you're crafting a
persuasive essay, a detailed research paper,
or a concise email, the ability to communicate
your ideas effectively through writing is
paramount. This guide isn't about
transforming you into the next Shakespeare
overnight. Instead, it offers practical advice
and actionable strategies to help you hone
your writing skills, build confidence, and

e [f the reading order is not correct, click on the item and drag it up or down in the list to place it in
its rightful place.
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Spelling

1

Insert  Draw Design Transitions

52 Al

Transiate Language

Check
Accesubilty

Unleashing Your Inner

Animations  Slide Show  Record Review View  Acrobat

o (-

Introduction

R [

Always Open _Restrict
Read-Only Permiasion

« Writing is an essential skill for success in
college and beyond. Whether you're crafting a
persuasive essay, a detailed research paper,
or a concise email, the ability to communicate
your ideas effectively through writing is
paramount. This guide isn't about
transforming you into the next Shakespeare
overnight. Instead, it offers practical advice
and actionable strategies to help you hone
your writing skills, build confidence, and

Picture Format

# Share

o

Content Placeholder 7
Content Placeholder 4
Title 3

I Content Placohoider 7

@
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Making Microsoft Excel Data Tables
Accessible

There are a few important components to making an Excel spreadsheet accessible for students using
screen readers. Without structure, an unformatted Excel sheet becomes an overwhelming maze of data
without meaning. Formatting your data correctly ensures it remains navigable and accessible for every
learner.

Formatting as a Table

To ensure a screen reader recognizes your data structure, you must formally designate it as a table
rather than just using borders and colors:

e Highlight the range of cells containing your data.

e Click the Home tab on the ribbon.

e Click Format as Table.

e Select any table style you prefer from the dropdown menu.

Home Insert Draw  Pagelayout Formulas Data Review View  Acrobat 2 Share

= #- 28 Wrap Txt » General v E—| v @‘. Light

== B = v o) 8  Conditional Format
32 | [ Mergad Conte $v% 9 S Formatting as Tsble

D-. & Calibri (Body) vz« AA

v
L it B I U~ Hv O«A. ==

F30 - I

]

1 Percent light absorbed +0.005 (%)

2 Initial Temperawre ("C) Temperature (*C) Trial 1 Trial 2 Trial 3 Trial 4
3 267 50.1 0.206 0245 0223 o217
4 26.88 80.1 026 0213 0.279 o211
s 265 702 0245 005 0616 0965
6 26,66 815 1855 1959 2036 185
7 263 1002 209 2081 209 2036
8

13 [=[=1=1=1=M=]=1=1=1-]

Defining Header Rows
Headers provide the necessary context for screen readers to announce what each piece of data
represents:

e Inthe dialog box that appears after selecting your table style, check the box next to My table
has headers.
e (Click OK.
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This tells Excel to treat your top row as column labels that screen readers can announce as the student
navigates the data.

Home Insert Draw Page Layout Formulas Data Review View Acrobat

|2 Share

Open recovered workbooks? Your recent changes were saved. Do you want to continue working where you left off?

i

A
1

Percent light absorbed + 0.005 (%)

8
9
10
1
12
13
14
15
16
17
18
19
20
2

Where is the data for your table?

[=sasis087

i
&)

Cancel

H
2 | Tnital Tomporature ('C) . Temporature (C) Trial 1 Trial 2 Trial 3 Trial 4 Trial § !
3 267 501 0206 0245 0223 0277 0283 !
o 2688 60.1 026 0213 0.194 i
s 265 702 0245 005 FormatAs Table 128 H
6 ) 26.66 815 1855 1959 1844 H
71 263 1002 200 2,091 | | !

Simplifying Table Structure
To ensure the screen reader maintains a logical reading order from top to bottom and left to right:

e Avoid using merged cells, which can break the reading order.
e Do not leave blank rows within your data set.
E13 v e
A ] [4 o E F ]

1 _Initial {u b (°C) |~ Trial1 absorbed +0.005 (3~ Trial 2 Percent light absorbed + 0.005 (3 ~ | Trial 3 Percent light absorbed + 0.005 (¥~ Trial 4 Percent light absorbed + 0.005 (3~ Trial 5 Percent light absorbed + 0.005 (% |
2 287 501 0.206 0.245 0223 0283
3 2688 60.1 0.26 0213 0278 0211 0.194
4 265 702 0245 005 0616 0965 128

26.66 815 1.855 1.959 2036 165 1844
3 263 100.2 209 2091 2.08 2036 196
:
B
H11 u S

A B = D E F - G

1 Percent light absorbed + 0.005 (%)
2 itial Temperature (°C) Temperature ("CJ Trial 1 Trial 2 Trial3 Trial 4 Trial 5
3 26.7 501 . 0.245 223 0.277 0.283
4 26.88 60.1 0.26 2 0.279 0.211 0.194
5 26.5 702 0.05 0.965 1.28
6 26.66 1.855 1.959 2.036 1.844
7 EEi__f 100.2 2.09 2.091 2.09 2.036 1.96
8

Adding Alternative Text (Alt Text)
Alt text provides a brief description so students know what the table is for before they dive into the

data:
e Right-click anywhere inside your formatted table.
e Select Table from the menu, then click Alternate Text (or Alternative Text).
[}

In the pane that opens, type a brief description of the table's purpose.
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Delete
Select
Clear Contents

Sort
Filter
Table

Insert Comment

Format Cells...
Pick From Drop-down List...
Hyperfink...

=f AutoFill
k'cStMon

N\

Totals Row
Convert to Range

Alternative Text

Alternative Text

Description

Titles and provide d
representations of the information contained in tables,
di images, and other objects. This information
Is useful for people with vision or cognitive impairments.
who may not be able to see or understand the object.

A title can be read to a person with a disability and is
used to determine whether they wish to hear the
description of the content.

— ]
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Making PDF Documents Accessible

Accessible PDFs benefit all students, particularly those using assistive technologies like screen readers.
Two important accessibility principles associated with PDF documents are tags and optical character
recognition (OCR). Tags are hidden structural elements within a PDF, such as headings, paragraphs, lists,
and tables, that define the document reading order. Screen readers use tags to interpret and convey
information to users. OCR is a technology that converts scanned images of text into actual text
characters that can be read by computers and assistive technologies.

Tags
Tags are added using Adobe Acrobat. To add tags:

e Select Tools from the left side menu and then select Prepare for accessibility.

All tools x Ascanned document has been identified, Scan & OCR tool can tum scans or images into editable PDFs

Create a PDF

Export a PDF

Laboratory Safety
Procedures

Edit a PDF

Request e-signatures

Fill & Sign

[® sendfor comments
@ Add comments
Scan & OCR

Protect a PDF
To have effective and productive experiences in a microbiology laboratory, proper
safety procedures must be followed, and without exception. The overall goal is
1o prevent a mishap through adherence to sound rules and regulations. Since
most of the laboratory exercises involve working with live microbial cultures,

Prepare for accessibility

- N N NN N

1
r! adhering to these safety rules protects you, the people around you and possibly
even those beyond the lab from possible health hazards. Although the majority
[ . | of the cultures used are not as virulent as dinical isolates, all cultures should

be approached as potential pathogens. One wants to develop consistent, precautionary
laboratory habits whatever the potency of the culture or the laboratory situation

a

D » Personal Safetv Precautions

® On the next menu, select Automatically tag PDF.
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Prepare for accessibility

Laboratory Safety
Procedures

To have effective and productive experiences in a microbiology laboratory, proper
safety procedures must be followed, and without exception. The overall goal is
to prevent a mishap through adherence to sound rules and regulations. Since
most of the laboratory exercises involve working with live microbial cultures,
adhering to these safety rules protects you, the people around you and possibly
even those beyond the lab from possible health hazards. Although the majority
of the cultures used are not as virulent as dinical isolates, all cultures should
be approached as potential pathogens. One wants to develop consistent, precautionary
laboratory habits whatever the potency of the culture or the laboratory situation

eading order

=M - - N N N N N

—
—d

» Personal Safety Precautions

QA knee length lab coat with long sleeves is to be worn when in the laboratory.
After each week’s laboratory, the lab coat should be washed. You cannot be in
the laboratory without a lab coat.

Q  Long hair is to be tied back away from your face so as not to come in contact

with the flame-of the Bunsen burners used_in lab.

—l

COD0OO

e Once tagged, you can check the full accessibility of your document.

< Prepare for accessibility (@ A scanned document has been identified, Scan & OCR tool can tum scans or images into editable PDFs

Laboratory Safety
Procedures

To have effective and productive experiences in a microbiology laboratory, proper
safety procedures must be followed, and without exception. The overall goal is
to prevent a mishap through adherence to sound rules and regulations. Since
most of the laboratory exercises involve working with live microbial cultures,
adhering to these safety rules protects you, the people around you and possibly
even those beyond the lab from possible health hazards. Although the majority
of the cultures used are not as virulent as dlinical isolates, all cultures should
be approached as potential pathogens. One wants to develop consistent, precautionary
laboratory habits whatever the potency of the culture or the laboratory situation.

=M - M- N N N N N

,...

> Personal Safety Precautions

000

[0 A koes lenorh loh enne with lono slesves ic sy he swnen when i the labararary

Optical Character Recognition

Sometimes, PDF documents contain images of text. These images need to be converted into actual text
characters so that the document is searchable and can be read by a screen reader. The image below is a
PDF with text that is an image. The word Procedures cannot be completely selected since it is an image

and not text characters.
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Export selected text

Look up "rocedures"
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To convert images to text:

e Select Scan & OCR from your tools collection.

All tools

Create 3 PDF

Export a PDF

Edita PDF

Request e-signatures
Fill & Sign

& Send for comments

%) Add comments

Scan & OCR

Protect 3 PDF

Prepare for accessibility

a

. |

> Laboratory Activity Safety Procedures

.|

Q

(@ Ascanned document has been identified, Scan & OCR tool can turn scans or images into editable PDFs

Windows are to remain unopened. This prevents air current contamination which
interferes with the laboratory experiences.

‘There is no eating or drinking in the laboratory, nor are food and drinks permitted
in the laboratory at any time.

All laboratory pench tops are to be washed with disinfectant at the start and
end of each laboratory session.

Bench tops should only have materials needed to carry out the laboratory
experiments. Books, bags, coats, and other materials should be stored in the
designated areas.

Live cultures and culture media cannot be removed from the laboratory. You could
do serious damage to yourself and others

Pipettes, inoculating loops, and cotton swabs exposed to microblal cultures should
not be placed on the hench tops. Inoculating loops need to be sterilized with
a Bunsen burner; used pipettes and swabs should be placed in containers of
disinfectant.

If a culture is spilled on any surface or your clothing, call the instructor
immediately. Do not attempt to clean it up.

While carrying out the laboratory procedures; pay careful attention to details. Read
the labels on the bottles and test tubes to ensure you are using the correct materials.
Do not mix any cultures, carry out unauthorized experiments, or take more
materials than necessary. If you make an error in a procedure, check with the
instructor about obtaining more materials to redo the experiment

Guests are to wait at the doorway. Only after washing your hands, can you meet
your guest at the door. Also if you leave the lab temporarily, hand washing is
to be done before leaving and again just as you return.

Any problems with equipment pr materials should be reported to the instructor
or laboratory technician. i §

e Onthe next menu, under “Recognize Text,” select “In this File,” and then click on the button

Recognize Text.




< Scan & OCR x [® Ascanned document has been identified, Scan & OCR tool can turn scans or images into editable PDFs

=

MODIFY PAGE

Lalbboratory Safety
Procedures

@ in multiple .

All pages
To have effective and productive experiences in a microbiology laboratory, proper
safety procedures must be followed, and without exception. The overall goal is
to prevent a mishap through adherence to sound rules and regulations. Since
most of the laboratory exercises involve working with live microbial cultures,
adhering 1o these safety rules protects you, the people around you and possibly
even those beyond the lab from possible health hazards. Although the majority
of the cultures used are not as virulent as dinical isolates, all cultures should
be approached as potential pathogens. One wants to develop consistent, precautionary
laboratory habits whatever the potency of the culture or the laboratory situation

- N NN N

—
—d

Recognize text

08B

» Personal Safetv Precautions

Adobe will start to scan and convert the PDF to editable text and images, as indicated by the
small window that appears to the bottom right of the PDF.

instructor about obtaining more materials to redo the experiment.

QO Guests are to wait at the doorway. Only after washing your hands, can you meet
your guest at the door. Also if you leave the lab temporarily, hand washing is
to be done before leaving and again just as you return.

Q  Any problems with equipment Qr\malcri:lls should be fgponed to the instructor
or laboratory technician. 3

Q If you have any doubts about what you are doing in the laboratory, ask the
instructor before you proceed any further. Errors can be more easily corrected
early on, later it is almost impossible

A wwww—" %

Page 2: Converting scanned page to Editable Text and Images

Once the conversion is done, your document will reload with recognizable text. Notice in this
image how the word “Procedures” can be selected and is now perfectly highlighted.

> Laboratory Activity Safety

Copy

3 All laboratory bench toj@TEUEIINEL TN sinfectant at the start and
end of each laboratory
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experiments. Books, ba,
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Q  Live cultures and culture SECENEISTRUEE the laboratory. You could
do serious damage to

Q  Pipettes, inoculating loo, to microbial cultures should
not be placed on the hSweSegestrerepes need to be sterilized with
a Bunsen burner; used e placed in containers of
disinfectant. Highlight text

Q If a culture is spilled
immediately. Do not

O While carrying out the | PRIy ul attention to details. Read
the labels on the bottles SREZEEIES P using the correct materials.
Do not mix any cultu pxperiments, or take more
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your guest at the door. JESEECILIS porarily, hand washing is
to be done before lea pturn.

O Any problems with equilEeCi i REEES e b reported to the instructor
or laboratory techniciar® ¥

Q If you have any doubts about what you are doing in the laboratory, ask the
instructor before you proceed any further. Errors can be more easily corrected
early on, later it is almost impossible

Select all
carry out the laboratory

Bt should be stored in the

Redact text

thing, call the instructor

Strikethrough text

Add note to text
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Adding Alternate Text to Images
All documents with images require alternate text. To add alt text to an image in a PDF document:

e Select one of the figures that needs alternate text. Click on the three-dot button in the top right
corner of the Accessibility window, and in the drop-down menu that appears, click on “Fix.”

Find text or tools Q @

Accessibility Checker

Document (3 Issues)

Materials

Page Content (1 issue)

prepared slide of algae P Skip Rule
prepared slide of bacterial shapes Explain
yeast suspension Abaredta Yod (1) =
g Show in Content Panel
: v.:\.: g::i;\s slide « ® Figures alternate text - Falled Show i Tacia Panel
cover |

bright-field light microscope m Check Again
immersion oil Show Report
lens paper Options

Procedure for Focusing a Microscope and Examining Algae

Q 1. Remove a microscope from the cabinet. Be sure to support the microscope
using both hands: one on the base and the other on the arm. Place the
microscope on the lab bench.

Body tube Contains mirrors and G

X, prisms that ransmit the image
D from the objective lens 1o the
S ocular lens
N

e A window will appear that allows you to add alternative text to images. Use the arrow buttons to
move between images and check “Decorative figure” if the image should be ignored by a screen
reader.

[ Oculer (eyepiece) A magnitying ———a3
lens (usually 10 times)

< Prepare for accessibility % Accessibility Checker

! i Document (3 lssues)
[ Automatically tag POF : Materials Content

Page: (1 ssue)
(3] prepared slide of algac Forms

ed

of bacterial shapes

Alternate Text (1 insue)

v @ Figures aternate tex - Faled

Figure 2
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Check Full Accessibility

To check the accessibility of the entire PDF document:

On the Accessibility Menu, click on Check for accessibility.

<

Prepare for accessibility

[A Ascanned document has been identified, Scan & OCR tool can tum scans or images into editable POFs

Laboratory Safety
Procedures

To have effective and productive experiences in a microbiology laboratory, proper
safety procedures must be followed, and without exception. The overall goal is
to prevent a mishap through adherence to sound rules and regulations. Since
most of the laboratory exercises involve working with live microbial cultures,
adhering to these safety rules protects you, the people around you and possibly
even those beyond the lab from possible health hazards. Although the majority
of the cultures used are not as virulent as dinical isolates, all cultures should
be approached as potential pathogens. One wants 10 develop consistent, precautionary
laboratory habits whatever the potency of the culture or the laboratory situation

> Personal Safety Precautions

J A knee length lab coat with long sleeves is to be worn when in the laboratory.

After each week's laboratory, the lab coat should be washed. You cannot be in
the laboratory without a lab coat

Long hair is to be tied back away from your face so as not to come in contact
with the flage. of the Bunsen burners used_in lab.

Open toed shoes cannoi be worn in the laboratory

A menu named Accessibility Checker Options will appear. On this menu, make sure all options
are checked in the window that appears, and then click Start Checking.

7

@ Accessibility Checker Options

Report Options
Create accessibility report

Folder: /Users/jking74/Documents/
Attach report to document

Page Range

© All pages in document Pages from

Checking Options (31 of 32 in all categories)

Category: Document

Accessibility permission flag is set

Document is not image-only PDF

Document is tagged PDF

Document structure provides a logical reading order
Text language is specified

Document title is showing in title bar

Bookmarks are present in large documents

Document has appropriate color contrast

Select All Clear All

Show this dialog when the Checker starts

Help

Procedure
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A summary of the issues in your document appears on the right side of the screen.

n %  Accessibility Checker

Laboratory Safety =

< prepare for accessibility

Abtermate Tet (1 fssue)

Procedures TR

Hescings

To have effective and productive experiences in 2 microbiology laboratory, proper
safety procedures must be followed, and without exception. The overall goal is
to prevent a mishap through adherence to sound rules and regulations. Since
most of the laboratory exercises involve working with live microbial cultures,
adhering to these safety rules protects you, the people around you and possibly
even those beyond the lab from possible health hazards. Although the majority
[ 1 of the cultures used are not as virulent as dinical isolates, all cultures should

o be approached as potential pathogens. One wants to develop consistent, precautionary

laboratory habits whatever the potency of the culture or the laboratory situation.
O » Personal Safetv Precautions

SO SoN

~
——

e For more details about the issues found in the PDF document, click the chevron next to each
heading in the accessibility checker menu.

< Prepare for accessibility

% Accessibility Checker

Laboratory Safety e

Image-only POF - Passed

Tagged POF - Passed

Procedures T —

Primary language - Passed

Tile - Passed

dentify form field ® Bookmarts - Falled
@ Color contrast - Needs manual check

Page Content (1 lssue)
To have effective and productive experiences in a microbiology laboratory, proper Togged connert - Pussed
safety procedures must be followed, and without exception. The overall goal is -
. Tagged annotatons - Passed
1o prevent 2 mishap through adherence to sound rules and regulations. Since
most of the laboratory exercises involve working with live microbial cultures,
adhering to these safety rules protects you, the people around you and possibly
) ! ’ > @ Curscter encodeg - Faled
even those beyond the lab from possible health hazards. Although the majority
of the cultures used are not as virulent as dinical isolates, all cultures should
be approached as potential pathogens. One wants to develop consistent, precautionary
laboratory habits whatever the potency of the culture or the laboratory situation.

Tab order - Pavsed
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Tagged mutimeda - Passed

—

Screen tucar - Parsed
Scrots - Pussed

Timed resporses - Passed
Kavgaton inks - Possec

> Personal Safety Precautions

O A knee length lab coat with long sleeves is to be worn when in the laboratory Aormete Toxt (1 lssue)
After each week's laboratory, the lab coat should be washed. You cannot be in
the laboratory without a lab coat
3 Long hair Is to be tied back away from your face so as not 1o come in contact Slaitad iides tua - Puatad
1 with the flame. of the Bunsen burners used_in lab.
. O Open toed shoes cannoi be worn in the laboratory
QO Be aware silver jewelry, in particular rings, will temporarily be stained with the A
betadine antiseptic soap so you might want to remove them prior to lab.

> @ Figures shiemate text - Falled

COooaaO

Associated wih conteet
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Captioning Options

Captions benefit all students in your course. Students who are deaf or hard of hearing need captions to
access video content. Non-native English speakers use captions to follow lectures more easily. Students
studying in quiet spaces like libraries or on noisy subway commutes rely on captions when they cannot
use audio. Research shows that captions help all learners follow complex terminology, take better notes,
and review material more efficiently. When you caption your videos, you remove barriers and support
better learning outcomes across your entire class.

This guide presents free captioning methods ranked by efficiency and ease of use. You will find step-by-
step instructions for the three most practical approaches, starting with the fastest option that requires
the least technical skill. Each method works with tools you already have access to through CUNY, so you
can choose the approach that fits your workflow and technical comfort level. Follow the first method if
you want the quickest path to captioned videos, or explore the alternatives if your situation requires a
different approach.

Method 1: Adding Video in Brightspace Content

e Click the drop-down menu next to your video and select “Edit Video.”
. ? & P~ ®

n X M Introduction to Script Writing

a Module 8 . e Rt
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At the bottom of the video display, click "Advanced editing" link (Note: If this option doesn't
appear, try re-uploading the video file)

E=n -
©
Click on "Closed captions"
[ =)
Click "Auto-generate"
©
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Wait for the generation process to complete (this may take several minutes)

Advanced Editing

©

Review and edit the captions for accuracy (especially technical terms, names, and discipline-
specific vocabulary)

Advanced Editing

As artificial

intelligence becomes
more
prevalent in higher
education, we face

Close the editing window and press the "update" button

Update Video or Audio

» @ 000/552 Qo X




This is the fastest method, no external tools needed, captions stay within Brightspace Cons: but

auto-generation may be slow; accuracy varies with audio quality

Method 1a: Brightspace Media Library with Auto-Captioning

Best for: New recordings or videos you're uploading for the first time

Click the cogwheel in the top right corner and click “media library”

Catendar v
Tuesday. March 24, 2026 3

Uscoming events b

—
B -~ ETTTEC)

Add Assets

Choose from the list to create new, or drag and drop a file from your
desktop to the upload target

& Record Audio

@ Record Video

& Drop files, or click to browse

©

Once uploaded, add the video to your course via existing activities

Click “add assets” and upload your video file OR record directly in the media library
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#  KINGSBOROUGH  |ntroduction to Script Writing % @ 0 Be~8

Module 8 . Sre &
Add dat .
Add a de
20 A
1 Add a sub-module.
3
'
o
s [

Click the drop-down menu next to your video and select “edit video

Module 8 . Lo B

| =]

Use the auto-generate captions: Click on the caption editor to review the auto-generated
captions. Manually review and correct any errors: (technical terminology, speaker names etc.)

¢ sk intrduetion to New Technology, Updated Courses - The Assistive inteligence Framewerk

Save your edited captions
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e If desired, download the captions as a .vtt file for backup or reuse
e Click the cog/settings icon in the media library player and select "view transcript" menu

Update Video or Audio

» < 000/552 Q o X

o

e Click download on top of the pop-up menu, and then choose the VTT download option

Update Video or Audio
Web Video or A Upload

‘‘‘‘‘

Method 2: Uploading to YouTube, then Adding to Brightspace

e Login to Google and access YouTube. Then click the create button on top and upload your
video/audio



= EBVoulube Search Q. 0 (+cmn) [P wr

P ) upioad video
a Your watch history is off ) Gl

Yo cam charge your seting ot any ime 10 get the latest videas talosedt 15 you Les mare B cesepont
Subscriptions > Update sectng.

Fill out the details and wait for YouTube to finish uploading the video

Video processing

before your video i pubbc on YouTube

Introduction t Mew Technology Updated Course.

Give YouTube a few extra minutes and captions should automatically be created
Go to your video and click on the cogwheel at the bottom of the video frame to view
subtitles

YL )

KCel Accessibility - Making Microsoft Excel Data Tables Accessible

@O Unisted

Kingsborough E-Learning
L S Analytics o G 2share  g]Pomote [ Save ) Download

If you wish to edit captions, click on Edit Video and you will be brought to YouTube Studio
Click on subtitles

= B Studio QU Search across your chennel ® 4+ 0 Do w
€ Channel content Video details do change we! 1
o Tk recuirets ©
| KCel Accessibilty - Making Microsoft Excel Data Tables Accessible
s> ® 5 @
oY g Y A8 Testing
You video
e Accassiiy - Making W -
/' Oesils
| Y Fderame
e KCeL Accessibilty - Making Microsoft Excel 0
© Comments =@
Ga)  Languages
Seta A Graws viewers attermion Lesen moee "
© comront @ Unsted v
o KC:L
Tomt 7
Playlists
At your wers. Laara more lm Subtities p]
Accessibilty (FOR FACULTY) v

Fine tune the captions and their timings
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& English

Select sy table sty you predr In he g bos St
Sppear, check my 13l has headers. Th el Excel o beat
7our 19 fow a6 colrmn label that screen readers can

e

Kaep pous table armoe. Arcxd mergeg cel o lesveg Hark

o 08 1 breas the reating order

ity ght chck o8 The 1k e sfect abermate tes n S
tabie submen and ade a el oh tex descrpion 50 stdents
Ao what o table i fox afore they dive .

T owvew

0 Seckmats

£ Couse Schode

In your Brightspace module, open “upload/create,” and click “video or audio’

Go back to your video, click share, and copy the embed code

Share in a post

20000«

Embed  WhatsAgp  Facebook x

i Siyou berzigXINxpz._sPsimUgyGFKFBTHIMG .

0 senat

Module 8 . s Qi
Add dates nd restrctons. -
Add 3 description.

EEm e ree

— ,“ T y
Paste the embed code and click save
piosd ’ |\M
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¢ Go to your newly created video, and you will see that the video is visible, as are your
captions

Irouction s ew ey sl Couraes T Aussiive el Framewrt

. Introduction to New Technology, Updated Courses ~ * # <« >
- The Assistive Intelligence Framework

The answer lies in understanding Al as
a system intelligence, a framework that

Method 3: (Most Technically Challenging) Microsoft Word Transcribe +
Manual Upload

e Open Microsoft Word (desktop or online version)
e Go to the “home” tab, click on the “dictate” dropdown menu and select "transcribe"

Ol Ao @ ey (¢

SvOv v o [Nome a v [8~] & B Copin

¢ Upload your video or audio file



e Wait for Microsoft to transcribe the content

HO@ mcoie @ o se . hekp, andl more (Cption + @) ©® g ()

e e lowt Lyt el M Vew Hop Cre T . |

Dv O @ amdosy v 2 v KA BT UWYAvHe EviEyiEx = evOy av e |[Noma v Qv 8w e B O cop

B Transeribe x
w

e Review the transcript in the “transcribe” pane on the right-hand side

: 8 ey ()
Meier Vew O commns || meconie s (D

KaB I YvravH - EviZvEz ZTv0> &~ - [N v Qv 8~ @i | B> O copior

o Transcribe X

o s e Ty, Updated Cnroes - P st b Fram




e Click "add to document." Then choose between two options: "with timestamps" (important
for caption syncing) or "with speakers" if applicable

B Ao @ 5 marng (x

AR WA % wre | [Worens ot $ - Few D Cogiiet

e Edit the transcript for accuracy

HOE Ao @ i (x

AR v & % a Harmal - 8 & e 0 Copic

Audio file

Transeript
200085

K tiiciol intaligence becomas mors prevelontIn highas education, wo fece g ciltical

auastiar

a8 AT potentisl without urvdermining e veey l6arming wa're toing 1o

Convert to WebVTT Format

e Format the transcript as a WebVTT file (.vtt):

a. Start with the line: “WEBVTT”

b. Format timestamps as: 00:00:00.000 --> 00:00:05.000 (Note: Microsoft Word
provides “in-points” for each subtitle, but no “out-points.” So, add the beginning
of the next subtitle as the end of the previous subtitle

c. Add caption text below each timestamp

d. Include a space in-between each caption



file  Home Layout  References Revew  View e (=] nents. e Catch ug & Ening
9 0 7] Body) K A B T & o | = = = =t = = ] g Normal Q g 2 edinor O Copiot v
B Transcribe X
00055;
a.| wesvtr
x 4 B bl
b, | 00:00:0.000 --> 00:00:12.000
As antificial intelligence becomes more prevalent in higher education, we face a critical e ! aion, we bl question
c. | auestion

00:00:12.000--> 00:00:17.000

How do we hamess Al's potential without undsrmining the very leaming we'ra trying to
foster?

00:00:17.000 -+ 00:00:28,000

The answer lies in as . & framework

ning, rather than replace it

ools, and

Copy the entire transcript with the document and paste it into a basic text app like “TextEdit”
or “Notepad.”

@ Auvdofie @

“r
12.000

telligence becomes more prevalent in higher education, we face a critical questi

00:00:12.000 00:00:17.000
How do we harness AI's potential without undermining the very learning we're trying to foster? 000852
€0:00:17.000 —> 00:00:28.000
The answer lies in understanding Al as a system intelligence, a framework that helps us design policy, tools, and [ KESNEENEC RN SRNESY RO
assignments that support learning, rather than replace it.
00:00:28.000 —> 00:00:36.000
Assistive intelligence means using Al to reduce barriers in cognitive load while preserving the intellectual wor
Froy by pagetbony 8 o preveie i igher education, we (sce » <l qress
00:00:36.000 —> 00:00:44.000
This approach is grounded in the Universal Design for Learning framework, which recognizes learner varisbility as :
e R ol it eaming were tryng 1 fosse
00:00:44,000 —> 00:00:59. 000
H
Sl Instead of one-size-fits-all instr t accommodations, we design proactively, using AI to . o o
REREN renove obstacles to access and engagesent while maintaining the cognitive challenge that drives real learning. S gt POORNS fommipeah o -
€0:00:59.000 —> 00:01:00.000
The result?
000:1 AL rechce barme e reservng the
©0:01:00.000 > 00:01:04.000 N 2 ’ '
JETTRE ALL students can demonstrate what they know and are able to do. o
deng 00: 0! 000 00:01:21.000
In practice, this means AI should scaffold thinking, not outsource it, support judgment and decision
making, earning process more transparent, not more opaque, and build transferable skills that persist
beyond
00:01:21.000 00:01:24.000
The key is intentionality.
00:01:24.000 —> 00:01:36.000 X
We're not asking whether to use AI, but how to use it in ways that align with our educational mission.
€0:01:36.000 —> 00:01:43.000
Let's examine the dis en reducing barriers and replacing thinking through o or ate 1 acce v do act
00:01:46. 000

acing thinking.

00:01:46.000 —> 00:01:56.000
A student asks Al to generate a complete essay outline on a complex topic, then writes the essay by fil
ithout questioning the structure or logic.

proactively, using Al to 10 access
cognitive challenge that drives real leaming.

Save the transcript with a “VTT” extension (You may have to rename it manually in your
documents)

B) WEBVTTwtt

Are you sure you want to change
the extension from “.docx” to
“vtth?

If you make this change, your
document may open in a different
application.

Keep .docx Use vt
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Upload to Brightspace

e In Brightspace, navigate to your video in content
e Click the drop-down menu next to the video and click “edit video”

Module 8 . el
Click “advanced editing”
Update Video or Audio
Upload

introduction to New Tachnology, Updated Courses - The Assistive lntefigence Framework

e Select "closed captions” and click “upload”

Advanced Editing

are currently no captions for
English (United States)
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Browse and select your .vtt file, then upload the file (it will be stored in a subfolder with your
video)

e Test the captions by playing the video

Advanced Editing

Table of Contents  Closed Captions
Enghen (United Staten) v

© Auto-Genmeate @ Uplesst

As artificlal intelligence bocomes m §

As artificial intelligence
becomes more
prevalent in higher T srwwer s tn sty AR
education, we face a »
critical question.

Pros: More control over transcript quality, works when auto-generate isn't available Cons: More
time-intensive,
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Using WebAIM

WebAIM (Web Accessibility in Mind) is a non-profit organization based at Utah State University. It

provides tools to determine accessibility of web content and digital materials, such as WAVE
evaluation tools.

Browser Extensions Stand-alone API/Testing Engine

W WAVE

web accessibility evaluation tool

Subscription API AIM Report Help

Web page address:

WAVE Web Accessibility Evaluation Tools

WAVE® is a suite of evaluation tools that helps authors make their web content more accessible to individuals with disabilities.
WAVE can identify many accessibility and Web Content Accessibility Guideline (WCAG) errors, but also facilitates human evaluation
of web content. Our philosophy is to focus on issues that we know impact end users, facilitate human evaluation, and to educate
about web accessibility.

WAVE Browser
Extensions

You can use the online WAVE tool by
entering a web page address (URL) in

the field above. WAVE Chrome, Firefox,

and Edge browser extensions are
available for testing accessibility
directly within your web browser -
handy for checking password
protected, locally stored, or highly
dynamic pages.

WAVE API and Testing
Engine

The WAVE subscription API and Stand-
alone WAVE API and Testing Engine
are powerful tools for easily collecting
accessibility test data on many pages.
The stand-alone API and Testing
Engine can be integrated into your
infrastructure for testing intranet, non-
public, and secure pages, including in
continuous integration processes.

Accessibility IMpact
(AIM) Report

Your Accessibility IMpact (AIM)
assessment report provides detailed
WAVE test data, your site's AIM score
(a measure of end user impact
compared to web pages generally and
as determined by human testers), and
expert manual test results to give you
insights into the accessibility of your
web site for users with disabilities.

There are 12-13 Web Content Accessibility Guidelines (WCAG), and they are organized into four

principles:
e Perceivable
e QOperable
e Understandable
e Robust
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https://en.wikipedia.org/wiki/Web_accessibility
https://wave.webaim.org/

WCAG Standards- Perceivable and Operable

Users must be able to perceive the information by some of their senses (can't be invisible to all of their
senses). This includes creating:

e text alternatives
e captions and other alternatives
e content presented in different ways

Make it easier for users to see and hear content.

Navigation needs to be operable by the user (the interface cannot require interaction that a user cannot
perform). Operable WCAG standards:

Make all functionality available from a keyboard.

Give users enough time to read and use content.

Do not use content that causes seizures or physical reactions.
Help users navigate and find content.

Make it easier to use inputs other than keyboard.

Assessment of Content

Each guideline, has testable success criteria

Three levels of success criteria

e Level A conformance (the minimum level of conformance),

o The Web page satisfies all the Level A Success Criteria, or a conforming alternate version
is provided.

e Level AA conformance

o The Web page satisfies all the Level A and Level AA Success Criteria, or a Level AA
conforming alternate version is provided.

e Level AAA conformance

o The Web page satisfies all the Level A, Level AA and Level AAA Success Criteria, or a Level
AAA conforming alternate version is provided.

Using the Eyedropper Extension

A simple way to get started using the WebAim Contract Checker tool is by first adding the Eye dropper
extension to your Chrome web browser. Follow these steps to try it out:

e First, Add the Eyedropper Extension to Your Chrome Browser
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< C @ @& chrome.google.com/we jetailfeye-dropper/hmdem|fkchdmnmnmheododdhjedfeck n R » 0O

@ Research.gov - H.. Message List-ny.. % d retum to.. & Outlook Web App The City Universit... L nic.. ¢ Home » | B3 Other Bookma

£~ chrome web store £ lorettabt03@gmail.com v

Home > Extensions > Eye Dropper

Eye Dropper

&} eyedropper.org

iAW 2767 (O | Developer Tools | 1,000,000+ users

Overview Privacy practices Reviews Support Related

To add the Eye Dropper extension:

e First, go to Eyedropper.org and follow instructions to install the Eyedropper extension to your
Chrome web browser

e Next, go to the Chrome extensions icon (it’s the puzzle piece icon at the top right of your Chrome
browser page) and select it

e From there, select “manage extensions” and then select “Eye Dropper”

e You should now see an eyedropper icon appear at the top of your Chrome web browser ribbon,

next to the extensions puzzle piece symbol.

€ C (0 @& chrome.google.com/webstore/detail/eye-dropper/hmdemifkchdmnmnmheododdhjedfccka)relate

@ Research.gov - H... Message List - ny.. % Save and return to... 08 Outlook Web App The City Universit.. . CUNY Academic.. 4

= chrome web store e _

Home » Extensions > Eye Dropper

Eye Dropper

@ eyedropper.org

W W W Wk 2767 () | Developer Tools | 1,000,000+ users

Overview Privacy practices Reviews Support Related

Now that you’ve installed the EyeDropper, you can use it to pick some desired colors from your favorite
web pages (Follow the simple direcAons at EyeDropper.org on how to pick colors)

c. The EyeDropper Will Show You Your Colors’ Hexidecimal Numbers
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https://eyedropper.org/
https://EyeDropper.org

O & eyedropper.org

by - H (I AT S £YE DROPPER | COLOR PICKER [osoars)

& Pick color from web page 5 [ hs1(128,33%,59%)

5 8 rgb(117,186,117)

Palette: default 7 : -
ye U a 8

Hover over squares to preview. 3 1 hs1(120,33%,59%)
= | rgb(117,186,117)

Try #1 Productive New Tab for Chrome — It's Free @® § ,”
Eye Dropper allows you to easily pick colors from various sources.

ol EYE DROPPER | COLOR PICKER

& Pick color from web page

hs1(120,33%,59%)
rgb(117,186,117)

Selected

Palette: default 1
a

Hover over squares to preview. hs1(120,33%,59%)
rgb(117,186,117)

Unlock PLus

Try #1 Productive New Tab for Chrome — It's Free @ § .~

Once you’ve picked your colors, EyeDropper will show you the corresponding hexadecimal numbers for
those colors (all colors have a six-character code, or a “hex code”).

d. Put The Hexidecimal Numbers From the EyeDropper Into WebAim’s Contrast Checker Page

(_

cC o

# webaim.org/resources/contrastchecker/

@ Research.gov - H... Message List - ny.. 38 Save and returnto.. 0% Outlook Web App The City U

Q |Introduction to Web Accessibility

6 | WebAIM Training

Contrast Checker

Home > Resources > Contrast Checker

Foreground Color Background Color
#0000FF | | (#FFFFFF | [
Lightness « Lightness

5, =
[ S

Once you have the hex codes for two colors, open WebAim’s Contrast Checker page and put them into
the foreground and background Aelds. WebAim’s checker will then automaAcally show you if there is
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enough contrast between the colors to make them an accessible combinaAon for people with low or no
vision or with other issues with seeing color.

e. View the Results from WebAim’s Contrast Checker

WCAG 2 "Contrast Ratio"

In WCAG 2, contrast is a measure of the difference in perceived "luminance" or brightness between two
colors (the phrase "color contrast" is never used in WCAG). This brightness difference is expressed as a
ratio ranging from 1:1 (e.g. white on white) to 21:1 (e.g., black on a white). To give a frame of reference,
on a white background:

e Pure red (#FFO000) has a ratio of 4:1. | am red text.

e Pure green (#00FF00) has a very low ratio of 1.4:1. | am green text.

e Pure blue (#0000FF) has a contrast ratio of 8.6:1.1 am blue text.

Using WebAIM

e Selecta qusite

&€ 5 C (0 @& asmorg LR ¢ » 0O

@ Research.gov - H.. Message List-ny.. % Saveandretumnto.. 0% Outlook Web App The City Universit.. [ill CUNY Academic » | Em Other Bookmar]

Hispanic
Heritage Month o
+ NATIONAL

Dr. Carla Bonilla, an assistant professor of ’ HISPANIC

biology, asserts that mentorship and finding
community are key for early-career

scientists to flourish. ¢ M ON T H
¢

L READ THE SPOTLIGHT -
e Use the Eye Dropper
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CAELTELLECE EYE DROPPER | COLOR PICKER

& Pick color from web page

at Slide Arrange

[E- N\

1

Palette: default @ =

N msl T T

Hover over squares to preview.

Click to

Try #1 Productive N

¥ Save anc v 8 Outlook Wab AP

Contrast Checker

Home > Resources > Contrast Checker

7 Foreground Color Background Color
#852201 = #E1270D |
Lightness > Lightness
— —

Contrast Ratio

2.01:1
pecmaliok

ew Tab for Chro

(o520 ]

hs1(15,99%,26%)
rgb(133,34,1)

Selected

[vas2201]

hs1(15,99%, 26%)
rgb(133,34,1)

me — It's Free ® § .7

g Related Resources

* Contrast and Color
Accessibility

* Quick Reference; Testing
Web Content for
Accessibility.

* Web Accessibility for
Designers

« Link Contrast Checker

Add Numbers to the Contrast Checker

<« C 0O & webaim.org/r

@ Research.gov - H Message List - ny ¥ Save and return to o8 Outlook Web App

WebAIM Training|

Contrast Checker
Home > Resources > Contrast Checker

Foreground Color Background Color
#852201 | | #E1270D N
Lightness A Lightness
L N

Contrast Ratio

2.01:1

permalink

» O

The City Universit.. il CUNY Academic » 3 Other Bookmark

-

@ Related Resources

. ir
Accessibility.

* Quick Reference: Testing
Web Content for
Accessibility

. .
Desigpers

o ir
Link Contrast Checker

View results from contrast checker.
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WCAG AA: Fail
WCAG AAA:  Fail

Large Text

WCAG AA: Fail
WCAG AAA:  Fail

Graphical Objects and User Interface Components
WCAG AA:  Fail

Text Input

The Contrast Checker will show a contrast raAo number and pass or fail informaAon for the WCAG AA
and AAA conformance standards. In addiAon, you can use the sliding tool to change the color to make it
lighter or darker. When you do so, you will noAce your AA and AAA pass/fail raAngs will change. Use the
sliders to And accessible color combinaAons to use in your content. The tool, will also show you an
explanaAon of your contrast checker results.

Home > Resources > Contrast Checker

Foreground Color Background Color

#CCCccC | #6D0303 | N

Lightness E Lightness

e — L e —
a——

Contrast Ratio

permalink
Normal Text
weac e (D) . e . _
WCAG AAA: @ The five boxing wizards jump quickly.
Large Text

weacan: (D
WCAG AAA: @ The five boxing wizards jump quickly.
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