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Tips: Applications/Websites/Wikis/Blogs/LMS 

�x Add alternate text description (alt text) for all images, links, charts, graphs, etc. 
�x Use hyperlink text that is meaningful (see example above under Microsoft Word). 
�x Include closed captions for any video and a text transcript for any audio file. 
�x Use skip-navigation links to enable user to go directly to desire content. 
�x Ensure that all logical headings use the HTML heading tags (<h1>, <h2>, etc.). 
�x Keyboard Access: use the keyboard exclusively to navigate through webpages and 

applications. Are all areas of the screen accessible? Are there keystrokes available for all 
mouse actions?  Are there a minimum number of keystrokes to get to the desired areas? 

�x 
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Tips: Microsoft Office Word 
�x Add alternate text description (alt text) for all images, charts, graphs, SmartArt, etc. To do 

so: 
1. Insert the image. 
2. 
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Best Practices for Accessible Scanned Electronic Reading: 

�x Post documents as accessible PDFs. You can ask your Academic Support Assistants to run 
the Adobe accessibility checker for you. 

�x Scanned readings should be clear of underlining, handwritten notes, and highlighting other 
than the color yellow. 

�x If at all possible, use custom size settings and scan one page at a time, producing a 1-page 
rather than a 2-page spread. 

�x Scan in black and white for text only and gray-scale for text with images. Be cautious about 
scanning in color as it produces very large files. 

�x Press down on the spine of the book while scanning to avoid shadows in the margins. 
�x Check your scanned document for cut-off text, shadows in the margins, and missing page 

numbers. 
�x In Adobe Professional, delete any unnecessary facing pages that were captured in scanning 

process.  Rotate any pages that are sideways or upside down. 
�x PDF documents should include “selectable text”. In Adobe Professional, OCR documents to 

recognize text in image-only PDFs. 
�x Be consistent with filenames on PWeb to ensure they match the syllabus 

reference.  Recommended format: author’s last name and title. 
�x Ensure that your document posted to PWeb is right-side-up. 

Tips: Checking Accessibility in PDF Docs/Forms 
To test your PDF documents for accessibility, complete the following steps (in Adobe Reader or 
Acrobat): 

1. Click on the ‘View’ pull-down menu >Read Out Loud>Activate Read Out Loud, followed 
by the ‘View’ pull-down menu >Read Out Loud>This Page Only. 

2. If the document reads aloud, but the text is read out of order, adding “tags” to the 
document may help. In Adobe Acrobat, choose “Advanced”>Accessibility>Add Tags to 
Document. (This command adequately tags most standard layouts so text-to-speech 
software reads the PDF in the correct order, but cannot always correctly interpret the 
structure and reading order of complete page elements.) 

 

Large Print: 

�x Ensure that all printed handouts are provided in enlarged font (14-16 pt.) for students with 
this accommodation. This includes the course syllabus, reading assignments, quizzes, 
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Captions/Transcripts: 

�x The audio content of video materials and any audio files will need to be captioned and/or 
transcribed for students with this accommodation, including any videos that you create. 
Many already come captioned, but it must be “turned on” when you show it to the class. 

�x Commercially produced videos, DVDs, as well as publisher-produced media may already 
have this available via subtitles. If you are using a video that does not provide captions, 
please contact the Library or Assistive Technology Office so we can contact the video’s 
production company and ask about a captioned version. 

�x If captions or transcripts are not available, we 
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We are here to help! 

Contact your Academic Support Assistants about e-reserves and creating accessible course 
materials. 

 
If you have any questions or need assistance in checking the accessibility of your course 
content, please contact a member of the AT Team: 

�x Sondi Burnell, Coordinator Assistive Technology. burnell@grinnell.edu, x3061 
�x Stephanie Micetich, Assistive Technology Support Specialist. pulsstep@grinnell.edu, 3085 
�x Doug Peterson, Assistive Technology Support Specialist. petersod@grinnell.edu, x4107 
�x Stacey Puls, Assistive Technology Support Specialist. pulsstac@grinnell.edu, x4450 
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