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Outreach Programs Events Update: 
For upcoming webinars: http://www.tsbvi.edu/webinar-listings
For upcoming workshops and conferences: http://www.tsbvi.edu/training-events?id=4036:14-workshops-otr&catid=227:2014-event-registration

Housekeeping
· Download handouts and sign-in roster
· Send sign-in roster to keithc@tsbvi.edu or fax to 512-206-9320
· Make sure you registered and complete evaluation within 60 days including code for ACVREP/SBEC credit
· View captions in a separate window at www.streamtext.net/text.aspx?event=TSBVI 
· Part 1 of code: will be announced at the start of the webinar only.  After 3:15 PM you will not be able to get this information, so please do your best to be on time.

Adobe Connect Webinar Tour
· For tips about screen navigation go to http://www.connectusers.com/tutorials/2008/11/meeting_accessibility/ 
· Location of pods
· Power Point content included in your handout
· Poll participation – enter response in chat if you cannot access the poll


Link to enter room: http://tsbvi.adobeconnect.com/accessvi

Audio: 1-888-450-5996 and use access code 784000
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Presented by Jim Allan, Accessibility Coordinator
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Accessible Document Components
· Structure
· Styles and Formatting
· Alternative Text for Images
· Meaningful Hyperlinks
· Simple Tables
· Things to Avoid

Structure: Building Your Document
· Use the built-in tools
· Headings
· Lists – ordered and unordered
· Paragraphs
· Columns
· Page breaks
· Get the Productivity Ribbon (gov.texas.gov/disabilities/accessibledocs)
Styles and Formatting
· Fonts – serif or san serif
· Font Size – twelve point minimum
· Underline for links only
· Line spacing
· Color
· Full justification is hard to read for almost everybody in the universe
· All-caps are hard to read
· Italics are hard to read

Alternative Text for Images
· Captions – Title of picture, copyright, etc.
· Alternative  (Alt) Text – describe the image
· 120 characters
· Use description field
· “Eye Candy” use space character in description
· If text is in image, all text is in Alternate Text
· [bookmark: _GoBack]Context – Answer “what information is the image conveying?”

Meaningful Hyperlinks
· Use words for links.  e.g. TSBVI Home Page
· Make it easy to read and navigate.
· Place URL without “http://” in parentheses next to descriptive link for print purposes.  e.g. (www.tsbvi.edu)

URLs in Plain Text
· URL is not descriptive.  e.g. http://www.tsbvi.edu
· Hard to read and navigate
· Lists of URLs are not helpful for navigation

Tables
· Header row
· Break across pages
· Caption
· Cell margins

Things to Avoid
· Text boxes
· Watermarks
· DropCaps
· TextArt
· QuickParts
· “Floating” things

All of these are created in a text box.
The cursor cannot move into a text box with arrow keys.
Screen readers do not see text boxes.

Resources
· Microsoft – Creating Accessible Word Documents (bit.ly/1kkkqlS)
· WebAIM – Microsoft Word (webaim.org/techniques/word/)
· NCDAE – Microsoft Word Cheatsheet (ncdae.org/resources/cheatsheets/)
· Portland Community College – How to Make a Word Document Accessible     (www.pcc.edu/resources/instructional-support/access/word.html)
· Penn State – Image ALT Text (accessibility.psu.edu/images/alttext/)
· Penn State – Microsoft Word Tips (accessibility.psu.edu/microsoftoffice/microsoftalttags/)
· ADOD - Accessibility of Office Documents and Office Applications (adod.idrc.ocad.ca/)
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