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Serving all ages and all abilities!

Maine CITE and partners provide: Partners include:
A Information and assistance A Spurwink ALLTECH
A Assistive technology training APine Tree Society
A Device demonstrations A Gallant Therapy Services
A Device shorterm loans A University of Maine
A Device reuse Farmington

Department of
R Education
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Bef ore we begine

A Same elements across applications
and operating systems.

A Microsoft Word on a MacBook Pro.

A Work Smarter, Not Harder: Creating

Documents Using Builtin Features
(8/15/23)
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Visual Presentation

’ ‘ &‘!’ Consider:

===~ A Color contrast

A Color conveying meaning
A Font size
A Font type
A Headings
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Make it Pop!

A

A High contrast gets ATTENTION
A Keeping the same color scheme is OK

A Creativity is GOOD Information is GREAT

Color Contrast Analyzer: tpgi.com/coloontrastchecker/




Color Conveying Meaning

Personal Info

Required

FulName [}
Approximately 1 in 12 men DNumper [ ]

are color blind (8%). ] —

Phone [
;ii; [Submit]

Personal Info

FullName [ ]
ID Number (required) [ ]

Email (required) [ ]
Phone[ ]




Keep It Simple
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Font Size

0 Can you read this? (12pt)

0 Can you read this? (18pt) Recommended size, or larger, for large print documents.

0 Can you read this? (28pt) Smallest recommended size for presentations.

0 Can you read this? (36pt)

0Can you read this? (44pt)
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Font-Style

A Fonts can be fun (Brush Script)

A But fun fonts can often be difficult to read (Curlz)
A stick with simple fonts (Arial)

A Good examples include:
A Veranda
A Tahoma
A Georgia
A Arial
A Calibri

2 KSY AY R2dzo 0% D223fS
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Find Your Heading

Headings help us navigate documents and webpages.

O¢

One of the most common accessibility mistakes Is
making text bold when a heading Is needed.

O¢

O«

Changing the font style creates a visual structure but
does not provide structure for navigation by assistive
technology.
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Head I n g St r u Ctu re SAMPLE OUTLINE

The College Application Process

. Choose Desired Colleges

A. Visit and evaluate college campuses

eadC |ng 1 | Page tltle or maln Conte nt B. Visit and evaluate college websites

1. Look for interesting classes

eading 21 Major section

2. Note important statistics

a. Student/faculty ratio

eading 31 Sub-section of Heading 2.

b. Retention rate
Il.  Prepare Application

A. Write Personal Statement

**Best Practice: Do not skip heading o Chomg st ok

%k a. Describe an influential person in your life
I eV e I S 1. Favorite high school teacher

2. Grandparent
2. Include important personal details
a. Volunteer work
b. Participation in varsity sports
B. Revise Personal Statement

.  Compile resume

IHBI Maine CITE A. List relevant coursework




Fresh Start

Set the formatting
structure before you
get started.

It can be adjusted as
need at anytime.
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Digital accessibility is important for more than users with visual impairments, it impacts people from

all walks of life. People with physical limitations, learning disabilities and even people without
disabilities benefit from digital accessibility.

Visual Presentation
Size Matters

Document: Do not go below a 10pt font. It is preferable to use a 12pt font. For large print, use 18pt or
larger.

Slides: Consider how the audience will be viewing the slides. If in person, can the person at the back
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Control + A

Digital accessibility is important for more than users with visual impairments, it impacts people from
all walks of life. People with physical limitations, learning disabilities and even people without
disabilities benefit from digital accessibility.

Visual Presentation

Size Matters

Document: Do not go below a 10pt font. It is preferable to use a 12pt font. For large print, use 18pt or
larger.

Slides: Consider how the audience will be viewing the slides. If in person, can the person at the back
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Digital accessibility is important for more than users with visual impairments, it impacts people from
all walks of life. People with physical limitations, learning disabilities and even people without
disabilities benefit from digital accessibility.

Visual Presentation

Size Matters

Document: Do not go below a 10pt font. It is preferable to use a 12pt font. For large print, use 18pt or
larger.

Slides: Consider how the audience will be viewing the slides. If in person, can the person at the back
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Digital accessibility is important for more than users with visual impairments, it impacts people from
all walks of life. People with physical limitations, leaming disabilities and even people without
disabilities benefit from digital accessibility.

Visual Presentation

Size Matters

Document: Do not go below a 10pt font. It is preferable to use a 12pt font. For large print, use 18pt or
larger.

Slides: Consider how the audience will be viewing the slides. If in person, can the person at the back
of the room read the content? Try to avoid going below a 28pt font.

Fonts
Keep it simple and stick with accessible fonts such as Arial, Veranda, Tahoma or San Serif fonts.
Color contrast

Make it pop to make sure people can read your information.
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Headings in Word
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Clear Formatting
Digital accessibility is important for more than users with visual impairments, it impacts people from
all walks of life. People with physical limitations, leaming disabilities and even people without Normal
disabilities benefit from digital accessibility.

Mo Spacing
Visual Presentation I Heading 1

Heading 2
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Heading 3
Document:

Heading 4
Do not go below a 10pt font. It is preferable to use a 12pt font. For large print, use 18pt or larger. Title
Slides:

Subtitle
Consider how the audience will be viewing the slides. If in person, can the person at the back of the Sublle Emphasis
room read the content? Try to avoid going below a 28pt font.
Fonts Emphasis

T \ , \ , . Intense Emphasis
Keep it simple and stick with accessible fonts such as Arial, Vieranda, Tahoma or San Serif fonts.

Color contrast Strong

Quote
Make it pop to make sure people can read your information.

Intense Quote
Do not use only color to convey meaning. This impacts those with visual impairments including
colorblindness.
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Clear Formatting
Digital accessibility is important for more than users with visual impairments, it impacts people from
all walks of life. People with physical limitations, leaming disabilities and even people without Normal
disabilities benefit from digital accessibility.

Mo Spacing
Visual Presentation I Heading 1

Heading 2
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Heading 3
Document:

Heading 4
Do not go below a 10pt font. It is preferable to use a 12pt font. For large print, use 18pt or larger. Title
Slides:

Subtitle
Consider how the audience will be viewing the slides. If in person, can the person at the back of the Sublle Emphasis
room read the content? Try to avoid going below a 28pt font.
Fonts Emphasis

T \ , \ , . Intense Emphasis
Keep it simple and stick with accessible fonts such as Arial, Vieranda, Tahoma or San Serif fonts.

Color contrast Strong

Quote
Make it pop to make sure people can read your information.

Intense Quote
Do not use only color to convey meaning. This impacts those with visual impairments including
colorblindness.
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Digital accessibility is important for more than users with visual impairments, it impacts people from
all walks of life. People with physical limitations, learning disabilities and even people without
disabilities benefit from digital accessibility.

Visual Presentation

Size Matters
Document:

Do not go below a 10pt font. It is preferable to use a 12pt font. For large print, use 18pt or larger.
Slides:

Consider how the audience will be viewing the slides. If in person, can the person at the back of the
room read the content? Try to avoid going below a 28pt font.

Fonts

Keep it simple and stick with accessible fonts such as Arial, Veranda, Tahoma or San Serif fonts.
Color contrast
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Digital accessibility is important for more than users with visual impairments, it impacts people from
all walks of life. People with physical limitations, learning disabilities and even people without
disabilities benefit from digital accessibility.

Visual Presentation

Size Matters

Document:

Do not go below a 10pt font. It is preferable to use a 12pt font. For large print, use 18pt or larger.
Slides:

Consider how the audience will be viewing the slides. If in person, can the person at the back of the
room read the content? Try to avoid going below a 28pt font.

Fonts

Keep it simple and stick with accessible fonts such as Arial, Veranda, Tahoma or San Serif fonts.
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Reading Order 1 Power Point

A Reading order provides navigation
A El ements are added

155k Maine CITE



£ A H -0 s %l revised 2024 Creating Accessible Content.draft

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

=| Layout Arial (Body) v : v ! ¥ [:-\' Shapes T ¥

() Reset

L : ] —
Picture A= Text Bo Arrange Arrange
e o

oyes

®* Reading order provides navigation.
®* Elements are added as ‘layers’
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Home Insert Draw Design Transitions

o Layout *
L2 Reset

New o= 2
Slide Section ~
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¥} revised 2024 Creating Accessible Content.draft
Animations Slide Show Review View Record Acrobat

®* Reading order provides navigation.

®* Elements are added as ‘layers’

\ X1 Maine CITE

&+ Share

Group Objects

Position Objects
I Align
“A Rotate
Selection Pane...
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2 Reset [ ]

Reading Order — Power Point

Group Objects
®* Reading order provides navigation.
®* Elements are added as ‘layers’

Position Objects
I Align
Rotate
Selection Pane...
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Use Your Tools

Home Insert Draw Design Layout References Mailings Review View Develope

Paste

Clipboard

Line Spacing Options...

Remove Space Before Paragraph

O Blank spacing is an issue for screen readers. Remove Space After Paragraph

4

O Increase or decrease white spaces between sentences and/or
paragraphs using the built-in tools.
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Paragraph

u
WI l I t e 3 p a‘ e Indents and Spacing  Line and Page Breaks

General

Alignment: &
5 ~— Outline Level: Collapsed by default
A EH S I g s A cC

Home Insert Draw References Review View

Design Layout Mailings

Indentation

-
d = Left: 0"

. Special: (none) [ By:
Paste Y} Right: 0"
%1

Clipboard Mirror Indents
Automatically adjust right indent when document grid is defined

Spacing

Before: 20 pt
P Line spacing: Multiple [ At: 1115

~
v
~
v

After: 10 pt

Don't add space between paragraphs of the same style
Snap to grid when document grid is defined

Webinar: 9/20/23

Tabs... Set As Default Cancel m
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Page Breaks

ApEH OO0 E = "R Creating Access

Insert Draw Design Layout References Mailings Review View Developer A

4= SmartArt v

L)l i CS S o G
_ lv v [ K ¥ L @) GetAdd-ins W Eﬂv

=| Cover Page v

| Blank Page

§ § Chart~

able Pictures Shapes Icons 3D " My Add-ins ¥ Wikipedia Media

Page Break Models #s Screenshot v

Using page breaks instead of filling a document with empty space
allows you to isolate text/information while still controlling the layout
and setup of the pages in each section.

&K Maine CITE WWW.mainecite.org



Tables

A Ed <0 5 7} Creating Accessible Content

Insert P s : I 1§ Chart ~ : v : |™ Bookmark "

My Add-ins v Wikipedia Media Comment Header Footer Page
3x4 Table " . : 2 =.. Cross-reference Numgber

Add-ins Media Links Comments Header & Footer

s Screenshot v
= Covdr Page ;

Blarjk Page

Table
Pagq Break

Tables

] O [ [ O [
I O O
™ Insert Table...
=% Draw Table
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Hie nsert Draw Design Layout References Mai

v/ Header Row

Total Row

Banded Rows

Table Style Options

Q~ clear formatting (%] :?

o+ Share A

s -

Shading Border Y2 pt o Pen Borders Border
Styles Color Painter

Borders

A Use a Header Row.
ALOIQA Slaeée G2 YIF1S dzyAF2NY GF 6f S

A While often visually appealing, it is best practice to avoid merging
and splitting cells If possible.
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@ A Hd =

Home Insert Draw Design Layout References A== Review View Develo)

Pasta

Y
Clipboard on Paragrapn

A Do NOT use the Tab key.
A Home menu, Paragraph options.

A Utilize the builtin tools to create ordered and unordered
lists.
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Apply to:  Whole document
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Digital accessibility is important for more than users with visual impairments, it impacts people from

all walks of life. People with physical limitations, learning disabilities and even people without
disabilities benefit from digital accessibility.
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physical limitations, learning disabilities and
Digital accessibility is important for more than even people without disabilities benefit from
users with visual impairments, it impacts digital accessibility.

people from all walks of life. People with

Do not go below a 10pt font. It is preferable to use a 12pt font. For large print, use 18pt or larger.
Slides:

Consider how the audience will be viewing the slides. If in person, can the person at the back of the
room read the content? Try to avoid going below a 28pt font.



Hyperlink -Do 0 s

A Keep text to a minimum.
A But be descriptive without relying on the surrounding text.
A Use different text style for hyperlink.

Do this:
A More information can befoundonMai ne ClI TEOSsS web

A More information can be foundonMai ne Cl| TEOSs web
www.mainecite.org.
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http://www.mainecite.org/
http://www.mainecite.org/

Hyperlink T Donot s

Home Insert Review View

N ™ | ==
— — 1=
= ‘__l | j::Eip.

Cover Blank Page | Media
Page Page Break |

Avoid ambiguous hyperlink text. Hyperlink Bookmark

Donot do t hi s:
A More information can be found here.
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Shorten Hyperlinks

A variety of websites are
available to help you
create Shortened @ shorten a long URL The Original URL Shortener
hype rI i n kS . Enter long link here Create shorter URLs with TinyURL.

Want more out of your link shortener? Track link analytics,
use branded domains for fully custom links, and manage

TINYURL

#. Customize your link

your links with our paid plans.

tinyurl.com Enter alias ‘
W . Iy : nust be at least £ e o ' View Plans i Create Free Account
m it I TinyURL plans include:
. y Shorten URL
I~ Expert Link Analysis @& Bulk Short URLs

N Iny U R L & Fully Branded Domains & Expert Support Options

By clicking Shorten URL, | agree to the Terms of Service, Privacy Policy
and Use of Cookles.
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Alt Text

\_

Alt Text provides a non-visual means J/:\
A

_ Pictures
of representing the CONTENT or llustrations
FUNCTION of the image. A Images of text
A Shapes
ALL images in a document MUST A Charts
have alt text. A SITERAR .
A Embedded objects

I 4
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Screen reader test

Images with and without
alt attribute



https://www.youtube.com/watch?v=NvqasTVoW98
https://www.youtube.com/watch?v=NvqasTVoW98

Alt Text Best Practices

6 Accurate and equivalent

9 Succinct

9 NOT redundant

Alt text: A bar chart showing
Increased percentages over a
12-month time period.

&K Maine CITE WWW.mainecite.org



&) Creating Accessible Content

leferences Mailings Review View Developer Acrobat

AaBchDdE; AaBbCcDdt AaBbCi AaBbCcl

Normal ‘ No Spacing Heading 1 Heading 2

Alt Text Styles

How would you describe this object and its : Cut
context to someone who is blind or low vision? o iy Copy
- The subject(s) in detail

- The setting
- The actions or interactions
- Other relevant information

Paste

Save as Picture...
Change Picture

Group
(1-2 detailed sentences recommended) Bring to Front
Send to Back

A cat, missing one ear, has its mouth open and
eyes wide. : Hyperlink...

Insert Caption...
Wrap Text >

View Alt Text...

Crop
Size and Position...

Mark as decorative

Generate alt text for me Format Picture...




&) Creating Accessible Content

leferences Mailings Review View Developer Acrobat

v = v i= v W=y 6= o= A 7
QA8 | SRS 105|241 AaBbCcDdE | AaBbCcDdE AaBbCt AaBbCcl
0.3 = = | S v - Normal | No Spacing Heading 1 Heading 2
Alt Text d - ‘ >
Paragraph Styles

How would you describe this object and its

context to someone who is blind or low vision? Cut
- The subject(s) in detail Copy
- The setting
Paste

- The actions or interactions
- Other relevant information

Save as Picture...
Change Picture >

(1-2 detailed sentences recommended) Group >

Bring to Front

A cat, missing one ear, has its mouth open and Send to Back >

eyes wide.

Hyperlink...

Insert Caption...

Wrap Text >
Mark as decorative View Alt Text...
Crop

Size and Position...
Format Picture...

‘ Generate alt text for me



Hey GOOGLE!

Creating Accessible Content * B &
File Edit View Insert Format Tools Help

Q 6 ¢ & A § 100% ~ Normaltext ~  Arial > | =[] +

Accessibility features are built into Google applications too!

A Alt-Text

A Headings

A Lists

A Line spacing




Accessibility Checker- Word

Accessibility

Inspection Results
A H SIS =
Home Insert Jraw Design Layout References

A'_‘:r-' + Decets Next 4 Missing Alt Text
- ALY _ _ Table
Wnslate Language New 0 mments

P 1oUSs A T R
Gomment 4 Mo Header Row Specified
Language Comments
Tahle

Errors

ABC
v

@

Spelling & 55 Check
Grammar Accessibility

Proofing Accessibility

Warnings
4 |nfrequent Headings
This Document
EBlank Table Rows ar Columns

Table Column
Table Row

Repeated Blank Characters
4 Characters

& Characters

9 Characters

Keep accessibility checker running while | work
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Accessibility Checker- PPT

A d oS0 s

Home Insert Draw Design Transitions Animations Slide Shov

ABC e +
v e VP | 53 | T :

Spelling Thesaurus Check Smart Translate New Delete Previous Next Show Alw
Accessibility Lookup Comment Comments Re

A EH -0 = &) 9.20.23 Creating Accessible Content

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

® - O |% O 2 O (7]

Check Font  Text Hiahliaht Shane Shape Inspect Spelling Slide Selection Alt Mark as Group Insert Link Insert Accessibility
Accessibility Color Text Highlight Color Dutline without Color Title Pane Text Decorative Header Row Text Captions Help
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U= B SR Inspection Results ) 9.20.23 Creating Accessible Content

Home Insert w Errors Show Review View Record Acrobat Picture Format Accessibility
» Missing Object Description (&)

@ » Missing Slide Title (3) ' L Q

Check Font v Warnings Selection  Alt Mark as Group Insert Link Insert Accessibility
Accessibility Color Pane Text Decorative Header Row Text Captions Help

» Missing Audio or Video Subtitles (2)
» Hard-to-Read Text Contrast (7)
» Check Reading Order (&)
w Tips
» Duplicate Slide Title (2)

Inspection Results:
A Errors

A Warnings

A Tips

Keep accessibility checker running while | work



WARNING:
Accessibility Checker is NOT Perfect!!

Some items may require manual checking:

6 Color contrast

6 Information provided in color
Bullet and numbered lists
Font readabillity
Abbreviations and terms
Grammar and spelling

6 Accuracy of alt text

O¢ O« O« 0O«
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Using Videos

Aall videos MUST be
captioned.

1¥MhataboutAudk)
Description?




Audio Descriptions

A Describes the visual information needed to understand the content,
iIncluding text displayed in the video.

A r

ay 2F O2YV
Ol I N

TE dzY SNE I NB
L3 A2Ya | i

S | Y2NB fA1S
gt Afl o ¢

a d X
B S ¢

A Benefits people who are blind or have lesgion, someone who
Ol yQu ol G6OK | aONBSy f2y3d LISNR 2
tasking.
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Audio Description Example

https://www.youtube.com/watch?v=7-XOHN2BWG4

MMaine CITE WWw.mainecite.org


https://www.youtube.com/watch?v=NvqasTVoW98

Web Accessibility & Social Media

Web Content Accessibility Guidelines
(WCAG)

Social Media posts
A Images must have Alt Text
A Apply accessibility concepts

&K Maine CITE WWW.mainecite.org



Facebook Alt Text

() Create post

Post to Facebook Feed preview & 0

H

ﬁ Maine CITE

o D

Media
O Share photos or a video. Instagram posts can't exceed 10 photos.
8 \ 1000 x 1000
& |& Addphoto ¥
=
otll Post details
E Text
)

) )3 7N X
7/ & > ’

® Boost Cancel Finish later Publish oY Like () Comment #> Share

& 0O



Creative tools Alt text

Enter alt text that des what's in your

42 Filter

Aa Text

Q  Alt text



Facebook Mobile Device

X Create post Next

@ Maine CITE

A Public -~ + Album -~

Say something about
this photo...

X Create post Next

i Maine CITE

Q Public + + Album -~

Say something about
this photo...

/. Edit | € Make 3D

Remove photo

Edit photo

Make 3D

Gdit alt te)D

Cancel

X Change Alt Text

Add alternative text that
describes the contents of
the photo for people with
visual impairments.




Instagram Alt Text

Create new post




Create new post

-

@ mainecite

Instagram £

Accessibility

Alt text describes your photos for people with
visual impairments. Alt text will be automatically
created for your photos or you can choose to write
your own.

Advanced



Instagram Mobile Device

X New post

K4 New post

& Audience o NEW I

() Add location >

Cancel AltText Done

{ Advanced settings

m Write alt text...

Automatically Share

Automatically share your photo
and video posts to Facebook.
You can change this audience at
any time in Facebook settings.
Learn more

Jd Add music >
n What Y

n La Diabla - Xavi

~ Boost post

el (P Share to Maine C... | The I'm

You've given Sharing as Maine CITE.
Instagram access to Ma Audience is Publi
a select number of

photos and +*~'~~~ { Advanced settings
POST STORY)

A SDFGHUJKL

bhotos for
people with visual impairments.
Alt text will be automatically
created for your photos or you
can choose to write your own.

4 ZXCVBNMYE

space return




Emoji Best Practices

A52y Q0 dzaS SY22Aa
text.

A Best places at the end of your messac
social caption, or sentence for
accessibility.

A Use sparingly.
A Doublecheck alitext descriptions.

A52y Q0 NBftée 2y SY?2
message.

A Emoijis can vary across platforms.

155k Maine CITE



Be Mindful of Emojis

A screen reader would read the Tweet below as,
aL LISYOAf f20S NBR KSINIL 6N
O2yuSyu I LJW2LIDe

Everyone v

| “. love @ writing .7 content ™
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Other Social Media Best Practices

A Format hashtags for readabilit

(#GallantTherapyServices)
A Avoid using all caps

A Be mindful of color contrast

A Be mindful of emojis

/
A

&K Maine CITE o WWW.mainecite.org.




Final thought



