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Creating Accessible Content
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Serving all ages and all abilities!

Maine CITE and partners provide:
ÅInformation and assistance
ÅAssistive technology training
ÅDevice demonstrations
ÅDevice short-term loans
ÅDevice reuse

Partners include:
ÅSpurwink ALLTECH
ÅPine Tree Society
ÅGallant Therapy Services
ÅUniversity of Maine 

Farmington
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Before we beginé

ÅSame elements across applications 
and operating systems.

ÅMicrosoft Word on a MacBook Pro.

ÅWork Smarter, Not Harder: Creating 
Documents Using Built-in Features 
(8/15/23)
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Visual Presentation

Consider:

Å Color contrast

Å Color conveying meaning

Å Font size

Å Font type

Å Headings



Make it Pop!

ÅColor contrast is IMPORTANT

ÅHigh contrast gets ATTENTION

ÅKeeping the same color scheme is OK

ÅCreativity is GOOD  :  Information is GREAT

ÅPoor color contrast is BAD

Color Contrast Analyzer: tpgi.com/color-contrast-checker/



Color Conveying Meaning

Approximately 1 in 12 men 

are color blind (8%).
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Keep It Simple
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Font Size

ǒ Can you read this? (12pt)

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

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

ǒCan you read this? (36pt)

ǒCan you read this? (44pt)
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Font-Style

ÅFonts can be fun (Brush Script)
ÅBut fun fonts can often be difficult to read (Curlz)
ÅStick with simple fonts (Arial)

ÅGood examples include:
Å Veranda
Å Tahoma
Å Georgia
Å Arial
Å Calibri

²ƘŜƴ ƛƴ ŘƻǳōǘΣ DƻƻƎƭŜ Ψƭƛǎǘ ƻŦ ŀŎŎŜǎǎƛōƭŜ ŦƻƴǘǎΩ
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Find Your Heading
ǒ Headings help us navigate documents and webpages.

ǒ One of the most common accessibility mistakes is 

making text bold when a heading is needed.

ǒ Changing the font style creates a visual structure but 

does not provide structure for navigation by assistive 

technology. 
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Heading Structure

ÅHeading 1 ïPage title or main content

ÅHeading 2 ïMajor section

ÅHeading 3 ïSub-section of Heading 2.

**Best Practice: Do not skip heading 
levels**
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Fresh Start

ÅSet the formatting 
structure before you 
get started.

Å It can be adjusted as 
need at anytime. 
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Select All:

Control + A
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Headings in Word
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Headings in Google Docs
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The Power of Headings
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Reading Order ïPower Point

ÅReading order provides navigation

ÅElements are added as ólayersô
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Reading Order ςPower Point 6
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Use Your Tools

ǒ Blank spacing is an issue for screen readers.

ǒ Increase or decrease white spaces between sentences and/or 

paragraphs using the built-in tools.
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White Space
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Page Breaks

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.



Tables



www.mainecite.org

Tables 2

ÅUse a Header Row. 

ÅLǘΩǎ Ŝŀǎȅ ǘƻ ƳŀƪŜ ǳƴƛŦƻǊƳ ǘŀōƭŜǎ ǘƘŀǘ ŀǊŜ Ǿƛǎǳŀƭƭȅ ŀǇǇŜŀƭƛƴƎΦ

Å While often visually appealing, it is best practice to avoid merging 
and splitting cells if possible.
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Lists

ÅDo NOT use the Tab key.

ÅHome menu, Paragraph options.

ÅUtilize the built-in tools to create ordered and unordered 
lists.



Columns



Columns.2
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Hyperlink - Doôs

Å Keep text to a minimum.

Å But be descriptive without relying on the surrounding text.

Å Use different text style for hyperlink.

Do this:

Å More information can be found on Maine CITEôs website.

Å More information can be found on Maine CITEôs website, 
www.mainecite.org. 

http://www.mainecite.org/
http://www.mainecite.org/
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Hyperlink ïDonôts

Avoid ambiguous hyperlink text.

Donôt do this:

Å More information can be found here.

http://www.mainecite.org/


www.mainecite.org

Shorten Hyperlinks

A variety of websites are 
available to help you 
create shortened 
hyperlinks.

ÅOw.ly 

ÅBit.ly

ÅTiny URL
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Alt Text

Alt Text provides a non-visual means 

of representing the CONTENT or 

FUNCTION of the image.

ALL images in a document MUST 

have alt text. 

ÅPictures

Å Illustrations

Å Images of text

ÅShapes

ÅCharts

ÅSmartArt

ÅEmbedded objects
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Screen Reader Reading Alt Text

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

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

https://www.youtube.com/watch?v=NvqasTVoW98
https://www.youtube.com/watch?v=NvqasTVoW98
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Alt Text Best Practices

ǒ Accurate and equivalent

ǒ Succinct 

ǒ NOT redundant

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







Hey GOOGLE!

Accessibility features are built into Google applications too!

Å Alt-Text
Å Headings
Å Lists
Å Line spacing
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Accessibility Checker- Word
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Accessibility Checker- PPT



Inspection Results:

Å Errors

Å Warnings

Å Tips
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WARNING: 
Accessibility Checker is NOT Perfect!!

Some items may require manual checking:

ǒColor contrast

ǒ Information provided in color

ǒBullet and numbered lists

ǒFont readability

ǒAbbreviations and terms

ǒGrammar and spelling

ǒAccuracy of alt text
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Using Videos

ÅAll videos MUST be 
captioned.

ÅWhat about Audio 
Description?
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Audio Descriptions

ÅDescribes the visual information needed to understand the content, 
including text displayed in the video.

Åάул҈ ƻŦ ŎƻƴǎǳƳŜǊǎ ŀǊŜ ƳƻǊŜ ƭƛƪŜƭȅ ǘƻ ǿŀǘŎƘ ŀƴ ŜƴǘƛǊŜ ǾƛŘŜƻ ǿƘŜƴ 
ŎŀǇǘƛƻƴǎ ŀǊŜ ŀǾŀƛƭŀōƭŜέ

ÅBenefits people who are blind or have low-vision, someone who 
ŎŀƴΩǘ ǿŀǘŎƘ ŀ ǎŎǊŜŜƴ ƭƻƴƎ ǇŜǊƛƻŘǎ ƻŦ ǘƛƳŜΣ ƻǊ ǇŜƻǇƭŜ ǿƘƻ ŀǊŜ Ƴǳƭǘƛ-
tasking.
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Audio Description Example

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

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

https://www.youtube.com/watch?v=NvqasTVoW98
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Web Accessibility & Social Media

Web Content Accessibility Guidelines 
(WCAG)

Social Media posts

Å Images must have Alt Text

ÅApply accessibility concepts



Facebook Alt Text



Facebook Alt Text.2
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Facebook Mobile Device



Instagram Alt Text



Instagram Alt Text.2



Instagram Mobile Device
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Emoji Best Practices

Å5ƻƴΩǘ ǳǎŜ ŜƳƻƧƛǎ ŀǎ ŀ ǊŜǇƭŀŎŜƳŜƴǘ ŦƻǊ 
text.

ÅBest places at the end of your message, 
social caption, or sentence for 
accessibility.

ÅUse sparingly.

ÅDouble-check alt-text descriptions.

Å5ƻƴΩǘ ǊŜƭȅ ƻƴ ŜƳƻƧƛǎ ǘƻ ŎƻƴǾŜȅ ȅƻǳǊ 
message.

ÅEmojis can vary across platforms.
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Be Mindful of Emojis

A screen reader would read the Tweet below as, 

άL ǇŜƴŎƛƭ ƭƻǾŜ ǊŜŘ ƘŜŀǊǘ ǿǊƛǘƛƴƎ ǿǊƛǘƛƴƎ ƘŀƴŘΥ ƭƛƎƘǘ ǎƪƛƴ ǘƻƴŜ 
ŎƻƴǘŜƴǘ ƭŀǇǘƻǇΦέ
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Other Social Media Best Practices

ÅFormat hashtags for readability 

(#GallantTherapyServices)

ÅAvoid using all caps

ÅBe mindful of color contrast

ÅBe mindful of emojis



Final thought


