Accessibility as a Habit: Quick Checklist
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Before you share or post, pause and check:
Do images need alt text?
Is text easy to read with strong color contrast? (4.5:1 needed – check with WebAIM)
Do links make sense on their own (descriptive)?
Is the document organized with headings (using the styles tool)?
Are bulleted and numbered lists built with the bullet or numbering tool?
Are videos captioned and reviewed?
Social media: Are hashtags in CamelCase?
Social media: Are emojis limited and placed at the end?

General Rule: 	Microsoft documents are easier to check and fix for accessibility than PDFs. When possible, go back to your original document and fix it there.
For Outlook Email:
1. Use the built in Microsoft Accessibility Checker (click “…” in the toolbar above your message.  Fix whatever is needed.
2. To make finding the checker easier, add it to your toolbar (click “…” in the toolbar above your message, click “Customize Toolbar,” and drag the “Check Accessibility icon to the toolbar at the top of the window.
For Microsoft Documents:
1. Use the built-in Microsoft Accessibility Checker. Fix whatever is needed.
2. If converting to a PDF, install Adobe Acrobat (free from KSU) and go to the “Acrobat” tab that now appears in your document’s toolbar, and click “Create PDF.”
For PDFs:
1. If you have the original form as a Microsoft document, use that and follow the steps listed above.
2. If you do not have the original document and your PDF needs to be fixed, upload it into the new Panorama DocHub tool and run the accessibility checker. 
3. You can fix most items directly in DocHub, then download the revised document.
If you run across something that can’t be fixed in DocHub, open it in Adobe Acrobat, run the accessibility checker, and fix it there.
For Documents in D2L
1. Use the new Panorama tool to access an accessibility report.
2. Fix whatever is needed (most can be done from within D2L).
If you use the document in other courses, or it is in a course shell, make sure to download it and replace the older, inaccessible documents with this one.
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