GW Health Sciences

Easy Accessibility Practices for Word and
PowerPoint

We at GW Health Sciences are committed to making our courses as accessible as possible to all. Below are some
easy things faculty instructors can do to help make course materials more accessible. The more you use these
strategies on anongoing basis, the more prepared you will beif/whenthereisastudentwithadocumented
need.

Run the accessibility checker
Microsoft Office includes a built-in Accessibility Checker that will tell you how to fix issues in your document and
whythey are issues. Go to File > Info > Check for Issues and select “Check Accessibility.”
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A.-DESCRIPTIONY

This course involves a careful examination of drafting-as-a tool of technical communication and
for solving graphical problems. Emphases are on development of basic drafting skills
visualization,- and-sohion- of spatial problems It is-an-exploratory, first course in drafting
designed primarily for students planning to enroll in the regular-program Drafting Technology
courses upon completion of this course ' However, # aiso meets the needs of many students: with
other nterests,-as a refresher course in drafting, a-course for upgrading drafting skills,-a course:
forIED students- traming to be public school industrial arts teachers, or-a course that provides
students with a general “feel” for the-subyect of drafting §

L |

B.ORGANIZATIONY
This-is-adecture-lab-course-in-whichtopics- are-presented- by the instructor,-practice drawings- are
expianed, and-assigned: drawings are completed by students- both- dufing:lab periods- and outside:
of class Objective and drawing-type quizzes: are given daily, and there-is a comprehensive final
exam, The course s-a for the- beginning regular-program drafting-courses DRAFT-19
students generally have had neither high: school or other dmﬂmg traning, nor experience n
drafting employment So when students in this course proceed 1o the regular-program drafting

Addibonal Information

courses, ifthey do, they will be-at approximately the same level of expertise-as those who have Why i
had-previous trainng: or-expenience-and-who-are permitted-to-waive DRAFT-19.- This-basic Soaies L and vty uarashs iy be
drafting course therefore-assumes no previous-drafting expenence or traning, - so the: intial réebringdbremnln ey dp o
emphases are on the use of equpment and basic procedures § mght usm they have reached the end of the
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Organize content with headings styles

Headingsandsubheadings makeiteasierforalluserstonavigate content. Inaddition, screenreadersuse
headings and subheadings to help students with visual disabilities to skim the content. The formatted headings
and subheadings tell screenreaders the order and relationship of the sections. Use heading styles instead of
selecting bold and increasing the font size.
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F. Grading Plan @@ Heading 2
Coursework will be weighted as follows:

1. Drawings  45%
2. Quizzes 25%
- 3. Finalexam 30%

Drawings: e Heading 3

A drawing will be assigned almostevery class period. Each drawing will be graded unless there
are major errors or omissions and it is returned for correction or completion. Drawings with minor
detail or other non-conceptual errors will be graded as submitted, and letter grades will be given.

Quizzes: M Heading 3

There will be many drawing-type and other quizzes (probably one almostevery class period).
Quizzes will relate to currentand previous topics. A quiz may be given at any time during any
class period - immediately aftera lecture, atthe beginningor end of a class, etc. There will be no
make-up quizzes -- none even later during the same class period. Quizzes will be given only to
those studentswho are presentwhen the quizzes are passedout.

Final Exam <= Heading 3

The final exam will be comprehensive and entirely drawing-type. It will be given at the time shown
at the end of the schedule that follows.

G. Attendance: «ille=— Heading 2

Attendance will be graded as follows:
No absences A+
One absence A
s Lo

n

Apply slide titles in PPT
Putting atitle foreach slide intothe designatedtitle box will help create atable of contents for students using
screen readers. It can also help you organize your slides!

Provide meaningful link text

Alinkhastwoparts, thetext(whichisvisible)andthe URLwebaddress (whichgenerally startswithhttp://and
isnotvisible). Whenincluding links, the text of the link should be the title of the webpage or the subject thatis
beinglinkedto. Do notdescribethelink and thenwrite "click here." Do not use the web address as the text of
the link. The screenreader’s computer voice will read all the letters, symbols, numbers and words.


http://and/

Use this:

Please explore the CDC’s information on emergency preparedness and response.

Not these:

Pleaseexplorethe CDC’sinformationonemergencypreparednessandresponse
(http://emergency.cdc.gov/bioterrorism/).

Please explorethe CDC’sinformationonemergencypreparednessandresponse. Clickheretoaccessthe
page.

Use tables to present data, not for page layout

Avoid using tables to lay out text on your page that could be arranged using headers and subheaders. Tables can
bedifficulttointerpretbecause screenreaders read fromlefttoright by default, (see example below). When
youdousetables, make surethefirstrow/columnismarked asaheaderandincludes adescriptionofthetype
of data used in each row or column.

Office Office Hours Class Hours
Building 2, Room 613 MON & WED 4:30-5:30 MON & WED 5:30-7:50
TUE & THR 7:30-8:30

FRI 11:30-12:30

Avoid using only color to convey meaning

About 8 percent of males and 0.5 percent of females have some degree of color blindness or ("color
deficiency"). Thismeansthattothem,somecolorsappearmoresimilarorare muted. Itisgoodtoavoid using
colortoconveymeaning, suchas highlighting or changingthe font color of wordstoemphasize them.Use
logicalformattingtosignalimportance. Ifyoumustuse colorontext, be suretoalso changethe style or size of
the font.

Photo, video and audio can be made accessible
Multimedia files which convey meaningful information (i.e. are not decorative) can be made accessible. This
involves providing alternative text and creating captions. Ask us for help with multimedia files.

Need Additional Help?

Alison McGuire, Instructional Technology Specialist, alisonmcguire@gwu.edu

Linda Cotton, Senior Instructional Technologist, cottonl@gwu.edu
Laurie Lyons, Director Instructional Design & Technology, |bl@gwu.edu
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