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Automate the tedio

UN

optimize accessibili

throughout your document desi

{URelgle

improve brand consistency,

gns, while

gaining more time for your creative process.




Accessibility doesn’t neeo

-/

to be a dauting undertaking,

by implementing some basic workflow

techniques and thinking accessibility first you
can be inclusive and streamline compliance.
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Accessible
brand colours

f I Colour contrast checkers + brand colour sheets

e .




Colour checkers

4
Colour Contrast Web AIM contrast
Analyser app checker

Colour contrast checkers

Sim Daltonism
application

Colour blindness checker



O Colour Contrast Analyser (CCA)

Foreground colour

Background colour (white)

Colour Contrast HEX HFFFFFF

= /@
Analyser application v samploproviy” g
. exan"'::""’ii=-====== i\ contrast o
= Mac and Windows E 55
\ == /“"// Contrast ratio
Platforms WCAG 2.1 res\Q\_\ £, -
developer.paciellogroup.com/

reSOUFCGS/COﬂTI’O stanag | yser (¥) Pass (regular text) (¥) Pass (large text)

> 1.4.6 Contrast (Enhanced) (AAA)

‘\l
N e
N

(v) Pass (regular text) (v) Pass (large text)

> 1.4.11 Non-text Contrast (AA)

(v) Pass (Ul components and graphical objects)


http://developer.paciellogroup.com/resources/contrastanalyser

\/\/e b A | M g services articles resources projects community

web accessibility in mind

e [Search: [
‘ Q [Introduction to Web Accessibility]

‘ e WebAIM Training

We b AI M ContraSt CheCker @ Related Resources
Home > Resources > Contrast Checker * Contrast and Color
Accessibility
CO n t ra St C h e C k e r Foreground Background 2 %%Wg
Hex Value Hex Value A—Mﬁbi"i”
#0000FF | “FFFFFF | T

e Web Accessibility for

| W b .'t Color Picker Alpha Color Picker Designers
e S I e l_l I 1 I " ” e Link Contrast Checker
¢ : e Contrast Checker

webaim.org/resources/ o — T
i GElNE G
contrastchecker —

Contrast Ratio

8.59:1

permalink
Normal Text
weas G e
WCAG AAA: @ The five boxing wizards jump quickly.
Large Text
WCAG AA:

The five boxing wizards jump quickly.

WCAG AAA:


http://webaim.org/resources/contrastchecker
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Sim Daltonism
application

6% —
» Available for Mac only 4% — —
itunes.apple.com/ca/app/sim oy
-daltonism/id693112260?mt=12

8%



http://itunes.apple.com/ca/app/sim-daltonism/id693112260?mt=12

Sim Daltonism
application

= Red-Green colour blindness:

Deuteranopia, Deuteranomaly,

Protanopia, Protanomaly

= Blue-Yellow colour blindness:
Tritanopia, Tritanomaly

= All colours: Monochromacy,
Partial monochromacy

10%

8%

6%

4% —
2% —




Sim Daltonism application

Example:

Simulated
Protanopia
colour

blindness

_

= Normal
< vision



White
Text

Brand
colour sheets

N = Normal text AA level colour
contrast compliant (4.5:1).

Blue-Teal

L = Large text AA level colour Black
ext

contrast compliant (3:1).
Minimum requirement
of 18pt font or 14pt bold
weight font.




Brand
colour sheets

For graphical objects
and Ul components

= A minimum contrast ratio
of 3:1is required

= |t must be large or normal
text compliant to be used for
important graphical objects

Light

Canary

Text

Teal : . -

Text Aa Aa Ad
Canay Light Light
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Building brand
asset repositories

f B Streamlined for accessibility workflows

e .
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Asset
repositories

Add ALT text to source
files whenever possible

Logos and tagline files
Photography banks
Charts and graphs
Other data visualizations




2
NS
Logos &
other asset files

Add ALT text within
source files

Adobe lllustrator 2023

roke: C 1pt N V ® 5 pt. Round [ENe]-FTe]3

X TealCS_RGB.ai* @ 200 % (RGB/Preview)
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O Basic
Camera Data
Origin
IPTC

IPTC Extension

Logos & i
other asset files

DICOM
AEM Properties

Add ALT text within Raw Data
source files

How to: go to File > File Info..
under the Basictab, enter ALT
text into the Description field

TealCS_RGB.ai

Document Title: TealCS_RGB

Author: Teal Creative Studio

Semicolons or commas can be used to separate

multiple values

Author Title:

DIl liJsM Brandmark of Teal Creative Studiol

Rating:
Description Writer:

Keywords:

Semicolons or commas can be used to separate

multiple values

Copyright Status:  Unknown

Copyright Notice:
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O bj eCt St U Ies Paragrap Characte ¢ Object Styles > |
Wit h i n I n D es i g n Tagging - XMP Description ALT Text

[None]

[Basic Graphics Frame]

EOS"U Opplg the tOgg'ﬂg [Basic Text Frame]
W|th one Cl'Ck Tagging - XMP Description ALT Text ]

Use with all linked assets feaaing “Arfac
that have ALT text added
to the source files




Setting up
Object Styles

ALT Text
From XMP Description

Tagged PDF
Apply Tag: From Structure

Actual Text Source: From
XMP Description

Style Name: | Tagging - XMP Description ALT Text

Location:

Basic Attributes Tagged PDF

Apply Tag: | From Structure

oke & Corner Options
ze and Position Options Property
ragraph Styles

xt Frame General Options

xt Frame Column Rule Options

xt Frame Baseline Options

xt Frame Auto Size Options

xt Frame Footnote Options

ﬂ BRvel and Emboss

Export Options

Alt Text
Tagged PDF
B EPUB and HTML

(J Preview

Actual Text Source: | From XMP:Description

Custom
From Structure
From XMP:Title

From XMP:Headline
From Other XMP

From XMP:Alt Text (Accessibility)
From XMP:Extended Description (Accessibility)




Setting up
Object Styles

Artifact objects
Tagged PDF
Apply Tag: Artifact

Actual Text Source:
From Structure

Object Style Options

Style Name: | Tagging - Artifact
Location:

Basic Attributes Tagged PDF

General

B Fill

B stroke

ﬂ Stroke & Corner Options

B size and Position Options Property:

B Paragraph Styles

ﬂ Text Frame General Options

B Text Frame Column Rule Options
ﬂ Text Frame Baseline Options

B Text Frame Auto Size Options

B Text Frame Footnote Options

Effects for: Object

ﬂ Transparency

ﬂ Drop Shadow

B inner Shadow

B outer Glow

ﬂ Inner Glow

B Bevel and Emboss

Export Options
Alt Text

Tagged PDF
B EPUB and HTML

() Preview

Apply Tag:

Actual Text Source:

Artifact

From Structure




(2]

N

How dO you KNnow

when to add ALT text
to source files or not?
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Ask yourself

* Will the file be added to a general
asset repository?

* Will it be used in any other
materials now or in the future?
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How do you
nandle ALT text for
different languages?
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Generally, the best methoo
'S to have separate art
files per language




@ InDesign File FEdit Layout Type Object Table View Plug-lns Window Help (=)  ® B ®) T A O Q & A& MonJun17 11:16 PM

XK+ ﬁ Adobe InDesign 2024 Q Share Sabrina2018_Single v
e x: 3 12.8in w: 0 2 =2 3. 2B v e o ok P4 [Tl [V B O & = E & L oiee7in 4 o
LI O G . .
o8O v 3 assin WS T R 2 v o X b B ] Blex ] ® = =
= X *TealCS_Brand-Sample.indd @ 65% [GPU Preview] « :
N i o . ) o Layers =
. | S | > Layer 1 Vs
O il
o %
R Creative K
/ Studio
_" S Page: 1, 1 Layer iy
,‘ 0 ¢ Swatches Stroke =
X /R
4 a T Tint: > %
. a2 | %
> D ¥4 [None] 2
ﬁ( [Registration] X B
K1 B Paper]
. aper
5 The importance A
E = Dark Teal [ o JHI]
= f d. -_t | .b.l.t Deep Teal [ o |
O IgItal ACCessIoNIty
2, ] B w
v Digital document accessibility is crucial for ensuring Paragraph  Character ¢ o ObjectStyles > | = & | Character ¢ Paragraph =
S\ that all users, regardless of their physical or cognitive [None] 7 A === ==== z =
) 9 abilities, can access and interact with digital content. fiéousl g x
qj [Basic Graphics Frame] o] S Z oin Zl« C|oin
i [Basic Text Frame] 3] = "g' 2loin _g‘_ Zloin
Tagging - XMP Description ALT Text
-)E A " E A "
g . Tagging - Artifact 5 S8l |0In >0 |« | 0-250n
5] q,'ﬁ -»E : Ignore &
=) =10 Ao
L
| —

E

....... o Ey OF

g Osers  ECTION-
B O s o T -

akc [J Hyphenate

65% v 4 4 |1 ~ o ™. [Basid (working) v No errors v
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Develop
INDesign templates

Creative
| j Studio

f B Ease your accessibility efforts through built-in
settings and styles that work for your branding




Adobe InDesign 2024

>
| I X *TealCS_Brand-Template.indd @ 50% [GPU Previe

1 0 1 2

Id

 —

InDesign
templates

eeeeeee

Built-in Styles
Brand consistency

PENTMEWNXOXNNMNYI\NHAEIDY YV

J

Improved efficiencies
and accessibility

= Less time and effort
required by a designer

t%ﬂ

a
]
0o

o & N

(=1

-

50% v 4 4 |8 (™. [Basic] (working)
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Tips
Do not name your paragraph or character

styles by their tags only - It can confuse
some PDF checkers and screen readers

e .e. Caption, HZ, etc.



Show: OO EPUB and HTML © PDF

Style

91 [Basic Paragraph]

91 H1 - Header

91 H1 - Header - Canary
91 H2 - Sub-Header

91 H3 - Sub-Header

9 P - Intro

9 P - Intro - WHITE

91 P - Callout Line

91 P - Callout Line - WHITE
91 P - Body Copy

91 A - Bulleted List

91 A - Bulleted List 2col
91 A - Checkmark List

91 A - Table Header

91 A - Table Sub-Header
91 A - Table Body Copy

Edit All Export Tags

Tag
[Automatic]
H1
H1
H2
H3

P
P
P
P
P

[Automatic]
[Automatic]
[Automatic]
[Automatic]
[Automatic]

[Automatic]

How to: go to the
Paragraph Styles panel
options fly-out menu and
select Edit All Export Tags
and toggle to PDF at the
top left corner of the
pop-up window




Add any styles into various

INnDesign documents
By selecting ‘Load DivipdenSipipait)jéss’

from the panel Options menu




¢ Swatches New Color Swatch...

New Tint Swatch...

&
a B T Tint: | 100

New Gradient Swatch...
New Mixed Ink Swatch...

P4 [None]

LBl New Mixed Ink Group...

I | | L O W [Paper] New Color Group...
[Black]

Duplicate Swatch

Dark Teal Delete Swatch...

Deep Teal

SWGtCheS — Ungroup Color Group

Swatch Options...

Bright Teal
Light Teal Color Group Options...
Import(]ble COlOUr Dark Grey ® Find this Color...

Deep Grey

SWOtCh fl|eS Grey Load Swatches...
Built with accessibility etect Al Unied

i | Canary
| n m | n d Add Unnamed Colors

Dark Canary
v Large List
Small List
Small Thumbnail

Light Canary
Dark Blue-Teal
Light Violet

. Large Thumbnail
Violet

Deep Violet Sort >

Dark Violet
Merge Swatches




Footnote Options

Numbering and Formatting

Span Footnotes Across Columns
Spacing Options
Minimum Space Before First Footnote: 0.125 in

0
0
0
0
0
D ceoe= D Space Between Footnotes: | 0.025 in

Other
built-in styles

Place End of Story Footnotes at Bottom of Text

() Allow Split Footnotes

Footnotes and endnotes

Rule Above: First Footnote in Column v | &4 Rule On

Weight: 1 pt v Type: = v
(o) [Je8 [ | Light Grey §% Tint: 30% v

() Overprint Stroke

(e N [l [/] [None] v Gap Tint: 100% v

Left Indent: 0 in Width: 1in
Offset: 0.08 in




TOC Style: [Default] v

D D Table of Contents
]
]
]
]

Title: SIS H1 - Header °

'
'
'
'
'
D co oo D Styles in Table of Contents

Include Paragraph Styles: Other Styles: TER
H1 - Header [No Paragraph Style]
O t h e r H1 - Header - White

A - Bulleted List

H2 - Sub-Header A - Checkmark List

H2 - Sub-Header - White Remove >> A - Footnotes

built-in styles

Style: H3 - Sub Sub-Header - White

Entry Style: 7
Footnotes and endnotes :

Between Entry and Number: At »
TO b | e Of CO n te nts () Sort Entries in Alphabetical Order

Options
Create PDF Bookmarks (J Run-in
[ Include Text on Hidden Layers

() Make text anchor in source paragraph
(J Remove Forced Line Break

Numbered Paragraphs: |Include Full Paragraph




3

Tabl( ¢ Table Styles Cell ! » | Table Table ¢ Cell Styles
D ..... D T4 Recommended table Sub Header Row - 90k text w/ White BG
[Basic Table] [None] »2
Ot h e r T1 Black line...ernating Rows Header Row - Light Grey
° ° T2 White line...ernating Rows Header Row - Med Red
b U l It - l n St g I es T3 Black lines w/ no fills Header Row - Dk Grey

T4 Recommended table Sub Header Row - Dk Grey

Sub Header R.../ White BG

Footnotes and endnotes b Header w] White BG
TO b | e Of Con’[eﬂ’[s Sub Header .../ White BG

Standard Cell text

Tables with cell styles Total Row - Teal Highight

Total Row - ... w/ 90k text

E3




H1 - Header

H?2 - Sub-Header

P - Intro: Git reptasimus et
omniae. Quidesti utem qui
dendissit, aut moles experes.

H3 - Sub-Header

P - Body Copy: Archil molorepe re sinulla
borehenis repro tem fugit.

A - Bulleted List

A - Bulleted List

A - Bulleted A - Bulleted
List 2col List 2col
A - Bulleted A - Bulleted
List 2col List 2col

v A - Checkmark List
v A - Checkmark List

P - Callout Line:
Rovit, que voloriam
ipsumquam aml.

T1

A - Table Header

A - Table Header

H1 - Header-
@efgle]gV

P - Intro - WHITE: Git
reptasimus et omniae.
Quidesti utem qui dendissit,
aut moles experes
tiscipsamus se consedit,
optus del modit lam.

P - Callout Line -
WHITE: Rovit, que
voloriam ipsumqguam
am exeremo blautem.

A - Table Header

A - Table Sub-Header

A - Table Body Copy

A - Table Body Copy

A - Table Sub-Header

A - Table Body Copy

A - Table Body Copy

A - Table Sub-Header

A - Table Body Copy

A - Table Body Copy
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INncorporate
workflow techniques

f B Create more accessible documents out of InDesign

e .




Threading text frames

L A screen reader user relies on heodinf_:js to understand the document’s g $ Ma klﬂg dlgltOl
hierarchy and quickly find relevant sections.
Without a clear structure, users can become disoriented and frustrated, documents accessible

reducing the effectiveness of the document.

can have a broader
impact on society
by promoting digital

Impacts of inaccessibility

Accessibility in digital documents also has significant legal implications.

Various laws and regulations worldwide mandate digital accessibility, such |iterOCg and red UCing
o as the Web Content Accessibility Guidelines (WCAG) developed by the World . ..
Wide Web Consortium (W3C). the digital divide.

Non-compliance can result in legal actions, financial penalties, and damage

to an organization’s reputation.

Ensuring digital documents are accessible is not just a matter of social
responsibility but also a legal obligation.

Organizations that prioritize accessibility can avoid potential legal issues
and demonstrate their commitment to inclusivity and diversity.




Anchoring objects

within text frames @ Impacts of

Aids in proper reading inaccessibility
order for objects

requiring ALT text

= Click and drag the blue
solid box into your text
frame in the desired
location

Accessibility in digital documents has
significant legal implications.



@i Parent Page items

InDesign automatically
Artifacts your objects

However, not all
accessibility checkers
are equal

Additional Artifacting
iS required to receive @

passing report outside
of Acrobat

Interactive buttons and form
fields plus any graphics
requiring ALT text should not
be placed on Parent Pages

Or override the object directly
on each page required

To override only one Parent
Page object on your page:
Shift + Command + Click on it



Creative
Studio
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Minimize remediation
work within your final PDFs

f B Articles panel and Layer order in InDesign

e .




&

Layer Order

Controls the reading
order within your PDF

Sets your reading order
from the bottom layer
object up to the top

v Layer 1
<The importance of digital acces...>
<Accessibility WHITE.svg>
<TealCS_WhiteRGB.ai>

<Teal_Square-Graphic-BG_Blue-Teal.ai>

Page: 1, 1 Layer




Articles Panel

Sets the reading order
from the top object down

Controls the Tag order
within the PDF which is
used by a majority of
screen readers

¢ Articles

v Article 1
X

<TealCS_WhiteRGB.ai>

<The importance of digital acces...>
<Creating accessible documentsAc...>
<User experience in digital docum...>

<AdobeStock_512871939_EDIT Yellow....




Articles Panel

Use as many or as little
articles as you want in
your document

Ensure you active “Use for
Tagging Order in Tagged
PDF” from the option menu

New Article...

Delete
Article Options...

Go to ltem

v Use for Tagging Order in Tagged PDF

Add Selection to Selected Articles
Add Document Content to Selected Articles
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PDF settings

f B Adobe Interactive & Print settings

e .




Export to Interactive PDF

| |
General General
PDF Compression
Pages

Ad d
l vance O Al O Range: v Export As © Pages O Spreads

Security

(] Create Separate PDF Files  Suffix:

Adobe Interactive

View: |Fit Height v

PDF settings

Presentation: [ Open in Full Screen Mode

seconds

Se I eCt: View After Exporting
Credte TO gged P D F Page Transitions: From Document v

Options

U Se StrU Ct U re fO r Forms and Media: © Include All
TO b O rd e r Embed Page Thumbnails Create Tagged PDF

(] Create Acrobat Layers Use Structure for Tab Order
(] Include Hidden Spreads




Export to Interactive PDF

[ I
General Advanced

PDF Compression

| Advanced
Security

Description

I n t e ra Ct i V e Hover over an option to view description.
PDF settings

Select:
Document Title

The appropriate
Language for the file




Export Adobe PDF

Adobe PDF Preset: [Smallest File Size] (modified)

| I Standard: None v Compatibility: | Acrobat 6 (PDF 1.5)
PDF General General
l Compression [pI¥Yaql 111l [Based on '[Smallest File Size]'] Use these settings to create Adobe PDF
Marks and Bleeds documents best suited for on-screen display, e-mail, and the
Internet. Created PDF documents can be opened with Acrobat and

(0]
e Adobe Reader 6.0 and later.

Advanced

[ ]
Print PDF
Summary O Al O Range: 1 v View: Fit Visible ¥
[ ]
S ttl n S Export As O Pages (O Spreads Layout: Single Page Continu... v

() Create Separate PDF Files (] Open in Full Screen Mode

Suffix: View PDF after Exporting

Create PDF presets

(J Embed Page Thumbnails Create Tagged PDF
CO N be p r| nt q U O | I't U Optimize for Fast Web View [ Create Acrobat Layers
Export Layers: | Visible & Printable Layers v
O r bO Sed O n (J Include Hidden Spreads

Include

Smallest file size | Nom_printing Objects

Hyperlinks (] Visible Guides and Grids

Interactive Elements: Include Appearance v




Export Adobe PDF

Adobe PDF Preset: [Smallest File Size] (modified)

! I Standard: None v Compatibility: Acrobat 6 (PDF 1.5)
PDF General General
| Compression I¥Yeglslil)1 Ml [Based on '[Smallest File Size]'] Use these settings to create Adobe PDF
Marks and Bleeds documents best suited for on-screen display, e-mail, and the
Internet. Created PDF documents can be opened with Acrobat and

(0]
s Adobe Reader 6.0 and later.

Advanced

[ ]
I rl n t I D F ok Pages Viewing
e O Al O Range: 1 v View: Fit Visible v
[ ]
S ett I n g S Export As  © Pages O Spreads Layout: Single Page Continu... v

[J Create Separate PDF Files () Open in Full Screen Mode

Suffix: View PDF after Exporting

[ ]
lnCIUde. Options
() Embed Page Thumbnails Create Tagged PDF

Cl’eOTe TOgged PDF ® Optimize for Fast Web View

Export Layers: Visible & Printable Layers

[(J Include Hidden Spreads

Bookmarks

Include
I—l | . k Bookmarks () Non-Printing Objects
U pe r | n S Hyperlinks (] Visible Guides and Grids

Interactive Elements: Include Appearance v




Adobe PDF Preset: [Smallest File Size] (modified)
! I Standard: None v Compatibility: |Acrobat 6 (PDF 1.5)

PDF General Advanced

Compression
l Fonts
Marks and Bleeds

Output

Subset fonts when percent of characters used is less than:  100%

@ All fonts with appropriate embedding bits will be embedded.
Advanced

Print PDF i
settings

OPI
Save Preset

Save Preset As: v
. Cancel
Include;

Language: English: Canadian

Document Title

Description
Hover over an option to view description.

The appropriate
Language for the file
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Use Word document
import feature

f B Directly into your InDesign template files

e .




AutoSave @oFF (1) 9 5 G & --- W@ Sample Content - Accessibility and UX_]I AutoSave @orF (1) G @ - "B Sample Content - Accessibility and UX_B... — Saved to my Mac

Home Insert Draw Design Layout References Mailings Q Tell me 2 ¢ Home Insert Draw Design Layout References Mailings Q Tell me 2 Share j Editing {J Comments

ﬁ”]v Arial v v AN A Aav A — v A/v ﬁjv Quicksand v 105 v A" A" Aav A Y v /é/v @J # EZ}’ gﬂ

Paste 2 Paragraph Styles Dictate Paste Z Paragraph Styles Dictate Editor Create PDF  Request
& B I Uvab x x Av vAvA® el Y X B I Uva x X Av®vALA-IA&® arap Y andsharelinkSignqatures

Styles Styles (]
Current The importance of digital document accessibility Current style:
| Norma Digital document accessibility is crucial for ensuring that all users, o List Paragraph 1
. . RIT regardless of their physical or cognitive abilities, can access and interact
The importance of digital document accessibility New Lo Hi - New Style... Select Al
| with digital content.
Digital document accessibility is crucial for ensuring that all users,
: R e sisge Apply a . . Apply a style:
regardless of their physical or cognitive abilities, can access and Creating accessible documents
interact with digital content. Clear | Accessibility involves designing documents so they can be used by people with a variety of Clear Formatting
disabilities, such as vision impairment, hearing loss, or mobility challenges. This includes
Creating accessible documents Normi providing alternative text for images, ensuring screen reader compatibility, and using high ‘ Call-out ‘
o o . . [ contrast colors and readable fonts. Making digital documents accessible not only aligns with
Accessibility involves designing documents so they can be used by people with a variety of ‘ No Sg ethical standards and legal requirements, such as the Accessibility for Ontarians with Disabilities ‘ Intro Copy ‘
disabilities, such as vision impairment, hearing loss, or mobility challenges. This includes Act (AODAY), but also promotes inclusivity and equal access to information
providing alternative text for images, ensuring screen reader compatibility, and using high ‘ Hes ’ ) ‘ Normal ‘
contrast colors and readable fonts. Making digital documents accessible not only aligns with o
ethical standards and legal requirements, such as the Accessibility for Ontarians with ‘ Hea Key accessibility aspects ‘ No Spacing ‘
Disabilities Act (AODA), but also promotes inclusivity and equal access to information. Digital document accessibility is the use of semantic HTML and proper structuring. This involves -
‘ Heac using headings, lists, and other HTML elements appropriately to give documents a clear, logical ‘ HeGdlng 1 ‘
Key accessibility aspects | structure that assistive technologies, like screen readers, can interpret correctly. ‘ TP
eal 4 . e ) ) eadin ‘
Digital document accessibility is the use of semantic HTML and proper structuring. This involves ® Prope_r structuring helps users navigate documents more easily, improving their overall 9
using headings, lists, and other HTML elements appropriately to give documents a clear, logical ‘ Title experience. ! ! ) ‘ Headin g3 ‘
structure that assistive technologies, like screen readers, can interpret correctly. L —= ° A Screen reader user rellgs on headings to understand the document’s hierarchy and
e Proper structuring helps users navigate documents more easily, improving their overall ‘ Subi quickly find relevant sections. ‘ Heading 4 ‘
experience. -
e Ascreen reader user relies on headings to understand the document's hierarchy and Subtle Impacts of inaccessibility ‘ Title ‘
quickly find relevant sections. o o o
Accessibility in digital documents also has significant legal implications. ‘ K
| ts of i ibilit ‘ Ems e Various laws and regulations worldwide mandate digital accessibility, such as the Web Subtitle ‘
mpacts orNaccessIbllity ‘ ; Content Accessibility Guidelines (WCAG) developed by the World Wide Web ‘ i ) ‘
Accessibility in digital documents also has significant legal implications. nielg Consortium (W3C). SebteEmpiasis
e Various laws and regulations worldwide mandate digital accessibility, such as the Web s * Non-compliance can result in legal actions, financial penalties, and damage to an ‘ JEa— ‘
Content Accessibility Guidelines (WCAG) developed by the World Wide Web trel organization's reputation. il
Consortium (W3C). »  Ensuring digital documents are accessible is not just a matter of social responsibility ‘ I P ‘
e Non-compliance can result in legal actions, financial penalties, and damage to an but also a legal obligation. frofisecmpnasss
organization's reputation. ‘ E | » Organizations that prioritize accessibility can avoid potential legal issues and ‘ Stron ‘
e Ensuring digital documents are accessible is not just a matter of social responsibility but | demonstrate their commitment to inclusivity and diversity.
also a legal obligation. :
e Organizations that prioritize accessibility can avoid potential legal issues and e | User experience in digital documents goes hand-in-hand with S a
demonstrate their commitment to inclusivity and diversity. List: RY accessibility. List: |Recommended bt
User experience in digital documents goes hand-in-hand with accessibility. Shoy Show styles guides
Shoy Show direct formatting guides

Page1of1 279 words [X English (United States) [£3 Focus [EJ 9 = \ Page 1of1 273 words [X English (United States) 3 Focus @ E2)

- e — 100%



1N

\

—

Importing Word
document styles

How to: go to File> Place
ensure Show Import Options
in checked at the bottom of

the pop-up window

Favorites

@ Recents

2 Applicatio...
Macintosh... Today
= Desktop

[ Documents
© Downloads
(ia) Pictures

J3 Music

B Movies

5 Resources
B Sample-W...
5 Behanced...
B3 ~Portfolio
B3 ~Freelance
B ~RGD

B3 Creative C...

iCloud

& iCloud Drive
[ Sabrina’s...
& Messe... 2

@ Network

Options

Goo
@oo

@) Sample Conte...edStyles.docx

@- Sample Conte...ultStyles.docx

Show Import Options
4 Replace Selected item
Create Static Captions

Place

) Sample-Word-Docs

Creating accessible documents

ance of digital document accessibility

Sample Content — Accessibility and UX_|

Microsoft Word document (.docx) - 16 KB
Information

Created

Modified

Last obened

BrandedStyles.docx

Today, 10:54 AM
Today, 11:08 AM
Todav. 11:08 AM

Cancel
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Importing Word
document styles

How to: Select Customize Style

Import > Style Mapping...

Microsoft Word Import Options (Sample Content — Accessibility and UX.docx)

Preset: [ Custom ]

Include
Table of Contents Text Footnotes

Index Text Endnotes

(J Import as Static Text

Options
Use Typographer's Quotes

Formatting

O Remove Styles and Formatting from Text and Tables

Convert Tables To: Unformatted Tables 2
O Preserve Styles and Formatting from Text and Tables

Manual Page Breaks: Preserve Page Breaks v
Import Inline Graphics Track Changes

(J Import Unused Styles (J Convert Bullets & Numbers to Text

Style Name Conflicts: 0 Conflicts
O Import Styles Automatically
Paragraph Style Conflicts: Use InDesign Style Definition

Character Style Conflicts: Use InDesign Style Definition

Customize Style Import Style Mapping...

Cancel

Save Preset...
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Importing Word
document styles

How to: Select Custormnize Style
Import > Style Mapping...

A1 LNO Fdiragraprl sStyig]
9] [Basic Paragraph]
Microsoft Word Import Optio | H1 - Header
9] H1 - Header - Canary
Preset: [ Custom ] 9 H2 - Sub-Header
9] H3 - Sub-Header
Cancel
Include N P-lIntro
Table of Contents Text 9l P~ Intro - WHITE Save Preset...
9] P - Callout Line
Index Text .
9] P - Callout Line - WHITE
9] P - Body Copy
9] A - Bulleted List
9] A - Bulleted List 2col
Microsoft Word Style « A - Checkmark List
9 Heading 4 € A - Table Header
- Cancel
9l Heading 5 9] A - Table Sub-Header
91 Heading 6 9 A - Table Body Copy
9| Title A [None]
9] Subtitle A Bullet
91 Quote A Checkmark
A Emphasis New Paragraph Style...
A Quote Char A [New Character Style]

_) Import Styles Automatically
Paragraph Style Conflicts: Use InDesign Style Definition

Character Style Conflicts: Use InDesign Style Definition

Customize Style Import Style Mapping...
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Preset: |TealCS Word Doc Set as Default
| |

[ Custom ] Cancel
W Include ¥

Table Word Import - Default yotnotes Save Preset...

| l Index Text Endnotes

() Import as Static Text

Importing Word

Use Typographer's Quotes

document styles

(O Remove Styles and Formatting from Text and Tables

S O Ve P reset fo r Convert Tables To: Unformatted Tables ~
fUt U re I m p O r--ts O Preserve Styles and Formatting from Text and Tables

Manual Page Breaks: Preserve Page Breaks 7

CO ﬂ be Set O S DefO U |t Import Inline Graphics Track Changes

(] Import Unused Styles (J Convert Bullets & Numbers to Text

N eed S to m O n U O | | g Style Name Conflicts: 0 Conflicts
Set U p pe r CO m p Ute r Paragraph Style Conflicts: Use InDesign Style Definition

S h O re O SO m p | e fi | e Wi.th Character Style Conflicts: Use InDesign Style Definition
) O Customize Style Import -
every style included

O Import Styles Automatically
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¢ Paragraph Styles

P - Body Copy

[Basic Paragraph]

H1 - Header

H1 - Header - Canary
H2 - Sub-Header

H3 - Sub-Header

P - Intro

P - Intro - WHITE

P - Callout Line

P - Callout Line - WHITE
P - Body Copy

A - Bulleted List

A - Bulleted List 2col
A - Checkmark List

A - Table Header

A - Table Sub-Header
A - Table Body Copy
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Key take-aways

f B In summary

e .
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The time spent up tront
ouilding out robust templates,

orand repositories & workflows

will pay for itself 10-fold in the time and effort
saved per project allowing more time for creativity.
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Setting best practises
for your company

by establishing robust processes allows

designers to free up head space and time
spent questioning what they need to do next.
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Allowing creatives to
do what they do best.
Be creative!
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f B Take-away resources you can utilize

e .







Y, Resource package download
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or visit TealCS.com
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Thank you!

™M sabrina@tealcs.com
- tealcreativestudio.com
= 0) IR 1 @tealcreativestudio
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