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Welcome - we will get started at 9:00 am PT —12:00 pm ET




Welcome to the Webinar

= Connect to audio using your computer speakers
= All attendees will be muted during the webinar
= Ask questions using the Q&A found in the bottom of your screen

= Technical difficulties? Emall support@healthliteracysolutions.org for
assistance

= The webinar will be recorded and posted in the Health Literacy
Solutions Center webinar archives

Following the webinar, you will receive an email containing a link to a
brief online evaluation. If you requested CEUs when you registered, you
must submit an evaluation in order to receive your certificate.
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About the Speaker

Kelli Ham, MLIS

Librarian

Kelli Ham recently retired from UCLA where she was the
Community Engagement Librarian at NNLM PSR, (Network of
the National Library of Medicine, Pacific Southwest Region) in
Los Angeles. For the past 15 years, Kelli provided outreach,
health literacy education, and helped to build community
partnerships in the region to support the outreach program of
the National Library of Medicine.

To improve access to information for all users, Kelli provides
training and assistance on electronic accessibility and usability
of digital content. Kelli helps librarians and health providers
Imagine, develop, and deliver innovative programming and
clear messaging about health and wellness, environmental
health, and digital health literacy.




Objectives

Attendees will be able to:

= Check and fix errors with the help of accessibility checkers and
the importance of manual review

" |Integrate accessibility into the workflow using built-in tools and
simple techniques

= Know additional tools and resources for future reference
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New Accessibility Features in Office 365

= Desktop or older versions may differ

Account

Account Privacy

Manage Settings

Office Theme:

Colorful -

Sign in to Office

et to your documents from anywhere by signing in to Office. Your
experience just gets better and more personalized on every device you
use.

Sign In

Product Information

Office

Subscription Product
Microsoft Office 365 ProPlus

This product contains

AR AIS

Manage Account Change License
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Building on the Concepts from Session 1

= Discussion and demonstrations of the following:

* Using the accessiblility checker

* Performing manual checks

* Building custom layouts

* Using background images to reduce repeated elements

* Closed captioning with slide presentations
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Checking for Errors and Issues

Accessibility Checker can find Manual check is needed for:

errors and potential problems:

Missing alt text

Missing or duplicate titles
Unclear hyperlinks

Extra spaces

And more

Text that Is on a slide but
missing from outline view (in a
text box)

Proper reading order of
elements on the slide

Accurate alt text
And more
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Accessibility Checker

® File = Info = Check for Issues - Check Accessibility

AutoSave '.E' lC) =
@ Home Insert Design |nfo
E S HLS_WebinarAugustWebinar_

Maormal Outline Slide ez Reading Slide  Ha D New Desktop » Accessibility Presentation
View Sorter Page i

|_|-|_| Home

Presentation Views 5 Open ‘ > Upload ‘ ‘ |5 Share ‘ |@_7 Copy path ‘ |E? Open file location

10 ]
o - Info :
e IEL Protect Presentation
Q Control what types of changes people can make to this pre
Save Protect
Presentation ~
B Save As
L L @ Inspect Presentation
et st e :“E - Before publishing this file, be aware that it contains:
i e e s Check for =  Document properties, author's name and cropped ou

Issues ~ - -
" |nvisible objects

Inspect Document

Check the presentation for hidden properties
or personal information.

Check Accessibility
l;' Check the presentation for content that people
with disabilities might find difficult to read.

s are unable to rea




Example Slide for Manual Check A

= Any text on slide needs to show
In outline view (unless repetitive)

= Review accuracy of alt text for all
Images

= Check reading order of elements
on every slide

(Home—->Arrange-> Selection Pane)

—Correct order starts at bottom
and moves up

—Tabbing through elements is a
qguick check
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Manual Check Examples

File Home Insert Design Transitions Animations Shide Show Review View Help Format
3 :;rlb Cut _liﬂ Laj.ruutv A a | A = — i = f
= c v | Reset Lz Aliai
Paste EEI oy MNew E s B T U § axA. Az V. e B '
»  <¥ Format Painter | Slide~ [CJ Section ~ = i ; 5 =t i = & Conve
Clipboard & Slides Font "
= LTI 13U Fi
= Correct alt text il '
= And more »,
e YW
Manual Check v ol

[C] Manual Check
= Any text on slide needs to show in outli
view (unless repetitive)
= Check the alt text for every image
= Check the reading order for every slide
(Home ribbon, Arrange, Selection Pane)

Any text on slide needs to show in
outline view (unless repetitive)

Check the alt text for every image

ey

—Correct order starts at bottom and Check the reading order for every
MOVES up slide (Home ribbon, Arrange,
—Tabbing through elements is another §|— Selection Pane)
method —Correct order starts at bottorn and
e - " - mMoves up
: ﬁy i % —Tabbing through elements is
10 Accessibility Checker anather method
I Build Slides with w T Heskn Livriny Scubirm Comes Wation Bores

P Search

TT_H <7 Shape Fill ~
=] ;

Shape Outline =
Arrange fOuick z =

Styles ~ & Shape Effects ~

| AN \NOOO

Description automatically generated

|| Mark as decorative .2
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H

LRI

Drrawing =
¥ X | Selection -

How would you fibe this object and its [ show all 1| Hide A =
context to someone who is blind? i | '
{1-2 sentences recommendzd) Footer Placeholder 4
= Content Placeholder &

A picture containing sitting, food, Content Placeholder 2

helding, person Title 1



Reducing Repetitive Images and Content

" Create Image or screenshot that Format Background| ~  *
Incorporates the logo or text N O

= Right click on the slide; choose [+ ra
Format Background ( Sod il

= “Fill” with image chosen from * Picure o toture i

" Pattern fill

saved location on computer

Hide background graphics

®= May need more than one version Picture source
for visual design nset. || Clpboard
Texture ‘-'
Transparency | 0% )
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Review: Layouts are Essential

= PowerPoint templates come
with several built-in layouts:

* Screenreaders rely on structure
and order — titles, content
‘containers’ for text, pictures,
tables, and graphs

* Elements can be selected,
resized, and moved as needed

1 Section Header

Two Content

Comparison

Title Only

.................................

.................................

Blank

Content with
Caption

Layouts provide the necessary structure.

Picture with
Caption




\ @
Custom Layouts

1. Click View > Slide Master = Insert Layout
2. Click drop-down arrow on the Insert Placeholder tool for options
3. Rename the new layout if desired

Let's try Lt out!
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Best Practice for Inserting Pictures

1. Create folder for your project
7. Save images in the folder
3. Insert images using the Pictures icon in the content box

] - =
I 1 Arizona's Health Literacy 2020 Home About The Conference Agenda Speakers Registration Sponsors
llf l 0_‘ Applying health literacy =
Arizona Virtual Conference  \ to improve health outcomes Live Event Page
-_—

" Virtual Conference:

% Arizona's Health Literacy 2020
Applying Health Literacy to Improve Health Outcomes

Wednesday, August 26, 2020 * 8:00 AM — 4:00 PM (MST)

- Register Here




Hyperlink Issues

P »l o) 007/1:30

= https://www.youtube.com/watch?v=bgGm7vhzgWc - This is an unclear hyperlink!



https://www.youtube.com/watch?v=bgGm7vhzqWc

Editing Hyperlinks

Edit Hyperlink

? X

Link to: Text to display: |bo you suffer from WIMS? (Web-induced Medical Stress)

H ScreenTip... |

Existing File

or Web Page

Place in This
Document

&

Create Mew

@ Cholesterol

033 Coolzilla

@ CoughSneeze

@ doctor-playing-image-picture-id%20820432
@ FootCare

|| GamesNIDA

|&] GHR

&) GHRfull

ﬁﬂ Ham_BridgeTolnderstanding_Final2 (2)

| Accessibility Presentation I:I
"~

Bookmark...

Document Files
@ Address:
E-mail
Address

P »l o) 007/1:30

| https:/fwww.youtube.com/watchfv=bgGmTvhzgWc

W
Eemove Link

L=

Select entire link

Right click to launch
Edit Hyperlink window

Type In Text to Display
Click OK



Meaningful and Accessible Hyperlink

YouTube video from Healthfinder.gov: Do you suffer from WIMS? (Web-induced Medical Stress)



https://www.youtube.com/watch?v=bgGm7vhzqWc

Microsoft Word

= Use styles to create structure
(headings, subheadings,
paragraph text)

= Accessibility checker is
similar to PowerPoint

= Avoid formatting text to
Indicate headings or structure
(bolded, italicized, or colored
font is meaningless to
screenreaders

Home Insert Design Layout References Mailings Ri

<11« ATA Aar B | =~

. X

Bike to Work

Desktop » HLS-Webinar2

& Upload |5 Share @y Copy path = Open file location

Environmentally friendl|
There's a lot to be said

Info

The Basics & Protect Document

Control what types of changes people can make to this document.

L1 Know the rules of biking on Save Protect

don't, learn them quick! Document ~
L Appraizs your fitness level 4 =
work when unfit will have a d Save As
on your day. Consider shortg
up your fitness levels.
L Learn how to mend a tire pu Print

minor biks repairs @ |ﬂSpeCt Document
L Hawe a professional do a sal - e = = . .
" . Before publishing this file, be aware that it contains:
your bike and a puneug if ned Share .

i Document properties, document server properties, content type information
ssues v

and template name

O Your bike Export

L A quality helmet B

O Bike lights @5 Inspect Document

I Wt weather gear Check the document for hidden properties . X

O Gioves Transform P — ‘es properties and personal information when

Eye protectionsun glasses
L1 Bike shorts for longer distan
1 Back pack
L Reflective and high visibility
[ First aid kit
) Bike repair kit: patch kit, pu
inflator), mult-tool, spare tuly
I Emergancy contact informat]

in your file

Close

(J';' Check the document for content that people
with disabilities might find difficult to read. _«
)

Cheek Compatibilit
Check for features not supported by earlier




Real-time Automated Captions )
PowerPoint Subtitles Google Slides Closed Captions
= Must be presenting in Slide Show = Requirements:

= Can recognize several languages ® Must use Chrome browser

= Subtitles settings under Slide Show ® Plugged in headset or earbuds

= Works best with microphone with microphone

= Must be in presenter mode to

= Short pauses are interpreted as end enable Captions tool

of sentence, and a period is inserted

. = Customizable
= Customizable
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Google Slides

= Similar features to create good structure or
Inaccessible slides — it's up to the user!

* layouts, headers, ability to add alt text
* has unique features such as closed captions

Q&A Notes  Pointer " Captions Tips




Additional Resources

Microsoft Resources:
= Accessibility in Office 365

= Subtitles and Captions:
—Real time captions while presenting — (avail for Office 365 only)
—Captions for media content (videos,

= Accessibility Resources Guides for vision, hearing, speech, mobility and learning

Google Resources:

= Make your document or presentation more accessible

" Present slides with captions

= Accessibility — Official Bloqg
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https://www.microsoft.com/en-us/accessibility/office
https://support.microsoft.com/en-us/office/present-with-real-time-automatic-captions-or-subtitles-in-powerpoint-68d20e49-aec3-456a-939d-34a79e8ddd5f
https://support.microsoft.com/en-us/office/present-with-real-time-automatic-captions-or-subtitles-in-powerpoint-68d20e49-aec3-456a-939d-34a79e8ddd5f
https://support.microsoft.com/en-us/office/add-closed-captions-or-subtitles-to-media-in-powerpoint-df091537-fb22-4507-898f-2358ddc0df18
https://www.microsoft.com/en-us/accessibility/resources
https://support.google.com/docs/answer/6199477?hl=en&ref_topic=6039805
https://support.google.com/docs/answer/9109474?hl=en&ref_topic=6039805
https://blog.google/outreach-initiatives/accessibility/

Resources from Session 1

National Center on Disability and Access to Education (NCDAE)

" Cheatsheets: http://ncdae.org/resources/cheatsheets/

PDF Accessibility (Acrobat Pro)

= https://helpx.adobe.com/acrobat/using/create-verify-pdf-accessibility.html

WebAim — an essential resource. Many accessibility tools, including:

= Contrast checker: https://webaim.org/resources/contrastchecker/

= MS Office evaluation checklists: https://webaim.orqg/resources/evaloffice/

*= WAVE Accessibility Evaluation tool: https://wave.webaim.org/



http://ncdae.org/resources/cheatsheets/
https://helpx.adobe.com/acrobat/using/create-verify-pdf-accessibility.html
https://webaim.org/resources/contrastchecker/
https://webaim.org/resources/evaloffice/
https://wave.webaim.org/

What questions do you have?

Please type your guestions in the Q&A in the
bottom of your screen
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0\0\_.\teracy&
" <4 %
Thank you for joining <% o e

today’s webinar

: .

Webinar Series

You will receive an email containing a link to a brief online evaluation. If you requested CEUs
when you registered, you must submit an evaluation in order to receive your certificate.

Visit the Health Literacy Solutions Center at www.healthliteracysolutions.org to:

* Access a recording of today’s webinar.

* Register for upcoming webinars.
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http://www.healthliteracysolutions.org
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