Accessible Documents

This is an example of a document that is not accessible and the steps that should be done to make it accessible.  Most of these concepts apply to the creation of other files as well.
Color Blindness
Example 1: Colors
The red items must be fixed, the orange could use some work, the green items are okay, and black is normal.

Table 1:  examples of three common types of color blindness (Deuteranope, Protanope, and Tritanope)

	Normal
	Deuteranope
	Protanope
	Tritanope

	Normal vision
	a form of red/green color deficit
	another form of red/green color deficit
	a blue/yellow deficit- very rare

	· Health

· Science

· Math

· History

· English

· Physics

· Writing

· Art

· Music

· Psychology
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You can usually still see there are differences but it is hard to pick out what is red, orange, or green.  What should be done is to use symbols, font weights, or contrasting.  This will help differentiate the categories even if you are color blind or have low vision.
· Health ~
· Science **
· Math *
· History **
· English

· Physics ~
· Writing **
· Art ~
· Music
· Psychology *

Caption or Alternate Text

All images should have alternate text or captions describing what they are.  Almost any graphical representation or table should at least have a short description.  Charts, tables, graphs, and images that are more complex should have long descriptions.  With charts, tables, and graphs try to summarize the results and mention the key points.
Example 2: Alternate Text[image: image6.wmf]
Fill out the bubble sheet as shown bellow.

[image: image4.wmf]
Figure 1: completely darken the circle that represents your answer.

For this exam all you have to do is bubble in the correct answers and you will get a perfect grade.[image: image5.wmf]
Notice that all images have captions and or alternate text.  You can view the alternate text by double clicking the image or right click it and select Format Picture.  The only images that do not need alternate text are the ones that are just for ascetic purposes.  The sun logo that was used could go either way.  You have to use your best judgment because every situation is different.  Sometimes you can use the same image in three different files and only need alternate text for two of them.

Styles
So far I have been using styles through out this document.  Initially styles can be difficult to use but once you get used to them they are a great help in keeping your documents organized and consistent through out.  Once you learn how to use styles you will know how you lived without them.  There will be a better description of how to do this in another document.  This is just an example of what can be done.  Under View > select Document Map.  This will show you an outline of the document.  This can help navigate long documents and also get a summary of the document.  Notice that you can click the different headings and lists.  This is a very efficient way to automatically create a clickable table of contents.
The quick way to add style to your documents is to select the text you wish to convert and select the style type.  The common options are Heading 1-5, Normal, Body Text, Caption.  If you just use these you will have a much more manageable document.
Example 3: Styles

Heading level 4

In sem justo, commodo ut, suscipit at, pharetra vitae, orci. Duis sapien nunc, commodo et, interdum suscipit, sollicitudin et, dolor. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac turpis egestas. Aliquam id dolor. Class aptent taciti sociosqu ad litora torquent per conubia nostra, per inceptos hymenaeos. Mauris dictum facilisis augue. Fusce tellus. Pellentesque arcu. Maecenas fermentum, sem in pharetra pellentesque, velit turpis volutpat ante, in pharetra metus odio a lectus. Sed elit dui, pellentesque a, faucibus vel, interdum nec, diam. Mauris dolor felis, sagittis at, luctus sed, aliquam non, tellus. Etiam ligula pede, sagittis quis, interdum ultricies, scelerisque eu, urna. Nullam at arcu a est sollicitudin euismod. Praesent dapibus. Duis bibendum, lectus ut viverra rhoncus, dolor nunc faucibus libero, eget facilisis enim ipsum id lacus. Nam sed tellus id magna elementum tincidunt.

Bulleted List:

· Item 1

· Item B

· Item 3D

· Item 21

Heading level 5

Morbi leo mi, nonummy eget, tristique non, rhoncus non, leo. Nullam faucibus mi quis velit. Integer in sapien. Fusce tellus odio, dapibus id, fermentum quis, suscipit id, erat. Fusce aliquam vestibulum ipsum. Aliquam erat volutpat. Pellentesque sapien. Cras elementum. Nulla pulvinar eleifend sem. Cum sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. Quisque porta. Vivamus porttitor turpis ac leo.

Numbered List:

1. Num 1

a. Sub num a

b. Sub num b

c. Sub num c

2. Num 2

3. Num 3

Heading level 4

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Nullam feugiat, turpis at pulvinar vulputate, erat libero tristique tellus, nec bibendum odio risus sit amet ante. Aliquam erat volutpat. Nunc auctor. Mauris pretium quam et urna. Fusce nibh. Duis risus. Curabitur sagittis hendrerit ante. Aliquam erat volutpat. Vestibulum erat nulla, ullamcorper nec, rutrum non, nonummy ac, erat. Duis condimentum augue id magna semper rutrum. Nullam justo enim, consectetuer nec, ullamcorper ac, vestibulum in, elit. Proin pede metus, vulputate nec, fermentum fringilla, vehicula vitae, justo. Fusce consectetuer risus a nunc. Aliquam ornare wisi eu metus. Integer pellentesque quam vel velit. Duis pulvinar.

