[image: image5.jpg]National Aeronautics and Space Administration







Table of Contents

3Why Accessible Electronic Documents?


4Technical Standards for Electronic Documents


4§ 1194.22   Web-based intranet and internet information and applications.


5Creating Accessible PowerPoint Documents from Scratch


7Creating an Accessible HTML Alternative




Why Accessible Electronic Documents?

In 1998, Congress amended the Rehabilitation Act and strengthened provisions covering access to information in the Federal sector. As amended, Section 508 of the Rehabilitation Act requires access to the Federal government's electronic and information technology (EIT) by Federal Employees and members of the public. The law covers all types of electronic and information technology in the Federal sector and is not limited to assistive technologies used by people with disabilities. It applies to all Federal agencies when they develop, procure, maintain, or use such technology.
The Access Board, an independent Federal agency devoted to accessibility for people with disabilities, develops and maintains design criteria  and Technical Standards for electronic and information technology. The Access Board’s  Technical Standard  §1194.22  (Web-based intranet and internet information and applications) applies to Electronic Documents at the point that they are distributed over an “intranet” or the “internet”, to the public or Federal Employees, via NASA external or internal Web sites (FTP, HTTP, etc.), email, file sharing (SharePoint or other document management system), or other electronic means.
This guide will provide some tips on how to create Portable Document Format (PDF) documents that are accessible using Word 2007. Screenshots and detailed explanations have been provided to guide you through the process. Also, you will find a list of Access Board’s technical standards that are applicable to Electronic Documents. 
Electronic documents created and stored for individual use are not required to comply with Section 508 accessibility standards. If distributing electronic documents that are not accessible, a text-based disclaimer should be attached to all correspondence stating “For an accessible version of this material, please contact <NASA Civil Servant Document Owner>, <Organization of Document Owner>, <Phone>.” 

For more information or guides and best practices for other Electronic Documents or web technologies, please visit our website at http://www.nasa.gov/accessibility/section508/sec508_overview.html. 

Technical Standards for Electronic Documents

The Access Board developed a set of Technical Standards for EIT to comply with. Below is a list of the applicable standards specifically for PDF and Word 2007 documents.
§ 1194.22   Web-based intranet and internet information and applications.

(a) A text equivalent for every non-text element shall be provided (e.g., via “alt”, “longdesc”, or in element content).

(c) Web pages shall be designed so that all information conveyed with color is also available without color, for example from context or markup.

(d) Documents shall be organized so they are readable without requiring an associated style sheet.

(g) Row and column headers shall be identified for data tables.

(h) Markup shall be used to associate data cells and header cells for data tables that have two or more logical levels of row or column headers.

(j) Pages shall be designed to avoid causing the screen to flicker with a frequency greater than 2 Hz and lower than 55 Hz.

(k) A text-only page, with equivalent information or functionality, shall be provided to make a web site [or electronic document] comply with the provisions of this part, when compliance cannot be accomplished in any other way.  The content of the text-only page shall be updated whenever the primary page changes.

(l) When pages utilize scripting languages to display content, or to create interface elements, the information provided by the script shall be identified with functional text that can be read by assistive technology.

(m) When a web page requires that an applet, plug-in or other application be present on the client system to interpret page content, the page must provide a link to a plug-in or applet that complies with §1194.21(a) through (l).

(n) When electronic forms are designed to be completed on-line [or offline], the form shall allow people using assistive technology to access the information, field elements, and functionality required for completion and submission of the form, including all directions and cues.
(p) When a timed response is required, the user shall be alerted and given sufficient time to indicate more time is required.

Creating Accessible PowerPoint Documents from Scratch

Microsoft PowerPoint is a highly visual application and if not properly formatted, accessibility can be a significant issue for .ppt documents. But, if you follow some basic steps and avoid exceptionally complex formats you can produce PowerPoint documents that are reasonably accessible. 

1. Open Microsoft Power Point program.

2. It’s best to use the Auto layout feature to maintain a consistent reading order. Select a layout with a simplified reading order, preferably just a heading followed by a single content box (Figure 1). 
[image: image1.png]NI AN
Apply slide layout:

ick to add title

Content Layout;

ick to add subtitle





Figure 1: Screenshot of Automatic Layout options. 
3. Be sure you are viewing the presentation using “Normal View”. The “Normal View” icon located at the bottom left of the screen and can also be selected using the “View” option from the application menu. 

4. When working in a Normal View, by default, the screen will show three pane areas: the “Slides” pane (left), the “Active Slide” pane (center) and the “Notes” pane (bottom). To review proper reading order, in the left pane or “Slides” pane, select the “Outline” view. This is the reading order an assistive technology user will follow. 
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Figure 2: Screenshot of various panes.
5. Add text to your slides as needed and be sure to review your “Outline” pane to make sure the text follows a proper reading order.
6. You may need to add images, flow charts, and other graphics to your presentation. PowerPoint 2003 and 2007 provides a means to attach alternate text to images as required by Section 508. For older versions, alternate text can be provided about a graphic by writing in the “Notes”, but try to limit the number of graphics to one per slide. 

To add alternate text to image in PowerPoint: 

1. Open the “Format Picture” dialogue by either double-clicking the image or selecting the image, then clicking on “Format” in the application menu, and choosing “Picture”.

2. Select the “Web” tab and input the appropriate “Alternate Text” in the provided text box. 

3. Click “OK”. 
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Figure 3: Screenshot showing the process of adding alternate text to graphics.
Note: The level of descriptiveness of the alternate text is dependant on the complexity of the graphic and the information intended by the author. Also, keep in mind that the images and alternate text tend to flow to the bottom of the reading order of the slide, so keep the number of images to a minimum especially if the text in the slide is dependant on the order of multiple images. This will cause a failure of the Section 508 Standard for “Reading Order”.

7. If multimedia or video is provided, a detailed textual description or transcript needs to be provided using the steps above for graphics and, in some cases, use of the “Notes” pane may be necessary. Multimedia presentations must also have synchronized captioning

8. If any informational audio is added to the presentation, a transcript must be provided. 

9. Be sure not to use color as the sole means of conveying information or directions. It’s ok to use colored text for purpose of decoration or visual differentiation, but it would not be acceptable to direct the viewer to, for example, read the “red” text. 

Creating an Accessible HTML Alternative

If you have a complicated PowerPoint which includes complex layouts, complex graphics (i.e. generated graphics), multiple or side-by-side text boxes, or other complicated features, conversion to a more accessible format like HTML may be required before posting on the internet or disseminating through other electronic means. 

There is a Web Accessibility Wizard plug-in  that is available for purchase on-line which will create an accessible HTML alternative from PowerPoint. This is the best option for creating 508 Compliant PowerPoint alternatives. 

If you cannot procure this software, Microsoft has a default feature to allow you to “Save As” HTML. Unfortunately, the resulting files are not generally accessible and are only optimized for best use in Internet Explorer. If using this option to create an accessible alternative, it is likely that additional remediation of the resulting HTML document will be necessary. 
To convert your PowerPoint file to a web page, 

1. Select “File” from the application menu and then “Save as Web Page”. 

2. Change the “Save as type” drop down to save as “Web Page” and not Single File Web Page.

3. Additional options will appear, click the button labeled “Publish” to pull up additional publishing options.

4. Although not necessary, it is suggested to select “All Browsers Listed Above” under “Browser Support” to allow for cross browser review of the file.

5. Click “Publish”.
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Figure 4: Screenshot of the process of converting PowerPoint file to HTML.
Note: It will likely be necessary to remediate the resulting HTML files for compliance particularly with titling the resulting frames, adding alternate text, adding blank “alt” attributes to spacer images, and ensuring proper reading order. There are two browser tools that can help indentify errors: Wave tool for Firefox (http://wave.webaim.org/toolbar) and the Internet Explorer Accessibility toolbar (http://www.visionaustralia.org.au/ais/toolbar/).
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