Digital Accessibility

— S0Me common digital accessibility
mistakes and how to fix them




Overview: Common digital accessibility issues in profiles and CVs

e Links
o Duplicate links
o Link text
o Broken links
e Formatting
o Headers
o Fonts and Text formatting

e File type



Links

Duplicate links, link text, and
broken links




Duplicate links

Accessibility standard: To avoid confusion for visitors using screen readers,
links should be used only once on the same page.

For example: on faculty and graduate student profiles, do not include your
website link in both your bio and the text box for website.



Link Text

Accessibility standard: To avoid confusion for visitors using screen readers, each link should
have unique, descriptive, link text, not the URL or generic link text like “read more” or
“click here.”

Does not meet standards:

e https://englishcomplit.unc.edu/people/student-spotlight/
e Tolearn more about some of our fantastic majors, click here.

Meets standards: Includes what
the link is for,
e Learn more about some of our fantastic majors! and the link text
e Student Spotlights describes what
_ the link is to.
Best:

e Tolearn more about some of our fantastic majors, read our Student Spotlights.
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The Core:

For The Core of the ECL major, you will
focuses on either a single author or a s

Survey 1:

Courses

Survey 2:

Courses

Depth:

Courses

Issues:

e Duplicate links
o  Each of these links goes to the same
place. A link should only be included
once.
e Duplicate link text
o  There is nothing to distinguish the
links from each other for a visiter using
a screen reader.
e Descriptive link text
o  While it should be clear within context
what each of these links is for, it is still
not quite descriptive enough to meet
accessibility standards. Having “Survey
1 Courses” as the link text would be
better.

This content should be rewritten to only
include the catalog link once, with
unique, descriptive link text.




Broken links

Accessibility standards: Any links that no longer work, send somewhere other
than the intended destination or to pages that no longer exist, or receives
error messages should be replaced or deleted.

Links to publications or news stories frequently get flagged as broken, often
because the URL changed. In order to meet accessibility standards by the
deadline, the DLC lab will not be searching for new or updated links, and will
simply remove the link. It is your responsibility to ensure up-to-date links for
publications and news stories if you want to include links in your profile.



Headers and text formatting



Use the built in functions of your word
processor for formatting and spacing.

These functions not only automatically format things, they also add in the
code that screen readers and keyboard navigation need to navigate the page.




Headers

Headers are not just a matter of styling, they are code used by screen readers
and keyboard navigation to navigate the page.

Bolding or font size should not be used in place of the header function.
The header function should not be used just for styling or spacing.
Each section of the CV should have a descriptive header.

Do not skip header levels (ie. don’t jump from header 1 to header 3).



Headers - Cont.

The header function can be found here.
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Why this matters / How this works: Rich text

Where we just see text, the computer sees rich text, which is text with code on
it. Accessibility tools such as screen readers and keyboard navigation use this
code to navigate the page and content.

Using the word processor’s built in functions ensure that the rich text has the
right code so the screen reader tools navigate the page properly.



Rich text - cont.

Just bolding text in place of using the header function, the rich text looks like this:

<b> Header </b>

Using the header function, the rich text looks like this:

<h1> Header </h>

A screen reader or keyboard navigator will skip the <b> as just style, but will
recognize the <h1> as a label for a new section.

CV template with accessible formatting vs CV template without accessible formatting
These look exactly the same, but one used the header function and is accessible.



https://docs.google.com/document/d/1IWboWao9YRI4uOilp0NoK3TugWCPz6jzrQUS4Q6Hh4w/edit?usp=drive_link
https://docs.google.com/document/d/1hRLgwRrHDvN_1YmGh7o_NYj3MUg-DcGwDpA3gjVzUJY/edit?usp=drive_link

Text formatting

e Sans-Serif fonts are considered more legible and accessible for digital designs, serif
fonts are considered more legible for print.

Sans-Serif fonts: Open Sans, Arial, Calibri, Montserrat, etc.
X Serif fonts: Times New Roman, Cambria, Garamond, etc.
¥ Decorative fonts: Crafty Girl, sFass=reR0NE, MySlery Quest, IMONOTON, etc.

e Ensure adequate letter and line spacing and high color contrast between text and
background.
e Stick with consistent sizes and spacing for readability.

The default font settings on both Microsoft Word and Google Docs meet accessibility
standards.




Text formatting cont. - emphasis

Emphasize meaning using at least two methods, usually color, bolding or
italics, and a symbol or text like “Important” or “Note”. Please note: only text
or symbols with alt-text will be read by a screen reader.

Since underlining is typically part of how we indicate hyperlinks, underlining
should only be used for hyperlinks.

Avoid decorative fonts, all caps, or underlining for emphasis. Stick with
consistent sizes and spacing for readability.



File Type

Exporting to PDF



Export to or Save as PDF

Printing to PDF can make the PDF save without the readable text and things
like header codes.

Either Export to, Download as, or Save as a PDF, not Print to PDF.

&, Download > Microsoft Word (.docx) [[,-:F/ Save As

PDF Document (.pdf)
/ Rename Save as Adobe

PDF

Create a PDF
Space



Review your CV, profile, and pages




Checklist

All links work and send to the right destination

All links are included only once in the same content

All links have unique, descriptive, link text

Each section has an appropriate header that clearly describes the content found under
that header

Section headers use the word processor’s header function, rather than just font
formatting

The header function is only used for section headers

No empty headers or skipped header levels

Underlining is only used for links

Important information is emphasized in at least 2 ways

Font is consistent and legible

CV file is exported to PDF
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Microsoft Word and Adobe Acrobat have a built in
accessibility checker.
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Visit UNC's Digital Accessibility Office for more tips and

trainings.



https://digitalaccessibility.unc.edu/

