
MORE THAN 
REMOTE LEARNING 

Unit 8: Part 2 – Text Documents 



Quality Matters Standard 8 
Course Design with a Commitment to Accessibility and Usability 
 

•  This workshop focuses on the accessibility of text used in 
the course: 
 
•  This includes documents and files attached in the course, or any 

text displayed directly on the course’s content pages.  

•  We are going to take a look on how to properly design text files 
(Word, PDF, etc.) and course content pages so that they use 
proper layout and are readable by automated screen readers. 



•  Rehabilitation Act of 1973 
•  requires access to programs and activities that are funded by Federal 

agencies and to Federal employment 

•  Americans with Disabilities Act (1990) 
•  guarantees that people with disabilities have the same opportunities as 

everyone else 

•  Section 508 (1998) 
•  Amendment to the Rehabilitation Act of 1973 
•  Requires that electronic and information technology that is developed or 

purchased by federal agencies, be accessible by people with disabilities 
•  Established binding, enforceable standards 
•  Provided complaint procedure & reporting standards 

 

Accessibility is the Law 



Course Content 
In Syllabus or START HERE area: 
 

If you are a student who needs accommodations due to a 
disability, you must first register with the Office of Disability 
Services and present appropriate documentation. 
 
Next, notify the instructor as soon as possible if you need 
any special course adaptations or accommodations 
because of a documented disability. 
 
For specific information pertaining to ADA accommodation 
please contact the Office of Disability Services (ODS) at 
513-569-1775 (phone) or 513-559-1527 (tty), or visit online 
at Students with Disabilities. 



Quality Matters Standard 8 
Specific Standard 8.3   

    

•  The course provides accessible text and images in files, 
documents, LMS pages, and web pages to meet the 
needs of diverse learners. 



Quality Matters Standard 8 
Specific Standard 8.3   

    

•  Text and images used in the course are accessible to all learners.  

•  The use of Universal Design for Learning (UDL) guidelines regarding text and 
images reduces barriers to access so all learners can interact with course 
content. The international Web Content Accessibility Guidelines (WCAG) 
provide additional guidance for achieving accessibility. 

•  The Specific Review Standard is met if the equivalent textual 
representations for images are located or linked within the course.  
The course provides alternatives to all images so that all learners have 
access to equivalent information. In instances in which alternative formats are 
provided, the general accuracy of the alternate content is verified. 



Quality Matters Standard 8 
Specific Standard 8.3   

    
•  If a course or website is fully accessible, most learners will be able to access 

content, complete activities, and interact with others without the need for 
accommodations. 

•  If a course or website has barriers to accessibility, learners with disabilities 
will require accommodations to access content, complete activities, and 
interact with others. Reviewers, look for evidence of accessible design, not for 
availability of accommodations. 

•  Consider the abilities of all learners when you review the course. The review 
team is expected to determine the accessibility of all text and image content 
in the course. A strategy for accomplishing the review is to divide the review 
of text and image content and learning activities among the review team 
members. Another strategy is to review for accessibility of text and images as 
part of the review of other Specific Review Standards. 



Quality Matters Standard 8 
Specific Standard 8.3   

    This Specific Review Standard is met if the text and images presented in the 
course use accessibility principles in their design.  
 
Examples include: 

1.  Images and graphs are described via an alt-tag, long description, or audio description. 
2.  All tables are set up as text and not embedded as images. They are not presented as 

screen captures. 
3.  Tables are set up with headings for columns and rows and are used only for summarizing 

data, not for formatting. Tables have captions, alt-text or alt-tags, and are formatted so that 
headings repeat. 

4.  Document or HTML titles, headings, etc., are formatted using styles (Heading 1, Heading 2, 
etc.) found in the word processing software (such as Word) style gallery; they do not merely 
utilize a larger or bold or italic font. 

5.  PDFs that contain text are not merely image scans; any text contained in PDFs is 
selectable and searchable. 

6.  Text colors alone are not relied on to convey meaning. The meaning is also conveyed in 
another way that does not require perceiving different colors. 

7.  Underlined text is avoided unless used for navigation. 



Assistive Technology 

Screen	readers		

Screen	magnifiers		
		

Scan/read	software		

Alternative	input	devices	

Alternative	formats:	
Braille,	Large	Print,	Digital	Text,	Audio	



Documents 

Serif  /   Sans Serif 
Save from Word to .pdf (don’t scan as an 
image). 
 
Use style settings:  
 
 
 
Tables have descriptive headings: 



Documents 
Add ALT Tag in Microsoft Office: 

1. Right 
Click Image 

2. Format 
Picture 

3. 



Documents 
File > Info > Prepare for 
Sharing 



Save a Word Document in Accessible Format (Optional: Save as PDF) 
 
Step 1: Format document: 
 
•  Use appropriate heading styles (Home Tab, Styles Group) – modify styles as needed (right-click on heading 

style>Modify). 
•  Add alt-text on all images (Right-click on image>Edit Alt Text>Write a detailed image description). 
•  Ensure that all tables have heading rows (Select Table>Layout Tab>Repeat Header Rows). 
 
Step 2: Run the Accessibility Checker 
 
Step 3: (Optional) Preserve Accessibility when saving as a pdf  
 
(File>Save As>Change File Type to PDF>Click More options>Click Options>Ensure “Document Structure Tags for 
Accessibility” is Checked off>Click Ok>Save).  



Check List for Accessible Course Design 



https://www.cincinnatistate.edu/online-
learning-faculty-resources/ 


