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Do you know how to turn on Closed
Captions?
Show Captions - More Options Caption Settings

Captions
Caption language:  English ?

View full transcript

Caption settings

.
Show captions




Best Practices in Email Accessibility
Reach your audience, however they get your messages.
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Outlook Accessibility Checker
The Most Important Thing
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About Me
Ally Sharp

Langston University

e Director of Faculty Development

e Instructional Designer
e Co-Chair of the COLE Accessibility Sub-Committee

Email: sharpa@langston.edu

Podcast: LU Monday Moment




About My Accessibility Focus

Experience with “"Ease of Access”
Business & Education Tools

s Classroom Teacher & Technology Instructor

e Middle School, High School, College Level Teaching
e Business and Community Technology Trainer
e Public School, Career Tech, & University Level

Bl Technology Background

e Microsoft Innovative Educator and Trainer
e Google Certified Educator and Trainer
e Canvas Certified Educator (in progress)




About Today
Communicate with Accessible Content

s ADA Expectations Helps Today and Tomorrow

e Communicating successfully is essential to providing services to the public or
doing business. People with certain disabilities might communicate in different
ways.

e State/local governments, businesses, and nonprofit organizations must make sure
they communicate effectively with people who have communication disabilities.

e ada.gov

The Most Important Thing

Common Scenarios Needing Accessible Content




Why Make Email Accessible

It's designing a party that can enjoy, not just the
people wh_o SVP’d with special requests.

Some of those
challenges include:

« Mobility (may use a
different device
than yours — not a
mouse)

« Seeing (needs
content that can be
read aloud by the
device)

« Hearing (needs
content that can be
seen on the device)



onsiderations on Email Design

You don’t know what tools people rely on to access your
email.

< Back

‘g Alejandra Delgado
To: Danny Ric

Q1 Sales and Sentiment Deep-
Dive

Hi all,
TLOR

-Starling Mark IV as Best-Selling E-bike: The Starling Mark IV surpassed the Cargo Bully
as the best=selling e-bike in 1, driven by improved supply chain and increased interest.
-Anticipated Sales: The company anticipated the SM4 would take top spot in Q1, but it
happened sooner than expected

+Supply Chain Snags: Last year's supply chain issues hindered sales, but they were
rasolved, leading ta a significant increase in sales.

“Waitlist for Sales: The waitlist for both direct sales and wholesale orders is still
relatively small, indicating the SM4's continued popularity.

T MoOuGHon Pace: The Compan needs 10 MU ke production DS 0 kees the SHA 8 New Emails

on top of the charts.

I want to start by thanking each of you for taking the time to fill out the survay | shared
last week. These kinds of sales reports are definitionally quantitative, but they never
paint the full picture. We need the kind of rich, experience-led context you each provided
ta make sense of these figures and plan for the future. Let's diva inta an analysis of Q1's
sales.

Top performer

For the first time, the Starling Mark IV was our best-selling e-bike, just barely eclipsing
our beloved Cargo Bully. We anticipated the SMd would take top spot sometime this
fiscal year, but we didn't think it would happen quite 5o soon. Overceming last year's
persistent supply chain snags propelied sales of the SM4 significantly—we had no
shartage of interest last year but lacked the inventary ta capitalize. Even so, our waitlist
for bath direct sales and wholesale orders is only marginally smaller than it was this time
last year, suggesting that the SMd will remain on top of our charts providing we can
maintain our pace of production.

Analyzing its appeal

The SM4 Is sur lightest, sleekest model yet. We bet big on e-bikes breaking out of their
niche and beceming a more popular option for commuters, and early signals indicate we
may have been onto something. We added 18 new wholesale accounts in Q1, and 10 of
them are only stocking the SM4, suggesting that it has significant cressover appeal. Next
month, Hassan and his team will lead a new consumer study aimed at understand the
barriers that remain to e-bike adoption among traditional cyclists, car commuters, and
transit riders

Regional breakdown
Temperate cities continue to be our hottest markets (no pun intended), due in part to

climate conditions that facilitate year-round riding. Our top three North American
markets were: Portland (16 percent of sales), San Francisco (11 percent of sales), and




The emails you send may not look the same.
Immersive Reader in Outlook

Outlook Q Search = o & o @ Q
e

= - Emisha Monday Email event a...
Q — Home View Help & Tomorrow 8:00 AM

53 View settings £ Messages v+ @ Zoom O Sync @D Layout ~ W Folder pane ~ = Density ~ [} Immersive reader
— 9 9 y i y < L
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. > Favorites ) ¢ S
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> Folders
b3 All Campuses to Remain Remote for Classes & Operations

> Personal Archive - Sharp, Ally
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& Go to Groups 3 News from the Office of Public Relations © & Reply « Replyall > Forward &2 S
To: @Sharp, Ally Tue 2/18/2025 2:15 PM

a

FROM THE OFFICE OF PUBLIC RELATIONS

February 18, 2025

All Campuses to Continue
Remote Operations and Virtual
Learning on Feb. 19




What To Check before Sending

Test with Immersive Reader and Tab Key

. Check accessibility e Fonts are standard (e Alt Text or Content )
along with spelling business fonts describes Images
and content e Color Contrast e Captions or

e Correct issues e URLS are linked Transcripts for audio
e Test before sharing e Attachments are and video
with others noted

Audio, Images,
and Videos

have Text

Check for Easy-to-Read
Accessibility @ and Follow




Attachments: Why Send Them If People Can’t Use
Them?

Microsoft: Review — Accessibility (except Outlook)
Adobe: All Tools — Prepare for Accessibility — Check & Fix
Google does not have a built-in checker.

Review-Check Inspection Additional

Accessibility Results Guide Information

Recommended Explains Why
Actions




Outlook Email has - Message Tab — Options - Check Accessibility
an Accessibility
Checker

e — g
— Home View Help | Message Insert Format text Draw Options
~ M~ T Tahoma o 12 B Y LJ 5 2 . ﬁ w A = g
~ Favorites Insert .
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W Inbox L@ Pictures
E> Sent ltems Bec -
77 Drafts Emaji
T Deleted ltems Add a subject M Table >
£ Calendar Event -
Options

T-::a Check accessibility

Switch to plain text




Commons Issues: Website URLSs

Would you say the website address out loud?

https://www.ocolearnok.org ocolearnok.org



Use The Emojis or In

The Chat

Tell me when you want me to

make it stop.

k

Outlook
— =
f=} = Home View Help
— View settings Messages R Zoom > Sync D) Layout ) Folder pane = Density % Immersive reader
=
“ Favorites .
Folders
© Sample z00m link
Personal Archive - Sharp, Ally
v # Go'o Groups % Sharp, Ally
To: @Sharp, All
e RS

Look Up “Join Zoom Meeting https://onenet.zoom.us/j/522.."

Copy

Copy Link to Highiight

Search DuckDuckGo for “Join Zoom Meeting https:/jonenet.zoom.us/522..*
Print.

Open in Reading Mode

Inspect
5 Start Speaking

Services >

Ally Sharp

Instructional Designer - CTI
Director of Faculty Development
sharpa@Ilangston.edu
405-466-2007

Gandy Hall 105

Zoom: Ally Sharp
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Sample zoom link
Personal Archive - Sharp, Ally
& Go'to Groups

Sharp, Ally
To: @Sharp, Ally

Join Zoom Meeting
https://onenet.zoom.us/j/522 332 871?pwd=x18Q014Lze 1268014

Meeting ID: 522 332 871
Passcode: 68014

Ally Sharp

Instructional Designer - CTI
Director of Faculty Development
sharpa@Iangston.edu
405-466-2007

Gandy Hall 105

Zoom: Ally Sharp
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How to Create ot

YT
Hyperlinks = g
« Select Text — Insert Link .

* Pro Tip — Paste as Plain Text

to Remove Formatting

Instructional Designar - CTI

Direcior ol Faculty Developmient

shiarpa @ langsionedu
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LANGSTON




Alty Sharp

Instructional Designer - CT
Diractor of Faculty Davelapmant
sharpa@|angston adu
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Let's
Test It

Right Click — Read
Aloud (or Speech




Commons Issues: Fonts and Colors

Is this as easy to read as a street sign ?

Is this as easy to read as a street sign ?

OKLQB OKLIS



Paste Ctrl+V
Paste a plain text P Ctei-Shift-V
Select all Ctrl+A
Paste As Plain Text Paste as Plain Text Tools

Without Formatting so You Can Format



te Without Formatting - Go: X lahoma Online Higher Ed N
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Course
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Aysia Ropp, Model Teaching
Providing Feedback OKState Recording Slides Infographic  Feedback Template
Dana J.
Lindon-Burgett.
[Responding to Questions RSC Recorging  Slides Infographis
Facilitating a Group Jennifer ‘Sample Discussion
Discussion Campbel, TCC Recording Slides Infographic _ Prompt
[Substantive 2 = - Infographic
Academic
Engagement
[Academic Engagement = - - Infographic Resource
Using Generative Al to Create OER Materials
Art Brownlow,
University of Texas Rio
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Potential and Pitfalls Recording Stides
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Create Accessible Lists with Format Text
Bullet Points and Numbered Lists are Our Friends

i - o T\ -
:: Outlook Q_ Search

T — —— 4

5 = Home View Help Message Insert Format text Draw Options

es v £ New response for CPR Trai... v &) Mark all as read
s gafevotes From: sharpa@langston.edu v

> Folders Ly
> To
> Personal Archive - Sharp, Ally —
[« 3&% Go to Groups Ce
b Bcc
18 Add a subject

In your email, place the cursor where you want to create a list.

If you already have a list, select it to apply formatting

Format Text with Bullets for unordered information and numbers for sequential information
Type each list item .

(Bullets) Numbering).
Ally Sharp

Instructional Designer - CTI
Director of Faculty Development
sharpa@langston.edu

Zoom: Ally Sharp
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From: sharpa@langston.edu -~

Easy to Read

[11a

L1 - iImpact Font
Lowercase a,o in Lucida Consol Font

Good Choice: 111 a - Aptos Serif or Cambria

e []11a-Garamond
«I11a-Tahoma

@ W @

Draft saved at 2:51 P

Use Fonts
with Clear
l, |, 1,
and a

Aptos Serif, Tahom
Times New Roma




 Add Alt Text for Clear, Readable Information

« What would you tell afriend on the phone?

Commons Issues . Insert - Pcture
& Correctlons — . I.chtureFormat—AItText

In Google — click on the picture and see the tools below

I m ag es « Options — Check Accessibility




A Note on Attachments
Ensure File Names Make Sense

What will people see when they open it?

" This tells recipients to find an attachment
| have

=1 1)1 . Bonus: Microsoft will prompt you if you
don't attach anything.

in email

»

{ > Downloads

Name A

@ 2-19file df
B Firefly graduation annoucement image 1.jpg

B Firefly graduation ca...gant background 1.jpg
B Firefly graduation ca...n gold background.jpg




® Microsoht | Support Moswn s Ome  Peden Dwvaon st & By S By Mierosoh 165

Make your content accessible to
v everyone

MOOSOR 385 i COmmtnd 10 NChatve Sesgn dnd dewioping ACCruble products snd contént. On T
page, you ¥ Snd resources and 1008 20 Mmake your CONtEnt accessibie for Ak 10 Suppont the Gsabeity
cormemundly & ales

Make accessibility part of your editing flow

Farnd Ot Now 30 Make sre Tt everyone N el work with, and eryoy T SOOUmety or esenlatond,
iy g IprsadiPdeets yOu a0 yOur T (eate and have

\ terd KiTnidow O ewWrore w -
s hecher
] o content JoTetsibie n e M ~n
X
g Derew v new Tex T I -
v "

Learn about accessibility features in Microsoft 365

For gemersl Meroeof 365 help, 9o to Mo M5 help & ra

Support
for Your
Emall

Version

Microsoft Support — Search
”Outlook Accessibility”




Ease of Use and Accessible Learning
Tools Helps Us be Good Neighbors.

"Dear MiSter RogerS; English (auto-generated)

Click = for settings
Please say when you are
feeding your fish, because
| worry about them.

| can’t see if you are
feeding them, so please
say you are feeding them
out loud.

Katie, age 5.”
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