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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.

Ally Sharp

Langston
University

A

LANGSTON

UNIVERSITY




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 who RSVP’d with special requests.

S 4 Some of those

t:y\ﬁ ~— 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)



Considerations on Email Design

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

Alajandra Dialgada
Ia Te

o1 Sales and Sentiment Deep-
Dive




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

Outiock
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FROMW 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
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Commons Issues: Website URLs

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.




How to Create
Hyperlinks

 Select Text — Insert Link

* Pro Tip — Paste as Plain Text
to Remove Formatting
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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 ?
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Paste As Plain Text

Without Formatting so You Can Format Paste as Plain Text Tools
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Create Accessible Lists with Format Text
Bullet Points and Numbered Lists are Our Friends
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In your emadl, place the cursor where you want 1o croate a list,

If you alroady bave a list, select it to apply formaning

Pormat Toxt with Bullets for unoedered information and nuwmbers for sequential information
Type vach kst item .
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sharpa @langston.edu

Zoom &rrimm



From: sharpa@langston.edu ~
Easy to Read

I11a

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 2:57 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

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

in email
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{ > Downloads
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B Firefly graduation annoucement image 1.jpg

B Firefly graduation ca...gant background 1.jpg
B Firefly graduation ca...n gold background.jpg
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Make your content accessible to
v everyone
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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 M iSter RogerS; English (auto-generated)

Click » f tti E
Please say when you are g ol
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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