Best Practices and Practical Examples
to Implement Principles of UDL and
Improve Course Accessibility

Fully participating in online, hybrid or traditional Blackboard (Bb) Learn courses can be challenging for
students with visual, auditory or motor impairments. While the Americans with Disabilities Act (ADA),
Blackboard Learn, and Disability Support Services (DSS) all play a part in equal opportunities to learn,
this handout focuses on creating an understanding of Universal Design for Learning (UDL), along with
fifteen best practices and practical examples that faculty can implement now in their course content
to improve course accessibility.
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Objectives

1. Understand Universal Design for Learning (UDL) and its role in curriculum development.
2. Determine how well you are currently deploying the principles of UDL.
3. Be able to implement best practices and practical examples, by applying the principles of UDL,

and make your course more accessible to all students.
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Figure above is a Wordle consisting of keywords that describe the content in this handout.
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Universal Design

Universal Design is about creating an environment that benefits ALL of us, including people with
disabilities. It's about recognizing the reality of diversity, offering alternatives and building correctly
from the start to benefit the most
people. Retrofitting or rebuilding later
requires more time and money.

Examples:
Who benefits from sloped sidewalks?

e People with strollers
o Small children

e Someone using a cane
e Rollerbladers

e and yes, people in wheel
chairs

Who benefits from Closed Captioning?

e People in noisy environments (gyms,
airports, adults with small children at
home, etc.)

e People with a disabled sound card or no
headset

e People who feel the person in the video
is speaking too quickly

e and yes, people that may be hearing

impaired
click, the layer two circles
Best Practices and Practical Examples /= Grand Rapids Community College
to Implement Principles of UDL W= C.Kautz | Sept. 2012 | Page 2 of 36

and Improve Course Accessibility http://www.ckautz.org/udl



Best Practices and Practical Ex

Universal Design for Learning (UL)

CAST is a non-profit organization that focuses on Universal Design for Learning, not sloped sidewalks in
your environment; however, the idea is the same. The UDL focus is a universally designed curriculum
that benefits ALL learners, including those with disabilities. It's about recognizing the reality of diversity,
offering alternatives, and developing a curriculum from the start that gives all individuals equal
opportunities to learn. Below is a set of UDL principles for curriculum development. The principles
should be thought of as a set of guidelines to assist in the development of instruction that is accessible
to diverse learners. It is just that, a guideline. It is not a rigid checklist.

l. Provide Multiple Means of Il. Provide Multiple Means of lIl. Provide Multiple Means of
Representation Action and Expression Engagement
1: Provide options for perception 4: Provide options for physical action 7: Provide options for recruiting interest
1.1 Offer ways of customizing the display of information 4.1 Vary the methods for response and navigation 7.1 Optimize individual choice and autonomy
1.2 Offer alternatives for auditory information 4.2 Optimize access to tools and assistive technologies 7.2 Optimize relevance, valug, znd authenticity
1.3 Offer alternatives for visual information 753 Miaranize threats i dichractions
2: Provide options for language, mathematical 5: Provide options for expression and communication 8: Prowide options for sustaining effort and persistence

expressicns, and symbaols . ) o
5.1 Use multiple media for communication 8.1 Heighten salience of goals and chjectives

2.1 Clarify vocabu d symbol P
S 5.2 Use multiple tools for construction and compasition 8.2 Vary demands and resaurces to optimize challenge

2.2 Clarify syntax and structura . -

Sl ) _ 5.3 Build fluencies with graduated levels of support for 8.3 Foster collaboration and community
2.3 Support decoding of text, mathematical notation, practice and performancs i e s foadhack
and symbols

2.4 Promote understanding across languages

2.5 llustrate through multiple media

3: Provide options for comprehension &: Provide options for executive functions 0: Provide options for self-regulation

3.1 Activate or supply background knowledge 6.1 Guide appropriate goal-setting Q.1 If‘ror_nute expectations and beliefs that optimize
mictivation

3.2. Highlight patterns, critical features, big ideas, and 6.2 Support planning and strategy development

relationships 9.2 Facilitate personal coping skills and strategies

6.3 Facilitate managing information and resources

3.3 Guide information processing, visualization, and 9.3 Develop seff-assessment and reflaction

manipulation 6.4 Enhance capacity for monitoring progress

3.4 Maximize transfer and generalization

Resourceful, knowledgeable learners Strategic, goal-directed learners Purposeful, motivated learners

Show the information Allow students to approach learning Offer options that engage students
in different ways tasks and demonstrate what and keep their interest
they know in different ways
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UDL resource: http://www.udIcenter.org/sites/ddIcenter.org/files/updateguidelinesZ_O.pdf
What is Universal Design for Learning? http://www.youtube.com/watch?v=bDvKnY0Og6e4

Examples and Resources of UDL: http://www.udlcenter.org/implementation/examples
Excellent resource for EACH guideline on the previous page to help you implement principles of
uDL

Center for Applied Special Technology (CAST), a non-profit organization that focuses on Universal
Design for Learning: http://www.cast.org/about/index.html

Americans with Disabilities Act, a federal law that protects persons with disabilities from
discrimination: http://www.ada.gov

-
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How Well Are You Reaching Studnts Through the

Best Practices and Practical Exaf

Principles of UDL?

1. Ideas and information represented in multiple ways?

o o oo oo

Your course syllabus clearly describes the content and your expectations of the students.

You present information in multiple formats (e.g., lecture, text, graphics, audio, video, hands-
onh exercises.

You begin each lecture with an outline of what will be covered.

You summarize key points throughout the lecture, and tie these points to the larger course
objectives.

You post electronic equivalents of paper handouts and required reading assignments in
alternative formats such as audio and video.

You employ technologies (e.g., i-Clickers) that enhance learning.

2. Students can express their comprehension in multiple ways?

O

O

O
O

You encourage students to demonstrate knowledge and skills in ways other than traditional
texts and exams (e.g., written essays, projects, portfolios, journals).

Your assessments measure students’ achievement of the learning objectives, as they are stated
on the syllabus.

You incorporate technologies that facilitate class communication and participation.

You allow assignments to be submitted electronically.

3. Students have multiple opportunities for engagement?

0
O
O
U
0
0

You express enthusiasm for each topic you teach, and explain its real-world significance.
You challenge students with meaningful assignments.

You create a class climate in which student diversity is respected.

You give prompt and instructive feedback on assignments.

You supplement lecture and reading assignments with visual aids (e.g., photographs, videos,
diagrams, interactive simulations).

You make yourself available to students during office hours in flexible formats (e.g., face-to-
face, email, online chat, telephone).

If you answered YES to most or all of these questions, congratulations! You are reaching
more students through the principles of Universal Design for Learning.

Resource: http://accessproject.colostate.edu/udl/documents/index.cfm

-
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Assistive Technologies

Accessible course content may not always be enough for all students. While Universal Design increases
the likelihood of access to course content, students may still need accommodations to access courses.
Assistive technology fills a gap between materials created using Universal Design and the needs of the
student. The next few pages are examples of some of the many assistive technologies available.

JAWS

Freedom Scientific is a manufacturer of assistive technology products, including JAWS screen reader
software, for those who are blind or have low vision. JAWS reads text in documents, browsers, and
other windows, along with letting users navigate within the Windows operating system to access menus,
dialog boxes, and more.

To learn what it’s like for the visually impaired student to use JAWS, download the free demo version
(117MB): http://www.freedomscientific.com/products/fs/jaws-product-page.asp

The demo lets you use the software for limited time periods and then you must reboot your computer
to continuing using it.

Screen reader tutorials and demos:

e http://library.blackboard.com/d/?eb3b04cd-4d39-4af0-9d2d-a3f32a95430f

e http://www.blackboard.com/Platforms/Learn/Resources/Accessibility/Accessibility-
Resources.aspx

e Listen to JAWS navigating Blackboard:
http://www.blackboard.com/Platforms/Learn/Resources/Accessibility/JAWS-Demo.aspx

Adobe Read Out Loud Text-to-Speech Tool [ speccn roperies I -0t
Read Out Loud is built into Adobe Reader. It differs from a screen || sl fecis et |
reader in that it only reads text contained within a document it o s
window. To use Read Out Loud, you will need Adobe Reader 6.0 or

Voice selection

later and the Text-to-Speech engine installed on your operating ==
syste m. Use the following text to preview the voice:
You have selected Microsoft Anna - English (United States) as the compters default
Voice speed
)
Slow Normal Fast
AudoQuput.. | | Agdvanced...

To locate the Speech Properties in Windows,
click Start and then type text to speech in the
search box.
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Below are two screen captures of the Adobe Acrobat window and the Read Out Loud tool being
activated and then used to read the document out loud. The document shown in the screen captures is
a PowerPoint file that was converted into pdf. Read Out Loud also reads alternative text to convey
meaning of images, as does screen readers. See page 19 to learn about Alternative Text.
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| used the Adobe Acrobat X Pro 30 day trial:
http://success.adobe.com/en/na/sem/products/acrobatx/1108_8209_acrobatxpro.html?kw
=try&sdid=IAZXC&skwcid=TC|22188|acrobat%20pro| |S|b|11570346742

Acrobat X is an excellent tool to convert Microsoft Office documents to PDFs and it includes
the Read Out Loud feature too.

Most useful keyboard shortcuts to use Read Out Loud:
SHIFT+CTRL+Y to activate and deactivate read out loud
SHIFT+CTRL+V Read this page only

SHIFT+CTRL+ Read to end of document

-
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Microsoft’s Speak is a built-in feature of Word, Outlook, PowerPoint, and OneNote

Add Speak to the Quick Access Toolbar

You can add the Speak command to your Quick Access Toolbar by
doing the following:

1. Mext to the Quick Access Toolbar, click Customize Quick
Access Toolbar.

Page Layout

Calibri (Body] =~ 11

2. Click More Commands.
3. Inthe Choose commands from list, select All Commands.

4. Scroll down to the Speak command, select it, and then click
Add.

5. Click OK.

6. When you want to use the text-to-speech command, click
the icon on the Quick Access Toolbar.

To use the text-to-speech (TTS), select the text you want to listen to, and then click the button on the
toolbar. Ctrl+A is keyboard shortcut to select everything.

Auditory learners may appreciate listening to course content, rather than reading
text, especially a lecture recorded by a professor. The audio lecture allows the
learner to listen to tone of voice, pitch and other nuances. Of course, recorded
audio lectures and text-to-speech works well for hearing impaired students too!
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Fifteen Best Practices and Practical Examples to
Implement the Principles of UDL and Improve Course
Accessibility

With an understanding of UDL and some of the assistive technologies, next we will look at fifteen
practical examples to implement some UDL principles and increase course accessibility in Blackboard
(Bb) Learn. Faculty should consider implementing many of these examples routinely when creating
course content, not wait until a specific need arises.

PROVIDE A DIRECT LINK TO Bb LEARN

Consider bypassing the college’s web site with a direct link for students to Bb Learn: http://bb.grcc.edu.
The direct link may be provided in your syllabus under Learning Resources, for example. See the
college’s syllabus template: grcc.edu/syllabus

It may also be a good idea to provide a direct link in a Welcome announcement (that is also sent to
students’ email).

-)‘ - Google

CONTACT US' | LOCATIONS' | ABOUTUS | HELR | E

CURRENT STUDENTS FUTURE STUDENTS FACULTY & STAFF ALUMNI & COMMUNITY

.

- S Enroll Now
> Gi. ¥ for Winter. |

ane

~w Congratulations...
Raiders Volleyball
hes the NJCAA DIl
National Championship!

Online Center Login | Blackboard | Student Email | ClassFinder | Faculty Absences | Dashboard Apply Online

GRCCnews | viewall GRCCevents | viewall Y, &,
Find|a Class
Finalists announced for 2012 12.14 | Friday | 12:15p -
Armen Awards Wellness classes
Finalists for Grand Rapids -
Community College’s annual 12.14 | Friday | 8p ‘ Financial Aid &
Armen Awards have created 4

. . NEXT TO NORMAL by Brian Yorkey, Tom Kitt | Scholarships
senvice learning projects that will wl

benefit organizations in West
ichig 5 | Saturd 3p
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PROVIDE CONTENT IN VARIOUS FILE FORMATS

Course content, including assignments, syllabus, course plan, rubrics, etc. should be available in multiple
file formats. Multiple file formats help ensure all students will be able to access the information with
their respective technologies. Content that work best is HTML, as it does not require additional
software to view and is easily navigated by a screen reader. In the screen capture below, | copy / pasted

the syllabus from MS Word, into the Bb text box editor. You may also consider providing content in MS

Word, Rich Text Format, and properly structured PDF files.

HTML

Besides multiple file
formats, also consider
copying / pasting the
information directly into the
visual text box editor (VTBE)
in Blackboard (Bb) Learn,
which is the HTML version.

Note: Bold, italics and
formatting are recognized
in JAWS by default. The
screen reader lets the user
know when, for example,
font style has changed. This
is true in HTML, Word,
PowerPoint, etc. The user
can turn off the setting in
JAWS so that every bold,
italics and formatting
change is not alerted to the
user.

-
Best Practices and Practical Examples

to Implement Principles of UDL
and Improve Course Accessibility

Syllabus

Attached Files: [ syllabus pdf (441 616 KB)
[ syllabus docx (441,616 KB)

Click the Syllabus pdf file above for a printable file.

CO 252 - Advanced Photoshop Multiple file formats.

January 6 - April 23, 2012

Cheryl Kautz, Instructor

Computer Applications

Grand Rapids Community College

Email: ckautz@gree edu

Main Office Phone: 234-3670

Bb Collaborate (video, voice, application sharing) and Bb IM Virtual Office hours: see Staff Information in Bb

Welcome to Advanced Photoshop! This course builds on the foundations you obtained in the CO 152 course. This is a “hands-on" course
where you will be expected to read the textbooks, complete the projects each week, complete a Midterm presentation, and a Final Project
which is a culmination of the learned skills. The projects can be completed using the computers in class or the lab, or a computer of your own
with Photeshop CS6 installed. Click the Resources link in Blackboard for information on discounted software at JourneyEd. An enormous
amount of resources are available to help you learn throughout the course, including dozens of videos and pdf Help files | created. Although
you will have a considerable amount of class time to work on the assigned projects, plan to spend additional time outside class to complete
the work. For every hour in-class, expect to spend at least two hours outside of class.

COURSE DESCRIPTION

This course builds on existing Photoshop skills, follows steps a designer would take to complete real-world projects, and explores the more
advanced production techniques including: workflow automation; color manipulation with the Curves adjustment utility; advanced
compositing; blending techniques; recognize the differences of CMYK and RGB color models; understand and manipulate resolution for the
web and for print; create a Photoshop Web page mock up with optimized graphics, navigation buttons, custom icons, animation, slicing, and
layout elements with precision; tricks, techniques, and alternative methods to create eye-catching photos; learn to clone effectively and
strategically; advanced techniques to create interesting type; and learn how to use Smart Objects to save time and apply non-destructive
transformations and filters. This course is designed for students studying digital graphics communication and wanting to use the latest
Photoshop special effects to create professional quality designs and images for students’ portfolios. Prerequisite: Grade of C- or better in
€0152 or equivalent.

LEARNING OUTCOMES

. Be able to create non-destructive adjustment layers, work with layer masks, scale images, create a clipping mask. create
and edit layer styles

2. Know how to copy. paste. and export vector artwork from Illustrator to Photoshop in various formats, create various layer
styles and create a Stamp Visible layer to select artwork_

. Analvze. touch up. and enhance images with blend modes. cloning tools. adiustment lavers and be able to use channels as

[
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To convert a Word document or PowerPoint presentation into a PDF, complete the following:

1. Click File on the Ribbon to open Backstage view.

Next, click Save as Adobe PDF to display the Save Adobe PDF File As dialog box. See screen capture
below.

3. Click Options and then click to add a check mark to the two boxes: Create bookmarks using and
Document structure tags for accessibility. This option is available on PCs only. These features help
to ensure your document will be read properly in a screen reader.

4. Enter a descriptive file name (see page 24 about descriptive file names) and then choose Save.

Haome Insert Developer Page Layout References Mailings Review View Acrobat
- ————————————————————————— -
i save (W] Save Adobe PDF File As (o

Save As

< o1 Saveas AdﬁF\l

Savein: (M Computer

g= Hard Disk Drives (2)
4 05 (C)
q Recent Places o
L' Close &7
- 561 GB free of 915 GB
] Cherw - (K:)
Desktop T e 000000 |
. 7 252 B free of 165 GB
Devices with Removable Storage (2)
MNew 4 4 BD-ROM Drive (D)
_—_ SignatureWord2010Instruct...

orint &= 0 bytes free of 2.76 GB

SD/mini-MMC/RS (F2)

| -
Save & Send Ty
Help
File name:
|3 options
Save as type: PDF files

B Exit [

View result

Note: if you do not see Save as Adobe PDF in step 2 above, choose Save As instead. Next, in
the Save As dialog box, choose PDF from the Save as type drop down menu.

For formatting tips, accessible syllabus templates and more, navigate to the following site:

http://teach.ucf.edu/resources/document-formatting-guidelines/

When scanning documents to create PDFs, be sure to scan as searchable text, not an image, so
that it is accessible with a screen reader. Learn more at w3.org:

http://www.w3.org/WAI/GL/WCAG20-TECHS/PDF7.html
|
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STRUCTURE PAGES WITH HEADINGS AND LISTS FOR EASY READABILITY

HTML, Word, PDF documents, and PowerPoint presentations are easy for everyone to locate content
when the pages are structured with headings and lists. Well-structured documents also work well in
screen readers. Visually impaired students can use shortcut keys to quickly navigate to headings (see
page 14).

HTML

As mentioned in example two on the previous pages, HTML content is the most accessible type of online

content as it does not require additional software to view and is easily navigated by screen readers.

Faculty should use HTML content whenever possible. When creating HTML content, there are a few
things you should know about headings. There are six headings,

which typically display in successively smaller font sizes (see

L]
He ﬂdlﬂg 1 screen capture to the left). Headings are used to show the
document structure and indicate importance of content.
Reserved_< . Headings should not be used to control the appearance of the
for Bb CMS HEﬂdlﬂg 2 page. For example, the title of a page should be set up as a
heading 1; not 18 pt., bold font. The correct heading 1 indicates
i it is the title of the document. A screen reader will recognize a
\Heﬂdmg3 it is the title of the d A d ill i
— heading and how it fits in the structure of a document. A screen
Heading 4 ria:er will not recognize the 18pt, bold font by itself as the title
Headings ofthe page.
for faculty | ;
or faculty Heading 5 In addition, headings 1 —3 (H1 — H3) in Bb SP9 are reserved by
to use. the Blackboard Learn Course Management System. Headings,
Heading 6 titles and navigation in the Bb Course Management System use

—

H1, H2 and H3. Faculty should create course content with H4,
H5, and H6 to show document structure.

Edit Mode is;: = OFt

Heading 1, 2 and 3 are
reserved for the Bb
Course Management
System as shown in
this example. Itis not
available for faculty to

create HTML content

in the VTBE. B
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Below is a Blackboard Visual Text Box Editor (Bb VTBE) containing a lengthy HTML syllabus. The syllabus
is structured using the 4, 5, and 6 headings; the headings available for faculty to create HTML course
content in Blackboard. H4 indicates the most important part of the document and is therefore used for
the title. H5 indicates subheadings including Learning Outcomes, Materials, and so forth. H6 is to
indicate third level headings.

1. content Information Heading 4 (may only show Heading) is used

¥ Name Syllsbus to indicate the title of the syllabus,
Color of Name B soc “C0205 Advanced Operating System”
Text
T[7[x]z] =[weanas | @[aw AW | [1]0] [i]zH[]
xX[a[a)[ele] [ =R (=E] [T [v] P e
=] [2]25] | == adsee A2 5] [
e[ =g 2] [
Blackboard :::: v £
Visual Text Box August 27, 2012 - December 13, 2012 Heading 5 is used

Editor (Bb VTBE) for th
or the

subheadings.

Cheryl Kautz, Instructor
Computer Applications

This is the HTML

version of the Grand Rapids Community College
Email: ckautz@grcc.edu
course content Main Office Phone: 234-3670

Bb IM Virtual Office hours: see Staff Information in Bb

Iz Coruse is an advanced level operating system
more complex and advanced features of the current
em. Hardware, software and general systems concepts are
ions of Windows Functtions.

Welcome to Advanced Windows Operating Systel
class in which students explore and practice
version of Microsoft Windows operatin
presented as well as practical apgl

LEARNING OUTCOMES Lists (numbers or
1. Demonstrate ability to partition a hard drive. bUIIEtS) improve
2. Articulate the major differences between NTFS and FAT file systems. ™
3. Define and articulate major connectivity issues of the Windows devices. readablllty forall
4. Define hardware and software parameters required for the ccurrent Windows Operafing System's learners

environment.

Note: as ycﬁcar; see on the pr'e'\'}-io'us page and here; H4, 5 and 6 are smaller sizes and may be difficult
for some students to read. After the headings are marked throughout the page, you may go back and
change the font size, style and color without affecting another student’s ability to navigate with a screen
reader.

-
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JAWS screen reader navigates easily in well-structured documents

When a page is well structured, documents are easy to navigate in JAWS screen reader. The student
uses shortcut keys to bring up the Heading List (see JAWS screen capture below). With arrow keys, the
user can then choose which part of the syllabus to hear.

-

Heading List (S|

C0 205 - Advanced Windows Operating System:4 |+ | | Move To Heading
Learning Outcomes: 5
Materials: 5 Cancel
Office Hours: 5 )
Evaluation: 5 >|'— Headings 4, 5 and 6 are
Course Policies: 5 — identified in the screen
Attendance:6 reader, indicate
Academic Integrity: 6 importance in the
Learning Resources: 5 —_ document structure, and
allow the student to

Sort Headings navigate to the desired

,El In Iﬂb Order section.

) Alphabetically
Display

@ All Headings ) Leveld Headings

() Levell Headings ) Level5 Headings

() Level2 Headings () Levels Headings

() Level3 Headings

In a poorly structured document, with missing or no headings, the student must listen to the
entire document to find the desired information.

To see additional JAWS Heading List dialog box examples, visit
http://ckautz.org/udl/headings.html

The examples also show the JAWS heading list for headings 1, 2 and 3 in the Bb Course
Managements System.

-
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Word documents

As already mentioned on page 10, documents should be made available in various file formats. The
syllabus in the previous example may also be created using Word, instead of typed into the Bb VTBE.
After the Word file is created, if desired, it can also easily be converted into a PDF file (see page 11). Use
the Styles gallery in Word to create the page structure. Below, Heading 1 is used for the title of the
document.

Wi o-8 &3 [+ Uocumentz—-‘iﬁcrosoﬂwma-—

Home Insert Developer Page Layout References Mailings Review

Cambria (Headings) 14 - :
j I U -abe X, X = AaBbCcDc  AaBbC AaBbC A
Pa'ste LA . A Aav | AS A T Mormal T Mo Spa Heading 1 g
Clipboard = Font [F] Paragraph [F] Styles
_ Y
August 27, 2012 - December 13, 2012 Word Styles gallery

Chervl Kautz, Instructor

Computer Applications

Grand Rapids Community College

Email: ckautz@grce.edu

Main Office Phone: 234-3670

Bb IM Virtual Office hours: see Staff Information in Bb

Welcome to Advanced Windows Operating Svstem! This Coruse is an advanced level operating
svstem class in which students explore and practice the more complex and advanced features of
the current version of Microsoft Windows operating syvstem. Hardware, software and general
svstems concepts are presented as well as practical applications of Windows Functtions.

LEARNING OUTCOMES

1. Demonstrate ability to partition a hard drive.

The default Word headings may be customized to your own preference. After you have created the
heading style you prefer (size, font, color), update the changes in the Styles gallery. In the example
below, right-click on Heading 1 in the Styles gallery, then choose Update Heading to Match Selection.
The new style will affect the current document only. If you want the new style to affect all future
documents, instead choose Modify from the shortcut menu. Next, choose the option New documents
based on this template.

Home Insert Developer Page Layout References Mailings Review View Acrobat o @

AaBbceDe AsBbeeDe | AaBhb| % 4

Heading1 |_ Change Editing
T Styles~ ~

Arial - 18 - iz
_j __1 . I U - ahe x, x° & %
P t "
aste Lo A - Aa | A A Q .

Cllpboard ) Font M

Select All: (Mo Data)

Co 205 - Advancbd Wil'ldow Rename...

[ ] »rE&

Remove from Quick Style Gallery
| Aug‘usl 27.2012 - December 13, 2012 Add Gallery to Quick Access Toolbar
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Important note

If you plan to copy and paste the text from your Word document into a Blackboard Visual Text Box
Editor (VTBE), you should not use Headings 1, 2 or 3 when creating the document in Word. As
mentioned on page 12, these headings are reserved for the Blackboard Course Management System.
Use Word’s lower-level headings, such as Heading 4, 5 and 6 instead.

What if | do not see Word Headings 4, 5 or 6 in the Word Styles gallery? When Styles are not often used,
they may not appear in the Styles gallery and have to be “turned on.” To turn on the availability of the
lower-level Headings in Word, complete the following:

1. Click the Styles dialog box launcher (see below).

2. Next, click the Manage Styles button.

3. Inthe Manage Styles dialog box, click the Recommended tab.

4. Click to select the Styles that you want to make available in the Styles gallery. You may press and

hold the Ctrl key to select more than one.

5. After the desired Styles are selected, click the Show button. Finally, click OK.
6. The Styles should now appear in the Styles group, on the Home tab.
Styles
Home Insert Developer Page Layout References Mailings Review Wiew Acrobat dia Iog
L % inpes <1 <A & e B == EE 4T % e
_j | (Body) AN A |8 z nasbcce AAB & g box
E, Lae
Paste S e3P A . e —| Change
= J B I U abe X, X £y - i T Normal | T Mo Spaci Headingl |- S Iauncher
Clipboard = Font [F] [F] Styles [F) dit
1
— 1 Clear Al -
: % ; ' ‘ biackul a E|
((} Recommend | Regtrict | Set Defaults i bodytext T
: Sortorder: | As Recommended E| [] show recommendead styles only | ! Cheryl's Sub Heading n
-
[ Select one or mare styles to set whether the style appears by defaultin the i
R Y recommended list and the order in which the styles appear notiocalizable a
° 10 Heading 1 - st a
. Importan| 10 Heading 2 D Mo Spacing T -
10 Heading 3
i Ifyou pla 10 Heading 4 [ Show Preview
| (VTBE) vq| | [ : 7] Disable Unked Styles Manage
B 12, 10  Heading 7 {Hide Until Used)
page 10 Heading & (Hide Unti Used) Options...
lower-le 10 Heading & (Hide Until Used) St I
- 11 Tite = — yles
| button
™ Té et o h " ded ord ize information.
: Resources et priority to use when sorting in recommended order erstand for
i and Tips [ wovevp | [ wovepoun | tified with HTML
i [ Make Last I [ Assign Value... ] earn more, see
;1 h Set whether style shows when viewing recommended styles
- | I Show ] [ Hide until used ] [ Hide ] ot often used, they
- (@ Only in this document  (©) Mew documents based on this template he availability of
. It
| e
-

Tables in Blackboard are another way to structure content, display and organize information.
However, tables with more than five rows or columns may be difficult to understand for
someone using a screen reader. Also, column or row headings should be identified with HTML
TH tags and the summary attribute should be used to describe the table. To learn more, see
http://ckautz.org/udl/tables.html
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USE HYPERLINKS SO THAT CONTENT

HTML

Best Practices and Practical E;_

CAN BE EASILY ACCESSED

The Uniform Resource Locator (URL, the Web site address) should be a clickable link which allows all
users, including those using screen readers, to easily access information.

Clickable links can be easily created for course content that is provided as HTML in the Bb VTBE.

1. In Blackboard Learn, Build Content Item or enter Edit mode.

In the Bb VTBE below, select the text that will be a clickable hyperlink. Below the

http://www.grcc.edu/policies

is selected.

3. If necessary, click the Show More / Show Less button located in the upper-right of the text box

editor.

4. Click the Insert/Edit Link button.

5. Atthe Insert/Edit Link dialog box, type the URL in the Link Path text box.

6. From the Target drop down menu, choose Open in New Window (_blank). It is important that
the file is NOT opened inside of the Bb frame as it may not be accessible in a screen reader.

7. Click the Insert button.

Folder. More Help

3% Indicates a required field.

1. Content Information

s m

ack

<& Name Syllabus
Color of Name [ ] BI
Text
Selected text that will x[T[z]z] W] rarmoroig
e [ ol el (=)
e a Clickapble lIin EIE‘““

EEEEERE
literature, selling merchandise, fu
Student Handbook at http://w

remembers that GRCC is a toba
policy or for resources about qui

Finally, the most recent policies (
T T T

Path: p » span

2. Attachments

Attach a file from a local drive, Cour:
remove the attachment. The file itsel]

Aftach File i

3. Options
Permit Users to Viewthis @ Yes
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Font family -
(@) Insert/Edit Link - Mozilla Firefox

Fontsize - - - NS

Go to a Website

General Popup Events Advanced

— General Properties

o

Link Path |nttp:iwww.gree. edulpolicies J

Browse My Computer

Browse Content Collection

When attaching a file from your computer, you must first submit the content item so the

file is assigned a permanent URL.

Title [ |

[=]

Target | Open in Mew Window (_blank)

Class  |—MotSet—

Cancel Insert

URL in the Link
" Path text box

Be sure to
open Web
page in new
window for
accessibility
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Best Practices and Practical Ex:

Word documents

1. When a Web site address is typed in Word, it will become a clickable hyperlink after the space bar is
pressed. If it does not, the hyperlink can be created manually. Continue with step 2 below to
manually create a clickable hyperlink in Word.

2. Select the text that will be a clickable hyperlink link. Below, the http://www.grcc.edu/policies is
selected.

3. Next, click the Insert tab.

4. Click the Hyperlink button in the Links group.

5. Atthe Insert Hyperlink dialog box, click the Existing File or Web page button in the Link to group.

6. Inthe Address text box, type the URL.

7. Ifyou plan to copy and paste the Word document into the Bb VTBE as to provide a HTML version,
consider clicking the Target Frame button and then choose New Window or Whole Page from the
drop down menu. The content will be easier to read and interpret with a screen reader outside the
Blackboard frame.

8. Click OK to close the Insert Hyperlink dialog box.

Home Insert Developer  Page Layout References Mailings Review  View  Acrobat Hyper/lnk
[8) Cover Page - EE Ty T2 smartArt B, Hyperlink - i
[ Blank Page E @ L @ il chart A Bookmark [ Footer - Awordat~ [F €2 symbol~ = button
Selected teXt "=, Page Break TEP‘E i a‘,f Sha.pes &+ Screenshot = | [ Crossreference | [=] Page Number - Qjﬁ‘. ASpropcap~ hgd - EE'“:;"
. Pages Tables Tllustrations Links Header & Footer Text Symbols Flash
that will be a L R B S R SR RN SRR SRR WA SR WA SRR, 113 |
. . 7 Additional policies, to include (butnot limited to) academic integrity, disability support services,
CIICkabIe Ilnk \ & pustmgjdi:trihutingIiteratule,seIIingmerchandlse,fundraismg,gclassmomdisrupﬁi‘::n,conductand
l\ substance abuse, can be found in the GRCC Student dbook at http://www.grcc.edu/handbook. If you
m come to campus for this or other classes, research, ormeetings, remembersthat GRCCis a tobacco-free
\ campus. Go to http://www.gree.edu/tobaccofree for complete details on this GRCC policy or for
i resources about quitting.
: inally, the most recent policies (that may not have been published in the catalog and handbook yet) are
~ LI, These policies and procedures are subject to change and incorporated
by
: o
; Link to: Text to displays |nttp: www.grec.edujpolices | [ seeenta.. |
“': Ll RESOURCES
oy | 5 [ Dokt [ =]
Blackboard ErgT e ——
il @[ | B e URLin the
|| Placein This
Seamer | | aone Address text
i gesteten | | pecent box
ocumen Files
- 0 Address: | htt:/fwww.grez.edufpolides é ;
E-mail Address
=]

9. After the link is created, place the insertion point over the link (see below), press nd hold the Ctr/

key and then click.

TESUUTLESY dUUUL QUILLITIE.

http:/fwww.grec.edu/policies
Ctrl+Click to follow link ave

Finally, the most rec

at http:ﬁwwm-lﬁrcc.edu,u"policies.These policies an|

by reference
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USE ALTERNATIVE (ALT) TEXT FOR IMAGES

Images can increase comprehension and usability for most students. However, without alterative (alt)
text, a visually impaired person does not know what the image is or the purpose of it. The alt text
replaces an image with a text version. When the reader comes to the alt text, the screen reader conveys

the meaning of the image.

Effective alt text

1. Ensure the alt text communicates the purpose of the image accurately.
Do not repeat the alt text in the body of the text. A visually impaired person does not want to
hear the text twice; first in the alt text and then again in the body.

3. Alt text should be left empty when the graphic is purely presentational and does not add
meaning to the body of the text (e.g. picture bullets in a list or a picture border around text).

4. If the graphicis important to comprehension, do not insert it into the background. You cannot
create alt text for a background image because a screen reader cannot read it. If a screen reader
cannot read it, the visually impaired student will not comprehend the importance of the graphic.

Add alt text to an image inserted into the Blackboard visual text box editor (VTBE)

1. Inthe Edit Item window, click the Insert / Edit Image button. See next page.
. After clicking the Insert/Edit Image button, the Insert/Edit window opens.
3. Within the Insert/Edit Image window, the alternative text is entered into the Image Description
box. In the example on the next page, the alt text describes the image.

Best Practices and Practical Examples /= Grand Rapids Community College
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After the image is added, a screen reader will now communicate to the visually impaired student that

Best Practices and Practical E;_

the image is a “Picture of the required textbook” as that is what was entered for the alt text.

Edit Item

A Content Item is any type of file, text, image, or link that appears to users in a Content Area, Learning Module, Lesson Plan, or Content Folder. ]

Ip

Insert/Edit image

3 Indicates a required field.

button N\

tent Information

<& Nam Syllabus

Color of Name Black

Text

(% 0la[w]] [= = | ke lz =] (=[]
o) [ [=]=] 1] «[0]o] [@)o]+ |5
e elae e ()] s

HTML code view

HMATERIALS

Wright BNDL: MCTS GUIDE TO MICROSOFT WINDOWS 7
(EXAM # 70-680) Cengage, ISBN 5781111617035
This bundle includes the book and Printed Access Code (PAC) to aci

Go to a Website

Image Description

General Appearance Advanced

text box is where the

—General
* Image URL

[PLATE/content_1976808_1/embeddedtexioook jpd] alt text is entered.

Browse My Computer Browse Content Collegl

Image Description [the required textbook]

You may also enter
Tite ]

text in the Title text

— Preview

box for other
students not visually

m

impaired. The title
appears as a screen

- tip when the mouse

hovers over it.

Cancel

In Bh, click staff Information for Blackboard IM (instant r

style="text-align: justi

<p class="MscNormal"> <span style="font-size:
'"Calibri', "sans—-serif';"></span></p>

<p style="margin-left: lin; text-indent:
style="font-3ize: llpt:; font-family:
name="materials"></a></span><apan style="font-size:

—lin;™

'"Calikbri', "sans-gerif'; "><b>MATERIALS<img stvle="flcat:

src="https://bbli.grcc.edu/bbcswebdav/pid-1976809-d
P e tu by R Y LiNE - -al~ ] t="Picture of reguired textbook”
width="150" /> </b></span></p>

<p atyle="margin-left: lin; text-indent:
<p cla3as="MacHNormal"><3pan 3tyle="font-3ize:

-lin;™
1llpt:

1llpt;

class="Mscllormal"><span
'"Calibri', "sans-serif'; "> <a

claas="MaocNormal " ></p>
font-family:

ing} virtual office hours. You may also reach me via e-mail: ckautz@grec.edu. | am

¥r"r><3pan atyle=
'Calibri', 'sans—-serif';"><span>fdd SLOs</span></span>

font-family:

The Image Description
entered above, appears as
alt text in the HTML code.

11lpt:
right;
. -rid-7460749 2
eight="236"

font-family:

3

'Calibri’, "sans-serifi";">Wright BNDL: MCIS GUIDE TO MICROSOFT WINDOWS

7 <br /> (EXAM # 7T0-680) Cengage, ISBN
includes the book and Printed Access Code (PAC)
Lab.</span></p>

<p class="MacNocrmal™></p>

<div stvle="border-width: medium medium 1.5pt:
3c0lid; border-color:

-moz-border—top-colors: none;

border-atyle:
-moEZ-use—-text-color —moz-use-text-color windowtext;
-moz-border-right-colors:

9781111617035<br /> This bundle
to access the cnline

none none

none; -moz-border— -
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Add Alt text to an image in PowerPoint, Word or Excel

Best Practices and Practical Exampl

Line Style zadgets on the desktop

Shadow Description:

Reflection
Glow and Soft Edges covered in chapter 9,

3-0Farmat

Placed here is a screen capture of 5 Gadgets on the desktop.
zadgets are mini-programs that sit on the desktop and perform
ongoing Functions. Detailed information about Deskiop Gadgets i

|E“ (=, R PowverPoint Chapter Lppt [Compatibility Mode] - Microsoft PowerP oint ‘ Picture Tools = = 52
Home Insert Dresign Transitions Animations Slide Show Rewiew ‘e Acrabat Format @ e
* 3 = Layout - - N 11 oy Lo ) &2 #Fina
Ba- IJ E]Reset .o T = LT'J) —H ‘j 5# - | 2. Replace ~
Paste New S B /7 U 8§ abe i\-’_ Aa A == Shapes Srrange .
_ S 7 St Toenter Alt text in Word,
Clipboard = Slides Font Drawing
ERENE | PowerPoint or Excel, right-click the
3 Format Picture == image and choose Format Picture
Fil Alt Text and then Alt Text.
Line Color Title:

By default, in the demo version of
JAWS, the Description text is read,
not the Title. The user can change
these settings.

3-0r Rokation
Ficture Corrections Titles and descriptions provide alternative, text-based _
representations of the information contained in tables, diagrams, E
Picture Colar images, and other objects. This information is useful For people
with wision or cognitive impairments who may not be able to see or
Artistic Effects understand the object.,
Crop A title can be read to a person with a disabilty and is used to
X determine whether they wish to hear the description of the
Size conkent,
Position
[ Alt Text ] )
————
Figure 1-6 Gadgets on the desktop
Courtesy Courte Techrologyengsge Liwning
MCTS Guide to Microsoft Wvindows 7 3%
-
-
H
-
¥
NIEN Il | »
Slide 35 of 78 | "Default Design” | < | |[ElEeE =T 0% (=) {J (+) (3

Note: footers should be removed. This PowerPoint has 78 slides. If the footer is not

removed, the screen reader would read it 78 times. Also, consider replacing the footer with
the word “Next.” When listening in a screen reader, this makes it clear the student should
go to the next slide. Footers are easy to change in PowerPoint. All slides can be revised in
one place. Click Insert on the Ribbon and then the Header & Footer button.

Listen to how the above sounds in the JAWS screen reader software: first you will hear the
Alt Text shown above on slide 35, then the footer replaced with the word “Next,” and finally
you will hear the text on slide 36: http://ckautz.org/udl/screen_reader_example.mp3

Listen to a more natural voice sound by RealSpeak

http://enterprisecontent.nuance.com/vocalizer5-network-demo/index.html

-
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Use Word Check Accessibility tool

Although Word’s Check Accessibility tool is not a substitute for proof reading your documents, the tool
can help to identify issues. To check your document, complete the following:

1. Click File on the Ribbon to open Backstage view.
2. If necessary, click the Info tab to display the Info gallery.
3. Click the Check for Issues button and then choose Check Accessibility from the menu.

Home Insert Developer Page Layout References Mailings Review View

[& save .
s Information about Document6
Rl Save Ag

» | 5ave as Adobe PDF Permissions

= Open @ Anyone can open, copy, and change any part of this docu

ﬁ Close Protect
Document =

Prepare for Sharing

i
Before sharing this file, be aware that it contains:

Mew Check f Document properties and author's name
eck for

Issues -

Inspect Document
Check the document for hidden properties

Check Accessibility
Check the document for content that people

with disabilities might find diﬁ’i‘cW

Check Compatibility
Check for features not supported by earlier
versions of Word,

Recent

Content that people with disabilities are unable to rea

Versions
3 There are no previous versions of this file,

-
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After | checked the syllabus document for accessibility, | received the error “Missing Alt Text” as shown
below. Additional Information, located on the lower-right of the window, provides directions to correct

the error.

File Home Insert Developer Page Layout View Acrobat

& » vl A% a7 w | L T e e SR A 3 Fina -
—j s 0 AN A ECIECSE EE N T aaspeene assbeene A Bl ,
3 - Sac Replace

References Mailings Review

Paste = 1 | . B, A === t=- v [Tl w 1 i i | Change |
i |B| T U -abe x; x| /5 SA _E— =i - o T Normal 1 No Spaci.. | Heading 1 || ¢ ey | I setect -

Clipboard 1= Fant (] Paragraph I Styles I Editing
Accessibility Checker v X
Inspection Results
¥ Ermors

CO 205 - Advanced Windows Operating System 3 Wissing AD

Picture 2

[ LEXE]

August 27, 2012 - December 13, 2012

Cheryl Kautz, Instructor
Computer Applications
Grand Rapids Community College

Email: ckautz@grce.edu

Main Office Phone: 234-3670

Bb IM Virtual Office hours: see Staff Information in Bb

Welcome to Advanced Windows Operating System! This Course is an advanced level operating
system class in which students explore and practice the more complex and advanced features of
the current version of Microsoft Windows operating system. Hardware, software and general

systems concepts are presented as well as practical applications of Windows Functions.

NETWORKING

MATERIALS

Wright BNDL: MCTS GUIDE TO MICROSOFT WINDOWS 7 ; i
(EXAM# 70-680) Cengage, ISBN 9781111617035 B Microsoff Windews 1
"Ifhis bundle includes the book and Printed Access Code (PAC)to i
access the online Lab.

Additional Information ¥

OFFICE HOURS

Select and fix each issue listed

above to make this document
arraccihla far manmia with

. MCTS

Best Practices and Practical Examples /= Grand Rapids Community College
to Implement Principles of UDL === C.Kautz | Sept. 2012 | Page 23 of 36
and Improve Course Accessibility http://www.ckautz.org/udl




Best Practices and Practical

LABEL FILES CLEARLY

Files should be labeled clearly so that it has meaning when interpreted with a screen reader. For
example, use syllabus.docx verses docl.docx. See below for additional examples.

Homework: Project 1 =
Attached Files! [ homework-projecti-instructions.docx (315.894 KB}
D homework-project1-instructions . pdf (315,884 KB)

Click a hemework-project1-instructions link above to download and print the instructic
Project 1. When completed with the project, click the

Homework: Project 1 link above to submit your zipped file to Bb for grading. If you ne
zipping and submitting files to Bb, see Leam how to zip and submit your Projects fo
week 1.

Help Desk: Related resources for Project1
Aftached Files: [ PowerPoint that summarizes key concepts.ppt (2.845 MB)

[ help-resources.pdf (315.894 KB) [ help-resources.docx (3.769 MB)

SET UP FILES TO OPEN IN A NEW WINDOW

When inserting content into Bb Learn, select the option Yes to Open in New Window. Files opened in a
new window are easier to navigate in a screen reader, then if opened inside the Bb frame.

Week 2 September 3 - September 9

Build Content ~ Assessments Tools ~ Publisher Content ~

Create New Page
ltem Content Folder
File Module Page Create File
Aud@ Blank Page Use the File content type to add a file that can be selected and viewed as a page within the eol
Also, a collection of files or an entire lesson, including cascading style sheets (CSS), can be dev
Image Mashups viewed in order. More Help
Video Flickr Phote
Web Link SlideShare Presentation
) YouTube Video 3 Indicates a required field.
Learning Module MBC Content
ST Wimba Voice Authoring
T 1. SelectFile
Course Link
Select a local file by clicking Browse My Computer or one from within Course Files by cli
Content Package (SCORM) the text to appear in the list of content. Click No to display the file within the Course environ
page heading.
% Find File ‘ Browse My Computer ‘ ‘ Browse Content Collection
Selected File File Mame cs6 notes.docx
Select a Different File
<& Name sylabus pdf

Color of Name

Open in New Window
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RECORD VIDEO / AUDIO LECTURES IN VARIOUS FILE FORMA:TS

Faculty should record lectures to give students the opportunity to review material as many times as
necessary. It is also a good idea to provide the lectures in multiple file formats as this will help ensure all
students will be able to access the information with their respective technologies (*.swf, *.mp4, etc.).
Some of the technologies used to record lectures are listed below.

e Camtasia *.MP4
0 Camtasia Studio records your screen and voice, allows you to add music, photos, video,
clickable links, etc.
Learn more: http://techsmith.com/camtasia
Free to use for 30 days: http://www.techsmith.com/download/camtasia/default.asp
= The videos may be saved using Flash or only as a mp4 file. Consider saving in
both formats.

0 Camtasia Relay allows you to share your knowledge quickly and easily. I'll use this
software to record lectures in the classroom. It is available in all multimedia classrooms
at GRCC.

Learn more:
= http://www.techsmith.com/camtasia-relay.html
= http://cms.grcc.edu/relay
= tip sheet:
https://bb.grcc.edu/bbcswebdav/institution/Distance%20Learning%20and %20l
nstructional%20Technologies/Training/Tip%20Sheets/Relay/UsingCamtasiaRela

y.pdf
Download free: http://relay.grcc.edu

o Jing *.SWF
Record up to 5 minutes for free
http://techsmith.com/jing.html

e Use existing YouTube video or upload your own video to YouTube and link or embed in Bb.
YouTube Mashups tutorial video: http://www.youtube.com/watch?v=3hdmm-6GG9U
(provided by Tim Koets).

e Screencast-O-Matic
Allows faculty and students to easily record videos without installing any software onto your
computer. Just click the Start Recording button!
http://screencast-o-matic.com/
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INCLUDE CLOSED CAPTIONING AND / OR TRANSCRIPTS AND AUDIO DESCRIPTIONS

For students that may be in a noisy environment, do not have a head phone or sound card, have
difficulty understanding the video, or are hearing impaired, include Closed Captioning (CC) and / or
transcripts with your videos. Audio Descriptions should also be considered for students with visual

impairment. Audio descriptions can be helpful to describe important content not available through the
audio alone.

Select textbook publishers that provide accessible technologies

Whenever possible select accessible technology for your courses. Textbook publishers sometimes
provide videos with CC, transcripts and multiple file formats. Below is a screen capture from the Total

Training videos Cengage Learning provides for the Adobe courses at GRCC.

= e s - - EImN essowmaus  cesien 3% | D) Acess cSie
Fle Edr [mage Lopmr Seecr Fltr dnahsin 30 View  Wiedew  Help

| FRE I F - S —— ShowTredom Contras T u 2, & 3 EEE Biddil '

shapees T 6P (2 aircies, RGED 5 | |
HAVIGATCS E‘ ﬂ

H |

g80

L, oy
Bralus Wl

B>
0

0
=3/}

L. . g
-
-

b

Asiseontasiiimadelthat
click, the layer two circles

FA

M M 00:52 S— 05:33  defll] | 53

Manipulating Image Layers
Diownload Transcript
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Camtasia Studio to create Closed Captioning

Below is a screen capture of Closed Captioning being added to a video in Camtasia Studio 8. The
transcript may be copied and pasted into the Captions window located in the upper left (see below).
You may also try the speech to text option (circled in red below) to automatically create the captions.

r .
Camtasia Studio - with,_captions.camproj [

File Edit View Play Tools Help
© Record the screen ~ [&J Import media & Produce and share ~ = Fa] 748420 Q_ Shrinktofit ~

v Global settings ADA compliant

arial - B v [ amerremtee
Captions [ 5 Add caption medid] | [ Speech-to-text... | ’
0:02:36; 12 -, Washzsaml-smis

now, Intro to Word Processing. I'm already
logged in. On the left hand side navigation, you'll
see a link for Assignments. The Assignments

=

=

Ej Week 3 Sep 14-20
=

[Ea

.02:48; Week 4 Sep 21-27
DOZFEOT are the heart of the course. This is where you

are going to spend most of your time working

online. Click Assignments right now. What | Vieek 5 Sep 28 - Oct 4.
0:02:5%;04

notice is 14 weekly folders for your textbook
assignments. You'll see a Week 15 for the final
exam. We will focus on the 14 weekly folders

that contain your weekly textbook assignments.

For demonstration purposes, as | mentioned, |
will use week 4 to show you how to submit your

F:F Week 6 Oct5-Oct 11

E]mm‘aﬂis'}

I[__:\]W

0032502 ) cionment Go ahead and click the week 4 that contain your weekly textbook assignments.
folder right here. After | click the week 4 folder, For demonstration purposes, as | mentioned, |

v dvanced will use week 4 to show you how to submit your

[ sync captions.... | [ Import captions.... | [ Export captions... |

221012132
Clip Bin Library Audio ‘Captions More BN

p
@ E YLk |
= oottt i U i DR U

00:03:100 O 00:03:20;00 00:03:30:00 00:03:40;00 00:03:50:00 00:04:00:00 00:04:10;00 00:04:20:00 00:04:30;00 00:04:40:00

Track 5 sldersf... |“that contain yourwe.. assignment. Go ahead..  doesn’'t matter if itisweek 2 or...  additional mat... and how to.. exercises fol... Every week you will see...  assignment. It will...  look like thi

Track 4

Lcamrec (Screen) - capture-1.camrec (Screen)

< [

Learn about speech-to-text for Camtasia studio:
http://www.techsmith.com/tutorial-camtasia-speech-to-text.html

_ ___ __________________________________________________________________]
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YouTube to create Closed Captioning (CC)

YouTube is a resource available to create CC. YouTube creates the CC for you, which you can edit.* The
following is a screen capture of a video | created using Camtasia Studio along with YouTube to create the
CC.

To begin using YouTube to create CC, follow these steps:

Yﬂu TUbe Q Browse Movies

Edit Enhancements Annotations S

transparent pixels

cheryl kautz Subscribe 1 video -

Optimization -

for the Web
and
Transparent
Pixels
CC added using
YouTube Whclont iesln diniiuninis s W

1. Navigate to www.youtube.com and click Sign In. If you do not already have an account, click
Create Account instead.

2. After you have a YouTube account and have signed in, click the Upload link at the top of the
page. You may upload videos you created with software such as Camtasia (see page 25).

3. After video is uploaded, click your name in the upper-right of the YouTube web site.

4. Next, from the drop-down menu underneath your name, click the Video Manager link.

5. Within the Video Manager, click the drop-down  Uploads
arrow next to Edit and choose Captions.

6. After choosing the Captions button from the . bl
drop-down menu, there will be a button to Bicons
Upload caption file or transcript or you may .
click the English link (or whichever language is Info and Sefings
used) to download and edit CC that has been E£ ‘ Enhancements
automatically created. & o

Download fy__
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Best Practices and Practical Exar

*The automated transcript translation in YouTube may not always be that accurate. To clean
up transcripts, consider a universal transcript system: http://www.universalsubtitles.org/en/
The system allows you to clean up transcriptions as a group effort, allows you to use the

auto-translation tool, or complete translation yourself.

Register for a session at the Center for Teaching Excellence to learn more about adding
multimedia to your course: http://cms.grcc.edu/ctecat

Contact GRCC Disability Support Services (DSS) for additional information about audio
descriptions, closed captioning and transcripts:
http://cms.grcc.edu/disability

GRCC currently has Camtasia Relay version 3 and is working on obtaining 4 (as of Sept.
2012). The software is used to record audio and video for your lectures in the classroom.
Relay 3 includes the option for closed captioning (available in the Profile dropdown menu).
Relay 4 will offer closed captioning and transcripts. Look for it in the multimedia classrooms
at GRCC. You may also download it from http://relay.grcc.edu

Camtasia Studio 7.1 and 8 can also be used to record audio and video for lectures.
Moreover, it allows you to add music, photos, video, clickable links, etc. Closed Captioning
can be created by clicking Tools > Captions from the menu bar. To learn more, use the
Camtasia Studio Help and do a search on “closed caption.”

Web captioning overview: http://webaim.org/techniques/captions

Audio Descriptions can be created for the visually impaired student. The audio provides
additional information about the video.
Learn more: http://webaim.org/techniques/captions/#ad

-
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KEYBOARD SHORTCUTS TO ACCESS MATERIALS

Students using screen readers or with limited mobility should be able to access all Bb Learn content and
web page elements using a keyboard only.

Consider providing keyboard shortcuts to your students to help ensure they can access course content.

Keyboard shortcuts for navigating the Windows Operating system, documents, browsers, configurations
to more easily access forms and more are available at the link below.

To share keyboard shortcuts with your students, download the pdf file here:
http://ckautz.org/udl/tips_for_students.pdf

-
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Best Practices and Practical E;_

ORGANIZED AND CLEARLY LABELED WEEKLY CONTENT FdLDERS

Create weekly content folders that are organized and clearly labeled. Weekly content folders are well
organized as shown below. However, the screen capture on the right for “Do” has been simplified by
removing the extra text below the folder. A screen reader will be able to navigate the content more

efficiently; therefore the student will locate the desired weekly content quickly.

Don’t Do

Projects Projects

'E:I Week 1 January & - 18

e o el (o Hommwhetom Ut

E? Wesk 1 January 6 - 18

ﬁ"l Week 2 January 16 - 32 = Week 2 January 16 - 33
- Lamrue mitors ba aie b Cowsbe roedaibrctve sduwtreed e mo st e ranks 3dsbe mragen. drsts -5
Py iyt
E— . P — y - M,  Weak 3 January 23 -
Wiy corcapl by Ly end mapky  [lsch b concasl wad whils 1 reesl 5.-
[ b | BALL -

LEETEng cuicome krow how 3 Copy, paTie and £Epor vecior arecr bom Berra iz Phoicabop e vancos et
fam how fa we SEame Winhie 12 itk wteork ¥

Note that the content shown in the screen captures above was created and organized with Content
Folders. Content was not created and organized with Learning Modules (see below) as modules may be
less accessible with screen readers.

Assignments

Build Content + Assessments « Tools Pulj

Create New fggg )
Item Content Folder Content n Content
File

Folders may be more

Blank Page
Audio

Content in Learning accessible with screen

Image Mashups
Modules may be less e FllckrPreto readers.
Web Link SlideShare Presentation
accessible with screen YouTube Vidso
Z < e NBG Content
readers' Wimba Voice Authoring

Syllabus
Course Link

Content Package (SCORM)

Note: using Content Folders instead of Learning Modules recommendation was based on the advice
from an expert on disability policy at the University of Tennessee at Chattanooga and a GRCC visually
impaired student’s experience trying to access Learning Modules using JAWS screen reader.
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CONSISTENT CONTENT WITHIN EACH WEEKLY FOLDER

Keep the content within each folder consistent every week to help with navigation and understanding
for all students, including those with disabilities. In this example, the weekly Learning Outcome is always
stated first, next a video lecture, then Homework, a Help Desk, and an optional Learn more folder. It
does not matter if it is week 2 or 10, the weekly content is always organized the same way.

Week 2 January 16 - 22

@ Learning Qutcome

Be able to create non-destructive adpstment layers, work with layer masks, scale images, create a
clipping mask, create and edit layer styles

Key concept for Layers and masks: Black to conceal and white to reveal

»  Lecture: Project 1
g Chick the link above to watch the lecture, which covers the key skills you wall need to complete

Froject 1
Homework: Project 1
Attached Files: [ homewor-prolctl-instructions docx (315,854 KB)

(3 homework-profecti-ingbryclions pgf (315,854 K8)

Chek a homework-project T-nstruchions hink above to download and pant the instructions for Project 1
When completed with the project, click the

Hornework: Projee! 1 link above to submit your zipped file to Bb for grading. If you need help zipping
and submitting files to Bb, see Leam how fo zip and submit your Projects fo Bb from week 1

Help Desk: Related resources for Project 1

Attached Fies: [} PowerPoint that summarizes key concepts pot (2 845 MB)
[ help-resources pdf (315694 KB) [ help-resources docx (3.769 ME)

* l:l-mmluad Advanced Revealed chapter one for free here if you have not yet recenred '!ll'I:IIJF book
1 16

+ Chck a help-resources Ilnk ahm'e fur hints and screen ca]:l ures of how your wurk shuuld Ii:uuh

« Click this Watch my video link to see how to complete Project 1 C, page 72, of the How to
Cheat in Photoshop book, In my video, ignore the page numbers | reference as the book has
changed since | recorded the wdeo

= Click the PowerPounf that summarizes key concepts link above for Project 1

E? Learn more: masks, adjustment layers, and fun with clipping masks
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CONSIDER AUDIO OR VIDEO FEEDBACK INSTEAD OF WORD T"RACK CHANGES

Microsoft Word includes a built-in Review function (Track Changes) that can assist faculty in
electronically grading student work (see below). Although this is a nice feature, it is difficult and
cumbersome for a visually impaired student to listen and understand the graded feedback in a screen
reader. Instead, consider asynchronous recorded audio or video feedback for some students. Not only is
it better for understanding, it also promotes teaching presence in the online classroom and enhances
the learning community interaction.

Decumentl

Developer  Page layout  References  Mailings | Review | View  Acrobat a @

% =% a% %; \j ¥ Delete - ink Comment {‘5 Final: Show Markup - @ & Rejedt ~ j ¢ E%

S £ 3 previous o Fen £ [ Show Markup ~ &} Previous B
spelling & o | Translate Language | Mew - Track Accept Compare | Block  Restrict
Grammar 123 = < Comment 2 Next  Eraser Changes ~ [B Reviewing Pane ~ ~ B} Next - Authors - Editing
Froafing Language Comments Tracking Changes Compare Frotect Ink

S e T SRR TR SEEN RN SRR RN Y £
_ o
a

,{ Formatted: Fonteic ot

Imagine
2 Fruits, hot vegetarian pasta dishes, and rosst chicken, without a French fryor sada machine in sight
Jeagine that the shuda s thamealvas halpads " N b beslthy luack

hool cafeteria where students can choose from an assortment of vegetable salads, fresh

Imsgine that much of the food served in the cafeteria was arganically grown, and, when possible, raised
within £8-100miles of the school. Imagine that the sudants themselves helped to prepare and serve
these fresh, healthy lunches

2 '

The effects of the high fat, high sslt, and high sugar content of school lunchesare well-documented. The
Centersfor Disease Control, childhood obesity rates are rising d lv, leaving our children at risk

for hypertension. (fiype| diabetes and coronary heart disease — i 1

Faculty has several options to consider when incorporating audio or video feedback for students.

1. See page 25 of this handout for audio and video o
recording software. (I DTWIRR

2. Try http://Vocaroo.com, an easy, fast, free service to e
create audio recordings. There is no need to install

Vocaroo - The premier voice recording semnvice. Or upload?

software. All you need is a microphone. To begin,
navigate to the site and click the Click to Record skl
button and then the Click here to save link. When
saving, | like to choose the MP3 option as itis a

popular format and a small file size.

© 2007-2012 Vocaroo | Help | Info | Widgets | API | @vocaroo

Other resources:

Audacity free audio recorder (and editor):
http://downlomania.com/audacity?gclid=CI3g-6fv6bECFQ-R7QodTE4AXA

In a Blackboard content section, click Build Content and then Wimba Voice Authoring.

Learn more: http://cms.grcc.edu/bbvoice and http://cms.grcc.edu/bbtipsheets
-
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PROVIDE MULTIPLE MEANS OF REPRESENTATIONS (TEACHING)

Synchronous with Bb Collaborate
(Google hangouts is also an excellent web
conferencing tool: http://hangouts.google.com)

Best Practices and Practical Exar

File Edit View Tools Window Help

o e ) e e
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- PARTICIPANTS 5
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Synchronous with Bb Instant Messaging
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Ca Cheryl's Office H_ LEI&'Q

File Edit People Tools Help
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0 Cheryl Kautz

@ Cheryl's Office Hours

Best Practices and Practical Examples
to Implement Principles of UDL
and Improve Course Accessibility

Offer a variety of communication avenues. Provide synchronous and asynchronous communications.

Asynchronous with audio/video lectures, transcripts and CC
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Download Transcript

Asynchronous with Discussion Forums
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PROVIDE CLEAR EXAMPLES
Good examples make quality of work and expectation clear. Below is a case in point.

Blackboard interactive rubric stating project requirements:

Adjustment Layer). All Layers
have descriptive names. « At least

| 2 layer masks to conceal or

\ reveal pixels. « Similar layers

organized into Groups * May have

used color coding on the Layer

(right-click layer, Layer Properties,

Color drop-down)

Roller buttons for navigation bar Points: 18 Points: 15 Points: 12 Points: 8
At least 4 rollover buttons on a 3 buttons, with layer styles, could 2 buttons, missing layer styles, Less than 2 buttons, missing
vertical or horizontal navigation have used Layer Comps more could have used Layer Comps Layer Comps or Layer styles.
bar Layer styles and Layer effectively more effectively or Layer Comps
Comps are used effectively to missing.

create 2 or more different
versions of the buttons. Refer
backto Asg 7 and video #7 at
418m 265 through 24m 525 in the
video tutorials.*

Res and Height | Width Points: 18 Points: 15 Points: 12 Points: 9
Resolution is appropriate for Res is not appropriate andior a
output 72ppi for screen. Click userwill need to scroll
Image= Image Size for resolution horizontally on a screen
See first part of ch 7 in Advanced resolution of 1024x768 to see all
Revealed for guidance content.

Height\Width is appropriate. See
video #2 in the video tutorials *

Precise Layout Points: 18 Points: 15 Points: 12 Points: 9

Guides are used to layout 3 orless horizontal guides were 2 orless horizontal guides were Missing guides andior elements
elements with precision. See used. 3 or less vertical guides used. 2 or less vertical guides not laid out with precision.

Slicing Poin MICHAEL P

web developer and designer home about services comlcelf

with at le ﬁ)
slices E »
descriptiv|

and opti A grea.t fit-

My artistic style could be the
final piece to the puzzle that makes
your business’ web presence complete

Llet’s work tegether

[

Flash slideshow with

examples of students’

latest creation

projects from previous
semesters (also available
in pdf).

Rome | about | services | contact
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Accessibility ChecKklist

To help ensure your course content is accessible to all students, complete the following checklist:

[1 Course content is available in more than one file format
(HTML is the most accessible — see page 10)

[0 Course content contains proper structure (headings and lists) for easy readability and navigability
(see page 12)

[0 Course content contains clickable hyperlinks so that students can easily access the information
(see page 17)

[0 Allimages (except those that are purely presentational) contain effective alternative text for the
visually impaired student to understand with a screen reader (see page 19)

[0 Optional: duplicate footers are removed (in a PowerPoint, consider replacing the footer text with
the word “Next” - see page 21)

[0 Files are labeled clearly (see page 24)
[ Files are set up to open in a New Window (see page 24)
0 Closed Captions / Transcripts should be provided (see page 26)

[0 Weekly Content Folders are clearly labeled and organized (Learning Modules may not be accessible
—see page 31)

[0 Content within each Content Folder is consistent every week (see page 32)

-
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