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USF Policies and Standards 
Policy Number Title Description 

0-108 Disability and Accommodations 

The USF Systems policy is to comply fully with the Americans with Disabilities Act of 1990 (ADA) and 
all federal and state laws 

https://usf.app.box.com/v/usfpolicy0-108
https://usf.app.box.com/v/usfpolicy0-007
https://usf.app.box.com/v/usfpolicy0-206
https://usf.app.box.com/v/usfpolicy10-506


      

 
 

   

https://support.google.com/youtube/answer/2734796?hl=en
http://subtitle-horse.com/
https://cielo24.com/
https://www.rev.com/caption
http://www.3playmedia.com/
http://webaim.org/techniques/captions/media/audiodesc.mp3


https://usf.app.box.com/v/usfpolicy10-506


     
  

 
 
 

 
   

 

    
    
   
    

               
   

                   
 

             

   

              
         
           
          

   
    
           
          

   
   
              
         

 
   

    
           

    
          
               

 
    
    

                 
           

  
               

 

Assistive Technology on Campus 
Name Location Description 

Campus Computers 

• MSC Computer Labs 
• Library Computer Lab 
• SMART Lab 
• Classrooms by enrollment 

• All designated ADA computers contain Read & Write, JAWS, ZoomText, Dragon Naturally Speaking, 
and Natural Reader. 
• Users must have a USF NetID and password and register with SAS or ask the Help Desk for temporary 
access. 
• Obtain headphones from the help desks at each of the computer lab locations. 

Read & Write • 

https://www.usf.edu/student-affairs/student-accessibility/technology/technology.aspx


     
 

 

 

 
 
 

     
   

      
  

           
          
       

    
 

                
  

       

    
 

              
     

       

    
    
           

Assistive Technology on Campus (continued) 
Name Location Description 

Laptops with AT Software Available for check out at 
SAS (SVC 1133) 

• Includes Microsoft Outlook, JAWS, ZoomText, Dragon Naturally Speaking, and Natural Reader. 
• Students may request installation of USF software programs required by current courses. 
• Must sign an Equipment Request form. 

Livescribe Pens Available for check out at 
SAS (SVC 1133) 

• Livescribe pens record everything you hear, say, or write. Notes and lecture audio are easy to 
save, organize, and listen to once uploaded to Livescribe desktop software. 
• Must sign an Equipment Request form. 

FM Systems Available for check out at 
SAS (SVC 1133) 

• Personal frequency modulation (FM) systems are small portable radios used to transmit classroom 
lectures and sounds to a radio with a speaker or headset. 
• Must sign an Equipment Request form. 

Braille Printer SVC 1133 
• Conversion of course required materials to braille. 
• Contact SAS for further information about how to request braille. 

Return to Table of Contents 



     
 

 

   
   

 
 

   
 

                 
           
          
                    

http://contrastchecker.com/
http://webaim.org/resources/contrastchecker/


     
 

 

  
   

   
                   
               

  
       
                

 
                  
          

 
                  
                  

Web Accessibility 
Key Point Explanation 

Access to Content 
• Ensure content is available to users through sight, hearing, or touch and is accessible using a keyboard or mouse. 
• Content is accessible using different web browsers while using assistive technology or a mobile device. 

Content Structure 
• Use simple language to convey content. 
• Ensure proper format including headings, spelling, grammar, alternative text, and white space to increase readability. 

HTML 
• HTML is the primary format for web content as HTML features are more accessible than other formats. 
• Follow HTML and CSS coding standards for web-based content. 

Links 
• Avoid using phrases such as "click here" as links; instead, provide descriptive words for associated website link. 
• Avoid using a URL as a link unless it is relevant to the content of the website. 

Return to Table of Contents 



http://contrastchecker.com/
https://webaim.org/resources/contrastchecker/


     
  

 
 

 

     
       

 
  

 
   

                   
                    

  
     

 
 

                  
             
         

   
   

         
           
             

 
 

 
     

 

             
                  
       

      
 

 

http://contrastchecker.com/
http://webaim.org/resources/contrastchecker/


     
  

 

 

      
       

 
 

    
  

   

            
            
          

 
  

    
  

                 
  

              
                  

    
                 

   
              
        

 

  
     

     
  

             
              
    
                 

       
                  

      
            

        
 

          
                  
                 

   

       
   

                  
   

 
 

      
 

    
     

Creating an Accessible PDF with Adobe Acrobat 
Feature Purpose How to Make it Accessible 

Make Accessible 
Wizard 

Walks users through steps to make PDFs 
more accessible to users and identifies 
potential accessibility issues. 

1. Select Tools from the upper righ4.174 [(i8-31.8009 Tw 2(- 0 Td
(i14]TJ
-0.012 Tc .2904 Tw 4.5ha(P)3.6 n an)-8.7 (d)]TJ
-0.09 Tc 02009 Tw 4.9c(To)(u)5.r (c)1.9n)-11.3 (s)-20.7 (e)4.9 (r )]TJ
-0.004 Tcti)6 0 Tw 4.9-2 (b)-4n(p)-0.8difies 

https://www.usf.edu/student-affairs/student-accessibility/documents/creating-pdfs-guide-faculty-update2020.pdf
https://www.adobe.com/accessibility/pdf/pdf-accessibility-overview.html
http://webaim.org/techniques/acrobat/acrobat


     
  

 
 

  
     

  
 

    
     

  

   
  

     
                   

    
   
    

  
  

                
     

     

                   
       
                     

 
                     
  
                   

      

                   
  

                      
              
            
             

 
 
 
 
 
 

Converting Documents 
Feature Software How to Convert 

Converting Word to 
PDF 

MS Office 365, 
Office 2021, Office 2019 
to PDF 

1. Before generating PDF, in MS Word select Review tab, then run Check Accessibility and correct identified 
items. 
2. Then select File > Save As or File > Save a Copy (recommend a different name then original document). 
3. Select the Acrobat ribbon on the menu bar and choose Create PDF, in the dialogue box, select Adobe PDF 
Conversion Options, and select Create Accessible (Tagged) PDF File. 
4. In the Save As dialog box, select Options. 
5. Then select the document structure tags for accessibility checkbox, and then select OK. Save document. 

Converting Word 
to HTML MS Word 

1. Select File and select Save as, in the Save as type field select Web Page. 
2. Click the Save button. 

Creating MP3 files Natural Reader 

1. Open both natural reader and the document, then select and copy the text, and paste into Natural Reader. 
2. Select the speed and speaker voice. 
3. Click the MP3 button, choose a file name and destination for the file then select Convert Now to start the 
conversion. 
4. Choose the audio quality, click next and the advanced settings will ask if the file should remain as one file or 
be split. 
5. Click Convert to start the 

https://www.usf.edu/student-affairs/student-accessibility/technology/read-and-write-gold.aspx


     
  

 

 
 

 
 
 
 
 
 
 
 
 

  
      

  
 

   
 

  

       
           
                   

  

  

  
  

 
 

                 
   

 
                   

  
               

     
     
      

 
   

     
 

 

                
     
       

                 

Checking Accessibility 
Feature Purpose How to Check Accessibility 

Microsoft Office 
Accessibility Checker 

To identify accessibility 
issues in a Word or 
PowerPoint documents 

1. Select File, and then select Info. 
2. Select the Check for Issues button and choose Check Accessibility option. 
3. In the Accessibility Checker task pane, select specific issues to see Additional Information on how to repair 
the errors. 

Screen Readers 

To identify accessibility 
issues that screen reader 
users may encounter while 
using the media 

• Using a screen reader to evaluate web content accessibility is helpful in identifying mistakes you would 
otherwise not catch visually, such as spelling or grammar mistakes, low quality image alternative text, and 
reading order etc. 
• Testing web content with a screen reader allows users to experience the accessibility of the web content 
and identify further corrections needed to ensure accessibility. 
• Example of screen readers useful for testing accessibility of web content with user tutorials. 

• Using Jaws from WebAIM. 
• Using NVDA from WebAIM. 
• Using VoiceOver Basic from WebAIM. 

WebAIM Web 
Content Accessibility 
Checklist WCAG 2.0 

An overview of web page 
components and 
accessibility guidelines 

• Checklist reference for WCAG 2.0, which will allow users to evaluate accessibility of HTML content. 
• WebAIM WCAG 2.0 Checklist. 
• Official WCAG 2.0 recommendations for accessibility. 

• The WebAIM Wave website checks any website for accessibility errors by simply entering a web address. 

Return to Table of Contents 

http://webaim.org/articles/jaws/
http://webaim.org/articles/nvda/
http://webaim.org/articles/voiceover/
http://webaim.org/standards/wcag/checklist
https://www.w3.org/TR/2008/REC-WCAG20-20081211/
http://wave.webaim.org/


     
  

 
 

 
 
 
 
 
 
 

  
     

 
 

                   
     

 
  

                   
    

  
 

                    
                   

      
  

                    
 

 
                    
       

      

                        

                     
      

Canvas Tips 
Feature How to Check Accessibility 
Submitting 
Assignments 

• JAWS (screen reading software) may experience issues when submitting papers. Student may need to submit papers using an alternative 
method (i.e., email) or may need sighted assistance. 

Images and 
Alternative Text 

• When using images within a test/module, provide appropriate labels and a description of the image content. This description should 
provide enough information for the student to understand the content as a sighted person would. 

Posting on 
Threads 

• Navigating the discussion boards with JAWS is difficult as JAWS does not differentiate between parent and child (replies) posts. 
• Be cognizant of the posting requirements if a student needs to respond to specific postings. They may have difficulty navigating lengthy 
discussion forums. If a student has problems finding something within a forum, promote the use of the “search” field and the use of “read” 
or “unread” radio buttons. 
• One uncomplicated way of reducing the potential postings within one forum is to make sure you create separate discussion forums when 
possible. 

Groups 
• Let students know how they can access their groups, (through the Courses & Groups menu or the People menu). 
• If required student-to-student interactions occur within Canvas (emails, discussion boards, and groups), ensure the communication mode is 
accessible for all students. This accessible communication includes accessible text documents, such as WORD, PDF, and emails. 

Content Pages • Use the best practice guidelines when loading content into a content page (i.e., use of header styles and consistent page layout). 

Organization • Organization is one of the most challenging and critical aspects of Canvas. A poorly organized course structure is extremely difficult to 
navigate. Course organization should be given as much attention as content, assessment, and tools. 

Return to Table of Contents 
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