


OER Accessibility Series: Checking Accessibility
As you develop and curate materials, it’s important to check the accessibility on them. Luckily, the common tools we use (including websites) have easy accessibility checkers. We’ll cover Microsoft, Adobe, and the Wave Toolbar in this guide.
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[bookmark: _Toc33189977][bookmark: _Toc52539317]Using the Microsoft 2019 Accessibility Checker
Microsoft’s accessibility check works the same in all of its products, though each type of document has different accessibility concerns. It’s a handy tool, because it identifies accessibility issues and then tells you how to fix them. 
1. With your document open, click the “Review” tab on the ribbon, and then click “Check Accessibility.”
[image: ]

2. You’ll notice a few things on the accessibility checker. There will be a list of things to look at—some may be labeled as errors and some as warnings, but you should check them all. If you click on an item, it will bring you to the spot where the error is, and it will give you an explanation of the problem and how to fix it at the bottom of the checker. 
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[bookmark: _Toc33189978][bookmark: _Toc52539318]Using the Adobe Acrobat DC Accessibility Checker
Adobe has a useful accessibility checker, as well. Note that the process to make a PDF can be more complicated, so if you are creating a new document, it is better to create it in Word and leave it in Word. However, if you must use Adobe, you can still use the checker.
1. With your document open, click “Tools.”
[image: ]

2. Scroll down to “Protect and Standardize,” and then click “Accessibility.”
[image: ]

3. There are many accessibility features. Click “Full Check” to check the document for issues. 
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4. Leave the defaults, and click “Start Checking.”
[image: ]

5. On the left-hand side, there will be a report of accessibility issues. Click them to expand and see where the issues are. This one works similarly to the one in Microsoft—if you click on it, it will bring you to that item in the document. Some items will have a question mark next to them. Those are things that the checker can’t determine, so it’s recommending that you check it manually. 
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[bookmark: _Toc33189979][bookmark: _Toc52539319]Using the WAVE Toolbar 
If you are adopting materials on a website, you need to evaluate it for accessibility. Most of the time, your websites aren’t going to be 100% perfectly accessible. That doesn’t mean you can’t use it, but you do need to be aware of the accessibility issues in your websites. If it is riddled with accessibility issues, you might make the decision to find something else. However, if it is only a few small issues, you can keep that in mind and perhaps compensate for it in other resources in the course.
1. Go to the WAVE Toolbar at https://wave.webaim.org/.
[image: ]

2. The tool has a few options. You can install a browser extension, which will allow you to evaluate websites on the fly, or you can paste the URL into the box provided and click the go arrow. Go ahead and do that now. 
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3. A marked-up version of your website will be shown, as well as some information about issues on the website. To see specifics, click “View Details.”
[image: ]

4. If you click on the icons for each issue, it will highlight that issue on the page. 
[image: ]
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If you use letterhead stationery, remember not to use it for subsequent pages.
However, you must use blank paper of the same quality, weight, and texture as the
letterhead paper (usually, letterhead stationery comes with matching blank paper).

Business Letter Formats

If you are writing a business letter, select one of the common formats as shown in the
example letters listed below. These include the block letter, the semi-block letter, the
alternative block letter, and the simplified letter.

Which of these formats to use depends on the ones commonly used in your
organization or the situation in which you are writing. Use the simplified letter if you
lack the name of an individual or department to write to.
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Open Technical Communication

Letter from the Project Manager

Welcome to Open Technical Communication! We're so happy that you—whether
you're a student or an instructor—have decided to use our textbook.

Open TC is a freely accessible online textbook for technical communication, technical
writing, workplace writing, and other related courses. Currently in its third rendition, it's
had an interesting history. In 2015, Dr. Tamara Powell at Kennesaw State University
gathered us, a team of like-minded colleagues, to develop an Open Educational
Resource that would allow us to move away from a well-respected but very expensive
textbook and towards something equally as valuable but more affordable for students.
Our team applied for and received an Affordable Learning Georgia grant to fund the
project, and in July 2016, we published Sexy Technical Communication online with a
CC-BY attribution license.

What's with the title, you ask? One day, deep in the development process, our team
shared a plate of dry-fried eggplant at Tasty China in Marietta, GA, and contemplated
what to call the as-yet untitled project. We didn't land on a title worth keeping, but we
decided to use Sexy Technical Communication as an in-joke working title until we
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