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Good morning,
Thank you to everyone that joined the meeting today. It helped me
understand how | can better support all of you.

Inventory

You should have received your inventory (an Excel spreadsheet) via
email at 7:30 AM on Monday, September 30, 2024. | have learned that
Outlook cannot handle sending out 97 emails scheduled for the same time
on the same day. Some people did not receive the email. Unfortunately, |
cannot tell who by the sent folder. Please notify me ASAP if you did not
receive your inventory.

Directory Listings

If you need to make lots of changes to your directory listings, please make
all of our lives simpler and read How to Add or Update Online Directory
Information. There is a spreadsheet template where you can make all your
changes and upload to the Web Services Form so you only have to submit
one form.

Checking PDFs for Accessibility

A few of you asked about checking PDFs. | am attaching a checklist that |

use for our Web Content Editors to ensure that the documents we upload
are accessible. | am also including the one for PDF forms. Webforms are
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PDF Checklist

The following is not an all-encompassing checklist but can be used for most basic documents to check accessibility. This does not apply to PDF forms.

1. PDF is Tagged

a. Document is the first tag in the Tag tree and all other tags are in the Document tag

b. Tags are appropriate for the content.

c. Empty tags are removed

2. Structure (Headings and order)

a. Check reading order

b. Has one heading 1 (usually the title)

c. Subsequent headings are tagged correctly and follow visual outline

3. Images

a. Alt Text correctly describes image(s) in context of use

b. Decorative image(s) are made artifact(s)

4. No empty spaces [image: ]

5. Tables 

a. Have heading row/column tags

b. Each row has the same number of cells (TD)

c. Paths are removed

6. Links

a. Have unique names

b. Are descriptive and understandable outside of context

7. Contrast between text and background is adequate

8. Color

a. If color is used for meaning, a symbol or other sensory characteristic is also used in the text to indicate meaning.

9. Document Title in the Document Properties 

a. Descriptive 

b. Set to show in initial view

10. Passes PDF Checker
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PDF Forms Checklist

The following is not an all-encompassing checklist but can be used for most basic PDF Forms to check accessibility.

1. PDF is Tagged

a. Document is the first tag in the Tag tree and all other tags are in the Document tag

b. Tags are appropriate for the content.

c. Empty tags are removed

d. Each form field has been tagged
[image: Text

Description automatically generated]

e. Hover over each form field to ensure that the description is correct.

2. Structure (Headings and order)

a. Check reading order

b. Has one heading 1 (usually the title)

c. Subsequent headings are tagged correctly and follow visual outline

d. Form tags are in the paragraph or other appropriate tag with the label
[image: Graphical user interface, application

Description automatically generated]
Note: There are no shortcuts with this. If you have multiple labels in the same line on the document, Adobe will consider them one paragraph, but these need to be each tagged separately.
Example
[image: ]
[image: Graphical user interface, application

Description automatically generated]

3. Images

a. Alt Text correctly describes image(s) in context of use

b. Decorative image(s) are made artifact(s)

4. No empty spaces [image: ]

5. Tables 

a. Have heading row/column tags

b. Each row has the same number of cells (TD)

c. Paths are removed

6. Links

a. Have unique names

b. Are descriptive and understandable outside of context

7. Contrast between text and background is adequate

8. Color

a. If color is used for meaning, a symbol or other sensory characteristic is also used in the text to indicate meaning.

9. Document Title in the Document Properties 

a. Descriptive 

b. Set to show in initial view

10. Passes PDF Checker

11. Before it can be used, save as a fill-in and save enabled form.

Rev. 6/7/2021

AJL

image1.png

v @ <Fom>

@ FullName - OBJR






image2.png

v B8
= ot Hours
v @ <Fom>

@ TotaHours - OBJR






image3.png

dldiUp Tedl.

Full Name: ID: @]







image4.png

P>

= Full Nam

v @ <Fom>

@ FullName - OBJR

@ GeniD-0BJR






image5.png








more accessible than PDF forms, but in cases where a web form will not
suffice, we do have a few PDF forms. Accessibility takes training, if you
have not taken any training, it probably will not make sense to you. If you
would like to take training, please see the Accessibility Training Resources
in the Accessibility Center.

Acronyms and Abbreviations

Finally, while | have your ear — uh eyes, please check out the Acronym &
Abbreviations page | have started. New employees have a very hard time
with all of our BC specific acronyms. | have started to put this together to
help them. | would like your help! Please take a look and send me any that
may be missing. | know there are plenty more out there and want to
capture as many as | can.

Have a great rest of your day. Please feel free to email, Teams or call with
any questions.

Aricia Leighton, MBA

Web Content Editor | Business Education Instructor
(661) 395-4251

aricia.leighton@bakersfieldcollege.edu
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