508 Compliancy Desktop Reference


Common Elements for ALL Documents
Layout & Formatting

 FORMCHECKBOX 
  Use recommended fonts i.e., Times New Roman, Verdana, Arial, Tahoma, and Helvetica
 FORMCHECKBOX 
  Document Properties (Subject, Author, Title, Keywords, and Language) must be properly filled out.  Note:  Author name should be a government organization name (i.e., IHS).
Hint: File > Properties

 FORMCHECKBOX 
  Table of Contents (TOC) or Bookmarks must be created using the TOC features available in the application for documents over 9 pages.  TOC entries and bookmark links must be functioning correctly.
 FORMCHECKBOX 
  If there is no other way to make the content accessible (e.g., organizational chart), a separate accessible version must be provided.
 FORMCHECKBOX 
  All URL’s must contain the correct hyperlink and display the full qualified URL 
Example: http://www.samhsa.gov not www.samhsa.gov
 FORMCHECKBOX 
  Underlines are reserved for hyperlinks only.
 FORMCHECKBOX 
  Comments must be removed.  Track changes must be accepted or rejected and turned off.
 FORMCHECKBOX 
 Clear hierarchical structure must be utilized with Styles in the Styles and Formatting task pane.

 FORMCHECKBOX 
  WingDings are not acceptable bullets.

 FORMCHECKBOX 
  Utilize paragraph spacing instead of hard returns or tabs spacing.
Hint:  Format > Paragraph
 FORMCHECKBOX 
  Utilize Page Breaks instead of hard returns to move text to the next page.
Hint: Insert > Break > Page Break

File Name

 FORMCHECKBOX 
  Avoid using spaces and/or special characters in file names. 
Example:  CommonElements.doc

 FORMCHECKBOX 
  The file name must be concise and clear generally limited to 20-30 characters.
Example: 508CompliancyJobAid.doc
Images

 FORMCHECKBOX 
  Separate images/object/graphics that are meant to be one graphic image on a page must be grouped.
 FORMCHECKBOX 
  All images, graphics, grouped images and non-text elements that convey information must have alternative text descriptions (ALT text).
Hint: Right click > Format picture > Alternative Text

 FORMCHECKBOX 
  Document content must refrain from flashing/flickering/animated text.
Tables
 FORMCHECKBOX 
  Data tables must identify row and column headers starting with the first left hand column. 
 FORMCHECKBOX 
  Merged cells should be avoided

 FORMCHECKBOX 
  Tables must have a logical reading order from left to right, top to bottom.

 FORMCHECKBOX 
  Tables must be used to create a table-like structure without the use of tabs or spaces.

 FORMCHECKBOX 
  All tables should be described and labeled.  Note: In some cases labeling a table may not be appropriate, such as; a small data table in a presentation may not need a label.
 FORMCHECKBOX 
  Ensure tables spanning multiple pages have headings associated with each page.
Hint: Repeat Headings
.xls documents (Microsoft Excel)

Layout & Formatting

 FORMCHECKBOX 
  Each worksheet must have an appropriate name in the tab at the bottom on the workbook.

 FORMCHECKBOX 
  Column and row headings must be labeled.

Chart & Graphs

 FORMCHECKBOX 
  Charts and graphs must include axis information.

Images

 FORMCHECKBOX 
  All images in the worksheets with informational value must include alternative text.
Hint: Right click > Format picture > Alternative Text
 FORMCHECKBOX 
  Decorative or background images must “Not” have alternative text added.

 FORMCHECKBOX 
  Ensure tables spanning multiple pages have headings associated with each page.

.pdf documents (Adobe Acrobat)
Accessibility

 FORMCHECKBOX 
  Run a full Accessibility Report on the document in Adobe Acrobat professional 8 or higher.  Correct any errors reported, run the report, and repeat until the report shows no errors.
Hint: Advanced > Accessibility > Full Check
 FORMCHECKBOX 
  Spot check document using the Adobe Acrobat Reader, Read Aloud function. Focus on multi-column text and tables.

 FORMCHECKBOX 
  Perform a visual check on the document to ensure that no hidden data is present in the .pdf file.
 FORMCHECKBOX 
  Ensure the reading order is correct - top to bottom, left to right.
Images

 FORMCHECKBOX 
  The document should not contain scanned signature images.

 FORMCHECKBOX 
  Document should not contained scanned images of text.

.doc documents (Microsoft Word)

Layout & Formatting

 FORMCHECKBOX 
  Use Style element (i.e., Heading 1, Heading 2) or outline in a hierarchical manner.

 FORMCHECKBOX 
  Use automatic page numbering fields.

 FORMCHECKBOX 
  Create Footnotes using the Footnotes linking tool.

 FORMCHECKBOX 
  Provide an alternative method of emphasizing text, do not use color alone. 
Example: Color + Section 1.0

 FORMCHECKBOX 
  Use the automatic bullet lists available in the application.  Do not manually type lists preceded by special characters, such as hyphens or asterisks.

 FORMCHECKBOX 
  View the document in Print Preview and check to see if it flows correctly from page to page.  Look out for image placement, table format and stray/orphaned lines and characters.
 FORMCHECKBOX 
  Convert documents to pdf by using the Adobe PDF plug-in.  Do NOT use File > Print!
Images

 FORMCHECKBOX 
  Complex images (i.e., charts and graphs) must have descriptive text immediately after the image.

 FORMCHECKBOX 
  Document must not have background images or watermarks.
 FORMCHECKBOX 
  Image Layout must be set “In Line with Text” for all images

 FORMCHECKBOX 
  Do not use text boxes for graphics or floating text.

Tables

 FORMCHECKBOX 
  Tables that span multiple pages should have heading rows that repeat for each page.

 FORMCHECKBOX 
  In the Table Properties under the Row tab “Allow row to break across pages” must be unchecked

.ppt documents (Microsoft PowerPoint)
Layout & Formatting

 FORMCHECKBOX 
  All slide text must be viewable in the Outline View.

Tables

 FORMCHECKBOX 
  Create all tables within the PowerPoint application


Images

 FORMCHECKBOX 
  Avoid using text boxes for special graphics or text.

 FORMCHECKBOX 
  Decorative images (i.e., slide layout decorations) should have a blank Alternative text (i.e. “  “).

 FORMCHECKBOX 
  All charts must have a Title, Legend, and XY axis labels.
 FORMCHECKBOX 
  Complex images must have descriptive text available.
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