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Purpose

The purpose of this guide is to help TSA employees understand and comply
with Section 508, an amendment to the Rehabilitation Act of 1973. The
guide aims to make the compliance process as efficient as possible.

Overview

Section 508 requires federal agencies — such as TSA — to ensure that people
with disabilities have the same access to EIT as those without disabilities.
The law applies when TSA develops, procures, maintains, or uses EIT for
either its employees or members of the public.
This guide is organized around common tasks that involve Section 508:

1.) documenting Section 508 compliance in procurement requests

2.) designing internal and public websites

3.) building software

4.) creating documents

To jump to any section of the guide, click on the section in the Contents
above.

Exceptions

There are some situations where EIT is partially or completely exempt from
complying with Section 508. Some exceptions are determined by DHS’s
Office of Accessible Systems and Technology (OAST) while others are
determined by TSA Section 508 Coordinators. Their contact information is
below:



Office of Accessible Systems and TSA Section 508 Coordinators
Technology

Neil Bonner

E-Mail: neil.bonner@dhs.gov
E-Mail: accessibility@dhs.gov Phone: 571-227-2009
Phone: 202-447-0440
TTY: 202-447-5857 Steven Goosey (back-up)

E-Mail: steven.goosey@dhs.gov
Phone: 571-227-2859

The table below summarizes who approves which exceptions:

Exception Approval

National Security Systems OAST

Undue Burden OAST

Back Office Section 508 Coordinators
Fundamental Alteration Section 508 Coordinators
Commercial Non-Availability Section 508 Coordinators

National Security Systems (81194.3 — a)

Section 508 does not apply to EIT used for national security.
The scope of “national security systems” is defined in MD# 4010.2:

Any telecommunications or information system operated by the United
States Government, the functions, operation or use of which involves
intelligence activities; involves cryptologic activities related to National
Security; involves command and control of military forces; involves
equipment that is an integral part of weapon or weapons system; is critical
to the direct fulfillment of military or intelligence missions. This does not
include a system that is to be used for routine administrative and business
applications, such as payroll, finance, logistics, and personnel management
applications.
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This exception requires approval from OAST. Upon approval, OAST
provides contract language and documentation for the exception. This
document must be placed in the PR folder and the language is inserted into
the SOO, or SOW.

Undue Burden (8 1194.2 — a)

“Undue burden” means that compliance imposes a “significant difficulty or
expense” — on the entire budget of DHS. This exception is rare. This
exception also requires approval from OAST.

Back-Office (§1194.3 —f)

EIT is exempt from compliance if the products are “located in spaces
frequented only by service personnel for maintenance, repair, or occasional
monitoring of equipment.”

This exception is often only partial to hardware. Remote interfaces still need
to comply. Approval is granted by the TSA Section 508 Coordinators.

Fundamental Alteration (§1194.3 — e)

EIT products do not have to comply with Section 508 if doing so would alter
their original purpose.

Commercial Non-Availability (§ 1194.2 — b)

When EIT is procured, market research must first be completed to find
products that are compliant with Section 508. Then, an analysis is
documented to determine which product is the most compliant. The most
compliant product must be chosen.

However, when no product even partially complies, a “commercial non-
availability” exception can be granted. The format of research is up to the
originator. However, BuyAccessible, a Web-based wizard, can assist in
documenting research:

https://app.buyaccessible.gov/baw/
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Approval of this exception is granted by Section 508 coordinators.

Incidental to Contract (81194.3 — b)

Section 508 does not apply to products used by a contractor to fulfill a
contract so long as the products are not used or accessed by federal
employees or members of the public.

Procuring EIT

Section 508 plays a role in almost all stages of the acquisition process.

1.) Determine 4.) Market
Needs Research

2.) Determine 5.) Product
Exceptions Selection

|

3.) Determine
Standards

|

6.) Procurement
Request

Determine Needs

Because Section 508 applies to all types of EIT, you should remain aware of
the standards that will likely apply to your acquisition based on your EIT
needs. Specifically, Section 508 applies to six different types of EIT:

1.) Software applications and operating systems

2.) Web-based intranet and internet information and applications
3.) Telecommunication products

4.) Video and multimedia products

5.) Self-contained, closed products



6.) Desktop and portable computers

Support services — alone, or accompanying an acquisition of products — also
have accessibility requirements as noted in Information, Documentation, and
Support (§ 1194.41):

1.) Product support documentation provided to end-users shall be made
available in alternate formats upon request, at no additional charge.

2.) End-users shall have access to a description of the accessibility and
compatibility features of products in alternate formats or alternate
methods upon request, at no additional charge.

3.) Support services for products shall accommodate the communication
needs of end-users with disabilities.

Because support services and documentation are often provided over the
Web, standards for Web-based intranet and internet information and
applications often apply.

In short, be aware that the applicable standards for certain needs are often
mixed, depending on the specifics of the acquisition.

Determine Exceptions

Sometimes EIT doesn’t need to comply with Section 508. After determining
your needs, determine if any part of your acquisition qualifies for an
exception. Read the “Exceptions” section of the guide for descriptions of the
exceptions.

Relevant exceptions at this stage of the acquisition process are listed below:



Exception Who Turnaround Time
Approves

National OAST 3 — 5 business days

Security Systems

Undue Burden OAST 3 — 5 business days

Fundamental TSA Section

Alteration 508 5 business days
Coordinators

Back Office TSA Section
508 5 business days
Coordinators

If an exception applies to an entire acquisition, then no further compliance
efforts are necessary.

DART: DHS Accessibility Requirements Tool
The DART is a Web-based form maintained by OAST that generates
contract language stating what exceptions an acquisition applies to and

which standards the acquisition will satisfy. The link below opens the
DART:

https://dhsonline.dhs.gov/portal/jhtml/dc/sf.jhtmI?doid=76609

PRs often have multiple applicable standards, and exceptions often cover
only part of the acquisition. The DART accounts for this complexity and
provides consistent, clear, and complete language. Originators may add to
the language generated in order to suit their specific needs, but they should
not subtract from the original language.

Determine Standards

If there are no exceptions completely exempting the acquisition from
compliance, the next step is to identify and select the standards. This part of
the DART, like Section 508, list six types of EIT:

1.) Software Applications and Operating Systems
2.) Web based Intranet and Internet Information and Applications
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3.) Telecommunications products
4.) Video and multimedia products
5.) Self contained, closed products
6.) Desktop and portable computers

Select the applicable standards, any exceptions, and the “Get Text” button to
generate the language. Insert the text into the SOW, SOO, or PWS. If there
are no such documents, the language can exist in its own document. The
document containing the language should be in the PR folder so that the
Section 508 coordinators can check it.

Market Research

To ensure that TSA uses accessible EIT, market research is required to
determine which EIT meets your needs while being the most accessible EIT
available. Although the format of this research is left to the originator,
BuyAccessible can assist in the research process. The application is located
here:

https://app.buyaccessible.gov/baw/

Undetermined Deliverables

When the necessity of deliverables is uncertain, the relevant standards
should still be selected using the DART. In addition, you may modify the
language output from the DART by adding a clause documenting the
undetermined status. Such a statement might look like this:

Any deliverables produced based upon results of initial research must
identify applicable Section 508 EIT accessibility standards at initial
requirements time, and incorporate such standards into the software
development life cycle. Acceptance testing for such deliverables shall
include Section 508 compliance evaluation. Any exceptions identified for
such deliverables must be authorized by the Section 508 coordinator, or
DHS office of Accessible Systems and Technology as appropriate.
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Product Selection

Originators need to select the product that best complies with Section 508.
This selection is based on products identified from market research. Market
research — in any form — should accompany procurement requests.

Procurement Requests

When a PR is complete, it gets submitted to TSAITBUY. They notify the
Section 508 coordinators of the PR and its location on the network drive
who then check it for specific requirements. Procurement request folders
should include:

1.) Market research of the products available to meet business needs and
an analysis showing which product was the most compliant. The
format of this research and analysis is up to the originator.

2.) Contract language — from the DART - specifying the applicable
standards and exceptions to the acquisition

3.) When applicable, memo(s) from OAST for either the National
Security Systems exception or the Undue Burden exception.

It is important to use the most current templates and forms for PRs. They can
be accessed below:

https://staffcollaborator.tsa.gov/sites/optcio/it/ TSAITBUY /default.aspx

Section 508 Coordinators approve, disapprove, or conditionally approve PRs
within five working days. Communications regarding procurement requests
with Section 508 coordinators go through TSAITBUY

TSAITBUY @tsa.dhs.gov.

Web Pages and Applications — § 1194.22

The prevalence of Web sites to obtain information makes their accessibility
a priority. 8§ 1194.22 identifies sixteen standards (a — p) that all web pages
should meet in order to be accessible.
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Text-Equivalents (a)

All non-textual elements of a webpage — usually images — need to have text
equivalents. Effective text-equivalents assist users who cannot see graphical
content. Non-text elements also include audio content. Text equivalents
serve as alternative routes to the information conveyed by the content.

Graphics

Graphics such as images, logos, and spacers should use the ALT attribute
used within an <IMG> tag to convey the meaning of the graphic. Code
typically looks like this:

<img src=“DHS-logo.gift’ alt= “Department of
Homeland Security logo” />

Alternative text is read by screen readers and displayed when images are
disabled. It is not necessary to write that a graphic is a graphic (i.e. “This is
an image that says...”). Instead, provide only the functional information
provided by the image (i.e. “President Bush”).

Because spacers do not convey information, they should have empty quotes
for the alt attribute:

<img src= “spacer.gif’ alt="*" />
Audio

Purely audio content — lacking any visual component — needs to have a
transcript for users who are deaf and hard-of-hearing.

Multimedia (b))

Multimedia is a combination of more than one type of media. Most movies
are a common example of multimedia, which combine visual and audio
content.

Multimedia must have accompanying “equivalent alternatives” that are
“synchronized” with the material.
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This means that the multimedia needs to have captions for users who are
deaf and hard-of-hearing and audio description for users who are blind or
partially sighted. Captions display speech and background sounds as they
occur and audio description describes visual content that is not conveyed
auditorily.

Color (c)

All web content needs to be understandable without the use of color. Any
information conveyed through color such as graphs (i.e. blue representing
one aspect and green representing another) should be conveyed in an
alternative way for users who cannot comprehend color-based information.

Viewing the content in grayscale can help to identify color-based
information that needs complimentary text. The text can be added through
the ALT attribute or by describing the information in the main content.

The National Threat Advisory is a good example of content that uses color.
Accessibility is achieved in two ways:

1.) The alternative text for the graphic says that the current national threat
level is elevated.

2.) Below the graphic, content text states the threat level specifically for
the airline sector: High or orange.
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2 trafficking along the northern border
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air and marine presence. Today we are commemaorating the establishment of these
operations to secure the last 863 miles of the border ™ said Eric Rembaold Director of

Coast Guard Commissions First
National Security Cutter

By The Numbers
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U.S. Coast Guard
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national security cutter,

\I
-
the Bertholf, in o

Alameda, Calif. The Bertholf is the first of
the Coast Guard's Legend Class of cutters,
which will enhance the Coast Guard's long-
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Bertholf, the Coast Guard's surface fleat
can meet the maritime safety. security and
stewardship missions required in the 21st
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From the Press Room

Matignal Emergency
tions Plsn Relessed

Leadership Journal
August 8, ldentity of the Guardian,

Admiral Thad Allen, Commandant,
United States Coast Guard

Page Tools
B print this page
Share this page
Email Updates
Subscribe to Feeds

Ready

FrveTrva 280 v

Style Sheets (d)

Web pages should be “readable” without their associated style sheets
because screen readers read web pages as if there were no style sheets. In
addition, some people disable style sheets in their browsers to maximize

slow connections.

The easiest way to ensure pages are accessible is to view the content without
the associated style sheet link:

<link rel="stylesheet"” type=""text/css"
href="styles.css" />

Take out the code and reload the content by itself, checking to see that all
the information conveyed in the content with the style sheet is the same
information conveyed without the style sheet.
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Image Maps (e /f)

Client-side image maps should be used instead of server-side image maps
because client-side image maps are accessible via keyboard.

When server-side image maps must be used — when the active regions
cannot be defined with an available geometric shape — redundant text links
must be provided.

Tables (g / h)

Standards pertaining to accessible tables only apply to data tables — not
layout tables. Data tables need to be tagged properly or screen readers
cannot associate the relationship among the cells. Two tasks need to be
completed to create an accessible table:

1.) Identify the rows, columns, and cells.

Rows are identified with the <TR> tag.
Columns are identified with the <TH> tag.
Data cells are identified with the <TD> tag.

2.) Associate the data cells to their headers.

After identifying row and column headers, the data cells need to be
associated to the appropriate headers. Associating the data cells can be done
with the SCOPE and ID / HEADERS attributes.

Which one you use depends on the type of table being created: simple or
complex.

Simple tables only have one logical level of row and/or column headers. The
scope attribute should be used for simple tables. The appropriate attribute
value for rows is “row” and “col” for columns.

Complex tables have two or more logical levels of row and/or column
headers. The id and headers attributes should be used for complex tables.
The values for id and headers — whatever you want them to be — should
match.
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The table below summarizes simple and complex tables and how to make
them compliant:

Table Definition Compliance
Simple One logical The scope attribute within the <th>
level of tag.
headers —
row, column, | Rows = “row”
or both Columns = “col”

Complex Two or more | The id attributes match the headers
logical levels | attributes.

of headers -
row, column,
or both

The table below showing the ages of two agencies and their Web addresses
Is an example of an accessible simple table using the SCOPE attribute.

<table border = “17>

<tr>
<th scope = “col”’>Agency</th>
<th scope = “col”>Age (yr)</th>
<th scope = “col”>URL</th>

</tr>

<tr>
<th scope = “row”>DHS</th>
<td>6</td>
<td>www.dhs.gov</td>

</tr>

<tr>
<th scope = “row”>NIH</th>
<td>121</td>
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<td>www.nih.gov</td>
</table>

The data cells (6, 121, along with their respective Web addresses), falling
under and besides the headers, become associated to the screen reader.

The next table demonstrates an accessible complex table by matching the ID
attributes with the HEADERS values. (?)

<table border = “1”>

<tr>

<th 1d = ““org”>0Organizations</th>

</tr>

<tr>

<th 1d = *“‘assoc” headers = *“org''>Association</th>
<th 1d = *“‘assoc-age” headers = "org''>Age (yr)</th>
<th i1d = *assoc-url” headers = "org'">URL</th>
</tr>

<tr>

<th 1d = “heart” headers="org assoc''>American Heart
Association</th>

<td headers = "org assoc-age heart''>84</td>

<td headers = 'org assoc-url heart'>

www . americanheart.org</td>

</tr>

<tr>

<th i1d = “apa” headers = “org”>American

Psychological Association</th>

<td headers = "org assoc-age apa''>116</td>
<td headers = "org assoc-url apa'>www.apa.org</td>

18



</tr>
<tr>

<th 1d = *gov-agency” headers = '"org''>Agency</th>

<th 1d = ““‘age” headers = '"‘org gov-agency''>Age
(yr)</th>

<th 1d = “url” headers = "org gov-agency'>URL</th>
</tr>

<tr>

<th 1d = “dhs” headers = “org”>Department of

Homeland Security</th>

<td headers = "org gov-agency age dhs">6</td>
<td headers = "org gov-agency url
dhs'">www.dhs.gov</td>

</tr>

<tr>

<th 1d = “nih”>National Institutes of Health</th>
<td headers = "org gov-agency age nih’>121</td>
<td headers = "org gov-agency url
nih”’>www._nih.gov</td>

</tr>

</table>

Frames (i)

Title frames with the TITLE attribute inside a <FRAME> or <IFRAME>
element.

Good titles are specific and descriptive, yet simple and short. As in writing
ALT text for images, you do not need to note the element’s existence (i.e.
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“Frame — Main Content”). Just write the necessary functional information to
understand and use the frame: “Main Content,” “Navigation Links,” and
“Advertisements.”

Flashing and Blinking ()

Although Section 508 officially permits certain rates of flickering, the Office
of Accessible System and Technology — who evaluates TSA websites on a
quarterly basis for Section 508 compliance — fails any page that has a
flashing or blinking element.

Text-Only Alternative Pages (k)

Text-only page(s) can only be used when the primary one(s) cannot be made
accessible. The alternative page should be updated whenever the main page
IS updated.

Scripts (1)

The use of scripting languages — such as JavaScript — should have content
and/or mark up text telling the user or assistive technology the function of
the script. This can be achieved in several ways, depending on the purpose
of the script.

1.) The <NOSCRIPT> tag should be included in the code to alert users
who need scripts enabled in their browser to view the content.

2.) Scripts used for appearances only (i.e. color changes) do not need text
in the content or the markup.

3.) Functional text is often put into the content itself to describe a script.
For example, text is often written within the <A> tag to indicate what
function the script will perform upon clicking on the link.

4.) Alternative text via the ALT attribute is used for scripts using images.

5.) Functions dependent on the mouse need to be accessible via
keyboard.

20



6.) Event handlers: consult the Access Board’s page listing specific event
handlers and how to make them accessible:

http://www.access-board.gov/sec508/quide/1194.22.htm#(l)

Applets and Plug-Ins ( m)

Web pages often link to files that must be downloaded. Common examples
include PDF and Microsoft Office documents. Accessing these files require
external applications (i.e. Adobe Reader).

A link must be included to these applications and they must comply with the
Software standards of Section 508 (8 1194.21).

The image below demonstrates how sites typically include the link:

Support for the Online Inquiry Form
Problems accessing the web site?

E-mail the Web Application Administrator: tripi@dhs gov

Back To Top

» Go to STEP 3: After Your Inguiry

Download Plug-in

Some of the links on this page require a plug-in to view them. Links to the plug-ins are available
below.

i Adobe Acrobat (PDF)

Thiz page was last modified on August 1, 2007

Content internal to TSA does not need to comply with this requirement.
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Forms (n)

Accessible forms are created by matching the FOR attribute value within the
<LABEL> tag to the ID attribute within the <INPUT> tag.

This links a label to an input element so a screen reader will associate the
label (i.e. “Name”) with the correct field. Without this link, screen readers
can read an input field without the label that would indicate the purpose of
the field. Without vision, it becomes unclear as to what should go into a
particular field.

Below is a simple form linking the labels (First Name, Last Name) with the
fields (created by the <INPUT> tag). This should be done for all input
elements.

<form>

<label for="first">First Name:</label>
<input type=""text" id="first" />

<label for="last''>Last Name:</label>
<input type="text" i1d="'last'/>

</form>

In addition to using the <LABEL> tag, the forms should be able to be
completed and submitted via keyboard.

Navigation Links (0)

Just as many websites provide links to “jump” to certain sections of a page, a
link should be provided so users can “jump” over the navigational links and
go directly to the main content. This link should be at the top of the page.

This can be achieved by placing an anchor at the beginning of the main
content.

<a 1d="main">Welcomel</a>)
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Then, link to that anchor with an appropriate link (i.e. “Skip Navigation™).
<a href="#main">Skip Navigation</a>

This standard assists users who use screen readers and/or the keyboard to
access content. Without this link, certain users have to listen or tab through
redundant content before reaching the main content.

Time Limits (p)

Pages that must be completed within a specific time frame should alert the
user and provide an option to get more time.

Some disabilities impact how long a user needs to complete a task. A user
may not finish reading or completing the page before it closes or refreshes.
Providing an option to get more time allows a user to access the page as long
as they need to.

Learning More

The Office of Accessible Systems and Technology (OAST) offers the DHS
OAST Guide for Accessible Web Content , which explains the Section 508
standards for Web accessibility in greater depth and how to test for
compliance. A direct link to the document is provided below:

https://dhsonline.dhs.gov/portal/jhtml/dc/sfi.jhtml:jsessionid=PRFWCVERY
UDY50QFIAACSFEY?doid=48803

OAST also offers accessibility classes for all aspects of Section 508
compliance. A schedule of classes can be obtained by e-mailing
accessibility@dhs.gov or visiting their Web portal:

https://dhsonline.dhs.gov/portal/jhtml/community.jhtml?index=28&commun
ity=MGMT &id=2007580003
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Software Applications — § 1194.21

Section 508 software standards aim to make the software itself accessible
and prevent the software from interfering with accessibility tools and
features. To achieve this accessibility, Section 508 lists twelve standards (a —
) that software should satisfy in order to be fully accessible.

Keyboard Access (a)

Each function of the application should be accessible via keyboard. This is
usually done with the Tab, Alt, Enter, and arrow keys.

Accessibility Tools (b)

Accessibility products (i.e. JAWS for Windows) and accessibility features
within the operating system (i.e. the high contrast setting) must continue to
work when an application is being used.

Assistive Technology and Focus ( c)

Assistive technology must be able to discern the current focus so it can relay
that focus to the screen reader.

Assistive Technology and User Interface Elements (d)

For each user interface element, assistive technology must be able to
identify:

1.) Identity (what a control is — a button, check box, radio box, etc.)

2.) Operation (what a control is for - what each control does, in the
context of the application)

3.) State (the status of a control, in relation to its operation — checked,
unchecked, etc.)

Icons denoting program controls (i.e. “Open”) should also be available in
text.
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Icon Meanings (e)

The meaning of an icon should remain the same throughout an application’s
use.

Text Information ( f)

Screen readers should be able to 1.) Detect a focus in the fields and 2.) Read
aloud text entered into those fields by the user (letter by letter).

Display Settings (g)

Applications need to render their interface according to the contrast and
color selections chosen by the user.

To check for this, enable the high contrast settings (Control Panel -
Accessibility Options = Display) and re-launch the application. The
application should be rendered according to the new contrast settings.

Animation ( h)

The user should have the option to receive any information conveyed
through animation through a non-animated mode.

Color Coding (i)

Any color-based information (i.e. a green box denoting “go” and a red box
denoting “stop™) should also be communicated textually.

Color Variety ()

Applications allowing the user to adjust colors and contrast settings should
allow more than one alternative color / contrast setting.

Flashing and Blinking ( k)

Applications should not have any blinking or flashing elements that blink or
flash more than once every three seconds.
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Forms (1)

Form controls — and the labels indicating their purpose — should be made
programmatically available to assistive technology so that users accessing
the application non-visually can understand and use the form(s).

Further Study

The Office of Accessible Systems and Technology (OAST) offers a guide
that explains the Section 508 standards for software applications in depth

and how to test for compliance. A direct link to the document is provided

below:

https://dhsonline.dhs.qgov/portal/jhtml/dc/sfi.jhtml:jsessionid=RF3QVGEOQPI
UJDOFIAACSFFI?doid=48804

Microsoft Office and Adobe Acrobat

Microsoft Office contains features to make documents accessible and more
usable for everyone. Additionally, if the document is converted to a PDF
file, the accessibility features carry over to the PDF document.

Graphics: Alternative Text

All graphical elements (images and objects) in Office documents should
have alternative text for users who use screen readers. Word, PowerPoint,
and Excel use the Format feature to attach alternative text to the elements.

To attach alternative text, double click the image or object and write the
alternative text into the Web tab of the Format feature.

Screen readers announce the presence of graphics. Therefore, you do not
need to note the element’s existence (“This is an image that shows...). Just
provide functional text that conveys the precise information that the image
or object conveys.
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An example below shows the Format feature on the Web tab:

Format Picture

Colors and Lines Size Layout | Picture |

Alternative text:

Transportation Security Administration loga

Web browsers display alternative text while pictures are loading or if they
are missing. Web search engines use alternative text to help find Web
pages, Alternative text is also used to assist users with disabilities.

Ok ] [ Cancel

Word

Styles and Formatting

Use the Styles and Formatting feature to show the structure of a document:

Document4 - Microsoft Word

File Edit WVew Insert Format Tools Table Window Help AdobePDF  Acrobat Comments

1 3 I | 5 | | 00% - (@) | GdRead E_iHeadingz - Arial -1 - [B]7]U [E]= ==
L] SR -2 13- - 4 2 stylesandrormating

% ‘ Heading 2
:

Pick formatting to apply

: This is a main heading. Clear £ -
- ear Formatting

5 This is a subheading of the main heading. ooyl

| Heading 2

- This is a paragraph / main content. N
- Lesass Heading 3

= Normal
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This is different than the Font feature. Formatting content should be done
via Styles and Formatting, not via Font.

The structure of the document allows screen reader users to jump from
section to section, getting a feel for the structure of the content. Furthermore,
if the file is converted to a PDF document, the structure will remain in the
PDF document.

Tables
To create accessible tables, follow two guidelines:

1.) Always create Tables using the Insert Table feature. Do not use the Tab
key or the Draw Table feature.

Insert Table @

Table size
Mumber of columns: 3 =
Mumber of rows: 2 s
AutoFit behavior
(%) Fixed column width: Auto %

() AutoFit to contents
() AutoFit to window

Table style: Table Grid AutoFarmat. ..

[ ] Remember dimensions for new tables

QK ] [ Cancel

2.) Never leave cells blank. To indicate an empty cell, type an appropriate
term or number in white font (i.e. “0”, “N/A”). In this manner, sighted users
don’t see anything while screen readers read cell contents in the right order
and screen reader users will know that “nothing” is in a particular cell.
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Where appropriate, Word documents should include page numbers, a Table
of Contents, and/or an index.

PowerPoint

Pre-formatted Slide Layouts

When creating slides, use the pre-formatted slide layouts provided. They
have built-in structure which aids screen readers in conveying the content.

B2 Microsoft PowerPoint - [Presentation2] |Z”E||Z|

i3] Ble Edt Wiew Insert Format Tooks  SideShow Window Help  Adobe PDF Type 2 question for help =/ %

RN = NEEN e N RN =N Ak - @ !éﬁwal -8 - |B I UJ|E|= === | A= 5| Deggn ol New Side

i'@@ﬁ!

Outline '(_Sides x

1@Ammsib’ity00mphme
August 2008

>

Accessibility Compliance

August 2008

Click to add notes E I i E HHH HHH :

(£

‘\ ] .\‘ |I Bl \‘ |l—|»«~-m--~| |I — I|
uu = [] show when inserting new slides

ipraw~ [ | Autoshapes~ N\ N IO [ ol €3 @ & | & - - A== ii!

=
=
Slide 10f 1 Default Design G

Provide a Word Alternative

PowerPoint presentations can sometimes be inaccessible regardless of the
measures you take. To ensure your information is accessible to all users, a
Word alternative can be helpful.
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When converting a PowerPoint presentation to Word, always use the Send
To feature. Never copy the slides onto Word; this copies the slides as
images.

Microsoft PowerPoint - [Presentation2]
P8 Fie | Edt View Insert Format Tools SideShow Wndow el Adobe PDF Eype s stk
New... Cirl+ 2 = = i= iz i

| Open... cirl+0

Close

Save Cirl+5
Save As...

Save as Web Page...

Remove Hidden Data...

3 File Search. ..

Permission »

Package for CD...

Web Page Preview

Page Setup...

Print Preyiew A = b = | = C | =

- Accessibility Compliance
Send To 3 | w2l Mai Regpient (for Review)...

Properties [i=1| Mail Recipient (as Attachment). ..

1\...\TSAITBUY Brownbag ML) Mail Recipient as Adobe POF

2\...\TSAITBUY Brownbag ‘y Exchange Folder... t 2 00 8

3 https: f/staffcollaborator. tsa.go... Online Meeting Partidpant
4 https: f/staffcollaborator. tsa.go... ﬁ Recdipient using Internet Fax Service...
Exit |§E] Microsoft Office Word... |

Converting via the Send To feature copies the notes from the PowerPoint
Outline into Word, with the associated structure. When converting the
PowerPoint presentation, choose the Outline Only option.

Send To Microsoft Office Word

Page layout in Microsoft Office Word
B
s

() Notes next to slides

(1 Blank lines next to slides

) Notes below slides

(1 Blank lines below slides

Il o

Add slides to Microsoft Office Word document ——

Ok ] [ Cancel
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Audio, Video, and Animation

Follow these guidelines for audio, video, and animation:
1.) Audio content should have an accompanying transcript.

2.) Video content should be captioned.
3.) Animation should have a text equivalent.

Excel

Column and Row Headers

Label all column and row headers via the Label feature:

B3 Microsoft Excel - Book1

@ File Edit View | Insert | Format Tools Data Window Help Adg
E gls... B - 34 | il @
ARNE=N" REWER Cels @ = -5l ©
o ¥ W B I Rows I"# Reply with Changes... E
B Columns
A |l Cchart.. E | F |
1 EUUEI Symbal...
2 D=mc= Bra
3 Fage oreak
4 Je | Function...
: | Mame L Define...
7 —d Comment Paste...
8 Picture F Create...
13[] i:: Diagram... Apply...
11 Object... Label...
12 W Hyperlink... Ctrl+K
13
14
15
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Comments

Comments (Insert > Comments) are not accessible to screen readers. As a
substitute, provide them at the bottom of a table, being sure to note which
cell they refer to.

Converting Office Documents to PDF

Note: these steps assume conversion is being done with the Adobe PDF
plug-in for Microsoft Office:

Help | Adobe PDF | Acrobat Comments
M4 Norm -/ Convert to Adobe PDF i |

- == Convert to Adobe POF and EMail s

= | Convert to Adobe PDF and Send for Review

[

Change Conversion Settings

Although documents can be made accessible in Adobe Acrobat, it is far
easier to build accessibility into the document while creating it in Microsoft
Office. The accessibility notes in this guide assume that accessibility has
been built into the document prior to converting it to PDF. This means:

1.) Graphics retain their alternative text descriptions.
2.) The document’s structure (i.e. headings) is retained in the conversion
process.

This makes the PDF document accessible to screen readers immediately
upon conversion.

The steps to converting an Office document are the same for all Office
applications:

1.) Go to Change Conversion Settings (Adobe PDF - Change
Conversion Settings)
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2.) Select Advanced

2. Acrobat PDFMaker

Settings | Security | Word | Bookmarks |

PDFMaker Settings
Conversion Settings: |513r1dard

W

|Use these settings to create Adobe PDF documents suitable for reliable viewing & |
and printing of business documents, Created PDF documents can be opened el

View Adobe PDF result
Prompt for Adobe PDF file name
Convert Document Information [ Advanced Settings ...

Standard - Adobe PDF Settings

ﬂ Standard B
[ General " i
Images

g Forr?s Description

Use these settings to create Adobe PDF documents suitable for reliable viewing and
[Z Color
3 Ad o prirting of business documents. Created PDF documents can be opened with
= "ad”crd Acrobat and Adobe Reader 5.0 and later.

andards
File Options
Compatibility: .ﬂcr-:-bat 70(PDF 1.6)
Ohbject Level Compression: |Tags anfy v |

Select Acrobat 7.0 for Compatibility and Tags Only for the Object
Level Compression.

3.) Go back to the Change Conversion Settings box and make sure
Attach source file to PDF file name and Enable accessibility and
reflow with Tagged PDF are checked.
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£2 Acrobat PDFMaker

Settings |5ecurity Word | Bookmarks

PDFMaker Settings
Conversion Settings: | Standard W

lse these settings to create Adobe PDF documents suitable for reliable viewing
and printing of business documents. Created POF documents can be opened

e
w

View Adobe POF result
Frompt for Adobe PDF file name
Convert Document Information

Advanced Settings ...

Application Settings
Attach source file to Adobe PDF
Add bookmarks to Adobe PDF
Add links to Adobe PDF
Enable accessibility and reflow with Tagged POF

4.) Convert the document and allow PDFMaker to save the document.

Adobe PDF | Acobat Comments Acrobat PDFMaker
L Convert to Adobe PDF ”
@ Convert to Adobe POF and EMail

A Acobat PDFMaker needs to save the Document before continuing.
L]

Do you want PDFMaker to save the Document and continue ?

ﬁ Convert to Adobe PDF and Send for Review

[ Yes I l Mo ]
Change Conversion Settings
5.) Save the new PDF document.
Save Adobe PDF File As 7 X]
Savein: | (£} My Documents v| « W5 = b
Ty |3 508 testing
{ EB ICSjunk
My Recent [y My Library
Documents My Music
= ﬁﬂMy Pictures
I. @My Videos
Desktop [CINEW _guide_content
E entire
My Documents
My Computer
File name: | v | [ save |
My Network = Saveastyps: | PDFfies v| [ cancel ]
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Because the accessibility of the new PDF document is automated, you’ll
want to check to make sure that the tags, reading order, and alternative text
of the new document are correct.

Adobe Acrobat Documents

Assuming you included proper document structure and alternative text
descriptions from the original Office document(s), the PDF’s accessibility
should be identical to the Office one.

Tags

The structure of the Office document will be reflected in the PDF document.
To see the structure go to:

View - Navigation Tabs - Tags

E8 Adobe Acrobat Professional - [entire.pdf]

T; File Edit BiE"M Document Comments Tools Advanced Plug-Ins Window Help
= N | Mavigation Tabs Articles
Task Buttons ¥ Attachments
iy |]} e
N Toolbars r Bookmarks
Menu Bar F9 Comments
o = Content
= Ll Full Screen Cirl+ =
E Destinations
2 Zoom Ta... Cirl+M
m Fields
. [ Actual Size Cirl+1
7'/ Info
g Fit Page Ctrl+0
& Layers
= 4| Fit Width Ctrl+2
g ] - Order
& Fit Visible Cirl+3
Pages
?/ Reflow Cirl+4
o Signatures
utomatically Scro i
Automatically Serol shift+Ctrl+H Tags
m
- Read Out Loud r T
?” Show Mavigation Pane F4
i SR " Dock Al Tabs
m
=5 Page Layout 3 Reset Tabs
5| Rotate View »
=3 H
EE
- Grid Crl+U
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To view a piece of content’s associated tag, elect to Highlight Content in
the Options menu. As you select a tag, the associated content will also be
highlighted:

#8 Adobe Acrobat Professional - [entire.pdf]
-,r'__, File Edit View Document Comments Tools Advanced Plug-Ins Window Help

% P EL i E T f i Ch_ ﬁ FHELEL Tﬂ Create PDF - A% Comment & Markup = 7 Send for Review - Iﬂl Secure - Z Sign + _EJ o

G [T soect il [ &~ [] [ [[4]© [o% - @ 105- [ v | @ren-
a1 i
2 - :
E EHgl Tags New Tag...
E Bl <sect> o
?/ @' <Ng )
<N o R, .
8 g oy /N@37. Transportation
% JEE  DeeTag { .| Security
3 ! | 27 Administration
@ <he Find Tag from Selection NARD S
?’E/ @ N Create Tag from Selection
g Bl <he Find...
i @' <Ng
7/ @' <Ng
g @‘ <Ng Copy Contents to Clipboard
o
;, @ N gy Class Map...
5 &N g Role Map. ..
5 & <Nc : :
?, @' <Ng Tag Annot..ahons E
% @‘ <NqDocgment is Tagged POF e C I O n
e @ <Ng |

Highlight Content

@' <Ng

g <he : .
= (Compliance
=) <N::::I>

Aftachments

To change a piece of content’s tag, right-click the tag in the left pane and
select Properties:
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i® Adobe Acrobat Professional - [entire.pdf]
Z File Edit View Document Comments Tools Advanced Plug-Ins Window Help

2} P E L:» i‘%-' (y' EI ﬁSearch ﬁCreateF‘DFv ,5'3 Comment & Markup ~ Qﬁ_“"Send for Review - I‘El'Securev Zsignv
e st | @ | 1 [o1] © [ |- ® | 03] vm] @ven-

m Options ~ X

=HF Tags 2
B <Sect>
G‘ <Mormal >
G‘ <Mormal>
@' <Mormal =
& Eme
@ < NewTag...
g - cut
@‘ <4 Delete Tag

g <«

@« FindTag from Selection

G‘ <N Create Tag from Selection
@' <N Find...

£
Gl G‘ A Copy Contents to Clipboard

B «

G‘ <N Edit Class Map...

0gq samare- SA Section 508

Tag Annotations

& Document is Tagged PDF

& < =
ompliance
& <|~| Properties... |

&8 <Normal> T

I Tags\li\ Orcler\l.:\ Pages\l.:\ Layers\li\ Signatures\'.:\ Bookmarks

Attachments

Select the new tag and the document will immediately reflect the change:

» O options - x_ TouchUp Properties El ::
8| | =& Tags ] ]
E Bl <sect> = | Content [ Tag | Text |
5 & <Normal>
f @' <Mormal> Type: |Heading Level 2
g & <Normal> e o
j s =
L <heading 1> 3 7
y g <Normalg> St :eajlng Level
5 ieading Level 6
B & <heading 2> Index 1
] @‘ Shemals Alternate Text: || ahel
el @ <Normal> '[::r
:‘% B <iormal Language: |List Item v
& <Normal>
& <Normal> 5
& il I EditTag... | [ EditAtirbute Objects... | [ Edit Attribute Classes... |
& <Normal>
& <Normal>
& <Normal=>
& <Normal>
o @ <heading 2>
| 3= ompliance
E & <Normal>
< & <Normal>
| & <Normal> G =
2 B <Normal> u I d e
E & <Normal=>
5 & <Normal>
il & <Normal>
& <Normal> b
v
|9 = | ofz | p bl @ @ | O [-]H i
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Reading Order

It is important that the reading order of your document make sense, or screen
readers will read the content in a jumbled order.

To check the reading order of your document, go to:

View > Navigation Tabs - Order

E8 Adobe Acrobat Professional - [entire.pdf]

7‘; File Edit W= Document Comments Tools Advanced Plug-Ins  Window Help
B e, | Mavigation Tabs Articles bekup
™ Task Buttons » Attachments —
Ry Se @) H
N | IL Toolbars r Bookmarks o
—: Menu Bar Fg Comments
@ =1 Content
= Ll Full Screen Cirl+. =
E Destinations
2 Zoom Ta... Cirl+M
m Fields
. (Y Actual Size Cirl+1
7/ Info
g Fit Page Cirl+0
2 Layers
= 4| Fit Width Ctrl+2
2 ] - Crder |
& Fit Visible Ctrl+3
Fages
ﬁ/ Reflow Cirl+4
@ Signatures
E‘ Automatically Scroll Shift+Ctrl+H Tags S A
- Read Out Loud r o
f/ Show Navigation Pane F4 g R
Go To "' Dock All Tabs !
g r oce
=5 Page Layout 3 Reset Tabs
'_g Rotate View »
=
° Grid Ctrl+U

The reading order will immediately appear in the right pane:
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2% S M- - @ Pseren | T ceaeror + ) comment 8 uartug = g Send tor Revew = |2} secure + o sign + | Forma +

) |Inosoect g | B - | 5[z @ (e |- @ (|5} wom || @ -
T Optoss = »
3:::: o E’ﬂ-\ exception |1q||l| es approval from OAST. Upon approval, OAST
% D race 2 provides contract lang and d ion for the exception. This
% :rjpv 3 document nust be placed in the PR. folder and the language 15 inserted into
% [ Page the SO0, or SOW.
= [ rage 5
B9 [1] Ths exceptiont [zndue Burden
9 2] Undue Burden
Diesges “Undue burden” means that compliance impeses a ‘ujgmﬁ:nm difficulty or

expense” = on the entire budget of DHS. This exception is rare.

Back-Office (§1194.3 - f)

EIT is exempt from camph.‘moe if the products are * lomrd in spaces
frequented only by service p 1 for mai TCpair, or ional

I Togs | order _Pages & _Liywrs 0_Sqranes 4 Bosimarta |
PELDLDLE
EEERtt

5 O age 14 monitoring of equipment.”
& %:: :: This exception is often only partial to hardware. Remote interfaces still need
: % Qrwe 17 to conply.
[rage 12 !
# [ vage 15 Fundamental Alteration (§1194.3 — &)
[ Page 20
3 % [ fage 21 EIT products do not have to comply with Section 508 if doing so would alter
| L g"m @ their original purpose.
Fage 23
g % [0 page 24 Commercial Non-Availability
L

When EIT is procured, nm'l\:t research must first be completed to find

= products that are cmp ith Section 508. Then, an amﬂysls 1%
A 3 Ancanantad £o 1t ic tha mnct samnliant The mact |
o o Id 4 sefm @ «

To change the order of a piece, drag the relevant icon to the left of the
element up or down, depending on which order you want to place it in:

2 Adobe Acrobat Professional - [entire.pdf]

-" File Edit View Document Comments Tools Advanced PlugIns Window Help

% @'&v E ,q. F' y @ ﬁSearch Tl.j Create PDF ~ "‘v‘ Cumment&Markup' {Sendfnrﬂevnwv li“lsgcmev Zs.gnv

@ ‘Ibs.electr @ - L _+J| |@|94% - ® ,Bi . Y!'ﬁ OHelpv:
M ogtions ~  x Exccptwﬂs Relevail cxceptmns at this stage of the acquisition process are

8 — o listed below:

8| | =g entrre.pdf 2 | i :
z [ page 1 Exception Who [ Turnaround Time
:‘ D Page 2 A

rd [ Page 3 National

g [ Page 4 Security Systems

g [l Page 5 Undue Burden |

W D Page & Fund ital
el [ Page 7 Alt e

eration

B Bl D Page 8

5
?’

;]

F[ M panea

Alternative Text

The alternative text you assigned to graphical elements in your Office
document will carry over to the PDF document.
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To see the text, hover your mouse over the graphic:

‘Ne3y Transportation
.| Security

"_-",1.,.“ ..,-:"-:L Adn
— Transportation Security Administration logo

Zon_Uy

Learn More

This guide is not comprehensive in its treatment of accessible PDF
documents. The Office of Accessible Systems and Technology (OAST)
offers classes in creating accessible PDF documents and forms.

A schedule of current courses can be obtained by e-mailing
accessibility@dhs.gov or by visiting their portal:
https://dhsonline.dhs.gov/portal/jhtml/community.jhtmi?index=28&commun
ity=MGMT&id=2007580003

Getting Help

TSA Section 508 Coordinators are available to assist employees with
guestions. Their contact information is below:

Neil Bonner
E-Mail: neil.bonner@dhs.gov
Phone: 571-227-2009

Steven Goosey (back-up)
E-Mail: steven.goosey@dhs.gov
Phone: 571-227-2859
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A list of the current Section 508 Coordinators for all DHS components is
located below:

https://dhsonline.dhs.gov/portal/jhtml/dc/sf.jhtml?doid=78782

In addition, the Office of Accessible Systems and Technology (OAST)
offers accessibility classes for all aspects of Section 508 compliance. A
schedule of classes can be obtained by e-mailing accessibility@dhs.gov or
visiting their Web portal:

https://dhsonline.dhs.qgov/portal/jhtml/community.jhtml?index=28&commun
ity=MGMT&id=2007580003
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Appendix A: Section 508

Subpart A — General

1194.1 Purpose.

1194.2 Application.

1194.3 General exceptions.
1194.4 Definitions.

1194.5 Equivalent facilitation.

Subpart B — Technical Standards

1194.21 Software applications and operating systems.

1194.22 Web-based intranet and internet information and applications.
1194.23 Telecommunications products.

1194.24 Video and multimedia products.

1194.25 Self contained, closed products.

1194.26 Desktop and portable computers.

Subpart C — Functional Performance Criteria

1194.31 Functional performance criteria.

Subpart D — Information, Documentation, and Support
1194.41 Information, documentation, and support.

Authority: 29 U.S.C. 794d.

Subpart A — General
§1194.1 Purpose.

The purpose of this part is to implement section 508 of the Rehabilitation
Act of 1973, as amended (29 U.S.C. 794d). Section 508 requires that when
Federal agencies develop, procure, maintain, or use electronic and
information technology, Federal employees with disabilities have access to
and use of information and data that is comparable to the access and use by
Federal employees who are not individuals with disabilities, unless an undue
burden would be imposed on the agency. Section 508 also requires that
individuals with disabilities, who are members of the public seeking
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information or services from a Federal agency, have access to and use of
information and data that is comparable to that provided to the public who
are not individuals with disabilities, unless an undue burden would be
imposed on the agency.

§ 1194.2 Application.

(a) Products covered by this part shall comply with all applicable provisions
of this part. When developing, procuring, maintaining, or using electronic
and information technology, each agency shall ensure that the products
comply with the applicable provisions of this part, unless an undue burden
would be imposed on the agency.

(1) When compliance with the provisions of this part imposes an undue
burden, agencies shall provide individuals with disabilities with the
information and data involved by an alternative means of access that allows
the individual to use the information and data.

(2) When procuring a product, if an agency determines that compliance with
any provision of this part imposes an undue burden, the documentation by
the agency supporting the procurement shall explain why, and to what
extent, compliance with each such provision creates an undue burden.

(b) When procuring a product, each agency shall procure products which
comply with the provisions in this part when such products are available in
the commercial marketplace or when such products are developed in
response to a Government solicitation. Agencies cannot claim a product as a
whole is not commercially available because no product in the marketplace
meets all the standards. If products are commercially available that meet
some but not all of the standards, the agency must procure the product that
best meets the standards.

(c) Except as provided by §1194.3(b), this part applies to electronic and
information technology developed, procured, maintained, or used by
agencies directly or used by a contractor under a contract with an agency
which requires the use of such product, or requires the use, to a significant
extent, of such product in the performance of a service or the furnishing of a
product.
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§1194.3 General exceptions.

(a) This part does not apply to any electronic and information technology
operated by agencies, the function, operation, or use of which involves
intelligence activities, cryptologic activities related to national security,
command and control of military forces, equipment that is an integral part of
a weapon or weapons system, or systems which are critical to the direct
fulfillment of military or intelligence missions. Systems which are critical to
the direct fulfillment of military or intelligence missions do not include a
system that is to be used for routine administrative and business applications
(including payroll, finance, logistics, and personnel management
applications).

(b) This part does not apply to electronic and information technology that is
acquired by a contractor incidental to a contract.

(c) Except as required to comply with the provisions in this part, this part
does not require the installation of specific accessibility-related software or
the attachment of an assistive technology device at a workstation of a
Federal employee who is not an individual with a disability.

(d) When agencies provide access to the public to information or data
through electronic and information technology, agencies are not required to
make products owned by the agency available for access and use by
individuals with disabilities at a location other than that where the electronic
and information technology is provided to the public, or to purchase
products for access and use by individuals with disabilities at a location
other than that where the electronic and information technology is provided
to the public.

(e) This part shall not be construed to require a fundamental alteration in the
nature of a product or its components.

(f) Products located in spaces frequented only by service personnel for
maintenance, repair, or occasional monitoring of equipment are not required
to comply with this part.

§ 1194.4 Definitions.

The following definitions apply to this part:
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Agency. Any Federal department or agency, including the United States
Postal Service.

Alternate formats. Alternate formats usable by people with disabilities may
include, but are not limited to, Braille, ASCII text, large print, recorded
audio, and electronic formats that comply with this part.

Alternate methods. Different means of providing information, including
product documentation, to people with disabilities. Alternate methods may
include, but are not limited to, voice, fax, relay service, TTY, Internet
posting, captioning, text-to-speech synthesis, and audio description.

Assistive technology. Any item, piece of equipment, or system, whether
acquired commercially, modified, or customized, that is commonly used to
increase, maintain, or improve functional capabilities of individuals with
disabilities.

Electronic and information technology. Includes information technology
and any equipment or interconnected system or subsystem of equipment,
that is used in the creation, conversion, or duplication of data or information.
The term electronic and information technology includes, but is not limited
to, telecommunications products (such as telephones), information kiosks
and transaction machines, World Wide Web sites, multimedia, and office
equipment such as copiers and fax machines. The term does not include any
equipment that contains embedded information technology that is used as an
integral part of the product, but the principal function of which is not the
acquisition, storage, manipulation, management, movement, control, display,
switching, interchange, transmission, or reception of data or information. For
example, HVAC (heating, ventilation, and air conditioning) equipment such
as thermostats or temperature control devices, and medical equipment where
information technology is integral to its operation, are not information
technology.

Information technology. Any equipment or interconnected system or
subsystem of equipment, that is used in the automatic acquisition, storage,
manipulation, management, movement, control, display, switching,
interchange, transmission, or reception of data or information. The term
information technology includes computers, ancillary equipment, software,
firmware and similar procedures, services (including support services), and
related resources.
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Operable controls. A component of a product that requires physical contact
for normal operation. Operable controls include, but are not limited to,
mechanically operated controls, input and output trays, card slots,
keyboards, or keypads.

Product. Electronic and information technology.

Self Contained, Closed Products. Products that generally have embedded
software and are commonly designed in such a fashion that a user cannot
easily attach or install assistive technology. These products include, but are
not limited to, information kiosks and information transaction machines,
copiers, printers, calculators, fax machines, and other similar types of
products.

Telecommunications. The transmission, between or among points specified
by the user, of information of the user’s choosing, without change in the
form or content of the information as sent and received.

TTY. An abbreviation for teletypewriter. Machinery or equipment that
employs interactive text based communications through the transmission of
coded signals across the telephone network. TTYs may include, for
example, devices known as TDDs (telecommunication display devices or
telecommunication devices for deaf persons) or computers with special
modems. TTYs are also called text telephones.

Undue burden. Undue burden means significant difficulty or expense. In

determining whether an action would result in an undue burden, an agency
shall consider all agency resources available to the program or component
for which the product is being developed, procured, maintained, or used.

§ 1194.5 Equivalent facilitation.

Nothing in this part is intended to prevent the use of designs or technologies
as alternatives to those prescribed in this part provided they result in
substantially equivalent or greater access to and use of a product for people
with disabilities.
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Subpart B — Technical Standards
§1194.21 Software applications and operating systems.

(a) When software is designed to run on a system that has a keyboard,
product functions shall be executable from a keyboard where the function
itself or the result of performing a function can be discerned textually.

(b) Applications shall not disrupt or disable activated features of other
products that are identified as accessibility features, where those features are
developed and documented according to industry standards. Applications
also shall not disrupt or disable activated features of any operating system
that are identified as accessibility features where the application
programming interface for those accessibility features has been documented
by the manufacturer of the operating system and is available to the product
developer.

(c) A well-defined on-screen indication of the current focus shall be
provided that moves among interactive interface elements as the input focus
changes. The focus shall be programmatically exposed so that assistive
technology can track focus and focus changes.

(d) Sufficient information about a user interface element including the
identity, operation and state of the element shall be available to assistive
technology. When an image represents a program element, the information
conveyed by the image must also be available in text.

(e) When bitmap images are used to identify controls, status indicators, or
other programmatic elements, the meaning assigned to those images shall be
consistent throughout an application’s performance.

(f) Textual information shall be provided through operating system functions
for displaying text. The minimum information that shall be made available
IS text content, text input caret location, and text attributes.

(g9) Applications shall not override user selected contrast and color selections
and other individual display attributes.

(h) When animation is displayed, the information shall be displayable in at
least one non-animated presentation mode at the option of the user.
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(i) Color coding shall not be used as the only means of conveying
information, indicating an action, prompting a response, or distinguishing a
visual element.

(j) When a product permits a user to adjust color and contrast settings, a
variety of color selections capable of producing a range of contrast levels
shall be provided.

(k) Software shall not use flashing or blinking text, objects, or other
elements having a flash or blink frequency greater than 2 Hz and lower than
95 Hz.

(I) When electronic forms are used, the form shall allow people using
assistive technology to access the information, field elements, and
functionality required for completion and submission of the form, including
all directions and cues.

81194.22 Web-based intranet and internet information and
applications.

(a) A text equivalent for every non-text element shall be provided (e.g., via
“alt”, “longdesc”, or in element content).

(b) Equivalent alternatives for any multimedia presentation shall be
synchronized with the presentation.

(c) Web pages shall be designed so that all information conveyed with color
is also available without color, for example from context or markup.

(d) Documents shall be organized so they are readable without requiring an
associated style sheet.

(e) Redundant text links shall be provided for each active region of a server-
side image map.

(f) Client-side image maps shall be provided instead of server-side image
maps except where the regions cannot be defined with an available
geometric shape.

(g) Row and column headers shall be identified for data tables.
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(h) Markup shall be used to associate data cells and header cells for data
tables that have two or more logical levels of row or column headers.

(i) Frames shall be titled with text that facilitates frame identification and
navigation.

(j) Pages shall be designed to avoid causing the screen to flicker with a
frequency greater than 2 Hz and lower than 55 Hz.

(k) A text-only page, with equivalent information or functionality, shall be
provided to make a web site comply with the provisions of this part, when
compliance cannot be accomplished in any other way. The content of the

text-only page shall be updated whenever the primary page changes.

(I) When pages utilize scripting languages to display content, or to create
interface elements, the information provided by the script shall be identified
with functional text that can be read by assistive technology.

(m) When a web page requires that an applet, plug-in or other application be
present on the client system to interpret page content, the page must provide
a link to a plug-in or applet that complies with §1194.21(a) through (1).

(n) When electronic forms are designed to be completed on-line, the form
shall allow people using assistive technology to access the information, field
elements, and functionality required for completion and submission of the
form, including all directions and cues.

(0) A method shall be provided that permits users to skip repetitive
navigation links.

(p) When a timed response is required, the user shall be alerted and given
sufficient time to indicate more time is required.

Note to 81194.22: 1. The Board interprets paragraphs (a) through (k) of this
section as consistent with the following priority 1 Checkpoints of the Web
Content Accessibility Guidelines 1.0 (WCAG 1.0) (May 5, 1999) published
by the Web Accessibility Initiative of the World Wide Web Consortium:

Section 1194.22 Paragraph| WCAG 1.0 Checkpoint

(@) 1.1
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(b) 1.4
(c) 2.1
(d) 6.1
(e) 1.2
) 9.1
(9) 5.1
(h) 5.2
(i) 12.1
() 7.1
(k) 11.4

2. Paragraphs (1), (m), (n), (0), and (p) of this section are different from
WCAG 1.0. Web pages that conform to WCAG 1.0, level A (i.e., all
priority 1 checkpoints) must also meet paragraphs (1), (m), (n), (0), and (p)
of this section to comply with this section. WCAG 1.0 is available at
http://www.w3.0rg/TR/1999/WAI-WEBCONTENT-19990505.

§ 1194.23 Telecommunications products.

(a) Telecommunications products or systems which provide a function
allowing voice communication and which do not themselves providea TTY
functionality shall provide a standard non-acoustic connection point for
TTYs. Microphones shall be capable of being turned on and off to allow the
user to intermix speech with TTY use.

(b) Telecommunications products which include voice communication
functionality shall support all commonly used cross-manufacturer non-
proprietary standard TTY signal protocols.

(c) Voice mail, auto-attendant, and interactive voice response
telecommunications systems shall be usable by TTY users with their TTYSs.

(d) Voice mail, messaging, auto-attendant, and interactive voice response
telecommunications systems that require a response from a user within a
time interval, shall give an alert when the time interval is about to run out,
and shall provide sufficient time for the user to indicate more time is
required.
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(e) Where provided, caller identification and similar telecommunications
functions shall also be available for users of TTY's, and for users who cannot
see displays.

(f) For transmitted voice signals, telecommunications products shall provide
a gain adjustable up to a minimum of 20 dB. For incremental volume
control, at least one intermediate step of 12 dB of gain shall be provided.

(g) If the telecommunications product allows a user to adjust the receive
volume, a function shall be provided to automatically reset the volume to the
default level after every use.

(h) Where a telecommunications product delivers output by an audio
transducer which is normally held up to the ear, a means for effective
magnetic wireless coupling to hearing technologies shall be provided.

(i) Interference to hearing technologies (including hearing aids, cochlear
implants, and assistive listening devices) shall be reduced to the lowest
possible level that allows a user of hearing technologies to utilize the
telecommunications product.

(j) Products that transmit or conduct information or communication, shall
pass through cross-manufacturer, non-proprietary, industry-standard codes,
translation protocols, formats or other information necessary to provide the
information or communication in a usable format. Technologies which use
encoding, signal compression, format transformation, or similar techniques
shall not remove information needed for access or shall restore it upon
delivery.

(k) Products which have mechanically operated controls or keys, shall
comply with the following:

(1) Controls and keys shall be tactilely discernible without activating the
controls or keys.

(2) Controls and keys shall be operable with one hand and shall not require
tight grasping, pinching, or twisting of the wrist. The force required to
activate controls and keys shall be 5 Ibs. (22.2 N) maximum.
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(3) If key repeat is supported, the delay before repeat shall be adjustable to at
least 2 seconds. Key repeat rate shall be adjustable to 2 seconds per
character.

(4) The status of all locking or toggle controls or keys shall be visually
discernible, and discernible either through touch or sound.

§1194.24 Video and multimedia products.

(a) All analog television displays 13 inches and larger, and computer
equipment that includes analog television receiver or display circuitry, shall
be equipped with caption decoder circuitry which appropriately receives,
decodes, and displays closed captions from broadcast, cable, videotape, and
DVD signals. As soon as practicable, but not later than July 1, 2002,
widescreen digital television (DTV) displays measuring at least 7.8 inches
vertically, DTV sets with conventional displays measuring at least 13 inches
vertically, and stand-alone DTV tuners, whether or not they are marketed
with display screens, and computer equipment that includes DTV receiver or
display circuitry, shall be equipped with caption decoder circuitry which
appropriately receives, decodes, and displays closed captions from
broadcast, cable, videotape, and DVD signals.

(b) Television tuners, including tuner cards for use in computers, shall be
equipped with secondary audio program playback circuitry.

(c) All training and informational video and multimedia productions which
support the agency’s mission, regardless of format, that contain speech or
other audio information necessary for the comprehension of the content,
shall be open or closed captioned.

(d) All training and informational video and multimedia productions which
support the agency’s mission, regardless of format, that contain visual
information necessary for the comprehension of the content, shall be audio
described.

(e) Display or presentation of alternate text presentation or audio
descriptions shall be user-selectable unless permanent.
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§1194.25 Self contained, closed products.

(a) Self contained products shall be usable by people with disabilities
without requiring an end-user to attach assistive technology to the product.
Personal headsets for private listening are not assistive technology.

(b) When a timed response is required, the user shall be alerted and given
sufficient time to indicate more time is required.

(c) Where a product utilizes touchscreens or contact-sensitive controls, an
input method shall be provided that complies with §1194.23 (k) (1) through

(4).

(d) When biometric forms of user identification or control are used, an
alternative form of identification or activation, which does not require the
user to possess particular biological characteristics, shall also be provided.

(e) When products provide auditory output, the audio signal shall be
provided at a standard signal level through an industry standard connector
that will allow for private listening. The product must provide the ability to
interrupt, pause, and restart the audio at anytime.

(f) When products deliver voice output in a public area, incremental volume
control shall be provided with output amplification up to a level of at least
65 dB. Where the ambient noise level of the environment is above 45 dB, a
volume gain of at least 20 dB above the ambient level shall be user
selectable. A function shall be provided to automatically reset the volume to
the default level after every use.

(g) Color coding shall not be used as the only means of conveying
information, indicating an action, prompting a response, or distinguishing a
visual element.

(h) When a product permits a user to adjust color and contrast settings, a
range of color selections capable of producing a variety of contrast levels
shall be provided.

(i) Products shall be designed to avoid causing the screen to flicker with a
frequency greater than 2 Hz and lower than 55 Hz.
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(j) Products which are freestanding, non-portable, and intended to be used in
one location and which have operable controls shall comply with the
following:

(1) The position of any operable control shall be determined with respect to
a vertical plane, which is 48 inches in length, centered on the operable
control, and at the maximum protrusion of the product within the 48 inch
length (see Figure 1 of this part).

o Control Area

‘ : | Vertical Plane \ —.|-—
"
|

48 in min

1220 mm ; T i Z0mm

Vertical Plane Relative to the Operable Control

Figure 1

(2) Where any operable control is 10 inches or less behind the reference
plane, the height shall be 54 inches maximum and 15 inches minimum above
the floor.

(3) Where any operable control is more than 10 inches and not more than 24
inches behind the reference plane, the height shall be 46 inches maximum
and 15 inches minimum above the floor.

(4) Operable controls shall not be more than 24 inches behind the reference
plane (see Figure 2 of this part).
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§1194.26 Desktop and portable computers.

(@) All mechanically operated controls and keys shall comply with §1194.23
(k) (1) through(4).

(b) If a product utilizes touchscreens or touch-operated controls, an input
method shall be provided that complies with 81194.23 (k) (1) through (4).

(c) When biometric forms of user identification or control are used, an
alternative form of identification or activation, which does not require the
user to possess particular biological characteristics, shall also be provided.

(d) Where provided, at least one of each type of expansion slots, ports and
connectors shall comply with publicly available industry standards.

Subpart C — Functional Performance Criteria
§1194.31 Functional performance criteria.

(a) At least one mode of operation and information retrieval that does not
require user vision shall be provided, or support for assistive technology
used by people who are blind or visually impaired shall be provided.

(b) At least one mode of operation and information retrieval that does not
require visual acuity greater than 20/70 shall be provided in audio and
enlarged print output working together or independently, or support for
assistive technology used by people who are visually impaired shall be
provided.

55



(c) At least one mode of operation and information retrieval that does not
require user hearing shall be provided, or support for assistive technology
used by people who are deaf or hard of hearing shall be provided.

(d) Where audio information is important for the use of a product, at least
one mode of operation and information retrieval shall be provided in an
enhanced auditory fashion, or support for assistive hearing devices shall be
provided.

(e) At least one mode of operation and information retrieval that does not
require user speech shall be provided, or support for assistive technology
used by people with disabilities shall be provided.

(f) At least one mode of operation and information retrieval that does not
require fine motor control or simultaneous actions and that is operable with
limited reach and strength shall be provided.

Subpart D — Information, Documentation, and Support
§1194.41 Information, documentation, and support.

(a) Product support documentation provided to end-users shall be made
available in alternate formats upon request, at no additional charge.

(b) End-users shall have access to a description of the accessibility and
compatibility features of products in alternate formats or alternate methods
upon request, at no additional charge.

(c) Support services for products shall accommodate the communication
needs of end-users with disabilities.
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