Accessible Digital Materials – Frequently Asked Questions
The federal government is instituting new requirements around accessible digital documents and materials. The deadline for this requirement has been moved to April 26, 2027. However, in an effort to be welcoming to all participants and to be well prepared in advance of the deadline, the Osher Lifelong Learning Institute (OLLI) is asking all faculty instructors to meet these requirements as soon as possible.
The OLLI Office is ready to help as you review your digital materials. If you have questions on how to remediate existing documents or create new materials for a course, please reach out by email, call (207) 780-4406, or stop by the office at 210 Wishcamper Center.
Below are some frequently asked questions. You can also find an Accessibility Guide and an accessible Word template on our website.
Q: Why is it important for digital materials to meet accessibility standards?
A: These standards are designed to ensure everyone can take part in OLLI. They take into consideration multiple disabilities that could prevent someone from being able to access information including sensory impairment resulting in blindness, low vision, deafness, or hearing loss; physical impairment impacting the use of a mouse or keyboard; mental/intellectual impairment; and learning disabilities.
National Public Radio recently posted a story about the need for student access.
The Americans with Disabilities Act provides for steep fines if we don’t comply with the law. We do not expect this to be an issue if we are acting in good faith and doing our best to meet the standards. We also want to provide accessible resources so all our members can read them!
Q: How much detail do I have to put in the alt text?
A: A good guideline is to think about what you would say if you were describing the document to someone else over the phone where they can’t see it. Sometimes you don’t need to say much to get the idea across, and sometimes you need to give more detail so they understand the purpose of the picture .
Q: How do I add alternative text (alt text) in Pages or Keynote?
A: In Pages and Keynote, “alt text” is called “descriptions.” You can find more information in Apple’s Create accessible documents, spreadsheets, or presentations with Pages, Numbers, or Keynote webpage.
There are step-by-step instructions on adding Alt Text in Word included in the Accessibility Guidelines.
Q: How can I add alt text to a picture attached to an email?
A: You can’t add alt text to an attachment, only to a picture inserted into a document. We recommend you create a document with the picture in it. If that’s not possible, you should include a description of the image in the email body.
Q: I added alt text, but I can’t see it. What happened to it?
A: The alt text is embedded into the picture file and will not be visible when viewing the document. A screen reader (a program that reads the document out loud) will read out the alt text information to someone who can’t see the image.
Q: What do you mean by “styles?” Why can’t I have my headers bold?
A: “Styles” (sometimes called paragraph styles) in a document are pre-set designs for different fonts. The most common Styles include a Title, Headings (1, 2, 3, etc.), Body, List Paragraph (bullets and numbered lists) and Hyperlink. When you highlight text in a document and select the Style, the program will “tag” that section so screen readers can recognize it.
If you make text bold to indicate a heading without using styles, a screen reader won’t realize it’s a heading. You can modify your text font type, size, and bold as desired once the style is select, and you can modify the style in your document to the look you prefer. Use the “Help” menu in your specific program to learn how to change the styles or contact us and we can help.
Be sure to take a moment and double check that your headings are in numerical order (1, 2, 3, etc.), similar to an outline.
Q: How can I tell if my PDF is accessible?
A: If you have Acrobat Pro, you can check the accessibility using Acrobat Pro’s Prepare for accessibility tool. All PDFs should be emailed to the OLLI Office for review. Other materials can be submitted as needed. Please send materials to the office no fewer than seven days prior to the start of class. 
Q: Can I find this information on the OLLI website?
A: Yes! We are updating our Current Faculty page to include accessibility information and instructions within the Books & Materials tab.
Q: What if I have another question?
A: Please ask! Your questions are also helping us learn what we need to know about accessibility.
Q: What if I want more information?
Here are some resources for learning more:
· The federal government’s Fact Sheet: New Rule on the Accessibility of Web Content and Mobile Apps Provided by State and Local Governments provides information directly from the federal government about the accessibility standards.
· The technical standard the federal government is holding state and local governments to is the Web Content Accessibility Guidelines (WCAG) Version 2.1, Level AA.
· Some universities have guides to digital accessibility, like this one from The University of Utah and this one from The University of Kansas.
· WebAIM has a collection of resources that include sections on creating accessible documents of many kinds.
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