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Section 508 of the Rehabilitation Act 
• Section 508 of the Rehabilitation Act of 1973 (29 

U.S.C. 794d) applies when Federal Agencies 
develop, procure, maintain or use Information and 
Communication Technology (ICT) Section 508 
requires ICT to be accessible to individuals with and 
without disabilities. 
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Computers, Software, Firmware 
and Peripherals 

Telecommunication Products 
(telephones and faxes) 

Information Kiosks and 
Transaction Machines 

Office Equipment  
(copiers, fax machines, and calculators) 

Video equipment and multimedia 
products distributed on DVDs, CDs, 
video tapes or internet 

Network Services 

Support Services 

Websites, E-mail, and Groupware 

Examples of ICT 

Social Media 
(Facebook, Twitter, etc.) 
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Hierarchy of Section 508 Authority 
• Law 

– Section 508 of the Rehabilitation Act (as Amended), 29 U.S.C. § 794d 
• Accessibility Standards  

– U.S. Access Board to create and update ICT Accessibility Standards 
for Section 508  

• The Federal Acquisition Regulation (FAR) 
– Law mandates Section 508 Standards clause be included in, and 

therefore ENFORCED through, the FAR 
• Department/Agency Policy 

– 375 DM 8, Section 508 Program and Responsibilities 
• Guidance Documents 

– Accessible Electronic Document Community of  Practice (AED COP) 
Authoring and Testing Guides 

– AED COP How-to Videos 

 

http://elips.doi.gov/elips/0/doc/4279/Page1.aspx
https://www.section508.gov/content/build/create-accessible-documents
https://www.youtube.com/watch?v=D4WALJAkJiI
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Why is Accessibility of Electronic 
Documents Important? 

• Some people with disabilities have no other way of interacting 
with people, accessing information, starting a career, getting an 
education, or contributing to society, other than through the web, 
ICT and Assistive Technology (AT). 

 
• The Census Bureau reports that 56.7 million Americans report 

having a disability; that is about 20% of the total population. 59% 
of those age 21 to 64 who reported a disability are unemployed. 

 
• Approximately 8.8% of DOI’s workforce is disabled. 
 
• DOI’s goal is to increase hiring of disabled individuals to reach 

12% of the workforce. 
 

 



6 
Not for distribution. For discussion 

only. Pre-decisional. 

• Document Formatting 
1. Descriptive Filename 

• Text Formatting 
1. Use of styles to create 

headings 
2. Use built-in features to 

create lists 
3. Use built-in features to 

organize tables 
4. Unambiguous names of 

links 

 
 

• Object Formatting 
1. Duplicate vital info in 

headers, footers, and 
watermarks 

2. Use built-in features to 
create data tables 

3. Alternate text for images 
4. Accessible text boxes 

• Color Formatting 
1. Use of color to convey 

meaning 
2. Color contrast 
 

Requirements for Accessible Word 
Documents 
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Word Accessibility Checker 
• The Word 

Accessibility Checker 
checks documents for 
any content that 
people with 
disabilities may find 
difficult to read. 

 

• The Accessibility 
Checker is located in 
the File tab, under 
Info, Check for Issues 
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Word Accessibility Checker Results 

• Results of the Accessibility Check 
are displayed on the right side of 
the screen. 

 
• The inspection results also include 

additional information explaining 
why errors should be fixed and 
instructions on how to fix them. 
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Word Document Formatting – 
Descriptive Filename 

• A descriptive filename identifies 
the document or its purpose and 
helps everyone locate, open and 
switch between documents. 

 Nondescriptive 
Filename 

Descriptive Filename 

Untitled1.pdf OMB_Report_2_5_16.
pdf 

Document1.pdf 2015_Security_Training
.pdf 

Report2016.pdf 2016 Section 508 
Annual Report.pdf 

XKCD 
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Text Formatting - Use Styles to Create 
Headings 

• Headings are used to break-up content and make finding information 
easier.  AT cannot access information in purely visual queues such as 
bolding and underlining. 

• Go to Home>>Styles and use styles when creating headings in your 
document. 
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• Using built-in list features creates a structure that screen 
readers can identify. 

• The built-in list features carry over to Adobe. 
• Go to Home>Paragraph and use Bullets, Numbering or 

Multilevel List features. 

Text Formatting - Lists 
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• When using a table format, use built-in table features 
rather than creating the appearance of a table by using 
tabs or spaces. 

• Go to Insert>Tables and insert the number of columns 
and rows you need for your data table. 

• Do not merge or split cells 
• Identify the header row.  Select the first row>Table Tools 

Layout tab>Repeat Header Rows. 
 

 

Use Built-in Features for Tables 
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Word 2010 - Add Alternate Text to Images 
1. Right click on the image and select the Format command from the drop 

down menu. 
2. Select Alt Text and type a description of the image into the Description 

box. 
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1. Right click on the image 
and select the Format 
command from the drop 
down menu. 
 

2. Under Layout and 
Properties, select Alt Text 
and type a description of 
the image into the 
Description box. 

Word 2013 - Add Alternate Text to Images 
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Use of Color & Color Contrast 
• Do not use color as the only means of conveying 

information. 
• Individuals who are blind, low vision,  or color blind will 

not have access to information conveyed through color 
alone. 

• Text should have a contrast ratio of at least 4.5:1, but 
there are exceptions. You can test color contrast using a 
variety of contrast checkers available online. 

• Exceptions: 
1. For large text, a contrast ratio of only 3:1 is necessary.  Large 

regular text is at least 18pt/24px, while large bold text is 
14pt/18px. 

2. Purely decorative elements do not have a color contrast 
requirement. 

 
 
 

http://contrastchecker.com/
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• Document Properties 
1. Descriptive Filename 
2. Assistive Technology (AT) 

Access 
3. Document Language 

• Structure Tags 
1. Tags 
2. Decorative Content 
3. Headers, Footers, and 

Watermarks 
4. Headings 
5. Lists 
6. Section Language 

 

• Objects 
1. Images 
2. Data Tables 

• Color 
1. Color and Other Sensory 

Characteristics 
2. Color Contrast 

 

Requirements for Accessible PDFs 
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• Screen readers use the 
language setting in 
document properties to 
provide the appropriate 
pronunciation for the 
document. 
 

Document Properties – Document Language 
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Document Properties – AT Access  
• Ensure security settings allow content copying for 

accessibility 
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Structure Tags 
• Screen readers rely on tags to interpret document 

structure such as headings, paragraphs, tables, etc. 
 

• All meaningful text and objects must correspond to a 
tag and the order of tags must correspond to the 
visual order. 
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Structure Tags - Headings 

• Headings break up content and make finding 
information easier.  AT cannot infer meaning from 
visual headings created with bold or underline. 

 

– Visual headings must correspond with a heading tag, and 
– Heading tags must match the visual outline. 
– Headings created in Word will convert into Adobe if they 

were created using Headings in Styles 
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Example – Headings Converted 
from Word 
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Structure Tags – Headers, Footers, 
and Watermarks 

Information in headers, footers or watermarks must 
correspond to a tag at or near the start of the related 
information or a screen reader will skip over it. 
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Structure Tags - Lists 

Screen readers cannot infer meaning from symbols 
and indents.  List tags create a structure that screen 
readers can identify.  
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Example – Lists Converted from Word 



25 
Not for distribution. For discussion 

only. Pre-decisional. 

Structure Tags – Decorative Content 

• Decorative content should be set to Artifact. 
 

• Screen readers can skip over ornamental images 
and redundant text tagged as Background. 
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Objects - Images 

• Screen readers cannot infer meaning from images 
and other objects (pictures, images of text, charts, 
diagrams, shapes, etc.).  Meaningful images must 
be accompanied by text that describes the purpose 
or function of the image. 



27 
Not for distribution. For discussion 

only. Pre-decisional. 

Adobe – How to Add Alternate Text 
Select Tools>>Accessibility>>TouchUp Reading Order 
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Adobe – How to Add Alternate Text
  Draw a rectangle around the image and click Figure in 

the TouchUp Reading Order tool. 
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Adobe – How to Add Alternate Text 
• After tagging the image as a Figure, right click on the image, 

drag down to Edit Alternate Text, and enter text in the pop-up 
dialogue box. 
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Adobe – Data Tables 
In data tables, header cells are required to describe 
the data.  For AT to interpret this information: 
 

1. Data tables must correspond to a table tag <Table>. 
2. Header cells must be identified with table header cell 

tags <TH>. 
3. Complex data tables must have data cells <TD> 

associated with header cells. 
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Example – Inaccessible Table 
• This table has not been tagged as a table. 
• Header cells and data cells have not been identified. 
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Adobe – Tagging Tables 
To tag a table, Use the TouchUp Reading Order Tool 
to draw a rectangle around the table and click Table. 
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Adobe – Using the Table Editor 
Place the cursor over the table number and click, the 
table number should turn blue.  You may now open the 
Table Editor in the TouchUp Reading Order tool. 
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• To view header cell and data cell labels, right 
click on a data cell and select Table Editor 
Options. 

• Under Label Option, check Show cell type 

Adobe – Table Cells 
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Adobe – Evaluating Simple Tables 
• All table header cells should be labeled <TH>. 
• All table data cells should be labeled <TD>. 
• This simple table is accessible. 

 
 

 
• In complex tables, data cells must be associated 

with header cells 
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Adobe – Evaluating Complex Tables 
Ensuring accessibility of complex tables requires 
evaluating table cell properties. 
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Adobe – Evaluate Complex Tables 
1. Use the Table Editor to check the Table Cell Properties of the header cells. 
2. Right click on the header cell and select Table Cell Properties. 

 
 

3. In the example below, the header cell, “Habitat Suitability Characteristics” has a 
Column Span of 2 columns under Attributes. Note the ID field is completed. 
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Adobe – Evaluate Complex Tables  
1. Use the Table Editor to check the Table Cell Properties of the data cells. 
2. Right click on the data cell and select Table Cell Properties. 
3. The data cell is associated with Header Cells, “Habitat Suitability 

Characteristics” and “Arid Sites.” 
4. Data cells are properly associated with header cells.  This table is accessible. 
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Adobe Accessibility Checker 
Always check your document for accessibility errors 
using the Adobe Accessibility Checker. 
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Alternative Accessible Version 
• Federal agencies have the goal to produce on 

accessible document for everyone.  However, there 
may be times when this is not feasible.  In cases 
where a document cannot be made accessible for 
everyone, an accessible alternative version is 
acceptable. 
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Sid Sharma 
DOI Section 508 Program Manager 
Email:  Siddhartha_Sharma@ios.doi.gov 
Phone: (202) 219-0963 

Catherine Emmett 
BLM Section 508 Coordinator 
Email: chemmett@blm.gov 
Phone: (202) 912-7267 
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