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>> LINDA:  Hello, everyone, and welcome to the second webcast in our federal contractor winter webcast series.  I am Linda Batiste, and I am here with Beth Loy.  Beth is our web master and web accessibility guru and she will be providing you with practical information during today's program called making online application systems accessible.  But before we start the program, we need to go over just a few housekeeping items.  First, if any of you experience technical difficulties during the webcast, please give us a call at 800‑526‑7234 for voice, and then hit button 5.  Or for TTY, call 877‑781‑9403.  Second, toward the end of the webcast, we'll spend some time answering any questions that you have.  You can send in your questions at any time during the webcast to our e‑mail account, which is question@askjan.org.  Or you can use the question and answer pod located at the bottom of your screen.  To use the pod, type the question, and then click on the arrow to submit to the question queue.  Also at the bottom of your screen you will find a file‑share pod.  If you have any difficulty viewing the slides or you would like to download them, click on the button that says save to my computer.  You can also download our resource handout for today.  And just so you know, we'll be providing the transcript of the handout following the webcast.  And finally, I just want to remind you that at the end of the webcast, an evaluation form will automatically pop up on your screen in another window.  We really do appreciate your feedback, so we hope you that will stay on logged long enough to fill out that evaluation form.  Let's get started!
there are lots of ways to communicate these days as I am sure you are aware.  With the speed that technology evolve as changes, it's impossible to keep up, let alone now how to make everything accessible.  In the workplace, employers use things like videos, written documents, webcasts, Webinars, social network like Twitter and Second Life, online application systems are very popular now.  And, of course, websites for both internal and external use.  Here at JAN, we can help you with the accessibility of any of these methods of communication.  We work really hard just to stay informed about the latest technologies, and we work hard also on how to make them accessible.  If you find yourself dealing with accessibility issues, give us a call, drop us a e‑mail any time and we'll tie to help you with that. 
in our experience here, web accessibility is still one of the most important things that organizations and companies deal with.  And in light of the new Section 503 regulations that we're going to be talking about, we're finding a renewed interest in accessibility issues.  So today we're going to focus solely on web accessibility, especially related to online application systems. 
and just in case you've been off planet Earth for a few months and you haven't heard about the new Section 503 regulations, they've been in the works for years, and finally came out in September of last year.  They go into effect next month, so time's ticking here.
they apply to federal contractors, and in a nutshell, they prohibit discrimination against people with disabilities, pretty much like the ADA does.  Plus, they also require federal contractors to practice affirmative action.  And as you probably know, affirmative action simply means that federal contractors have to actively recruit and employ people with disabilities.
so if you need more information about what all Section 503 requires, the office of federal contract compliance has a wealth of information on its website.  That's one of the links that we've included on your resource handout for today.
but now, we're only focusing on accessibility of websites and online application systems.  So, Beth, why don't we start by talking about what changes Section 503 made related to the accessibility of online application systems? 
>> BETH:  Well, short answer is that the regulations didn't make any changes to the obligation that federal contractors have to make their online applications accessible.  But OFCCP originally wanted to include a requirement that federal contractors had to ensure that their online systems were compatible with, quote, unquote, assistive technology used by people with disabilities.  This means that they would have to make their systems accessible.  But businesses had a lot of concerns about them making this requirement.  So ultimately the agency decided not to include this provision in the final rule this is a little tricky.  What OFCCP did do is state that contractors would have to accommodate any applicants with a disability who could not access a contractor's online systems to ensure equal access to all job opportunities, which was pretty much already required under the ADA, and Section 503.
they went on to state in the regulations that it is a recommended best practice for contractors to make their online systems accessible, as well as compatible with various assistive technologies used primarily by individuals with disabilities.  So the regulations didn't require accessibility, but it's recommended, and, look, this could to snowball, and it could snowball into other laws, and into other accommodation issues if you don't go ahead and make them accessible.  This is coming.  So there's not going to be any excuses by the time this gets here.
>> LINDA:  Why do you think that they didn't include an actual requirement?  I mean, if it's so important, why didn't they require federal contractors to make their online application systems now?
>> BETH:  Well, I think that a lot of contractors felt like it would be too much of a burden to make their systems accessible.  And I hope that by the end of this presentation that our participants who are listening today won't feel that way.  But I think that the argument that really swayed OFCCP the most is that there are not any consistent guidelines for web accessible.  Nonetheless, the Department of Justice and the Access Board are currently examining requirements that would require employers and businesses to make website and technology accessible, and they're looking at ways to accomplish it.  Employers argued, you know, it makes more sense to wait until these other agencies establish those uniform guidelines before requiring federal contractors to try to figure out how to make their websites accessible.  But, again, this is coming.  I don't see anything that's going to stop this from happening.  They want something consistent, and I think a lot of businesses want some consistent guidelines.  Now is really the time to prepare for it.
>> LINDA:  That makes sense.  Well, let me ask you this, Beth.  If federal contractors aren't really required to make their websites or online application systems accessible right now, do you think that the best approach is just to forget about accessibility and just try to accommodate applicants with disabilities on a case‑by‑case basis, and then be prepared to make their systems accessible when the uniformed guidelines finally come out?
>> BETH:  Absolutely not.  I mean, it could take years to develop a website that is useful and right where you want it.  It can take years to develop an information system.  There are many simple things that federal contractors can do to improve accessibility right when they're developing these or making changes to them.  And for every change that contractor makes that increases accessibility, less and less accommodations will need to be made, and less and less changes will be needed down the road.  And it's just nor cost‑effective to go ahead and do it when you are designing the system.
addressing accessibility now will result in saving the time and money involved in making multiple accommodations, and it will also decrease number of applicants who will have to disclose a disability to those involved in hiring decisions.  And it will also save time for those who are required to work with applicants with disabilities for those accommodations.  If you go ahead and make the system accessible, it's going to and streamlined process for every one.
so why is this important?  Well, sometimes the best way to ensure that applicants with disabilities are not discriminated against is to keep disability out of the equation completely.  So I definitely think that it's worth spending a little time to try to make your systems more accessible, and just because it isn't specifically included in 503, that doesn't mean that you aren't going to have a complaint filed against you if something is not accessible, or an accommodation isn't made.  Most of all, this is very bad press when this happens.  And, remember, you're there to bid on contracts from the Federal Government.  And you might have someone who has a disability on your review committee, and your reviewers might also remember the bad press that you got from the negative attention if a complaint is filed against you. 
>> LINDA:  That makes a lot of sense.
well, with that said, how about you share with us some of those simple things, or best practices that you mentioned, that could be applied to websites generally to make them more accessible?
>> BETH:  Well, you know, they really are kind of simple.  Let me just say that accessibility is not always lines of code.  Whether it's lines of HTML, or whatever code you are writing in for a website.  Many of you probably are not familiar with the ins and outs of website programming.  That's exactly the audience we want to reach.  The funny thing about making a website accessible is that accessibility lies with web page designer, the web master, the web team, the content manager, and anyone else responsible for making a workplace accessible.  You don't need to know how to write programs to know about how website accessibility works.  Your overall goal, and overall goal as an organization should be to publish pages that are accessible enough for all visitors, while still creative enough that visitors remain interested in the product that you are putting out there. 
the web master can make the information as user‑friendly as possible and still organize the information on the page to make it comprehensible.  So you may say that you know nothing about web design.  Well, you don't need to in order to ensure your team is on the right track.  For example, let's look at some of the practices that we can highlight and even test on our own to see if our online systems are up to where we want them to be so that we can oversee the accessibility process and make sure that this process is really meeting our organizational need.
we've narrowed an enormous amount of information to give you a brief overview of 10 vital steps that you should consider when designing a website, including quick, testing, and design test for certain aspects of the website to ensure that applications are accessible.
so let's get started!  And let me just say here that Linda and I are battling colds.
(Laughter)
>> LINDA:  In case you couldn't tell with the nasal sound.
>> BETH:  The office has been infected with some type of virus.  The tech team is sick.  We have a cold, and we're muddling through with very strange voices today.
(Laughter)
 
>> BETH:  So hopefully everyone can tolerate it, and we can get some good information out to you today.
so as we move on here, let's start with one of the most important pieces of the website.  Tip 1 is to review your online application systems, or what you may call applicant tracking systems.  For employers who are providing materials to job‑seekers and employees, we want to be sure that the online human resource system being used is accessible.  It is imperative that your recruiting tools, your applications, your calendars, your benefit forms, your time sheets and lead requests are also accessible.  And unusable online system can really create barriers for applicants, as well as employees with disabilities.  So our quick tip for today is to let you know that an online human resource systems that has forms or other unavoidable custom designs needs to have alternative options, such as e‑mail, fax, telephone, or mail, that will allow the user to submit the requested information in another way.
and we actually had a question come in related to this.  It came in earlier today asking if alternative methods of submitting information should be included?  And I think absolutely, don't you, Linda?
>> LINDA:  I absolutely do.  Even people that aren't disabilities and not techno‑savvy, it's a great way to do things.
BETH:  And it's not required in every job that it's a requirement.  So we really want to be sure that our materials have alternatives, and this is why it's so important for those individuals involved in this call today to be involved in providing usable and accessible alternatives.
so you go into your tech team and you get an update on what the tech team is doing, well, we did this, and we did this, and we can submit it online, and it automatically goes into this box, and that's how it's going to work.  And you say, well, we need to post some alternatives.  And so that's where you come into play.  And we want to explain to people with disabilities how they can get help using this system and where to get reasonable accommodations.
as for testing your online application system, we actually have a tool that we're going to demo later today.  It's called the SNAP Tool.  And you can have an expert use that Snaps Tool which we have available for free on our website, and you can also get a link to it off of our download pod today.  And what it does is it gives you step by steps on how to review an online application system.  And we even have a surprise for attendees today, Linda.  You want to tell them about that surprise?
>> LINDA:  If I'm thinking of the correct surprise, you are going to let anybody that's on the webcast day call us or contact us for a free SNAP assessment of their on accessibility system?
>> BETH:  Yes.  We would need contact information, and we would need the URL, the web address, for the application system.
and it may take a few days because it does take quite a bit of time to do those, but we will get them done!
>> LINDA:  I'm sure that our SNAP person listening today is probably gasping that you've volunteered to do that.
(Laughter)
>> BETH:  You know, she gave me precision.
>> LINDA:  She won't disassemble our equipment then?
>> BETH:  No we're good.
so if you want to submit that, that would be great.  We'll go through the tool later on so that you know what the tool encompasses.
so to improve your online application design, remember to display your company's equal employment opportunity policy statement in a place where a user can access it.  Now, what we do when we're doing the evaluation is if we cannot find the statement in three clicks from the primary web page of your online application system, as far as we're concerned, it doesn't exist.
because if we can't find it, how is an applicant going to find it?
>> LINDA:  Exactly.
>> BETH:  So with this, you know, you want to explain to people with disabilities how they can get help using the online system, and where they can get reasonable accommodation if they can't apply online.  And we'll talk a bit more about this later on.
next we have Tip 2.  This is using text descriptions for visual materials.  And this is actually a good tip for anything where you use images.  Because we want to make sure that wherever you put an image, you put a description with it.  Is it in a PDF?  Is it in Excel is it in MicroSoft Word?  And most importantly is it on your website?  Is it in your online application tool?
because for graphics, we need to program what we call text‑only alternatives.  We call those alt‑tags.  And we want to make sure that we program these descriptions of the images so that individuals who this technology and can't see those images will have that description read to them through a piece of assistive technology.  So these text descriptions are used for images when images can't be seen by the user.
for example, because the user is blind.  And the alt‑tags should be descriptive of the image, but also concise for the reader.
we like to keep them less than 125 characters.
so for descriptions that are longer, there are also other ways to program longer alt‑tags, and this is why it's so important for individuals involved in this call today to really be involved in developing those text alternatives so that they make sense to someone who is using the system.
now, our quick tip for today is, you know, you can take your mouse cursor, and you can hold it over an image to visually check that the mouse‑over triggers a text box.
and with the description of the image.  So when you are on your online application system, or in your website, you can run that mouse over it, and it should give you a little description in the box once you hold your mouse over an image for several seconds you should see the description.
and as for testing, I cannot stress this enough.  Purchase screen reading software for your tech team and have your tech team test pages across the website on a consistent basis.  Have them test them to see how they are read in a screen reader.  And for more information on screen reading soft the wear, we can provide that to you.  You can contact us directly and we also have information listed in your resource handout on how to get that software.
>> LINDA.  Is that really expensive?  Or is there a freeway that you can do that if you don't want to buy it?
>> BETH:  Many screen reading program have time limits and free demonstrations that can be used for this purpose.  Also, you can download something called NViDA.  It's non‑visual desktop access.  And this is in the handout.  It's a free and open‑source screen reader for MicroSoft Windows Operating System.  It's a pretty good free screener.  It was designed really for this type of work.  And you can find the link for this download in the handouts.  They're now on 2013.3 version, and many operating systems now have a basic version of screen reading software.  But I also suggest if you have employees that are using screen readers, you should purchase the same type of license for the tech team to be able to test what you have in the screen readers that are being used by your employees.  And it just makes it a lot easier.  You are doing two things at one time.  You're making sure that the person has something that will be effective and can be used with this system, and you are also educating your tech team on how to make those designs and make sure that things are working.
 
>> LINDA:  Good advice.
 
>> BETH:  So to improve your web page design, remember that repetitive text descriptions for saying things that are non‑essential.  Say you that have an image on your web page and it's just there to be pretty, or it's just there because someone stuck it there just to balance the page out or something.  For things that are non‑essential visual material, these things are really unnecessary.  For example, say that you are using a lot of bullets on your web page to outline material that can be very helpful for visual learners, and visual readers.  However, every bullet used on a web page, if every bullet had a text description associated with it, and a user is accessing the page with screen reading software, the software is going to read every single alternative text description on that page.
slowing the user's ability to access essential material on the page.  Any bullet or other non‑essential visual material should be assigned ‑‑ should either be handled in the background, or it should be assigned what's called a null alternative text attribute.
that is essentially something that tells the image that, yes, something is there, but it's not empty, but there is no description associated with it.  So the piece of technology can just go on and skip over that.
so you have to find the right balance for your users.
>> LINDA:  Let me ask you something about that, Beth.  This may and stupid question, but why can't you put nothing in there?
Y do you have to put the null thing in there?
>> BETH:  The null thing?
(Laughter)
>> LINDA:  The Null thing.
>> BETH:  Well, some will read the file image.  So say that you've named a picture 001.jpg.  Okay?
>> LINDA:  Okay.
>> BETH:  And you don't put a null alternative text in there.  The screen reader will read the file name which tells you nothing.  And it will also slow down the reader.
>> LINDA:  Okay.  That makes sense.  Thanks! 
>> BETH:  So let's move to Tip 3, captioning audio as well as video.
and for all audio and video applications, including podcasts, trainings, YouTube videos,s we want to make sure that we use captions.  There are three basic types of captions.  You have audio, you have open and closed.  Some people use variations and how you describe these.  But captions essentially make multimedia accessible to individuals with no or limited vision, no or limited hearing, and cognitive or neurological limitations.
so to create an accessible video for someone with no or limited vision, creators want to really consider providing audio descriptions.  This is essentially additional narration beyond the traditional audio that is designed to illustrate in words what is happening visually on the screen.
so these are usually things that we can't discern just from the audio portion of a video.  We do provide information on how to make videos accessible but this is a good place to highlight that even when we are designing visuals in video, we want to make sure that we use enough color contrast so that they are crisp and visible to users with low vision.  And things like filming and well‑lit footage, especially filming in high definition, your colors will have more contrast and images will be easier to view.  Even though people that are aging don't like high definition.
(Laughter)
to create an accessible video for someone with no or limited hearing, creators should provide open or closed captions that describe the audio verbatim.  We want to be sure that we include non‑speech elements such as in the captions you want to indicate, say, with a music note that music is happening, or noise is happening.
we use open captions when we want them to be seen at all times, and closed captions that are viewable only to users who activate them.
to create an accessible video for someone with cognitive or neurological limitations which are honestly often overlooked, we want to reduce complicated transitions, blinking attributes, extensive text, and we want to try to minimize a lot of extraneous noises.
remember that reducing these elements in a video or website can be helpful for individuals who are easily distracted, or who have difficulty absorbing a great deal of information quickly.  And also remember when captioning audio or video, we may be in a situation where an effective alternative is to provide a separate text file transcript.  We really only want to do this if information changes quickly, or if it's technically impossible to provide captions.
 
>> LINDA:  Beth, you said there were three major types of captioning.  When you are doing a video, should you try to put all of the accessibility features in one video?  Or are you talking about offering multiple videos with the different accessibility features?
>> BETH:  I think it depends on the media that you are going to publish.  If this is something that will be shown as an advertisement in a movie theater or on TV, you want to make one and really incorporate all the accessibility features.
because that's really what we want to get out there, especially if that is what your message about.  If your message is about hiring people with disabilities, Veterans with disabilities, that you're an employer who supports people with disabilities, you want to have that video demonstrate, hey, you know this is how we do it we want to make our marketing as accessible as possible.
now, sometimes when you are doing video for TV, you are not going to be able to do that.  You are just going to have to rely on the fact that it's going to be captions, and that you can provide an alternative on your website, and as far as alternatives, it's cost‑effective to make multiple versions of it.
I mean, when we had done video in these cases, you can make them with open captions, you can make them with close captions, you can make them with audio descriptions, and you can make one with opened captions and audio.  So you can kind of work it out depending on what your team thinks is the best medium that you are publishing.
>> LINDA:  Like accommodations, a case‑by‑case approach is probably best.
>> BETH:  Exactly.
so our quick tip is if audio and video are designed in house, use a service to caption the video, and match the text with the exact timing that you need.  You can take your video, your audio with your video, send it out to a company, and the company can send you back a file that you can link to your video and you can sync up this file and it will embed your captions so that you automatically have them there.  We can provide information on captions services that will do this.  You can also just send the audio and video out, and it will magically come back captioned.  And Linda likes that idea!
>> LINDA:  I like that one better!
(Laughter)
the magic part.
>> BETH:  Does that make more sense?
>> LINDA:  Yes, that's helpful.
>> BETH:  But there are different ways that you can do this depending on, again, your designing your media.  If
and it is cost‑effective.  If JAN can do it, believe me, as cheap as we are.
>> LINDA:  I'm poor.
(Laughter)
>> BETH:  Anyone on the call today should be able to do this.  Now as far as testing, when using opened or closed captions, consider that your captioned should be created in a way that makes them as accessible as possible.  Consider that you want a font size that's a minimum of, say, 16 points.  You want a font color that is white on black, black on white or yellow on black.  Indicate in parentheses, for example, at the beginning of the video whether the narrator is female or male.  Because we want to get as much information over to the individual who can't hear it as we can.  Indicate with an icon in the beginning whether you have opened or closed captions that are being used.
indicate in parentheses elements where the narrator is reading the screen instead of repeating the on‑screen text in captions.  For example, you could say, in the captions, narrator reading screen text.
and indicate different background or non‑speaking items.  For example, like I said earlier, use a music note as a captioning attribute to highlight that music.  We really want to make that video accessible, we want to include all of those elements.  So to improve your web page design, you know, write a detailed audio script that provides information on what is happening visually during the video.
this is how we design our JAN YouTube video, and this type of planning can be very helpful, and it can also limit the need for various versions of your video.  This can be done creatively by working what is happening on the screen into the audio.  In other words, I could say, you know, Linda is demonstrating how to use a one‑handed keyboard.  And then explain that as a part of the video rather than making it separate of the separate description.  So it's already included in the video.
so it takes some creativity, but it can be done.  And this is why it's so important for those involved in this training today to also be involved in developing scripts and multimedia.
so now we should discuss Tip 4, maintaining consistent page design.  We want to keep a standard header, including those drop‑down menus, and footers which include navigational information and statements on accessibility, your disclaimer, your copyright, your site map, and also privacy.  If you keep those consistent, it's really going to decrease confusion from page to page, and it will make it much easier for someone who is using assistive technology to skip over those elements after the person becomes familiar with your page design.
so our quick tip for today is that when designing a website, build all of your pages off of a set of templates so that when you go to ask your tech team to include something on every page, say, "Well, how many templates do you have to update?"  And, say, we probably use about a dozen or so templates.  And if you have things already designed in the templates, all you have to do is to go in and change the templates.  You don't have to go in and change them on every page. 
so I tend to think that that's pretty important.  And really, it streamlines things and makes it easier for those in management to get changes done on the website.  So much like we do with our PowerPoints accessing these templates through the consistent page design of the headers and footers can be used as a quality control measure.  And this is why it is so important for those know about consistency and know about accommodations to help design these pages. 
as for testing, remember that individuals with various impairments may have difficulty tracking page design that change often.  So cognitive‑related design elements assist with problems with orientation, distractibility, and perception are really the most often overlooked and you can find more information on accommodation ideas for individuals with cognitive limitations at our website at askjan.org.  And to improve your web page design, remember that headers, footers, content and page navigation should be included in your template.  Program, what's called a skip navigation link that is visible or invisible to users, but make it the first link in each web page so that they can skip the repetitive non‑essential headers with navigation.
>> LINDA:  Beth, I have to ask you to talk more about what skip navigation is.  Because I don't know what that is.
>> BETH:  Well, we need to provide a link at the top of the page so that users can jump down to a point within the main content.
it's like you know how on our web page we have the menu's at the top?
>> LINDA:  Yeah.
>> BETH:  Well, the very first link on the page is a skip navigation link.  You can't see it.
>> LINDA:  I was going to say, I don't remember seeing it on there.
>> BETH:  Right.  You can't see it but someone using assistive technology will know that it's there.  Once they get familiar with how the JAN website is laid out, every time that they go to a page they can click on that, and it will go to the heart of the page.  It will go to the main content and skip all of that.  Just like we do visually.
>> LINDA:  They don't have to read everything over and over to get to the part they want.
>> BETH:  Exactly.  And if you have a template, it's real easy to do.  Stick that skip navigation link in there, and it's easy to do.  And we have information on how to do that in our publication.
so it just helps cut down on the repetitive information that a person is getting.
so let's look at a quick example.  Here we have two very different footers used on one website, and we have different colors, different topics, different layouts.  It can be very confusing to switch back and forth on a website that has various header and footer layouts.  So we just want to try to avoid this and to have some consistency.
>> LINDA.  It doesn't even look like it's from the same website.
>> BETH.  It doesn't, does it?
>> LINDA:  Uh‑uh.  It would be confusing.
>> BETH:  Now we move on to colors.  And let me say that one of the hardest colors that we deal with is blue, which happens to be our color.
(Laughter)
if so Tip 5 is to minimize reliance on color.  Another very difficult color is silver.
>> LINDA:  You mean to get it consistent?
>> BETH:  Uh‑huh, to get it consistent, and to get a good contrast with it.
like with blue, sometime it is will show up as green, or sometime it is will show up as purple.  Difficult to work with.  So for individuals who have color vision deficiency, sometimes referred to as color blindness, it is difficult to distinguish some colors and some shades.  So most people with this condition can identify some colors, however, this often is a problem when distinguishing reds and greens, and yellows and blues.  Regardless of the color, a website should have enough information in enough contrast so that the background and text are pretty distinct, and there should be other means of conveying information besides color.
so our quick tip is to go ahead and check a website for color reliance.  You can change your browser's color settings so that it displays black and white only ignoring the color settings ant web page.  And then you can make sure that the same information from the web page is as viewable as it is by viewing it in color.  And this is why it's so important for people to be able to know, hey, this is a simple way that I can test this to see what the content looks like to individuals that have difficulty viewing certain colors.  And as for testing, there are tools that can be used to simulate what a website would look like to someone with color vision deficiency.
>> LINDA:  Hey, Beth, are there certain colors that are recommended that you use for websites, or just what you like?
>> BETH:  Well, you know, I think that if we use the recommended colors and all be black on yellow.
>> LINDA:  Black on yellow.  That would be boring.
(Laughter)
>> BETH:  It would be boring, and it would be ugly.  There is a good resource out there, the Color Laboratory, provided by the HTML Writer's Guild, a wire program, a wire center, that will allow you to select colors and you can see how they appear next to one another, and you can see what they look like in various foreground and background combinations.  And we did put this link on our website so that you can go to the Writer's Guild Aware Center.
>> LINDA:  On the handout you mean?
>> BETH:  Yeah.  What did I say?
>> LINDA:  Website.
>> BETH:  It's on there, too.
(Laughter)
and you can see what someone with color vision deficiency will see.  It's interesting to be able to do that.
>> LINDA:  Yeah, that's great.
>> BETH:  So you can locate tools for testing color, and your resource handout.  These resources include the color laboratory, colorblind design evaluation, and various plug‑ins that are available for Photoshop which is a common graphic design software that we do a lot of our graphics in.
so let's go ahead and look at Tip 6, allow keyboard navigation.  Programming keyboard navigation into the website will enable individuals who use assistive technologies and/or have fine motor vision or cognitive impairments to easily navigate a website.  Those of us who are dependent on the mouse don't traditionally do this very much, but you can certainly do it.  And, see, most assistive technologies rely on keyboard controls instead of mouse controls.  But we want to be sure that the applications, are they accessible for people who use keyboards?  And it's as simple as testing it with a keyboard.  And we want to be sure that what we call tab order will ensure that navigating with a keyboard or mouse is logical.  So our quick tip is to go ahead and use the tab key on the keyboard to navigate your website in your online application system.
>> LINDA:  Just to see where it goes?
>> BETH:  Exactly.  Just to see where it goes when testing, try to use that key and view a sequence, do it with multiple browsers because browsers will read the tab order differently.
>> LINDA:  Oh.
>> BETH:  And tab through it because you wouldn't want to get from, say, your last name to entering your college education, and then go back to your first name.  You would want to do last name and first name together if it was on the form.  And if you are just reading the page, you don't want to read the first paragraph and then the last paragraph, and then go back to the middle paragraph.  You want to be sure that whatever you are tabbing through, if it's drop‑down menus, or holes in a form, or questions that you are answering, that that order actually makes sense.
>> LINDA:  Okay.
>> BETH:  So, you know, if it doesn't you want to get with your tech team because this is another really easy thing to do, to change your tab order.  When you design your page, a lot of times you are ‑‑ your design software will automatically pick up on an order.  It tries to do it for you.  It tries to put the tab in the order that it think us that want them to be in.  And it's easy to go in and override that tab order and put them in a more logical order.
so if it doesn't, when you test it, go ahead and get with your tech team.
LINDA:  Well, let me ask you this.  If you don't have something like a form where you know the order you are supposed to go in, how do you decide what order to put your tabs in?  And if you want to just skip through something, you can skip tabbing like you mentioned before when you were talking about skipping the navigation menu?
>> BETH:  If you want to I think that if you are skipping through something on the page, you may not need it at all.
you decide what is most logical.
whatever makes the most sense to a user.  And that's why you need a team to do it because sometimes what happens when we're debating on something that's most logical ‑‑
>> LINDA:  We haven't different opinions.  And certainly the I.T. team has a totally different opinion than we do.
>> BETH:  Exactly.  Exactly.  So you need a team involved in this if there is any type of discrepancy.  You want to make sure that it makes sense to a variety of people who maybe think differently or process information differently.
So Tip 7, remember items with audio, video, motion and timing elements should be programmed with controls.  Have you ever gotten into a website and just starts playing music?
>> LINDA:  Yes, I have
(Laughter)
>> BETH:  Or it starts playing a commercial and you can't stop it or do anything.  And it's embarrassing when you are goofing off at work and your speakers are on.
>> LINDA:  That never happens to me!  I don't know what you are talking about!
(Laughter)
>> BETH:  And you want to make sure that users can control the variance of sound, visuals, and also time limit.  Menus should allow users to mute, to increase and decrease volume option when you want to be able to show visuals.  You want to include the ability to pause, to stop, to go, and to re‑start for any moving objects you also want to provide mechanisms for users to increase their motion and remove or allow the extension of any session time limits which we don't use session time limits.  And if we ever have to do one, we don't let the page time out until a very, very long time, several hours.
so our quick tip is to test each control element that uses audio, video, motion elements.  And for testing, use that screen reading software to access all video, all audio, all motion and timing elements on a website to be sure that all controls work with various navigation controllers in assistive technology.  And sometimes, Linda, it can even look like it's controllable but it's not. 
>> LINDA:  Well, let me ask you this do you have to do testing?  Can't you tell if a play shows all of the control buttons?  Isn't it enough if you have all of the control buttons there?
>> BETH:  See, exactly.  Remember that some of those players don't accurately indicate the ability to control elements.  They're just there for looks.
>> LINDA:  Oh, okay!
>> BETH:  So for those on the call today, you know, if you get somebody to use and test all of your players and various access methods, various browsers, make sure that you control the audio and video on your website.
and we have two more important points for this section.  Never use content that blinks or flashes too quickly.  Elements that blink more than three times per second can induce seizures.  And, Linda, do you remember back in 2008 when somebody hacked the Epilepsy Foundation website?
>> LINDA:  Yeah.
>> BETH:  Somebody hacked that, went and put in pictures that flashed.
>> LINDA:  That's horrible.
>> BETH:  So people who accessed the Epilepsy Foundation website, went into seizures.  This is a terrible situation.  What it does do is it reminds us that we need to make sure that security is a top priority.  We also need to make sure that we don't use any of those elements that blink.  Second, when defining forms, use elements so that user can request additional time to complete them.  This is if you really feel that having features that time out is necessary.  And we had a question about that earlier because sometimes some of these, you know, it takes ‑‑ you have to hurry up and try to get through the form because the timings are set so low that your form may time out.
 
>> LINDA:  So you can have those things set, and then people can just ask them extend them on a case‑by‑case basis, and that takes care of your security as well as your ‑‑
>> BETH:  You could have a pop‑up there, and it will say, "Hey, your session will time out.  You would like to click here to extend the time?"
>> LINDA:  Makes sense.
>> BETH:  We try not to use those elements, but for some things you can see where you need to
>> LINDA:  And that's what this is out.  Balancing your need with accessibility at the same time and doing the best you that can.
>> BETH:  Exactly.  And this next tip is such a simple tip it's often overlooked.  When we program a web page, we need to program what's called a default human language of each page.  And this is Tip 8.  In programming, the default human programming of a page allows assistive technology such a as Braille translators and screen reading software, different browser add‑ons, especially those for accessibility, to provide more accurate content to the user.  So if a page is written in English, there is a hidden piece of code in the template that tells the assistive technology what language to cue up.
>> LINDA:  Oh, wow!
>> BETH:  So our quick tip for today is to examine the HTML elements of the document by viewing the source code.  It's a very scary place to go.
>> LINDA:  I have to ask you this you don't have to spend lot of time on it but you can tell us briefly in laymen's terms how to do that?
>> BETH:  Well, you can actually go to the view menu on a web page and click on source this will show you the programming code behind the web page.  Then you can see at the top of the page if a default language is programmed into the page.  And I'll show this code later when we work through a quick example of our SNAP Tool.  And as for testing, you want to identify changes in language that are programmed such as changes from English to Spanish by testing pages with multiple languages.
so, I mean, the gist of this is to improve your web page design.  Specify the default language in the header of the website's template.  This is important because a lot of us have Spanish pages now.
>> LINDA:  Yeah.  We do.
>> BETH:  And in switching languages within a web page, you need to use a special language attribute from one language to another.  Than is pretty easy to do.  And you want to let the piece of technology know, hey, we're switching to a different language.  We're switching to Spanish.  And that piece of assistive technology can cue the new language so that it works more effectively and quicker for the individual using it.
>> LINDA:  Makes sense! 
>> BETH:  So now we move on to Tip 9.  We want to make sure that we post and provide users with accessible documents.  For example, we provide fully accessible PDFs and MicroSoft Office documents to our user.  Today we provided an accessible version of our PowerPoint slide.  And our quick tip today is to have your team use the information that we've provided in the handouts as test documents.  For example, Adobe Acrobat has a built‑in accessibility check that will help find accessibility errors in PDF documents now.
as for testing, to really fully test your documents for accessibility, there are several types of tools that you can use that we gave in the handouts, and also purchased that screen reading software and access the document.
>> LINDA:  Beth this might show how out of date I am with this technical stuff.  I remember that we always heard that PDF can't be made accessible.  You are saying that's changed?  And if so, how do people figure out how to make them accessible?
>> BETH:  Well, if they're made correctly in the beginning, they could be made accessible.  If they're made incorrectly in the beginning, you might as well forget it and re‑do the document, because with a PDF sometimes they are done such that the pages are images instead of readable text.  And it's pretty easy now to make sure that it's readable text.  It has way in there if it is scanned in as an image, sometime it is will convert it, make it more easily read by a screen reader.  So you have to give Adobe credit here because they have done some things to really help improve the way that PDFs can be read if they weren't designed exactly correctly in the beginning, or to be able to test those documents on your own.
>> LINDA:  Okay, great!
>> BETH:  So, you know, you want to make sure that the documents that you put on your site are ‑‑ that you consider accessibility for all of them, including MicroSoft Word documents, PowerPoint files, and those finicky PDFs.
our last tip, Tip 10, is to evaluate the website.  Now, some people say, well, I ran it through a checker.  I ran it through a checker, and it said everything is all right.
>> LINDA:  That's what I like to say
(Laughter)
 
>> BETH:  Don't do that.
(Laughter)
our quick tip for today is to note that depending on the web browser, there may be built‑in tools or extensions available that can help be used quickly to evaluate a website.  For example, Firefox has a lot of accessibility add‑ons that are accessible.  And to test there are several online tools to test websites for accessibility.  These are also available today in today's materials.  They are very helpful as a backup.
>> LINDA:  Dot automatic checkers check for everything, or does the person have to be involved?
>> BETH:  Automatic checking is not a substitute for manual testing for accessibility.  These tools will help for giving you a starting point to make a website the accessible.  For example, they'll often find most of the images that don't have descriptions associated with them.
>> LINDA:  Okay.
>> BETH:  It won't tell you how to fix them, but it will say, hey, this doesn't have a description.  And those are my tips for making websites and online applications more accessible to people with disabilities.
 
>> LINDA:  Well, thanks, Beth!  Those are great tips for website accessibility.  And that something that we have in a publication somewhere?  I know that was a lot for people to absorb.  Is there a publication related to those tips?
>> BETH:  There absolutely is.
>> LINDA:  Okay
BETH:  It won't be nearly as entertaining.
>> LINDA:  I am sure it won't be.  But just in case they want to re‑live the moment, they can read through that.  And we mentioned that we wanted to specifically look at online application systems, and you also said that we have a tool that can help federal contractors, or really any employer test whether their systems are accessible, and you volunteered to let participants do that, call us directly if they want us to do that.
>> BETH:  Call, e‑mail, chat, however you want to get us the contact information and URL.  And we will run the SNAP Tool.  We're focused on the application system.
>> LINDA:  I want to switch over and spend time before we answer questions about the tool.  So can you start by telling them about tool, and then we'll get into more what the tool does.
>> BETH:  Sure.  Our tool for checking the online accessibility is called SNAP.  Just so you know, although it's designed for online application systems, you as an employer can adapt it use it for website accessibility reviews.  And I am sure that some of you are wondering what SNAP stands for.  First, the "S" stands for self‑assess your website with your selected team.  We want to make sure that you have a team involved in this, and not just one or two people in our experience you need more than just your I.T. team looking at your website.  You also need someone that understands not only how to make a website accessibility, but why it's knows make it accessibility.  There are great I.T. people out there, but they're also some that are more concerned with bells and whistles than they are accessibility.  So if you need to have a convincing accessibility advocate on your team, you need to find someone especially it needs to come from someone who is a key player in your organization.
now, the "N" stands for no is not an answer for accessibility modifications.  And not to pick on our I.T. people, because I am one of those.
>> LINDA:  Sort of.  You are a cross‑breed I think.
>> BETH:  Yeah, I am.  I am a cross‑breed.  I'm not a pure breed for sure.
>> LINDA:  You are a mutt.
>> BETH:  When the I.T. team first talks about that.  What's their initial reaction?
>> LINDA:  No, it can't be done.
>> BETH:  In our experience it can always be done, especially if you have enough money it can be done.  You just have to find an effective alternative. 
the "A" stands for accept challenges from all types of users, internal and external.  We don't want to ignore feedback and suggestions that you get from people that use your site, from employees to the public.  If you think about it, your number one reason for having the site is so that people can use it to get to that information that you provide.  So, of course, you should listen when they describe access problems to you.  And do a usability study.  Have some people come in, use your site, some people who have disabilities who use assistive technologies, and see how it works.  And the "P" stands for prioritize accessibility first.  This is with support from top management.  This is probably the most important factor in this type of accessibility.  It doesn't have to be difficult.  But at the same time it doesn't just happen by itself.  Like anything else, you want to make it happen, you have to make it a priority.
so let's go ahead and dive into the SNAP tool and look at examples that we pulled to share some the information points about making the online application system accessible.
first, this tool is really easy to use administratively.  It's a Excel spreadsheet.  And we have 15 steps that we go through.  And each step is graded with a green for fully accessible, a yellow for partially accessible, a red for inaccessible, and a NA for not applicable, for those items that don't apply to this specific system.
step 1, does the site allow navigation with a screen reader?  Well, as we discussed, screen reading software provides computer access for users who are blind or have low vision.  And what does the software do, Linda?
>> LINDA:  It just reads the text on the screen out loud you to while you listen through speakers or headphones.
>> BETH:  So for a site to be fully accessible and usable it needs to be compatible with this software so that the user can hear all of the content, the essential content, on the site.  Green means that the site is programmed so users can navigate with a screen reader.
step 2, does the text provide text alternatives for all non‑text content?  And we talked about this didn't we?
LINDA:  I think that we did, yeah.
>> BETH:  Non‑text content like diagrams, maps, submit buttons, those should all be made accessible using a text alternative or a description of the meaning of the objects.  And these text alternatives like we discussed are a primary way for making information accessible because they're convertible into other forms people need such as large print, Braille, speech, symbols or simpler language containing the intent of the objects to those who can't see it so, for example, people who can't see a picture can have the text alternative read aloud by the screen reader.
>> LINDA:  Right.
>> BETH:  Step 3.  Does the site provide accessible multimedia, audio/visual or alternative that allow users to understand the content?  This is an example of an accessible video.  For individuals who have difficulty perceiving visual or audio content, it's important to provide the captions, text alternatives, audio description, and other alternatives.  So assistive technology will be able to read those things aloud accompanying audio descriptions can also be helpful like we discussed for people who are deaf or hard of hearing.  Those text alternatives and captions properly synchronized with the main content can convey all of the audio information, including dialogue, information of speaker, and those meaningful sound effects that we've discussed.
so step 4, does the site use other means of conveying information besides color? 
on the screen, we have a picture of a form, and in this form we get more than a red asterisk if we make a mistake.  In this case, we also get a text prompt telling us what error that we made.  For example, it may state re‑enter password, or re‑enter e‑mail address.  People with partial site often experience limited color vision, and many older users also do not see color well.
>> LINDA:  Why you are looking at me, Beth?
(Laughter)
>> BETH:  Well, you know ‑‑
>> LINDA:  I have trouble with the red asterisks, too and I like when you have the text next to it so you can tell what it says right away.
>> BETH:  Yeah, because how you are going to know?
>> LINDA:  You don't.  It's maddening.
>> BETH:  Imagine if you can't see that.  You don't have any idea where you are on the page.
>> LINDA:  You know it doesn't work, but you have no idea why.
>> BETH:  Right.  So asking for a response, prompting you, you want to provide the information with another visual means that is accessible, and that it's not just based on color.
owe step 5, does the site allow users to lower the volume or completely turn off any background audio content? 
and we spent a good bit of time on this.  I think that the main thing here is check it.  Check it with assistive technology, and use it to make sure that it has controls that work.
>> LINDA:  Makes sense. 
>> BETH:  This slide includes steps 6, 7, and 8.  6, does the site allow navigation by a user who does not use a mouse?  And we talked about this in detail earlier.  And what's an easy way to check that, Linda?
>> LINDA:  Use your keyboard?
>> BETH:  Use your keyboard, exactly!  And keyboard emulators, in other words, if it worked with a keyboard, it would probably work with speech software, on‑screen keyboard, scanning software, and a variety of other assistive technology tools.  So a cheap and easy way to use this is use the tab key.
>> LINDA:  Do I it every now and then, and it's amazing that you can't go anywhere with just your keyboard.  Or I can't figure out how to.
>> BETH:  And sometimes it's just quicker to have a quick keyboard shortcut depending on what you are doing.
step 7, does the site provide users with enough time to read, understand, and interact with online content?  And this is where we talked about people may require more time to read content, or perform certain functions because it's filling out forms.  If there is a time limit, it could be difficult for users to perform that action.
things like page refresh, or expiration of a window, animated or moving or scrolling content, those types of things, you want to make sure that they allow enough time for people to be able to read them and respond to them.
step 8, does the site avoid content that flashes or blinks too quickly?
and remember that's three times a second.  Regardless if, you just want to be safe, let's just not half have it.
>> LINDA:  It's distracting. 
>> BETH:  Step 9, does the site allow the default human language of each page to be programmatically determined?  And this is where we have example with code on the screen.  And it's just a couple of little tags in there that tell the piece of assistive technology that the page is in English.  And it says language in English, and it has a little code that says language in English.
so for those who rely on Braille translation software, and speech synthesizers, it just allows easier access to the English dictionary.  Then when we switch to Spanish, there would be a different code.  It's not even a full line of code.
 
>> LINDA:  That's not that complicated when you show it that way.  That visual is really good.  So you can go check that, but then actually to program it, you get your I.T. people, your web master to fix it if it's not in there?
>> BETH:  Right.
>> LINDA:  Okay.
>> BETH:  Slide 29 shows steps 10 and 11.  Steps 10 asks does the site present content in an organized manner that avoids unexplained changes in context?  And this is a judgment call, isn't it?
>> LINDA:  Yeah, absolutely.
>> BETH:  And it takes a team.  You want to be sure you that take into account individuals with cognitive limitations who may become confused if components appear in different places on different pages.  So, you know, just use it and use your best judgment here.  Make sure that it's not disorienting, or that it doesn't have any confusing effects or unexpected changes.
>> LINDA:  You know a lot of the new websites like with the news and stuff are doing things totally opposite of what you are saying.  There are a million things on each page.  They're blinking, and they're jumping around.  And for workplaces based on what you are saying, that's really just not a good design.
>> BETH:  It's not.  And eventually it will catch up with these organizations that are doing that.  Eventually.  I mean, everything takes time.
>> LINDA:  It's flashy when you are looking at it.  But when you are actually trying to find information, it's difficult.
>> BETH:  And that's the key.  What information do you want to get to your user?  If you are selling something, I want to make sure that they get information on how great my product is.  So that depends on how many bells and whistles you want to put with it.
so does the site help users avoid and correct mistakes?  Well, individuals with certain types of individuals are going to have more difficulty avoiding mistakes.  One that I don't understand why it's not consistent is the month, day, and year.
>> LINDA:  Yeah, it's always different.  You have to go check to see how they want it in there.
>> BETH:  That's a good example.  For users who have difficulty with inputting this, you want to make sure that your error message that comes up is clear to give the person enough information how to re‑enter the information correctly.
we have two steps again on this slide.  Step 12, does the site allow users to skip repetitive content?  This is our skip content link that we discussed earlier.
and step 13, does the provide fully accessible documents, including the PDFs, PowerPoints, and online forms?  And that is our SNAP tool.
>> LINDA:  Let me ask you this.  Tieing this back to the federal contractor topic that we were following today, if federal contractors follow the suggestions that you've made today, and they go ahead and make their websites and online application systems more accessible, you are saying that that means that they're really not going to have to worry about making accommodations for their online application systems?
>> BETH:  No, it doesn't mean that an applicant will never need an accommodation.  As far as I know there is no way to guarantee accessibility for every one.  In fact, the last recommendation I want to make that is included at the end of our SNAP tool, these are two of the easiest things to do.  The last recommendation I want to make is related to posting notices about reasonable accommodations.  Section 503 states that a contractor's regular accommodation proceeders should include procedures that all applicants including those using the contractor's online or other electronic application systems are made aware of the contractor's reasonable accommodation obligation, and are invited to request any reasonable accommodation needed to fully participate in the application process.  All applicants should also be provided with contact information for contractor's staff, to be able to assist the applicant, or his or her representative in making a request for accommodations.
slide 31 here addresses whether an employee's EEO policy statement is displayed on the site, and whether the site explains the applicant and how they can get help and where to get reasonable accommodations.  They cannot apply online.  And we provided two examples for you today, on slide 32 and 33.
you can ride those on your own, but basically it gives you a statement, and it's in the beginning of the application system, and it should be posted throughout the application system just to make sure that the person is aware that they can see that EEO policy statement, and that they know where to get help.
 
>> LINDA:  So the gist of that is don't bury these statements where people can't see them.  You want to show that you are really trying to inform people about their rights.
>> BETH:  And the second one, the second example only give as phone number.
>> LINDA:  So if you can't use a phone ‑‑
>> BETH:  Exactly.  So if you need a TTY or Relay, Relay might work well.
>> LINDA.  But still, you want to give people a way, other than a phone number to contact you.
>> BETH.  E‑mail, fax, that type of thing.
>> LINDA:  Okay.  Great.  Well, before we start taking questions, we've got another 20 minutes here before we end our session today, can you talk briefly about what other tools or resources federal contractors can tap into to help them with all of this accessibility issue? 
>> BETH:  Sure.  To assist contractors in making their systems accessible, the Section 503 has resources.  One is a would be content accessibility guideline, and the regulations implementing the federal sector accessibility requirements in Section 508 of the Rehabilitation Act.  These are samples of readily available disability resources, and we've included links in your handouts.
and there are other tools available that will help you, too.  On slides 34‑36, we have three of the best online checkers that can, again, give you some good documentation when you are looking for what you need to tackle first.  And these are also in your handouts.
 
>> LINDA:  All right.  Great.
>> BETH:  Those have been around for awhile.
>> LINDA:  I thought they sounded familiar.
well, why don't we see what questions we have.  Just as a reminder for participants, you can send in your questions using our question and answer pod located in the bottom corner of your screen.  To use the pod, just type your question, and then click on the arrow to submit to the question queue.
you can also send in your questions via e‑mail to question@askjan.org.
 
>> BETH:  I am excited, because there is one that you can take.
>> LINDA:  Oh, no, I don't want to take one!  We'll start with the ones that you are taking!  This is one for me.  Please define a qualified individual with a disability.  I think this refers to the qualifications that person has and whether that person meets the requirements of the position.  That's right in a nutshell.  You are allowed as an employer to set qualification standards, like you have to have 4 years of experience.  You have to have a Ph.D.  You have to be proficient in using Excel spreadsheets, or whatever is required for the job.  And that's the key when you setting qualification standards.  They really need to be an accurate reflection of what is required in the job.  You can't just say that everybody has to have a driver's license, and then the person's job doesn't require driving, and therefore you weed out a bunch of people with disabilities.  You need to make sure that your qualification standards are accurate for the job, but other than that, as an employer, you get to set those qualification standards, and if someone even with a disability or not applies for the job and doesn't meet those qualification standards, then they're not eligible for the job and that's the end of the story. 
all right.  Here is hopefully the rest of the questions for you, Beth.
(Laughter)
okay.  So let's hit this one first because you have offered to review some online application systems through the SNAP tool.  Somebody wants to know should we send requests to evaluate our website to the general ask JAN e‑mail address?
>> BETH:  The answer is yes.  You can send them there.  You can do JAN on demand.  You can send them through chat.  The quickest way to get it done is the JAN@askjan.org e‑mail address.  Was that clear enough?
>> LINDA.  That was clear.  Go to askjan.org, you can go to the JAN section.  If you have problems, go to the website and look for our phone number and give us call there are lots of ways to contact us.
>> BETH:  We can call them and send them when to send.
>> LINDA:  Don't do that, the I.T. team dislikes me already.
here is another question for you, Beth.  When do we know if we should be providing our application process in Spanish and Braille?
>> BETH:  Well, I would say that when someone requests it.  That's what I would say.  Because that's the key to putting those posts up of where to get help and where to ask for alternatives.  If you have those up there, then that person can send it in immediately.  And you can respond to that request.  Because typically you don't need a lot to of Spanish and Braille to be around.  Do you those on request like we do.
>> LINDA:  Does this tie back to what your talking about looking for the screen reader, whether it's in English or Spanish, that's not exactly related to this because that just depends on if you have a Spanish page?
>> BETH:  Right.
>> LINDA:  This is a separate issue where you provide your information in alternative ways, such as Spanish and Braille automatically, or do you wait for somebody to ask for it?
>> BETH:  What we do may not be what other places do we do provide some of the more commonly requested items in Spanish where beam can get them at any time.
>> LINDA:  And also auditory files instead of Braille.
>> BETH:  Audio files instead of Braille.  We do provide those.  We do those based on requests that we get.  The higher the request, the more likely it will be made readably available.  As for Braille and even large print and text that will go ‑‑ that text file that you are sending somebody, I would do those on request, but I would have them ready, and if I don't have them ready, I would have a quick process to be able to get those ready.  Because you don't want extensive delays, right?
>> LINDA:  Yeah.  And the basic message, I think, that you are giving today, which I think is important, is you do the best that you can with making everything in your workplace accessible.  But then you are also receptive and you announce that you are willing to make accommodations on a case‑by‑case basis.
okay.  Here is one kind of for your opinion, Beth.  Do you foresee in the future that all webcasts ‑‑ I'm sorry, all websites that have speaking videos will be required to provide captioning?
>> BETH:  I do.
>> LINDA:  Yeah, I think that's coming.
>> BETH:  Yeah.  I do because a lot of the movers and shakers in the business are getting to the point where they'll need caption.  As we age, it's going to be even more important for us, you know, to be able to access things in a different way.
and I just think, you know, also, too, for the younger generation, I'm not even sure that they know that it's something different.  They use it, you know, when they're listening to music so that they can do multiple things at one time.
 
>> LINDA:  The ability to communicate in a lot of different ways I think is the way to go.  I think that's the wave of the future.
all right.  The you kind of answered this one during the presentation, but I think that it's important so let me just have you re‑hit this one.  How do you balance time‑out issues on to your website with your security issues? 
>> BETH:  This is a tough question because we've had some issues with this.  It's actually with iPads® and iPhones® and iPODs and what else do we have?
I don't even know what they're all called.  You know, with a lot of different devices.  We have been lucky in that we've had a lot of help from the University with this.  Because they have a lot of security measures that they have to go through and they do a test on our systems every so often, and we have to pass.  And in order to pass, we take those issues, one by one, and we try to find a way to balance those time‑out issues with the security issues.  And with every new device it's different.  So I guess I don't have a great answer, but I would say, you know, bring somebody in to help you with that.  You know, have somebody come in and test your system and see if it's secure.
modify those time‑out issues, and then run a test on it again.
until you can get to the point where you can extend those issues, and at the same time have a good balance with security.  Which so far we've been able to do.  But it is difficult.
>> LINDA:  All right.  Great. 
Let me ask you this question here, Beth.  If we have several things on our website that aren't accessible, so say they go through the SNAP tool, for example, or they just know that things aren't accessible, where do you think they should start?  For someone not addressing accessibility and they want to start, is there a good place to start?  Or is everything equally important?
>> BETH:  I would start with making sure that they are readably available.  Your equality employment opportunity statement, and information on how people can submit and get information in a variety of ways.  I would start with that.  What do you think?
>> LINDA:  I think that's really important.  Because with that you can correct a lot of other problems.  Because people can ask on a case‑by‑case basis for accommodations.  That might help you identify where the biggest problem areas are that you are getting the most requests with, and you can start with that to have the most bang for your buck, so to speak.
>> BETH:  Right, exactly.  Start with what's easy.  Get that done.  And so that you open up more of your sites to individuals, and then start on the more complicated things.  Does that make sense? 
>> LINDA:  That makes sense.
well, there are several questions coming in that kind of related to some stuff that I think that the OFCCP answers in some of its FAQs, so let's go ahead and hit those just because some people are asking these questions.  One of them is related to that self‑identification form and whether they can have their applicants fill that out online.  I am sure that everybody knows that now Section 503 regulations require federal contractors to invite applicants to self‑identify as having a disability, and the OFCCP has put out a specific form that you must use.  So the question is, how is that going to work with online applications?  Can they fill it out online? 
>> BETH:  This is so interesting to me because the first form that came out wouldn't print.
>> LINDA:  I remember that
(Laughter)
you couldn't copy it or print it.
>> BETH:  I bet that was a technical error.  And sure enough it was.  So, yes, according to the OFCCP, contractors can create an electronic version of the form provided that the form meets certain requirements, and the electronic form, or E‑form as they call it, it has to do things like it has to display the OMB number and expiration date.  It has to contain the text to the form without alteration.  You have to use certain fonts, like Colibri, or Ariel, and I am partial to Ariel.  Use a 11‑pitch font size with exception of the statement which should be 10 pitch in size.  If you are going to do it, there are specific technical requirements.  And why is this?  Why is this all required?  OFCCP makes a good point.  They say that having these specifications to help to ensure the consistency of the appearance, ‑‑
>> LINDA:  Just like you were saying.
>> BETH:  Exactly!  The ease of reading, and accessibility of the form.  And by using the OMB number and date, job applicants and employees knows that it's the an approved and official government form.
>> LINDA:  That makes sense.  And that information is on the Section 503 page that OFCCP has, right?
>> BETH:  It is.
>> LINDA:  And we have a link to that on our handout?
>> BETH:  On the handout.  And on the website.
>> LINDA:  I am going to ask you this question that came in it looks like from an individual trying to use government contractor site.  It's really about how to deal with an issue that they're encountering rye lated to some of the stuff that you have been saying.  The person says I am working with a potential government contractor to get a job from home.  They have online classes, and I have been frustrated because they have not had the opportunity to keep up with computer use, I am getting older, and, yes, many of us are, too.  And their instructions are mostly written.  Maybe I've not gotten far enough into the system yet, but I am a very visual learner.  Not that I can't follow directions, but taking pain meds, et cetera, chronic pain and fatigue can really mess up with your comprehension.  So this is an accessibility issue for using online classes.  And the person just basically asks how do I deal with this better?
 
>> BETH:  And I think that in this situation I would ask for alternatives.
>> LINDA:  Yeah.  It sounds like you are saying that you have a medical condition that might qualify as a disability which means that exactly like we've been talking about.  There should be a way that you can ask for an accommodation related to these online classes. 
>> BETH:  It's up to the instructor, and the school, and whoever is sponsoring the training to be able to come up with those alternatives.  If you do it with, you know, do you it with Braille, do you it with large print, you can make alternatives so that it's more visual.
>> LINDA:  But the first step is to ask.  If you can't figure out from the online classes who to ask, then just call the HR department, or the employer, and just make sure that you ask somebody.  If you can't find anybody to talk to on the phone, send something in writing, via e‑mail or any way you want to communicate.
>> BETH:  And keep that calendar of what you are sending and who you are sending it to, and how you are asking for it. 
>> LINDA:  Yep.  That would be the first step.
there is another one that's kind of a general question here, a couple of general questions here, and I am going to put all of them together and ask you this.  One of them is can ‑‑ for federal contractors that have to post notices now, can they do that with their ‑‑ can they do it online?  Can they post those electronically if that's how they usually communicate?
>> BETH:  The short answer is yes in some situations.  So when a contractor has employees who don't work at a physical location, the contractor can satisfy its posting obligation by posting the EEO notice in electronic format.  And to have the ability to use electronic postings to satisfy this obligation, a contractor must either provide these employees with computers that can access the electronic posting, or the contractor must have actual knowledge that the electronically posted notice is otherwise accessible for these employees.  And also, contractors have ‑‑ must post electronic notices for employees in a conspicuous location, and format on their intranet, or send them tome employees by electronic mail, such as e‑mail.  If the contractor uses an electronic application system, it should post an electronic notice and warn job applicants of their EEO rights, which we talked about.  And electronic notices for applicants must be stored with or as part of the electronic application.  In addition, in individual instances, a contractor may have to provide a notice of EEO rights electronically as a form reasonable accommodation for an employee with a disability even if the employee works at the contractor's physical location.
>> LINDA:  And that makes sense.  It's just like you have been saying.  The key is that you want employees and applicants to get this information.  So you may have to go about it in more than one way 
>> BETH:  And, look, if you are a business owner, it's just easier to go along with it.
>> LINDA:  Yep.  Absolutely!
(Laughter)
a couple of follow‑up questions.  You can tell them one more time when they send in, if they want the SNAP tool, what do they need to send in to you?
>> BETH:  The URL or web address of the online application system.
now, it has to be accessible to us 
so it needs to be something that we can get to.
sometimes people will give us temporary user names and passwords to go in and look at it.  Or they'll give us, you know, fake names to go in and look around because we have to be able to get into the system to be able to see what's going on.  So we just need your contact information that you are requesting the SNAP tool evaluation, and the URL that we go to to begin the process.
>> LINDA:  And then they can expect that they will hear from somebody here via e‑mail or as a follow up?
>> BETH:  I think what we'll do is confirm that we got the information, and by the time that we get everyone's in, then we can give an estimate on how much time it will be before we can get it back.
>> LINDA:  Okay.  All right.  It sounds great!  Before we wrap it up here, somebody asks whether they would be able to download the text transcript of the Webinar. 
 
>> BETH:  Absolutely.  We will wait on our great captioner, Mike today is with us, and we'll wait until we get the transcript, and then we will post the archive and that will come out to the e‑mail address of the person who registered for the session today.
 
>> LINDA:  All right.  Anything else, Beth, we need to do before we wrap it up here?
>> BETH:  A couple of administrative things here.  How and where should the URL be submitted?  You can just send that to the JAN e‑mail address, again, JAN@askjan.org.  And when will the slides be available?  Usually that goes along with when we can get everything ready.  I would say that the beginning of next week would be safe.
>> LINDA:  Great.  If anybody has any follow‑up questions, certainly feel free to contact us directly, and we can talk you with one on one.
>> BETH:  Tell them Linda sent you!
(Laughter)
>> LINDA:  Don't do that
well, that's all the time that we have we really appreciate you joining us today.  We think that this is a really important topic, and it gets kind of confusing, but we hope that we've given you ideas today in helping you to make your websites and online application systems accessible.  And, again, if you need more information, please give us a call or e‑mail or chat or however you want to communicate with us any time.
we want to thank Alternative Communication Services for providing the net captioning today.  Beth mentioned Mike, our friend, who was providing our captioning today and doing a wonderful job.
we hope that the program has been useful, and just so you know our final webcast in our federal contract series is March 26th, and we're going to be focusing on complying with Section 503 and the ADA in the application interview stage.  And that will be Beth and I again re‑visiting you.
>> BETH:  Hopefully with fewer cold symptoms.
>> LINDA:  We hope to be fully healed by then.  And we hope to see you all there.  As mentioned earlier, a an evaluation form will automatically pop up in your screen in another window as soon as we finish.  We really do appreciate your feedback.  We hope that you will take a minute to complete the form.  And this concludes today's webcast!
(End of webcast) 
