
CRITICAL COMPONENTS FOR ACCESSIBLE ONLINE TEACHING  
CHECKLIST FOR FACULTY 

All documents provided in the course site must be accessible to students with disabilities. 
•  Use descriptive text for links, so users know where the link goes. 
•  Use built-in headings, bullets, and ordered lists.
•  Use the built-in accessibility checker in Microsoft Office Suite to find and correct errors. 
•  Use only the pre-existing slide layouts PowerPoint.
•  Scanned PDFs are not accessible. Find an accessible copy through Morris Library or contact the Center 		
  for Teaching Excellence.

1 ACCESSIBLE DOCUMENTS

Tips

MORE INFORMATION & SUPPORT
To learn more about creating an accessible course in D2L, review Improve Your Courses With  
Brightspace Accessibility Checker, or the resources at accessibility.siu.edu.   
•	 Support for creating accessible courses is available from the Center for Teaching Excellence.
•	 Contact Disability Support Services for questions about assisting students with disabilities. 

All images included in the course site must have a short text description, known as Alt Text. 
•  In Microsoft Word, add alt text to your images.
•  In D2L, add proper image Alt Text when inserting an image into your course page.
•  Improve accessibility of images, charts and other visuals in PowerPoint.

2 TEXT EQUIVALENTS FOR IMAGES

For audio and video recordings, a text equivalent can be helpful for all learners. For audio, this can be 
in the form a transcript. For video, the text should be in the form of captions which are added to the 
video. The best way to begin is to type a script before recording. Auto-generated captioning tools can 
also be used to develop a base transcript. The results must be edited because auto-generated tran-
scripts are only about 70% accurate. 
•  Adding Captions in Zoom
•  Adding Captions in YouTube
•  Adding Captions in Echo 360
•  Adding Captions in Microsoft Stream

3 TEXT EQUIVALENTS FOR AUDIO AND VIDEO

‼ VERY IMPORTANT!
Auto-generated captions are not accurate enough for communication access. When deaf or hard of 
hearing students are enrolled in a course, instructors are notified in advance. The notification will direct 
faculty to contact Disability Support Services staff who will secure captions for all course videos. 

https://support.microsoft.com/en-us/office/video-create-accessible-links-in-word-28305cc8-3be2-417c-a313-dc22082d1ee0?ui=en-us&rs=en-us&ad=us
http://ncdae.org/resources/cheatsheets/word2016.php
https://support.microsoft.com/en-us/office/improve-accessibility-with-the-accessibility-checker-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f?ui=en-us&rs=en-us&ad=us
http://ncdae.org/resources/cheatsheets/powerpoint2016.php
https://lib.siu.edu/
https://cte.siu.edu/convert-materials/index.php
https://support.microsoft.com/en-us/office/video-improve-accessibility-with-alt-text-9c57ee44-bb48-40e3-aad4-7647fc1dba51
https://community.brightspace.com/s/article/Improve-Your-Course-with-Brightspace-Accessibility-Checker?topicId=0TO610000000JdsGAE&topicName=Accessibility
https://support.microsoft.com/en-us/office/video-improve-image-accessibility-in-powerpoint-2e7fdfc4-1fa5-4092-be4b-8a4ca592197c
https://support.zoom.us/hc/en-us/articles/115004794983-Automatically-Transcribe-Cloud-Recordings-
https://www.washington.edu/accessibility/videos/youtube/
https://learn.echo360.com/hc/en-us/articles/360041065891-Accessing-the-Transcript-Editor
https://docs.microsoft.com/en-us/stream/portal-edit-transcripts
https://disabilityservices.siu.edu/
https://community.brightspace.com/s/article/Improve-Your-Course-with-Brightspace-Accessibility-Checker
https://community.brightspace.com/s/article/Improve-Your-Course-with-Brightspace-Accessibility-Checker
\\files\SHSMarketing\SHSMarketing\Marketing Requests\2020\6. June\3397_Accessible_Content_Handout\accessibility.siu.edu
https://cte.siu.edu/
https://disabilityservices.siu.edu/
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