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Accessibility Requirements for Your ETD

To ensure your thesis or dissertation meets federal Title II digital accessibility requirements, review and follow the guidance below before submitting your final PDF.



Include Proper Document Metadata

Your document must include a title in the file properties.

In Microsoft Word:

1. Go to File → Info
2. Select Properties
3. Enter the Title of your document

4. Save your changes



Color and Contrast

· Ensure strong contrast between text and background.

· Avoid light gray text or low-contrast color combinations.

· Do not rely on color alone to convey meaning.



Media and Illustrations

All non-text content must include alternative text.

This includes:

· Figures

· Images

· Charts

· Diagrams

· Graphs

To add alt text:

1. Right-click the image

2. Select Edit Alt Text
3. Provide a concise description of the image’s purpose

Mark decorative images as decorative.



Tables

To ensure screen reader accessibility:

· Do not merge or split table cells.

· Use a simple table structure.

· Designate header rows.

To set a header row:

1. Click inside the table

2. Select the Table Design tab

3. Check Header Row
4. Do not use tables for layout purposes.



Document Structure

1. Use Word’s built-in heading styles to organize your document.

2. Chapter titles and major sections → Heading 1
3. Subsections → Heading 2, Heading 3, etc.
Do not manually format headings using bold or font size alone.

The template includes a preformatted Heading 1 style.

Calibri (12-point) is provided as an accessible default. Other readable, standard serif or sans serif fonts may be used. Maintain at least 12-point font size and consistent formatting.



Document Access Settings

Do not restrict access to your document.

In Word:

1. Go to File
2. Ensure “Always Open Read-Only” is unchecked
Your final PDF must allow downloading and reading by assistive technologies.



Creating an Accessible PDF

Do not use “Print to PDF.”

To create an accessible PDF:

1. Select File → Save As
2. Choose PDF
3. Click Options
4. Ensure “Document structure tags for accessibility” is checked

5. Save

Using Print to PDF will create an inaccessible document.

Licensing your original work with a Creative Commons License

http://www.creativecommons.org 

The six Creative Commons licenses permit varying types of uses. The following chart illustrates the permissions, requirements, and restrictions of the CC licenses, from the least restrictive, to the most restrictive.
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	CC BY
	Copy, distribute, display, perform, and remix the work.
	Attribute or credit the author as requested.
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	CC BY-SA

(CC BY Share Alike)
	Copy, distribute, display, perform, and remix the work.
	Attribute or credit the author as requested. Apply the same CC license used by the author to the derivative work.
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	CC BY-NC

(CC BY Non-Commercial)
	Copy, distribute, display, perform, and remix the work.
	Attribute or credit the author as requested.
	Copying, distributing, displaying, performing, or remixing the work for commercial purposes.
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	CC BY-ND

(CC BY No Derivative Works)
	Copy, distribute, display, and perform verbatim (unchanged) copies of the work.
	Attribute or credit the author as requested.
	Remixing or creating derivatives of the work.

	Link
	[image: image5.png]



	CC BY-NC-SA

(CC BY Non-Commercial, Share Alike)
	Copy, distribute, display, perform, and remix the work for non-commercial purposes.
	Attribute or credit the author as requested. Apply the same CC license used by the author to the derivative work.
	Copying, distributing, displaying, performing, and remixing the work for commercial purposes.
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(CC BY Non-Commercial, No Derivative Works)
	Copy, distribute, display, and perform verbatim (unchanged) copies of the work for non-commercial purposes.
	Attribute or credit the author as requested.
	Remixing or creating derivatives of the work. Copying, distributing, displaying, performing, and remixing the work for commercial purposes.
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