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1. Introduction

Welcome to Module VI - Communicating Online — in our DIGITABILITY course! In today's digital
age, effective communication online has become an essential skill for success in both personal
and professional settings. This course provides a comprehensive guide to various online
communication platforms, including collaboration platforms, email clients, social network
platforms, and messenger applications. The course is designed to enhance your digital skills
and competencies to support a remote working scheme, with a focus on promoting employment
for people with disabilities. Throughout the course, you will learn about the accessibility features
of these platforms, including those for people with visual, hearing, physical, and cognitive
impairments such as autism, dyslexia, dysgraphia, dyscalculia, and ADHD. The course will
equip you with the necessary tools and knowledge to communicate effectively online,
regardless of your abilities. We hope you enjoy the course and find it valuable in your personal

and professional pursuits.

After completing the course, you can take an exam and earn a DIGITABILITY certificate. This
certificate will not only acknowledge your hard work and commitment but also improve your

knowledge and abilities in the field.

2. Collaboration Platforms

With the rise of remote work and virtual collaboration, this section examines how individuals
with disabilities employ collaboration platforms to participate in professional and educational
contexts. Our aim is to examine how these platforms are changing and to encourage the

creation of environments that are open and welcoming to everyone.

Learning Objectives:

» Understand Collaboration Platforms: Gain a comprehensive understanding of various
collaboration platforms, including Microsoft Teams, Google Classroom, and Zoom, and

their applications in professional and educational contexts.

» Accessibility Awareness: Develop awareness of the importance of accessibility in
digital platforms, recognising the need to create inclusive environments for all users.
Digitability
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» Accessibility Features: Identify and utilise accessibility features within collaboration
platforms to support individuals with disabilities, including those with visual, hearing,
physical, and cognitive impairments.

» Inclusive Environments: Implement accessibility practices to create inclusive virtual
learning and working environments, ensuring equal access and opportunities for all

users.

» Comparative Analysis: Compare and contrast accessibility features and strategies
across different collaboration platforms, recognizing the unique strengths and

weaknesses of each.

» Educational and Professional Application: Apply the knowledge and skills acquired in
the course to foster inclusivity and accessibility in educational and professional settings,

improving communication and collaboration for all.

» User Perspectives: Develop empathy for users with disabilities by considering their

perspectives, needs, and challenges when using digital collaboration platforms.

Overall, this topic aims to equip learners with the knowledge and practical skills needed to make
collaboration platforms more accessible and inclusive, thereby enhancing communication,

learning, and working experiences for users of all abilities.

2.1 MS Teams

Microsoft Teams is a platform that enables unified communication and collaboration. It
combines chat, video conferencing, file sharing, and productivity tools into a single interface,
making it a popular choice for remote work and flexible work arrangements. The platform has
been a game-changer for people with disabilities, as it offers a range of benefits. Microsoft
Teams enables remote work and collaboration, breaking down geographical barriers and
providing job opportunities for individuals with disabilities to participate in the workforce from
home. Microsoft Teams offers multiple communication channels, catering to diverse
communication preferences and needs, from text-based chat to audio and video conferencing.
The platform is designed to work seamlessly with a wide range of assistive technologies,

ensuring that users with disabilities can navigate and interact with it effectively.

Digitability
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Accessibility is important for all individuals, especially those with disabilities, who may face
challenges while using Microsoft Teams. Although Microsoft has made efforts to improve
accessibility, some users may still encounter issues while accessing the platform with screen
readers or navigating the interface. To ensure a better user experience, it is recommended to
use the latest versions and updates which often include enhancements in this regard. It is also
important to note that not all users may be aware of the platform's full range of accessibility
features. Therefore, users are encouraged to explore training resources and guides to learn

about these features.

Virtual meetings can present challenges for individuals with disabilities, especially if they require
additional time or accommodations. Employers and colleagues should be made aware of these
needs and be open to flexible meeting schedules. It is essential to ensure that every individual
IS given an equal opportunity to participate in team discussions, engage in chats, and use video
conferencing when possible to build rapport with colleagues.

Microsoft Teams has become a key factor in promoting professional inclusivity by breaking
down geographical and accessibility barriers in the workplace. It is a valuable tool for people
with disabilities, providing them with an equal opportunity to pursue their careers with
confidence. As the professional landscape continues to evolve, it is important to prioritize

accessibility to ensure that everyone is included in the expanding digital workspace.
2.1.1. Accessibility for People with Visual Impairments

Microsoft Teams is a platform that offers several accessibility features that make it more user-
friendly for people with visual impairments. These features include compatibility with screen
readers, keyboard navigation, and customized options for text size and contrast. Microsoft
Teams is compatible with popular screen readers such as JAWS and NVDA on Windows and
VoiceOver on macOS. This ensures that people with visual impairments can navigate and

interact with the platform effectively.

Microsoft Teams also allows users to adjust settings to customize text size, font, color contrast,
and other display preferences, tailoring the platform to their specific visual needs. Users can
enhance the accessibility of content by providing alternative text for images, making visual

elements more meaningful to individuals who rely on screen readers.

Continuing efforts are essential to eliminate remaining barriers and ensure a fully inclusive
experience for all users with visual impairments. A culture of accessibility and ongoing
Digitability

Promoting Disability Inclusion in the World of Work
2022-1-1T01-KA220-VET-000087590



the European Union

DIGITABILITY - Co-funded by

improvements will contribute to a more accessible and equitable experience for individuals with

visual impairments using Microsoft Teams.

There are several ways that people with visual impairments can use Microsoft Teams:

Screen Readers: Most modern screen readers such as JAWS, NVDA, and VoiceOver
are compatible with Microsoft Teams. Users can navigate the interface, read messages,
and interact with features using screen readers. https://support.office.com/en-
us/fl/topic/d12ee53f-d15f-445e-be8d-fOba2c5ee68f

Keyboard Shortcuts: Microsoft Teams provides keyboard shortcuts for common tasks,
making it easier for users with visual impairments to navigate the platform without a
mouse. Users can customize these shortcuts to suit their preferences.
https://support.office.com/en-us/fl/topic/2e8e2a70-e8d8-4a19-949b-4c36dd5292d2

High Contrast Mode: Users with low vision can enable high contrast mode in their
operating systems to make the interface more readable. Microsoft Teams adapts to the

high contrast mode settings, improving visibility.

Magnification Tools: Users with low vision can use built-in magnification tools in their

operating systems to enlarge the text and interface elements within Microsoft Teams.

Braille Displays: Braille displays can be used in conjunction with screen readers to
provide tactile feedback to users with visual impairments. Microsoft Teams is compatible

with various Braille displays.

Customizable Font Sizes: Users can customize font sizes in Microsoft Teams to make
text more legible, which is especially beneficial for individuals with low vision.

Training and Support: Microsoft provides resources and support for accessibility in
Teams. Users can access documentation and support to help them configure
accessibility settings and troubleshoot any issues. Here is a Guide for Microsoft Teams

Admins to set up Accessibility Features: https://learn.microsoft.com/en-

us/microsoftteams/accessibility-quide-admin

It's important to note that the accessibility experience may vary depending on the platform and

the version of Microsoft Teams in use. Users with visual impairments may need to customize

Digitability
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settings and explore available accessibility options to optimize their experience with Microsoft

Teams. Additionally, keeping software and assistive technology up to date is essential for the

best accessibility experience.

2111 Exercises
1) Get familiar how to use MS-Teams with a Screen Reader, by studying the following
article: https://support.office.com/f1/topic/c065927a-3c43-4a09-9ad3-d5ecf0c0f8a0
2) Open MS-Teams, using a Screen Reader
o Press the Windows logo key and type Microsoft Teams.
o You hear: "Microsoft Teams, Desktop app.” To open the app, press Enter.
3) Change your status, using a Screen Reader
o Press the Tab key until you reach the “Account Manager”, and then press Enter.
o Press the Tab key until you find the option you want to change, and then press Enter.
o Select the Status you want, and then press Enter.
4) Get familiar with Keyboard Shortcuts in MS-Teams. Read the following article:
https://support.office.com/fl/topic/2e8e2a70-e8d8-4a19-949b-4c36dd5292d2
5) Start a new chat, using your Keyboard Shortcuts
o Ctrl+E
6) Zoom in, using your Keyboard Shortcuts
o Ctrl+Equals sign ( =)
7) Zoom out, using your Keyboard Shortcuts
o Ctrl+Minus sign (-)
8) Activate High-Contrast Mode in MS Teams
o Go to ‘Settings’
o Find ‘Appearance and accessibility’
o In ‘Theme’ you choose ‘High contrast’
Digitability
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General
Accounts and orgs
Privacy

Notifications and activity

. Appearance and accessibility

Files and links
Calls
Captions and transcripts
Devices
Recognition
9) Customize the Font Size in MS Teams
o From System Settings

o OR with Keyboard Shortcuts
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Appearance and accessibility

Theme

‘ High contrast 1

Follow operating system theme

10)Watch the following Webinar: https://youtu.be/ohNYGQg79U-Q?feature=shared

2.1.2. Resources

Accessibility tools for Microsoft Teams:

https://support.office.com/en-us/fl1/topic/2d4009e7-1300-4766-87e8-7a217496¢c3d5

Accessibility tips for inclusive Microsoft Teams meetings and live events:
https://support.office.com/en-us/fl/topic/faOcb694-0fcd-4019-b67c-8270eade0c54

Accessibility support for enterprise customers:

https://support.microsoft.com/en-us/accessibility/enterprise-answer-desk

Digitability
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2.2 Google Classroom

Google Classroom has become a popular platform for education, offering tools for both

educators and students to streamline communication, collaboration, and learning. Itis a

comprehensive learning management system that allows educators to create, distribute, and

manage assignments, fostering a seamless learning experience for students. The platform

offers several accessibility features that enhance its usability for individuals with disabilities.

2.2.1. Accessibility for People with Visual Impairments

Individuals with visual impairments may rely on screen readers, Braille displays, or other

assistive technologies to access digital content. Google Classroom offers a range of

accessibility features to support these users, including:

Digitability
Promoting

Screen Reader Compatibility: Google Classroom is designed to be compatible with
popular screen readers, such as JAWS (Job Access With Speech) and NVDA
(NonVisual Desktop Access). Students with visual impairments can use these screen

readers to navigate and access content.

Keyboard Navigation: Google Classroom can be fully operated using keyboard
shortcuts. This is crucial for students who rely on keyboard navigation as it ensures

they can access all features without a mouse.

High Contrast Mode: Google Classroom offers a high-contrast mode option. High-
contrast settings can improve visibility and make it easier for students with low vision

to read and interact with content.

Alternative Text for Images: Users can add alternative text descriptions to images
shared within Google Classroom. This makes visual content more meaningful and

accessible to students who rely on screen readers.

Customizable Settings: Encourage students to customize settings based on their
specific visual needs. They can adjust text size, contrast, and other display settings to

enhance readability and comfort.

Accessible Documents: Ensure that all documents, including PDFs and Google
Docs, are properly structured for accessibility. Use clear headings, lists, and

descriptive formatting to aid screen readers.

Disability Inclusion in the World of Work
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e Voice Commands and Dictation: Students with visual impairments can benefit from
voice recognition software. Google Classroom is compatible with voice commands,

allowing for hands-free interaction with the platform.

e Use of Braille Displays: Students who use Braille displays can connect them to their

computer or mobile device to read content within Google Classroom.

e Audio Materials and Descriptions: When using audio or video content, provide
detailed descriptions or transcripts. This allows students to access the information in

a format that is more suitable for them.

e Supportive Environment: Ensure that your classroom environment is supportive and
that students feel comfortable requesting any necessary accommodations. Educate
fellow students about the specific needs of their visually impaired peers to encourage
inclusivity.

e Assistive Technologies: Encourage students to explore assistive technologies that
can enhance their experience, such as screen magnification software or braille note-

taking devices.

By considering the needs of students with visual impairments and using the accessibility
features within Google Classroom, educators can create a more inclusive learning environment.
Students with visual impairments can fully engage with course materials and assignments,

participate in discussions, and have equitable access to the educational experience.

2211 Exercises

1) Screen Reader Integration
Practice using a screen reader to navigate Google Classroom. Navigate through various

sections such as announcements, assignments, or class materials.

2) Keyboard Shortcut Mastery
Explore and familiarize with keyboard shortcuts to efficiently navigate Google Classroom,

including shortcuts for moving between assignments, streams, and classwork.

Digitability
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3) Text-to-Speech and Speech-to-Text Integration
Utilize the text-to-speech feature to listen to course materials and assignments.
Experiment with the speech-to-text feature to compose responses or assignments.

4) Color Contrast Adjustment Training
Adjust the color contrast settings within Google Classroom for improved visibility.

Experiment with different color schemes to identify the most accessible option.

5) Assignment Management Practice
Navigate through the assignments section using only keyboard inputs. Access, submit,

and review assignments using keyboard navigation.

6) Audio Attachment Exploration
Explore attaching and playing audio files within assignments or discussions. Practice

recording and attaching audio files to understand the process.

7) Customizable Font and Text Size
Customize the font and text size settings within Google Classroom. Experiment with

larger text sizes for improved readability.

8) Voice Commands for Navigation
Practice using voice commands for basic navigation within Google Classroom, such as

moving between topics or submitting assignments.

9) Accessibility Tools Exploration
Investigate various accessibility tools available within Google Classroom, such as
magnifiers or high contrast settings. Evaluate their effectiveness in enhancing
accessibility.

10)Collaborative Document Interaction
Participate in collaborative document creation or editing. Use accessibility features to

contribute and interact with shared documents.

2.2.2. Resources

Google Classroom Accessibility Hub:

https://edu.google.com/why-google/accessibility/

Digitability
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Video “Google Classroom accessibility empowers inclusive learning”:
https://blog.google/outreach-initiatives/education/classroom-accessibility

Video Tutorial “How can | make my class accessible for learners?”:

https://youtu.be/agbjRsiGCms?feature=shared

Use a screen reader with Classroom on your computer (for students)

https://support.google.com/edu/classroom/answer/6084551?hl=en

Use a screen reader with Classroom on your computer (for teachers)

https://support.google.com/edu/classroom/answer/9849192?hl=en

Video Course “Google Classroom using NVDA/Jaws”:

https://youtube.com/playlist?list=PLzr6lkrRR86Z kpPwAKYspkJx-VO8rxMY &feature=shared

Video Course “Google Accessibility Features”
https://youtube.com/playlist?list=PLP7Bvyb3ap46yvUoQVHXDIEf3lc-P5 |V&feature=shared

Video Story:
https://youtu.be/4{5-7xQ 7gM?feature=shared

2.3 Zoom

Zoom is a versatile platform for virtual meetings, webinars, and online collaboration. In this
chapter, we will explore how Zoom can be utilized effectively by individuals with various
disabilities, addressing accessibility considerations and offering recommendations for improved

inclusivity.

Digitability
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2.3.1. Accessibility for People with Visual Impairments

Individuals with visual impairments may face unique challenges when using Zoom. This section

will explore the accessibility features and strategies that can enhance the Zoom experience for

these users.

Screen Reader Compatibility: Zoom is designed to be compatible with screen reading
software, making it accessible for individuals with visual impairments. Popular screen
readers such as JAWS and NVDA can be used to navigate Zoom's interface, access

meeting controls, and participate in virtual meetings.

Keyboard Navigation: Zoom provides comprehensive keyboard shortcuts for navigating
the platform and controlling various meeting functions. Users with visual impairments can
easily operate Zoom without relying on a mouse. Educators and participants should be
encouraged to learn and use these keyboard shortcuts.

Alt Text for Images: To ensure that visual content shared during meetings is accessible,
presenters and organizers can add alternative text descriptions to images. This allows

individuals using screen readers to understand and engage with visual materials.

Large Text and High Contrast Mode: Zoom offers the option to increase text size,
which can be particularly beneficial for users with low vision. Additionally, high contrast
mode can improve visibility and readability for individuals who may have some remaining
vision.

Closed Captions: Closed captioning in Zoom provides text-based transcriptions of
spoken content during meetings. This feature is invaluable for individuals with visual

impairments, ensuring they have access to the spoken information.

Magnification and Color Filters: Some individuals with visual impairments may benefit
from screen magnification and color filters. These features, if supported by the user's
operating system, can be used in conjunction with Zoom to enhance their overall visual

experience.

Communication and Interaction: During Zoom meetings, it's essential for educators
and participants to clearly state their names before speaking, and to describe any visual
content they share. This practice assists individuals with visual impairments in following

the discussion.

Digitability
Promoting Disability Inclusion in the World of Work
2022-1-1T01-KA220-VET-000087590



0 Co-funded by
§| | DIGITABILITY Bl v

e Accessibility Training: Educators, presenters, and participants should receive training
on the accessibility features within Zoom. Training can help raise awareness about the
needs of users with visual impairments and how to maximize the platform's accessibility

options.

e Individual Support: Recognize that the needs of individuals with visual impairments may
vary. Be open to providing individualized support, such as providing meeting materials in

advance or offering audio descriptions for visual content.

By implementing these strategies and taking advantage of Zoom's accessibility features,
educators and participants can create a more inclusive virtual meeting environment for
individuals with visual impairments. This ensures that they can fully participate in meetings,
access content, and engage in discussions, contributing to a more equitable online

communication experience.

23.1.1 Exercises

1) Screen Reader Compatibility Practice
Utilize a screen reader to navigate Zoom settings and menus. Practice joining, leaving,

and adjusting settings within meetings.

2) Keyboard Shortcut Mastery
Explore and become familiar with Zoom's keyboard shortcuts. Practice using keyboard

commands to navigate the Zoom interface.

3) Text-to-Speech Functionality
Use text-to-speech software to read chat messages and shared content during a

meeting. Practice adjusting the speech rate and understanding the content.

4) Closed Captioning Familiarization
Participate in meetings with closed captioning enabled. Practice adjusting and
customizing caption settings for readability.

5) Color Contrast and Interface Customization
Adjust Zoom's interface settings for improved contrast. Experiment with different color

schemes for better visibility.

Digitability
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6) Verbal Communication Training
Practice using clear and descriptive verbal cues while participating in meetings.

Encourage descriptive and precise verbal communication.

7) Voice Command Integration
Experiment with voice command software to perform tasks within Zoom. Practice
initiating calls, joining meetings, and using basic commands.

8) Document Sharing Exploration
Share documents during a meeting and explore using screen reader features to navigate

shared content. Practice accessing and interacting with shared documents.

9) Assistive Technology Evaluation
Explore and evaluate different assistive technologies compatible with Zoom. Experiment

with magnification tools or screen readers for better interaction.

10)Alternative Input Device Integration
Integrate alternative input devices, such as joysticks or specialized keyboards, to

navigate Zoom. Practice using these devices for effective participation in meetings.

2.3.2. Resources

ZOOM Support Hub

https://www.zoom.com/en/accessibility/

2.4 Conclusion on Accessibility of Collaboration Platforms

In this thorough examination of accessibility in collaboration platforms, we have examined
Microsoft Teams, Google Classroom, and Zoom, focusing on the specific issues and remedies
that people with disabilities encounter in these digital environments. We have also observed the
significant progress made in improving the accessibility of these platforms. However, the path to

complete inclusivity still lies ahead.

Challenges Faced by Disabled Individuals:

e Communication and Collaboration Hurdles: Disabled individuals encounter
communication and collaboration hurdles, ranging from navigation difficulties to
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challenges in understanding visual content. The absence of clear identification and the

struggle to manage chat and participant panels can also hinder engagement.

e Inaccessible Visual Content: Visual content, such as images, slides, or videos, often
lacks proper descriptions and alternative text. This can leave disabled users without

access to crucial information shared during meetings or lessons.

e Compatibility and Customization: The compatibility of these platforms with assistive
technologies like screen readers remains a significant concern. Users often face issues

when trying to adjust settings to meet their specific needs, such as text size and contrast.

e Communication Gaps: Miscommunication may arise when participants are unaware of
the needs of disabled users. Failing to provide verbal descriptions of visual content can

lead to misunderstandings and hinder meaningful participation.

Accessibility Improvements:

All three platforms, Microsoft Teams, Google Classroom, and Zoom, have made commendable
efforts to enhance accessibility. These improvements include keyboard navigation, screen
reader compatibility, closed captions, and alternative text options for images. They also offer
features like high-contrast modes and keyboard shortcuts, which cater to specific accessibility

needs.

Comparison:

While these platforms share common accessibility features, they each have their unique

strengths:

e Microsoft Teams excels in its integration with Microsoft Office and real-time
collaboration on documents, making it a strong choice for productivity and education. It

offers strong support for keyboard navigation and high-contrast modes.

e Google Classroom is known for its ease of use and simplicity, and it offers a structured
communication environment that aids predictability. Its chat and document collaboration

features are highly accessible.
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e Zoom is a popular choice for video conferencing and webinars. It is compatible with
screen readers, provides options for large text, and offers closed captions for accessible

communication.

In conclusion, the journey towards full accessibility in collaboration platforms is ongoing. These
platforms have come a long way in addressing accessibility challenges, but there is room for
improvement. By continuing to embrace the strengths of these tools and working to overcome
the remaining barriers, we can contribute to a more inclusive, accessible, and enriching digital
experience for all users, regardless of their disabilities. The testimonials remind us that these
efforts make a real and positive impact on the lives of disabled individuals, empowering them to

fully engage in education and professional collaboration.

3. Email Clients

Email communication has become an essential part of both professional and personal
interaction in today's digital world. However, it is crucial to ensure accessibility for individuals

with diverse impairments as we navigate the realm of digital communication.

Chapter 3 of the course focuses on email clients and their accessibility for people with
disabilities. The specific learning objectives of this chapter include understanding the
accessibility features of MS Outlook, Google Gmail, and Mac Mail for visual, hearing, physical,

and cognitive impairments

Learning Objectives:

» Exploration of MS Outlook, Google Gmail, and Mac Mail Accessibility:
Gain insight into the accessibility features of major email clients, including MS Outlook,
Google Gmail, and Mac Mail, specifically designed to accommodate visual, hearing,
physical, and cognitive impairments.

» Tests and Resources for Accessibility Assurance:
Practice specific exercises tailored for your impairment to improve email client
accessibility. Discover additional resources to enhance accessibility awareness and
implementation.
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» Comparative Analysis for Informed Decision-Making:
Develop the ability to compare and contrast the strengths and limitations of MS Outlook,
Google Gmail, and Mac Mail concerning accessibility. This understanding aids in making

informed decisions about email client selection based on individual accessibility needs.

The chapter also covers tests and resources available to ensure the accessibility of email
clients for people with disabilities. The comparative conclusion of the chapter helps learners

understand the strengths and limitations of each email client in terms of accessibility.

3.1 MS Outlook

Microsoft Outlook is a widely used email platform that has made great progress in integrating
accessibility features to cater to the needs of users with diverse requirements. This section
highlights how MS Outlook offers a range of functionalities to make email communication more
inclusive and accessible to all. In the following sections, we will explore how MS Outlook's
functionalities cater to a wide range of needs and can assist individuals with visual or cognitive

impairments.

Through this chapter, learners will gain an insightful understanding of how MS Outlook's
accessibility features and functionalities can be harnessed to create an email environment that

is more inclusive, efficient, and accommodating to individuals with diverse needs.

3.1.1. Accessibility for People with Visual Impairments

Individuals with visual impairments face unigue challenges while navigating digital platforms,
especially in managing emails and messages. To make the experience more user-friendly and
inclusive, Microsoft Outlook incorporates several features and functionalities designed to

support users with visual impairments.

e Adaptive Screen Reader Compatibility: MS Outlook is compatible with various screen
readers, allowing individuals with visual impairments to access their emails and navigate

through the interface effortlessly. It provides text-to-speech functionalities that read aloud
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the content displayed on the screen, including email subjects, sender information, and

message contents.

High-Contrast Modes and Customizable Settings: For improved visibility, MS Outlook
provides high-contrast settings and customizable display options. Users can adjust text
sizes, font types, and contrast settings to meet their individual visual needs. The high-
contrast mode ensures a clear distinction between text and background, enhancing

readability and reducing strain.

Keyboard Navigation and Shortcut Commands: Outlook provides extensive keyboard
navigation options and shortcut commands, facilitating ease of use for individuals who
may face challenges using a mouse. Users can swiftly navigate through emails, switch
between folders, and access various functionalities without solely relying on mouse

interactions.

Alternative Text for Images and Attachments: The platform encourages the inclusion
of alternative text descriptions for images and file attachments within emails. These
descriptions provide context and details about the visuals, ensuring that individuals

relying on screen readers have a comprehensive understanding of the content.

Accessible Message Formatting: MS Outlook emphasizes the use of accessible
formatting within emails. It recommends clear and straightforward structures for
messages, avoiding complex layouts or excessive graphical elements, ensuring clarity in

the content for those using screen readers.

Training and Support: Microsoft offers comprehensive training resources and support
materials, guiding users with visual impairments on effectively utilizing Outlook's
accessibility features. This includes tutorials, documentation, and user guides specifically

crafted to assist in maximizing accessibility.

These features together enable individuals with visual impairments to interact seamlessly with

their email communication within MS Outlook, enhancing their ability to manage and engage

with messages, thereby fostering an inclusive and accessible email experience.

3111 Exercises

1) Keyboard Navigation Mastery:
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o Open MS Outlook and focus on the email list.

o Use keyboard shortcuts to navigate between email folders (e.g., Inbox, Sent Items,
Drafts).

o Access the commands for composing, replying to, and deleting emails without using a

mouse.

2) Adjusting High-Contrast Settings:
o Go to Outlook's settings menu and locate the "Display"” or "Accessibility" section.
o Experiment with various text sizes, font types, and contrast settings.

o Find the most readable and comfortable high-contrast option for personal use.

3) Utilizing Screen Readers:
o Activate the screen reader (e.g., JAWS, NVDA) and open an email in Outlook.

o Listen to the screen reader as it reads email subjects, sender details, and message

content.

o Use the screen reader to navigate through different emails and folders.

4) Adding Alternative Text to Images:
o Compose a new email and attach an image.
o Locate the option to add alternative text to the image attachment.

o Enter a descriptive text for the image to aid comprehension by the screen reader.

5) Creating Accessible Email Structure:
o Write a new email and focus on clear and simple formatting.
o Avoid complex layouts or excessive graphics.

o Use bullet points or numbered lists to improve readability.

6) Email Organization with Keyboard Shortcuts:
o Use keyboard shortcuts to create new email folders.
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o Move emails to different folders and organize them using keyboard commands.

Categorize emails without using the mouse.

O

7) Screen Reader Usage in Calendar:
o Navigate to the Outlook calendar using the screen reader.
o Create, edit, or delete appointments and events with screen reader guidance.

o Verify if all calendar actions are effectively conveyed by the screen reader.

8) Customizing Layout and Design:
o Access Outlook's layout settings.

o Customize the reading pane, view settings, and column arrangements for better visibility.

9) Managing Attachments with Screen Reader:
o Send an email with an attachment and verify how the screen reader reads it.
o Receive an email with an attachment and explore its details using the screen reader.

o Confirm if the screen reader accurately conveys descriptions and details of the

attachments.

10) Accessing Support Documentation:
o Locate the accessibility support section in Outlook settings or documentation.

o Navigate through materials, user guides, or tutorials designed for users with visual

impairments.

o Verify if the screen reader effectively conveys and guides through the available support

resources.
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3.1.2. Resources

Microsoft support article:
https://support.microsoft.com/en-au/office/accessibility-tools-for-outlook-edd06e42-b2ca-49e8-
89f9-2414ec8eeed?

Microsoft support article:
https://support.microsoft.com/en-au/office/make-your-outlook-email-accessible-to-people-with-
disabilities-71ce71f4-7b15-4b7a-a2e3-cf91721bbacb

PDF Guidelines on how to create accessible Emails in Outlook:
https://www.framingham.edu/Assets/uploads/about-fsu/accessibility/ documents/7-steps-

accessible-outlook.pdf

Video ,JAWS and Outlook Training®:
https://youtu.be/neB4a0xkuN4?feature=shared

3.2 Google Gmail

In this chapter, we will explore the accessibility features and strategies within Google Gmail to
ensure an inclusive and effective communication experience for individuals with diverse
impairments. Google Gmail, a widely used email platform, offers a range of tools and settings
that can be customized to meet the specific needs of users with visual, hearing, physical, and
cognitive impairments. By understanding and leveraging these features, individuals can

enhance their email communication, making it more accessible and user-friendly.
3.2.1. Accessibility for People with Visual Impairments

Google Gmail is designed with a range of accessibility features to cater to users with visual
impairments, ensuring that email communication is seamless and inclusive. Here are key
considerations and tools within Gmail that enhance accessibility for individuals with visual

impairments:
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e Keyboard Shortcuts for Efficient Navigation: Utilize Gmail's extensive set of keyboard
shortcuts to navigate through the interface without relying on a mouse. This feature
enables users with visual impairments to efficiently access emails, compose messages,

and manage their inbox.

e Screen Reader Compatibility: Gmail is compatible with popular screen readers,
including VoiceOver (for Apple devices) and NVDA (NonVisual Desktop Access) for
Windows. Users can enable these screen readers to receive spoken feedback on the

content and actions within Gmail, enhancing the overall user experience.

e Customizable Display Settings: Adjust Gmail's display settings to enhance visibility.
Users can customize font sizes, choose high-contrast themes, and enable dark mode to

improve readability and reduce eye strain for individuals with visual impairments.

e Integration with Braille Displays: Gmail seamlessly integrates with braille displays,
providing tactile feedback for users who rely on braille as their primary method of
reading. This integration ensures that individuals with visual impairments can access and

interact with their emails effectively.

e Voice Commands and Dictation: Google's voice command features and dictation
capabilities empower users with visual impairments to compose emails, navigate the
interface, and perform various tasks using spoken commands. This hands-free approach

enhances accessibility and user autonomy.

e Image Descriptions and Alt Text: Gmail allows users to add image descriptions and alt
text to images within emails. This feature ensures that individuals with visual impairments
can understand the content of images through screen reader descriptions, promoting a

richer email experience.

e High-Contrast Theme: Enable the high-contrast theme within Gmail to enhance visual
contrast, making text and interface elements more distinguishable for users with visual

impairments.

e Integrated Magnification Tools: Users with visual impairments can utilize integrated
magnification tools or browser extensions to zoom in on email content, facilitating a

closer examination of text and details.
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Email Organization Strategies: Implement effective email organization strategies, such
as using labels, folders, and filters, to streamline the inbox and make it more navigable

for users with visual impairments.

Collaboration with Google Docs and Google Meet: Gmail seamlessly integrates with
Google Docs and Google Meet, offering collaborative and real-time communication
options. Users with visual impairments can engage in accessible document editing and

video meetings, fostering inclusive collaboration.

By leveraging these features, Google Gmail becomes a powerful and accessible email platform

for individuals with visual impairments, promoting effective communication and efficient email

management.

1)

3.21.1 Exercises

Keyboard Shortcut Mastery:
Practice using essential keyboard shortcuts within Gmail for tasks like navigating the

inbox, composing emails, and managing labels. Use screen reader feedback to confirm

actions.

2) Screen Reader Integration:
Enable a screen reader of your choice and navigate through Gmail. Focus on reading,
composing, and managing emails using the screen reader's auditory feedback.

3) Customizable Display Settings:
Adjust Gmail's display settings to enhance visibility. Experiment with font sizes, contrast
settings, and dark mode to find a configuration that suits your preferences.

4) Integration with Braille Displays:
Connect a braille display to your device and explore reading and composing emails
within Gmail using braille. Pay attention to the tactile feedback provided by the braille
display.

5) Voice Commands and Dictation:
Use voice commands or dictation features to compose and send an email. Experiment
with various voice commands for navigating Gmail and performing tasks.
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Image Descriptions and Alt Text:
Add image descriptions and alt text to images within an email. Use a screen reader to
confirm that the descriptions are accurately conveyed.

High-Contrast Theme:
Enable the high-contrast theme in Gmail and observe the changes in visual contrast.

Experiment with reading emails and navigating the interface using this theme.

Integrated Magnification Tools:
Use integrated magnification tools or browser extensions to zoom in on email content.

Practice reading and responding to emails with the magnification adjusted.

Email Organization Strategies:
Implement email organization strategies by creating labels, folders, and filters. Use

screen reader feedback to navigate and manage your organized inbox.

10)Collaboration with Google Docs and Google Meet:

Initiate and participate in a collaborative document editing session using Google Docs.
Explore the accessibility features for real-time collaboration. Additionally, join a Google
Meet session using audio and screen reader feedback.

3.2.2. Resources

Gmail support article:

https://support.google.com/mail/answer/6115187

Video “Accessibility in Gmail”:

https://www.youtube.com/watch?v={GNc6amGnJE

Update Article on Screenreader use in Gmail:

https://workspaceupdates.gooqgleblog.com/2023/12/quide-for-screen-reader-users-transition-

gmail-standard-view.html
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3.3 Mac Mail

Mac Mail is an email client designed for macOS, and it incorporates a range of accessibility

features to ensure that users with various impairments can efficiently manage their emails. In

this chapter, we'll explore the accessibility considerations and tools within Mac Mail for users

with various impairments, offering practical exercises to empower individuals to utilize Mac Malil

effectively.

3.3.1. Accessibility for People with Visual Impairments

Mac Mail prioritizes accessibility for users with visual impairments, offering features that

enhance navigation and readability:

VoiceOver Integration:
Mac Mail seamlessly integrates with VoiceOver, macOS's built-in screen reader. Users
with visual impairments can rely on VoiceOver for spoken feedback on email content,

labels, and navigation.

Customizable Display Settings:

Adjust display settings in Mac Mail to accommodate visual preferences. Users can
customize font sizes, contrast settings, and enable dark mode for improved readability.
Braille Display Compatibility:

Mac Mail supports compatibility with braille displays, offering tactile feedback for users
who rely on braille as their primary method of reading. This integration enhances the

reading experience for individuals with visual impairments.

Enhanced Magnification Options:
Users with visual impairments can utilize macOS's magnification tools to zoom in on
email content. This feature supports a closer examination of text and details within

emails.

High-Contrast Themes:
Enable high-contrast themes in Mac Mail to enhance visual contrast. This helps

distinguish text and interface elements for users with visual impairments.
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3311 Exercises

VoiceOver Navigation: Navigate through Mac Mail using VoiceOver. Practice reading,
composing emails, and managing the inbox with spoken feedback.

Customizable Display Settings: Adjust Mac Mail's display settings to enhance visibility.
Experiment with font sizes, contrast settings, and dark mode to find a configuration that

suits your preferences.

Braille Display Integration: Connect a braille display to your device and explore reading
and composing emails in Mac Mail using braille. Pay attention to the tactile feedback

provided by the braille display.

Enhanced Magnification Practice: Use macOS's magnification tools to zoom in on
email content. Practice reading and responding to emails with the magnification adjusted

to your preference.

High-Contrast Theme Exploration: Enable high-contrast themes in Mac Mail and
observe the changes in visual contrast. Experiment with reading emails and navigating

the interface using this theme.

3.3.2. Resources

Apple Support article:

https://support.apple.com/quide/mac-help/get-started-with-accessibility-features-mh35884/mac

Apple Support article:

https://support.apple.com/en-au/guide/mail/mlhlip1080/mac

Video “HOW TO use Mac OS Accessibility Tools for Vision Impairment”:

https://youtu.be/gpyDOGuUF1mA?feature=shared
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3.4 Conclusion on Accessibility of Email Clients

Email clients play a crucial role in modern communication, and ensuring accessibility is
paramount for users with diverse needs. In the present chapter, we have explored the
accessibility features of three prominent email clients: Microsoft Outlook, Google Gmail, and
Mac Mail. Each client addresses the unique requirements of users with visual, hearing, physical,
and cognitive impairments. Let's examine the strengths and considerations of each platform:

1. Microsoft Outlook:
Strengths:

« Robust Screen Reader Integration: Microsoft Outlook excels in screen reader
integration, particularly with the powerful VoiceOver in Windows. This makes it a

preferred choice for users with visual impairments.

o Customizable Display Settings: Users can customize font sizes, contrast settings, and

display themes, enhancing readability for those with visual impairments.
Considerations:

e Learning Curve: The multitude of features in Outlook may pose a steeper learning curve

for users with cognitive impairments.

« Limited Cross-Platform Consistency: The consistency of accessibility features across
different platforms, especially on mobile devices, can be a consideration for users with

varying preferences.

2. Google Gmail:
Strengths:
o Simplified User Interface: Gmail is known for its clean and user-friendly interface,
providing an intuitive experience for users with cognitive impairments.
e Integration with Voice Command: Voice command integration and dictation features
enhance accessibility for users with physical disabilities.
Considerations:
e Varied Visual Elements: While visual elements enhance communication, they may pose

challenges for users with visual impairments.
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« Platform Dependence: Consistency across platforms can vary, impacting the user

experience for those who switch between devices.

3. Mac Mail:
Strengths:

« Seamless VoiceOver Integration: Mac Mail seamlessly integrates with VoiceOver,

providing excellent support for users with visual impairments.
« Native Braille Display Compatibility: The compatibility with braille displays caters to
the needs of users who rely on tactile feedback.
Considerations:

e Limited Customization: While Mac Mail offers some customization options, they may be

more limited compared to Outlook and Gmail.

o Platform Restriction: Mac Mail is exclusive to macOS, limiting accessibility for users

who prefer or need to use different operating systems.

Comparative Insights:
For Users with Visual Impairments:

o Outlook stands out with robust screen reader integration and customizable display

settings.

o Gmail prioritizes a simplified user interface, but the varied visual elements can be

challenging for users with visual impairments.

o Mac Mail excels with seamless VoiceOver integration and braille display compatibility.

Conclusion:

Choosing the most suitable email client depends on individual preferences, specific
impairments, and the desired user experience. Microsoft Outlook, Google Gmail, and Mac Malil
each bring unique strengths and considerations. While Outlook excels in screen reader
integration, Gmail offers a simplified user interface, and Mac Mail seamlessly integrates with
Apple's accessibility features. Users should carefully assess their needs and preferences to
determine which email client aligns best with their accessibility requirements. Ultimately, the
Digitability

Promoting Disability Inclusion in the World of Work
2022-1-1T01-KA220-VET-000087590



-3 DIGITABILITY - Co-funded by

the European Union

goal is to empower users of all abilities to communicate effectively and inclusively in the digital

landscape.

4. Social Network Platforms

In today's digital age, social networking platforms have become a crucial part of our online
interactions. They offer us lively spaces for both personal and professional networking. Chapter
4 of our training course will concentrate on the accessibility features of popular social

networking platforms.

Learning Objectives:

» Explore Accessibility Features Across Platforms: We will explore the accessibility
features integrated into major social network platforms, with a focus on ensuring

inclusivity for individuals with visual, hearing, physical, and cognitive impairments.

» Engage in Practical Exercises: We will be actively participating in hands-on practical
exercises designed to develop proficiency in navigating social network platforms with
accessibility considerations.

» Evaluate Inclusive Features: We will learn to evaluate and recognize the inclusive
features present in platforms such as Facebook, Instagram, LinkedIn, and YouTube,

understanding their contributions to accessibility.

» Identify Platform-Specific Challenges: We will identify and understand the challenges
individuals with disabilities might encounter on each social network platform, paving the

way for informed and inclusive usage.

Our goal is to provide learners with the knowledge and skills needed to navigate social media
platforms inclusively, fostering an online environment where everyone can engage, connect,

and thrive.
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4.1 Facebook

Facebook, as one of the leading social network platforms, recognizes the importance of

inclusivity. This chapter provides a comprehensive overview of Facebook's accessibility

features, with practical exercises tailored to users with various impairments.

4.1.1. Accessibility for People with Visual Impairments

Facebook prioritizes accessibility for users with visual impairments, providing features that

enhance navigation and content comprehension.

1)

2)

Image Descriptions and Alt Text: Users can add descriptions to images, and Facebook
generates alt text to describe images automatically. This ensures that individuals with

visual impairments can access information conveyed through visuals.

Screen Reader Compatibility: Facebook is designed to be compatible with popular
screen readers, including VoiceOver and TalkBack, offering spoken feedback to users

with visual impairments.

High-Contrast Text and Background Options: Users can enable high-contrast text and
background options for improved readability. This feature benefits individuals with visual

impairments or those who prefer higher contrast.

Text-to-Speech Feature: Facebook incorporates a text-to-speech feature that reads out
loud the content on the screen, providing an auditory experience for users with visual

impairments.

411.1 Exercises

Image Description Practice: Add image descriptions to your Facebook posts and
explore the automatically generated alt text. Practice creating meaningful descriptions for
various images.

Screen Reader Navigation: Use a screen reader to navigate through your Facebook
feed, profile, and messages. Familiarize yourself with the spoken feedback provided by

the screen reader.
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3) High-Contrast Theme Exploration: Enable high-contrast text and background options
on Facebook. Explore the impact on readability and choose settings that enhance your
experience.

4) Text-to-Speech Utilization: Activate the text-to-speech feature on Facebook and listen
to the spoken content. Practice navigating through posts and comments using this

auditory feature.

4.1.2. Resources

Facebook Accessibility Support
https://www.facebook.com/help/273947702950567

4.2 Instagram

Instagram, a widely used visual-centric social media platform, is committed to making its
features accessible to users with diverse needs. In this chapter, we'll explore the accessibility
features and considerations within Instagram, ensuring an inclusive experience for individuals

with various impairments.
4.2.1. Accessibility for People with Visual Impairments

Instagram recognizes the importance of providing an accessible experience for users with visual

impairments, incorporating features that enhance content understanding and navigation.

e Alternative Text for Images: Users can add alternative text to their images, providing
descriptions that are read aloud by screen readers. This ensures that individuals with

visual impairments can access information conveyed through visuals.

e Screen Reader Compatibility: Instagram is designed to be compatible with popular
screen readers, including VoiceOver and TalkBack, offering spoken feedback to users

with visual impairments.

e High-Contrast Text and Background Options: Instagram allows users to enable high-
contrast text and background options for improved readability. This feature benefits

individuals with visual impairments or those who prefer higher contrast.
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e Text-to-Speech Feature: Instagram incorporates a text-to-speech feature that reads out
loud the content on the screen, providing an auditory experience for users with visual

impairments.

e Image Descriptions for Stories: Users can provide image descriptions for stories,
ensuring that time-sensitive visual content is accessible to individuals with visual

impairments.

e Voice Commands for Navigation: Explore voice command features on devices or
platforms that support them. Users with visual impairments can use voice commands for

tasks such as navigating through Instagram.

e Explore Page Narration: Users can enable narration for the Explore page, providing
spoken descriptions of visual content to enhance the browsing experience for those with

visual impairments.

421.1 Exercises

1) Alternative Text Practice:
Add alternative text to your Instagram posts and explore how it is read aloud by screen

readers. Practice creating meaningful descriptions for various images.

2) Screen Reader Navigation:
Use a screen reader to navigate through your Instagram feed, profile, and comments.
Familiarize yourself with the spoken feedback provided by the screen reader.

3) High-Contrast Theme Exploration:
Enable high-contrast text and background options on Instagram. Explore the impact on

readability and choose settings that enhance your experience.

4) Text-to-Speech Utilization:
Activate the text-to-speech feature on Instagram and listen to the spoken content.

Practice navigating through posts and comments using this auditory feature.

5) Image Descriptions for Stories:
Provide image descriptions for your Instagram stories, ensuring that time-sensitive visual

content is accessible to individuals with visual impairments.
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6) Voice Command Experiment:
If your device supports voice commands, experiment with using voice commands for
posting updates or navigating through Instagram. Familiarize yourself with available
voice command features.

7) Explore Page Narration Exploration:
Enable narration for the Explore page on Instagram. Experience spoken descriptions of

visual content to enhance your browsing experience.

4.2.2. Resources

Instagram Accessibility Support

https://help.instagram.com/308605337351503

4.3 Linkedln

LinkedIn, as a leading platform for professional networking, is committed to fostering an
inclusive environment that accommodates individuals with diverse abilities and disabilities. This
chapter explores the accessibility features implemented by LinkedIn to ensure that everyone,
regardless of their physical or cognitive challenges, can fully participate in the professional
opportunities this platform offers. In recent years, LinkedIn has made significant strides in
enhancing its accessibility features to align with best practices and standards. The platform
recognizes the importance of breaking down barriers and providing a seamless experience for
users with disabilities, facilitating their engagement in professional networking, skill-building,

and career advancement.

This chapter delves into the accessibility aspects tailored for users with various impairments,
including visual, hearing, physical, and cognitive disabilities. From interface design to
communication tools, LinkedIn strives to create an inclusive space where individuals with
disabilities can showcase their skills, connect with professionals, and pursue meaningful career
opportunities. So let’s explore the accessibility features LinkedIn has implemented to make

professional networking and career development more accessible and inclusive for everyone.
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4.3.1. Accessibility for People with Visual Impairments

LinkedIn recognizes the importance of ensuring a user-friendly and accessible experience for

individuals with visual impairments, striving to provide features that enhance usability and

engagement. Here are the accessibility features tailored for users with visual impairments on
LinkedIn:

Screen Reader Compatibility: LinkedIn is designed to be compatible with popular
screen readers such as VoiceOver and JAWS, offering spoken feedback that enables

users with visual impairments to navigate profiles, posts, and messages effectively.

Alt Text for Images: Users can add alternative text to images they share on LinkedIn.
This ensures that individuals with visual impairments receive meaningful descriptions of

visual content, enhancing their understanding of images.

High-Contrast Themes: LinkedIn offers high-contrast themes, allowing users to adjust
the platform's color scheme to improve visibility. High-contrast themes can benefit

individuals with visual impairments by enhancing text readability.

Keyboard Shortcuts: LinkedIn provides keyboard shortcuts, facilitating navigation and
interaction for users who may rely on keyboard commands instead of traditional mouse

inputs. This feature enhances the accessibility of the platform.

Adjustable Font Sizes: Users can customize font sizes on LinkedIn, enabling individuals
with visual impairments to adjust text to a size that suits their preferences and enhances

readability.

Focus Indicator: LinkedIn includes a focus indicator that highlights the active element
on the screen, making navigation more intuitive for users with visual impairments who

rely on keyboard inputs.

Descriptive Link Text:
Links on LinkedIn include descriptive text, providing clarity about the destination or action
associated with the link. This helps users with visual impairments understand the context

of the links.

Voice Commands Integration: LinkedIn's integration with voice commands enhances
accessibility for users with visual impairments, allowing them to navigate and interact

hands-free.
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4311 Exercises

Screen Reader Navigation:
Use a screen reader to navigate through your LinkedIn profile, connections, and posts.

Familiarize yourself with the spoken feedback provided by the screen reader.

Alt Text Addition Practice:
Add alternative text to images you share on LinkedIn. Practice creating descriptive and

meaningful alt text for various types of visual content.

High-Contrast Theme Exploration:
Enable and explore high-contrast themes on LinkedIn. Assess the impact on text
readability and overall visibility based on your preferences.

Keyboard Shortcut Utilization:
Use keyboard shortcuts to navigate through different sections of your LinkedIn profile.

Practice common shortcuts for an efficient and accessible browsing experience.

Adjustable Font Sizes Experiment:
Adjust font sizes on LinkedIn to find a configuration that enhances text readability for you.

Evaluate different sizes to determine the most comfortable setting.

Focus Indicator Practice:
Navigate through LinkedIn and pay attention to the focus indicator. Practice using

keyboard inputs and observe how the focus indicator enhances navigation.

Descriptive Link Text Exploration:
Explore links on LinkedIn and pay attention to the descriptive text associated with each

link. Practice understanding the context of links based on their descriptions.

Voice Commands for Navigation Experiment:
If your device supports voice commands, experiment with using voice commands for

navigating through LinkedIn. Familiarize yourself with available voice command features.
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4.3.2. Resources

LinkedIn Accessibility Support

https://www.linkedin.com/accessibility

44 YouTube

YouTube is a global platform where people can share and watch videos. The platform has taken
steps to make sure that people with different disabilities can easily use it. YouTube's
accessibility features help people with visual, hearing, physical, and cognitive impairments use
the platform with ease. These features include closed captions, audio descriptions, and
customizable playback settings. YouTube is committed to making its vast library of videos

available to everyone, and its accessibility initiatives aim to create an inclusive environment.
4.4.1. Accessibility for People with Visual Impairments

YouTube recognizes the importance of making its vast video library accessible to individuals
with visual impairments. The platform has implemented a range of features to enhance the user
experience for this audience. Here are the accessibility features tailored for users with visual

impairments on YouTube:

e Audio Descriptions: Videos on YouTube can include audio descriptions, narrating
visual content and actions for users who may not be able to see the on-screen actions.
This enhances the comprehension of videos with visual elements for individuals with

visual impairments.

e Screen Reader Compatibility: YouTube is designed to be compatible with screen
readers, allowing users with visual impairments to navigate the interface and access

video information effectively.

e High-Contrast Themes: Users can enable high-contrast themes on YouTube,
enhancing the visibility of text and interface elements for individuals with visual

impairments.

e Keyboard Shortcuts: YouTube provides keyboard shortcuts for navigation, allowing
users to control video playback, adjust settings, and explore the platform without relying

on a mouse.
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Customizable Playback Speed: Users can customize the playback speed of videos on
YouTube, allowing individuals with visual impairments to adjust the pace of content

consumption based on their preferences.

Large Video Player Option: YouTube offers a large video player option, allowing users
to expand the video player for a more immersive experience. This benefits individuals

with visual impairments by providing a larger view of the video content.

Voice Commands Integration: Explore voice command features on devices or
platforms that support them. YouTube's integration with voice commands enhances
accessibility for users with visual impairments, enabling hands-free navigation and

interaction.

441.1 Exercises

Audio Descriptions Engagement:
Watch a video with audio descriptions on YouTube. Assess how the narrated

descriptions enhance your understanding of visual content.

Screen Reader Navigation Practice:
Use a screen reader to navigate through the YouTube interface. Practice accessing

video information, playlists, and settings.

High-Contrast Theme Experiment:
Enable and explore high-contrast themes on YouTube. Assess the impact on text
visibility and overall interface accessibility.

Keyboard Shortcut Utilization:
Use keyboard shortcuts to navigate through different sections of your YouTube account.

Familiarize yourself with the efficiency of keyboard navigation.

Customizable Playback Speed Experiment:
Adjust the playback speed of videos on YouTube. Explore different speeds to determine

the setting that aligns with your preferences.
Large Video Player Option Practice:

Expand the video player to experience the large video player option on YouTube. Assess

how this feature enhances your viewing experience.
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7) Voice Commands for Navigation Exploration:
If your device supports voice commands, experiment with using voice commands for

navigating through YouTube. Familiarize yourself with available voice command features.

4.4.2. Resources

Blog Article “YouTube Accessibility” with Video

https://www.ami.ca/youtube-accessibility

Article “Accessibility features on YouTube”

https://www.captioningstar.com/blog/accessibility-features-on-youtube/

4.5 Conclusion on Accessibility of Social Network Platforms

In the vast world of social media platforms, it is crucial to prioritize inclusivity. Chapter 4
explored how popular platforms such as Facebook, Instagram, LinkedIn, and YouTube have
tailored accessibility features for users with diverse abilities. Our journey through these
platforms revealed that they are making a conscious effort to create an environment where

everyone, irrespective of their abilities, can connect, engage, and share.
Across all these platforms, several recurring themes emerged:

1. Visual and Auditory Inclusivity:
The integration of closed captions, audio descriptions, and visual alerts ensures that
individuals with visual or hearing impairments can engage with diverse content

seamlessly.

2. Customization for Personal Preferences:
Customizable features, such as high-contrast themes, caption appearance adjustments,
and notification preferences, empower users to tailor their experience based on individual

needs and preferences.
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3. Simplified Interfaces:
Platforms recognized the importance of simplifying interfaces to reduce cognitive load,

benefitting users with cognitive impairments.

4. Alternate Input Methods:
The incorporation of keyboard shortcuts and voice commands provides alternative input

methods, fostering a more accessible and efficient user experience.

5. Emphasis on Clear Communication:
Clear and concise language, coupled with predictive text and autocomplete features,

enhances communication for users with cognitive impairments.

Diverse Engagement Opportunities:

The platforms offer diverse engagement opportunities, emphasizing visual content on YouTube,
networking on LinkedIn, connecting through images on Instagram, and fostering social
interactions on Facebook. This diversity recognizes that users have varied preferences and

requirements for their online experiences.

Ongoing Challenges and Opportunities:

While significant strides have been made, challenges persist, and there are continuous
opportunities for improvement. Ensuring a consistent and universally accessible experience
remains an ongoing journey, requiring collaboration between platform developers, content

creators, and the user community.

User Empowerment Through Education:
Empowering users with the knowledge and skills to leverage accessibility features is crucial.
The practical exercises provided in each subchapter serve as hands-on learning experiences,

enabling users to navigate and make the most of the available features.

In Conclusion:

In the ever-evolving world of social network platforms, the pursuit of inclusivity stands as a
fundamental principle. The platforms covered in this chapter have taken commendable steps
toward creating spaces where everyone, regardless of ability, can participate meaningfully. As
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technology advances and awareness grows, the journey towards universal accessibility
continues, marking a collective commitment to making the digital landscape open and
accessible for all.

5. Messenger Applications

Messaging applications have become an essential part of our lives, connecting us to our loved
ones, friends, and colleagues regardless of their location. However, some messaging apps are
not equally accessible to people with disabilities. This chapter aims to explore the accessibility
features present in popular messaging applications such as Facebook Messenger, WhatsApp,
Viber and Telegram. We will delve into the inclusive features that empower individuals to share
moments, express themselves, and stay connected without any barriers. This chapter will also
highlight the diverse accessibility tools and functionalities designed to create a seamless and
universally accessible messaging experience. Ultimately, this journey will culminate in a
comprehensive conclusion that underscores the overarching themes and advancements in

making real-time communication inclusive for everyone.

Learning Objectives:

» Exploration of Accessibility Features Across Platforms: Explore the accessibility
features integrated into major messenger applications, focusing on ensuring inclusivity

for individuals with visual, hearing, physical, and cognitive impairments.

» Hands-On Engagement with Practical Exercises: Actively engage in practical
exercises designed to develop proficiency in navigating messenger applications with

accessibility considerations.

» Evaluation of Inclusive Features: Learn to evaluate and recognize the inclusive
features present in messenger applications such as Facebook Messenger, WhatsApp,
Viber, and Telegram, understanding their contributions to accessibility.

» Assessment of Platform-Specific Challenges: Identify and understand the challenges
individuals with disabilities might encounter on each messenger application, fostering an

informed and inclusive usage.
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» Application of Messenger App Accessibility in Professional Contexts: Recognize
the relevance of messenger app accessibility in professional settings, acknowledging its

impact on job-related communication and collaboration.

By focusing on these learning objectives, learners will gain a comprehensive understanding of
the accessibility features within messenger applications, ensuring effective and inclusive

communication experiences for individuals with diverse impairments.

5.1 Facebook Messenger

Facebook Messenger has become a popular messaging platform that connects people from all
over the world. In this section, we will explore the various accessibility features that Facebook
Messenger offers to ensure that everyone can communicate seamlessly. Whether it's through
text messages or sharing multimedia, Facebook Messenger strives to make sure that every
user, regardless of their abilities, can use the platform with ease. By exploring these
accessibility tools, we can see how Facebook Messenger empowers its users to communicate,

share and connect without any limitations.
5.1.1. Accessibility for People with Visual Impairments

Facebook Messenger recognizes the importance of inclusive communication and has
implemented features to ensure that individuals with visual impairments can engage seamlessly
with the platform. Here, we explore the accessibility tools designed to enhance the messaging

experience for users with visual impairments on Facebook Messenger:

e Screen Reader Compatibility: Facebook Messenger is designed to be compatible with
various screen readers, providing audible descriptions of interface elements, messages,
and actions. This ensures that users with visual impairments can navigate the platform

effectively.

e Text-to-Speech Functionality: The platform incorporates text-to-speech functionality,
allowing users to have incoming messages read aloud. This feature empowers

individuals with visual impairments to stay informed and engaged in conversations.

e High-Contrast Themes: Users can opt for high-contrast themes within Facebook
Messenger, enhancing visibility for those with low vision. This customization feature
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allows individuals to choose color schemes that suit their preferences and improve

readability.

Large Text Options: Facebook Messenger offers options to enlarge text within the
interface, ensuring that messages and notifications are easily readable for users with
visual impairments. Customizable text sizes contribute to a more comfortable messaging

experience.

Voice Commands Integration: Explore voice command features that integrate with
Facebook Messenger. This functionality allows users to navigate the platform, send
messages, and perform various actions using voice commands, providing an alternative

interaction method.

Alternative Text for Images: The platform encourages the use of alternative text for
images shared within conversations. This ensures that users with visual impairments

receive descriptive text, enhancing their understanding of image content.

Simplified Interface Design: Facebook Messenger adopts a simplified interface design,
reducing unnecessary visual clutter. This design strategy benefits users with visual

impairments by creating a more straightforward and focused messaging environment.

5.1.1.1 Exercises

Screen Reader Navigation:
Use a screen reader to navigate through Facebook Messenger. Practice accessing

different sections, reading messages, and understanding interface descriptions.

Text-to-Speech Message Review:
Activate text-to-speech functionality for incoming messages. Review and respond to

messages using the auditory feedback provided by the platform.

High-Contrast Theme Customization:
Customize the theme to a high-contrast option. Explore different color schemes and

choose one that enhances visibility for your individual preferences.

Large Text Adjustment:
Adjust the text size within Facebook Messenger to find a comfortable and readable

setting. Experiment with different text sizes to identify the most suitable option.
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5) Voice Commands Exploration:
Explore and experiment with voice commands integrated into Facebook Messenger.
Practice sending messages, navigating conversations, and performing actions using
voice inputs.

6) Alternative Text Inclusion:
Exercise: When sharing images, include descriptive alternative text. Assess how well the
alternative text enhances the understanding of image content for users with visual
impairments.

7) Simplified Interface Interaction:
Navigate through the simplified interface design of Facebook Messenger. Evaluate how
the reduced visual complexity contributes to a more focused and accessible messaging

experience.

5.1.2. Resources

Facebook Messenger Help Centre

https://www.facebook.com/help/messenqger-app/268211068463734

5.2 WhatsApp

WhatsApp is a widely-known messaging app that enables people to communicate with ease,
regardless of their location. In this chapter, we will discuss the accessibility features of
WhatsApp, which ensure that the app is accessible to everyone, irrespective of their abilities.
Whether it's typing messages, sharing multimedia content, or sending voice notes, WhatsApp
aims to create an inclusive environment. We will explore the customized accessibility tools that
empower people with disabilities, making communication easy and universally accessible. Let's
discover the features that enhance the WhatsApp experience for all users and enable them to

connect without any limitations.
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5.2.1. Accessibility for People with Visual Impairments

WhatsApp recognizes the importance of inclusive communication and has implemented

features to ensure individuals with visual impairments can engage effectively with the

application. In this section, we explore the accessibility tools designed to enhance the

WhatsApp experience for users with visual impairments:

1)

Screen Reader Compatibility: WhatsApp is optimized for compatibility with screen
readers, providing audible descriptions of interface elements, messages, and actions.

This enables users with visual impairments to navigate the platform effortlessly.

Voice Messages and Speech-to-Text: Users can send and receive voice messages
within WhatsApp. Additionally, speech-to-text functionality allows users to convert
received voice messages into text, facilitating comprehension for individuals with visual

impairments.

High-Contrast Themes: WhatsApp offers high-contrast themes, allowing users to
customize the app's appearance for improved visibility. This feature is particularly
beneficial for those with low vision, offering a personalized and accessible visual

experience.

Large Text Options: Users can adjust text sizes within WhatsApp to suit their
preferences. This customization ensures that messages and notifications are easily

readable for users with visual impairments.

Braille Keyboard Support: WhatsApp supports Braille keyboard input, catering to users
who prefer this tactile method of interaction. This integration enhances the accessibility of

text input for individuals with visual impairments.

Improved Image Descriptions: The platform encourages the inclusion of detailed image
descriptions when sharing photos. This ensures that users with visual impairments

receive meaningful information about the content of shared images.

5211 Exercises

Screen Reader Navigation:
Use a screen reader to navigate through WhatsApp. Practice accessing different

sections, reading messages, and understanding interface descriptions.
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2) Voice Messages and Speech-to-Text Experience:
Send and receive voice messages. Experiment with speech-to-text functionality to

convert received voice messages into text, enhancing accessibility.

3) High-Contrast Theme Customization:
Customize the theme to a high-contrast option. Explore different color schemes and

choose one that enhances visibility for your individual preferences.

4) Large Text Adjustment:
Adjust the text size within WhatsApp to find a comfortable and readable setting.

Experiment with different text sizes to identify the most suitable option.

5) Braille Keyboard Integration Trial:
Explore the use of a Braille keyboard with WhatsApp. Practice text input using this tactile

method to understand its functionality.

6) Image Description Practice:
When sharing photos, include detailed image descriptions. Evaluate how these
descriptions enhance the understanding of image content for users with visual

impairments.

5.2.2. Resources

Whats App Help Center
https://fag.whatsapp.com/3614672068767202/?cms_platform=android

5.3 Viber

In this chapter, we will be discussing the messaging landscape, with a focus on Viber, a
versatile platform that transcends geographical boundaries. Viber is not just a communication
hub, but also a platform that is committed to inclusivity. We will explore the accessibility features
that are embedded within Viber, ensuring that individuals of all abilities can seamlessly connect
with friends, family, and colleagues. Join us on a journey through the features designed to
enhance the Viber experience for users with diverse needs, making communication not just

convenient, but universally accessible. We will unravel the tools that empower individuals with
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various impairments to engage in meaningful conversations and forge connections beyond

limitations.

5.3.1. Accessibility for People with Visual Impairments

Viber, a platform dedicated to fostering global connections, recognizes the importance of

accessibility for users with visual impairments. In this section, we explore the features designed

to make the Viber experience inclusive and user-friendly for individuals with visual impairments:

1)

Screen Reader Compatibility: Viber is optimized for compatibility with screen readers,
providing audible descriptions of interface elements, messages, and actions. This feature

enables users with visual impairments to navigate the platform seamlessly.

Voice Messages and Speech-to-Text: Users can send and receive voice messages
within Viber. Additionally, speech-to-text functionality allows users to convert received
voice messages into text, ensuring that individuals with visual impairments can engage in

communication effortlessly.

High-Contrast Themes: Viber offers high-contrast themes, allowing users to customize
the app's appearance for improved visibility. This feature is particularly beneficial for

those with low vision, offering a personalized and accessible visual experience.

Large Text Options: Users can adjust text sizes within Viber to suit their preferences.
This customization ensures that messages and notifications are easily readable for users

with visual impairments.

Braille Keyboard Support: Viber supports Braille keyboard input, catering to users who
prefer this tactile method of interaction. This integration enhances the accessibility of text

input for individuals with visual impairments.

5311 Exercises

Screen Reader Navigation:
Use a screen reader to navigate through Viber. Practice accessing different sections,

reading messages, and understanding interface descriptions.
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2) Voice Messages and Speech-to-Text Experience:
Send and receive voice messages. Experiment with speech-to-text functionality to
convert received voice messages into text, enhancing accessibility.

3) High-Contrast Theme Customization:
Customize the theme to a high-contrast option. Explore different color schemes and
choose one that enhances visibility for your individual preferences.

4) Large Text Adjustment:
Adjust the text size within Viber to find a comfortable and readable setting. Experiment
with different text sizes to identify the most suitable option.

5) Braille Keyboard Integration Trial:
Explore the use of a Braille keyboard with Viber. Practice text input using this tactile

method to understand its functionality.

5.3.2. Resources

Keyboard Shortcuts for Viber on Desktop

https://help.viber.com/hc/en-us/articles/8820723236253-Keyboard-Shortcuts-for-Viber-on-
Desktop

5.4 Telegram

Telegram, a versatile messaging platform, is committed to inclusivity and accessibility for users
with diverse abilities. In this chapter, we explore the features and functionalities within Telegram
designed to cater to the needs of disabled individuals. From visual and hearing impairments to
physical and cognitive challenges, Telegram strives to provide an inclusive messaging
experience for all users. Let's delve into the accessibility features and practical exercises that

make Telegram a platform accessible to a broad range of users with disabilities.
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5.4.1. Accessibility for People with Visual Impairments

Telegram, a platform prioritizing inclusivity, offers features tailored for users with visual

impairments. In this section, we explore the accessibility options within Telegram that enhance

the messaging experience for individuals with visual disabilities:

1)

Screen Reader Compatibility: Telegram is designed to be compatible with various
screen readers, providing users with visual impairments the ability to navigate the
interface and access messages through audio feedback.

High Contrast Themes: The platform offers high-contrast themes that enhance visibility
for users with low vision. These themes provide a clear distinction between text and

background, facilitating a more comfortable reading experience.

Adjustable Font Sizes: Telegram allows users to adjust font sizes, catering to individual
preferences for text readability. This feature is especially beneficial for users with visual

impairments who may require larger text for better comprehension.

Voice Messages and Voice Commands: Users can send and receive voice messages,
promoting an alternative mode of communication for those with visual impairments.

Additionally, voice commands enhance hands-free navigation within the Telegram app.

Customizable Notification Alerts: Telegram supports customizable notification alerts,
including vibration patterns and sound alerts. These options ensure that users with visual

impairments receive timely notifications through alternative sensory cues.

Text-to-Speech Integration: The platform integrates text-to-speech functionality,
enabling users to convert text messages into spoken words. This feature enhances

accessibility by providing auditory information for users with visual impairments.

Emphasis on Text-based Communication: Telegram focuses on text-based
communication, ensuring that users with visual impairments can actively engage in

conversations through written messages.

5411 Exercises

Screen Reader Compatibility Test:
Enable a screen reader on your device and navigate through the Telegram interface.
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Evaluate how well the platform works with the screen reader to provide comprehensive

audio feedback.

2) High-Contrast Theme Exploration:
Activate a high-contrast theme within Telegram. Assess how the theme enhances

visibility and readability, particularly for users with low vision.

3) Adjustable Font Size Experiment:
Adjust the font size in Telegram to suit your preferences. Evaluate how this

customization feature improves text readability for users with visual impairments.

4) Voice Messages and Commands Practice:
Send and receive voice messages within Telegram. Explore the use of voice commands

for hands-free navigation to enhance the overall messaging experience.

5) Customizable Notification Alerts Trial:
Customize notification alerts, including vibration patterns and sound alerts, to suit your
preferences. Assess how alternative sensory cues contribute to timely notifications for

users with visual impairments.

6) Text-to-Speech Integration Experience:
Use the text-to-speech functionality within Telegram. Convert text messages into spoken
words and evaluate the effectiveness of this feature for users with visual impairments.

7) Text-based Communication Engagement:
Engage in text-based conversations within Telegram. Explore the platform's emphasis on
written communication and assess its impact on your ability to actively participate in

discussions.

5.4.2. Resources

Article “Telegram’s Accessibility Features”

https://telegram360.net/telegrams-accessibility-features-inclusivity-matters/
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5.5 Conclusion on Accessibility of Messenger Apps

In this comprehensive exploration of various messenger applications, including Facebook
Messenger, WhatsApp, Viber, and Telegram, we've delved into the accessibility features
designed to cater to the needs of individuals with diverse impairments. The inclusive nature of
these platforms is evident through the implementation of features that enhance usability for

users with visual, hearing, physical, and cognitive impairments.

Key Takeaways on Visual Accessibility:

e Messenger apps prioritize visual accessibility through features like visual notifications,
subtitles, high-contrast themes, and customizable text display. These elements benefit

users with visual impairments, dyslexia, or other reading difficulties.
Comparison and Personalization:

o Messenger apps vary in the specific features they offer, providing users with options to
choose platforms that align with their uniqgue needs. Personalization options, such as

customizable settings, further enhance the adaptability of these apps.
Looking Ahead:

« As technology continues to advance, messenger apps play a crucial role in ensuring that
communication remains inclusive. Ongoing developments in accessibility features will
further contribute to breaking down barriers and fostering a more connected world for

individuals with diverse impairments.

In conclusion, messenger apps serve as powerful tools for connecting people across diverse
abilities. The ongoing commitment to accessibility reaffirms the importance of inclusivity in

digital communication, paving the way for a more accessible and equitable future.
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6. Inclusive Online Communication and its Importance in

Professional Life

As we come to the end of this part in our course, we reflect on the importance of effective online
communication for individuals with diverse impairments. The ability to navigate digital platforms
not only empowers individuals in their personal lives but is increasingly essential for success in

the professional world.
Key insights from this course are:

1. Inclusivity as a Foundation: Online communication platforms have made significant strides in
fostering inclusivity. Features tailored for visual, hearing, physical, and cognitive impairments

ensure that a diverse range of individuals can actively participate in digital conversations.

2. Skill Development and Accessibility: The course has explored communication tools, including
collaboration platforms and messenger apps, and highlighted the accessibility features integral
to fostering effective communication. These features empower users to adapt and personalize

their digital communication experiences.

3. Professional Relevance: Proficiency in online communication is essential for professional
success in today's interconnected world. Remote work, virtual meetings, and digital
collaboration are increasingly prevalent, making digital communication skills indispensable in

various professional settings.

4. Enhanced Employability: Individuals with diverse impairments who master online
communication skills enhance their employability. These skills contribute to a broader skill set

that is valued by employers seeking adaptable and tech-savvy individuals.

Online communication proficiency is pivotal in the job search process. From crafting resumes to

participating in virtual interviews, individuals with diverse impairments can leverage digital
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communication tools to showcase their skills and connect with potential employers. As
technology evolves, the ability to adapt and learn new digital communication tools becomes a
valuable asset. The commitment to continuous learning ensures that individuals with diverse
impairments remain equipped to navigate an ever-changing digital landscape. The conclusion
emphasizes that online communication is not just a skill but a means of empowerment. By
embracing and mastering these tools, individuals with diverse impairments can contribute to
breaking down barriers, fostering understanding, and building a more inclusive and equitable

future.

In summary, mastering online communication skills is a transformative journey that goes
beyond personal connections. It is a pathway to professional success, increased employability,
and a testament to the resilience and adaptability of individuals with diverse impairments in the
digital age. As we conclude this course, we celebrate the strides made and look forward to a

future where digital communication continues to empower individuals of all abilities.

7. Further Reading, helpful links and resources

e Assistive Technology support service: https://www.techability.org.uk/

e Research Article “Remote communication for people with disabilities: Support persons’
views on benefits, challenges, and suggestions for technology development”:

https://content.iospress.com/articles/technology-and-disability/tad190254

e Scientific Article “Digital inclusion of people with disabilities: a qualitative study of intra-
disability diversity in the digital realm”:
https://www.tandfonline.com/doi/full/10.1080/0144929X.2019.1636136

e Conceptual Analysis Article “Digital participation and digital education for people with
profound and multiple disabilities and complex communication needs”:
https://www.frontiersin.org/articles/10.3389/fcomm.2023.1229384/full
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