Advanced Contribute Tips for 508 compliance

Creating Jump Links in Contribute
Jump links are used on long sectioned out webpages and allows the user to jump to the section (on the same page) that they want to quickly without having to read all of the content.

Jump links need 2 things: 1) the actual link and 2) a section anchor (where you want the link to link or “jump” to).

Create the anchor first

a) Place the cursor at the beginning of the section in your draft.

b) Select Insert > Section Anchor.
c) Enter a name for your anchor. 

The name cannot begin with a number and cannot contain any spaces. You cannot have two anchors with the same name on a web page.

d) Click OK. 

Contribute inserts an anchor marker in your draft.
To link to the section anchor:

1. In your draft, create a link (for a jump link, that would be the current page you are working on).
2. In the Insert Link dialog box, click the Advanced button (Windows) to expand the dialog box, if it is not already expanded. 

3. Select a named anchor from the Section anchor pop-up menu. 

Note: All anchors in the page you are linking to appear in the list.

4. Click OK. 

Contribute adds the link to your draft.

Image alt/description tags
Alt tags are read by screen readers to provide a description of the image.  Be sure to use meaningful descriptions of your images (i.e. “photograph of students eating lunch in the cafeteria).  If your image is also a link, also provide a description of where the link goes to (i.e. link to Financial Aid/photograph of students at Financial Aid office).

· In Contribute, when you insert an image, the program will ask you for a Description (Alt text). 

· If you have already placed an image for which you did not put any alt text, you can access this by right clicking on the image and going to image properties.  Enter your information in the “Description (Alt text)” box.
PDFs

DO NOT scan a document to make pdf.  Your pdf should come from a source like Word or Excel and be converted to a pdf.  When you scan a file and turn it into a pdf, it is essentially treated like one big image file which a screen reader will not be able to understand.

If you are going to create a word document to convert to PDF, some things to keep in mind are:

· Using Office 2000 (and newer) works best 

· Be sure to use headings and styles markup (instead of just using the regular font and bolding options) when creating your original document.

· Using the "spacing before" and "spacing after" paragraph properties as opposed to using the enter (return) key to add space between paragraphs gives the best results.

· For Columns and Tables: use the Column command in Word to create columns and the Insert Table or Draw Table tool to create tables.

· Images in your document: Be sure to use alternative text for any images that you add to your documents.  You can add this by double-clicking on the image that you have added, clicking on the “Web” tab and entering information in the “Alternative Text” box.

· RETAIN your original document so that you can go back and make changes later and re-create your PDF (otherwise you’ll have to recreate the document from scratch).

