
 

Imagine: the semester begins in three weeks.  Your course 

materials have been prepared and printed, your lesson 
plans smoothed and groomed, and now you’ve nothing to 

do but sleep in and prop your feet on your desk until  
classes begin.  You check your email; Disability Services  

has sent a notification regarding a student enrolled in your 
9 am MWF course.  This student is nearly deaf and requires 

an assistant to take notes and a transcription service.  You 

will need to wear a microphone when this student is in  
attendance.  If other students ever speak in this class, 

they’ll need a microphone as well.  Your lesson plans now 
need severe revision to make this accommodation.  Your 

course materials all need closed captioning and currently 
have none.  The next three weeks shift from placid to  

frenetic with one email. 

The American Disabilities Act (ADA) is not optional—federal law  

requires all courses must be accessible to any and all students, regardless 

of physical capacity.  Any course that doesn’t comply with ADA standards 

is discriminatory, unacceptable in a publicly funded institution.  There is 

good news: the Center for Scholarship in Teaching and Learning and  

Disability Services has assembled this booklet to demonstrate how to 

assemble teaching materials that comply with ADA standards.  A little 

extra work in generating course materials can save the panic of  

modifying everything or eviscerating your course materials right  

before the semester begins. 

NOT ONLY IS ADA COMPLIANCE  
A GOOD IDEA, IT’S THE LAW. 
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Formatting Your Moodle Page 

Component Guideline Tips 

Format 

Headings* 

Images* 

Lists* 

Links 

Tables 

Color 

Math/Science 

Multimedia 

HOW TO MAKE ACCESSIBLE  
MOODLE WEB PAGES 

* Images on the next page reflect the guidelines presented for these topics.  3 

Highlight the text you want to make a header, or choose one and start typing. 
Remember to keep your headings in a proper order so a screen reader can 
read them correctly. 

When adding images, fill out the image description.  

To create an ordered or unordered list, highlight your text and click on Insert/
remove numbered or bulletted list. 
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Component Guideline Tips 

Video 

Audio 

HOW TO MAKE ACCESSIBLE  
VIDEO AND AUDIO 
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Component Guideline Tips 

Outline View 
 

Slide Layout 

Reading Order 

Images, Clipart, 

and Shape 

Lists 

Links 

Tables 

HOW TO MAKE ACCESSIBLE  
POWERPOINTS 
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Component Guideline Tips 

Headings 

Images* 

Lists 

Links 

Tables 

Color 

HOW TO MAKE ACCESSIBLE  
WORD DOCUMENTS 

* Images on the next page reflect the guidelines presented for these topics.  

To zoom in and out of a word document, press ’ctrl +/-’ 

on a Windows PC, and ‘command +/-’ on a Mac. 8 

Right click the image and select Format Picture, then select Alt text. 
Enter your image description in the description field. 

To create an ordered or unordered list, click Bulleted or Numbered 
Lists on the editing toolbar. 

When creating a hyperlink, highlight your text, right click and choose 
Hyperlink. 



 

MAINTAINING ADA COMPLIANCE IS DIFFICULT.   

Technologies evolve continuously, changing how teaching 

resources should be presented and what content can and 

cannot be used.  Student accessibility demands change 

semester to semester, leaving little room for preparation 

and accommodation.  With a little extra planning when 

designing course materials and presentation, we can  

assure that no student will be denied an education  

because their bodies aren’t constructed like the majority 

of the student population.  The goal of Southeast Missouri 

State University is to train minds willing to walk into 

class, virtually or otherwise, and do the work.  The least 

we can do as an institution is allow all minds access to the 

classroom.   

 

The strategies and techniques  

outlined in this handbook are by  

no means comprehensive and  

are designed to make educators  

aware of the challenges that some  

members of the student body face.  

Accessibility is difficult, and not all 

technologies and resources are the 

same.  
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Together we make Southeast an institution of progress.  

ADA compliance may be required by law, but as a place 
of inclusion and learning, we have a philosophical and 

moral obligation to assure that all capable minds can 
access our classrooms, our tools, and our teachings.  

Technologies are making this simpler as fast as they 
make it more difficult.  Don’t let accessibility  

overwhelm or frustrate you.  We’re here to help. 

For further assistance, answers to questions on 

how to increase accessibility in the classroom, 
or assessments on the accessibility of course 

materials, please contact: 

Disability Services 
ds@semo.edu  

The Center For Scholarship In  
Teaching And Learning 

Instructional.Designer@oit.semo.edu 

Find a checklist for all Web Content covered by the ADA at  

http://www.w3.org/WAI/WCAG20/quickref 
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573-651-5927 

573-651-2298 


