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Manual Assessment Procedure
Procedure

1. Choose five pages from your website which represent different web elements that might pose accessibility problems. For example, you can choose a page with a form, a table, or with images. 

2. Perform a manual assessment on each of these five pages. 
3. After completing this self-assessment using the Assessment Summary document, you should email your results to access@sfsu.edu. 
The document is available at Manual Assessment Summary. Note that you need to complete one for each page you assess. 

4. The ACCESS team will review your results and help you with any problems you are having with the assessment. In addition, we might perform user testing with a screen reader depending on the content of your website. Our turnaround time is usually 5 business days from the receipt of your self-assessments.

What you need:

For the manual assessment you need the following browsers and toolbars. 

Browser:
· Internet Explorer 
· Firefox Mozilla 
www.mozilla.com
Toolbar for the Internet Explorer

· The Web Accessibility Toolbar 

Toolbars for Firefox:

· Accessibility Extension
https://addons.mozilla.org/en-US/firefox/addon/5809
· Web Developer 
https://addons.mozilla.org/en-US/firefox/addon/60
· Colour Contrast Analyzer
https://addons.mozilla.org/en-US/firefox/addon/juicy-studio-accessibility-too/
Helpful note: When you use a feature of one of the toolbars, use F5 or refresh the browser to disable the feature and restore the original view. 


How to proceed:
1. Open the page you will be reviewing in Firefox and the Internet Explorer.

2. With the page open in Firefox, select Tools > Validate Section 508 from the Web Developer toolbar. You will get a report from the program Cynthia Says on accessibility issues. The report will assess some points, but cannot perform a complete assessment. However, the report is a helpful tool for you during the assessment. The report and the Manual Assessment Procedure (this document) both use the same checkpoints with the same letters. This makes it easy for you to compare this document to the Cynthia Says Report. You can click on each checkpoint in the Cynthia Says report to get more information on the checkpoint. For each page, progress through the checkpoints outlined below.  

3. Record in the Assessment Summary document, if your page passes, fails, or if the checkpoint is not applicable.
Section 508 – Manual Assessment Procedure
(a) A text equivalent for every non-text element shall be provided (e.g., via "alt", "longdesc", or in element content).
1. Check the Cynthia Says Report (A), to see if non-text elements (usually images) are present. If non-text elements are not present, record N/A in the summary sheet. If elements are present and the result box says No, record FAIL. If the result box shows passed, go to the next step.
2. With the page open in Internet Explorer, select Images > Show Images from the toolbar to outline images and to show alt text on the page. 
OR 
With the page open in Firefox, select Images>Outline images> All images. Background images will be outlined in a different color than inline images. Now select Images>Outline images> Display Alt Attributes. 
Note: Background images cannot have an alt text, therefore only images without informational content are allowed to be background images, or the information needs to be provided in an alternative way.

3. Does every image (including, image buttons, charts and graphs) which conveys information contain alternate text? If the alt text description exceeds 150 characters a longdesc attribute should be used. If the image serves no purpose other than design and aesthetics, the ALT attribute should be filled by empty quotes (”“).
4. For each image, compare the alternate text or longdesc with its associated image.  Does the alternate text reflect the purpose of that image? (This is not always the same as a description of the image. For example, a picture of a globe that links to the home page should have alternate text of "Home" rather than "Globe")

5. If the alternate text is not satisfying, record FAIL. If all non-text elements that convey information have an alternate text with an appropriate description and all non-text elements which are only used for design have an empty alt tag, record PASS.

(b) Equivalent alternatives for any multimedia presentation shall be synchronized with the presentation. 
1. Consult the Cynthia Says Report (B), to see if there is any kind of multimedia either on the page or links to multimedia files. If the report shows N/A, record N/A in the summary sheet. Otherwise, read the report section, which will tell you what multimedia files are present and go to the next point.
2. If multimedia elements are present, do these elements have text alternatives such as subtitles and matching transcripts available? This could be either on the same page or on linked pages.
3. Are the alternate presentations synchronized with the original multimedia elements? For example, if there is a video of someone talking, do the captions run in time with the voice?
4. If multimedia objects are present and no synchronized alternative presentation is provided, record FAIL. If multimedia objects are present and a synchronized alternative presentation is provided, record PASS. 
(c) Web pages shall be designed so that all information conveyed with color is also available without color, for example from context or markup.
1. Print the page you are reviewing in black and white or grayscale. 
OR 
With the page open in the Internet Explorer, select Color > Grayscale from the toolbar.
2. Read through the text and look for any areas where color is being used to convey information. For example, items grouped by color (e.g.: "The red items are from this year, blue items are from last year"). Is all conveyed information still clear? Is the information presented some other way as well, for example as a plain text description?
3. If there is no color used to convey information on the page, record N/A. If color is used to convey information without an alternative, record FAIL. If color is used and the same information is available in a different form, record PASS.
(d) Documents shall be organized so they are readable without requiring an associated style sheet. 
1. Consult your Cynthia Says Report (D), to see if the page uses style sheets. If no style sheets are used, record N/A. If style sheets are used go to the next step.
2. With the page open in Firefox, open the same page in a different tab or window, so that you have the original page twice on the screen for comparison.

3. Use the Web Developer toolbar to select CSS > Disable Styles > All Styles on one of your pages. 
4. Compare the page with disabled style sheets to the version of the page with style sheets enabled. Is the page still readable and all the content is still visible? 
5. Is the page still organized in a logical order (e.g. Header, banner, navigation, content, footer appear in a logical manner)?

6. If the page uses style sheets and all information is still readable and organized, record PASS. If the content is not readable without CSS or not organized, record FAIL.

 (e) Redundant text links shall be provided for each active region of a server-side image map. 
1. SF State does not recommend the use of server side image maps. There is no technical limitation for using them these days, so client side image maps should be used instead of server side image maps. 
2. If your page has no server side image map, record N/A. If your page has server side image map, record FAIL. 
(f) Client-side image maps shall be provided instead of server-side image maps except where the regions cannot be defined with an available geometric shape. 
1. Consult the Cynthia Says Report (F), to see if your page has client side image maps. If your page has no client server image maps, record N/A. If there is a client side image map, proceed to the next step.
2. Open the website in Internet Explorer and select Images> Image maps from the toolbar. Note that you need to allow popup windows for this report.  Since the areas are clickable and associated with different links, each area must have alternative text. Does each image map area element have equivalent alt text? 
3. If the page has client side image maps and no alt text is provided for every link on the map, record FAIL. If each clickable area has alt text, record PASS.
(g) Row and column headers shall be identified for data tables.
1. With the page open in Internet Explorer select Structure > Table Borders from the toolbar. 
OR 
With the page open in Firefox, select Outline>Outline Tables>Tables.
2. If there are no tables, record N/A. If there are tables, go to the next step.
3. Check if tables are being used to present data.  A table can be considered a data table if it meets all of the following criteria:

· Are there places where multiple cells contain information that is grouped together contextually (such as a list of names and addresses)?

· Does each piece of information (like name, address, phone) exist in its own table cell?

4. Are there any data tables on the page? If not, record N/A. If yes, continue to the next step.

5. With the page open in Internet Explorer press F5 to remove the outlines from the tables, and then select Structure > Show Tables Headers from the toolbar menu. The headers will be highlighted on the page. 
OR

With the page open in Firefox, select first Outline> Show element names when outlining and then Outline> Outline Custom Element and enter “TH” in one box and “caption” in the second one. Select Information> Display Table Information to see if the summary element is used.
6. Does every cell in the table have a header or multiple headers (rows and columns headers, if appropriate)? Do the headers provide a valid representation of the data's relationship in the table? 
7. Does the data table have a summary or caption? A caption is like a title of the table. The summary is an explanation of the table. If the table has more complex content, please provide a summary.
8. If the data tables have neither a summary nor a caption, or missing headers, or the header information is not representative, record FAIL. If the data tables have a summary or caption and all necessary headers and the header information is representative, record PASS.
 (h) Markup shall be used to associate data cells and header cells for data tables that have two or more logical levels of row or column headers.
1. Does the data table have two or more logical levels of row or column headers? If no, record N/A. If yes, go to the next step.
In Internet Explorer, select Structure > Complex Data Table from the toolbar. 
OR
With the page open in Firefox, first select Outline> Show element names when outlining and then Outline> Outline Custom Element and enter “TH” in one box and “caption” in the second box. Select Information> Display Table Information to see if “summary” and headers are used. Select Information> Display Id &Class details to see if “id” is used.
2. Are the <th> tag and the id and headers elements used to link data cells with the appropriate headings? 
3. Does the data table have a summary and a caption?
4. If the <th> tag and the elements id and headers are not used or not linked correctly with the appropriate headings or the table has no summary and caption, record FAIL. If the page uses complex data tables, and the <th> tag and the elements id and headers are used and linked correctly with the appropriate headings and the table has a summary and caption, record PASS.
(i) Frames shall be titled with text that facilitates frame identification and navigation.
1. Consult your Cynthia Says Report (I), to see if the page uses a frameset. If there is no frameset, record N/A. If there is a frameset, go to the next step.
2. In Firefox select Navigation > Frames from the Accessibility toolbar. This will open a dialog box with a list of all frames on the page. 
3. Does every frame have a title that is meaningful and an accurate description of the selected frame? Click on each frame in the dialog box to highlight it on the page. In the frame title column there should either be a frame title, or the text ‘missing title’.
4. If the page has frames and titles are missing or the frames have titles and they are not meaningful, record FAIL. If all frames have titles and the titles are meaningful, record PASS. 

(j) Pages shall be designed to avoid causing the screen to flicker with a frequency greater than 2 Hz and lower than 55 Hz.

1. Consult your Cynthia Says Report (J), to see if the page uses flickering elements.  If there are flickering elements, record FAIL. If there are no flickering elements, go to the next step.

2. Look at the page. Are there any elements in the page that flicker or blink? If no, record N/A. If yes, got to the next step.
3. Check whether or not the elements flicker in a critical range. With the page open in the Internet Explorer, select Images> Check Flicker Test. 
OR 
Go to http://tools.webaccessibile.org/test/check.aspx 
4. If your result is in the critical range or close to peak sensitivity, record FAIL. If the image is not in the critical range or has a null flicker rate, record ‘Pass’.
(k) A text-only page, with equivalent information or functionality, shall be provided to make a web site comply with the provisions of this part, when compliance cannot be accomplished in any other way. The content of the text-only page shall be updated whenever the primary page changes. 
SF State web accessibility standards do not endorse text only equivalent pages. For more information contact access@sfsu.edu.
(l) When pages utilize scripting languages to display content, or to create interface elements, the information provided by the script shall be identified with functional text that can be read by assistive technology.
1. Check your Cynthia Says Report (L) to see if scripting languages are used on the page? Are one of the following elements found?
· Anchor elements that use JavaScript for the link target or

· AREA Elements or 

· SCRIPT elements 
If not, record N/A. If yes, go to the next step.
2. With the page open in Firefox, select Disable > JavaScript > All JavaScript and Disable > Java from the Web Developer toolbar.

3. Press F5 to refresh the page (this step is necessary to make the previous command take effect).

4. Can all content that was on the page before, still be accessed? Focus on issues that involve the user interacting with the page (apart from clicking individual links). JavaScript used for dynamic menus like ‘fly out’ menus, rollovers etc. are usually inaccessible. JavaScript used for form validation, buttons, etc. are generally accessible. 
5. If the information cannot be accessed, is a <noscript> element provided to inform the user how to access the JavaScript enabled information in an alternative form? Check the Cynthia Says report for the <noscript> element.
6. To enable your JavaScript again, select Disable > JavaScript > All JavaScript and Disable>Java again (uncheck it) and press F5 on your keyboard to make the setting take effect.
7. With JavaScript enabled, are web links accessible independent of the input device? For example, can you use the keyboard to navigate the page?

8. If the page is using accessible scripts or uses an alternative method to access information and web links are accessible independent of the input device, record PASS. If the page is using inaccessible scripts and there are no alternatives provided to access the information or the web links are not accessible independent of the input devices, record FAIL.

(m) When a web page requires that an applet, plug-in or other application be present on the client system to interpret page content, the page must provide a link to a plug-in or applet that complies with §1194.21(a) through (l).
1. Does your page include or link to one of the following documents or files:
· Multimedia such as Flash movies, Flash animations, Flash Games,

· Quicktime movies
· Java applet

Check your Cynthia Says Report (M). If it says one of the following, your page has multimedia or an applet embedded on your page: 

· OBJECT elements found in document body.

· APPLET elements found in document body.

· EMBED elements found in document body.

Since the Cynthia Says Report cannot determine all relevant information, you need to check the page yourself and identify if your page has one of the above files embedded or is linking to it. You need also to check if your page links to PowerPoint, Word, PDF or other documents.
If your page has one of the above files embedded or links to it, proceed to the next step. If not, select N/A.
2. Is a link on the page provided to download the plugin or applet which is necessary to view the documents and files? For example, a free PDF viewer for PDF documents.
3. Are the multimedia files and applets which are either embedded in your page or are linked to from your page, accessible? Or is the same content available in an alternative accessible method? This includes, for example, movies on YouTube you are linking to. 
4. If the page requires plugins, applets or other application to access information and the applications are not accessible and no alternative method to access the information is provided, record FAIL. 
If no link is provided to download the necessary plug ins or application to view the information, record FAIL. 
If the page requires plugins, applets or other application to access information and the applications are accessible or information is provided in an alternative form and there are links provided to download the application, record PASS.
 (n) When electronic forms are designed to be completed online, the form shall allow people using assistive technology to access the information, field elements, and functionality required for completion and submission of the form, including all directions and cues.
1. With the page open in Firefox, select Navigation > Forms from the Accessibility toolbar.
2. If there are no form elements, record N/A. If there are form elements, go to the next step.
3. Do all form elements (except buttons) have a label or title attribute? Note: Use the title attribute only when the design can't accommodate the label element! Is the text used for the label an appropriate description of the element’s purpose? 
4. In the case of buttons, verify that the text on the button (or the alternate text, if the button is an image) is an adequate description of the button's function.

5. Do all grouped form elements have a <fieldset> and <legend>? With the page open in Firefox, first select Outline> Show element names when outlining and then Outline> Outline Custom Element and enter <fieldset> in one box and <legend> in the second box.
6. If the elements on the page are not labeled/titled, not labeled correctly, <fieldset> and <legend> is not used for grouped elements or the button text is not correct, record FAIL.
If all form elements are labeled/titled correctly, and <fieldset> and <legend> is used for grouped elements, record PASS.


(o) A method shall be provided that permits users to skip repetitive navigation links.

1. Does the page contain more than five navigation links which are repeated throughout the site? If no, record N/A. If yes, go to the next step.
2. With the page open in Firefox, select Navigation > Links from the Accessibility toolbar.  This will open a dialog box of all the links on the page.

3. Does one of the links allow the user to skip the navigation links and get to the main content? They are usually called “skip to main content” or something similar.
4. In order to verify that the link works, resize your browser window to a smaller window so that you have a vertical scrollbar. 
5. With the page open in Firefox, select Navigation > Links from the Accessibility toolbar. Click the Move Focus button to activate the link. If the link is properly associated, the page will jump down the screen to where the actual content of the page begins. With the help of the vertical scroll bar, you can detect even minor page jumps. The scroll bar should move down automatically. Is the link to skip the navigation working correctly?
6. If the page contains more than five repeating navigation links and there is no method provided to skip the navigation or the method is not working, record FAIL. If the page contains more than five repeating navigation links and there is a method provided to skip the navigation and the method is working, record PASS.
(p) When a timed response is required, the user shall be alerted and given sufficient time to indicate more time is required.

1. Are there any elements on the page that require a timed response, for example quizzes or automatically refreshing pages or any timed redirects? If not, record N/A. If yes, go to the next step.
2. Is the user warned before the time limit expires?

3. Is a method provided to allow the user to extend the time limit before time runs out?

4. Does the user have sufficient time to indicate that more time is required before the time limit is reached?

5. If the page does require a time response and the user has no option to extend the time or is not given an alert with enough time to extend the limit, record FAIL. If the page does require a time response and the user has the option to extend the time and is given enough time to extend the limit, record PASS.

Additional SF State Accessibility Guidelines
(1) Validate your HTML
a. Pages should pass HTML validation.

b. With your page open in Firefox, select Validators >W3C HTML Validator in the Accessibility Toolbar to test your page. A new browser window will open and show you the results of the validation. Does the result box shows “passed validation”? 

c. If the page failed the validation, record FAIL. If the page passed the validation, record PASS.
d. Note: If you are using advanced scripting, you might have validation errors which cannot be fixed. In that case only, provide us a list of the errors and please explain why you are using the exact script and why it cannot be fixed.
(2) Create meaningful page titles. Page titles should contain unique, short and meaningful descriptions of the content or purpose of the page. 
a. Each page should have unique and meaningful descriptions which represent the content or purpose of the page. Does every page of your site use a distinct and meaningful page title?

b. With your page open in Firefox, select Navigation> Title in the Accessibility Toolbar. Does your page have a descriptive and unique title?
c. If the page does not have a descriptive and unique title, record FAIL. 
If the page has a descriptive and unique title, record PASS.

(3) Use meaningful and unique text for links. 
a. Every link on your page should contain a unique and meaningful text. With your page open in Firefox, select Navigation> Links in the Accessibility Toolbar. Review the link list carefully. Does every link on your page have descriptive text? Does every link have unique text? This means that links with the same text should always go to the same page.
b. If links have no descriptive and unique text, record FAIL. 
If all links on the page have descriptive and unique text, record PASS.
(4) Ensure there is adequate color contrast on the page 
a. Ensure that the text and its background colors are readable.
b. Install the Colour Contrast Analyzer toolbar for Firefox 
Alternative methods:

c. Visit http://www.snook.ca/technical/colour_contrast/colour.html to check if the luminosity of the contrast ratio is higher than 3 for large text and higher than 5 for small text.

d. http://jehiah.cz/css_contrast_checker/#bFFFFFF,f000000
e. With your page open in Firefox, select Style> Color Contrast in the Accessibility Toolbar.
f. If the color contrast is below 5 for small text and below 3 for large text, record FAIL. If the contrast is over 5 for small text and over 3 for large text, select PASS.
g. Note: If you are using the latest version of the SF State web template (Version 1.05 - 05/06/09) and you have not changed any colors or implemented new colors, you can just select PASS.
(5) Inform the user about pop-ups or new windows
a. The user should be informed when a link will open in a new window.
b. With the page open in the Internet Explorer, select Structure> Javascript-New Windows Links.  
a. OR

b. With your page open in Firefox, select Information>Display Link Details.
c. Are there any links containing a target, JavaScript or event in the link? If not, record N/A. If yes, go to the next step. 

d. Does it state within the text of the link that a new window will open or a pop-up window will appear?
e. If a link will be opened in a new window or a pop up window is used and the user will not be informed, record FAIL. 
If a link will be opened in a new window or a pop up window is used and the user will be informed, record PASS.
(6) Create accessible PDF, Word and PowerPoint Files
Check the page if any of the links provided leads to a PDF, Word or Powerpoint document. If not, record N/A. If the page is using one of the above, go to www.sfsu.edu/access/instruction/documents.html to check the documents.
(7) Create structured content
a. Pages should use hierarchical structure elements. With the page open in the Internet Explorer, select Structure> Headings. Does the page use headings (H1-H6) to create a structured document? 
b. Select Structure> lists items. If the page uses lists, are one of the following HTML elements used: <dl>, <ol>, or <ul>?

c. Select Structure> Show other elements.  Is the <p> element used to identify the opening and closing of a paragraph?

Or
d. With your page open in Firefox, select Outline> Outline Custom Elements and enter the html elements in the boxes.

e. If the page does not consistently use HTML structure elements, record FAIL. If the page consistently uses HTML structure elements, record PASS.

(8) Ensure logical reading order of layout tables
a. With the page open in Internet Explorer select Structure > Table Borders from the toolbar. 

OR 

b. With the page open in Firefox, select Outline>Outline Tables>Tables.
c. If there are no tables, record N/A. If there are tables, go to the next step.

d. Check if tables are being used to force layout.  A table can be considered a layout table if it does not meet all of the following criteria:

· Are there places where multiple cells contain information that is grouped together contextually (such as a list of names and addresses)?

· Does each piece of information (like name, address, phone) exist in its own table cell?

e. Are there any layout tables on the page used for layout? If not, record N/A. If yes, continue to the next step.
f. With the page open in Firefox, select Miscellaneous>Linearize page. The page will be displayed in a linearized order similar to how screenreader will read the page.
g. Is the content of the page displayed in a logical order? Read through the page to ensure that the content is still understandable. 

h. If the content of the page is not in a logical order, record FAIL. If the content of the page is in a logical order, record PASS.

(9) Explain Acronyms and Abbreviations

If possible avoid acronyms and abbreviations if they are not commonly understood. If you cannot avoid them, introduce them on every page. 
For the following tests, you need to check the source code. If you have difficulties doing this, please put a comment in the Manual Assessment Summary Sheet and we will do the tests.
a) Check if you use the <abbr> and <acronym> tags to expand the acronyms and abbreviations to explain their meaning.

b) Check if you use the “title” attribute to provide explanation for sighted users.
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