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Providing Alternative Text in Email
[image: image25.jpg]Email clients are made quite differently across versions as well as computers. In order to meet compliance standards for accessible email, Web Services is providing a list of solutions for you to ensure that your emails are accessible. If your version and computer are not provided in this list, please note that steps may be slightly different depending on the version, but not by much, so go through the solutions below.
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The Electronic and Information Resource (EIR) Accessibility Coordinator has provided this information in order to ensure compliance. Any failure to comply with Texas Administrative Code (TAC) §206 and Texas Administrative Code (TAC) §213 will expose the University to litigation based on discrimination that can be filed under the Americans with Disabilities Act of 1990 and Section 508 of the Rehabilitation Act of 1973.
Office 2013 (Mac and PC)
1. Make sure images that you intend to embed into an email are a reasonable size. While 10 MB (10,240 KB) is the maximum size of an email you can send via Tarleton, it is not appropriate for emails sent to large audiences or distribution lists, and it slows down the process for distributing your email. Please make sure your images are under 1 MB (1,024 KB) before attempting to embed into an email. If you need assistance, please contact Helpdesk (254-968-9885, menu option 1) for instructions on how to shrink an image file’s size.
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 SHAPE  \* MERGEFORMAT 
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2. Outlook provides many graphical object options for embedding into an email. 
a. For a shape, picture, chart, SmartArt graphic, or other object, right-click on the image, click Format [name of object], and then click the Alt Text pane.


[image: image3]

Note: If your graphical object is inside a tablet for layout purposes, you’ll need to cut it and paste it outside the table, make your changes, and then cut it and paste it back into the table.
b. For an entire SmartArt graphic or chart, click the border/edge of the SmartArt graphic or chart, and not an individual shape or piece, then right-click, click Format [name of object], and then click the Alt Text pane. 


[image: image4]

Note: If your graphical object is inside a table for layout purposes, you’ll need to cut it and paste it outside the table, make your changes, and then cut it and paste it back into the table.
3. In the Description box, you must enter the alternative text description of the graphical object. Optionally, use the Title box for a brief summary. The Title box should only be used if you are entering a detailed description in the Description box.
Office 2011 (Mac)

Instructions and images courtesy of Penn State University, since Web Services does not use this version or computer.
1. Make sure images that you intend to embed into an email are a reasonable size. While 10 MB (10,240 KB) is the maximum size of an email you can send via Tarleton, it is not appropriate for emails sent to large audiences or distribution lists, and it slows down the process for distributing your email. Please make sure your images are under 1 MB (1,024 KB) before attempting to embed into an email. If you need assistance, please contact Helpdesk (254-968-9885, menu option 1) for instructions on how to shrink an image file’s size. Note: Images below are Properties seen on a PC, not a Mac.
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2. Insert an image into your email, and right-click (or press CTRL and click) on the image to view the menu options. Click Format Picture. Note: Not all Mac’s are able to view this option. If you cannot see this, refer to the Outlook Web App instructions.
1. 
[image: image7]
Note: If your graphical object is inside a table for layout purposes, you’ll need to cut it and paste it outside the table, make your changes, and then cut it and paste it back into the table.
3. In the Description box, you must enter the alternative text description of the graphical object. Optionally, use the Title box for a brief summary. The Title box should only be used if you are entering a detailed description in the Description box.

Office 2010 (PC)

Instructions and images courtesy of Penn State University, since Web Services does not use this version or computer.

Note: Office 2007 has the Alt Text inside the menu option Picture Size instead of Format Picture.
1. Make sure images that you intend to embed into an email are a reasonable size. While 10 MB (10,240 KB) is the maximum size of an email you can send via Tarleton, it is not appropriate for emails sent to large audiences or distribution lists, and it slows down the process for distributing your email. Please make sure your images are under 1 MB (1,024 KB) before attempting to embed into an email. If you need assistance, please contact Helpdesk (254-968-9885, menu option 1) for instructions on how to shrink an image file’s size. 
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2. Insert an image into your email, and right-click (or press CTRL and click) on the image to view the menu options. Click Format Picture. 

4. 
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Note: If your graphical object is inside a table for layout purposes, you’ll need to cut it and paste it outside the table, make your changes, and then cut it and paste it back into the table.
3. In the Description box, you must enter the alternative text description of the graphical object. Optionally, use the Title box for a brief summary. The Title box should only be used if you are entering a detailed description in the Description box.
Outlook Web App (Mac and PC)

exchange.tarleton.edu

1. Make sure images that you intend to embed into an email are a reasonable size. While 10 MB (10,240 KB) is the maximum size of an email you can send via Tarleton, it is not appropriate for emails sent to large audiences or distribution lists, and it slows down the process for distributing your email. Please make sure your images are under 1 MB (1,024 KB) before attempting to embed into an email. If you need assistance, please contact Helpdesk (254-968-9885, menu option 1) for instructions on how to shrink an image file’s size.
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2. The Outlook Web App creates non-HTML emails by default, so in order to add alternative text, you’ll need to make sure you are in an HTML email format or switch to the HTML email format. Click on the three dots for the dropdown menu and click on switch to HTML.
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3. To insert an image, click on Insert for the dropdown menu, click pictures inline, then select the image to embed.


[image: image15]
4. Once you’ve inserted the image and sized it, click inside it to highlight it. Then click on the double arrows pointing down at the right of all the HTML icons in the menu. Click on the icon of the sun and mountains in a picture frame with a box in front of it called Add Alternative Text to Image.
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5. Add your alternative text. If you have a lot of text, type it out in a Word document or other word processor, then copy and paste it into this field. Then press ok.
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Office 365 (Mac and PC)

outlook.com/go.tarleton.edu
1. Make sure images that you intend to embed into an email are a reasonable size. While 10 MB (10,240 KB) is the maximum size of an email you can send via Tarleton, it is not appropriate for emails sent to large audiences or distribution lists, and it slows down the process for distributing your email. Please make sure your images are under 1 MB (1,024 KB) before attempting to embed into an email. If you need assistance, please contact Helpdesk (254-968-9885, menu option 1) for instructions on how to shrink an image file’s size.
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2. The Outlook Web App creates non-HTML emails by default, so in order to add alternative text, you’ll need to make sure you are in an HTML email format or switch to the HTML email format. Click on the three dots for the dropdown menu and click on switch to HTML.
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3. To insert an image, click on Insert for the dropdown menu, click pictures inline, then select the image to embed.
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4. Once you’ve inserted the image and sized it, click inside it to highlight it. Then click on the double arrows pointing down at the right of all the HTML icons in the menu. Click on the icon of the sun and mountains in a picture frame with a box in front of it called Add Alternative Text to Image.
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5. Add your alternative text. If you have a lot of text, type it out in a Word document or other word processor, then copy and paste it into this field. Then press ok.
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The Electronic and Information Resource (EIR) Accessibility Coordinator has provided this information in order to ensure compliance. Any failure to comply with Texas Administrative Code (TAC) §206 and Texas Administrative Code (TAC) §213 will expose the University to litigation based on discrimination that can be filed under the Americans with Disabilities Act of 1990 and Section 508 of the Rehabilitation Act of 1973.
Important Note





There is a solution that ALL Tarleton State University employees can use if their particular computer and email client version does not allow for alternative text. Use the instructions for � HYPERLINK  \l "_Outlook_Web_App" ��Outlook Web App (exchange.tarleton.edu)� if you are otherwise unable to provide alternative text.





The ability to provide Alt Text is NOT available on:


Office 2004 for Mac


Office 2008 for Mac





�


Image Example: The Properties for Tarleton-Gates.jpg show it is a very large file at 6.03 MB. Despite being under the 10 MB email limit, this is not appropriate for distribution lists and other large lists of recipients.





�


Better Size: The Properties for Tarleton-Gates.jpg now show it is a nicely sized image at 193 KB which is well under 1 MB.





�


Embedded Image Example: Clicking anywhere inside the image should allow you to view the Properties of the graphic. Explore the menu options until you find the Alt Text section.





�


Embedded Image Example: Clicking on the edge or border of certain graphical objects allows you to access their Properties. The last menu option on Outlook will have the Alt Text section.





�


Image Example: The Properties for Tarleton-Gates.jpg show it is a very large file at 6.03 MB. Despite being under the 10 MB email limit, this is not appropriate for distribution lists and other large lists of recipients.





�


Better Size: The Properties for Tarleton-Gates.jpg now show it is a nicely sized image at 193 KB which is well under 1 MB.





� INCLUDEPICTURE "http://accessibility.psu.edu/files/webstandards/Office2011AltTag_0.png" \* MERGEFORMATINET ���


Format Picture: Find the menu option for Format Picture and explore the menu for Alt Text.


Image courtesy of � HYPERLINK "http://accessibility.psu.edu/microsoftalttags" ��Penn State University�





�


Image Example: The Properties for Tarleton-Gates.jpg show it is a very large file at 6.03 MB. Despite being under the 10 MB email limit, this is not appropriate for distribution lists and other large lists of recipients.





�


Better Size: The Properties for Tarleton-Gates.jpg now show it is a nicely sized image at 193 KB which is well under 1 MB.





� INCLUDEPICTURE "http://accessibility.psu.edu/files/webstandards/ALTWord2010.gif" \* MERGEFORMATINET ���


Format Picture: Find the menu option for Format Picture and explore the menu for Alt Text.


Image courtesy of � HYPERLINK "http://accessibility.psu.edu/microsoftalttags" ��Penn State University�





�


Image Example: The Properties for Tarleton-Gates.jpg show it is a very large file at 6.03 MB. Despite being under the 10 MB email limit, this is not appropriate for distribution lists and other large lists of recipients.





�


Better Size: The Properties for Tarleton-Gates.jpg now show it is a nicely sized image at 193 KB which is well under 1 MB.





�


Switch to HTML: Click on the three dots to get the menu options. If you are not in HTML format, you’ll see switch to HTML.





�


Switched to HTML: If you are in HTML format mode, you’ll see a number of icons for fonts, sizes, colors, and more formatting options.





�


Insert the image: Once you are in HTML format mode, your Insert options will include pictures inline. Select the image you want to embed here.





�


Add Alt Text: Click on the image to select the image. Then click on the double arrow menu option, click on Add Alternative Text to Image, then type in your alternative text.





�


Type or Copy Alt Text: It seems like there isn’t a lot of room, but you can copy a paragraph of alternative text into this field.





�


Image Example: The Properties for Tarleton-Gates.jpg show it is a very large file at 6.03 MB. Despite being under the 10 MB email limit, this is not appropriate for distribution lists and other large lists of recipients.





�


Better Size: The Properties for Tarleton-Gates.jpg now show it is a nicely sized image at 193 KB which is well under 1 MB.





�


Switch to HTML: Click on the three dots to get the menu options. If you are not in HTML format, you’ll see switch to HTML.





�


Switched to HTML: If you are in HTML format mode, you’ll see a number of icons for fonts, sizes, colors, and more formatting options.





�


Insert the image: Once you are in HTML format mode, your Insert options will include pictures inline. Select the image you want to embed here.





�


Add Alt Text: Click on the image to select the image. Then click on the double arrow menu option, click on Add Alternative Text to Image, then type in your alternative text.





�


Type or Copy Alt Text: It seems like there isn’t a lot of room, but you can copy a paragraph of alternative text into this field.
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