Procedures for Creating and Posting Accessible Digital Content

Authorized University personnel may develop and maintain official University Digital Properties and Digital Content consistent with Policy 13620 – Digital Accessibility.
Administrative units, individuals, and organizations request ability to publish or manage Digital Content must contact the appropriate office and complete required training prior to receiving publishing permissions:
· Public Website and Official Web Publishing: Office of Marketing/University Communications and Marketing (or designated office).
· Learning Management System and Course Publishing: CaTS and Wright State Online (or designated office).
· Other Web Services, Applications, and Systems: CaTS
Before publishing or distributing Digital Content, content owners and content editors must:
· use accessible templates and tools when available;
· follow accessibility best practices (e.g., heading structure, meaningful link text, alternative text for meaningful images, captions/transcripts as needed, table structure, color contrast); and
· use available accessibility checking tools and remediation guidance as provided by the University.
In selecting the format for Digital Content, content owners and content editors must first determine whether a PDF is necessary. PDFs should not be used as the default format for public posting or email distribution when a more accessible alternative is available.
When evaluating whether to post or distribute a PDF, content owners should use the following decision process:
A. Determine the Type of Content
· Informational Content: Content owners should plan to move the content to a searchable, accessible web page as soon as practical.
· Forms or Data Collection: Content owners should use an accessible form or workflow solution, such as Microsoft Forms, Qualtrics, SharePoint-based processes, or other University-approved platforms, rather than a PDF, whenever feasible.
· Content that Must Remain a PDF: If operational, legal, recordkeeping, or other business needs require the use of a PDF, the PDF must be remediated or created to meet accessibility standards before public posting or distribution, unless another lawful exception applies.
B. Determine the Location and Audience
· Internal Campus Use Only: If the content is intended only for internal University use, the content owner should evaluate whether the material can be removed from public-facing websites and instead shared through approved internal platforms such as SharePoint or other authenticated University systems.
· External or Public Use: If the content is intended for external audiences or public distribution, the content owner must determine whether a PDF is necessary to achieve the intended purpose. If not, a more accessible alternative should be sued for posting to the public website or distribution by email.
· When in Doubt: The preferred approach is to remove the PDF from public-facing use and replace it with a more accessible format. In most circumstances, accessible web content or approved platform-based workflows provide the best user experience, better searchability, and lower accessibility risk.
C. Consultation and Planning
Content owners are expected to consult with the Digital Accessibility Coordinator, Digital Accessibility Committee, or other designated University support resources when evaluating high-impact PDF content for replacement, remediation, or workflow redesign. University units should prioritize conversion of PDF-based processes when an accessible and operationally feasible alternative exists.
Content owners should prioritize:
· removing outdated, duplicate, or unnecessary content;
· replacing PDF content with more accessible formats, including accessible web pages, accessible web forms, or approved workflow tools, whenever feasible;
· converting high-impact PDF-dependent processes into more accessible digital solutions;
· remediating remaining content that must continue to exist in document form; and
· prioritizing high-traffic, high-visibility, program-critical, and high-enrollment content for review and correction.
If any Digital Content is determined to be in violation of Policy 13620 – Digital Accessibility, an effort will be made to discuss the issue(s) with the content owner/editor and to correct errors within a timeframe appropriate to severity and impact. If necessary, the Digital Accessibility Coordinator has the authority to facilitate the disabling of non-compliant content on University-controlled services consistent with University procedures.
