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|. PURPOSE

This document is produced by the e-Governance Board. Our goal is to promote consistency of content
throughout the Oregon.gov public websites. Under the sponsorship of the Governor's office, the Board meets
regularly to consider the issues, challenges and opportunities that go with maintaining the state's vast presence
on the Web.

Visits to Oregon agency websites are often made using smart phones and tablets. In 2013, the e-Government
program, created a mobile first Web design for state agencies. The standard layouts, along with these
guidelines, will help you develop content for your website.

The State Website Guidelines are a tool for creating content on your website that is accessible and usable for
all customers. It's most useful if used electronically in order to have access to all the resource links.

Starting immediately, the following guidelines should be observed on all state websites.
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Il. MOBILE FIRST CONTENT STRATEGY

A mobile-first content strategy means designing website structure and content for mobile devices first (for
example: smart phones, tablets, etc.) and desktop computers second. This strategy is about creating content
that goes everywhere with your users, without sacrificing quality.

Why mobile first?
This strategy provides accessibility for more citizens.

e Nearly two-thirds of Americans are now smartphone owners.

¢ Some smartphone owners—particularly younger adults, minorities and lower-income Americans—
depend on their smartphone for internet access.

e Many Americans rely on a mobile device for accessing online services and information.

e Inthe 2015 Survey of Oregonians, 71% of Oregon residents agreed that it is important that state websites
be mobile-friendly.

Oregon requires that you use a mobile first, responsive design. We recommend using a SharePoint platform and
state-approved templates.

Find current mobile technology statistics from the Pew Research Center.

Enter a URL to analyze and report if the page has a mobile-friendly design with Mobile-Friendly Test by Google.
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http://www.oregon.gov/epab/docs/DHM_Survey_2015.pdf
http://www.pewinternet.org/fact-sheets/mobile-technology-fact-sheet/
https://www.google.com/webmasters/tools/mobile-friendly/

Il. MOBILE FIRST CONTENT STRATEGY Writing for the web

Writing for the web

Think first about your users’ needs and tasks and then how to deliver information effectively.
Use plain language, be clear and concise.
Write short paragraphs; minimize unnecessary words.
Always left justify text for ease of reading and to meet ADA guidelines.
Help readers quickly scan your webpages by:
o Using short easy headings
o Putting most important information first
o Using bulleted lists when possible

Chunk your content. Use headings to break up long articles and provide better accessibility. Cover only
one topic per paragraph.

Write in an active voice instead of passive. For example, “Tim taught the class,” instead of “The class
was taught by Tim.”

Use descriptive text for links. Avoid non-descript phrases such as “click here” or “more info.”

Use numerals when writing numbers; do not spell them out. For example, “There are 4 locations for
testing.”

Use images strategically, not for decoration.
o Make sure images aid or support text
o Optimize images before placing on the web

o Free optimization tool

Resources

New York University writing for the web

Mashable 7 best practices for improving your welbsite’s usability

Breaking development: Mobile content strategy

Hemingway Editor for testing readability
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http://webresizer.com/resizer/
http://www.nyu.edu/employees/resources-and-services/media-and-communications/styleguide/website/writing-for-the-web.html
http://mashable.com/2011/09/12/website-usability-tips/
http://www.lukew.com/ff/entry.asp?1638
http://www.hemingwayapp.com/

Il. MOBILE FIRST CONTENT STRATEGY Plain language

Requirements

Oregon law requires all state agencies to prepare public communications in language that is as clear and
simple as possible (ORS 183.750). This includes publications, forms and instructions, licenses, agency notices, and
administrative rules. HB 2702 specifies additional standards for written documents.

1) To meet the plain language law, use:

a)
b)
c)
d)
e)
f)

)
h)

Everyday words that convey meanings clearly and directly

Present tense and the active voice

Short, simple sentences

Definitions of only those words that cannot be properly explained or qualified in the text

Type of a readable size

Layout and spacing that separate the paragraphs and sections of the document from one another
No “agency speak” or bureaucratic phrases and words

No higher than eighth-grade level writing

2) Expand abbreviations and acronyms. Provide the full meaning in the first instance and use the <ablbr> or

<acronym> elements. Complex content may require a glossary.

a)

For example: The Department of Administrative Services (DAS) is open from 8 a.m. fo 5 p.m.

3) Ensure that all writing on a department/agency website conforms to Oregon'’s plain language website.

4) Proofread and edit webpages carefully to correct errors.

Resources

Plain language checklist (requires login)

Use plain language fo improve your writing (PDF)

Oregon’s plain language website

Writing for easy reading

Hemingway Editor

Evaluating cognitive web accessibility with WAVE
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http://www.oregonlaws.org/ors/183.750
https://olis.leg.state.or.us/liz/2007R1/Measures/Overview/HB2702
https://govspace.oregon.gov/docs/DOC-27218
http://www.oregon.gov/das/Docs/plain_language_guide.pdf
http://www.oregon.gov/das/Pages/writingplainlanguage.aspx
http://www.oregon.gov/das/Pages/writingforeasyreading.aspx
http://www.hemingwayapp.com/
http://wave.webaim.org/cognitive

Il. MOBILE FIRST CONTENT STRATEGY PDFs Versus web pages

The most important thing fo ask yourself when you are noft sure if you should create a PDF or web page is,
“What is its intended use”?2 Use the following tips to help you decide.

Create an HTML page if it is:

Time-sensitive information

Intended for online reading

A list of links

Information that changes frequently

Going fo spread on social media

Create a PDF if it is:

A large document or manual
Meant to be printed

A document with a layout that needs to
remain as it is

A document that includes special symbols
or mathematic equations
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Il. MOBILE FIRST CONTENT STRATEGY Capitalization

Title case

Title case refers to a capitalization style in which most words are capitalized. If you choose to use title case in
page titles, capitalize all major words (nouns, verbs, adjectives, adverbs, and pronouns) in the title and
heading, including the second part of hyphenated words (for example: Self-Report, not Self-report).

Use title case in button labels, too.
Examples:

1.

< / Programs / Animal Health, Feeds, and Livestock ID / About Animal Health, Feeds, and Livestock Identification

This is an example of breadcrumbs using fitle case.

Animal Import and Export
Livestock Identification and Inspection
Animal Disease Traceability

Animal Diseases and Regulatory

Programs
Animal Health Laboratory
Feed Safety Program

Licenses, Registrations, Permits, and
Training

Laws and Rules

Frequently Asked Questions

This is an example of navigation text using title case.

3.

il Agency Directory

This is an example of a button using fitle case.

Sentence case

Use sentence case in body text. Sentence case refers to a capitalization style in which most words are
lowercased.

Capitalize the first word of the fitle or heading and any subtitle and subheading. Capitalize proper nouns and
use lowercase for everything else.

Example:

e The Governor's speech was very insightful.
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Capitalization within a sentence
Capitalize proper nouns.
Examples:

e The state of Oregon*
o State Department of Administrative Services
e Oregon State University

e Oregon Legislature

*Minimize use of “state of Oregon.” The following choices describe your meaning more accurately: stafe government, state
agencies, Oregon.

Capitalize titles when they are used before names, unless the fitle is followed by a comma. Do not capitalize
the title if it is used after a name or instead of a name.

Examples:

e DAS Director Sally Jones will preside at the conference.
e The DAS director, Sally Jones, will preside at the conference.

e The director will address the employees.

Do not capitalize occupations. Occupations are not the same as titles.
Examples:

e George Smith is the director of DAS.

o Other occupations: board, commission, committee, council, work group and team

Exceptions

e Governor, Governor's Office

e legislatively created boards, commissions and councils may capitalize Board, Commission and Council.

Within a paragraph, capitalize the first word after a colon if it is a proper noun or if it begins a complete
sentence.

Resources

DAS editorial stylesheet

Title case and sentence case capitalization in APA style

Capitalization rules (Grammarbook.com)
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http://www.oregon.gov/das/Pages/writingstyleguide.aspx
http://blog.apastyle.org/apastyle/2012/03/title-case-and-sentence-case-capitalization-in-apa-style.html
http://www.grammarbook.com/punctuation/capital.asp

Il. MOBILE FIRST CONTENT STRATEGY Common Internet terms

Please refer to the list below for correct spelling of the most common internet terms.
Email
A hyphen is not needed in the word email; it is spelled as one word.

Example:

e Email is usually handled by a webmail service.

When E stands for electronic

Use a hyphen when spelling e-commerce and e-government and other compounds in which e stands for
electronic; except email.

Use uppercase E only in titles or at the beginning of a sentence.
Examples:
¢ E-government is the wave of the future.
e The UN Public Administrations Network conducts an e-government survey.
¢ The state’s E-commerce service has grown significantly in the last few years.

e Many e-commerce templates are available for free.

When to use login and logout versus log in and log out
The words login and logout are spelled together if they are used in a sentence as nouns or adjectives.
Example:

¢ The information you use to sign into your email is your login (noun), and the page where you sign in is the
login (adjective) page.

The words log in, log on, log out, and log off are spelled separately if they are used as verbs.
Examples:

e You login (verb) with your login information.

e Don't forget to log out (verb).

Username

The word username, also known as user ID, is spelled as one word if it is a name that someone uses for
idenftification purposes when logging onto a computer, using chat rooms, or as part of his or her email address.

Example:

e Login with your username and password.
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Internet, web, intranet

Do not capitalize the words internet and web. Also, use a lowercase “w" when spelling words website,
webpage, webcam, webcast, webmaster.

Examples:

e The internet houses many layers of information, including the web, FTP, Telnet, instant messaging, and
email.

¢ We found areally good webpage about global warming.

The related term intranet (a private, usually restricted network) is written lowercase.
Example:

e Our company has an intranet to access its business records.

Online, offline
A hyphen is not needed in the words online and offline.
Example:

e The city libraries are all online.

Uniform Resource Locator
The acronym for Uniform Resource Locator (URL) should be written with all uppercase letters.
Example:

e The URL for the Oregon state homepage is http://www.oregon.gov.

Resources

DAS editorial stylesheet

Dictionary.com

Computer terms, dictionary, and glossary (Computerhope.com)

Online Merriam-Webster dictionary

12 9/22/2016


http://www.oregon.gov/das/Pages/writingstyleguide.aspx
http://dictionary.reference.com/
http://www.computerhope.com/jargon.htm
http://www.merriam-webster.com/dictionary

Ill. ACCESSIBILITY

Oregon state websites must provide equal access to people with a wide range of abilities. The UN Convention
on the Rights of Persons with Disabilities recognizes that equal access to the web is a basic human right.

Accessibility law (Section 508, American Rehabilitation Act) and Oregon state law require welbsites to be
accessible. Oregon is also committed fo following the WCAG 2.0 guidelines. These guidelines will help ensure
your website is accessible to visitors of all abilities.

Learn more about accessibility compliance.
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http://www.un.org/disabilities/convention/conventionfull.shtml
http://www.un.org/disabilities/convention/conventionfull.shtml
https://www.access-board.gov/guidelines-and-standards/communications-and-it/about-the-section-508-standards/section-508-standards
http://webaim.org/standards/wcag/checklist
https://www.w3.org/TR/1999/WAI-WEBCONTENT-19990505/full-checklist

I1l. ACCESSIBILITY Page titles

Each web page requires a unique page fitle.

The title

e Describes the contents of the page.
¢ Should match the name of the link used to reach the page.

e Should not contain acronyms.

. File Edit il e —

& | & Easy Checks - A First ... = | Web Accessibility Init... -

D WA S OT O T T —

e Isused by search engines to help find your page.

e Isused as the default name for bookmarks. For example, the Oregon.gov homepage fitle is currently set
as “oregon.gov Home".

Add a Favorite @
| Add a Favorite
Y Add this webpage as a favorite. To access your favarites, visitthe
Favorites Center.
Name oregon.gov Home
Create in IT;? Favoiites '] [ New folder ]

e Isread by assistive devices (for example: screen readers) to uniquely identify the page.

14 9/22/2016



I1l. ACCESSIBILITY Headings

Use correct heading hierarchy in all documents and on all webpages. Headings should be meaningful and
follow proper outline standards.

Do:

e Use properly marked-up headings to help orient sight-challenged users. Screen readers read the
headings to help the user know what is on the page without having to read every word.

¢ Use headings to help orient sighted users to easily scan the page for content they need.
e Use headings to optimize search engine results.
Do not:
e Use headings to format your text (for example: font size, font color, bold, typographical emphasis).
¢ Underline headings (underlining is reserved for links).
e Use headings out of order.

e Skip headings.

QOregon Department of Agriculture: About Insect Pest Prevention and Management Heading 1 Story of the Week
(nidden in V4 template) ey : Heading 1

Oregon Department of Agnculture | Prograns [ sed PesT Prevention g Waragement | About Insect Pest Prevention and Management

T,
About Insect Pest Prevention and Management eading 2
The Inseet est Preverion ogromwoks o Heading 2s
* Protect Oregon's agriculture, horiculture. emvironment, and qualty of e from -—
damaging insect pests.

Browse ODA Insect images on Fickr D pe-of mainain the value of our agricultural and horiicuural products
Tsacty 104 2
TN @ Heading 3
sty wa ngect o Spder
The irstTine of defense uses state and federal quarantines to exclude exobc pests from

8 Sppression nd Eraeaton Progans rea orders fo slow thelr spread wihin Oregon,
Insect Trappmy a0d Serveys ¥ .
e Survey and detection Heading 3
Survey programs help dedect imvasive pests eardy in order fo protect our

Froquerty Astes Ostins
nxhieal mmerveras and markete Sunmoe ine nue evicuhal snd horberdirsl rene can

How fo use headings in text How fo use headings on a homepage
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[1l. ACCESSIBILITY Images including charts and graphs

Alt text is used to describe an image, which allows assistive devices to read them to users who are unable to
view them. When using an image to enhance your text, it must have a description in the alt field.

Include in the alt text field

e Any text thatisin an image orlogo.

“Qg Address | /publishinglmages/seal |

hSLE e of Oregon 1850 54

Properties

e Short descriptive text describing information in the image.

o Forimages with complex information, such as a chart or a graph, also include a long description
or an alternate form of the information. Alternate forms of a chart or graph, for example, could
include a text version with a full description or a table with source data that is readable by a
screen reader (for example: not an image of a table).

Editing Tooks Picture Tools
steactons © M TP prowse  Poge P | rormus et tneost | e

0 sa SURL /ODA/programs/animalsplantsfoo
)

N i
et Remove 2 Description: This is a test.

‘nk Unk 4 Bookmark:
nk

Open in new tabDisplay Icon

Properties Behavior

Insert full description in the Description field.

e A functional equivalent for buttons or linked images (for example: a submit button might have alt text
that reads “submit your application”).

o Do not use words like link, image or button in the alf text, because the code used to create
these buttons will already include those words when read by a screen reader.

Web designers must ensure that double quotation marks (*") are added in the alt text field for images that
don’t convey any information and are purely decorative (they do not enhance the text). This will instruct the
screen reader to skip the image. Designers should check if their web program adds the double quotes
automatically. Do not leave the alt text field blank.

i
@, Address | /Publishingimages/hand i O REGON.GOV W, Address Pubishingimagss/logo.
‘a:l Alt Text i S ‘5:] Alt Text | aregon.gov logo
Properties Propertie:
Example 1 Example 2

Rotating Images

Automatically rotating images or story carousels are not allowed according to the WCAG 2.0 guidelines
(Guideline 2.1) When a screen reader is used to scan a webpage with an automatically rotating carousel, the
screen reader will be forced back to the beginning of the page every time the slide changes. As a result, the
user will never make it through your webpage and will be unable to complete a task.

Carousels that are manually advanced — or require the user fo choose to advance to the next slide — do not
break accessibility law, but they are not recommended because so few users will see the content. Please refer
to the banner blindness section for more information.
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https://www.w3.org/TR/WCAG20/#keyboard-operation

I1l. ACCESSIBILITY Data table design

As arule, avoid confusion by using CSS rather than tables for layout positioning. Use tables for displaying tabular
data, not layout.

Tables should be read left to right, top to bottom — this is how a screen reader will read them.

Be sure to use header tags for data tables. Using header elements enables the screen reader to associate
column heads with data cells so that the user hears the context of the data.

1) Column alignment
a) Left alignin most cases.

b) Align column headers to match the data below them.

c) Right align all numbers.

Last name First name Amount owed
Smith John $10.50
Jones Alice $1.200.00

2) Table appearance

a) Use alternate row background shading to allow for easy scanning of data. Keep shading color
safturation down to 10-20 percent.

b) Consider using horizontal and vertical lines to make the columns clear.

c) Don't use any shading unless the table has at least five rows of data.

Last name First name Due Date Amount owed
Smith John 11/11/2015 $10.50
Jones Alice 11/15/2015 $1,200.00
Graham Joe 11/28/2015 $150.00
Howard Karen 11/30/2015 $900.00
Brown Sam 12/1/2015 $45.00
Harrington George 12/5/2015 $100.50
3) Filtering

a) Consider adding filtering capabilities for longer tables.

b) Indicate sortable columns by including up and down carets next to header labels.

Age Start date

Salary

3 2008/11/28

200810/09

$162.700

1,200,000
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4) Keep textin cells short

5) Avoid using complex tables. Some screen readers do noft fully support complex tables with spanned or
multiple levels of row and/or column headers.

If your audience is not technical, break up your complex table into simple tables that are readable by screen
readers. Complex tables are allowed only for engineers or for technical documents. See sample below.

Table 1. MCAT de novo peptide from
b-ion series* b*-ion series* y-ion series® y*-ion series*
Identified Expected  Observed Expected Observed Ab® Expected Observed Expected Observed Ay® A(yy+1)* Predicted
peptide mz miz miz mz mz miz miz AA!
Yeast 778 - e - - 7488 7488 7908 7910 422 1372 H
YGR192C 831.0 8316 831.0 8316 00 886.0 886.3 928.0 9280 417 994 v
960.1 - 960.1 - - 985.1 2854 10271 1027.7 423 101.0 T
VINDAFGIEE 1089.2 - 1089.2 1089.2 - 1086.2 10864 1128.2 11288 424 1008 T
GLMTTVHSL 1146.2 - 1146.2 1146.2 - 1187.3 1187.6 12203 12293 417 131.0 M
TATQK 12594 - 12594 - - 13185 13183 1360.5 13606 423 133 w
13906 . 1390.6 - - 14317 1431.7 14737 14739 422 57.2 G
m=2575.9 1491.7 14919 14917 14918 01 14887 1489.0 1530.7 15311 421 1289 E
z=2 15928 - 15928 - - 1617.8 1617.9 16598 1660.1 422 1293 E
16919 . 1691.9 - . 1747.0 17474 1789.0 17893 419 -
E. coll
RBSB 10832 - 10832 - - 976.0 975.4 1018.0 10184 430 1016 T
11543 11543 11543 - . 1077.1 1077.5 11191 11196 421 6.9 P
ILLINPTDSDA 12534 12535 12534 12533 02 11742 11745 1216.2 12165 420 140 N
VGNAVK 13105 - 13105 - . 1288.3 12885 13303 13305 420 130 w
14246 14246 14246 14240 06 14015 14016 14435 14435 419 125 w
m=17400 14957 - 1495.7 - - 1514.7 15141 1556.7 - - .
z=2 1594.8 1594.6 15948 15046 00 16278 - 1669.8 -
5266 - 5266 - - 568.7 568.3 610.7 610.7 424 71.0 A
Human 6637 6634 663.7 663.4 - 639.7 6394 681.7 6817 423 1200 E
ACTB 7608 760.8 760.8 - - 768.9 7686 8109 8105 419 1009 T
8509 - 859.9 859.6 - 870.0 869.4 912.0 9115 421 1138 w
VAPEEHPVLL 973.1 - 9731 9725 - 983.1 9834  1025.1 10251 417 1128 u
TEAPLNPK 10863 1086.3 1086.3 1086.5 02 10963 10955 11383 11386 431 9.5 v
11874 - 1187.4 - - 11954 1195.0 12374 - - 976 (4]
m=1954.3 13165 13154 13165 13165 11 12025 12926 13345 13345 419 1371 H
z=2 13876 13874 1387.6 1387.5 01 14297 14297 14n7 14717 420 1287 E
14847 14843 14847 - - 1558.8 - 16008 1600.4 - -
1597.8 1597.5 1597.8 15978 03 1687.9 1687.7 17299 - -
Yeast 669.8 669.4 669.8 669.4 00 6948 694.4 7368 7366 422 1155 2]
YDR155C 7689 7684 768.9 769.4 1.0 809.9 809.7 8519 8524 427 99.7 v
868.0 868.0 868.0 868.0 0.0 909.0 909.8 951.0 951.7 424 98.2 v
HVVFGEWD 983.1 9824 983.1 9835 11 1008.1 1008.1 1050.1 10498 415 1204 E
GYDIVK 1040.2 - 1040.2 - - 13723 1373 11793 11794 421 567 G
12033 12033 12033 12033 00 11943 11936 12363 12365 429 1475 F
m=16759 13184 13185 13184 13185 00 13415 13415 13835 13836 421 9.0 v
z=2 14316 14316 14316 - - 14406 14405 14826 14827 422 991 \
1530.7 - 1530.7 1530.7 - 1539.7 15396 1581.7 B - -
Yeast 199.3 199.1 1993 100.3 02 2183 2185 260.3 2602 417 291 v
YGR192C 3144 3144 3144 314.2 02 3174 - 3594 3593 - 137.0 (H
4275 4272 4275 4272 0.0 4545 4548 496.5 4963 415 1288 E
VVDLVEHVAK  526.6 526.5 5266 5263 02 5836 5834 6256 6254 420 99.0 v
6568 655.4 6558 6554 00 6828 6824 7248 7244 420 1131 w
m=11083 7929 7923 7929 7924 01 7959 7954 8379 837.7 423 149 o
z=1 892.0 8913 8920 8915 02 911.0 9104 953.0 9525 421 989 v
963.1 9623 9631 963.3 10 10102 1009.3 1052.2 . - -

b and b* refer to unmodified and modified b-ion series, respectively.
ty and y* refer to unmodified and modified y-lon series, respectively.

“Ab, difference between observed b and b* m/z values.

“ay, difference between observed y and y* m/z values.

*Aly.y+1). difference in observed mass (amu) between y series ions adjusted for charge state of ion.
'Amino acid residue predicted using y ions; the predicted sequence can be extended further using b ions.

Resource

Creating accessible tables (webaim.org)
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http://www.webaim.org/techniques/tables/data

[1l. ACCESSIBILITY Color and contrast

Never use color as the only means to identify information. Accessibility law, Section 508, states that, *“Web
pages shall be designed so that all information conveyed with color is also available without color.”

Online tools are available to test your website

e To turn off color, try (un)clrd, a free plug-in for Firefox or Chrome that will turn color off temporarily.

o Test for contfrast with WAVE, a tool that will give you a pass or fail result for contrast on your page.

@ WAVE

web accessibility evaluation tool

oregon. gov L&
Styles | Mo St',rle
Details

[] |]¥ Contrast Errors (T7)
77 X Very Low Contrast {f

7
Py

Sample test for contrast using the WAVE tool

e Test for contrast by entering the color codes on Color Contrast Checker.

e Download Color Oracle, a free tool to test for color blindness.
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http://www.unclrd.com/
http://wave.webaim.org/cognitive
http://webaim.org/resources/contrastchecker/
http://colororacle.org/

l1l. ACCESSIBILITY Keyboard navigation

Section 508 accessibility law (1194.21(A)) requires that all webpages and applications designed to run on a
computer must be accessible using a keyboard and not rely on the use of a mouse to perform an action.

Accessing main content

Users relying on assistive tfechnology or a keyboard without a mouse often have to tab through many items prior
to reaching the main content of a webpage. To prevent this frustration, a “skip to main content” link should be
added at the beginning of each page. This can be hidden, but must become visible for users who are tabbing.
(For more information about “skip to main content.”

WebAIM@

web accessibility in mind

Example of a “skip to main content” link that appears when using a keyboard to navigate the page.

Tabbed navigation

Users with mobility issues rely on a keyboard and must use the tab key to move forward or shift-tab to move
backward through a webpage. Test your pages for problems in multiple browsers. Examples of what to check
for when using tabbed navigation:

e Access to all top navigation and sub-menus
e Return from any location to navigating the page
e Access to all interactive maps or applications

e Move through a webpage without getting stuck in a widget (for example: news feed, Twitter,
Facebook)

Skip Twitter feed

Tweets W Follow

~ Kate Brown 16h A
@O0regonGovBrown

Example of a “skip Twitter feed” link that appears when using a keyboard to navigate the page.

Headings

If a page was created using correct headings, most assistive technology will allow use of the keyboard controls
to tab through the headings of the page.

See the Accessibility headings section in this document.
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http://webaim.org/techniques/skipnav/

I1l. ACCESSIBILITY Visual focus

Accessibility laws and WCAG 2.0 Success Criterion 2.4.7 require a visual indication of focus on a webpage. A
focus indicator provides a visible mark to show the position on the screen where an action can take place.
Unlike mouse users who point to page elements, keyboard-only users need a clear on-screen indication to
know where they are as they navigate a webpage.

OREGON.GOV Employment | Business = Government  Recreation  Envionment

This screenshot is an example of a focus indicA:ofor (blue box} on a webpage.

ECONIGON
glﬂi 2y Employment  Business  Government  Recreation  Environment  Ed|

P N
This screenshot shows the same webpage in a different browser that does not display a focus indicator.

Web browsers (and other software applications) are responsible for providing visual focus for interactive page
elements. However, a website's CSS can be written to override the default. Always check for visual focus in
multiple browsers by using the tab key to navigate through menus and pages. If visual focus is missing or not
functioning in all areas, follow up with your developer to correct it.

Be wary of using embedded widgets, such as those for a Twitter or Facebook feed, where the focus indicator
may become stuck, forcing the user to tab through every item. Consider inserting a “skip to next link.” See the
Keyboard navigation section in this document.

Resource

Why focus indicators are key to web accessibility (interactiveaccessibility.com)

The following guidelines include technical language most appropriate for web developers.
Potential problems with custom focus indicators

Web developers should take care if they override the operating system (OS) focus setting. An accessibility audit
would identify the following focus issues as accessibility problem:s:

e No focus indicator

e Partially hidden focus indicator

e Visual effects that obscure the focus indicator
e Poor color contrast for the focus indicator

Default versus custom keyboard focus indicators

You do not need to avoid custom focus indicators, but you must ensure that content, including visual effects,
do not interfere with visual focus.

The only hard-and-fast rule is that you should not use JavaScript or CSS to remove the focus indicator. But if the
focus indicator is obscured, then you may want to create a custom keyboard focus indicator:

e Create an on-focus effect, which is similar to creating a mouse-over effect. Use the CSS :focus class as
you would use :hover. a:focus does not work in Internet Explorer v7. Consider using a:active, as well.

e Use the JavaScript event handler onFocus as you would use the event handler onMouseOver. Also, use
onBlur as you would use onMouseOut.

Ensure that the color contrast is sufficient so that low-vision keyboard-only users can see the focus indicator.
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http://www.w3.org/TR/WCAG20/#navigation-mechanisms-focus-visible
http://www.interactiveaccessibility.com/blog/why-focus-indicators-are-key-web-accessibility#.VjeQwPmrSUk

[1l. ACCESSIBILITY Video and audio

Video placement
Determine if the video is the primary focus of the webpage or supplementary, such as text or graphics.

e If the primary content is the video, consider putting it near the top of the page at a size that uses the
horizontal width of the content area.

e If the video is supplemental material, such as a television news report that accompanies a written
arficle, consider embedding it further down on the page or off to the side.

Video and audio guidelines

e If you have videos, it is best practice to have an agency-level video channel through a video hosting
website such as YouTube or Vimeo.

o Disable any advertising banners and ads linked to videos.

» State channels registered correctly as a branded channel with YouTube (see next
section) will not display ads.

o Disable "recommended videos" which automatically display after your video finishes. These
videos are based on a comparison of the “tags.”

= For YouTube add &rel=0 to your embed code like this:
http://www.youtube.com/video&rel=0.

e Section 508 requires that video and audio auto-play features be turned off. Let the user decide to play
the video or audio.

o You must make video and audio controls visible for the user to operate including play, stop,
volume, and resize adjustments (for video).

e Always place a descriptive heading or title above the video or audio.
e If you use an image linked to a video, create a high-quality thumbnail image.

o The image link should include an "Alt” tag with the word "video” in the description. See the
Images including charts and graphs section in this document.

e A web part has been developed for SharePoint users to display video on webpages.

o Instructions for embedding the video web part in SharePoint (requires login)

YouTube branded channels

e Inthe state’'s agreement (2014) with YouTube, all agency YouTube channels submitted through the
process created by the e-Governance Board and on behalf of the State CIO’s office will receive all of
the branded channel features. The NASCIO workgroup shared a comparison. Read the state’s YouTube
channel agreement (requires login).

e Read the YouTube instructions on what is different about a branded channel and how to set one up.

e YouTube Terms of Service (TOS) Overview and Process description (requires login)

e How fo submit state government channels. (requires login)

o GovSpace hosts the YouTube confract (requires login).
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https://govspace.oregon.gov/docs/DOC-26400
https://govspace.oregon.gov/docs/DOC-18056
https://govspace.oregon.gov/docs/DOC-18056
http://support.google.com/youtube/bin/static.py?hl=en&page=guide.cs&guide=30071&topic=30085&answer=1101676
https://govspace.oregon.gov/docs/DOC-17779
https://govspace.oregon.gov/docs/DOC-17778
https://govspace.oregon.gov/docs/DOC-17780

Captions and transcripts

¢ All videos must provide closed captioning or a franscript in text format. Audio files must have a
franscripf.

o YouTube creates automatic captions, but you must review and edit them for accuracy.
o Include the transcript in text or provide a link to the franscript on the same page.

e If you do not have closed captioning or a transcript on the webpage, you must be prepared to provide
the information in an alternate format upon request. Include text on the page nofing that the
information is available in an alternate format and list appropriate contact information to make the
request.

e There are third party franscription services who may be contfracted to help with transcript writing. See
the Third party tools section in this document.

Resources

Creating an agency YouTube channel (requires login)

The importance of accurate closed captioning (requires login)

LNS Captioning — Offers captioning and transcript services out of Portland, OR

Google Voice Typing — Allows you fo speak to type in a Google Doc

SpeakWrite is a transcription service and mobile dictation application.

SoundCloud is a social platform for uploading and sharing audio files both publicly and privately.
Vimeo is a video-sharing website in which users can upload, share and view videos.

Web Resizer is an online photo resizing tool.

YouTube is a video-sharing website in which users can upload, share and view videos.
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https://govspace.oregon.gov/docs/DOC-7195
https://govspace.oregon.gov/docs/DOC-35102
http://lnscaptioning.com/
https://support.google.com/docs/answer/4492226?hl=en
http://speakwrite.com/
https://soundcloud.com/
https://vimeo.com/
http://webresizer.com/
https://www.youtube.com/

I1l. ACCESSIBILITY Making PDFs Accessible

Use these instructions for any Microsoft document that will be made into a PDF. Accessible PDF files are
“tagged” documents and provide alternative text for images. Tags are hidden accessible elements that
provide structure for screen readers.

The following examples are from one version of Microsoft Word and are specific to PC users.

Microsoft Word for Mac does not have the ability to create a tfagged PDF. The best way to create accessible
PDF files using a Mac is to use OpenOffice for Mac or Adobe Acrobat Pro. OpenOffice is a free, open source,
office suite software. See the Resources section in this document for more instructions.

Pictures

Open your document, right-click on a picture and select Format Picture. Enter your alt text in the description
field.

Cose

ng fhcthin»s.erf alternate text for a picture in Microsoft Word.

Captions

Captions are titles of tables, figures, equations, boxes and other pieces of content, which are separate from the
main text. A series of labels can be created for each of these types of content. Each series of labels have their
own numbering systems (for example: Figure 1, Figure 2, Table 1, Table 2). You can also create new labels
specific to your content (for example: Photo 1).

When you add, remove or move around your captions, Microsoft Word automatically renumbers them to retain
the correct sequence.

Give each piece of content in the document (as mentioned above) a caption. First, select the item to caption
and then follow the applicable instructions below.

1. In Microsoft Windows, under the References tab, select Insert Caption.

2. Enter the appropriate label, select the position (above or below the content), and click OK.

3. After the caption label is inserted, you can type additional descriptive text, which will become part of
the capftion.

How to insert a caption in Microsoft Word for Windows.
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Hyperlink to a web page
1. Place the cursor where you want the hyperlink.
Click on the Insert tab, in the Links group, and select Hyperlink to open the hyperlink dialog box.

In the Text to display field, type in the name or phrase that will briefly describe the link destination.

2

3

4. Inthe Address field, type the link URL.

5. Add any ScreenTips (these will be read by screen readers and people using hover with a mouse).
6

Click OK.

BHS 0&[@QE-
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER

E D | £ D;l @F = 1l i store W

Cover Blank Table | Pictures Online Shapes SmartArt Chart & My Apps ~ Wikipedia
Page - Page - Pictures

Iy
B[R]
Hyperlink Bgbkmark Cross- | Comment
reference

Tables Tlustrations Apps WMedia Links Comments

/

Insert Hyperlil lil
Lkt O 11, sl Sateor Oregon omepige

Eg\sthMe or | Leokin: < Imarrel (WWPTSCFILLO2\PnD\Home) (H) E D
S EE _Linda <[ [ sookmark.
a Current Folder | | 1111 Backup ) =
Place in This 20131118-95515VCL SharePoint 2010 Power User Boot Camp(639706171
o Document 20131119-95515VCL SharePoint 2010 Power User Boot Camp(639706171
" Browsed pages | | 20131120-95515VCL SharePoint 2010 Power User Boot Camp(639706171
Create New Adobe

| att connect
Bluetooth Exchange Folder
Computer Profile

Document
Regent Files

=]
Emei Addre ddress: it/ /wwv.oregan.gov [+]

How to insert a hyperlink in Microsoft Word for Windows.

Headings

You must use Microsoft Word styles and correct headings for your document to be ADA compliant. Do not
create a heading by making the text bold and bigger.

Use headings in order as you would for an outline. For example, if you start with Heading 1, your next sub-
heading should be Heading 2, etc.

BhS C&[ k- Documentl6 [Compatibility Mode] - Word
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER
Calibri T oA A [Aa- B =iz (&3 2L T papbeedd | AsBbeedd’ AaBbC AaBbCe MWaBbC AaBbCeD AaBbceDd  AaBbCcDd AaBbCeDc AaBbCcDd A
Paste B I U ~akx ¥ w-A-= =S - 1 Normal | 1 No Spac.\, Headingl Heading 2 Title Subtitle  Subtle Em.. Emphasis  Intense E.. Strang Quote Intense Q.. Si
¥ Format Painter —
Chgboard raragraph
2 ‘ . 7

& i

How to find heading styles in Microsoft Word.

Line spacing and page breaks
¢ To format whitespace around a paragraph, do the following:
o Select the text, then right-click and choose Paragraph from the drop down.
o Select values for Indentation and Spacing to create whitespace.

e Insert page breaks (do not hit “Enter” multiple tfimes) to start a new page.
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Watermarks

Watermarks are generally not accessible; it is best practice not to use them. Instead, type the word (for
example: DRAFT) somewhere in your document. You can put it in the fitle, in the logo, or in the header or

footer, etc.

Saving the document

Follow these instructions when saving your document. Do all 8 steps the first fime you save it. Thereafter, you

can skip steps 4 through 6.

1. Click the Office Button or the File tab and then click Save As.

Select Standard or Minimum Optimizing

Click Options.

Click OK.

© N o o A~ W N

Click Save.

% Charad 710

File name: Saving a Word Document and Making it Accessible (2)

v

Save as type: |PDF (*pdf)

’)

Authors: Bridge Andrea Tags: Word; PDF; Accessible

Optimize for:

(3 B

Standard (publishing

2 Options... \
online and printing)

P s ] Open file after publishing

(publishing online)

4 Hide Folders Tools ¥ [ Save J { Cancel

How to save an accessible PDF in Microsoft Word for Windows
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In the Save As dialog box, click the arrow in the Save as type list, and select PDF.

Make sure to check Headings in the Create Bookmarks using area.

Make sure that the Document structure tags for accessibility check box is selected.

Options
Page range
OF
*) Current page
_) Selection
Page(s) From: |1

Publish what
Q) Document
Document showing markup
Include non-printing information
[V] create bookmarks using:
Q) Headings
Word bookmarks
Document properties
E / | Document structure tags for accessibility
PDF options
[v] 150 19005-1 compliant (PDF/A)
Bitmap text when fonts may not be embedded

Encrypt the document with a password

OK ] l Cancel
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19005-1 compliant (PDF/A)—When should you select this option?

PDF/A is an ISO-standardized version of the Portable Document Format (PDF) specialized for the digital
preservation of electronic documents.

n
Options P

| Page range

| 1¥] Document structure tags for accessibili
|

PDF options
| 1¥]1S0 19005-1 compliant (PDF/A)

Publish what

Include non-printing information

Q Al
Current page
Selection

Page(s) From:

@) Document

Document showing markup

V| Create bookmarks using:
Q) Headings

Document properties

Bitmap text when fonts may not be embedded

th a password

0K | ‘ Cancel

ISO 19005-1 compliant (PDF/A) option in Microsoft Word for Windows

Save afile in this format if:

You need to submit the file to a government agency that requires this format.

You need the file for long-term archiving, and you want the file to include all the information needed to
be displayed in the future in a way as similar as possible to the way it is displayed today.

The version needs to stay the same. (For example: it has a life-cycle of 20+ years.) Technology might
change, but the version will not.

The file should be saved in a language that will always be readable (by law).

Do not save a file in this format if:

You do not need it archived.
It is temporary and topical and has an end date.

File appearance is a major concern and you want the PDF to look as much like your original document
as possible. Design features, such as effects and transparency, are enabled.

File size is a major concern. You want to make the file as small as possible.

Use Adobe Acrobat Professional to check the accessibility of a document

1.
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Make sure that the Accessibility option under Tools is viewable (Select View, Tools, Accessibility) — this
only needs to be done once.

Under the Tools Tab, select Accessibility.

Click Quick Check to see if the document was saved in an accessible way. (Quick Check is a wizard
that lets you make corrections as you go.)
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4. Full Check will provide you with a report showing if the headings are lined up correctly, if pictures have
alt tags and hyperlinks are titled, etc.

5. Important for archived documents: Under PDF opftions, check the box, ISO 19005-1 compliant (PDF/A).

Resources
e WebAIM — PDF Accessibility

e  WebAIM - PDF Accessibility in Adobe Acrobat X and Xl

e Creating Accessible PDF files using OpenOffice (Mac)

¢ Download and install OpenOffice

e Fixing inaccessible PDFs using Adobe Acrobat Pro

e Creatfing accessible Word documents

e Convert a document to PDF
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http://webaim.org/techniques/acrobat/
http://webaim.org/techniques/acrobat/acrobat
http://www.queensu.ca/accessibility/how-info/accessible-documents/creating-accessible-pdfs-mac
http://www.openoffice.org/download/
http://www.washington.edu/accessibility/documents/pdf-acrobat/
https://support.office.com/en-ca/article/Creating-accessible-Word-documents-d9bf3683-87ac-47ea-b91a-78dcacb3c66d#__toc271197284
https://support.office.com/en-us/article/Convert-a-document-to-PDF-f7f18dda-5610-431b-9c76-e5df21eccccf

[1l. ACCESSIBILITY Links - web linking guidelines

Creating effective link text

You must think like your customers to create useful links. Consider the tasks your customers need to complete
and how you can help them accomplish them easily and efficiently.

You only have a moment to grab your reader’s attention. Descriptive links help users navigate your site and
locate information. Easy-to-understand links engage users and enhance Search Engine Optimization (SEO).

Creating useful links

¢ Embed meaningful links in a sentence. For example: “Refer to the online voter registration pamphlet.”
Links should make sense without reading the surrounding static text. Make sure that links are always
underlined.

¢ Use action words to begin your link text. For example, Upgrade your subscription. The first 2-3 words are
the most important as users scan text. Have unique beginnings for your links and “lead with the need.”

¢ Do not use non-descriptive or repetitive link text such as, “click here” or *more informatfion.” Make sure
the link text tells users where they will go next.

¢ Note if a link opens into another format such as a PDF or Word document, but do not include this in the
link text. Include a document type icon or note the document type in parentheses after the link. If using
anicon, be sure to include alt text for the image.

Disability Services Annual Report

Year PDF Word

2013 | = | Wi

2012 - e

2011 | = | .

Example 1 — A table with icons is one accessible way to list multiple links without repeating the document title.

Cror
. i 2013 Disability Services Annual Report

Cror
o S 2012 Disability Services Annual Report

ror
o i 2011 Disability Services Annual Report

Example 2 — A list with icons and document titles is another accessible way to list publications. The image must have alt text that
describes the document type.
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http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCPaEvP3J6scCFU9FiAodxxYIyg&url=http://extranetevolution.com/2012/11/adobe-acrobat-xi-from-a-construction-collaboration-viewpoint/pdficon/&psig=AFQjCNE_jod5vpJ6aDQ_0GQoCL8CurM38w&ust=1441909599385597
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCPaEvP3J6scCFU9FiAodxxYIyg&url=http://extranetevolution.com/2012/11/adobe-acrobat-xi-from-a-construction-collaboration-viewpoint/pdficon/&psig=AFQjCNE_jod5vpJ6aDQ_0GQoCL8CurM38w&ust=1441909599385597
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCPaEvP3J6scCFU9FiAodxxYIyg&url=http://extranetevolution.com/2012/11/adobe-acrobat-xi-from-a-construction-collaboration-viewpoint/pdficon/&psig=AFQjCNE_jod5vpJ6aDQ_0GQoCL8CurM38w&ust=1441909599385597
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCPaEvP3J6scCFU9FiAodxxYIyg&url=http://extranetevolution.com/2012/11/adobe-acrobat-xi-from-a-construction-collaboration-viewpoint/pdficon/&psig=AFQjCNE_jod5vpJ6aDQ_0GQoCL8CurM38w&ust=1441909599385597
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCPyM8pbK6scCFVYqiAodoAwE2A&url=http://www.hartsideprimary.org.uk/files/image/icons/&psig=AFQjCNEvpg_lg9WXC6X5AjrA5J_70iGeMA&ust=1441909641952459
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCPaEvP3J6scCFU9FiAodxxYIyg&url=http://extranetevolution.com/2012/11/adobe-acrobat-xi-from-a-construction-collaboration-viewpoint/pdficon/&psig=AFQjCNE_jod5vpJ6aDQ_0GQoCL8CurM38w&ust=1441909599385597
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCPyM8pbK6scCFVYqiAodoAwE2A&url=http://www.hartsideprimary.org.uk/files/image/icons/&psig=AFQjCNEvpg_lg9WXC6X5AjrA5J_70iGeMA&ust=1441909641952459
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCPaEvP3J6scCFU9FiAodxxYIyg&url=http://extranetevolution.com/2012/11/adobe-acrobat-xi-from-a-construction-collaboration-viewpoint/pdficon/&psig=AFQjCNE_jod5vpJ6aDQ_0GQoCL8CurM38w&ust=1441909599385597
http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0CAcQjRxqFQoTCPyM8pbK6scCFVYqiAodoAwE2A&url=http://www.hartsideprimary.org.uk/files/image/icons/&psig=AFQjCNEvpg_lg9WXC6X5AjrA5J_70iGeMA&ust=1441909641952459
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Disability Services Annual Report

e 2013 (PDF), 2013 (Word)
e 2012 (PDF), 2012 (Word)
e 2011 (PDF), 2011 (Word)

Example 3 — A list of publications with the document type in text in parentheses. Accessible, but not best practice.

Make link text unique. Links fo the same URL need to have the same link text. Links to different URLs

should have unique text.

3 Payments

View all payment Business Courts
services
Central Business Regisiry Court Case Payment
Chiropractic Doctors Licensee Lookup City of Eugene Court Fine
Nurse and Nursing Assistant License Auto- City of Portiand Citations
Verification

City of Salem Citation Feas
Renew Vehicie License Plate Tags

Clackamas Col

The circled links both go to
the same place, but are

e Tuition labeled differently

Payroll Taxes

Pay combined payroll taxes, Pay University of Oregon Tuition

c';rporaﬁon excise and income Pay Eastarn Oregon University Tuition jon 9-1-1 Emergency Communications
@s.

Pay Oregon Institute of Technology-Wiison
Tuition ax Refund Information

ODFW News

News Releases The Officlal Site of ODFW
QOFW Jobs

Public Meatings

Bowhunting starts Aug. 29 — Know before you go!

Fish Division

Division Page Many publc langs ars open but hunters will face some fre rastnctons and closures, end £5 chcel 10 know what those are barora you 9o. Marg

Contact us =
Frah Hatchenes &z http-/fwwow.diw state. or. usffish/

Flsh Programs
Local Fisheries

“
Oragon Nept Farasiry
wildly ODEW Reszisalive Rupsil
Dwision Home Page Keap Oragon Creand | 2llow the resinchions and news & sate, successhul aunting season
Comtact Us

e http:/fwwaw. dfw. state or, usiwildiife! ’
Vikdioe Areas

regon &
Wildite Habitat Oregol ™ fishing

[ E Beginmng Sept. 1, anglers can enjoy aheroon and evening fishing on Meir favarite Orago river of stream The 2 p.m. fishing dosure put inlo ¢

Legal isning hours tor trout, steahead, salmon and sturgaon ane back o nomal - ons hour 26%0ra SUNMNsa and ona hour atter sunset.
S e recent jeass tekease o detaiks

Incorrect. Links to different URLs should have unique text.
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Put the most important links within the main body of content. Group supplementary or less-critical links at
the bottom of the page or in a sidebar. Consider if less-critical content is even necessary, as it may
distract users from completing their tasks.

= ]
Resources

Center for Historic Buildings e ¥~ |
Historic Buildings Program

GSA's historic preservation program provides technical and strategic expertise to promote the

viability, reuse, and integrity of historic buildings GSA owns, leases, and has the opportunity to

acquire.

= higtoric.buildings@gsa.gov
= View Contact Details

Additional Contacts for

= Regional Historic Preservation
Officers

= Historic Preservation

The Center for Historic Buildings. under GSA's Office of
the Chief Architect, provides national leadership for
compliance with the spirit and substance of

the Mational Historic Preservation Act (NHPA) and
other stewardship directives. To strengthen and build
on the agency's growing pool of expertise,
accumulated experience, and network of affiliated
programs, the Center develops prototype solutions and
tools, actively promoting best practice exchange to
help GSA business lines, project planners, and field
operations cost effectively maintain and upgrade
historic properties. Regional Historic Preservation = Executive Order 13061
Officers and technical staff in each of GSA's eleven = Executive Order 12072
regions provide day-to-day consultant support to ensure that regional projects and actions = Executive Order 11583
comply with the NHPA and are consistent with GSA policy and national stewardship strategy.

Regional and Center presenvation specialists work together to ensure that GSA's national

program responds to changing regional needs and conditions. GOVERNMENT LINKS

REFERENCE

= National Historic Preservation Act

= ADM 1020.2 Procedures for Historic
Properties

= Executive Order 130068

Example of in-line links and a list of links in a sidebar.

Button links

Tie the button link text to the task. For example, “Start Your Subscription” or “Learn About Bugs.” Link fext
should be concise, but unique and descriptive. Button links do not need to be underlined.

Register to Vote

Example of a button with link text tied to the task.

Link behavior

Hyperlinks on your website should always open in the same page or tab of the browser window. This allows users
to choose whether pages will open in a new tab or a new window.

V,;A Browse Page

Editing Tools Link Tools

Publish Format Text Insert Format

& URL: /DAS/pages/admin_gallery.: " Display Icon

‘3 Description: Meet the DAS leadership te

Exdmple of an “open in new tab’ option for hyperlinks. Do not use this option.

Link standards

Oregon agencies are responsible for the integrity of the content on their websites. Follow these rules to avoid
any conflict of interest:

1)

2)

31

Websites and website links must only be used to further your agency’s constitutional or statutory
responsibilities.

Take care before linking fo a non-governmental entity’s website. Agency officials with responsibility for the
website must disclose if they or their relatives have a relationship to the entity. If the official or their relative
could benefit financially or avoid financial harm by promoting the site, don't link o it.
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3) Do not link to asite that promotes or opposes a political committee, measure initiative or referendum
petition, or candidate.

4) Include a disclaimer for websites that are only for the convenience and information of the public. The
disclaimer should state that, “Neither the State of Oregon nor the agency endorse or sponsor the products,
services or information provided by the link.” Guidelines 1-3 sfill apply whether or not you use a disclaimer.

5) Agencies are not allowed to post advertising by private entities on their websites. You cannot endorse or
sponsor the products, services, or information appearing on privately owned websites.

Resources

Stop Asking Me to “Sign Up” (gkogan.co)

State of Oregon privacy statement

Link Tips

o Give, don't take. “Get Access” and “Sign Up” both lead to the same thing, but one makes the visitor
feel like they are getting something rather than solicitation.

¢ Compel people to act. Use action verbs such as get, start, and try.
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http://www.gkogan.co/blog/stop-asking-me-to-sign-up/
http://www.oregon.gov/Pages/Terms-and-Conditions.aspx

[1l. ACCESSIBILITY Banner blindness and sidebars

Banner blindness

People ignore web banners. This decline in attention to banners began right around the time when banner
advertising became very popular. Hundreds of usability and eye-tracking tests show that banners are not
effective at conveying information. Users almost never look at anything that looks like an advertisement, even if
it is not actually an ad.

e Experience has taught users that ads distract them from their tasks and often are not relevant.
e Users do notf notice design elements that resemble ads.
e Place information where users most expect to find it.

e Use visual elements, but make sure they are relevant to the site’s content and purpose.

Resource

Image-Focused Design: Is Bigger Better? (nngroup.com)

Sidebars

Enterprise Asset Management

Section and Section

About Us
o Us Quick Links O & M Services

Public Records Requests

Boards and Committees 0 @ Additional Services
Capdal Projocts Advisory
Boar

Capiol Planning
Commission

Orogon Sustainabilty
loard

Public Lands Advisory
Committoe

Customer Boards.
Programs.
Floot & Parking Services
Maintenance

Operations &
Admaistration

Planning & Construction

Rool Estala Sorvices
Surplus Property

Real Property for Sale |
Acquisition

Sample webpage with sidebar

Sidebars can be distracting for a user, taking the focus away from the main content of the page. If your
website design is not responsive, the design does not adjust to accommodate viewing on mobile devices so do
not use sidebars.

Eye-tracking studies demonstrate that many users do not see sidebars. When text is organized into paragraphs,
users’ eye movements can form an F-shaped pattern (for Westerners who read left to right). The F refers to the
side of the screen, looking for keywords or points of interest. When the reader finds something they like, they
begin reading normally, forming horizontal lines.

1 2
Scientific studies show that Web users read the screen in an “F” pattern — focusing on the top, upper left corner and left sides.
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https://www.nngroup.com/articles/image-focused-design/

If your website includes a responsive design, you may choose to use a sidebar. It is important to keep in mind
what actions you want users to take. The sidebar should assist, not distract the users from their primary path
through a website. Be aware that some designs will move the sidebar information to the bottom of the page
when viewed on a mobile device.

If you choose to include a sidebar:
e Keepitsimple.
e Be sure the information is relevant to the body of the page.

e Place the most important information at the top of your sidebar.

Resources

How to design welbsites that mirror how our eyes work (thenextweb.com)

Does your website need a sidebar? (roundpeg.biz)
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http://thenextweb.com/dd/2015/04/10/how-to-design-websites-that-mirror-how-our-eyes-work/
http://www.roundpeg.biz/2014/05/sidebars-right-site/

IV. FONTS

If you want people to read your content, give them legible text. Best practice is fo use these font standards
when creating cascading style sheets (CSS). To make your content accessible and your site easy to read:

Use a sans serif font as the default. Choose fonts that most site visitors have on their computers, for
example, Arial, Tahoma or Verdana.

Make the default body text size at least 12 point, preferably 14 point.
Minimize the use of bold or italics.
Use upper and lowercase text, not all capital letters.

Use plain text or normal text as the standard and use italics sparingly. Never use italics for headings.

Contact your webmaster to have style changes made to the CSS.

For more information on the proper use of headings, see the Accessibility-Headings section in this document.
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V. FILE NAMING CONVENTIONS

Organization is important on your website. Make a plan for file naming convention before naming your files.
1) Create a file naming convention and stick to it.

a) For example: If you start naming a group of files “0001agency,” don't change midstream to
"agency0001.”

2) Keep file names short, but meaningful.

3) Avoid using blank spaces, symbols, or underscores in file names. Use capital letters or hyphens to separate
words. Hyphen separated words are preferable forimproved search engine opfimization (SEO) results.

a) For example: My file.pdf should be named MyFile.pdf or My-file.pdf

b) For example: If you are using SharePoint and you use a blank space in a file name, SharePoint will fill the
blank space with “%20" and your URL will look messy and be difficult to communicate.
For example: www.oregon.gov/my%20file.aspx

c) If you use an underscore in a file name, it may be difficult to see when the URL is listed in text. For
example: www.oregon.gov/my._file.aspx

4) For documents or webpages that you will update over fime, avoid using a date in the file name as this will
change when the file is updated. File names that change when updated will break all old links.

a) If you must include a date, place it at the end of the file name and state the date back to front (for
example, YYMMDD) to keep all of your files in chronological order. For example: MyFile151202.pdf

5) When updating an existing file, keep the file name exactly the same to avoid breaking existing links. The
system will overwrite the old file with the new version if the file name and location is the same.
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VI. COMMON PAGE ELEMENTS

The "Header” and “Footer” elements are required on all Oregon.gov pages.
Header
a) The header includes a link to Oregon.gov from the Oregon.gov logo.
b) The home button in the top navigation is a link to the agency’s home page.
c) The navigation bar is located along the top of each page.

d) The search box is located in the upper right of each page. It searches for information only on your
agency'’s site.

Story of the Week

Visit the news blog

Header
Footer

a) The right-hand column under “About Oregon.gov” contains statewide links and next to that is the agency
contact information.

b) We recommend the use of a translation widget.

Links Find Us Contact Us About Oregon.gov
Tillamook Forest Center Oregon Department of Forestry Phone: 503-945-7200 Oregon.gov
Forest History Center 2600 State Street Email £4 State Directories
Keep Oregon Green Salem, Oregon 97310 Staff Directory o Agencies Ato Z
Douglas Forest Protective Association Map of Office Locations Submit a Comment Accessibility
Coos Forest Protective Association Public Records Request Privacy Policy
ODF Outlook | ODFnet
(log-in required) Q@ opva e,
b
n u *§ Select Language ' ¥
Footer
Page width

a) Primary content should be visible without scrolling.

Breadcrumbs

a) Breadcrumbs are a recommended sequence of elements separated by a character or graphic that shows
the user the optfimal trail from the current page back to the home page. Breadcrumbs enhance the usability
of a website.

ms | Animal Heath, Feeds and Livestock IO / About Animal Heath, Feeds, and Livestock identificaticn

About Animal Health, Feeds, and Livestock Identification

The major goat of the Animal Health and Identification programs & 1o enhance econormic

production of Ivestock Contact

Breadcrumbs
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Oregon.gov logo

The Oregon.gov logo is a required branding element on every page. The examples below are the only
approved versions of the Oregon.gov logo. Be sure to maintain the proportions of the logo and do not crop.

Multi-colored version

a) Colors

i) Tree: #8B9C43

i) Path: #AE9F76

i) Oregon.gov: #231F20
b) Font

i)  Optima

OREGON.GOV i OREGON.GOV

Single-colored versions

a) You may choose to use a single color version of the logo.

b) Use only black or white for the logo against a contrasting background color.

Resources

Template Standards (requires login)

Common Page Elements (requires login)

Oregon.gov logo
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https://govspace.oregon.gov/docs/DOC-29045
https://govspace.oregon.gov/docs/DOC-30657
http://www.oregon.gov/Pages/state_images_library.aspx

VIIl. ONLINE DATABASES AND DIRECTORIES

1) Use a simplified header that harmonizes with the site template and colors.
a) Always include clearly identifiable links back to the Oregon.gov portal and your agency’s homepage.
2) Maintain site identity and branding.

a) Use official artwork available from your agency. Use the Oregon.gov logo and be sure to include your
agency’'s name.

b) Match the look and feel of the custom application to the agency’s website style.

c) The following shows an example of an agency’'s homepage and an applicatfion that is not embedded
on an agency's webpage, but is hosted separately. By using a wrapper, the application displays a
consistent look and feel that is similar to the agency website branding.

Department of Agriculture’'s home page

Directory of Agricultural Resources

Directory of Agricultural Resources

Seasnon vy || o e

Department of Agriculture’s Resource Guide
d) The following shows an example of an agency’s home page and one of their applications that is not
using a wrapper. It would be better if they were visually consistent with their agency’s look and feel.

B

Department of Agriculture’s home page
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Department of Agriculture’s login screen to one of their applications

3. Include Contact Us and Help links specific to the application.
a) Set copyright to last changed date for the application.
4. Make use of the whole page. Optimize for responsive design.

5. Follow accessibility guidelines. See Appendix A in this document for ADA requirements for developers.
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APPENDIX A

Rules to follow for web-based applications
(for example: online tax payment systems, online business registries, etc.)

Section 508 1194.21 - Software Applications and Operating Systems

The following Section 508 accessibility requirements are laws for software applications and operating systemes.
Please be aware that the following information includes technical language most appropriate for application
developers.

(a) If the application is designed to work on PC or Laptop, it must be able to be 100% keyboard accessible.

(b) The application cannot disable/disrupt any accessibility features that are already in use by the user.
Examples of this include screen readers, color options and font color options already in use.

(c) A well-defined on-screen indication of the current focus shall be provided that moves among
interactive interface elements as the input focus changes.

(d) Sufficient information about a user interface element including the identity, operation and state of the
element shall be available to assistive technology. When an image represents a program element, the
information conveyed by the image must also be available in text.

(e) When bitmap images are used to identify controls, status indicators, or other programmatic elements,
the meaning assigned to those images shall be consistent throughout an application's performance.

(f) Textual information shall be provided through operating system functions for displaying text. The
minimum information that shall be made available is text content, text input caret location, and text
attributes.

(9) Applications shall not override user selected contrast and color selections and other individual display
attributes.

(h) When animation is displayed, the information shall be displayable in at least one non-animated
presentation mode at the option of the user.

(i) Color coding shall not be used as the only means of conveying information, indicating an action,
prompting a response, or distinguishing a visual element.

(i) When a product permits a user to adjust color and contrast settings, a variety of color selections
capable of producing a range of contrast levels shall be provided.

(k) Software shall not use flashing or blinking text, objects, or other elements having a flash or blink
frequency greater than 2 Hz and lower than 55 Hz.

() When electronic forms are used, 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.
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https://www.access-board.gov/guidelines-and-standards/communications-and-it/about-the-section-508-standards/section-508-standards

APPENDIX B

Rules to follow for embedding on a web page

Section 508 1194.22 - Web-based intranet and internet information and applications

The following Section 508 accessibility requirements are laws for software applications and operating systemes.
Please be aware that the following information includes technical language most appropriate for application
developers.

42

(a) A text equivalent for every non-text element shall be provided (e.g., via "alt”, "longdesc”, or in element
content).

(o) Equivalent alternatives for any multimedia presentation shall be synchronized with the presentation.

(c) Web pages shall be designed so that all information conveyed with color is also available without color,
for example from context or markup.

(d) Documents shall be organized so they are readable without requiring an associated style sheet.
(e) Redundant text links shall be provided for each active region of a server-side image map.

(f) Client-side image maps shall be provided instead of server-side image maps except where the regions
cannoft be defined with an available geometric shape.

(g) Row and column headers shall be identified for data tables.

(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.

(i) Frames shall be titled with text that facilitates frame identification and navigation.

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

(k) A text-only page, with equivalent information or functionality, shall be provided to make a website
comply with the provisions of these standards, when compliance cannot be accomplished in any other
way. The content of the text-only page shall be updated whenever the primary page changes.

() 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.

(m)When a webpage 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 (1).

(n) When electronic forms are designed to be completed on-line, 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.

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

(p) When a timed response is required, the user shall be alerted and given sufficient time to indicate more
fime is required.
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https://www.access-board.gov/guidelines-and-standards/communications-and-it/about-the-section-508-standards/section-508-standards

APPENDIX C REFERENCES and RESOURCES

MOBILE FIRST REFERENCES

MOBILE FIRST CONTENT STRATEGY (pg. 5)
2015 Survey of Oregonians

Find current mobile technology statistics from the Pew Research Center

MOBILE FIRST CONTENT STRATEGY Writing for the web (pg. 6)

New York University writing for the web

Mashable 7 best practices for improving your website’s usability

Breaking development: Mobile content strategy

Free optimization tool

Hemingway editor for testing readability

MOBILE FIRST CONTENT STRATEGY Plain language (pg. 7)
ORS 183.750

HB 2702

Plain language checklist (requires login)

Use plain language to improve your writing (PDF)

Oregon’s plain language website

Writing for easy reading

Evaluating cognitive web accessibility with WAVE

MOBILE FIRST CONTENT STRATEGY Capitalization (pg. 9)

DAS editorial stylesheet

Title case and sentence case capitalization in APA style

Capitalization rules (Grammarbook.com)

MOBILE FIRST CONTENT STRATEGY Common internet terms (pg. 11)

DAS editorial stylesheet

Dictionary.com

Computer terms, dictionary, and glossary (Computerhope.com)

Online Merriam-Webster dictionary
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http://www.oregon.gov/epab/docs/DHM_Survey_2015.pdf
http://www.pewinternet.org/fact-sheets/mobile-technology-fact-sheet/
http://www.nyu.edu/employees/resources-and-services/media-and-communications/styleguide/website/writing-for-the-web.html
http://mashable.com/2011/09/12/website-usability-tips/
http://www.lukew.com/ff/entry.asp?1638
http://webresizer.com/resizer/
http://www.hemingwayapp.com/
http://www.oregonlaws.org/ors/183.750
https://olis.leg.state.or.us/liz/2007R1/Measures/Overview/HB2702
https://govspace.oregon.gov/docs/DOC-27218
http://www.oregon.gov/das/Docs/plain_language_guide.pdf
http://www.oregon.gov/das/Pages/writingplainlanguage.aspx
http://www.oregon.gov/das/Pages/writingforeasyreading.aspx
http://wave.webaim.org/cognitive
http://www.oregon.gov/das/Pages/writingstyleguide.aspx
http://blog.apastyle.org/apastyle/2012/03/title-case-and-sentence-case-capitalization-in-apa-style.html
http://www.grammarbook.com/punctuation/capital.asp
http://www.oregon.gov/das/Pages/writingstyleguide.aspx
http://dictionary.reference.com/
http://www.computerhope.com/jargon.htm
http://www.merriam-webster.com/dictionary

ACCESSIBILITY REFERENCES

UN Convention on the Rights of Persons with Disabilities (pg. 13)
WCAG 2.0 guidelines (pg. 13)

Accessibility compliance (pg. 13)

Web Accessibility for Designers on WebAim (pg. 13)

ACCESSIBILITY Images including charts and graphs (pg. 16)
WCAG 2.0 guidelines (Guideline 2.1)

ACCESSIBILITY Data table design (pg. 18)

Creating accessible tables (webaim.org)

ACCESSIBILITY Color and contrast (pg. 19)

(un)clrd
WAVE

Color Contrast Checker

Color Oracle

ACCESSIBILITY Keyboard navigation (pg. 20)

Code for: skip to main content

ACCESSIBILITY Visual focus (pg. 21)
WCAG 2.0 Success Criterion 2.4.7

Why focus indicators are key to web accessibility (interactiveaccessibility.com)

ACCESSIBILITY Video and audio (pg. 22)

Instructions for embedding the video web part in SharePoint (requires login)

State’s YouTube channel agreement (requires login)

YouTube instructions on what is different about a branded channel and how to set one up

YouTube Terms of Service (TOS) Overview and Process description (requires login)

How to submit state government channels (requires login)

GovSpace hosts the YouTube contract (requires login)

Creating an agency YouTube channel (requires login)

The importance of accurate closed captioning (requires login)

LNS Captioning
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http://www.un.org/disabilities/default.asp?navid=12&pid=150
http://webaim.org/standards/wcag/checklist
https://www.w3.org/TR/1999/WAI-WEBCONTENT-19990505/full-checklist
http://webaim.org/resources/designers/
https://www.w3.org/TR/WCAG20/#keyboard-operation
http://www.webaim.org/techniques/tables/data
http://www.unclrd.com/
http://wave.webaim.org/cognitive
http://webaim.org/resources/contrastchecker/
http://colororacle.org/
http://webaim.org/techniques/skipnav/
http://www.w3.org/TR/WCAG20/#navigation-mechanisms-focus-visible
http://www.interactiveaccessibility.com/blog/why-focus-indicators-are-key-web-accessibility#.VjeQwPmrSUk
https://govspace.oregon.gov/docs/DOC-26400
https://govspace.oregon.gov/docs/DOC-18056
http://support.google.com/youtube/bin/static.py?hl=en&page=guide.cs&guide=30071&topic=30085&answer=1101676
https://govspace.oregon.gov/docs/DOC-17779
https://govspace.oregon.gov/docs/DOC-17778
https://govspace.oregon.gov/docs/DOC-17780
https://govspace.oregon.gov/docs/DOC-7195
https://govspace.oregon.gov/docs/DOC-35102
http://lnscaptioning.com/

Google Voice Typing

SpeakWrite
SoundCloud

Vimeo
Web Resizer

YouTube

ACCESSIBILITY Making PDFs accessible (pg. 24)
WebAIM — PDF Accessibility
WebAIM — PDF Accessibility in Adobe Acrobat X and Xl

Creating Accessible PDF files using OpenOffice (Mac)

Download and install OpenOffice

Fixing inaccessible PDFs using Adobe Acrobat Pro

Microsoft Office - Creating accessible Word documents

Microsoft Office — Convert a document to PDF

ACCESSIBILITY Links — web linking guidelines (pg. 29)

Stop Asking Me to “Sign Up"” (gkogan.co)

State of Oregon privacy statement

ACCESSIBILITY Banner blindness and sidebars (pg. 33)

Image-Focused Design: Is Bigger Better?

How to design websites that mirror how our eyes work (thenextweb.com)

Does your website need a sidebare (roundpeg.biz)

COMMON PAGE ELEMENTS (pg. 37)

Template Standards (requires login)

Common Page Elements (requires login)

Oregon.gov logo
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https://support.google.com/docs/answer/4492226?hl=en
http://speakwrite.com/
https://soundcloud.com/
https://vimeo.com/
http://webresizer.com/
https://www.youtube.com/
http://webaim.org/techniques/acrobat/
http://webaim.org/techniques/acrobat/acrobat
http://www.queensu.ca/accessibility/how-info/accessible-documents/creating-accessible-pdfs-mac
http://www.openoffice.org/download/
http://www.washington.edu/accessibility/documents/pdf-acrobat/
https://support.office.com/en-us/article/Creating-accessible-Word-documents-d9bf3683-87ac-47ea-b91a-78dcacb3c66d#__toc271197284
https://support.office.com/en-us/article/Convert-a-document-to-PDF-f7f18dda-5610-431b-9c76-e5df21eccccf
http://www.gkogan.co/blog/stop-asking-me-to-sign-up/
http://www.oregon.gov/DAS/ETS/EGOV/pages/termsconditions.aspx#Privacy_Statement
https://www.nngroup.com/articles/image-focused-design/
http://thenextweb.com/dd/2015/04/10/how-to-design-websites-that-mirror-how-our-eyes-work/
http://www.roundpeg.biz/2014/05/sidebars-right-site/
https://govspace.oregon.gov/docs/DOC-29045
https://govspace.oregon.gov/docs/DOC-30657
http://www.oregon.gov/Pages/state_images_library.aspx

RESOURCES

ACCESSIBILITY

Read about Accessibility (login required)

Review supporting documents relating to accessibility

Access the Section 508 website accessibility standards

Read the web content accessibility guidelines (WCAG) 2.0

WebAIM - web accessibility in mind

Read about creating and designing accessible web pages. (login required)

Infographic for principles of accessible design

Standards excerpted from Section 508 of the Rehabilitation Act, §1194.22

Full text of Section 508

Accessibility evaluator

Accessibility check tool

Making web applications accessible (short videos)

MISCELLANEOUS

A brief crash course for web/CSS

Federal welbsite guidelines

BOOKS

Safari Online Books — Free to state employees through the Oregon State Library

Content Strategy for the Web, 2nd edition (2012), Kristina Halvorson and Melissa Rach
Don't Make Me Think: Revisited (2014), Steve Krug

Rocket Surgery Made Easy (2010), Steve Krug

Letting Go of the Words (2012), Janice (Ginny) Redish

Mobile First (2011), Luke Wroblewski

A Web for Everyone, Sarah Horton and Whitney Quesenberry

GOVSPACE (login required)
https://govspace.oregon.gov/welcome

SHAREPOINT TRAINING ON GOVSPACE

E-Government Training Documents (V4)

E-Government Training Videos (V4)

E-Government Training Documents (V3)

E-Government Training Videos (V3)

E-Government Training Calendar
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https://govspace.oregon.gov/docs/DOC-27985
http://www.oregon.gov/Pages/accessibility.aspx
http://www.oregon.gov/DAS/Pages/accessibility.aspx
http://www.w3.org/TR/WCAG20/
http://webaim.org/
https://govspace.oregon.gov/docs/DOC-27985
http://webaim.org/resources/designers/
http://webaim.org/standards/508/checklist
http://www.section508.gov/
http://fae20.cita.illinois.edu/
http://khan.github.io/tota11y/
https://egghead.io/courses/start-building-accessible-web-applications-today?mc_cid=db011e3cd5&mc_eid=50c9b2d6ce
http://www.w3schools.com/
https://playbook.cio.gov/designstandards/
http://library.state.or.us/databases/subjects/subject.php?SID=21
https://govspace.oregon.gov/welcome
https://govspace.oregon.gov/community/agencies/egov/e-gov_training/content?filterID=contentstatus%5Bpublished%5D~category%5Bsharepoint-v4-training-documents%5D
https://govspace.oregon.gov/community/agencies/egov/e-gov_training/content?filterID=contentstatus%5Bpublished%5D~category%5Bsharepoint-v4-training-videos%5D
https://govspace.oregon.gov/community/agencies/egov/e-gov_training/content?filterID=contentstatus%5Bpublished%5D~category%5Bsharepoint-v3-training-documents%5D
https://govspace.oregon.gov/community/agencies/egov/e-gov_training/content?filterID=contentstatus%5Bpublished%5D~category%5Bsharepoint-v3-training-videos%5D
https://govspace.oregon.gov/docs/DOC-23091

AGENCY DIY RESOURCES ON GOVSPACE

Agency DIY Redesign Steps

GOOGLE ANALYTICS ON GOVSPACE

How to Sign Up for Google Analytics

E-GOVERNMENT USER GROUP ON GOVSPACE

E-Government User Group Forum

CONTENT STRATEGY ON GOVSPACE

Oregon.gov Content Strategy

E-GOVERNMENT SERVICE DESK
Egov.EgovHelp@oregon.gov

503-378-3126

SHAREPOINT TRAINING
E-GOVERNMENT SERVICE DESK
Egov.EgovHelp@oregon.gov

503-378-3126

LINDA MORRELL (in-person training available)
State Web Information Publisher
Linda.morrell@oregon.gov

503-378-5223

CONTENT STRATEGY
Shawn Vitt (subject matter expert)
shawn.vitt@state.or.us

503-986-2163
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https://govspace.oregon.gov/docs/DOC-30472
https://govspace.oregon.gov/docs/DOC-27456
https://govspace.oregon.gov/community/agencies/egov/e-gov_user_group
https://govspace.oregon.gov/community/agencies/egov/oregon.gov_content_strategy
mailto:Egov.EgovHelp@oregon.gov
mailto:Egov.EgovHelp@oregon.gov
mailto:Linda.morrell@oregon.gov
mailto:shawn.vitt@state.or.us

APPENDIX D Tools (as of February 2016)

If you notice any out-of-date links or would like to add a resource to Appendix D, contact the State Web

Information Publisher.

Tools Description Third party tool
or state resource
Addthis Addothis is a social bookmarking service that can be Third party tool
integrated into a website with the use of a web widget.
Once the widget is added, visitors to the website can
bookmark an item using a variety of services, such as
Facebook, Google Bookmarks, Twitter, and Instagram.
AdobeConnect Carahsoft (AdobeConnect) will help you easily deliver State resource

(requires login to
ORPIN — Oregon
Procurement
Information
Network)

webinars, seminars and trainings through their cutting
edge tool. Once in ORPIN, select statewide contract
search, by number, and enter 5751.

If you are a state of Oregon employee and don't have a
login, email info.orpin@oregon.gov.

If you are in local government or a non-profit and don't
have a login, email info.orcpp@oregon.gov.

Color Contrast
Checker

Enter foreground and background colors to determine the
conftrast ratio and meet accessibility guidelines.

Third party tool

Color Oracle

Color Oracle is a downloadable color blindness simulator
that shows what people with common color vision
impairments will see.

Third party tool

CynthiaSays

Test your site against web accessibility and web
governance standards by entering a webpage URL. The
resulting report will outline problems and the associated
laws.

Third party tool

Data.Oregon.gov

(requires login)

This website provides Oregonians the ability to view,
search, sort, filter, download or build applications to
access public data. (For example: maps, calendars, etc.)

State resource

ESRI / ArcGIS

ArcGlIS is a suite of GIS software products, which operate
on desktop, server, and mobile platforms. The suite's
components, ArcMap, ArcCatalog and ArcToolbox, allow
users to author, analyze, map, manage, share, and publish
geographic information.

Third party tool

Facebook
(requires login)

Facebook is an online social networking application.

Third party tool

Google Analytics
(requires login)

This is a website analytics service offered by Google that
tfracks and reports website traffic.

Third party tool

Google Calendar

This is a calendar time-management web application and
mobile app created by Google.

Third party tool

Google Maps

This is a web mapping service application and technology
provided by Google, powering many map-based services.

Third party tool
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mailto:linda.morrell@oregon.gov
mailto:linda.morrell@oregon.gov
http://addthis.com/
http://orpin.oregon.gov/open.dll/welcome
mailto:info.orpin@oregon.gov
mailto:info.orcpp@oregon.gov
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Goodgle Translate

Google offers two options to help you translate your
content:

Free Website Translator
This is a lightweight, straight-forward option. It's free to use
and easy to set up.

Translate API

Google also has a more robust paid offering. The Translate
APl can be used to power web apps, as well as franslate
website content.

Third party tool

Google Search

The Google Search tool can be embedded on your
website to search for information in your site.

Third party tool

Google Voice Need a transcription service? Google provides an easy Third party tool
Typing way to put words on a page by typing with your voice in a
document. At the moment, this feature is only available in
Chrome browsers. Many Android and iOS phones and
tablets have built-in microphones that you can use with a
Google Docs document. Look for the microphone icon on
your mobile keyboard.
GovDelivery GovDelivery is a cloud-based e-newsletter subscription Third party tool
service. It allows customers to create, track and send
emails, SMS text messages and social media messages. It
also allows agencies to embed “page watch” tfracking
code that alerts subscribers every time a page is updated.
GovDelivery also tracks analytics and provides reports.
GovSpace GovSpace is a collaboration tool where state agencies, State resource

(requires login)

employees and their partners can build pages to work on
projects, share information and store resources.

Hemingway Hemingway allows you to copy and paste text and get a Third party tool
Editor measure of readability and suggestions for changing your
text to be clearer.
iContact An online service provider of email marketing and social Third party tool
media marketing that allows customers to create, frack,
and send HTML-based emails and social media messages.
iLearn iLearn is an online educational suite. The materials State resource

(requires login)

available are a mixture of videos, presentations and other
documents. The resources are developed and shared by
the state online fraining community.

Instagram

Instagram is an online mobile photo-sharing, video-sharing
and social networking service that enables users to edit
and share pictures and videos on a variety of social
networking platforms.

Third party tool

LNS Captioning

Located in Portland, LNS Captioning offers post-production
and live captioning, as well as franscription and subtitling
services for video, film, DVD and live events.

Third party tool

Mobile-Friendly
Test by Google

Enter a webpage URL to analyze and report if the page
has a mobile-friendly design.

Third party tool
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OneDrive
(requires login)

OneDirive is a file hosting service that allows users to sync
files and later access them from a web browser or mobile
device. Users can share files publicly or with their contacts.
Publicly shared files do not require a Microsoft account to
access. It is part of the suite of online services formerly
known as Windows Live. At one time, it was named
Skydrive.

Third party tool

Optimal A suite of usability fools to help improve your website Third party tool
Workshop navigation, define information architecture, understand

first-clicks, capture qualitative research, conduct card-

sorting and user interface testing, and more. Monthly

subscriptions are available.
Prezi.com Prezi is a cloud-based (Saas) presentation soffware and Third party tool

storytelling tool for presenting ideas on a virtual canvas. Be
sure to check ADA accessibility if you use this tool.

Safari Books
Online

Safariis an online resource available through the Oregon
State Library that offers access to over 40,000 online e-
books, audio books, videos, tutorials and technical
conferences. Topics covered include in-depth
IT/Technology subjects as well as a large collection of
business and professional development resources.

State resource

Siteimprove

Siteimprove is web governance software that helps you
better manage and maintain your website through quality
assurance, accessibility, web analytics, search engine
optimization (SEO), and response — all in one tool.

Third party tool

SlideShare

LinkedIn SlideShare is a hosting service that allows users to
upload, host and share slideshow presentations. Slideshows
can then be viewed on the site itself, on hand-held
devices or embedded on other sites.

Third party tool

SpeakWrite

SpeakWrite is a franscription service and a mobile
dictation app.

Third party tool

SoundCloud

SoundCloud is a social platform for uploading and sharing
audio files privately or publicly. SoundCloud can be
accessed anywhere using a computer or various mobile

apps.

Third party tool

Survey Monkey

SurveyMonkey provides free, customizable surveys, as well
as a suite of paid back-end programs that include data
analysis, sample selection, bias elimination, and data
representation tools.

Third party tool

Twitter Twitter is an online social networking service that enables Third party tool
users to send and read short 140-character messages
called "tweets."

(un)clrd (un)clrd is a browser plugin that removes all color Third party tool
information on a website and displays it in black and
white.

Vimeo Vimeo is a video-sharing website in which users can Third party tool

upload, share and view videos.
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WAVE web

accessibility
evaluation tool

Online tool checks web pages for accessibility and
displays the page with tags to show errors, alerts, and
features that are formatted correctly.

Third party tool

Web Resizer Web Resizer is an online photo resizing tool. Third party tool
WordPress A free and open source blogging tool which runs on a Third party tool
web hosting service. Features include a plug-in
architecture and a template system.
YouTube YouTube is a video-sharing website in which users can Third party tool

upload, share and view videos.
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APPENDIX E ACRONYMS

APA style American Psychological Association (APA) — a citation and format style of writing

API Application Program Interface - a set of routines, protocols, and tools for building software
applications

CsS Cascading Style Sheets

DAS Department of Administratfive Services

GIS Geographic Information System - a system designed to capture, store, manipulate, analyze,
manage, and present all types of spatial or geographical data

HTML Hyper Text Markup Language

ISO International Organization for Standardization

NASCIO National Association of State Chief Information Officers

ORPIN Oregon Procurement Information Network

ORS Oregon Revised Statute

os Operating System

PDF Portable Document Format

PDF/A Portable Document Format - an ISO-standardized version of a portable document format
TOS Terms of service

URL Uniform Resource Locator

WCAG Web Content Accessibility Guidelines
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The latest version of the Oregon State Website Guidelines can be found online:
http://www.oregon.gov/docs/state web guidelines.pdf.

For more information about these guidelines, contact the State Web Information Publisher.
Linda.morrell@oregon.gov

503-378-5223
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