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Introduction

Section 508 of the Rehabilitation Act of 1973, as amended 1998, requires that the Federal government provide comparable access to, and use of, information and data to Federal employees and members of the public with disabilities as that provided to those without disabilities.  Information and data is most often accessed or used via some electronic and information technology, such as a web site, software application or operating system, telecommunications device, video or multimedia product, stand-alone electronic equipment, or desktop or portable computer.  People with disabilities often rely upon assistive technology products such as screen readers for the blind, speech input applications for those with motor control or speech or communications disabilities, or teletype writers, (TTY)s for the deaf or hard-of-hearing, to access information and data via these electronic and information technology systems.  

The U.S. Access Board developed functional performance criteria and supporting technical standards for electronic and information technologies to facilitate implementation of this law.  These functional performance criteria and technical standards were adopted into Federal Acquisitions Regulations, (FAR), and are located at CFR1194.21-26, 31, and 41.  The functional performance criteria require that electronic and information technologies are usable for people who may be blind or have low vision, are deaf or hard-of-hearing, have limited motor control or dexterity, or have speech or communications disabilities.  These are the core requirements to achieve compliance with the Section 508 portion of the Rehabilitation Act of 1973.  
What requirements apply to Software Applications?

Functional performance criteria supporting users with disabilities as defined in 1194.31 is the requirement for satisfying Section 508.  There are six specific technical standards were defined that are designed to help meet the functional performance requirements.  Selecting which technical standards is therefore critical to pass Section 508.  This guideline is intended to address both traditional “Software” and non-traditional “Web” applications that perform similar operations and functions of traditional software.  

Since Software development is performed utilizing a multitude of programming languages, specific code examples and techniques are not provided.  The guide will remain a good source on determining many accessibility features, but a recommendation is to seek a subject matter expert to utilize assistive technology to navigate and inspect the application or site during testing.
Assessing Web based applications that use technical approaches such as Macromedia Flash, Acynronis JavaScript and XML (AJAX), Dynamic Hypertext Markup Language (DHTML) or other dynamic interface requires the selection of “Web” and “Software” technical standards to meet the functional performance criteria. 

Purpose
This guide is intended to provide a process to determine Section 508 compliance for software items, and the risk-based impact assessment of any compliance gaps found for people with disabilities.  Understanding the Section 508 compliance level is needed when evaluating items for purchase, deployment, or usage or maintenance.  Understanding the impact of Section 508 compliance gaps is critical to understanding the disabilities affected by such gaps.  

In further detail, this guide provides a process and documentation template to identify applicable Section 508 standards, and the compliance of the item for each of those standards.  The guide also provides an impact assessment template to document what functional performance criteria are affected by gaps in technical compliance, and therefore which people with disabilities are most likely to lack access due to those compliance gaps.  

The provided testing process best practices are here as a guide, but shall be applied to each Software application screen or applicable Web page individually to ensure accuracy of the results.
Instructions
In order to complete testing in this guideline, it requires the creation and execution of the functional tests using the technical assessments found later in this document.  After completing the technical assessments, the template documents located in the appendix can be used to record results and determine the level of accessibility of a particular application.  The process is separated into three steps of identifying and recording the functional tests, performing the technical assessments and then recording results.
The following terms are used within this document and have the following meaning:

Functional test – A test case created by the auditor.  The test cases are closely related to actual requirements criteria of an application (these are tests designed to address whether the applications intended use, can be equally accessed by users with disabilities).

Technical assessments – The process described in this document that provides guidance on applying the requirements of Section 508 to the functional tests.

At the completion of the guided process, the following documents will be completed:

· One appendix “A” document listing the “Task ID”, “Task Description”, “Score”, and whether the task was determined to be “Critical” for each task created as well as a impact summary.
· Multiple appendix “B’s” (one for each functional task or “Task ID”) recorded on attachment A. 
Step 1 – Identify and Record the functional tests
Creating functional tasks shall be drafted by the auditor that is based on the “purpose” of the application.  Identifying the purpose of the application can be found in procurement documents such as the “system requirements” or “acceptance test criteria”.  When these documents are not available, other resources may exist within the application itself, such as reviewing the topics within a “help” system.  When no documented resources are available, manual navigation and manual interpretation of what’s being performed is a method to help determine functional tasks.  In summary, this order is suggested when creating the functional tests:
· Procurement documents (requirements, acceptance test criteria (use case scenarios)

· Applications help system or pre-defined application map or site map

· Manual review of the available features

In addition to functional tasks identified, this document relies on existing test methodologies of the group conducting the test.  The test methodologies should at a minimum have a defined process to execute, record, and evaluate results so that they are measurable and repeatable.

Once functional tasks are identified, attachment “A” should be used to record each of these tasks with an assigned task ID. Examples of some functional tasks for a fictitious time & attendance application are as follows:

· Ability to log-in to the application

· Ability to enter daily, weekly or monthly time activity

· Ability to record notes associated with each time entry

· Ability to save the information entered into the system

· Ability to electronically sign the time-sheet

· Ability to forward the information to a supervisor for approval

Once these tasks are recorded on attachment “A”, the actual functional tasks shall be identified as “critical” or “not critical”.   The auditor shall make a determination whether the identified functional task is something that “must exist” to use the application by asking the question “If I eliminated that particular feature, would the application be useful to people in their daily work routine?”   For instance, a log-in screen would almost always be critical, but the ability to add some customized fonts to a report may not be critical.  The following are some examples of questions that are likely to indicate a critical task:

· Is the function required to enter or exit the application?

· Is the function an expected “daily task” (save, load, update, read, share, search etc.)?
· Is the application being distributed or being made public?
· Is the application being distributed being deployed throughout DHS internally?

When identifying non-critical task, it would often require identifying functions that are not used often and have other conditions.  This does not mean that violations are “not a violation”, but just sets the level of importance.  The following list is guidance on determining common “non-critical” status:

· The application is used primarily by a group of users who are not permitted to have severe disabilities due to the nature of their work.  An example would be sworn law enforcement personnel, military personnel, and inspectors monitoring camera’s etc.  When assessing this, a good threshold would be to determine that at least ninety percent (90%) of the normal users will be in this special category.  As with most applications, support staff usually exists and pose a risk and law enforcement is not an exception to Section 508, but has a reduced level of risk for non-accessibility
· The feature that is not accessible on the application is used for “advanced” configuration or settings not a feature that is normally used in the day-to-day operations of the application or specific to the user. 

In summary Step 1 will require the following two entries on Attachment A:

· The functional task description and unique task ID
· Critical assessment (Checkbox available for “critical” task)
Step 2 – Perform Accessibility Test
Each of the functional tasks identified shall be performed by the auditor while following the technical assessments described in this document.  Each functional task shall have at least one associated attachment “B” that is used to record the results of the technical assessments. If multiple screens or pages are encountered during one functional task, the auditor may want to utilize several attachment “B’s” to help record and localize any known problems that can assist in remediation efforts.

Attachment “B” is organized according to the technical assessments identified in this document.  The technical assessment is divided into three groups:
· Basic navigation

· System settings

· Visual display

The results of each of the technical assessments shall be entered on attachment “B” as compliant, non-compliant or not applicable.

In summary, step 2 requires the following:

· Perform technical assessments on each functional test.

· Record results for each functional test on an individual attachment “B” having results of compliant, non-compliant, or not applicable results.

· Determine impact for any critical task failed and update the impact summary on Attachment “A” listing the status as “Red” as well as determining the disabilities affected by the failure.

Step 3 – Scoring Results and Reporting
On attachment “B” there is an area that is designed to assist with the calculation of a “score” assigned to the individual functional task.  The process for scoring is to take the number of applicable standards and compare against the assessments that were compliant.

The results of the score shall then be transferred to attachment “A” in the column “Score from Attachment B”.  The final part of each assessment is the impact determination to flag a critical failure as well as determine the likely disabilities that were affected by the failure.  Once all the functional tests are complete and recorded on the multiple attachment “B’s”, scores are transferred to attachment “A”, and the impact determinations were made, the test process is complete.  If no critical failures were encountered after all the tests, then the impact determination shall be completed on attachment “A” selecting either a level of full compliance (Green) or less than full compliance with no critical failures (Yellow).  Attachment “A” is then ready for use as a snap-shot of the Section 508 compliance of the application. 
In summary, step 3 will require the following actions:
· Calculate score based on applicable standards in comparison to compliant findings on attachment “B”

· Transfer scores from attachment “B” to attachment “A” column titled “Score from Attachment B”.

· Update the impact summary on Attachment A.

The end deliverable exists with the following documents:

· Attachment “A” having all the functional tasks listed, scored, and “critical” tasks identified and impact summary for affected disabilities.

· Multiple attachment “B’s” with at least one for each functional task.

Assumptions

Special considerations when applying Software standards to Web based applications using techniques such as Asynchronous JavaScript And XML (AJAX) or technologies such as Flash should be identified.  Web based applications such as these are in the unique position of having two technical standards (Web and Software) that must be followed to accomplish the required Functional Performance Criteria (1194.31).  This guideline relies on the use of the Software standard as the primary method of evaluating these types of applications and any similar standards should be mapped accordingly.  Similar standards and mappings include the use of color, screen flicker and input fields.  The following table maps these requirements:

	Standard
	Web
	Software (prevails)

	Use of color to convey information
	1194.22(c)
	1194.21(i)

	Screen flicker
	1194.22(j)
	1194.21(k)

	Form fields and input controls
	1194.22(n)
	1194.21(l)


In all instances where the term “Software Application” is used, it equally applies to both traditional software applications and “Web” applications that have been determined to be dynamic, AJAX or utilize proprietary technology such as Flash.

These guidelines were developed to explain how to evaluate Software Applications to meet Section 508 technical standards to satisfy functional performance criteria.  This document does not include all different methods for how to comply or test for Section 508, but provides a proven approach.  The core assumption is that the developers will be proficient in their chosen technology.
It is assumed that manual inspection techniques will be used as the primary testing method and when assistive technologies are utilized during testing that they are used as job-aids or augmentation or enhancement to manual testing.  Manual testing techniques must be thoroughly understood before assistive technologies are employed because a clear understanding of the requirement and testing techniques is critical to interpret results produced.
The Section 508 technical standards support the overall functional performance criteria; however fully meeting technical standards can in some instances still not fully meet the functional performance criteria.  For instance, it was recognized that some Web development techniques used emulate traditional software functionality failed to meet the needs of persons with blindness by eliminating keyboard access, dynamically updating pages and failing to track focus for updated content.  By following the technical standards for the Web, some of the features of modern Web development do not fully support functional performance criteria as required.  In this guide, the use of software standards in tandem with Web standards was selected to overcome the failure of the functional performance criteria in order to comply with Section 508.  The assumption is that the end product will need to meet the functional performance criteria (1194.31) defined by the Access-Board.  
The checks described use the built-in text-to-speech tool built into the Microsoft operating system and some configuration of operating system accessibility settings. The checks within this document are high level and do not address every possible way an application can fail.  Finding that an application is fully-compliant by using these scripts provides a level of comfort with the compliance of all the standards but not certainty.
The testing group or individual is expected to have core test methodologies and equipment in place and expertise for the execution, recording and repetition of each functional task.

Possible test Outcomes
Compliant – Indicates that every instance of the “functional test” is compliant.  For example, when navigating a Software Application screen, all functionality can be executed via the keyboard, is being recognized by a relevant technology, or fulfilled a visual inspection, would receive a status of compliant (C).
Non-Compliant (Critical) – Indicates that the “functional test” resulted in anything less than compliant and the functional task has been identified as critical.  Critical violations means there is a significant risk in the continuation or use of an application that could have a significant negative impact to DHS if not corrected.  

Non-Compliant (<enter score>) – Indicates that the “functional test” resulted in some failures.  When using this status, it can not be a critical task identified in Step 1.
Testing methods

In the below scripts, the twelve technical standards were chosen in a specific order to optimize the time spent on each test, often covering several during the same steps.

Basic Navigation
1) Navigate a software application using only the keyboard. User should use the “Tab” key to move focus to each of the input fields, controls, and links.  To back up, the combination “Shift” + “Tab” key combination is used.  A list of Microsoft Windows and Internet Explorer keyboard commands has been included in this document (Attachment C) Note: DO NOT USE THE MOUSE.
2) Some instance of specialized keyboard commands may be present that are determined during the visual inspection.  Such instance can be found by noticing underlined characters within a feature such as “File”.  In this instance, a combination of the keystroke “alt + f” should open the file menu item.  
3) Using the “alt + f” example, some developers may implement this type of functionality in their own applications but bypass the ability to navigate to the menu item via the “tab” key.  While access keys are available, the user may not know the menu item exist.  If “tab” access is not available, there needs to be a more detailed inspection of the application by users proficient with software testing and assistive technology.  Specialized keystrokes or access features must be documented as an “Accessibility Feature” within the applications help index or somehow made available in the application to users who are blind.
4) Use of Narrator: Most keyboard navigation should be performed with the use of the Narrator text-to-speech tool explained below.

System Settings

· Customizing and utilizing operating system features for accessibility.

· Customizing and utilizing the software application features and settings
Microsoft Operating System Accessibility Features
1) StickyKeys – Using this feature enables the user to perform complex keyboard command using one finger by causing a delay between keystroke and a set time to execute based on the last keystroke entry.  This allows persons with physical disabilities that have limited motor skill use to access an application.  To access this feature, go to Start ( Control Panel ( Accessibility Options ( Keyboard.  Once there, select the “use StickyKeys” checkbox and apply settings.
2) SoundSentry – This provides a visual warning or notice for system sounds.  This can be a flashing the active caption bar, active window or the desktop.  To access this feature, go to ( Control Panel ( Accessibility Options ( Sound.  Once there, select the “Use SoundSentry” checkbox and apply settings.
3) MouseKeys – This allows for the keyboard to perform mouse functions.  To access this feature, go to ( Control Panel ( Accessibility Options ( Mouse.  Once there, select the “Use MouseKeys” option and apply settings.
4) Narrator – Primarily used during keyboard navigation.  The Narrator reads screen content audibly to a user.  The audio being read aloud can help determine what information is being “coded” and available to specialized accessibility tools.  To activate narrator, go to Start ( All Programs ( Accessories ( Accessibility ( Narrator.  Once activated, the following list of commands can be used to help navigate:
a. Basic navigation between input fields and controls use the “Tab” and Shift+Tab” keys to move around.
b. Read an entire window: Ensure the window has focus (click the window), and then press CTRL+SHIFT+SPACEBAR

c. Get information about a current item in focus: Use the CTRL+SHIFT+ENTER keystroke.

d. Get more detailed information about a current item in focus: Use the CTRL+SHIFT+INSERT command.

e. Read the title bar of a window: Select ALT+HOME keys

f. Read the status bar of a window: Select ALT+END

g. Read the contents of an edit field: Select CTRL+SHIFT+ENTER or use the arrow keys.

h. To silence the narrator: press the CTRL key.

Visual Display

· Visual review of the Software applications interface or within the Web browser interface.

Technical Assessments

Basic Navigation
Background:

Having access to the software's controls through a keyboard is essential for people who cannot accurately control a mouse or for visually impaired users who do not use a mouse.  In addition to keyboard access, users of assistive technology must have knowledge of the current focus as well as information relating to input fields such as “state”.  The following visual and manual checks will help identify obvious violations.  These checks are not a full indication of compliance, but should be a good indicator when major accessibility problems exist.

Setup for 1194.21 (a, c, d, e, f & l):

· Tools

· Activate Narrator from the Microsoft Accessibility Features. Using this audio based tool will help identify what programmatic code within interface elements and what text is exposed to assistive tools.  During navigation, make sure that the fields that are in focus can be understood by the audio.  The question would be to ask, if there was no visual, just audio, would the screen or page still be understandable.

· Keyboard Navigation

· Using the “Tab” and “Shift+Tab”, all functional features of the application should be able to reached and executed.  Attention must be placed on dynamically generated content. At no time should the screen update and leave the user without the ability to navigate and access all screen functionality via the keyboard.

· Executing functions such as input boxes and buttons selected by the user or through an “automated” method, must maintain focus. Upon executing a function, focus must be logically placed on any changed feature or in the appropriate location to complete any process started.

· In the Visual inspection portion below, tracking of focus will be assessed visually.  In addition to this visual inspection, a check must also include the ability to navigate characters and items within the application.  A method to assess this would be to enter information within input fields and type “letters” or “numbers” into the fields.  Once these numbers are in the field, use the left and right arrow keys of the keyboard to move back and forth between letters.  The visual focus should move, as well as the letters being announced through the Narrator accessibility feature.
· Visual Inspection

· Focus must be identified “visually” on an application.  While this can occur in different fashion, normally it is either a perforated line that surrounds an “active” button or object or by viewing the blinking cursor inside an input field.  While navigating the screens with the keyboard, follow the focus visually to determine if each of the navigable fields shows focus.
· Check for “mouse-activated” content moving the mouse cursor over areas of the application screen.  When changes occur to the application interface that have meaning (not decorative), then that same information needs to be accessible via the keyboard (Note: This check is not focused on “pop-up” help text on fields, but more toward changes in the interface options).

· By placing the mouse cursor over fields, icons, and bitmap images within an application may cause a “pop-up” or “tooltip” to appear.  This will help identify that come programmatic code was provided for those items.  While checking these tooltips, all icons or symbols must be consistently identified throughout the application (example: using the text “alert” and “attention” is not permitted for the same icon.  It needs to just one consistent text for that icon throughout the application).   Attention should be placed on images that are used to convey information such as status indicators, controls and functional elements on the screen.
1194.21 (a) – Keyboard Access

Requirement: When software is designed to run on a system that has a keyboard, product functions shall be executable from a keyboard where the function itself or the result of performing a function can be discerned textually.
	ID - 1194.21(a): Can all functionality of the application be accessed via the keyboard?

	Test #
	Script Question(s)

	a.1
	I. Can all functions of the application be accessed via the keyboard?
· No: Check non-compliant (NC) (Test Complete).
· Yes: Go to II.
II. Are there any “mouse-activated” features? 

· No: Check compliant (C) (Test Complete)
· Yes: Can all of the content and functionality provided by the mouse-only feature be activated by the keyboard?

· No: Check non-compliant (NC) (Test Complete)

· Yes: Check compliant (C) (Test Complete)



1194.21 (c) – Focus

Requirement: A well-defined on-screen indication of the current focus shall be provided that moves among interactive interface elements as the input focus changes. The focus shall be programmatically exposed so that assistive technology can track focus and focus changes.
	ID - 1194.21(c): Is there a well-defined on screen indication of the current focus?

	Test #
	Script Question(s)

	c.1
	I. Do all functions of the application (input buttons, forms, controls, navigation features, etc.) show focus when active during keyboard navigation?
· No: Check non-compliant (NC) (Test Complete)
· Yes: go to II.
II. Are there any form fields on the screen (checkboxes, dropdown, text, radio buttons)?
· No: Check compliant (C) (Test Complete)
· Yes: Does basic navigation of the form fields cause the screen to refresh or change content while using just the keyboard (not including instances where the user selects “refresh” “submit” or similar feature)?

· No: Go to III.
· Yes: Warning, it is possible that focus and keyboard navigation may violate Section 508. Seeking advanced help is beneficial. Go to III.
III. When navigating form fields with the keyboard or selections by the user (selecting a “submit button”, “next button”, “refresh” etc) cause the screen to refresh or change content, does the focus move to the next logical input item?
· No: Check non-compliant (NC) (Test Complete)

· Yes: Go to IV.

IV. With the Narrator enabled, where all the form fields announced audibly that allowed for the understanding of the form field?

· No: Check non-compliant (NC) (Test Complete)

· Yes: Check compliant (C) (Test Complete)



1194.21 (d) – Interface Elements

Requirement: 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.
	ID - 1194.21(d): Is sufficient information about user interface elements available to Assistive Technology?

	Test #
	Script Question(s)

	l.1
	I. Are there any input elements such as buttons, dropdown boxes, check boxes, radio buttons etc. on the screen or page?

· No: Check Not Applicable (NA) (Test Complete)

· Yes: go to II.
II. When navigating each of the active input elements, does each of the input elements identify what the element is called (example: A submit button reads “Submit button”)?

· No: Check non-compliant (NC) (Test complete)

· Yes: go to III.

III. Does the input element have any “visual only” cues not directly tied to the element that prevents the user from knowing what operation the button would perform (example: a page filled with several “submit buttons” without associating their intended operation other than through a visual connection between “information and the operation”.)?

1) No: go to IV.
2) Yes: Check non-compliant (NC) (Test complete)

IV. Is the “state” of elements announced (Example: A disabled “Submit” button that is shaded and can’t be activated until some actions are performed on the screen.)?
1) No: Check non-compliant (NC) (Test Complete)

2) Yes: Check compliant (C) (Test Complete)




1194.21 (e) – Bitmap Images

Requirement: 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.

	ID: 1194.21(e) – Are the bitmap images (icons) used to identify controls, status indicators or other programmatic elements consistently used throughout the application? 

	Test #
	Script Question(s)

	e.1
	I. Are there any bitmap images (icons) on the screen?
No: Check Not Applicable (NA) (Test Complete)

Yes: Go to II.

II. Are there “pop-up” text present when the mouse cursor is placed over the bitmap images (icons)?

No: Check non-compliant (NC) (Test Complete)

Yes: Go to III.

III. Are the images marked consistently throughout the application?

No: Check non-compliant (NC) (Test Complete)

Yes: Check compliant (C) Test Complete)




1194.21 (f) – Text Information

Requirement: 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.
	ID: 1194.21(f) – Is textual information provided through the operating system functions for displaying text?

	Test #
	Script Question(s)

	f.1
	I. While navigating form fields or any fields where text is entered does the application visually show focus while moving the focus with the left and right arrows between each input letter?
· No: Check non-compliant (NC) (Test complete)

· Yes: Go to II.

II. Are the letters read aloud when Narrator is active?

· No: Check non-compliant (NC) (Test Complete)
· Yes: Check compliant (C) (Test Complete)




1194.21 (l) – Electronic Forms

Requirement: 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.
	ID - 1194.21(l): Do all electronic forms have the necessary information, field elements and functionality required to complete and submit the form, including all directions and cues?

	Test #
	Script Question(s)

	l.1
	I. Are there any electronic forms on the screen or page?
· No: Check Not Applicable (NA) (Test Complete)
· Yes: go to II.
II. Does each of the form fields have labels indicating what information belongs in the field?
· No: Check non-compliant (NC) (Test complete)

· Yes: When placing the mouse cursor over the form field, does a pop-up (tool tip) appear and has the appropriate text?

· No: Check non-compliant (NC) (Test complete)

· Yes: Check compliant (C) (Test complete)




System Settings
Background: Some operating systems provide options for use by persons with disabilities that are controlled by the user.  These options are available to all programs through the Application Programming Interface (API).  Having software that recognizes and utilizes the accessibility features selected by the user is necessary in order for the user to properly understand and anticipate a response from the software.  Features such as those found in the accessibility options included with Microsoft’s Window applications provide the user with the capability to implement sticky keys, filter keys and/or toggle keys that will allow the user to interact with applications as well as making the use of their keyboard easier and faster. Applications, including installation programs shall not interfere with these options.  In addition to the accessibility features, user-selected contrast and color settings can be applied within the operating system.  These user-selected settings shall not be overridden by the application.

Note: In 1194.21(j) listed later in this document that when the “application” provides the ability to set color/contrast settings, a wide variety of setting must be available.  Having this custom method for these settings on an application may be permitted but do not permit the operating system settings from being overridden.  

Check Type for 1194.21 (b & g): 

NOTE: The following checks help identify problems but without use of other accessibility tools (products), the check of their settings or “interference” can not be performed.  This check will identify violations but does not provide an all-inclusive check. 

Configuration Settings:
1) Prior to starting the application being evaluated set some Accessibility Features and record, then start the application that is being evaluated.  Once the application has started, the first check would be to review the settings that were made and see if any settings were changed.

a. Keyboard:StickyKeys – Setting this allows a delay in keystrokes.  This means that a person can execute complex keystrokes with one hand.  For software applications, a good way to use this is to find an input box and type something after the Stickykeys have been set.   Try to cut and paste the information using the “ctrl + x” command and pasting the information on a text pad using the “ctrl + v” command using only one finger.

b. Sound: SoundSentry – Setting this can cause the caption bar, active window or desktop screen to flash once when alert sounds are made.( The above title should states  “use sound sentry”)

c. Mouse: MouseKeys – This will allow you to move the mouse around using the arrow keys on your keyboard.

d. Display: Cursor blink rate – This allows the setting of the blink rate of the cursor by the individual user.  Setting this rate either very fast or very slow will allow for the most noticeable change during the test.

e. Display: High Contrast – Selecting this will make a black and white high-contrast to be applied to the entire desktop.  This must also occur for the application your testing.  

1194.21 (b) – Accessibility Features

Requirement: Applications shall not disrupt or disable activated features of other products that are identified as accessibility features, where those features are developed and documented according to industry standards. Applications also shall not disrupt or disable activated features of any operating system that are identified as accessibility features where the application programming interface for those accessibility features has been documented by the manufacturer of the operating system and is available to the product developer.

	ID: 1194.21(b) – Does the application interfere with operating system accessibility features?

	Test #
	Script Question(s)

	b.1
	I. Did the application cause any of the settings for the accessibility features to be changed when the application started?
No: Go to II.

Yes: Check non-compliant (NC) (Test Complete)

II. Did any of the features selected fail to work with the application?

No: Check compliant (C) (Test Complete).

Yes: Check non-compliant (NC) (Test Complete)




1194.21 (g) – User Selected color and contrast settings

Requirement: Applications shall not override user selected contrast and color selections and other individual display attributes.
	ID: 1194.21(g) – Does the application override user selected contrast and color selections?

	Test #
	Script Question(s)

	g.1
	I. Does the application inherit the operating system color and contrast settings?

2) No: Check non-compliant (NC) (Test Complete)

3) Yes: Go to II.

II. Does the application have any “custom” color contrast settings within the application?

4) No: Check compliant (C) (Test Complete).

5) Yes: Does the custom settings apply only to the application, leaving the operating system settings alone (Allowing for “user-selected” contrast and color selections at the application level only)?
a. No: Check non-compliant (NC) (Test Complete)

b. Yes: Check compliant (C) (Test Complete)




Visual Display
Background: Software applications and modern Web applications can offer a dynamic and illustrated medium for providing information and provoking user interaction.  Many of these methods use animation, color and eye catching features such as flashing or scrolling content.  These methods are permitted, but must follow specific technical guidelines so that people with vision, hearing, speech and motor-skill disabilities can access and use the application.  

Check Type: 
Visual Inspection:

1) Any default “animations” should be identified and the ability to turn-off this feature needs to be identified.  Once this animation is disabled, all the information and functionality that the animation provided must be accessible.

2) Inspect the page for “color” specific content.  Make sure the color is not the only method that is being used to interpret the content.

3) Check the application to see if any customized settings have been provided for the setting of colors (or skins).  If this is provided, it must have a variety available and can not interfere with the core operating system settings for color and contrast (checked in 1194.21(g)).

4) Inspection of the screen for flashing, blinking or scrolling objects.  Advanced review must be performed when questionable objects are found.

1194.21 (h) – Use of Animation
Requirement: When animation is displayed, the information shall be displayable in at least one non-animated presentation mode at the option of the user.

Animation note – Having the ability to disable an animation and still provide the same information and functionality through a redundant method must be provided.  A good example of this is in the Microsoft Office suite where the help system would display an animated paperclip in early versions of Microsoft Word.  The user could turn this feature off, but still had full access to the help system.

	ID - 1194.21(h): When animation is displayed, can all the information and functionality be accessed in a non-animated method?

	Test #
	Script Question(s)

	h.1
	I. Does the screen/page contain animation?
· No: Check Not Applicable (NA) (Test Complete)
· Yes: go to II.
II. Is the animation on by default?
· No: Go to III.
· Yes: Can the animation be disabled via the keyboard?

· No: Check non-compliant (NC) (Test complete)

· Yes: Go to III.
III. Does the animation provide information or functionality to the application?

· No: Check compliant (C) (Test Complete)

· Yes: Go to IV.

IV. Is there a redundant keyboard accessible method for all information or functionality provided by the animation?

· No: Check non-compliant (NC) (Test Complete)

· Yes: Check compliant (C) (Test Complete)




1194.21 (i) – Color Coding

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

Color Coding note – Using color is permitted, but it can’t be the only means of conveying information.  This type of violation is very common when displaying charts and graphs, form fields using color indicating required fields, and tables using color to highlight rows or columns for a special reason.  

	ID - 1194.21(i): Does the application use color as a means to convey information?

	Test #
	Script Question(s)

	i.1
	I. Are there any graphs, charts or items that use color to convey information?
· No: Check Not Applicable (NA) (Test Complete)
· Yes: go to II.
II. If the colors were completely turned off, can the graph, chart or item still be understood?
· No: Check non-compliant (NC) (Test Complete).
· Yes: Check compliant (C) (Test Complete).



1194.21 (j) – Color and Contrast Adjustments

Requirement: 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.

Color Adjustment note – Some applications will allow for the customization of the look and feel by changing the “skin” or default colors.  When doing this, the application must provide a “variety” of colors.  In this section, it’s important that the color selection option does not interfere with the operating systems color settings.  Any adjustment must be limited to only the application.

	ID - 1194.21(j): Do custom color and contrast settings have a variety of settings?

	Test #
	Script Question(s)

	a.1
	I. Does the application have the ability to customize color and contrast settings for the application (including “skins”)?
· No: Check Not Applicable (NA) (Test Complete)
· Yes: go to II.
II. Does the application have a variety of color and contrast selections available?
· No: Check non-compliant (NC) (Test complete)

· Yes: Does the applications color and contrast settings interfere with the operating system color and contrast settings?

· No: Check compliant (C) (Test complete)

· Yes: Check non-compliant (FC) (Test complete)




1194.21 (k) – Screen Flicker

Requirement: 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.

Flash and Blink rate note – The use of scrolling text and blinking objects should be avoided whenever possible.  In some instances, it is recognized that a need may exist.  When it is determined that an application will use a “blinking object or image”, keeping the rate below two blinks per second is the standard.  The rule allows for blinking greater than fifty-five per second, but should not be recognized with the naked eye.

	ID - 1194.21(k): Does the application have blinking objects that “blink” at rates less than 2 per second or greater than 55 per second?

	Test #
	Script Question(s)

	k.1
	I. Does the application have any flashing, blinking or scrolling items?
· No: Check Not Applicable (NA) (Test Complete)
· Yes: go to II.
II. Do the blinking and flashing objects “blink” at a rate less than 2 per second or greater than 55 per second?
· No: Check non-compliant (NC) (Test complete)

· Yes: Go to III
III. Is there any scrolling text or items on the screen?

· No: Check compliant (C) (Test Complete)

· Yes: Warning – Scrolling text should be avoided unless clearly identified as a method of conveying information that can’t be accomplished in any other way.  If this method is used, the scrolling feature needs to have the ability to “stop” and “start” the text by using both the mouse and keyboard.  Is the scrolling text supported by “need” and if so, can the scrolling be stopped and started by both keyboard and mouse?

· No: Check non-compliant (NC) (Test Complete)

· Yes: Check compliant (C) (Test Complete)



Attachment A and B Instructions
Instructions:

Step 1 (Attachment A)

· Enter basic information such as the name of the tester, date and application being evaluated.

· Record the functional tasks and assign task ID’s 

· Perform assessment of “critical” tasks
Step 2 (Attachment B)
· Perform technical assessment for each functional task

· Record results for each technical assessment (compliant, non-compliant, or not applicable)
· Determine the impact for disabilities for all critical tasks

Step 3 (Attachment A and B)
· Calculate individual scores on attachment “B’s”

· Transfer scores from the multiple attachment “B’s” to attachment “A”

· Transfer impact data from the multiple attachment “B’s” to the impact assessment table on attachment “A”

Example of finished attachment “A”:

Impact Summary:

	Green
	The application has a 100% “Compliant” score on all functional tasks and is not likely to have an impact on a person with a disability.
	 FORMCHECKBOX 


	Yellow
	The application has less than a 100% “Compliant” score on at least one functional task.  In addition, no critical tasks failed. 
	 FORMCHECKBOX 


	Red
	The application has failed a critical task and is likely to be non-accessible for persons with disabilities.   The following are the types of disabilities that are effected:

 FORMCHECKBOX 
Blindness
 FORMCHECKBOX 
Low Vision
 FORMCHECKBOX 
Deafness

 FORMCHECKBOX 
Hearing impaired

 FORMCHECKBOX 
Speech

 FORMCHECKBOX 
Low motor skill abilities
	 FORMCHECKBOX 



Functional Task List

	Functional Task ID
	Functional Task Description
	Score from Attachment B
	Critical?

	1
	Ability to Log-in to the system
	Compliant
	 FORMCHECKBOX 
[image: image1]

	2
	Ability to configure tabs/margins on a report
	C (66%)
	 FORMCHECKBOX 
[image: image2]

	3
	Ability to Save a file
	NC (Critical)
	 FORMCHECKBOX 
[image: image3]


Example of a finished attachment “B” (Showing a partial view of task ID 2 - above):

	ID
	Basic Navigation
	C
	NC
	N/A

	1194.21 (a)
	Can all functionality of the application be accessed via the keyboard?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1194.21(c)
	Is there a well-defined on screen indication of the current focus?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1194.21(d)
	Is sufficient information about user interface elements available to Assistive Technology?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1194.21(e)
	Are the bitmap images (icons) used to identify controls, status indicators or other programmatic elements consistently used throughout the application?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Enter the total number of compliant (C) checks
	2

	Enter the total number of non-compliant (NC) checks
	1

	Enter the total number of applicable standards (C + NC):
	3

	Divide the number of “C” by the number of applicable standards to get the percentage:

This total will be transferred to Attachment A unless the functional task was identified as a critical task.
	2 / 3 = Score

Or

2 / 3 = .66 (66%)

	Has this been 
	


Impact Determination:

Has this functional task been determined to be “critical” on attachment A?

 FORMCHECKBOX 
No – No impact determination needed for this task.

 FORMCHECKBOX 
Yes – Update the impact summary on Attachment A by following the following steps:
Step 1: Check the “Red” status box on the impact summary on Attachment A.

Step 2: Determine the affected disabilities and check those disabilities on the impact summary on Attachment A.  

Based on the above example of “Basic Navigation”, ID 1194.21(c) indicates the “red” status shall be checked on Attachment A if it were identified as a “critical task” and has affected “Blind, Low vision and Motor skill disabilities” (These were determined on the table in the actual Attachment B).

Attachment A – Functional tasks and scores
	Date:
	     

	Application Name
	     

	Reviewer Name
	     


Impact Summary

	Green
	The application has a 100% “Compliant” score on all functional tasks and is not likely to have an impact on a person with a disability.
	 FORMCHECKBOX 


	Yellow
	The application has less than a 100% “Compliant” score on at least one functional task.  In addition, no critical tasks failed. 
	 FORMCHECKBOX 


	Red
	The application has failed a critical task and is likely to be non-accessible for persons with disabilities.   The following are the types of disabilities that are effected:

 FORMCHECKBOX 
Blindness

 FORMCHECKBOX 
Low Vision

 FORMCHECKBOX 
Deafness

 FORMCHECKBOX 
Hearing impaired

 FORMCHECKBOX 
Speech

 FORMCHECKBOX 
Low motor skill abilities
	 FORMCHECKBOX 



Functional Task List
	Functional Task ID
	Task Description
	Score from Attachment B
	Critical?

	
	
	
	 FORMCHECKBOX 
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	 FORMCHECKBOX 
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	 FORMCHECKBOX 
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	 FORMCHECKBOX 
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	 FORMCHECKBOX 
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	 FORMCHECKBOX 


	
	
	
	 FORMCHECKBOX 
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	 FORMCHECKBOX 
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	 FORMCHECKBOX 


	
	
	
	 FORMCHECKBOX 



Attachment B – Screen Level Review
	ID
	                       Basic Navigation
	C
	NC
	N/A

	1194.21 (a)
	Can all functionality of the application be accessed via the keyboard?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1194.21(c)
	Is there a well-defined on screen indication of the current focus?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1194.21(d)
	Is sufficient information about user interface elements available to Assistive Technology?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1194.21(e)
	Are the bitmap images (icons) used to identify controls, status indicators or other programmatic elements consistently used throughout the application?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1194.21(f)
	Is textual information provided through the operating
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1194.21(l)
	Do all electronic forms have the necessary information, field elements and functionality required to complete and submit the form, including all directions and cues?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	                     Systems Settings
	
	
	

	1194.21(b)
	Does the application interfere with operating system accessibility features?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1194.21(g)
	Does the application override user selected contrast and color selections?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	                       Visual Display
	
	
	

	1194.21(h)
	When animation is displayed, can all the information and functionality be accessed in a non-animated method?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1194.21(i)
	Does the application use color as a means to convey information?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1194.21(j)
	Do custom color and contrast settings have a variety of settings?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1194.21(k)
	Does the application have blinking objects that “blink” at rates less than 2 per second or greater than 55 per second?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Enter the total number of compliant “C” checks
	

	Enter the total number of non-compliant “NC” checks
	

	Enter the total number of applicable standards (C + NC):
	

	Divide the number of “C” by the number of applicable standards to get the percentage:


	


Impact Determination:


Has this functional task been determined to be “critical” on attachment A?

 FORMCHECKBOX 
No – No impact determination needed for this task.

 FORMCHECKBOX 
Yes – Update the impact summary on Attachment A by following the following steps:
Step 1: Check the “Red” status box on the impact summary on Attachment A.

Step 2: Determine the affected disabilities and check those disabilities on the impact summary on Attachment A.  

Example: If during the technical assessment to a critical functional task, 1194.21(a) failed, then three disabilities were identified as being affected (Blindness, Low Vision and Low motor skills) that can be determined in the table below.  
Note: If any of the checkboxes on Attachment A are previously checked during technical assessments, then there is no need to recheck the form.

The following table maps the failure of each technical assessment to certain disabilities:

	Blindness
	1194.21 (a, b, c, d, e, f, h, i, & l)

	Low Vision
	1194.21 (a, b, c, d, e, f, g, h, i, j, k & l)

	Deafness
	1194.21 (b & l)

	Low Hearing
	1194.21 (b & l)

	Speech
	1194.21 (b & l)

	Low motor skills
	1194.21 (a, b, c, d, f, h, k & l)


Attachment C – Keyboard Commands

Keyboard shortcuts for Windows*

* Windows 95 or greater / Internet Explorer 5.0 or greater

Windows system key combinations

	F1: Help

	CTRL+ESC: Open Start menu

	ALT+TAB: Switch between open programs

	ALT+F4: Quit program

	SHIFT+DELETE: Delete item permanently


Windows program key combinations

	CTRL+C: Copy

	CTRL+X: Cut

	CTRL+V: Paste

	CTRL+Z: Undo

	CTRL+B: Bold

	CTRL+U: Underline

	CTRL+I: Italic


Mouse click/keyboard modifier combinations for shell objects

	SHIFT+right click: Displays a shortcut menu containing alternative commands

	SHIFT+double click: Runs the alternate default command (the second item on the menu)

	ALT+double click: Displays properties

	SHIFT+DELETE: Deletes an item immediately without placing it in the Recycle Bin


General keyboard-only commands

	F1: Starts Windows Help

	F10: Activates menu bar options

	SHIFT+F10 Opens a shortcut menu for the selected item (this is the same as right-clicking an object

	CTRL+ESC: Opens the Start menu (use the ARROW keys to select an item)

	CTRL+ESC or ESC: Selects the Start button (press TAB to select the taskbar, or press SHIFT+F10 for a context menu)

	ALT+DOWN ARROW: Opens a drop-down list box

	ALT+TAB: Switch to another running program (hold down the ALT key and then press the TAB key to view the task-switching window)

	SHIFT: Press and hold down the SHIFT key while you insert a CD-ROM to bypass the automatic-run feature

	ALT+SPACE: Displays the main window's System menu (from the System menu, you can restore, move, resize, minimize, maximize, or close the window)

	ALT+- (ALT+hyphen): Displays the Multiple Document Interface (MDI) child window's System menu (from the MDI child window's System menu, you can restore, move, resize, minimize, maximize, or close the child window)

	CTRL+TAB: Switch to the next child window of a Multiple Document Interface (MDI) program

	ALT+underlined letter in menu: Opens the menu

	ALT+F4: Closes the current window

	CTRL+F4: Closes the current Multiple Document Interface (MDI) window

	ALT+F6: Switch between multiple windows in the same program (for example, when the Notepad Find dialog box is displayed, ALT+F6 switches between the Find dialog box and the main Notepad window)


Shell objects and general folder/Windows Explorer shortcuts

	F2: Rename object

	F3: Find all files

	CTRL+X: Cut

	CTRL+C: Copy

	CTRL+V: Paste

	SHIFT+DELETE: Delete selection immediately, without moving the item to the Recycle Bin

	ALT+ENTER: Open the properties for the selected object


General folder/shortcut control

	F4: Selects the Go To A Different Folder box and moves down the entries in the box (if the toolbar is active in Windows Explorer)

	F5: Refreshes the current window.

	F6: Moves among panes in Windows Explorer

	CTRL+G: Opens the Go To Folder tool (in Windows 95 Windows Explorer only)

	CTRL+Z: Undo the last command

	CTRL+A: Select all the items in the current window

	BACKSPACE: Switch to the parent folder

	SHIFT+click+Close button: For folders, close the current folder plus all parent folders


Windows Explorer tree control

	Numeric Keypad *: Expands everything under the current selection

	Numeric Keypad +: Expands the current selection

	Numeric Keypad -: Collapses the current selection.

	RIGHT ARROW: Expands the current selection if it is not expanded, otherwise goes to the first child

	LEFT ARROW: Collapses the current selection if it is expanded, otherwise goes to the parent


Properties control

	CTRL+TAB/CTRL+SHIFT+TAB: Move through the property tabs


Accessibility shortcuts

	Press SHIFT five times: Toggles StickyKeys on and off

	Press down and hold the right SHIFT key for eight seconds: Toggles FilterKeys on and off

	Press down and hold the NUM LOCK key for five seconds: Toggles ToggleKeys on and off

	Left ALT+left SHIFT+NUM LOCK: Toggles MouseKeys on and off

	Left ALT+left SHIFT+PRINT SCREEN: Toggles high contrast on and off


Microsoft Natural Keyboard keys

	Windows Logo: Start menu

	Windows Logo+R: Run dialog box

	Windows Logo+M: Minimize all

	SHIFT+Windows Logo+M: Undo minimize all

	Windows Logo+F1: Help

	Windows Logo+E: Windows Explorer

	Windows Logo+F: Find files or folders

	Windows Logo+D: Minimizes all open windows and displays the desktop

	CTRL+Windows Logo+F: Find computer

	CTRL+Windows Logo+TAB: Moves focus from Start, to the Quick Launch toolbar, to the system tray (use RIGHT ARROW or LEFT ARROW to move focus to items on the Quick Launch toolbar and the system tray)

	Windows Logo+TAB: Cycle through taskbar buttons

	Windows Logo+Break: System Properties dialog box

	Application key: Displays a shortcut menu for the selected item


Microsoft Natural Keyboard with IntelliType software installed

	Windows Logo+L: Log off Windows

	Windows Logo+P: Starts Print Manager

	Windows Logo+C: Opens Control Panel

	Windows Logo+V: Starts Clipboard

	Windows Logo+K: Opens Keyboard Properties dialog box

	Windows Logo+I: Opens Mouse Properties dialog box

	Windows Logo+A: Starts Accessibility Options (if installed)

	Windows Logo+SPACEBAR: Displays the list of Microsoft IntelliType shortcut keys

	Windows Logo+S: Toggles CAPS LOCK on and off


Dialog box keyboard commands

	TAB: Move to the next control in the dialog box

	SHIFT+TAB: Move to the previous control in the dialog box

	SPACEBAR: If the current control is a button, this clicks the button. If the current control is a check box, this toggles the check box. If the current control is an option, this selects the option.

	ENTER: Equivalent to clicking the selected button (the button with the outline)

	ESC: Equivalent to clicking the Cancel button

	ALT+underlined letter in dialog box item: Move to the corresponding item


Microsoft Internet Explorer commands
	Keyboard feature
	Keyboard command

	Check and uncheck “checkboxes”
	Spacebar

	Radio Buttons selection
	Spacebar selection if no default is present, arrow key navigation within a group of radio buttons

	Dropdown boxes
	Use the dropdown arrow to open and navigate.

	Display Microsoft Internet Explorer Help, or when in a dialog box, display context Help on an item.
	F1 



	Toggle between full-screen and regular views of the browser window
	F11

	Move forward through the items on a Web page, the Address bar, and the Links bar
	TAB

	Move back through the items on a Web page, the Address bar, and the Links bar
	SHIFT+TAB

	Go to your Home page
	ALT+HOME

	Go to the next page
	ALT+RIGHT ARROW

	Go to the previous page
	ALT+LEFT ARROW or BACKSPACE

	Display a shortcut menu for a link
	SHIFT+F10

	Move forward between frames
	CTRL+TAB or F6

	Move back between frames
	SHIFT+CTRL+TAB

	Scroll toward the beginning of a document
	UP ARROW

	Scroll toward the end of a document
	DOWN ARROW

	Scroll toward the beginning of a document in larger increments.
	PAGE UP 



	Scroll toward the end of a document in larger increments
	PAGE DOWN

	Move to the beginning of a document
	HOME

	Move to the end of a document
	END

	Find on this page
	CTRL+F

	Refresh the current Web page
	F5 or CTRL+R

	Refresh the current Web page, even if the time stamp for the Web version and your locally stored version are the same
	CTRL+F5

	Stop downloading a page
	ESC

	Go to a new location
	CTRL+O or CTRL+L

	Open a new window
	CTRL+N

	Close the current window
	CTRL+W

	Save the current page
	CTRL+S

	Print the current page or active frame
	CTRL+P

	Activate a selected link
	ENTER

	Open the Search bar
	CTRL+E

	Open the Favorites bar
	CTRL+I

	Open the History bar
	CTRL+H
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