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Minimize noise
Remain open-minded

Stay curious and seek to
understand

Contribute your ideas

Ask questions

Ground Rules

Support a learning environment

Somethings may surprise you

Stay focused on the conversation

Sharing diverse perspectives is where
the magic happens

Clarify don’t assume

]
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Why We’re Here

< -

25 6% 28.1"

of adults
_the U.S. have some in Florida
type of disabili

have some type
: hﬂ."‘ of disability.

US Centers for Disease Control & Prevention

of adults in




Percentage of
adults with
functional

disability
types

13.7* 10.8* 6.8% 5.9% 4.6%

MOBILITY

COGNITION

Serious difficulty
concentrating,

remembering, or
making
decisions INDEPENDENT
LIVING
HEARING

Deafness or
senous difficulty MISION

hearing Blindness or SELF-CARE
serious c_iifﬁculty

-

US Centers for Disease Control &
Prevention



With Disabilities

19.3%

32%
30.9%
7.6%

7.3%

80%

Without Disabilities

Employed 66.3%
Employed Part-Time 17%
Employed -16 to 64 years old 74.6%
Employed — 65+ years old 24.4%

Unemployment Rate 3.5%

Not in the labor force

v LD

MIAMI

Bureau of Labor Statistics, February 26, 2020



Who are we?

PRESENTER

CELIAMCFADDEN
Manager, Integrated Solutions Support
UM Information Technology
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MODERATOR

EDWIN FLYNN
Systems Analyst,
Integrated Solutions Support
UM Information Technology




TECH THAT WORKS FOR U

Accessibility Tools In Microsft 365




<O Vision

Hearing

Neurodiversity

Accessibility Features
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Best Practices

Next Steps
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BUILT-IN NARRATORS

Use keyboard shortcuts and screen readers to explore and navigate different views and move
effectively between them.

* Read and interact with things on
the screen, like text and buttons.

« Read and write email, browse the
internet, and work with
documents.

* Office utilizes the built-in narrators
or screen reader that come with
your device

— PC (Narrator)
— Mac and iPhone (VoiceOver)
— Android (TalkBack)

« Available in 20+ Office apps

J



TELL ME

Quickly access commands and get scoped help without navigating the command ribbon.

Perform actions

_ Access features 5 Review View Acrobat ¢ Tellme

— Look up definitions

: : : D t1
_ Find contact information for
people in your organization View  Acrobat O ingert a picture
— Insert flle_s from OneDrive and <= = | 4] qﬂ Pictures B
SharePoint i e P Insert Picture |
=¥ AT
. _ €0 3D Models >
 Tap the light bulbto the right of : |
the tabs to access it ©3 Reset Picture >
* Available on all platforms — D Smart Lookup on "insert a pi...

Windows, Mac, and Online o
Find in Document
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MAGNIFICATION

You can increase the size of pages in Word, PowerPoint slides, Excel spreadsheets and other
documents in Office. In Outlook you can use Zoom and stick to change the size of messages in the

Reading pane.

« Office Apps

: o e | [ Onep

— Use the slider on the status bar g -——H——+ 0% | Q D; [%Mﬂi E:QT:
in the bottom right of the e oo 100% ultiple Pages
window

— View > Zoom

1l Page Width

Joom

* Outlook allows you to save your
Zoom preferences

— Change the size of messages
in the Reading pane for a
single message or for all
received messages Remember my preference

Percent: (110
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OFFICE LENS & IMMERSIVE READER

Office Lens is a free download on Windows, Apple, and Android devices. You can snap pictures of
text and the application automatically trims and enhances them, making them more readable.

« Capture notes and information from whiteboards,
menus, signs, handwritten memos, or anything
with a lot of text

« Utilize its Immersive Reader to:
— Have the page dictated to you
— Increase the space between letters and lines
— Increase font size

« Export contents to OneNote, OneDrive, Word,
PowerPoint, Outlook, and PDF
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READ ALOUD

Read Aloud allows you to hear your document and see words highlighted as you go.

e Useltto:

— Proofread and increase
comprehension

— Hear the words on screen

— Start reading from the current
cursor or selection

» Review > Read Aloud

* Available on its own or within
Immersive Reader for Word in
Windows, MacOS, and iOS

— Specifically Office 365 and
Office 2019
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Home

abc

=123

Insert

A)

Read
Aloud

Draw

K

Check
Accessibility

Design Layout References
g
Translate Language New

Comment

Mailings  Review View

Previous

Next

Delete Resolve

D Show Comments

X A) Read Aloud

« Pp »» ¥

Reading speed

- )

Voice Selection

Alex

4p
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LIVE CAPTIONS AND SUBTITLES IN POWERPOINT

PowerPoint for Microsoft 365 can transcribe your words as you present and display them on-screen
as captions in the same language you are speaking, or as subtitles translated to another language.

« Display captions or subtitles on-
screen in more than 60 languages

« Can specify:
— The language of the presenter

— The language of the subtitles
or captions

— The text appearance

« Slide Show > Subtitle Settings

 Available on Windows, Mac, and
web

UNIVERSITY
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Shide Show Review Wiew Recording Help

] | Pl an — . .

:I | Play Narrations I Manitor; Primary Maniton
) | Llge Timimnas

Slide — ’ ¥| Use Presenter View

g = +| Show Media Contrals -

Monitars

L2 Tell me what you want to do
W Always Lsa Subtitles
(gl subtitle Settings -

Caphons & Sulbsttes
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An ocean is a body of saline water that makes up a large proporfion of Earth's mass. The ocean
is one of the major conventional divisions of the planet. These are, in descending order by areg,
the Pacific, Atlantic, Indian, Southem, and Arctic Oceans. The word sea is often used with
"ocean” in American English but a sea is a body of saline water partly or fully enclosed by land.

Una mirada interior a nuestros oceanos.

¢Como funcionan los océanos?




LIVE CAPTIONS IN TEAMS MEETINGS

Teams can detect what’s said in a meeting and present real-time captions.

« Captions will include speaker
attribution —so you'll see who is
saying what

— Onlyavailable in English (US)
for now

— Caption data is permanently
deleted after the meeting is over

« Within meeting controls:
More options > Turn on live captions

» Available on the desktop app only
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ADD CAPTIONS TO VIDEOS

Office 365 applications such as PowerPoint and Sway enable you to add captions for embedded

videos.

PowerPoint

« Upload captions to videos within your
presentation

* Video Tools > Playback > Insert
Captions

* Available in Microsoft 365

Sway

« Upload your own caption files to audio
recordings

Stream

« Generates automatic transcripts for
videos in English and Spanish using

1 Al

tech talk will begin soon.

ase sign in on the attendance sheet
at the front of the room.

nis presentation is being recorded.

g and materials will be available afterwards at
.edu/about-umit/it-news/tech-that-works-for-u

Transcript

Interactivity

3 Search transcript

00:03

00:10

00:14

0018

00:21

00:23

00:28

Alright Good meorning, everyone,
Good morning, everyone.

Thank you for joining us today. We
actually are also streaming

this session on line so if there's anyone
joining us

onling, Thank you also for

jeining us. For those of you that are
joining us online this

was working great.
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MICROSOFT TRANSLATOR

Use the Microsoft Translator app or add-in to start and join a translated conversation.

https://translator.microsoft.com/

« Speak or type in your language and
participants will see your messages
in their own language

— Caption and translate
conversations for one-on-one or
group chats

— Incorporated into PowerPoint’s
subtitle feature

» Split Screen feature lets you speak
two languages into one device,
translating the conversation in real-
time

 Available on Windows, Mac, web,

and mobile devices
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C @ https//translator.microsoft.com/live/chatroom

Conversation code: DJAPQ

L

Laura joined
Conversation bot

Hey John, you have company.

Laura ® Spanish

Hello! How are you?
Spanish: Hola! Como estas?

2

2

1

o
&3 Share to Outlook

: s a% Translate
Rubin-Anderson, Dianne C 4:37 PM
Hola. (%) Immersive Reader
Jlapse all v so a8

la
9 Rubin-Anderson, Dianne C 4:43 PM Edited
Sono un grande fan delle pizze al formaggio.

Rubin-Anderson, Dianne C 4:37 PM
Hola.

Collapse all

9 Rubin-Anderson, Dianne C 4:43 PM Edited 3%
I'm a big fan of cheese pizzas.

Aoy selssio opuen)?

When do you close today?
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https://translator.microsoft.com/

UNIVERSITY
OF MIAMI

NEURODIVERSITY

L)




LEARNING TOOLS

Microsoft Learning Tools are free tools that implement proven techniques to improve reading and
writing for people regardless of their age or ability.

Features:

Available on OneNote, Word, Teams,

Enhanced dictation

Focus mode

Immersive reading

Font spacing and short lines
Parts of speech
Syllabification

Translation

And more...

and Office Lens

UNIVERSITY
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SyHables

Nouns

Geography

The study of Earth’s land-forms is

called phys-i-cal ge-og-ra-phy. Land:

forms can be moun-tains and val-
leys. They can al-so be glac-i-ers,

lakes or riv-ers. Land-forms are

Reader creates a reading
experience that adds
accessibility and

comprehension for learners
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READ MODE

Read Mode hides most of the buttons and tools in Microsoft Word so you can focus on your reading
without distractions. It disables edit options and allows you to read page by page.

« Automatically fits the page layout to
your device, using columns and
larger font sizes

— Zoom in and out on images and
other objects

— Expand or collapse sections

— Adjust columns, page color, and
layout

— Open the Navigation Pane to
guickly move around in the
document

« PC: View > Read Mode

« Mac: View > Focus

UNIVERSITY
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Introduction

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor congue massa. Fusce
posuere, magna sed pulvinar ultricies, purus lectus malesuada libero, sit amet commodo magna
eros quis urna. Nunc viverra imperdiet enim. Fusce est. Vivamus a tellus. Pellentesque habitant
morbi tristique senectus et netus et malesuada fames ac turpis egestas. Proin pharetra nonummy
pede. Mauris et orci. Aenean nec lorem. In porttitor. Donec laoreet nonummy augue. Suspendisse
dui purus, scelerisque at, vulputate vitae, pretium mattis, nunc. Mauris eget neque at sem
venenatis eleifend. Ut nonummy.

Fusce aliquet pede non pede. Suspendisse dapibus lorem pellentesque magna. Integer nulla.
Donec blandit feugiat ligula. Donec hendrerit, felis et imperdiet euismod, purus ipsum pretium

metus, in lacinia nulla nis| eget sapien. Donec ut est in lectus consequat consequat. Etiam eget dui.

Aliquam erat volutpat. Sed at lorem in nunc porta tristique. Proin nec augue. Quisque aliquam
tempor magna. Pellentesque habitant morbi tristique senectus et netus et malesuada fames ac
turpis egestas. Nunc ac magna. Maecenas odio dolor, vulputate vel, auctor ac, accumsan id, felis.
Pellentesque cursus sagittis felis.

Language

Donec |

ipsum |

conseq!

nt [Read-Only] - Word

Background

Pellentesque porttitor, velit lacinia egestas auctor, diam eros tempus arcu, nec vulputate augue
magna vel risus. Cras non magna vel ante adipiscing rhoncus. Vivamus a mi. Morbi neque. Aliquam
erat volutpat. Integer ultrices lobortis eros. Pellentesque habitant morbi tristique senectus et
netus et malesuada fames ac turpis egestas. Proin semper, ante vitae sollicitudin posuere, metus
quam iaculis nibh, vitae scelerisque nunc massa eget pede. Sed velit urna, interdum vel, ultricies
vel, faucibus at, quam. Donec elit est, consectetuer eget, consequat quis, tempus quis, wisi. In in
nunc. Class aptent taciti sociosqu ad litora torquent per conubia nostra, per inceptos hymenaeos.
Donec ullamcorper fringilla eros. Fusce in sapien eu purus dapibus commodo. Cum sociis natoque
penatibus et magnis dis parturient montes, nascetur ridiculus mus.

Cras faucibus condimentum odio. Sed ac ligula. Aliquam at eros. Etiam at ligula et tellus
ullamcorper ultrices. In fermentum, lorem non cursus porttitor, diam urna accumsan lacus, sed
interdum wisi nibh nec nisl. Ut tincidunt volutpat urna. Mauris eleifend nulla eget mauris. Sed
cursus quam id felis. Curabitur posuere quam vel nibh. Cras dapibus dapibus nisl. Vestibulum quis
dolor a felis congue vehicula. Maecenas pede purus, tristique ac, tempus eget, egestas quis,
mauris. Curabitur non eros. Nullam hendrerit bibendum justo. Fusce iaculis, est quis lacinia
pretium, pede metus molestie lacus, at gravida wisi ante at libero.

Investigation
Quisque ornare placerat risus. Ut molestie magna at mi. Integer aliquet mauris et nibh. Ut mattis

D‘ Edit Document
A Ib

MNavigation Pane

1. Do

cinia

Show Comments
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DICTATE

Dictate lets you use speech-to-text to author content in Office with a microphone and reliable internet
connection. It's a quick and easy way to get your thoughts out, create drafts or outlines, and capture
notes.

« Supports more than 20 languages for
dictation

« Provides you feedback that your
speech is being processed 8 1Bt s i o oAt et

theme this year should help encourage paretns and kids 1o get ivolved and tie into a historical
timeframe. The purpose is to drow a crowd, making it easy to raise valuable funds for the organization.
A8 YU kiow, B GOBIE Bré o excesd thi AMOUAL we ramed Lt yea

i ws 1o focus an the following items of business

« Accessible in latest versions of
Microsoft Word, PowerPoint, and
Outlook

— Home > Dictate
— In Outlook: Message > Dictate

UNIVERSITY
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READ WITH FRIENDLIER FONTS

Utilize two variants of Microsoft fonts - Fluent Sitka and Fluent Calibri - to help readers with visual
crowding. Visual crowding is sometimes associated with dyslexia.

« Each word is spread out horizontally, regardless of the font or word size

* Available for install on PC and Mac

Fluent Sitka

The quick brown jumps over the lazy dog. 1234567890]|

The quick brown jumps over the lazy dog. 12345 Fluent Calibri

The quick brown jumps over the lazy dog. 1234567890

The quick brown jumps over the lazy dog.

The quick brown jumps over the lazy dog. 1234567890

The quick brown jumps over the lazy dog. 1234567890
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POWERPOINT DESIGNER

PowerPoint Designer improves your slides by automatically generating design ideas that you can
choose from.

« While you’re putting content,
Designer works in the background to
match that content to professionally
designed layouts.

» Create professional-looking slides
with fewer clicks of the mouse or

keyboard commands Earnings Report

Earnings Release FY20 Q2
Megan Bowen - CFO

* Design > Design Ideas
« Home > Design ldeas

 Available on PC, Mac, and web

UNIVERSITY
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POWERPOINT PRESENTER COACH

Presenter Coach provides training and feedback to improve your public speaking skills. Presenter
Coach lets you enter renearsal mode in PowerPoint, providing on-screen guidance for pacing,
inclusive language, use of profanity, filler words, and culturally insensitive phrases.

* Provides on-screen guidance as you
speak

 Provides a Rehearsal Report that
summarizes what is observed and
offer recommendations to improve

 Slide Show > Rehearse with Coach

 Available on PowerPoint for the web
and PowerPoint for Android

UNIVERSITY
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ACCESSIBILE TEMPLATES AND ALT TEXT

Office provides Accessible Templates that help you make your content accessible to everyone. These
templates have better color contrast, larger font size, simpler table structures, and meaningful
alternative text (Alt Text).

Personal Budget
* |nclude how to instructions for

making templates for your
organization to use

 Available in Word, PowerPoint, and
Excel

— Found within the apps and ATea '
tem P I ates. Office .Com How would you describe this object and its context to someone who is blind?
(1-2 sentences recommended)
Excel template with high contrast colors (dark blue and erange on a white
« Alt Text is a short, concise prtareund)
description of an object and its '
purpose that screen readers can Generate a description for e
read for people will difficulty seeing Ve
— Available in Word, PowerPoint,
‘( Excel, and Outlook Foeree by rfes Semies

L)


https://templates.office.com/en-us/collection-accessibility

ACCESSIBILITY CHECKER

The Accessibility Checker alerts you of issues that make your content that might be inaccessible to

individuals with disabilities.

* Provides a list of errors, warnings,
and tips with how-to-fix
recommendations

— Review > Check Accessibility

— Click the status bar near the
bottom of the screen

 Available Windows, Mac, and web

— Included in Word, Excel,
PowerPoint, Outlook, and
OneNote

UNIVERSITY
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Review

@

Check
Accessibility

Keep an eye on it

We will keep track of accessibility issues while
you work and tell you about them here.

Click the status bar message to investigate
issues we find.

Page 1of 1 239words LY Qe Accessibility: Investigate

Accessibility Ch... ~ %

Inspection Results

Errors
4 Missing alternative text
Arthur's First Project (Slide 13

I Missing slide title (1) Recom mended Actions

Warnings F3 Adda description

b+ Use captions for audio and widec T Mark as decorative
(1

[+ Check reading order {1}

Other Suggestions
@ Learn more

Additional Information w
Mifhyyg Fisc?
Alternative text for images and
other objects is very impartant for
people who can't see the screen.
icreen readers read alternative
text aloud, so it's the anly

infarmation many have about the
imane. Gnnd alternative teyt helns

Fead more about making documents
accessible
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BEST PRACTICES - WORD

Alt Text

* |nclude alternative text with all visuals.

* Add meaningful hyperlink text and

ScreenTips.

Headings and Tables
« Use built-in headings and styles.

« Use a simple table structure and specify
column header information.

Non-descriptive links
Learn more

Click here

https://www.microsoft.com/en-
us/accessibility/features?activetab

=pivot 1:primaryr3

Descriptive, unique links

Get Microsoft 365

Activate Windows 10

To learn more, visit Microsoft
Accessibility.

() Tall rrm cards b v Y
w1 ell mewhat you want to do

AaBbCeDe AaBbCeDe  AaBbCo AsBblCcl AaB

THarmal T NoSpac.. | Heading 1 | Heading 2 Title

Styles

UNIVERSITY
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BEST PRACTICES - POWERPOINT

Color and Video Organization

« Ensure that color is not the only means of * Put objectsin a logical reading order.

conveying information. « Add Slide titles allow for easy navigation of

 Use sufficient contrast for text and slides.

background colors. « Choose layouts that are simple and easy to

* Include captions, subtitles, or a video follow.
description for any video content

. Reading Order X
Project status i
‘ Programming: approved

A Development: at risk

‘ Distribution: behind schedule
UNIVERS
OF MIAM

Rectangle 28: Decorative
Title 1: Project status

Picture 1: Green circle with thumbs up icon

Content Placeholder 1: Programming: approved
Picture 2: Yellow circle with hazard icon

Content Placeholder 2: Development: at nisk

Picture 3: Red circle with thumbs down icon

Content Placeholder 3: Distribution: behind schedule

~N OO VM A W N -

BRRRRRAAO
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BEST PRACTICES - EXCEL

Apply Labels

Include alternative text with all visuals.

Give sheets and tables uniquetitles.
Apply chart labels.

Specify column header information.

Color and Font

Ensure that color is not the only
means of conveying information.

Use sufficient contrast for text and
background colors.

UNIVERSITY
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File Home

il e

Add Chart Quick
Element ~ Layout ~

ih Axes

b Axis Titles

Chart Title
Data Labels
Data Table

Error Bars

B & F & &

Gridlines

|

Legend

=

Insert Page Layout Formulas
Change Ill — _I" ||| il |”
Colors ~

>
Iﬂ:h' Primary Horizontal
»

> i[ﬂl Primary Vertical

>

More Axis Options...

[ 11
* 11 12
y ) 11 10
I 11.
> 8

Sheet

|nsert...

EE Delete
@ Eename

Move or Copy...
View Code
Eﬂ Protect Sheet...

Tab Color

Hide

Select All Sheets
o
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BEST PRACTICES - OUTLOOK

Formatting Tables and Images
« Use HTML formatting when possible. « Add alt text to images.
» Use a larger font size (11pt or larger), * Use a simple table structure and specify column
sans serif fonts, and sufficient white header information.
space.
5 Format Picture
S— SH 0B [
& 2 O v
p Text Box
File Message Insert Options Format Text Review v Alt Text
[—QEI] b Cut _Ai'ﬂ[ﬂ_l;, CalibriE~/11 « A" A" A Title ©
Past f:[_'] Aa Plain Text
e ; : o Men at whiteboard
v  <FFormatPainter | AdRichText | BIU®xXX|Z
Description
2 L Eormist ! Lo Two men at a white board with one pointing to

what's drawn on it

UNIVERSITY
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NEXT STEPS

UNIVERSITY OF MIAMI INFORMATION TECHNOLOGY PRESENTS:

A TECH TALK SERIES HIGHLIGHTING
PRODUCTIVITY TOOLS AVAILABLE AT UM

Visit Our Tech Talk Page

You can see past Tech Talks and today’s presentation at

@

it.miami.edu/TechTalk

<\ Actions

Transfer Files
Share files between your phone an
computer

Share Nearby
Share files to or from neal Contoso Coffee Expense Trends

ttext in images

Image to text

way iun w g sep
Extract text from your picture
Image to table
Extract a table from your picture into Excel I I I |
© way v wn v v Ag < s v o
636800 | 144800 | 101600 | 405700 201300
199000 | 138200 188 726500
52910 7500 2 351200
E s

e with PDFs
e Coffee Roaster.pptx £ ; Sign a PDF
OneDrive - Personal N

Add your signature to a P

[/ Notes

Scan to PDF

Reschedule meeting 3% P Scan pictures into PDF
with Miranda

Our Next Tech Talk

Office-on-the-Go

Friday, November 20, 2020
Microsoft Teams

3 PM-4PM



it.miami.edu/techtalk

FEEDBACK SURVEY

Give Us Feedback

Share your feedback on today's
session.

Scan the QR code to the right
using your phone’s camera

Visit https://bit.ly/3lywEXy

Click the link in the Chat window

UNIVERSITY
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https://bit.ly/3lywEXy

GET IN TOUCH WITH US

Get In Touch With Us

https://it. miami.edu

A swat.it@miami.edu

DAl iss@miami.edu

UNIVERSITY
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mailto:iss@miami.edu
mailto:swat.it@miami.edu
https://it.miami.edu/

Thank you for attending
Tech That Works For U — Microsoft Office Accessibility Tools!

Register for other events at hr.miami.edu/disability-awareness
OCTOBER is

Disabilities in 6 >
the Workplace @

Awareness

Month

‘®

www.hr.miami.edu/disability-awareness



