Make it happen for all

Mona just
had eye
surgery

Sarah uses

a hearing aid

English isn’t
Pierre’s first
language
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Inclusive Meeting Cards

At SAP, we believe everyone should have
an equal chance to participate in society
and at work.

That’s why we put together this simple set
of guidelines with useful hints for preparing
for and conducting virtual meetings that
work for everyone.

Let’'s make our work life more inclusive, one
meeting at a time.

Your SAP Design Team



Meeting platform Choosing accessible technology

Audio Live Captions Always ensure that the platforms you use
— = | are accessible.

(o}
000

Chat

- Look for settings such as captions,
transcripts or subtitles.

- Offer participants both audio and chat
capabilities.

Feedback

@ =
_ (] A - Ensure that polling tools work for screen
= & reader users as well.

Meeting Platform
N\
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Pre-check Getting set up

Whatever platform you end up choosing,
, always check your audio and video are
Are the video and . .

Before the session

working properly? .
XK You might also want to:
0 Is the audio working
¥ properly? - Check that your mouth is clearly visible
= V/ and that you are well lit on the screen.
o o . .
@ - Use inclusive language. Ask “Is the
audio working properly?” rather than “Can
2 N everyone hear me?”.

Q=3 @ . Reduce background noise.

— - Reserve time for questions and answers

q ) via both audio and chat.

</ Questions & answers
’ l \

SAPd

© 2021 SAP SE. All rights reserved.



Readability Structuring your slides

How you structure your slides can help
you get your message across more clearly.

- Use bullet points or numbers for lists.

- Use pictograms instead of photos.

[fAﬁffnf;l Size v | ’-ﬂk . . Use accessible, large fonts such as
verdana - | |Notes_10pt|—| Highlight Trebuchet MS or Verdana in 24pt for title

-----------

and 20pt for content.

rext

- Make text stand out using colors and
bold, not italics.

. & - Use a strong color contrast for text.
b O i Al
2 — * Contrast black text on white/gold text on
3 white background black background
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Language

Word
A
Ii WORD
ﬂv/—
Abbreviation k' J
Y O
aw [
e Short
e Concise

e Simple

"\

Positive
wording
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Writing down your message

The words we use and our writing style

are critical to ensuring our message is well
understood.

. Avoid abbreviations and uncommon
terms.

- Keep sentences short and simple,

avoiding metaphors.

- Keep it positive! Instead of saying “Do

not use x”, try “Use y”.

- Use sentence case and avoid capitalizing

entire words.



Voice Speaking during your meeting

When presenting, take a deep breath
and...

Describe

Describe

actions / | Vieuals . Speak clearly, calmly, and at a
O reasonable speed.
=> O - Describe important visuals and any
[ relevant actions you are performing, such
il ffl‘fjl'; = as clicking buttons or icons.
r - When responding to questions, first

/ repeat the question for those who were
unable to read or hear it.
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Animations

Animation

N/
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Calming down visual noise

Animations may distract your audience, and
colleagues sensitive to seizures appreciate
calm visuals.

- Use animations sparsely, reasonably and
with care.

- Avoid flashing and flickering, which can
trigger seizures.

- Limit the amount of color red, using it
sparsely and with sense.

- Avoid hopping (unexpected position
changes).



Screen readers Reading without visuals

Graphic Element Table If you plan on sharing the presentation

O | material, make sure you provide content
that works well with screen readers.
Alt Text: ' O - For tables, graphs, and images, describe

Header Row I ;
the content using alternative text.

- In tables, always format the first row as
a table header.

Accessibility
Check

=

- L ®—=

={)) Voice Over

7 O

- If using Microsoft PowerPoint®, run an
Accessibility Checker report and make
sure to address all flagged issues.
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Tools that help

Reading
Order

o—>0

Good-to-read
text contrast
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(J = Defined
— alttext
O AN
Accessibility
Check 0 Errors
@ A Warnings
< @ 0 Intelligent
— Services

Checking for accessibility

Nowadays many authoring tools provide
automatic accessibility checks.

- If using Microsoft® products, consider
checking your presentations with the
“Check Accessibility” feature and adjust
or confirm the listed results.

- Measure color contrast on in-image text
with TPGi’s free Color Contrast
Analyser.



Embedded media Using video and audio files

If you plan to show a video or to play
audio during the presentation:

. - Ensure it contains closed captions (or
CcC subtitles) and switch them on.

Describe
visuals

Describe
actions

- Check in advance whether the subtitles
need to be cleaned up.

- Ensure that visual information is also
verbalized, so there is no need for a
specific audio description.

10
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Let's make our worklife more inclusive,

one meeting at a time

&

Accessibility
Check

Ty

_®

-------------------------------
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Disclaimer

© 2021 SAP SE or an SAP affiliate company. All rights reserved.

No part of this publication may be reproduced or transmitted in any form or for any purpose without the express permission of SAP
SE or an SAP affiliate company.

The information contained herein may be changed without prior notice. Some software products marketed by SAP SE and its
distributors contain proprietary software components of other software vendors. National product specifications may vary.

These materials are provided by SAP SE or an SAP affiliate company for informational purposes only, without representation or
warranty of any kind, and SAP or its affiliated companies shall not be liable for errors or omissions with respect to the materials.
The only warranties for SAP or SAP affiliate company products and services are those that are set forth in the express warranty
statements accompanying such products and services, if any. Nothing herein should be construed as constituting an additional
warranty.

In particular, SAP SE or its affiliated companies have no obligation to pursue any course of business outlined in this document or
any related presentation, or to develop or release any functionality mentioned therein. This document, or any related presentation,
and SAP SE’s or its affiliated companies’ strategy and possible future developments, products, and/or platforms, directions, and
functionality are all subject to change and may be changed by SAP SE or its affiliated companies at any time for any reason
without notice. The information in this document is not a commitment, promise, or legal obligation to deliver any material, code, or
functionality. All forward-looking statements are subject to various risks and uncertainties that could cause actual results to differ
materially from expectations. Readers are cautioned not to place undue reliance on these forward-looking statements, and they
should not be relied upon in making purchasing decisions.

SAP and other SAP products and services mentioned herein as well as their respective logos are trademarks or registered
trademarks of SAP SE (or an SAP affiliate company) in Germany and other countries. All other product and service names
mentioned are the trademarks of their respective companies.

See www.sap.com/trademark for additional trademark information and notices.
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THE BEST RUN w
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