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ABOUT THIS GUIDE

The DPSS Style Guide is a resource created to describe brand standards from logos to how
we write our materials.

Using this guide will help staff across the division ensure that our work is in compliance
with University of Michigan brand standards as well as our own.

Each section of this guide contains the most important information you need to know about
that topic. Links to the relevant U-M brand standards will be included as well. If you want
more information and design resources, we've provided a section on graphic design tips
and an appendix for your use.

Use the chapter links in the Table of Contents to go to the chapter you want to visit. From
there, you can click on the Chapter Contents to go to specific information in that chapter.

Sincerely,

The Strategic Communications Team
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U-M CENTRAL CAMPUS LOGOS

The University of Michigan has four official
logos the primary logo, the horizontal logo,
the secondary mark (block M) and the Uni-
versity Seal. You can view and download
these logos at the link.

The primary logo may be used for almost
anything, while the horizontal logo and
block M are for selective use. The University
Seal is reserved for presidential or regent
projects. If you have need of the University
Seal (ex. its on our patches), please send the
request to dpss-strat-comm@umich.edu.

U-M LOGO GUIDELINES

The guidelines for using U-M logos can be
found here. DPSS follows these guidelines
for our logos. More details about using DPSS

UNIVERSITY OF

MICHIGAN

logos according to the official guidelines are
in the DPSS Logos section of this style guide.

USING U-M LOGOS

If you need an official U-M logo for a pro-
ject, you can find them here. Email the Strat
Comm team if you have questions about
using the logos properly.

UNIVERSITY OF MICHIGAN
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LOGO USE GUIDELINES

LOGO USE DON'TS

Do Not:

+ Modify, redesign, redraw, animate, dis-
tort or alter the proportions of the logo.

+ Add words, images, or other design ele-
ments or effects to the logo.

+ Use the logo as part of a graphic.

+ Modify the size or position relationship
of any element within the logo.

* Rotate or render the logo three-dimen-
sionally.

* Replace the official font.

+ Use any U-M logo on anything that is not
official university material

BLOCK M USE DONT’S
Do Not:
+ Modify, redesign, redraw, distort or alter

the proportions of the Block M.

+ Use any part of the Block M as part of
another word

+ Add words, images, or other design ele-
ments or effects to the Block M, or add
the mark to another graphic

* Rotate or render the Block M three-
dimensionally Logo Use Don'ts

LOGO CLEAR SPACE RULES

x = Internal breathing space based on the
size of the serif.

2x = The size of the serif is doubled to create
an external safe space to aid readability and
ensure no other graphic becomes visually
attached to the official identity.

Horizontal Spacing Example

a)

DIVISION OF
DP PUBLIC SAFETY & SECURITY

UNIVERSITY OF MICHIGAN

Vertical Logo Spacing Example

PUBLIC SAFETY

& SECURITY

UNIVERSITY OF MICHIGAN

2x
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GUIDE TO MEASURING CLEAR SPACE

Use guidelines or draw rectangle and measure the height (x) of one of the
Block M serifs.

DIVISION OF
PUBLIC SAFETY & SECURITY

UNIVERSITY OF MICHIGAN

Copy the guidelines or rectangle and paste it above the first one you drew.
They should extend beyond the Block M.

DIVISION OF
H]P PUBLIC SAFETY & SECURITY

UNIVERSITY OF MICHIGAN

Group guidelines or rectangles together and move them to the edge
of the Block M. The group should sit outside of the Block M.

X
DIVISION OF
‘ I]P PUBLIC SAFETY & SECURITY

UNIVERSITY OF MICHIGAN

Copy your group and paste it against the vertical edge of the logo. Rotate the
group 90 degrees. It should sit outside of the Block M.

DIVISION OF
PUBLIC SAFETY & SECURITY

UNIVERSITY OF MICHIGAN

Expand and add your guides or rectangles all the way around the logo to
create a grid/padding around it.

X

DIVISION OF
xx PUBLIC SAFETY & SECURITYEE:
NI X‘ ITY OF MICHIGA

X

Group the logo and the guides/padding then resize or place the logo.
When done with the logo, delete the guides/padding.

D|V| ION OF
‘ UP PUBLIC SAFETY & SECURIT Yigla
UNIVERSITY OF MICHIGAN
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LOGO PAIRING RULES

These rules apply to pairing logos with other
U-M units, divisions, etc. and external part-
ner logos.
Spacing
« The DPSS logo should be first, then the
other logo.

* There should be no graphics between the
two logos.

+ Clear space between two logos should
equal the width of the DPSS logo (x).

'Y
L4

DIVISION OF
PUBLIC SAFETY & SECURITY

UNIVERSITY OF MICHIGAN

PN

Size

+ Other logos should never be larger than
the DPSS logo.

+ The other logo should be the same height
(z) as the DPSS logo.

B

DIVISION OF
PUBLIC SAFETY & SECURITY

UNIVERSITY OF MICHIGAN

EXAMPLE LOGO PAIRING

UNIVERSITY OF MICHIGAN

1 ] DIVISION OF
PUBLIC SAFETY & SECURITY

UNIVERSITY OF MICHIGAN

i DIVISION OF
S pustic Sarery s secunry INNIER, - slack

LOGOS VS. GRAPHICS

Logos are very specific elements at U-M.
Here you'll find the definition of a logo and
what are not considered logos. It's important
to know the difference as central branding
will enforce the rules around using graphics
instead of logos.

Logos

At U-M, logos are specific design elements
that represent the university and its units,
departments, divisions, etc. U-M logos follow
specific templates.

SCHOOL/COLLEGE NAME

INDIVIDUAL UNIT NAME

UNIVERSITY OF MICHIGAN

Graphics
U-M ID Standards allows for graphic ele-

ments for one-time or limited use. An exam-

ple of a graphic/icon is
=M=

the university’s bicen-
UNIVERSITY OF MICHIGAN

tennial graphic.
Graphics like this should
BICENTENNIAL

be requested via the
Strategic Communica-
tions team.

a= slack
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GRAPHIC PAIRING RULES

Spacing
« The DPSS logo should be first, then the
graphic.

* There should be no graphics between
the logo and the graphic.

+ Clear space between the logo and the
graphic should equal the width of the

DPSS logo (x).

PUBLIC SAFETY
& SECURITY

UNIVERSITY OF MICHIGAN

Size

Graphics should never be taller (y) than the
DPSS logo.

PUBLIC SAFETY
& SECURITY

W UNIVERSITY OF MICHIGAN

EXAMPLE GRAPHIC PAIRING

PUBLIC SAFETY
& SECURITY

UNIVERSITY OF MICHIGAN

UNIVERSITY OF MICHIGAN

Logos | DPSS Style Guide



DPSS DIVISION LOGOS

DPSS LOGO NAMING CONVENTION

Naming convention example: DPSS_Form-
LogoYL-WHI. This means this logo is the
DPSS formal logo with a Maize Block M and
white text.

NAMING CONVENTION ABBREVIATIONS

When you download a logo, you'll see
shortened file names. We use abbrevia-
tions to save space on Google Drive. Color
abbreviations follow standard design and
manufacturing conventions. The standard
logo (blue text, maize Block M) won't have
a color abbreviation attached. Here's what
the abbreviations mean:

Logo Type Abbreviation

Formal Logo FormLogo
Formal Stacked Logo FormStackLogo
Informal Logo InformLogo
Alternate Logo AltLogo
Alternate Stacked Logo | AltStackLogo

Color Combo Abbreviation

Black Text & Black Block M BK

Blue Text & Blue Block M BL

DIVISION LOGOS

You’'ll need to sign in with your U-M
account to download logos. Each link
opens a folder with Portable Network
Graphic (.PNG) files for digital use, Encap-
sulated Postscript (.EPS) files for print, and
all color variants.

Click the logo name to download the logo.

Logo Use
External (to DPSS)
Formal Logo materials. Can also

be used internally if
desired.

DIVISION OF
‘ []P PUBLIC SAFETY & SECURITY

UNIVERSITY OF MICHIGAN

Formal Stacked Logo

Internal (to DPSS)
materials or when
the formal logo

PUBLIC SAFETY won't fit.

& SECURITY

UNIVERSITY OF MICHIGAN

Informal Logo

PSS

PUBLIC SAFETY

UNIVERSITY OF MICHIGAN

When the formal
or informal logos
won't fit.

White Text & White Block M WHI

Maize Text & Maize Block M YL

White Text, Maize Block M YL-WHI

DPSS Style Guide | Logos


https://drive.google.com/drive/folders/13IMEhQH2gWa3aJ4kn2q-wiAmKjSyKnDQ?usp=drive_link
https://drive.google.com/drive/folders/1SE6bCOL4u2XUZjtAIQbcyjC4fZLZxTT5?usp=drive_link
https://drive.google.com/drive/folders/12os5ofz761qqlD4nIJUB9Z3j8_llwBSp?usp=drive_link

ALTERNATE DIVISION LOGOS

These logos should only be used when the
formal, formal-stacked, or informal logos
won't fit in your design.

Logo

Alt Informal Logo

PSS

PUBLIC SAFETY

Use

Internal (to DPSS)
materials or swag
that won't accommo-
date the main logos.

Alt Informal Logo -

PSS

Security Internal (to DPSS)
materials that focus
on security or swag

‘ [] PSS that won't accommo-
date the main logos.
SECURITY
Alt Logo

Internal (to DPSS)

materials or swag that

won't accommodate
the main logos.

LOGOS FOR SPECIAL USE ONLY
O

These logos are intended only for
Social Media or special use cases.
If you need one of these logos,
please reach out to us with the use
case.

Special Use Logo - Public Safety

PUBLIC
SAFETY

Special Use Logo - Security

SECURITY

Special Use Logo - Police

POLICE

Logos | DPSS Style Guide

11



DPSS DEPARTMENT & UNIT LOGOS

Each department has its own logo set for
internal purposes. Some department units
(but not all) also have logos. These logos
are intended primarily for internal DPSS
purposes. If your unit does not have a logo
and you feel one is needed, contact dpss-
strat-comm@umich.edu for an evaluation.

Logo sets include:

+ Aformallogo
+ Aformal stacked logo
« Aninformal logo

LOGO DOWNLOADS

Click on the department or unit name to
download the logo files.
+ Administrative Operations Area

+ Strategic Communications Unit

« Technology Operations Unit

+ Dispatch Operations

+ Emergency Preparedness

+ Enterprise Physical Security
* Guest Services

* Housing Security

* Michigan Medicine Security

* Museum Security
* Protective Security

+ U-M Police Department
« K-9 Unit
+ Parking Enforcement Unit
* Special Victims Unit

+ University Security Services

« Community Outreach Unit
« UM-Dearborn DPS (DPSS version)
+ UM-Flint DPS (DPSS version)

12
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https://drive.google.com/drive/folders/1L_T74ssVGAx_qgA93QW9id-zESFVlTTs?usp=drive_link
https://drive.google.com/drive/folders/1pp4_JPeEnBqpuBO2_IkXFDTw2NI23HQM?usp=drive_link
https://drive.google.com/drive/folders/1N6PeS4PmNAxAMqQTj4kBEUSfTQEJxfYJ?usp=drive_link
https://drive.google.com/drive/folders/1AjHGoTftKTiBFNTALJivcFObn9rhGCeq?usp=drive_link
https://drive.google.com/drive/folders/10MdreHi1kZB1ROfEZfNF_06J6wDynEiv?usp=drive_link
https://drive.google.com/drive/folders/1nM3nlK-V9HfYqUKzWgC2JsEKA_T13FzP?usp=drive_link
https://drive.google.com/drive/folders/1N7UC3ArjrYcOv_oE9AH31J3HpLlmkP1d?usp=drive_link
https://drive.google.com/drive/folders/140doCr_urEczdQs0e-CZAWUDjQdOtaEe?usp=drive_link
https://drive.google.com/drive/folders/140doCr_urEczdQs0e-CZAWUDjQdOtaEe?usp=drive_link
https://drive.google.com/drive/folders/1XwcobodR_DVWP0_TUTCT3QUYnYxoLpGy?usp=drive_link
https://drive.google.com/drive/folders/16QofQ50XOS_rLJqsCWkZMOkqgq8gGBns?usp=drive_link
https://drive.google.com/drive/folders/1lvTWGPKJSDws2drh5y5NpQVBBZyNtBKt?usp=drive_link
https://drive.google.com/drive/folders/1zuruUodEJa3OBvLikwx98oupDjCSEAtA?usp=drive_link
https://drive.google.com/drive/folders/1yOpDiDTyw2IPn54NBNgPSRr3uIdCnn8r?usp=drive_link
https://drive.google.com/drive/folders/1y_OW7KJ-AoG0MunBx6SAX0I-wjVm5SSJ?usp=drive_link
https://drive.google.com/drive/folders/18a1pGrRyYEGBh5FKzKJIr0jyF1bnxB6Z?usp=drive_link
https://drive.google.com/drive/folders/1Q-S8LJirgTwGzHKNXxBBWeL5lLOt_agH?usp=drive_link
https://drive.google.com/drive/folders/1IdSjpwkvosi-D5t7e5Z0pNUzut5ZnUpS?usp=drive_link

| S\wﬁ&%{

@
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ANN ARBOR DPSS PATCHES

Police - Standard Ann Arbor campus police officer uniforms.

Police - Class A Ann Arbor campus police officer uniforms.

Police Class B Ann Arbor Class B police uniforms.

Public Safety Ann Arbor public safety officer uniforms.

14 DPSS Style Guide | Patches


https://drive.google.com/drive/folders/1n6Ay7sYxe6EYNOWdc1Vzz9xHiR_0gh-M?usp=drive_link
https://drive.google.com/drive/folders/1uViwgX8Xn2PaMXE8XOXO8Rq0Cm-bMy6z?usp=drive_link
https://drive.google.com/drive/folders/1PKGtfbdst1k5zin5NSrR9lOCRK-FNxrG?usp=drive_link
https://drive.google.com/drive/folders/11Nr0CvpQBCrJGfwYRavWHQuTQegjoymI?usp=drive_link

DEARBORN DPS PATCHES

Police - Standard Dearborn campus police officer uniforms.

Police - Class A Dearborn campus police officer uniforms.

Dearborn campus public safety officer
uniforms.

Public Safety

Patches | DPSS Style Guide 15


https://drive.google.com/drive/folders/1LOfDaK4xZJkLbsXvEAS5qmKDsS5nGy6w?usp=drive_link
https://drive.google.com/drive/folders/1n6zz8t5Boy_jcoKglzUE8cpipjyWWVSC?usp=drive_link
https://drive.google.com/drive/folders/1zKl-oit-pfZG0hLJqJjkhRjUayGTV5bx?usp=drive_link

FLINT DPS PATCHES

Police - Standard Flint campus police officer uniforms.

Police - Class A Flint campus police officer uniforms.

Public Safety Flint campus public safety officer uniforms.
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https://drive.google.com/drive/folders/1J2Bdu886rO5_w62NxeXxWNL1BBrFFcuZ?usp=drive_link
https://drive.google.com/drive/folders/1--FpsaBtgHrC-3imwEb3k6Kjh5rAJqAz?usp=drive_link
https://drive.google.com/drive/folders/1zCtyfYGY9JW2m5-3TkwrzjzRzntHnPIh?usp=drive_link
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DPSS WRITING PRACTICES

DPSS BRAND VOICE

Lead with people. Show the human side
of safety. Prioritize imagery and stories
that reflect the diverse individuals we
serve and the people behind the badge.
Whether it's a friendly officer helping a
student, or a guest services staffer offer-
ing directions, content should center
human connection.

Be Clear, Not Clinical. Avoid jargon and
excessive formality. Use everyday lan-
guage that informs without overwhelm-
ing. In design, favor clean layouts, strong
hierarchy, and visuals that reinforce the
message without clutter.

Show Safety in Motion. Highlight active
moments: officers responding, students
engaging in training, security checks in
progress, community members inter-
acting. Visuals and copy should reflect
that safety is something we do—not just
something we have.

Reflect the community. Our content
should look and feel like U-M. Use famil-
iar campus environments, people, and
moments that resonate with students,
faculty, staff, and visitors alike.

Communicate Calm Confidence. In
crises or urgent moments, our tone and
visuals should be grounded, clear, and
composed. In everyday moments, our
content can be more warm, encourag-
ing, and helpful—but it should always
maintain a sense of readiness and reli-
ability.

WRITE IN PLAIN LANGUAGE

At U-M and its many schools, units, divisions
(including DPSS) there is a lot of work done
that is highly specialized or academic. Some-
times, especially when communicating with
external audiences, it's important to write in
plain (also known as common) language
as much as possible.

What is Plain Language?

Plainlanguage.gov defines it as: “Writing that
your audience can understand the first time
they read or hear it.”

Plain language:

* Is written in active, not passive, voice.

+ Avoids excessive jargon.

* Avoids overuse of technical terms.

« Explains any jargon or technical terms
that must be used.

+ Uses “everyday language.”
* Is not overly formal.

+ Uses meaningful headings with key
words.

+ Makes lists, rather than paragraphs,
when possible.

+ Covers one topic per paragraph.

Example

In order to effectively utilize the resources,
please complete the attached form.

In plain language

To use the resources, please fill out
the form.

18
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https://www.plainlanguage.gov/about/definitions/
https://study.com/academy/lesson/active-voice-definition-examples-quiz.html

USE PEOPLE-FIRST LANGUAGE

It's also important, especially in public ser-
vice, to write in “people-first” language. Peo-
ple-first language emphasizes a person
before a disability, condition, or other
characteristics.

What is People-First Language?

The National Institutes of Health defines
people-first language as: “A way to empha-
size the person and view the disorder, dis-
ease, condition, or disability as only one part
of the whole person.”

People-first language:

+ Puts the person first and avoids ableist
labels

+ Does not define people by things outside
of their control or put too much empha-
sis on it (i.e. disabilities, ethnicity, etc.)

« Aims to humanize who is being written
about

Example

Hearing impaired people should follow the
correct evacuation procedures.

In people-first language

People who are deaf or hard-of hear-
ing should follow the correct evacua-
tion procedures.

WRITING & ABBREVIATING UNIVERSITY
OF MICHIGAN

« Write out the complete name the first
time you refer to it.

« Unless it is the first word in a sentence
or part of an official title, ‘the’ should not
be capitalized.

+ Avoid referring to the university as “Mich-
igan” as it can cause confusion with the
state name.

University Abbreviations

The abbreviation for the University of Michi-
gan, when writing about it without a campus
named, is “U-M.”

Using “The” in Abbreviations

Use of “the” is optional with the abbreviated
name:

* John attends the U-M.
« John attends U-M.

Capitalizing “University”

It is strongly advised not to capitalize
“university” when referring to the Univer-
sity of Michigan in a sentence without spell-
ing out the full name.

Example: The university has many logos.

Campus Abbreviations

* Ann Arbor Campus: UM-Ann Arbor
« Dearborn Campus: UM-Dearborn
* Flint Campus: UM-Flint

Do not use “UM” by itself. Only
use when part of a campus.

CAMPUS & DEGREE ACONYMS

The University of Michigan loves acronyms
and there are many! Student Life has an
Acronym Decoder you can use if you're
unsure of what an acronym stands for.

Ann Arbor Campus Acronyms

If you use an acronym that refers to a school
or location on campus, please remember:

19
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https://www.nih.gov/nih-style-guide/person-first-destigmatizing-language#:~:text=Person%2Dfirst%20language%20is%20a,known%20or%20cannot%20be%20determined.
https://campusinfo.umich.edu/acronyms
https://campusinfo.umich.edu/acronyms

« Spell the full name of the school or
location the first time its referenced in
a sentence, after that you can use the
acronym.

+ Write the acronym in parenthesis after
the full name or location when it's written
for the first time.

« Example: North Campus Research Com-
plex (NCRC).
Plurals of Abbreviations & Acronyms

For plural abbreviations and acronyms, add
a lowercase “s” without an apostrophe

Example: All of the department's MAs,
PhDs, and GSls spent several hours at the
seminar.

Degree Acronyms

+ For academic degrees, don't use periods
(i.e. BA, BS, MA).

* Doctorates are written as PhD (not PHD
or Ph.D.).

+ If the degree might be unfamiliar to your
audience, use a general degree acronym
followed by the degree category spelled
out.

+ For degree names, use lowercase when
spelling them out (i.e. bachelor of sci-
ence, master of business administration

A full list of UM-Ann Arbor degrees and their
abbreviations can be found on the ID stand-
ards site.

CAPITALIZATION, DATES, TIMES,
NUMBERS & QUOTES

Capitalization

+ Job titles are capitalized only when they
precede a name:

* Vice President Jane Smith vs. Jane
Smith, vice president

+ Avoid unnecessary capitalization. Only
proper nouns and official titles should
be capitalized.

Dates & Times

+ Abbreviate months with specific dates:
Jan. 5, 2025.

+ Spell out when the month stands alone:
January 2025

* Do not use “st,” “nd,” “rd,” or “th"” with
dates.

+ Write out the full time and use a.m. and
p.m. (lowercase with periods: 9:00 a.m.,
5:00 p.m.

Numbers

+ Spell out numbers one through nine; use
numerals for 10 and above. Examples:

* Three students attended
* The team has 12 members.

+ Always use numerals for ages, percent-
ages, and dimensions. Examples:

* Sheis 5 years old
* 7%, 6 feet tall

Quotes

+ Use “double quotation marks” for quotes
and ‘single quotes’ for quotes within
quotes.

* Place punctuation inside quotation mark.
Examples:

« “We're ready,” she said.
* “When are we leaving?” he asked.

WRITING ALUMNI & ALUMS

* In situations where gender is unknown
or neutral:

« Use “Alum” or “Alums”

* In situations where gender is known/
more formal writing is required, use:

20
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https://brand.umich.edu/editorial-resources/abbreviations/
https://brand.umich.edu/editorial-resources/abbreviations/

« “Alumnus”; one male alum
« “Alumna”: one female alum

« “Alumni”: more than one male or male
and female alums

« “Alumnae”; more than one female
alum

WRITING RESOURCES

U-M Writing Resources
« U-M Acronym Decoder
« U-M Editorial Guidelines

Non U-M Writing Resources
« The Associated Press (AP) Stylebook
* Guide to Inclusive Communication

21
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https://campusinfo.umich.edu/acronyms
https://store.stylebooks.com/apstylebookonline.html
https://docs.google.com/document/d/1TBzlDejpobdP-eZgvV-iRMLBrEx2GJ_r2eRkFx-d4R8/edit

ACGESSIBLE WRITING

WRITING FOR SCREEN READERS

When you write, keep screen reader users
in mind from the beginning. The most
important things to keep in mind for this
are header/table tags, which give docu-
ments a proper reading order (hierarchy).

Structuring your documents properly will
save time at the end of the process when
you run an accessibility check by ensuring
tags are already there (you won't have to
add them after).

Here's how you can ensure your document
will be read properly by a screen reader:

TASK: PROPERLY LABEL ALL HEADER LEVELS.

Instructions for Google Docs

1. Highlight your heading.

2. Find the Styles tool in the Toolbar
and click on it.

3. Choose the heading type from the
drop-down menu.
4. Click Apply Heading.

ExampleDoc # B & D B - @ share

File Edit View Insert Format Tools Extensions Help Accessibility

‘oo o g ol e - () S5
i 1 A 1 3 $ 7

(-] eader 1
Subtitle >
ore adipiscing elit u urna.
e CENaS i ] [ —— 20U m
. Apply Heading 1 Ctri+Alt+1

i ~ Heading1 » I—l il
congue Nulla
placerat nibh Update 'Heading 1' to match ximus
- - c

wiputate elitac L N
eading " Aaecenas rhoncus sem non enim dapib
Heading 3 » , imperdiet sed sapien. Ut nec nisi cursus

Instructions for Word

1.Double-click to highlight your
heading.

2. Find the Styles tool in the popup
and click on it.

3. Choose the heading type from the
drop-down menu.

Aptos Body)  ~[12  ~

il »

iy A/ Q

v T [styes| Syl e,
9 Normal No Spacing Heading Heading 2
orem ipsum dolor sit amet, consec

id dignissim augue. Mauris dictum erat| T|tle
Morbi quis massa ex. Nullam eleifend

B]1 u 2. A~

Subtitle SubtleEmpha  Emphasis

mattis ut, mollis ut tortor. Quisque ves
nulla eleifend vehicula. Integer semper Intense Emph Strong Quote Intense Quote
Mauris nec rutrum leo, sit amet condin]
vehicula tellus. Maecenas rhoncus ser|
eleifend urna.

SuBTLE REFERE INTENSEREFER  Book Title  List Paragrapt

Aenean sem nisi, consequat quis variu| A, Createa Style
dictum orci in, mattis arcu. Sed blandi
Vivamus bibendum dui sed ex vehiculg
Proin ut odio vel magna efficitur molest
congue vestibulum. Etiam vel suscipit lacus. Praesent in tellus vel leo convallis tempus

Ao Clear Formatting

A, Apply Styles...
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TASK: SET UP TABLES FOR A SCREEN READER.

Instructions for Google Docs
1.Insert a table.

b.Navigate to Insert.
c. Click Table.
d.Choose how many rows and
columns you want and click to
insert.
2.Keep labels to one cell, don't
merge cells.

3.Set up the content in the table to
be read in a logical, left-to-right or
top-down manner.

4.Use the Accessibility tool to
check your table for logical read-
ing order.

a. Navigate to Accessibility.

b.Choose from the list of table
reading options to check your
table.

ExampleDoc ¥ 0 &

D B - O shre -
File Edit View Insert Format Tools Extension: Accessibility

Q 6 @ @& A S 100% -~ | Normaltext ~ Proxi. ¢ Verbalizeto screen reader
v 1 2 2 B Comments 3
= Footnote
- S Headings
[& Graphics

= List
o Header 1
@ Link

Next table Ctri+Alt+ShifteN Ctri+AltsshifteT | | T Table > ]
Previous table Clri+AltsShift+P Cirl+AltsshifteT | 88 Section

Start of table CUI4AItsShiftsT Ctri+AltsShiftss

End of table Ciri+AltsShiftsT Ctri+Altsshiftep | A Misspelling a
Start of table column Ctri+Alt+Shift+T Ctrl+Alt+Shift+| Formatting ;”
End of table column Ctri+Alt+ShiftsT CtrisAltsshiftsk | [ Bookmarks v
Next table column Clrl+Alt+ShiftsT Ctri+AltssShiftss | < Show live edits Ctrl+Alt+Shift+R s

10 C

Previous table column  Ctrl+AltsShiftsT Ctrl+Alt+Shift+V | s Maecenas rhoncus sem non enim dapibus

Start of table row Ctrl+Alt+Shift+T Ctrl+Alt+Shift+J | Na-
End of table row Ctrl+AltsShift+T Ctrl+AltsShiftsL | eget, imperdiet sed sapien. Ut nec nisi cursus,
Next table row CtrlsAltsShiftsT CtrisAteshiften | tincidunt nulla at ultrices. Etiam ut mauris nisl.

eu laoreet odio vulputate. Nullam a tempus mi.
e in et justo. Vestibulum dignissim ipsum vitae
Exit table Ctrl+Alt+ShiftsT Ctri+Alt+Shift+£ | uS. Praesent in tellus vel leo convallis tempus
icies pulvinar. Nulla vitae libero a leo interdum

Previous table row Ctrl+Alt+Shift+T Ctrl+Alt+Shift+G

Instructions for Word

1. Insert a table.

b.Navigate to Insert.
c. Click Table.
d.Choose how many rows and
columns you want and click to
insert.
2.Keep labels to one cell, don't
merge cells.

3.Set up the content in the table to
be read in a logical, left-to-right or
top-down manner.

4. Click on your table.

5. Navigate to Table Design in the
Toolbar.

6. Check Header Row.
7. Check First Column.

8. This will ensure screen readers will
read your header rows properly.

® - o x

Table Design | Table Layout | >

Table Style Options Table Styles Borders [ v

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nam ut imperdiet urna. Maecenas
id dignissim augue. Mauris dictum erat quis nunc gravida, nec condimentum quam mattis.
Morbi quis massa ex. Nullam eleifend viverra accumsan. Nulla nisl urna, congue quis
mattis ut, mollis ut tortor. Quisque vestibulum porttitor tincidunt. Nulla placerat nibh sed
nulla eleifend vehicula. Integer semper iaculis metus, maximus vulputate elit accumsan et
Mauris nec rutrum leo, sit amet condimentum velit. Nam nec sodales massa. Quisque eu
vehicula tellus. Maecenas rhoncus sem non enim dapibus mattis. Donec at luctus felis, in
eleifend urna.
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COMMON ACCESSIBILITY ISSUES

& SOLUTIONS

These are common accessibility issues
experienced by a wide range of people with
disabilities and how you can avoid them.

Issue Solution

Large blocks of text
with no clear way to tell
when one topic ends
and another begins.

Write in plain language.

Vague instructions.

Ensure your instruc-
tions are very clear.

Too many figures of
speech or idioms.
speech or idioms.

Avoid using too many
figures of speech.

No document tags or
proper reading order
established.

Ensure your docu-
ments have properly
labeled headers, etc.
to create a tagged
proper reading order.

TOOLS TO HELP WRITING ACCESSIBLY

« Narrator, Windows Built in_Screen

Reader. This tool can be used on a Win-
dows computer to review your text and
make sure it's being read correctly.

* VoiceOver, Mac Builtin Screen Reader. If

you have a Mac computer, you can use
this tool to review your text and make
sure it's being read correctly. This is also
included on Apple mobile devices.

» TalkBack, Android Built in Screen Reader.

This is a tool you can use on an Android
device to check your text is read cor-

rectly.
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https://www.microsoft.com/en-us/windows/tips/narrator
https://www.microsoft.com/en-us/windows/tips/narrator
https://support.apple.com/guide/voiceover/welcome/mac
https://support.google.com/accessibility/android/answer/6283677?hl=en
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DPSS PRIMARY COLOR PALETTE

For consistency in color across multiple media types, for each color, we've included the
settings for each color’'s Pantone Color Matching System (PMS).

You can download an Adobe color library pack of the colors here.

Maize
PMS: 7406 C
Hex: #ffcb05

CMYK: C0%,
M20%, Y100%,
KO%

Angell Hall Ash

PMS: Warm Gray
6 C

Hex: #a69c95

CMYK: C37%,
M35%, Y38%, K1%

Blue
PMS: 282 C
Hex: #002474c

CMYK: C100%,
M86%, Y41%,
K42%

UMMA Tan
PMS: 7502 C
Hex: #d1b888

CMYK: C19%,
M25%, Y52%, KO%

Arboretum Blue
PMS: 660 C
Hex: #3d7dca

CMYK: C76%,
M47%, YO%, KO%

Puma Black
PMS: Black 6 C

Hex: #101820

CMYK: C82%,
M71%, Y59%,
K75%

Taubman Teal
PMS: 326 C
Hex: #00afab

CMYK: C77%,
M6%, Y38%, K0%

White
PMS: 000 C
Hex: #ffffff

CMYK: C0%,
M0%, YO%, KO%
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https://drive.google.com/file/d/1KINwP1BkZYmmiYMmueOSCPIHyxOpc6jY/view?usp=drive_link

DPSS ACCENT COLOR PALETTE

Use these colors sparingly - as accents to the primary color palette.

Tappan Red Ross Orange Rackham Green Wave Field
PMS: 484 C PMS: 1595 PMS: 5565 Green
Hex: #9e3223 Hex: #d86018 Hex: #75988d PMS: 398
CMYK: C25%, CMYK: C11%, CMYK: C41%, Hex: #asa08
MB17%, ¥98%, M75%, Y100%, MA46%, Y76%, CMYK: C14%,
K21% K1% K16% M6%, Y100%,
K24%

Burton Tower A2 Amethyst Matthaei Violet Law Quad Stone
Beige PMS: 2603 C PMS: 668 C PMS: Warm Gray
PMS: 451 Hex: #722382 Hex: #624c79 oC
Hex: #9B9a6d CMYK: C68%, CMYK: C70%, Hex: #a69c95
CMYK: C21%, M100%, Y11%, M78%, Y28%, CMYK: C37%,
M15%, Y54%, K2% K11% M35%, Y38%, K1%
K31%
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BEST COLOR PAIRINGS

These color pairings ensure accessibility & readability via contrast as well as being aes-
thetically pleasing. The examples shown use text on a solid background to demonstrate

readability.

Blue + Maize

Aa

Maize + Blue

Taubman Teal
+ Puma Black

Puma Black +
Ross Orange

Aa

White + A2
Amethyst

Rackham
Green + Puma
Black

Matthaei Violet
+ White

Blue + Taubman
Teal

Aa

Maize + Puma
Black

Taubman Teal +
White

Puma Black +
Rackham Green

Aa

White +
Matthaei Violet

Burton Tower
Beige + Blue

Angell Hall Ash
+ White

Blue + UMMA
Tan

Aa

Maize + A2
Amethyst

Angell Hall Ash
+ Blue

Puma Black +
Wave Field
Green

Aa

White + Angell
Hall Ash

Burton Tower
Beige + Puma
Black

Blue + Angell
Hall Ash

Aa

Maize +
Matthaei Violet

Angell Hall Ash
+ Puma Black

Puma Black +
Burton Tower
Beige

Aa

White + Blue

Wave Field
Green + Blue

Blue + White

Arboretum Blue
+ White

Puma Black +
Maize

Aa

White +
Arboretum
Blue

Ross Orange +
Puma Black

Wave Field
Green + Puma
Black

Blig:# Blue + Wi Blue + Burt
Rackhaim F‘uled . ave Tue Bu‘on
Green ie reen ower Beige
UMMA Tan + UMMA Tan + Blue + Taubman
Blue Puma Black Teal

Puma Black + Puma Black + Puma Black +

Taubman Teal UMMA Tan Angell Hall Ash
White + White + Ross White + Tappan
Taubman Teal Orange Red
Ross Orange + Tappan Red + Rackham
White White Green + Blue
A2 Amethyst + A2 Amethyst + Matthaei Violet
Maize White + Maize
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COLOR ACCESSIBILITY

COMMON COLOR ACCESSIBILITY ISSUES

& SOLUTIONS

Issue Solution

There are too many
bright colors.

Try to minimize using
too many bright colors
at once.

The colors clash.

Look for balance in
your color choices.
Use the color wheel.

Not enough contrast
between a back-
ground color and the
text color.

Ensure there's enough
contrast for text to be
readable. Check the
text contrast combos
we've provided.

TOOLS TO HELP WITH COLOR

ACCESSIBILITY

* Web Disability Simulator Chrome Exten-

sion. It allows you to simulate a variety
of disabilities in your chrome browser,
including color blindness, color contrast,

low vision, etc.

« WAVE Accessibility Firefox Extension.

This allows you to view color contrast

issues, etc.

Colors | DPSS Style Guide
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U-M APPROVED FONTS

Click on the font name to download it.

IBM Plex Super Family

Aa Ee Rr
Aa Ee Rr

Safety & Security

Aa Bb Bc Dd Ee Ff Gg Hh Ii Jj
Kk L1 Mm Nn Oo Pp Qq Rr Ss

Tt Uu Vv Ww Xx Yy Zz
0123456789

Montserrat
Aa Ee Rr
Aa Ee Rr

Safety & Security

Aa Bb Bc Dd Ee Ff Gg Hh i
Jj Kk LI Mm Nn Oo Pp Qg Rr
Ss Tt Uu VW Ww Xx Yy Zz
OI254567 8

Nunito Sans

Aa Ee Rr
Aa Ee Rr

Safety & Security

Aa Bb Bc Dd Ee Ff Gg Hh li
Jj Kk LLMm Nn Oo Pp Qg Rr
Ss Tt Uu Vv Ww Xx Yy Zz
0123456789

Nunito Sans is best for
body text but can be

Montserrat is a multi-use
font, for display and body

IBM Plex Super family is a
multi-use font.

IBM Plex Super Family text. multi-use.
has multiple language
options. If you need one
of these languages please
let us know.
Merriweather Playfair Display Oswald
AaEeRr Aa Ee Rr Aa ke Rr
Aa Ee Rr Aa Ee Rr a AaEeRr
Safety & Security Safety & Security Safety & Security

Aa Bb Bc Dd Ee Ff Gg Hh Ii
Jj Kk L1 Mm Nn Oo Pp Qg Rr

Ss Tt Uu Vv Ww Xx Yy Zz
0123456789

Merriweather is a multi-

use font.

Aa Bb Bc Dd Ee Ff Gg Hh 1i Jj
Kk L1 Mm Nn Oo Pp Qq Rr Ss
Tt Uu Vv Ww Xx Yy 77
01234567809

Playfair Display is a dis-

play font.

Aa Bb Bc Dd Ee Ff Gg Hh li Jj Kk LI Mm Nn

0o Pp Qq Rr Ss Tt Uu Vv Ww Xx Yy Zz
0123456789

Oswald is a display font.

Typography | DPSS Style Guide
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https://fonts.google.com/?query=ibm
https://fonts.google.com/?query=merriweather
https://fonts.google.com/specimen/Montserrat
https://fonts.google.com/?query=playfair
https://fonts.google.com/specimen/Nunito+Sans
https://fonts.google.com/?query=oswald

DPSS FONTS

DPSS PREFERRED U-M FONT PAIRINGS

Montserrat

Aa Ee Rr
Aa Ee Rr

Safety & Security

Aa Bb Bc Dd Ee Ff Gg Hh li
Jj Kk LI Mm Nn Oo Pp Qg Rr

Ss Tt Uu VW Ww Xx Yy Zz
0123456789

Titles & Headers: All-caps Oswald, regular,

Nunito Sans

Aa Ee Rr
Aa Ee Rr

Safety & Security

Aa Bb Bc Dd Ee Ff Gg Hh li
Jj Kk LLMm Nn Oo Pp Qq Rr

Ss Tt Uu Vv Ww Xx Yy Zz
0123456789

medium or bold

Body Text: Nunito Sans

Proxima Nova

Aa Ee Rr
Aa Ee Rr a
Safety & Security

Aa Bb Bc Dd Ee Ff Gg Hh i Jj Kk LI Mm Nn
Oo Pp Qg Rr Ss Tt Uu Vv Ww Xx Yy Zz
0123456789

Proxima Nova
Aa Ee Rr

Aa Ee Rr a

Safety & Security

Aa Bb Bc Dd Ee Ff Gg Hh li Jj Kk LI Mm Nn
Oo Pp Qg Rr Ss Tt Uu Vv Ww Xx Yy Zz
0123456789

Titles & Headers: Proxima Nova Bold

Body Text: Proxima Nova Regular

Merriweather

Aa EeRr
Aa EeRr
Safety & Security

Aa Bb Bc Dd Ee Ff Gg Hh Ii
Jj Kk L1 Mm Nn Oo Pp Qq Rr

Ss Tt Uu Vv Ww Xx Yy Zz
0123456789

Nunito Sans

Aa Ee Rr
Aa Ee Rr

Safety & Security

Aa Bb Bc Dd Ee Ff Gg Hh li
Jj Kk LLMm Nn Oo Pp Qq Rr
Ss Tt Uu Vv Ww Xx Yy Zz
QiL23456789

Oswald

Aa Ee Rr
Aa ke Rr
Safety & Security

Aa Bb Bc Dd Ee Ff Gg Hh li Jj Kk LI Mm Nn
0o Pp Qq Rr Ss Tt Uu Vv Ww Xx Yy Zz
0123456789

Nunito Sans

Aa Ee Rr
Aa Ee Rr

Safety & Security

Aa Bb Bc Dd Ee Ff Gg Hh li
Jj Kk LLMm Nn Oo Pp Qq Rr
Ss Tt Uu Vv Ww Xx Yy Zz
O 2384156 7E¢

Titles & Headers: Merriweather, regular,
semi-bold or bold

Titles & Headers: Montserrat, regular,
semi-bold or bold

Body Text: Nunito Sans Body Text: Nunito Sans
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DPSS WEB FONT

Proxima Nova
Aa Ee Rr

Aa Ee Rr a

Safety & Security

Aa Bb Bc Dd Ee Ff Gg Hh li Jj
Oo Pp Qq Rr Ss Tt Uu Vv V

012345678

Proxima Nova is
the font used on

DPSS RECOMMENDED FONT ALTERNATIVES

Open Sans

Aa Ee Rr
Aa Ee Rr

Safety & Security

Aa Bb Bc Dd Ee Ff Gg Hh li Jj
Kk LI Mm Nn Oo Pp Qq Rr Ss
Tt Uu Vv Ww Xx Yy Zz
0123456789

Open Sans is a
good alternative to

Poppins

Aa Ee Rr O

Aa Ee Rr
Safety & Security

Aa Bb Bc Dd Ee Ff Gg Hh li
Jj Kk LI Mm Nn Oo Pp Qq Rr

Ss Tt Uu Vv Ww Xx Yy 7z
0123456789

Poppins is a good
alternative to

our website. Nunito Sans. Nunito Sans.
Anton BEBAS NEUE Libre Baskerville
Aa Ee Rr AA EE RR Aa Ee Rr
Aa Ee Rr AAEERR AaEeRr a
Safety & Security SAFETY & SECURITY Safety & Security

Aa Bb Be Dd Ee Ff Gg Hh Ii Jj KK LI Mm

Nn 0o Pp Qq Rr $s Tt Uu Uv Ww Xx Yy 2z
0123456789

Anton is a good
alternative to
Oswald.

AA BB BC DD EE FF 6G HH 11 JJ KK LL MM NN 00 PP

QQRR SSTT UU VVWW XX YY 72
0123456789

Bebas Neue is a

good alternative to

Oswald.

Aa Bb Bc Dd Ee Ff Gg Hh Ii Jj
Kk L1 Mm Nn Oo Pp Qg Rr Ss
Tt Uu Vv Ww Xx Yy Zz
0123456789

Libre Baskerville is

a good alternative

to Merriweather.

Lato

Aa Ee Rr
Aa Ee Rr a

Safety & Security

Aa Bb Bc Dd Ee Ff Gg Hh li
Jj Kk LI Mm Nn Oo Pp Qg Rr

Ss Tt Uu Vv Ww Xx Yy Zz
0123456789

Lato is a good alter-

native to Montser-
rat.

Typography | DPSS Style Guide
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https://fonts.google.com/specimen/Poppins
https://drive.google.com/drive/folders/1FeWnBV58jkZqHjGZGTtSHtg9e2SRCNmD?usp=drive_link
https://fonts.google.com/specimen/Anton
https://fonts.google.com/specimen/Poppins
https://fonts.google.com/specimen/Bebas+Neue
https://fonts.google.com/specimen/Lato
https://fonts.google.com/specimen/Libre+Baskerville

FONTS & ACCESSIBILITY

COMMON FONT ACCESSIBILITY ISSUES

& SOLUTIONS

Issue Solution

Text is too small.

Avoid using anything
smaller than 10 pt font
size unless the font has
been designed to be
read at a small size (ex.
Nunito Sans).

Fonts are too decora-
tive and hard to read.

Use fonts that are
easy to read and are
not distracting.

TOOLS TO HELP WITH FONT

ACCESSIBILITY

The simplest tool to check font readability
is to print your design out at actual size.

This will allow you to see if the font is too
small outside of your computer screen,
which can be deceiving.

34
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DPSS LOOK & FEEL

OUR BRAND PERSONALITY

Photographs and illustrations should work
together to create a distinctive visual look
and feel called a “brand personality.” What
is our brand personality? Here are the

key words to remember when looking for

images:
» Safety & Security: Use imagery that
matches the topic. Staff demonstrating

safety procedures is another great way
to show this.

* Action: Make public safety a verb! Use

WHAT TO INCLUDE IN A PHOTO

People

Show real students, faculty, and
officers in candid moments—offer-
ing help, giving directions, leading
trainings, responding to incidents
calmly, etc. Reflect the full breadth
of the community.

images that capture our staff in action
serving the community.

 Community: Show our staff engaging
with the community. Try to include uni-
versity landmarks when possible.

* Trust: Choose images that reinforce
trust and approachability.

PHOTOGRAPHY

What makes a good photograph? What
should you consider when choosing or
taking photos. Read our guidelines below.

Emotion

Keep it emotionally grounded. Evoke
feelings of safety, trust, and con-
fidence—look for genuine smiles,
reassurance, and visible support.
Use photos with lots of energy.

36
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WHAT TO INCLUDE IN A PHOTO

Action

Capture moments of service, such
as patrols, community events, guest
services, and emergency response.
Include fun interactions as well.

WHAT TO AVOID IN A PHOTO

Context

Show recognizable university land-
marks or environments—residence
halls, libraries, Michigan Medicine,
stadiums.

Children in Photos Copyright Infringement Technical Flaws

Photos of minors require  pg not use images from ~ Blurry or out of focus pho-
parent/guardian consent.  Ggogle or other web- tos (excluding motion blur
All minors shown from sites, as they are typically ~ ©F blurred backgrounds),
the Shop with a Cop event subject to copyright. too dark or bright, or over/

have approved photo
releases.

e ——— T

Imagery | DPSS Style Guide

under-saturated.
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USING STOCK PHOTOS

Try to use stock photos sparingly as over-
using them can cause a design to feel too
generic or sterile. If you find yourself in a
position where you need to use a stock

photo, keep this in mind:

+ Use photos that don't focus on a per-
sons face—instead, find photos that
show hands, people facing away from
the camera, or the camera “looking over”
the person’s shoulder.

+ For photos of objects or equipment,
make sure all the recognizable parts of
the object are in frame.

+ Keep locations vague. Find photos that
have blurred backgrounds or look like
they could have been taken anywhere.

WHERE TO FIND PHOTOS

DPSS & U-M Photos
+ Best of DPSS Photography

+ Best of U-M Photography

* Michigan Commons

* Michigan Photography Complementary
Collection

Free Stock Photos

« Adobe Stock (all photos are free with
your U-M account)

« Pixabay

Paid Stock Photos
« iStock
« Shutterstock

Strategic Communications main-
tains a photo archive of all photos
taken at DPSS. If you don't see a
photo in the “Best of DPSS” folder,
reach out to us.

ILLUSTRATIONS

What makes a good illustration? Read our
guidelines below.

WHAT TO LOOK FOR IN AN ILLUSTRATION

Icons Drawings

Cleanly designed, recogniz-
able symbols.

Hand-drawn illustrations
with detail or clean com-
puter artwork.

Infographics

Designs that are easy to fol-
low. The graphic should be
very clear from start to end.

38
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https://drive.google.com/drive/folders/1lU4HOSWh2hgjHkKY4o5yXCmi8qSFWrYZ?usp=drive_link
https://drive.google.com/drive/folders/1Za82Da-i6YtNXQRmaTe-QaFzm_VbN-zn?usp=drive_link
https://digitalassets.umich.edu/portals/d9wdew1o/MCMichiganCommonsPortal
https://photostore.vpcomm.umich.edu/search#%7B%22collection%22:%221%22,%22page%22:1%7D
https://photostore.vpcomm.umich.edu/search#%7B%22collection%22:%221%22,%22page%22:1%7D
https://stock.adobe.com/bg
https://pixabay.com/
https://www.istockphoto.com/
https://www.shutterstock.com/

WHAT TO AVOID IN AN ILLUSTRATION

Sloppy/Grunge Art

Art that either isn't drawn
very well or has so much
going on that the viewer
can't make out what it is.
Grunge artwork can also
evoke negative feelings.

The “Corporate Mem-
phis” Style

This is an overused style
of illustration with bright
colors, flat shapes, and
simplified figures with
long limbs and short tor-

sos. This style has become
cliche’, and insincere.

>-®

WHEN TO USE AN ILLUSTRATION

In general, it's best to use an illustration
when you're trying to show a process (info-
graphic), represent a concept (icon) or give

a playful feeling (cartoon) to a work. . Pixaba
As much as possible, try not to mix pho-

tographs with illustrations unless they're
infographics. Using illustrations and photos
interchangeably in a design can create an

+ iStock

Overly Cartoony Art

Cartoons have their place
but they need to be used in
the right context. Don't use
cartoon illustrations for seri-
ous subjects.

WHERE TO FIND ILLUSTRATIONS

Free Stock Illlustrations

« Adobe Stock (all illustrations are free with
your U-M account)

Paid Stock Illlustrations

* Shutterstock

uneven feeling.

Imagery | DPSS Style Guide
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IMAGE ACGESSIBILITY

ALT TEXT & WHY ITS SO IMPORTANT

Alt text is one of the most important acces-
sibility elements for digital works. Using
screen reader software, users can listen to
the contents of a web page or digital docu-
ment. If alt text has been added, the screen
reader will describe the images. Check out
the Screen Reader Demo for Digital Accessi-
bility video from 00:25-2:20 to better under-
stand how screen readers work.

+ If you fail to provide alt text, the screen
reader will either skip the image entirely
or describe it only as “image.”

* So what should alt text look like? Good
alt text:

« Answers the question “What do you
see?” and will change depending on
the image’s context.

* |Is descriptive but short. It should
never be paragraphs of text. 1-2 sen-
tences is enough.

Example Alt Text

Long, softly lit room with a high, arched ceiling
and two rows of chandeliers.

HOW TO ADD ALT TEXT

* Google Suite: Add or Edit Alt Text
(Instructions include all Google pro-
grams).

* Microsoft Office: Add alternative text to
a shape, picture, chart, SmartArt graphic,
or other object (Instructions include all
Microsoft programs).

e Other Programs

* Adobe InDesign: Add Alt Text in InDe-
sign
* Adobe Acrobat: How to Add Alt Text

in Adobe Acrobat: A Step-by-Step
Guide

* Gamma.app: select an image in your
card, look for an editing toolbar or
right-click option and use the avail-
able tools to add a description, often
with Al assistance, by describing the
image content for accessibility.

TOOLS TO HELP WITH IMAGE
ACCESSIBILITY

* Google Chrome Extensions
« Image Alt Text Viewer
« Social Visual Alt Text

* Firefox Extensions
+ Alt Text Viewer
« AltVision: Image Alt Text Viewer

¢ Other Tools
« U-M Al Helper: Alt Text Generator
« Al Alt Text Generator

40
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https://umich.us14.list-manage.com/track/click?u=ecaf5f62698b7aa66831aa782&id=82fa4a3a5d&e=cf1aeb816c
https://umich.us14.list-manage.com/track/click?u=ecaf5f62698b7aa66831aa782&id=82fa4a3a5d&e=cf1aeb816c
https://support.google.com/docs/answer/6199477?hl=en#:~:text=Add%20or%20edit%20alt%20text
https://support.microsoft.com/en-us/office/add-alternative-text-to-a-shape-picture-chart-smartart-graphic-or-other-object-44989b2a-903c-4d9a-b742-6a75b451c669
https://support.microsoft.com/en-us/office/add-alternative-text-to-a-shape-picture-chart-smartart-graphic-or-other-object-44989b2a-903c-4d9a-b742-6a75b451c669
https://support.microsoft.com/en-us/office/add-alternative-text-to-a-shape-picture-chart-smartart-graphic-or-other-object-44989b2a-903c-4d9a-b742-6a75b451c669
https://accessible-pdf.info/en/basics/indesign/add-an-alt-text-in-indesign/
https://accessible-pdf.info/en/basics/indesign/add-an-alt-text-in-indesign/
https://elearning.adobe.com/2024/02/how-to-add-alt-text-in-adobe-acrobat-a-step-by-step-guide/
https://elearning.adobe.com/2024/02/how-to-add-alt-text-in-adobe-acrobat-a-step-by-step-guide/
https://elearning.adobe.com/2024/02/how-to-add-alt-text-in-adobe-acrobat-a-step-by-step-guide/
https://chromewebstore.google.com/detail/image-alt-text-viewer/nhmihbneenlkbjjpbimhegikadfleccd?hl=en
https://chromewebstore.google.com/detail/social-visual-alt-text/bkpbmomfemcjdeekdffmbohifpndodmi?hl=en
https://addons.mozilla.org/en-US/firefox/addon/view-alt-text/?utm_source=addons.mozilla.org&utm_medium=referral&utm_content=search
https://addons.mozilla.org/en-US/firefox/addon/altvision-image-alt-text/?utm_source=addons.mozilla.org&utm_medium=referral&utm_content=search
https://aihelper.engin.umich.edu/alt-text-generator
https://alttext.ai/

<img src="/images/
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AGCESSIBILITY
COMPLIANCE




UPDATES TO THE LAW

On April 24, 2026 new rules will go into
effect for Title Il of the American’s With Dis-
abilities Act (ADA). Here's what you need to
know to ensure DPSS is in compliance with
the law.

WHAT NEEDS TO BE COMPLIANT

+ Web content: Any digital documents or
media posted online.

+ Shared documents: Anything emailed or
distributed digitally (even if not created

by you).
* Media: Videos, social media, and other
digital assets.

+ Digital applications: Forms, payment
tools, employee systems, and intranet
content.

+ Archived material

HOW TO COMPLY

General

* Provide accommodations when
requested.

e Use accessible templates and train con-
tent creators to start with accessibility
from the ground up.

Web
* Run accessibility scans.
+ Use sufficient color contrast and alt text.
* Label forms and document language.

« Make all forms, payments, and services
accessible.

Media

+ Caption all videos and record events for
accessibility.

+ Reposted or reused social media content
must meet accessibility standards.

+ Maximize accessibility within platform
limits. Social media can be difficult to
make accessible.

Documents

+ Check all PDFs for accessibility before
sharing.

+ Do not right-click and save websites as
PDFs—those create PDFs with too many
accessibility issues.

 Use original formats (e.g., Google Docs)
and restrict to “view only” if needed.

* Follow accessibility rules for printed
materials (links, colors, etc.).

Training & Presentations

* Ensure online training is accessible
(captions, text-only options, document
checks).

« For in-person training, provide Com-
munication Access Realtime Translation
(CART) or American Sign Language (ASL)
interpreters, contact the Disability Equity
Office (DEO) to request.

EXCEPTIONS

General

+ Content changes would cause a funda-
mental alteration or undue hardship.

+ Secure, individualized documents may
qualify.
+ Equivalent accessible alternatives are
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https://verbit.ai/accessibility-hub/social-media-accessibility-challenges-and-best-practices/
https://verbit.ai/accessibility-hub/social-media-accessibility-challenges-and-best-practices/
https://adata.org/faq/what-considered-undue-hardship-reasonable-accommodation

acceptable.

Web
+ Technical/legal limits may apply.

+ Archived content (before compliance
date) may be exempt if:

+ For reference or recordkeeping only.
+ Stored in a designated archive area.
+ Unmodified since archiving.

Pre-existing Conventional Electronic Doc-
uments

* Files created before April 24, 2026, not
used for U-M services, may be exempt.

Third-Party Content

« Content from outside sources (contracts,
licensing, comments, secured docu-
ments) may be exempt.

Pre-existing Social Media

+ Platform capabilities limit accessibil-
ity—do your best within those limits but
check the content for accessibility before
posting or sharing.

To determine if your content quali-
fies for an exception, you will need
to contact the Disability Equity
Office (DEO).

« Phone: (734) 763-0235
« Email; ecrtoffice@umich.edu

Accessibility | DPSS Style Guide
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https://ecrt.umich.edu/disability-accessibility/
https://ecrt.umich.edu/disability-accessibility/
http://ecrtoffice@umich.edu

ACGESSIBILITY RESOURGCES

WEB ACCESSIBILITY TOOLS

« Web Accessibility Initiative

* Guidance on Web Accessibility and the
ADA

* Web Disability Simulator Google Chrome
Extension

DOCUMENT RESOURCES

When you're creating a document or other
design that will be printed (not just digital),
you can use the built in accessibility checkers
your program has:

e Adobe Acrobat: Creating accessible PDFs

e Microsoft Office: Improve Accessibility
with the Accessibility Checker

¢ In Google, use the Accessibility Menu:
Learn About Accessibility in Google Drive

PRESENTATION RESOURCES

e Google Slides:
 Present slides with captions

« Make your document, presentation,
sheets & videos more accessible

« Use Google Slides With a Screen
Reader

e Microsoft PowerPoint:

« Make your PowerPoint presentations
accessible to people with disabilities

 Accessibility Tools for PowerPoint

e Gamma App:
« Language & Accessibility

U-M ECRT RESOURCES

In Person Training or Presentation Services

e Request American Sign Language (ASL)
Interpreters & Communication Access Real
Time Transcription (CART) Service

e Request Service & Support Animals

Trainings & Presentations

« ECRT Disability Equity Office Workshop
Series

* Short Form Presentations

+ 10-Week Accessibility Challenge

U-M POLICY

« U-M Policy on Accommodations

OTHER ONLINE TRAINING

* Accessibility for Web Design Online Class
at LinkedIn Learning

« Creating Accessible PDFs Class at
LinkedIn Learning
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https://www.w3.org/WAI/fundamentals/accessibility-intro/
https://www.ada.gov/resources/web-guidance/
https://www.ada.gov/resources/web-guidance/
https://chromewebstore.google.com/detail/web-disability-simulator/olioanlbgbpmdlgjnnampnnlohigkjla?hl=en
https://chromewebstore.google.com/detail/web-disability-simulator/olioanlbgbpmdlgjnnampnnlohigkjla?hl=en
https://helpx.adobe.com/acrobat/using/creating-accessible-pdfs.html
https://support.microsoft.com/en-us/office/improve-accessibility-with-the-accessibility-checker-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f
https://support.microsoft.com/en-us/office/improve-accessibility-with-the-accessibility-checker-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f
https://support.google.com/accessibility/answer/16291103?hl=en&ref_topic=15146050&sjid=12840476565232799973-NC
https://support.google.com/accessibility/answer/9109474?hl=en&ref_topic=15146050&sjid=12840476565232799973-NC
https://support.google.com/accessibility/answer/6199477?hl=en&ref_topic=15146050&sjid=12840476565232799973-NC
https://support.google.com/accessibility/answer/6199477?hl=en&ref_topic=15146050&sjid=12840476565232799973-NC
https://support.google.com/accessibility/answer/1634140?hl=en&ref_topic=15146050&sjid=12840476565232799973-NC
https://support.google.com/accessibility/answer/1634140?hl=en&ref_topic=15146050&sjid=12840476565232799973-NC
https://support.microsoft.com/en-us/office/make-your-powerpoint-presentations-accessible-to-people-with-disabilities-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25
https://support.microsoft.com/en-us/office/make-your-powerpoint-presentations-accessible-to-people-with-disabilities-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25
https://support.microsoft.com/en-us/office/accessibility-tools-for-powerpoint-2b7a387c-bc02-408f-8c49-59534665850f
https://help.gamma.app/en/collections/12271313-language-accessibility
https://help.gamma.app/en/collections/12271313-language-accessibility
https://ecrt.umich.edu/disability-accessibility/asl-cart-services/
https://ecrt.umich.edu/disability-accessibility/asl-cart-services/
https://ecrt.umich.edu/disability-accessibility/asl-cart-services/
https://ecrt.umich.edu/disability-accessibility/service-support-animals/
https://events.umich.edu/group/5177
https://events.umich.edu/group/5177
https://ecrt.umich.edu/disability-accessibility/presentations-trainings/#:~:text=Short%20Form%20Presentations
https://ecrt.umich.edu/disability-accessibility/digital-accessibility/accessibility-challenge/
https://ecrt.umich.edu/disability-accessibility/accommodations/
https://www.linkedin.com/learning/accessibility-for-web-design
https://www.linkedin.com/learning/accessibility-for-web-design
https://www.linkedin.com/learning/creating-accessible-pdfs-14445392
https://www.linkedin.com/learning/creating-accessible-pdfs-14445392

	LOGOS
	U-M Central Campus Logos
	Logo Use Guidelines
	DPSS Division Logos

	DPSS Department & Unit Logos

	PATCHES
	Ann Arbor DPSS Patches
	Dearborn DPS Patches
	Flint DPS Patches

	WRITING
	DPSS Writing Practices
	Accessible Writing

	COLOR
	DPSS Primary Color Palette
	DPSS Accent Color Palette
	best color pairings
	Color Accessibility

	TYPOGRAPHY
	U-M Approved Fonts
	DPSS Fonts
	Fonts & Accessibility

	IMAGERY
	DPSS Look & Feel
	Image Accessibility

	ACCESSIBILITY compliance
	updates to the law
	accessibility resources


