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Getting Started 
Step 1. Log into Canvas. ucc.instructure.com   

Step 2. Access the course that you are working on from the Dashboard. 

 

Notes: i) If the course is not showing on your dashboard, you can find it under Courses>All Courses. 
Once you add a star, it will stick to your dashboard.  

 

 

 

 

 

 

  

https://ucc.instructure.com/
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Step 3. Select the ‘Modules’ area from the course menu. 

 

Step 4. Begin your Ally review on Page 1 of Module 1 

 

Step 5. Press the Edit button on the content area. 
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Step 6. The Ally score will show on the top-right corner of the page (this may take a few seconds to 
load). If this is less than 100%, click it to begin making changes. 

 

 

Step 7. Press Next to move to the next content area. 
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Documents 
Note: if a file has been uploaded directly into a module, you will not need to use Edit to access the 
accessibility score.  

 

 

The document contains images without a description. 

 

 

Step 1. Copy the title of the document from within Ally. 

 

Step 2. Exit out of the Ally report. 

Step 3. Find the document under Files in Canvas, using the Searchbar. 
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Step 4. Download the file to your laptop. 

 

Step 5. Open the file in Word and adjust the alt text, by right clicking the image and selecting ‘Alt 
text.’ 

 

 

Step 6. Reupload the file to Ally once complete. (This will replace the file in all locations in the 
course).  
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The document is missing a title. 
Step 1. Download the file, from within Ally, to your laptop. 

 

Step 2. Open in Word and follow these steps to add a title: 

• Click File from the menu and select the Info tab. 
• In the Properties section, click the Add a Title field to add a document title.  

 Note: A title is a short, descriptive sentence of what the document is about. 
For example, file name 'New York traffic.pdf' versus title 'New York traffic 
study results'. 

• Save the changes you made. 

 

Step 3. Reupload the file to Ally once complete. (This will replace the file in all locations in the 
course).  
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The document’s heading structure does not begin at one. 
Step 1. Download the file, from within Ally, to your laptop. 

 

 

Step 2. Open in Word and follow these steps to add a heading structure: 

• Select the text you want to make a heading.  
• Select Home and choose the heading you want from the Styles group. 
• Press Save. 

 

 

Step 3. Reupload the file to Ally once complete. (This will replace the file in all locations in the 
course).  
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Images 
The item contains images that are missing a description 

 

 

Step 1. Ally will recommend either adding a description or marking the image as decorative.  

 

• An image is decorative when it doesn't add to the information on the page. For example, 
artwork used to separate topics or a photo of someone on the phone when discussing 
communication skills. 

• If the image would benefit a student’s learning, follow these best practices to write good 
alternative text descriptions: 

o Describe the image based on the page context. Convey the full meaning of the 
image. 

o Avoid saying "image of" or "picture of". Screen readers automatically announce 
images as images. 

o Be concise. 
o Write narratives for complex images like infographics. Put this narrative on the page 

immediately following the infographic. Include an anchor link at the top of the page 
to view the text alternative. See an example of an infographic with a text alternative. 

o Avoid images of text. If you can't avoid it, copy the text into the alternative 
description. 

o Say something new. Don't repeat alternative descriptions on the same page. Don't 
repeat what is already said on the page. 

o Identify images that don't represent relevant content as decorative. 
 

https://help.blackboard.com/Accessibility/Accessibility_in_Education
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HTML 
Note: HTML here simply refers to a Page in Canvas. It is not necessary to access the html to make these 
changes. 

The headings in this item do not begin at level 1 

 

 

Step 1. Close Ally. Return to the page and adjust the headings on the page to a hierarchical order.

 

Step 2. Press Save when done. 
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This item contains text with insufficient contrast 

 
 
Step 1. Select an approved colour. 

Step 2. Press Apply. 

 

Step 3. Close in Ally. 

Step 4. Press Save on the Canvas page. 
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Finishing  
Well done on making your way through all the issues in the course! 

Before you go, make sure to check the Report for any outstanding issues. 

Step 1. Access the ‘Ally Course Accessibility Report’ from the course menu. 

 

Step 2. Press the View button to see a list of issues. 

 

Note: you can reference ‘Guide 1 – Ally Remediation Process in Canvas. Report Workflow’ to help 
with remediating issues using the report. 
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