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Bold, italics, underline, and strikethrough

These types of formatting can cause accessibility barriers to people with print disabilities. We have to
be careful when we retain this type of formatting.

When we do keep Bold or Italics we use the Styles, and not direct formatting (via the toolbar).

e Emphasis style (italics) - this translates to the <em> tag in XML
e Strong style (bold) - translates to the <strong> tag in XML

If we need to use strikethrough or underline, this will be one of the rare occasions when we use direct
formatting.

Italics

Italicized text can create accessibility barriers for a lot of users who find it difficult to read. Blocks or
paragraphs of italicized text are particularly problematic, and italics should be removed from these
sorts of sections. In general, italics (or the <em> tag) should be removed unless they are used to
convey important meaning, like if the text needs to be vocally stressed, or a change of voice, or tone
like a thought, or dream sequence, or a similar divergence from the main narrative. Stage directions
(in plays) are another case where we’d use the Emphasis Style. Whenever there is what they call a
“semantic significance” behind the emphasis then it would usually be appropriate to retain it.

( When in doubt, just ask! There are always different ways italics and emphasis are used
3 in publications, and sometimes it is okay, and sometimes not.

Remove ltalics from:

e paragraphs or blocks of text
 Full sentences and long phrases (unless a thought or dream sequence.)
e titles (books, movies, etc.)

Leave ltalics in place when:

e they are used to convey important meaning:
o In the sentence “I never said she stole my money.” Depending on which one of the seven
words you emphasize, the sentence can have seven different meanings!
o Poetry (ask Production Coordinator)
o Thoughts
o Dream Sequences

Example 1:

"l never said she stole my money.'

"I never said she stole my money."
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"l never said she stole my money."
and so on.
Example 2:

Emphasis and italics seem to be kinda confusing. Thought the Production
Assistant. | am not sure if | should use them in the particular case. | am gonna
email the Production Coordinator.

Example 3:
Stage direction example.

Exit, pursued by bear.

note, or a letter. In these cases clear the style and apply Quote. See the section on

.J There are some cases where the publisher has used Italics/Emphasis for a quotation, a
Block Quotations for more information.

Locating all the text and phrases that require emphasis can be tedious and time
consuming. We came up with this possible solution for speeding up the process: have
two word versions: one for reformatting, and the untouched original to search for
italics/emphasis.)

The current workflow as follows:

e Download the word doc from cyberduck and save as working file
(Title_of Book_YourLastName). This is the one you will be reformatting
e Download the word doc again, you can rename it if you wish or leave its original
name. This is the untouched version. The point is to have one copy to reformat,
( and one to keep intact
3 * Keep both open at same time
¢ Use advanced search in original to locate italics/emphasis:
o Search for italics by opening Advanced Find and Replace, Go to Format,
choose Font and Select Italics. Here is a video demo on Searching for
Italics
o Search for Emphasis by opening Advanced Find and Replace, Go to
Format, choose Style, and select Emphasis. Here is a video demo on
Searching for Emphasis
¢ Use search to find word/phrase in working copy to apply emphasis style

This should help speed up the process of locating the emphasis in the original.
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Bold

Remove bold from the text unless it conveys important meaning, such as poetry.

Bold text (or the <strong> tag) should be used to indicate importance, such as when making
imperative statements or using signal words like 'warning' and 'alert'.

It can also be used for character names in plays. See the section on Plays for more information.

Underline

Underlined text should be removed from the text unless deemed necessary. Underlines often present
an accessibility barrier for users and people often confuse the text for links. If underlined text needs
to be retained (e.g., in a poem where it conveys important meaning), use direct formatting.

Weirdness note: Sometimes, the conversion process will result in free-floating
"underlines", where the individual horizontal lines from under words will be converted
H into text boxes. These should be removed. If you come across this, and cannot identify

and delete them easily, try the Hidden Text Boxes process given here.

Strikethrough

If strikethrough text needs to be retained (e.g., in a poem where it conveys important meaning), use
direct formatting.

ﬂ Strikethrough is inaccessible to most people with print disabilities, so we only leave it
in poetry.

( If you have any questions, check the archive below, if still not clear, post your question
b on the Production Q&A

Q&A Archive

Q: In Butter Honey Pig Bread, there are a number of emails and letters utilized as part of the
narrative. In the ebook, the letters are formatted with italics, however the emails do not have any
distinct formatting.What is the best approach to reformatting these sections. Should | apply quote
style or leave without formatting?

A: You can apply quote format to these sections.
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Q: In Joy of Cooking, some sections include methods of cooking which are formatted as shown in this

image:

DESSERTS

From a simpde sebection of cheeses to Haming puddings, maolren chocolate
tonduwe, and cthereal soufflss, the ending of 2 meal can be as premedicaced o
off-the-cuft s voui like, This ¢
dinner treas thar do not Bl neady inve the realms of cakes, pies, cookies, or

ICE Crealns., [I'J\.'\-l\. sWECT Tasties IIII.I'JI\.II\.' spnae of our kvorne |IIIJ|I\." B il

ser i home o e midny .|I1|.‘| '\-'J.III\.'J aner

evening.: and carmy with them some of our fondest food menyories

ABOUT CUSTARDS

Custards are made by heating eggs
thickened and form a gel wlen ¢
the ggg proteins will begm 1o shrivel mto oy lumps, giving the custard 2

cream and sugar until they have

led. If a custard exceeds 180F ro 183°F,

grainy comsistency. For this reason. they must be heated very p,--'.'.ll.' in am
ovent o stirred over low hear.

With baked custards, ingredients are simply whisked together and
poired WG CUSELRE Cups. then gently buked oneil chey come up o
temperature. We preter glazed ceramic sanacking or cups, but any heatproot
| can work. i-1|,'||:-|in|: wide-mouth |'||r'-|'-i|'.|: cal

|1'|"-_: fams. A water

barth, also known as & bain-marie, is the cook's most ¢

managing hear -{'.l'in-r'_ the .':1-:|.||'|E'_ of custards ['Lfaing 3 dish of ¢
larger pan of water insulares the cuszard from thse oven’s hear and chercby
jprotects it trom ovencooking.

To prepare o water fueth, choose 3 pan I;r!:n,- I 1.:l_|;!' o accommodane
the cups comformably—tliey dhoubd not touch one another or tee pan sides.

Arrange the custards in the enipty pan. place the pan on 1 pulled-ot rack in

a preheated oven. and immediately pour envugh sealding-hoe tap water into
the pan tocome one-half to owo-thirds of the wa of the costard

dishes. An elecrric kermle makes this tefr Ever B proarring, the Wwalter

P the sid

e the pan after serting it in the onven, you avoid the treacherous dance of
carrving a pan full of warer from countermog to oven
Ty test burked covstarrds for doncaress, ge

the ceniter appears quivery, like firm gelatin, remoss them from the oven. O

¢ shake a cup, and &5 soon as

insert a knife near the edge of the cupy if the blade comes out dlean, the
custard will be set all the way throaegh when conled

Stirred costards, such 1s the thinner. sauce-like Creme Anglase, are
heated slowly and constantly stirred over low heat unti - have thickened
Since baked custards do nor require constame amention and are harder to
avercook, all of our custard desert recipes are written for the oven, Tlar
& . a '|:|' I".'. '.|1|."\-r «.'I:;rjn!'. ||'l.'|:|' I? I"lfl".:ll.\! on rl!: '\--'I'l'.'rr-\.'-l'h I'-'u Cam “u'"u
heating the custard base in a double boiler wanl thickened. # 1o rell when a
"-1.|rl.d |.'||'||:.|!'\J L] |II\|'.I.. dse an instant-resd ||'.'.||'-|"|'||:1-\.': Ji'._! removye It frrom
the heat when it has reached 173" to 180°F. The mixmure should coar the

!.'Jl.l‘. aof 3 'i;.'l\.llll'l. “Il\.' .".'l\.llI'.iiIiI.'I":_J "'..'J'.I'I'I?' \'.IIII.\J .L\l..":ld'\- Tor ||!\'. '\-I:.I.:l\."\l:

rexure passible, but it is not shsolurely necessary

Many custand recipes, whedher baked or stirred, call for tempering the
ey This is acconyplished by whisking a sl amount of the hot milk or
cream ineo the sggs ro warm them, then gradually adding the “rempered™
ey imaxriire b tie fesk of the cistand base. This will keeps the cEs Frosiki
curdli g as they hear up o the temperanize of the hot milk or cream.

¥ Allw tme to chill the huked costards thoroughly before serving
Always store cooled custards or custard-based dishes sightly covered in the

refrigeranor. as they readily take on the Bavors of strong-smelling foods

oo}

Haking oustardk in o water bath

Perlseps the most foolproot method for making perfectly ser custards is
fo use an fm i il which allows your o et 3 waber bath o2
VEry precise remperarure, making it virually impossible o sccadentally
OVERCOs L Vener Cuskar I.I'\-.

T cook custarsds weing an fmmersion ofrcwlafor, pour the custard
base inre ¥i- or Wepent canning Jars, place the Bds on rop, and screw oo the

rings {de nor cvertighten: the rings should be fingertip-tighth. Mace an

With the beginning of the sentence describing the method bolded and italicized (To prepare a water
bath; to test baked custards for doneness; to cook custards using an immersion circulator). Should

these be formatted in any special way?

A: You can remove the styling from those phrases as they styling is just for visual purposes and adds
not additional meaning to the text. When someone reads the text, they will understand what it is
saying without the extra styles. We want to avoid using bold and emphasis where ever possible as it

can create accessibility errors.

Q: In the book "What the Bible is All About", there is a sort of mnemonic that I'm unsure how to
format. It's in chapter 45 on page 508 when | view it in Adobe Digital Editions. It displays as follows:

Forsaking

All
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I
Take
Him

So, it looks like a list but isn't really a list. And it has the first letter of each word bolded to show that
they spell "Faith". For now, | have left it with each word on a separate line but not as a list and |
applied Strong style to the first letter of each word to mimic how it appears in the book. Do you think
there's a better way to handle it?

A: The way you handled this is correct. You don't have to format this as a list, and keep the first letter
in strong style. Good work!

Q: One more question regarding There be Pirates. This is juvenile non-fiction book that utilizes a
glossary to define unfamiliar vocabulary. Through out the text, these vocabulary words are
highlighted in bold to indicate they can be found in the glossary. Would it be best to leave these
words without formatting, or use emphasis?

A: You can leave it as bold style.

Q: Light Chaser has several sections where large blocks of text are in italic to indicate when the main
character is exploring the memories of a cybernetic body (or something like that). Sometimes the text
goes back and forth between italic and normal to show the character moving through the memories
versus having thoughts about them in the present. Here's a screenshot of what the original word doc
looks like (italics highlighted):

—Amahle grimaced in her comfortable chair. She always -had trouble with-
cybernetically enhanced bodies, the unnatural nerve impulses from the bizarre:
extensions were hard for her neural structure to interpret—

I have NOT been adding emphasis to any of these large blocks of text given italics isn't accessible in
text blocks of that size. Do we feel the m-dashes breaking up the text blocks do enough to indicate
the character slipping in and out of the cybernetic memory?

A: | think you have the right approach here. The paragraph breaks and m dashes are enough. We can
only work with what we have. Good work!
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Q: Should text messages/"Facebook posts"/etcetera be styled with emphasis if they are italicized in
the original text? Do these operate as thoughts? Specifically, I'm editing A Dream of a Woman and
there are a lot of text message exchanges like this:

Buzz in his bag. Probably her. He sat on a bench, pulled on his hair, opened his phone guiltily, and it
was Iris: Hey sweetiepants! I’'m drunk near your restaurant, whatcha doing? The feeling of sweat and
grossness flickered brighter exactly once in his body. Then he called her.

A: To answer your question: it would depend on the book and the usage. Remember emphasis is not
very accessible overall, so we want to avoid it as much as possible. | looked over the first few pages

on the book and this is what | noticed:

e Each new section begins with italics (this is created for visual style and it loses ho meaning
when you remove it, so we remove it.)
e Thoughts we keep and style as emphasis because the emphasis adds meaning to the text
* Do not use it for facebook messages (it is clear from the text what they are so it is more for
visual impact than meaning, so we do no use it.)
e There are moments she is reading a sign and it is in italics and again it is clear from the text
what this is so we do not use it.

In the example you give above, it is a bit of a judgement call. The emphasis does seem to be adding
meaning to the text in this case, and it is only one sentence. If it was more than 2-3 or was a
paragraph it should be removed, but it is one sentence. We need to ask ourselves: if we remove the
emphasis/italics can the meaning of the text still be understood by the reader? In this specific
example | am leaning more towards no, so it can be kept.

Note: there are always some exceptions to these guidelines, so whenever in doubt ask!

Q: I have a question about Inkling. When the Inkling character speaks, the text is bold and all caps (no
qguotation marks). Obviously not accessible. Is there another way | should designate this as dialogue

(emphasis style?)or should | just leave it as normal text? Thanks!

THIS 15 WHAT HE DREAMS.

"Big deall OF course he misses her! We
all miss her But he's just got 1o . . get over
it! He's a grown-up, He can't just stay in bed
all day!

HE IS STUCK.

“Well, he better get unstuck!” muttersd
Ethan.

THERE I5 SOMETHING HE
NEEDS.

“Yeah. Mom back, bur thar's impossible.”
He sighed. "What he nesds is 1o get
unklocked.”

UNBLOCKED?

“Yeah, be can't come up with a new sto-

rv. | lpoked in his skerchbook yesserday and
he hasa't deome anything sinee . . ™ He
hadnt realized it uncdl now “Since youl

jumped our”

On the floor, Inkling seemed o shrivel
up a hit.

“Mo, no, s mot lke ‘s your fault”
Ethan said, “He was blocked way before you
came. But It%s like you're definitely part of
him. He made you with his ink, with his
Inspirarion, and . . .~

He thought for a moment.

“Dwa you think yow cowld help him#**

THERE IS5 SOMETHIMNG- Inkling
began to write, but Ethan interrupred.

“Do you think you could draw a new
graphic mowel for him?*

Inkling seemed to consider this.

LIKE WHAT WE'RE DOING?

“Sort of, yeah!”

WHAT IS5 THE STORY?

Ethan hadn't thought this far ahead.
“Well, 1 don't know. Can't you just make

A: First off, | now want to read this book. In this case you can remove the All Caps and use Sentence
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Capitalization and apply strong style.

Q: I'm working on Orange Shirt Day and have a few questions. In the text are bolded vocabulary
terms which refer to the glossary (Chapter 9). Additionally, the vocabulary terms are also at the
bottom of the page they are found on. The text specifies: "Terms that require a definition will be
shown in bold font. For these terms, there will be a definition provided at the bottom of the text
and/or in the back of the book in the glossary." Regarding the vocabulary terms, should | apply strong
style? Regarding the terms and definitions at the bottom of the pages, should | leave them as part of
the natural flow of text or treat them as an aside? Thanks!

WHAT THIS BOOK EXPLORES

Orange 5Shirt Day, September 30th, is a day to honour Residential School Survivars, their
farnilies, and remember those children who didn’t come home. This book will provide you with an
apportunity to understand the power and significance of reconciliation in regards to Orange
Shirt Day. It is everyone's responsibility to understand the continuing impacts connected to
this Mational trauma and how we all, a5 people of varying backgrounds, ancestry and age, can
ensure Residential Schools newer happen again. In order to embrace recondiliation and
change all of us, both Indigenous and non-Indigenous, must come together to promote the
healing and acknowledgment of this tragic time in Canadian history. Everyone must work
together for a better and inclusive future in which EVERY CHILD MATTERS.

Children who dida’t coma bame from Residential Schools because they died, from malnutntion, disease or injuries dus
o the drcumrstances and sbuses endured at the school. Many childeen also sttempled fo nun away from the
Regiderial Schoal, bul they disd trying o Bnd their way heme Begonds show that 6000 childen disd in
Bedidertial Schools, but the reconds are incom plete andit is Believed that far mame children didn’t come: home Wl

& Matlenal trawma cocues when o fraumatic event of experience affects a collective group of people across 3 counbry
Irschiar Rwsidential Schools kave resulied in a national fraumna

Thae City of Williammes Lakos lies wathin the Caribesd Regional District of Beftish Columbia and i situated on the taditional

temiory :rﬂ!e Texelcemne {'Willisms Lake Band People), who are memberns of the Secwépeme Nation [Shuswap
Feoplel

A: For this title, you can apply strong style to the bolded letters since the text directly states all
glossary terms are in bold. You can treat those other sections as asides. It looks like they used space
and slightly smaller font to visually separate the text on the page.

Q: Another question for "Angel Wing Splash Pattern," in the story "How | saved Christmas" the author
uses lists that have bold and underlined titles. | know we are not supposed to use bold and underline
formatting except when it conveys important information, such as poetry, so | am wondering if it
would be appropriate to format these as nested lists, with the title at level 1 and the listed items at
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level 27 See example: it Edit: | am now thinking it may be best to format
the list titles as sub-headings and | am wondering if there would be issues with accessibility if there
are two non-consecutive sub-headings that have the same wording, i.e. two sub-headings titled
"Things to do today"?

A: This answer is linked to the below edit as well. All the bold underline text should be styled a sub
headings. If the content in that subsection is a list, style as a list. If it is not a list, style as normal.

Q: One more question for "Angel Wing Splash Pattern," in the story "How | saved Christmas" the text
includes some short poems with bolded and underlined titles, e.g. Vidoe Games and Pornos. Should
the bold and underline formatting be removed and normal style applied to all three lines of the poem?
Edit: As I'm working through the story there seems to be a number of other sections that are mostly
prose that also use bold and underlined titlleglfor and I'm thinking it might be appropriate to format all

the titles as sub-headings.

A: Titles of poems are styled as headings. See Poetry for more info.

Q: The story "Goodmind" in "Before the Usual Time" uses lots of italics. In some cases it is implied
that it is the main character's thoughts, though it is not explicitly stated. Would | still apply the
emphasis style? The story also uses italics to denote messages that the main character receives
through an online chat platform. Would that run along the same lines as thoughts (in which case we
would keep the emphasis style) or should | change those to normal formatting?

A: Thoughts retain emphasis, remove from chat messages. When you read the text all the messages
seem to begin with referring to the message directly followed by a colon. This means that the reader
can understand that the following text is a chat message without the emphasis, and that it is only
used to add visual meaning and is therefore not required.

Q: In a couple of the short stories in the collection "Before the Usual Time" capitalization is used for
emphasis (ex. "What if | could GUARANTEE you'll see your work last until the seventh generation?").
The wiki says we keep emphasis and capitalization for stylistic choices and when it adds meaning,
which | would say this is. However in this case would it be better to keep it in all capitals as in the
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original, or would it be better to use strong or emphasis style as readers might read capitals out letter
by letter?

A: In this case you can replace it with emphasis, but in future cases if you are unsure then ask.

Q: In How to Lose Everything there is the line "Maybe | am dying". The original is in italics because it
is a thought of the author in the moment, italicized to differentiate the thought from the rest of the
text, but the "am" is in regular font to create emphasis within the thought sentence. Would it be best
to just apply emphasis style to the italicized parts "Maybe 1" and "dying" and leave "am" as normal/no
style to indicate the emphasis within emphasis, or should | just apply emphasis style to the entire
phrase?

A: Style it they way it is in the original.
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