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When you receive the folder with the UCL logo, be it the standalone or a departmental lock-up, it will normally have three different files inside – a jpg, png and eps file.

An eps file is also known as a master vector file. Generally, you do not need to worry about this file unless you have employed a designer or external agency. It is a fully scalable version of the logo which can only be opened by specific software.

The jpg and png versions of the logo are already scaled to the correct sizes. You can use either for your purposes, but it is really important that you add an alt tag or Alt Text to the logo when you upload it, be it for a website, report document, poster or presentation.

What is an alt tag / Alt Text?

An alt tag or Alt Text is a short description of an image that can be read by a screen reader, which are used by people with low vision or sight impairment.

The description should be short and to the point, e.g.

· UCL logo in (name of colour)
· UCL (name of department/faculty/institute) logo in (name of colour)

How to add an alt tag or Alt Text

On a website
The exact actions can vary depending on how the site is built, but it is a common feature of most websites that when you upload an image, there will be an option box to alt tag or add Alt Text. This is where you should put the description above as appropriate.

On a PowerPoint presentation, PowerPoint based poster or Word document
· Insert your image or picture
· Right click on the picture and select > View Alt Text
· The Alt Text pane will open on the right-hand side, and you can enter the description in the box
Sometimes the programme will generate an automatic description for you, but we recommend replacing this with the simple description offered above.

Please do not mark the UCL logo as decorative. Content marked as decorative will not offer a description to screen readers and in almost all cases, you have requested the logo because you wish to indicate the university’s involvement in your work.

For more information about creating accessible content, please visit the Accessibility Sharepoint site.
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