Guideline 4. Guide the author to produce accessible content.
Well-structured information and equivalent alternative information are cornerstones of accessible design, allowing information to be presented in a way most appropriate for the needs of the user without constraining the creativity of the author. Yet producing equivalent information, such as text alternatives for images and auditory descriptions of video, can be one of the most challenging aspects of Web design, and authoring tool developers should attempt to facilitate and automate the mechanics of this process. For example, prompting authors to include equivalent alternative information such as text equivalents, captions, and auditory descriptions at appropriate times can greatly ease the burden for authors. Where such information can be mechanically determined and offered as a choice for the author (e.g., the function of icons in an automatically-generated navigation bar, or expansion of acronyms from a dictionary), the tool can assist the author. At the same time, the tool can reinforce the need for such information and the author's role in ensuring that it is used appropriately in each instance.

Checkpoints:
4.1 Prompt the author to provide equivalent alternative information (e.g., captions, auditory descriptions, and collated text transcripts for video). [Relative Priority]

At minimum (required basic functionality): A method for adding alternative information, appropriate to the author-tool interaction, must be provided to the author whenever a non-text object (see Note) has been inserted. 

You know you have met this checkpoint if:

A method for adding alternative information, appropriate to the author-tool interaction, is provided to the author whenever a non-text object (see Note) has been inserted
Rationale:This checkpoint requires authoring tools to ask for (and support the creation of) alternate text, captions, auditory descriptions, collated text transcripts for video, etc. at times appropriate to the author-tool interaction.

Note: Some checkpoints in the Web Content Accessibility Guidelines 2.0 [WCAG20] do not apply. [@@issue 5: identify which checkpoints apply]

More advanced implementations might provide special authoring facilities that automate some of the process of generating alternative information (ex. voice recognition to produce collated text transcripts).

You know you have met this checkpoint if:

There are special authoring facilities that automate some of the process of generating alternative information (ex. voice recognition to produce collated text transcripts).
See also: Checkpoint 4.4, Techniques for checkpoint 4.1
4.2 Help the author create structured content and separate information from its presentation. [Relative Priority]

At minimum: A method for adding alternative information, appropriate to the author-tool interaction, must be provided to the author whenever a non-text object (see Note) has been inserted. 

You know you have met this checkpoint if:

A method for adding alternative information, appropriate to the author-tool interaction, is provided to the author whenever a non-text object (see Note) has been inserted.
Note: Some checkpoints in Web Content Accessibility Guidelines 2.0 [WCAG20] do not apply. [@@issue 6: identify which ones]

Techniques for checkpoint 4.2
4.3 Do not automatically generate equivalent alternatives or reuse previously authored alternatives without author confirmation, except when the function is known with certainty. [Priority 1]

Rationale: Improperly generated alternatives can interfere with accessibility checking. 

At minimum basic required functionality: Usually, when a new object is inserted, the function is unknown, so the tool should prompt the author to enter an appropriate equivalent alternative without providing a generated default entry (e.g. the file name and size). However, alternatives may be automatically generated or re-used when the tool has either placed the object for a specific purpose (e.g. navigation bar) or the user has defined a purpose for the object. Only an alternative that has been explicitly associated with an object may be offered as a default entry for the author to approve.

You know you have met this checkpoint if:

When a new object is inserted, even when the function is unknown, the tool prompts the author to enter an appropriate equivalent alternative without providing a generated default entry (e.g. the file name and size). However, alternatives may be automatically generated or re-used when the tool has either placed the object for a specific purpose (e.g. navigation bar) or the user has defined a purpose for the object. If an alternative is offered as a default entry for the author to approve, for this checkpoint to be met.. that alternative must have been explicitly associated with the object. 
See also: checkpoint 3.4 and checkpoint 4.4, Techniques for checkpoint 4.3
4.4 Provide functionality for managing, editing, and reusing alternative equivalents for multimedia objects. [Priority 3]

Rationale: Compliance with checkpoint 4.3 may be simplified by providing an alternative equivalent management system.

At minimum: store associations between the multimedia objects and alternatives created by the author, allowing the author to edit the alternatives and reuse them easily.

You know you have met this checkpoint if:

Associations between the multimedia objects and alternatives created by the author are stored and the author can edit the alternatives and reuse them easily.
More advanced implementations might collect alternatives from a variety of sources (the author, prepackaged, the Web) and provide powerful tools for managing the associations, including search functions and object similarity estimates.

You know you have met this checkpoint if:

Alternatives collected from whatever source (the author, prepackaged, the Web) are stored and the tool provides powerful tools for managing the associations, including search functions and object similarity estimates.
See also: Techniques for checkpoint 4.4
