Make your PowerPoint Documents Accessible

PowerPoint presentations tend to be highly visual, and people who are blind or have low vision can understand them more easily if you create
your slides with accessibility in mind.

Windows: Best practices for making PowerPoint documents accessible
The following table includes key best practices for creating Word documents that are accessible to people with disabilities.

What to fix How to find it Why fix it How to fix it
Include alternative text with all visuals To find missing Alt text helps people who can’t see the screento  Add alt text to images
and tables. alternative text, use understand what’s important in images and other
the Accessibility visuals. Add alt text to
Visual content includes pictures, clip Checker. SmartArt graphics
art, SmartArt graphics, shapes, Avoid using text in images as the sole method of
groups, charts, embedded objects, conveying important information. If you must use  Add alt text to shapes
ink, and videos. an image with text in it, repeat that text in the
document. In alt text, briefly describe the image Add alt text to charts
and mention the existence of the text and its
intent. Add alt text to tables
Add meaningful hyperlink text and To determine whether People who use screen readers sometimes scana  Add hyperlink text
ScreenTips. hyperlink text makes list of links. Links should convey clear and and ScreenTips
sense as standalone accurate information about the destination. For
information and example, instead of linking to the text Click here,
whether it gives include the full title of the destination page.
readers accurate
information about the  Tip: You can also add ScreenTips that appear
destination target, when your cursor hovers over text or images that
visually scan the slides include a hyperlink.
in your presentation.
Ensure that color is not the only To find instances of People who are blind, have low vision, or are Use an accessible slide
means of conveying information. color-coding, visually ~ colorblind might miss out on the meaning design
scan the slides in your  conveyed by particular colors.
presentation.
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What to fix

How to find it

Why fix it

For example, add an underline to color-coded
hyperlink text so that people who are colorblind
know that the text is linked even if they can’t see
the color. For headings, consider adding bold or
using a larger font.

How to fix it

Use sufficient contrast for text and
background colors.

To find insufficient
color contrast, look
for slide text that’s
hard to read or to
distinguish from the
background.

The text in your presentations should be readable
in High Contrast mode so that everyone, including
people with visual disabilities, can see it well.

For example, use bright colors or high-contrast
color schemes on opposite ends of the color
spectrum. White and black schemes make it
easier for people who are colorblind to distinguish
text and shapes.

Use an accessible slide
design

Give every slide a unique title, and
check the reading order of slide
contents.

To find slides that do
not have titles, use
the Accessibility
Checker.

People who are blind, have low vision, or a
reading disability rely on slide titles to navigate.
For example, by skimming or using a screen
reader, they can quickly scan through a list of slide
titles and go right to the slide they want.

A screen reader reads slide contents in a certain
order, including the title, text, and alt text for
shapes, and table contents. It's important to make
sure that the slide contents are read in the order
that you intend.

Use unique slide titles
Hide a slide title

Set the reading order
of slide contents

Use a simple table structure, and
specify column header information.

To ensure that tables
don't contain split
cells, merged cells,
nested tables, or

completely blank rows

or columns, use the
Accessibility Checker.

Screen readers keep track of their location in a
table by counting table cells. If a table is nested
within another table or if a cell is merged or split,
the screen reader loses count and can’t provide
helpful information about the table after that
point. Blank cells in a table could also mislead

Use table headers
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What to fix How to find it Why fix it
someone using a screen reader into thinking that
there is nothing more in the table.

Screen readers also use header information to
identify rows and columns.

How to fix it

Use a larger font size (18pt or larger),  To find potential People who have dyslexia describe seeing text
sans serif fonts, and sufficient white issues related to fonts  “swim together” on a page (the compressing of
space. or white space, review one line of text into the line below). They often

your slides for areas see text merge or distort.

that look crowded or

illegible. For people who have dyslexia or have low vision,

reduce the reading load. For example, they may
benefit from familiar sans serif fonts, such as Arial
or Calibri. Avoid using all capital letters and
excessive italics or underlines. Include ample
white space between sentences and paragraphs.

Use an accessible slide
design

Format text for
accessibility

Make videos accessible to visually Subtitles typically contain a transcription (or
impaired and hearing-impaired users translation) of the dialogue.

Closed captions typically also describe audio cues
such as music or sound effects that occur off-
screen.

Video description means audio-narrated
descriptions of a video's key visual elements.
These descriptions are inserted into natural
pauses in the program's dialogue. Video
description makes video more accessible to
individuals who are blind or visually impaired.

Use captions,
subtitles, and
alternative audio
tracks in videos
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Document properties
Properties -
Size 147KB
Pages 9
Words 1443

Total Editing Time s AN

Title Quick Guide For Word 2013 - Accessibility
Tags

Comments Add comments
Template Mormal
Status Add text

Categories Add g categons
Subject ‘Word Accessibility
Hyperlink Base Add text
Company LA

Related Dates

Last Modified Today, 1:30 PM
Created Today, 9:16 AM &
Last Printed

Related People

Manager Specify the manager

Auth
e Information Technology Services - User Technology Support

Add an author

When creating or editing word documents that need to be posted
online, or exported to acrobat format, the following fields need to
be filled out in Document Properties:

- Title

- Tags

- Subject, and

- Company
The information in these fields are exported to acrobat, reducing
the number of accessibility errors in the pdf file.

File naming conventions
In general, document file names should not contain spaces and/or
special characters.

Document file names should be concise, generally limited to 20-30
characters, and make the contents of the file clear.

Add alt text to visuals and tables
The following procedures describe how to add alt text to visuals and
tables in your PowerPoint presentations.

Note: We recommend only putting text in the description field and
leaving the title blank. This will provide the best experience with
most major screen readers including Narrator. For audio and video
content, in addition to alt text, include closed captioning for people
who are deaf or have limited hearing.

Add alt text to images
Add alt text to images, such as pictures, clip art, and screenshots, so
that screen readers can read the text to describe the image to users
who can’t see the image.

1. Right-click an image.

2. Select Size and Position.

3. Inthe right pane, select Alt Text.

4. Type a description and a title.

Tip: Include the most important information in the first line, and be
as concise as possible.
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Format Picture M
H O

+| Relative to original picture size
Best scale for slide show
Resolution 640 x 480

Original size

Height: 49.33" Width: 27.78"

Reset

I Position

I Text Box

4 Alt Text
Title G
Smartphone
Description

Front and back of the smartphone

Add alt text to SmartArt graphics
1. Right-click a SmartArt graphic.
2. Select Size and Position
3. Inthe right pane, select Alt Text.
4. Type a description and a title.

Tip: Include the most important information in the first line, and be
as concise as possible.

P Editing -

Format Shape M
Shape Options  Text Options

O O IE

Scale Width 100% Sl
Lock aspect ratio
Relative to original picture size
Best scale for slide show

Resolution 640 x 480

I Position
I Text Box
4 Alt Text
Title
interconnected block process chart
Description

Represents a series of interconnected
ideas for the research project

3

Add alt text to shapes
Add alt text to shapes, including shapes within a SmartArt graphic.
1. Right-click a shape.
2. Select Size and Position.
3. Inthe right pane, select Alt Text.
4. Type a description and a title.
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Tip: Include the most important information in the first line, and be 1. Right-click a chart.
as concise as possible. 2. Select Format Chart Area.
3. Inthe right pane, select Alt Text.
wing P Editing ~ 4. Type a description and a title.
E Fe
Format Sha pe v x Tip: Include the most important information in the first line, and be

Shape Options  Text Options as concise as possible.

O O s

Scale Width 22% .
Lock aspect ratio
Relative to original picture size
Best scale for slide show

Resalution 640 x 480

I> Position
I Text Box

4 Alt Text
Title G
Booth at trade show
Description

Idea: Set up a themed booth that
aligns with our brand and the theme
of the trade show,

Add alt text to charts
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P Editing ~

Format Chart Area ~ %
Chart Options ¥  Text Options

H O

Scale Height o L ([«]
Scale Width

[ | Lock aspect ratio
Relative to original picture size
Best scale for slide show

Resolution 640 x 480

[} P -l-

4 Alt Text
Title ()

Product column chart

Description

A column chart that analyzes product
benchmark data over the past six
months.,

Add alt text to tables

PwWNPE

Right-click a table.

Select Format Shape.

In the right pane, select Size & Properties.
Select the Alt Text tab.

5. Type a description and a title.

Tip: Include the most important information in the first line, and be

as concise as possible.

wing P Editing -

Format Shape M
Shape Options  Text Options

OO m
Scale Width (100 7][+]

|| Lock aspect ratio
Relative to original picture size
Best scale for slide show

Resalution 640 x 430 ]

b P I|I
I* Text Box

4 Alt Text
Title [

Product benchmarks table

Description

Atable listing product benchmarks
and trending performance data.
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Make hyperlinks, text, and tables accessible
The following procedures describe how to make the hyperlinks,
text, and tables in your PowerPoint presentations accessible.

Add hyperlink text and ScreenTips

1.

w

Select the text to which you want to add the hyperlink, and
then right-click.

Select Hyperlink.

The text you selected displays in the Text to display box.
This is the hyperlink text.

If necessary, change the hyperlink text.

In the Address box, enter the description address for the
hyperlink.

Select the ScreenTip button and, in the ScreenTip text box,
type a ScreenTip.

Tip: If the title on the hyperlink's destination page gives an
accurate summary of what’s on the page, use it for the
hyperlink text. For example, this hyperlink text matches the
title on the destination page: Templates and Themes for
Office Online.

Lind to:

It
Existing File
or Web Page

Place in This
Dooument

Create Hew
Document

E-mail
Address

Insert Hyperlink

Text to display: Go to the specifications page for device details

Loak in: | Testfiles w] [&
@' Batch10-Bookldsx
Current | o0 ann _ia s
Folder |9 Bots ;
= Chil Set Hyperlink ScreenTip
- | Duatd}
= SereenTip text:
B |G G S0
@ HOL |
Q%] Lea ok |
Regent - ] |
Files | Sha)
1B SmartAtGraphics.doc
Address:

?

. ScreenTig...

i'- Bookmark...

Camcel

Use an accessible slide design
1. On the Design tab, in the Themes group, select Office
Theme.
The Office Theme is designed for accessible colors, contrast,

and fonts. It’s also designed so that screen readers can

more easily read slide content.

Transitions

Aa

Aa
AN

o | =

Office Theme

Themes

I [ i



http://go.microsoft.com/fwlink/?LinkId=506569
http://go.microsoft.com/fwlink/?LinkId=506569

Make your PowerPoint Documents Accessible

Use table headers
1. Position the cursor anywhere in a table.
2. Onthe Table Tools Design tab, in the Table Style Options
group, select the Header Row check box.
3. Type column headings.

Ho 0 Bg- s

File Home Insert Draw Design

+| Header Row First Column
Total Row Last Column || ===== ===
+| Banded Rows Banded Columns

Table Style Options

Format text for accessibility
1. Select your text.
2. Select the Home tab.
3. Inthe Font group, which provides options for font type,
size, style, and color, select your formatting choices.

MAEdw- 3

Insert Design Transitions Animations Slide Show Review

‘?: v [B=] Layeut ~ Century Gothic (Bo.. = |20 + A< A- Q’
F_Z]Reset
New

Slide P_—|:' Section v

L%
ﬁv
¥

B I U abe x2 X, AV+ 04 A .

Make slides accessible

The following procedures describe how to make the slides in your
PowerPoint presentations accessible.

Use unique slide titles
1. Torestore all placeholders for the selected slide, on the
Home tab, in the Slides group, select Reset.
2. Ontheslide, in the Title box, type a unique name.

H

Draw Design Transitions Anil

oy N - B
- - = T Century Gothic (Body -
paaa 1B Cop o DRese

ashe o o

- ¥ Format Painter Slicle = ﬁ Section = B I U S ak ik
Clipboard I Slides Font

| i -' - ke v d

= ||
Hide a slide title

Make a title invisible on the slide, but still voiced by screen readers.
1. Onthe Home tab, in the Drawing group, select Arrange,
and then choose Selection Pane.
2. Select the Home tab.
3. Inthe Selection pane, next to the Title text box, click the
eye icon.
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UTTH e ETer

- Styles~ (¥ Shape Effects~ [ Select ~ Use captions, subtitles, and alternative audio tracks in videos
PowerPoint 2016 supports the playback of video with multiple

wing P Editing L) K . .
: : * audio tracks. It also supports closed captions and subtitles that are
Selection v X embedded in video files.
Show All || Hide Al e | Closed captions or subtitles must be encoded into the video before

it is inserted into PowerPoint. PowerPoint does not support closed

Content Placeholder 3 < captions or subtitles that are stored in a separate file from the video
Title 1 _ file.
% Supported video formats for captions and subtitles vary depending
on the operating system that you're using. Each operating system
Set the reading order of slide contents has settings you can use to adjust how the closed captions or
1. Onthe Home tab, in the Drawing group, select Arrange, subtitles are displayed.
and then choose Selection Pane.
The Selection pane lists the objects on the slide in reverse Closed captions, subtitles, and alternate audio tracks are not
order. When the screen reader reads this slide, it reads the preserved when you use the Compress Media or Optimize Media
objects in the reverse order listed in the Selection pane. Compatibility features. Also, when saving your presentation as a
2. To change the reading order, drag items to the location that video, closed captions, subtitles, or alternate audio tracks in the
you want or select the item and then select the Bring embedded videos are not included in the video that is saved.

Forward or Send Backward button.
When you use the Save Media as command on a selected video,

. Styles - C# Shape Effects = [ Select - closed captions, subtitles, and multiple audio tracks embedded in
wing = Editing ~ the video are preserved in the video file that is saved.
& | -
Selection - * To make your PowerPoint presentations accessible, ensure the
following:
Show All Hide All -
_ Videos include an audio track with video descriptions, if
Picture 4

needed, for users that are blind or visually impaired.

e Videos that include dialogue also include closed captions or
subtitles in a supported format for users that are deaf or
hard of hearing.

Content Placeholder 3
Content Placeholder 2
Title 1

EEE K
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Add alt text to visuals and tables
The following procedures describe how to add alt text to visuals and
tables in your Word documents.

Note: We recommend only putting text in the description field and
leaving the title blank. This will provide the best experience with
most major screen readers including Narrator. For audio and video
content, in addition to alt text, include closed captioning for people
who are deaf or have limited hearing.

Add alt text to images

Add alt text to images, such as pictures, clip art, and screenshots, so
that screen readers can read the text to describe the image to users
who can’t see the image.

Right-click an image.

Select Format Picture > Layout & Properties.
Select Alt Text.

Type a description and a title.

PwnNPE

Tip: Include the most important information in the first line, and be
as concise as possible.
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Format Picture

H O B e

Text Box
Alt Text
Title Ui
Braille keyboard
Description

The latest prototype for our Braille
keyboard

v X
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Add alt text to SmartArt graphics

1.
2.

3.
4.

Tip: Include the most important information in the first line, and be

Right-click a SmartArt graphic.

Select Format Object > Shape Options > Layout &

Properties.
Select Alt Text.
Type a description and a title.

as concise as possible.

Format Shape

Shape Options Text Options

CIROR

Text Box

Alt Text
Title
Alternating hexagons chart

Description

v X

Represents a series of interconnected

ideas for our marketing event
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Add alt text to shapes
Add alt text to shapes, including shapes within a SmartArt graphic.

1. Right-click a shape, and then select Format Shape.

2. Inthe right pane, select Layout & Properties, and then
select Alt Text.

3. Type a description and a title.

Tip: Include the most important information in the first line, and be
as concise as possible.

Format Shape T

Shape Options Text Options

O
o i
Text Box
Alt Text

Title “i

Booth at a trade show

Description

Idea: Set up a themed booth that
aligns with our brand and the theme
of the trade show
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Add alt text to charts
1. Right-click a chart.
2. Select Format Chart Area > Chart Options > Layout &
Properties.
3. Select Alt Text.
4. Type a description and a title.

Tip: Include the most important information in the first line, and be
as concise as possible.

Format Chart Area ™ *
Chart Options +  Text Options

OGN

Alt Text
Title

Bar chart for income statement
Description

This chart shows the increases and
decreases in income over a five-year
period.
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Add alt text to tables
1. Right-click a table.
2. Select Table Properties.
3. Select the Alt Text tab.
4. Type a description and a title.

Tip: Include the most important information in the first line, and be
as concise as possible.

Table Properties

Table Row Column Cell Alt Text

Title

wonthly Expenses Table

Description

List of manthly expenzes by category, including projected and actual costs and the
difference between the twa.

Alternative Text

Titles and descriptions provide alternative, text-based representations of the
infarmation cantained in tables, diagrams, images, and ather abjects. This infarmation
is wseful for people with vision or cognitive impairments who may not be able to see ar
understand the object.

A title can be read to a person with a disability and is used to determine whether they
wish to hear the description of the content.

Cancal
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Make hyperlinks, text, and tables accessible
The following procedures describe how to make the hyperlinks,
text, and tables in your Word documents accessible.

Add hyperlink text and ScreenTips

1. Select the text to which you want to add the hyperlink, and
then right-click.

2. Select Hyperlink.

The text you selected displays in the Text to display box.

This is the hyperlink text.

If necessary, change the hyperlink text.

4. Inthe Address box, enter the destination address for the
hyperlink.

5. Select the ScreenTip button and, in the ScreenTip text box,
type a ScreenTip.

w

Tip: If the title on the hyperlink's destination page gives an accurate
summary of what’s on the page, use it for the hyperlink text. For
example, this hyperlink text matches the title on the destination
page: Templates and Themes for Office Online.

Insert Hyparlink , »
Lank toc Text to display: Froduct Marketing Assets Py
wfﬁle or | Lodkin: [{ Domments e e a
Web Page ~tmp = |
%] l‘n!de:! Add-in Express Egokmark...
Flace in This Amazon MP3 e
Doturmint Audible
Hrowsed Aviosoft
a S Corel User Files
c[::a:mu!;w Custom Office Templates
Regent Files Cyberlink
Fa
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Apply built-in heading styles
1. Select the heading text.
2. On the Home tab, in the Styles group, select a heading
style, for example, Heading 1 or Heading 2.

] i r
L Tell me what you want to do

1" | asBbceoe AssbeeDe | AaBbhC(| AaBbCer Aa E)
- TMormal T No Spac... | Heading 1 | Heading 2 Title

M Styles
- Y Y

Use bulleted lists
1. Position the cursor anywhere in your document.
2. Select the Home tab.
3. Inthe Paragraph group, select the Bullets button.
4. Type each bullet item in the bulleted list.

Bullet Library
None |:| ® O H -

Define Mew Bullet...



http://go.microsoft.com/fwlink/?LinkId=506569
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Use ordered lists

1. Position the cursor anywhere in your document.
2. Select the Home tab.
3. Inthe Paragraph group, select the Numbering button.
4. Type the sequential steps.
I Y. e= 3= A
=0 v €% 2| T [aasbeend] Aas
Numbering Library
1. 1)
None 2 2)
3 3)
l. A a)
II. B b)
I C c)

Define New Mumber Format...

16

Use accessible text color
Here are some ideas to consider:

Ensure that text displays well by using the Automatic
setting for font colors. Select your text, and then select
Home > Font Color > Automatic.

K A [Aa~| B |i=-i=-- &= 8
a = = = = =
A-Y-BEBl=== 0
. Automatic
.3 . . . | Theme Colors Co

doc'lllllllllI:eS

Standard Colors

M
. ¥ More Colors..

B ¥ %f & Coxiti .
b et [l Gradient r

%l

Use the Colour Contrast Analyzer, a free app that analyzes
colors and contrast, and displays results almost
immediately.


https://www.paciellogroup.com/resources/
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Use accessible text format
Here are some ideas to consider:

e Add an underline to color-coded hyperlink text. That can
help colorblind people know the text is linked even if they
can’t see the color.

e Add shapes if color is used to indicate status. For example,

add a checkmark symbol if green is used to indicate
“pass” and an uppercase X -if red indicates “fail”.

Note: These resources provide other suggestions: usability.gov and
Web Accessibility for Users with Color Blindness.

Use table headers

1. Position the cursor anywhere in a table.

2. Onthe Table Tools Design tab, in the Table Style Options
group, select the Header Row check box.

3. Type column headings.

L i Z-E &

File Home Insert Design Layout Reference

/| Header Row || First Column

Total Row Last Column
| Banded Rows [] Banded Columns

Table Style Options
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Use text spacing
Increase or decrease white space between sentences and

paragraphs.

1. Select your text.

Select the Home tab.

3. Inthe Paragraph group, in the lower-right corner of the
group, select the More button.
The Paragraph dialog box opens, showing the Indents and
Spacing tab.

4. Under Spacing, select the spacing options you want.

N

Paragraph

GELEF LG ELETLG Y Line and Page Breaks

General
Alignment: | Left a

Outline Level: | Sody text [

Indentation

Before text: 0" |

)

¥ Special:  (none) E By:
After text: 0" .

Automatically adjust right indent when document grid is defined

Spacing

Before: 0 pt - . . =
Line spacing:  Multiple At 11 2
After: 18 pt -

Don't add space between paragraphs of the same style
B Snap to grid when decument grid is defined

Sampie TextSample TexiSampie TexiSampie TextSampie TexiSample TextSample TextSampie
TaxiSa~gip TextSample TenSampls TaxiSamply TextSample TeniSamply TexiSampls TexzSampls
TextSamoie TextSampte TextSample TextSample TextSampie TextZampie TextSampie Text

Tabs... cancel | (NCIINN



https://www.usability.gov/get-involved/blog/2010/02/color-blindness.html
http://edtech2.boisestate.edu/jaclynpuntillo/502/accessibility.html
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