[bookmark: _GoBack]    Instructions for Making a PowerPoint Presentation Accessible

1. PowerPoint Presentation Design
a. Click the Design tab
b. Click the desired template for the PowerPoint Presentation. 
               1. Select a template with:
	a. Readable Font Style—Arial or Verdana
	b. Readable Font size—12 or larger
           c. Contrast—Black text on White background
           d. Color
                1. Not used alone for emphasis
                a. Color 
	     b. Bold
     2. Limited use of color      
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2.  Slide Theme 
a. Click “New Slide” to add slides to the presentation.
b. Do NOT use the Blank template
c. Do NOT add text boxes to a slide. (They cannot be read by a screen reader.)
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3. Slide Layout
a. Click Layout to change the Layout of a slide
b. Do NOT use the Blank template
c. Do NOT add text boxes to a slide. (They cannot be read by a screen reader.)
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4. Images, Charts, and Graphs in PowerPoint Presentations

	Adding Alt Text  to  Image, Chart or Graph
	Adding descriptive text on a slide

	1a. Images, charts, graphs
a. Alt Text
           i. Right click on image  
                      ii. Select Format Image
                     iii. Select Alt Text
                     iv. Enter Alt Text in the Description field if     
	1b. Images, charts, graphs        
      b. Descriptive text
i. Enter before or after
                 ii. Chart, graph, or image
                iii. Enter the Descriptive  text
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5. In order to check how a colorblind person sees your presentation: 
a. Click the View tab 
b. Then Grayscale
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6. To run the accessibility checker:
a. Click on file tab, and then info 
b. Click the check for issues button 
c. Then click on check accessibility
                                [image: ]
7. Table tools design tab:
a. Be sure there is enough contrast between the text and background colors of each cell. 
b. Choose a table style that provides grid lines to separate the data cells
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8. To check the reading order: 
a. Go to the Home Tab
b. In the Drawing group of commands, select Arrange
c. Then Selection Pane.[image: ]
image3.png
Insert  Design

Transitions

Title and Content

Sechion Header

Twa Content

Comparison

Title orly

Contentwith
Caption

Picture with
Caption





image4.png
) and
ent

Format Picture

il
{ | Line Color

Line sty

Shadow

Reflection

Glow and Soft Edges
30 Format

30 Rotation

Piture Corrections
Picture Color

antistic Effects

Gop

See

Pastion

T

Al Text

Alt Text

Tt

Descripton
Finsncal & Managerial Accounting Fith Edtion /

Tiles and descrptions provide akernative, text-based
representations of the nformation cantained in tables, dlagrams,
images, and other objects. This nformation i useful or people
with viion or cogrive impaitments who may not be able to see or
understand the abject,

A title can be read to a person with a disabiity and i used to
determine whether they wish to hear the dsscripton of the
cantent,

e

1H

Jdleungrens

FINANCIAL & MANAGERIAL

ACCOUNTING

Example of Descriptive Text:

Financial & Managerial
Accounting Fifth Edition

Accounting and
the Business
Environment





image5.png
Acrobat

Animations  SlideShow  Review Adobe Presenter

Transitions

Home  Insert  Design

% B = = [ [& [ Ruler Q {%‘} = Arrange All E m
| = i IS
- [ Gridlines B Cascade
Slide Notes Reading Slide Handout Notes Zoom Fitto o New Switch | Macros
Sorer Page View | Master Master Master [ Guides Window | I Black and White | wingow 53 Move Spiit  windows » |
Window | Macros |

Master Views Show T Zoom | Color/Grayscale

Presentation Views




image6.png
Hn——-—-—-u—.—u-_mm

Information about Accessible PowerPoint

s
W seens
ET
o o

e
e
e
S b send

e

2 ovem
Boe





image7.png
. — Design Layout

| R shading ~ A-
ssses ssses v | s

v Borders ~

7 Effects ~ 5?,'::(:. A~

Table Styles | WordArt Styles 7 |





image8.png
The Selection Pane will appear, listing all of the objects on the slide.
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