~A— Accessibility Checklist

&

for Microsoft Power Point

Use the built-in Accessibility Checker

Microsoft Office Suite includes a built-in accessibility checker that can address most accessibility
issues. Look for the accessibility status at the bottom left of your PowerPoint. The checker may not
capture all issues, but it will capture most.

Clearly Name the File

“Presentation 2.ppt” will not make sense to an audience using a screen reader. They may have trouble
locating the file after downloading it.

Add Metadata
Open your PowerPoint, click File, then Info. Make sure you have a clearly defined title in the properties.

Format Text

For slides, ensure you’re using a sans serif font with a size of at least 18pt for body text. Ensure line
spacing is set to 1.5 and is left-aligned.

Alternative Text for Images

Ensure all images have short and descriptive alternative text between 1-2 sentences.
« Don’t write “image of” or “pic of.”
* Keep it concise
« |f it’s decorative, mark the image as decorative.

For more tips on wording your alternative text, see this blog post on writing effective alt text.

Write Descriptive Links

Use descriptive links instead of saying “Click Here”, “Learn More”, or using the URL as the link text. Try
examples such as “Download the PowerPoint” or “Read our Policy.” Short descriptive links give those
using screen readers more context.

Check Color Contrast

Avoid dark text on dark backgrounds or light text on light backgrounds. You can use a color contrast
checker if you’re not sure.

Avoid Using Color Alone to Convey Meaning

Using color alone to convey meaning can exclude people with color blindness or other visual
impairments. Try other methods to convey meaning as well, such as:

* Clear and concise text.

* Use icons that are universally understood.

Ensure Unique and Descriptive Slide Titles

Ensure that no two slides have the same title. You can number the slides that need the same name
to help readers ensure they have not skipped a slide or are rereading the same slide. Avoid overly
complex titles.

Do not delete title slides. Instead, hide them so assistive devices can tell users what slide they’re on.

Check the Reading Order

It is essential to check the read order for screen readers. To do so in PowerPoint, click Review, click the
down arrow next to Check Accessibility, then click Reading Order Pane.

This checklist is based on Web Content Accessibility Guidelines (WCAG) and Harvard University’s Accessible
Documents Checklist .



https://support.microsoft.com/en-us/office/improve-accessibility-with-the-accessibility-checker-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f
https://www.wcag.com/blog/good-alt-text-bad-alt-text-making-your-content-perceivabl
https://webaim.org/resources/contrastchecker/
https://webaim.org/resources/contrastchecker/
https://www.w3.org/TR/WCAG22/
https://accessibility.huit.harvard.edu/accessible-documents
https://accessibility.huit.harvard.edu/accessible-documents



