How to Make PowerPoint Presentations ADA Accessible
1. Use Built-In Slide Layouts
Always use PowerPoint’s default slide layouts instead of manually inserting text boxes.
Why This Matters
• Layouts create a logical structure for screen readers.
• They maintain a proper reading order for assistive technologies.
How to Use Slide Layouts
1. Select Home.
2. Choose Layout.
3. Select an appropriate layout such as:
   • Title Slide
   • Title and Content
   • Two Content
   • Section Header
Avoid building slides from scratch using multiple floating text boxes.
2. Add Alt Text to Images
Screen readers cannot interpret images unless alternative text (alt text) is provided.
How to Add Alt Text
1. Right-click the image.
2. Select Edit Alt Text.
3. Enter a brief description explaining the purpose of the image.
Example
Poor Alt Text: image1
Good Alt Text: Network diagram showing firewall protecting internal servers.
If the image is decorative, mark it as Decorative so screen readers skip it.
3. Ensure Proper Reading Order
Screen readers read slide elements in a specific order. If objects are out of order, the slide may be confusing.
How to Check Reading Order
1. Select Home.
2. Click Arrange.
3. Open the Selection Pane.
Objects are read from bottom to top in the pane.
Recommended Order
1. Slide title
2. Main text content
3. Images
4. Supporting text or captions
4. Use Strong Color Contrast
Accessible slides must be readable for people with low vision or color blindness.
WCAG Requirement
Minimum 4.5:1 contrast ratio
Best Practices
• Use dark text on light backgrounds
• Avoid light gray text
• Avoid red/green color combinations
5. Use Clear, Readable Fonts
Choose simple fonts and maintain readable text sizes.
Recommended Fonts
• Arial
• Calibri
• Verdana
• Tahoma
Recommended Sizes
• Titles: 32–44 pt
• Body text: 24 pt or larger
Avoid script fonts, decorative fonts, and long paragraphs written in ALL CAPS.
6. Use Meaningful Hyperlink Text
Screen readers often list links separately, so links must clearly describe their destination.
Poor Example: Click here
Accessible Example: View the ADA Accessibility Guidelines
7. Use Built-In Lists
When creating lists, use PowerPoint’s built-in formatting tools.
Use:
• Bulleted lists
• Numbered lists
Avoid manually typing dashes or numbers, which screen readers may not interpret correctly.
8. Make Tables Accessible
Tables should only be used for data, not layout.
Steps
1. Select Insert.
2. Choose Table.
3. Select the table.
4. Open Table Design.
5. Enable Header Row.
This allows screen readers to identify column headings.
9. Avoid Text Embedded in Images
If text appears inside an image, screen readers cannot read it.
Best Practice
• Place text in text boxes
• Use images only for visual content
10. Caption Audio and Video
If the presentation includes multimedia, provide captions or transcripts.
Options include:
• Closed captions
• Subtitles
• Transcript in slide notes
11. Ensure Every Slide Has a Title
Screen readers use slide titles to navigate the presentation.
If a slide should not visually display a title:
• Add a title
• Move it off screen rather than deleting it
12. Run the Accessibility Checker
PowerPoint includes a built-in accessibility checking tool.
Steps
1. Select Review.
2. Click Check Accessibility.
1. The Accessibility Pane identifies:
a. Errors
• Missing alt text
• Missing slide titles
b. Warnings
• Reading order issues
• Low color contrast
Tips
• Best practice improvements
PowerPoint Accessibility Checklist
Use built-in slide layouts
Add alt text to images
Verify reading order
Ensure strong color contrast
Use large, readable fonts
Use meaningful hyperlink text
Format lists using bullet tools
Ensure tables include header rows
Provide captions for multimedia
Run the Accessibility Checker
Recommended Workflow
Build slides using PowerPoint layouts
Add alt text and headings
Verify reading order
Run the Accessibility Checker
Export as an accessible PDF if needed
