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Scope of this Guide

This guide will focus on making a PowerPoint slideshow accessible for students reviewing the material
independently on a computer. Making a PowerPoint used in a live presentation accessible is outside the scope

of this guide. To benefit the most from this guide, you should be familiar with creating and editing PowerPoints.

Structuring the Slideshow

Give your slideshow an easily understood structure by breaking the slideshow up into smaller sections. For
each section, use the Section Header slide layout (layouts discussed below). Also, ensure that each slide has
a title. If you feel the title takes up too much space, make the text smaller, but keep the title somewhere on the

slide.

Presentation Agenda
* Slide Content

* Slide Content

Title of Presentation

Slide Title

* Slide Content
« Slide Content

Section 1 Header

Slide Title

« Slide Content
* Slide Comtent

Section 2 Header

Structuring Slide Content

PowerPoint provides several different layouts for arranging slide content. Using these prebuilt layouts helps to
structure content so that it is more compatible with assistive technology. Avoid creating freeform slides that do

not use layouts. The content on these slides may not be discernable to users of assistive technology.

Selecting a Layout When Creating New Slides

When creating a new slide, select the desired layout using the bottom half of the New Slide button.
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Adjusting the Layout on an Existing Slide

When an existing slide layout needs to change, use the Slide Layout menu to adjust the slide.

@ E ."Ié - Presentationl - PowerPoint
FILE HOME INSERT DESIGN TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS ACH
ol —] | =

UTIE Theme

Paste MNew - [ A
M Slide : i ; ;
i i
Clipboard [F1 slid/| i i Paragraph
Title Slide Title and Content  Section Header
1
Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption

Tap to add

Tap to add subtitl

Use Layouts When Inserting Graphics, Charts, and Images
When inserting graphics, charts, and images, use the insert buttons within the layout area. Although you can
insert media using the Insert tab, the media will exist outside the structure of the layout and may create issues

for users of assistive technology.
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Tap to add title

* Tap to add text

Use Outline View to Check Slide Content
If you're unsure whether all slide content is structured properly within a layout, use Outline View to check for

free form content. All content critical to understanding the slideshow should appear in the outline.

In the example below, the text within the textbox is not shown in the outline because it was created separately

and apart from the layout. Only content within the layout structure is shown in the outline. The excluded text

would need to move into the slide layout before becoming fully accessible.

1 This is the Title
This Is the subtitle
2

3[C] This is the slide title

= This is the text inside
the layout.

X

CETL | PowerPoint 2013
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This is the slide title

* This is the text inside the layout.

|
This is text outside the layout in a textbox.
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Include Text Descriptions of Images and Graphics

For any image or graphic within the slideshow, be sure to include Alt Text, a text based description of the

image or graphic. Assistive technology like a screen reader will read aloud the Alt Text for each image or
graphic.

Setting Alt Text for Images and Graphics

1.

2
3.
4

Right click on the image or graphic.

Click on the Format Picture menu item.

In the Format Picture panel, click on the Size and Properties button.

In the Description box, type in the image or graphic text description.

Format Picture =
o m@@
2T H
I+ SIZE
- POSITION
E:f' 'ﬂ- - TEXT BOX
Style Crop 4 AITTEXT

[i<:]
{="-]

|

{ay

Tips on Writing Text Descriptions

Size and Position... X
2¢ Format Picture... e =

g | Title G

Cut

Copy Description
Paste Options:

o, el
|

Change Picture...

Hyperlink...

Save as Picture...

L d

@

Be as concise and accurate as possible, conveying in written words the function and content of the image or

graphic. Avoid repeating the same information that may be found elsewhere near the image. For instance, if

there is a lengthy written discussion of the image, don’t copy and paste all of that into the Description box.

Also, don't use the terms graphic or image in describing the object, unless the medium is important in

conveying the meaning of the image.

Alt Text for Decorative Elements

A slideshow may use decorative elements, like a logo. These are non-essential graphic elements and if

repeatedly used on multiple slides, should not have Alt Text. Provide Alt Text the first time the logo or other
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decorative elements appears in the slideshow.

Formatting Slide Content

Punctuation

Be sure to include a period at the end of sentences even if using bullet points or another informal style. The

period is important so that screen reading technology makes a full stop before continuing to read aloud the text
on each slide.

Hyperlinks

Create hyperlinks with Display Text and avoid pasting in lengthy web addresses.

1. Type the Display Text and highlight the text.
Right click on the text and click on the Hyperlink menu item.

3. Inthe Insert Hyperlink window, paste in the link address in the Address field.

Tap to add title
Calibri(E~ 128 - A" a7 3=
B I U=== -
* Los Angeles Tipae [rnanaslatimes,.com)
Ut
o Em Copy Insert Hyperlink Fvaln. . Y" u—lﬂ X
Tﬁ Paste Options:
- - Linkto:  Iextto display: [Los Angeles Times
0Ol
in: : 5 Foxs)
Exit Edit Text E!ist% Fire | oK™ E| My Documents [~] @ =
A Font. or Web Page Carntasia Studio - Bookmark...
— CFngrdent Custom Office Templates
=4 Paragraph... CCE Fax
:=| Bullets L4 (e [ IS OneMote Notebooks i
— Document Browsed .
i= Numbering 14 Pages Outlook Files
. Scanned Documents
PD Convert to Smartgd » Snagit
Create New Recent 9
‘% Hyperlink... Document Files € 2007-19994-001.pdf.accreport
< , & Curtis.pdf.accreport e
ynonyms
@ Address: | E|
@3—,‘ Translate E-mail
"""""""""" Address
4 Format Text Effects... e
{%4 Format Shape...

If the slides will be printed, include the entire hyperlink, but place it in parentheses.

Accessibility Technology Initiative (http://web.calstatela.edu/academic/aa/cetl/r/ati.php)
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Color and Contrast

Using color in your slideshow is fine, but make sure when reproduced in grayscale, there is sufficient contrast
between items.

Red Red 1 1
Green Green b "
10 10
Blue Blue
8 Series3 8 ——Series3
e BT RS 2 e SEr IS T
Cyan Cyan & —Series 1 & ——Series 1
Magenta Magenta ‘ ‘
2 2
Yellow , ,
Category 1 I Catagory 2 ‘ Catagory 3 ‘ Catagory 4 I Category 1 I Category 2 ‘ Catagory 3 I Catagory 4
Black Black

If color is the only distinguishing characteristic between two or more items, then consider using another

method. To differentiate text, consider size, bold, and italics. For line graphs, use dotted or dashed lines.

Exercise caution when presenting colored text with a colored background. Sufficient contrast must exist
between the text and the background.

Not Effective

Allow PowerPoint to Format Bulleted and Numbered Lists
Use the Bulleted List and Numbered List function in PowerPoint to create lists. This will ensure the list adheres
to a structure discernable by assistive technology. When using existing slide layouts, the text should be

preformatted to use the automatically created lists.

B EH ® 0O B = Presentationl - PowerPoint DRAWING TOOLS ? m - ) X
FILE HOME  INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SUDESHOW — REVIEW ~ VIEW  ADD-INS  ACROBAT FORMAT Suarez-Grant, Jeffrey T -
oOn - A — —_
X - . . o _ - | -
B & = B ot (Body) la - A A A =T i=- lIf @.«' DD | 2 #
= — e 4 . \,‘r‘ .
Past . N = & Sh A Quick = Edit
aste ew AV- Aa- A - = = = = ==. apes Arrange  Quic iting
- ~ Side-  F- B I u S w4 — = = = = = »m N - Syles- Q- .

Clipboard ) Slides Font ) Paragraph F) Drawing [Pl -~

Avoid Tables When Possible

The Table Properties option is not available in PowerPoint. If your table features a header row, there is
currently no way in PowerPoint to flag the row as a header so that it is discernible by users of assistive
technology.

To make an accessible table with both column and row headers, you'll need to use Adobe Acrobat

Professional. You'll still create your table in PowerPoint, but you'll need to configure the table for accessibility
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in Acrobat after saving the slideshow as a PDF. For more information on Adobe Acrobat Professional, please

refer to the Adobe Acrobat Accessibility Guide.

Transitions and Animations

It's best to keep things simple, so avoid complex and fancy transitions and animations. In fact they may cause

problems when the PowerPoint is saved as a PDF. Also disable automatic slide advancing.

PowerPoint Notes Panel

The notes panel can be useful for holding supplemental information that may not fit on the slide. Be sure to
include a brief description of what the text in the notes panel supplements. Do not place images, graphics, or

charts in the notes panel.

PowerPoints with Video and Sound

Embedded Video
When including a video clip, ensure that the video is captioned. Or, when linking to a video hosted online,
ensure that the video on the external website is captioned. Typically, video hosted on Youtube is captioned

automatically. However, keep in mind that caption quality may be low.

Audio Clips
Provide a transcript of any audio used in the slideshow. Place the audio transcript in the notes panel of the

presentation.

Narrated Slideshows

Narrating a PowerPoint slideshow presents unique challenges. Although PowerPoint offers tools to record
voice over narration on each slide, it does not provide a way to caption the audio narration. Providing a
transcript is insufficient, since the audio narration is typically timed with the presentation of information on each

slide.

Use Camtasia Studio to record the slideshow and your voice over narration. Camtasia provides tools for
captioning the audio. In addition, Camtasia provides easy to use editing functionality in case audio needs to be
trimmed or segments of the presentation need to be cut or redone. After recording and editing, the project can
be published as a video file and uploaded to Youtube, where auto captioning is available. Please see the

Camtasia Screen Recording Guide for more information.
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Accessibility Checker
Use the Accessibility Checker to scan the slideshow for missing descriptive text for images or graphics.

1. Click on File making sure to stay in the Info section.
2. Click on the Check for Issues button.
3. Choose Check Accessibility.

m E ] E‘O N Presentation] - PowerPoint 7 3l - al x
%HOME INSERT DESIGN TRAMNSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ADD-INS ACROBAT Suarez-Grant, Jeffrey T ~
o =R b | = - D
| \J 2 A A A =-i=- & 3= = lIf %z 5 #
=
Paste New . B I u S abe AV Aa A Shapes Arrange Qt.uc_l'. Editing
© Slide = (=) - - Styles -
Clipboard ) Slides Font Paragraph Drawing -~

Presentation] - PowerPoint 7 - = x

Suarez-Grant, Jeffrey T -

Info

Protect Presentation Properties *
} Control what types of changes people can make to this presentation. Size Not saved yet
Protect
Presentation - Slides 2
Hidden slides 0
Save As Title PowerPoint Presentation
. Tags Add ata
@ Inspect Presentation : f ) . i
3 ategories Add a category
Saveas Adabe Befare publishing this file, be aware that it contains: J e

PDF

Check for : .
Document properties and authaor's name
- Related Dates
Print == Content that people with disabilities are unable to read
Last Madified :
D@ Inspect Document ast Wioditie Today, 3:26 PM
Share Check the presentation for hidden properties Created Today, 3:25 PM
or personal information. Last Printed
Export Ijh Check Accessibility file.
@ Check the presentation fer content that people Related People
with disabilities might find difficult to read.
. Author
Eﬁ Check Compatibility Suarez-Grant, Jeffrey T
Check for features not supported by earlier
versions of PowerPoint. Add an author

Account
Last Modified By
Suarez-Grant, Jeffrey T

Options

Show All Properties

Although PowerPoint provides an accessibility checker, avoid relying on it too extensively. The checker mainly
looks for missing Alt Text. The checker will not alert you if you have forgotten to use Styles, improperly
formatted hyperlinks, or used manually created lists.
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Preserve Accessibility When Creating a PDF
When saving the slideshow as a PDF, be sure to use the Adobe Acrobat PDF plug-in to create the PDF.

Click on File and then find the Save As Adobe PDF option.

Presentationl - PowerPoint

Protect Presentation
é’ Control what types of changes people can make to this presentation.
Protect
Presentation -

Save As

ﬁ Inspect Presentation
S (%)
STRAE = Before publishing this file, be aware that it contains:

Check for Document properties and author's name

L=T Content that people with disabilities are unable to read
’_Ij Versions
Q ¥ There are no previous versions of this file,
Manage
Versions =

Although newer versions of Office do allow you to use the Save As command and then select PDF, some
formatting critical to accessibility is lost in the conversion to PDF.

Preserve Speaker Notes

Be sure to preserve speaker notes that may have been added to the slides by clicking yes when prompted.

Acrobat PDFMaker N —— =

. Would you like to convert this presentation’s speaker notes to text annotations in the PDF? The annotations will be created
on a separate layer that can be toggled on or off.

k. * 4

[ Don't show again [ Yes ] [ No
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Avoid Printing to PDF

For paper based handouts, we often use the multiple slide per page option. When creating a paper based
handout, this option is desirable because it saves paper. But when providing an electronic copy in PDF format,
do not use this option. Always use the Save As PDF option described above. Printing to PDF creates an image

of each slide, including slides with text. Once the text becomes an image, it is no longer discernable by users
of assistive technology.

Print Layout

L] E

Full Page Slides Motes Pages Outline
Handouts
1 Slide 2 Slides 3 Slides

= =

4 Slides Horizontal 6 Slides Horizontal 9 Slides Horizontal

i

4 Slides Vertical 6 Slides Vertical 9 Slides Vertical

[0

Erame Slides
+ 5Scaleto Fit Paper
High Quality
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