
  

Accessible documents 

• Use Heading styles 

o Edit styles to choose your font preferences 

• Create descriptive hyperlinks 

• Create simple tables 

o Set a header row and ensure it repeats across pages 

• Input alt text for images 

o Short & specific description 

• Use numbered lists 

• Avoid using color only to indicate important 

info 

• Avoid using textboxes 

• Use the Accessibility Checker 

https://support.microsoft.com/en-us/office/add-a-heading-in-a-word-document-3eb8b917-56dc-4a17-891a-a026b2c790f2
https://support.microsoft.com/en-us/office/video-create-accessible-tables-in-word-cb464015-59dc-46a0-ac01-6217c62210e5
https://support.microsoft.com/en-us/office/add-alternative-text-to-a-shape-picture-chart-smartart-graphic-or-other-object-44989b2a-903c-4d9a-b742-6a75b451c669
https://support.microsoft.com/en-us/office/improve-accessibility-with-the-accessibility-checker-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f#:%7E:text=In%20Word%2C%20Excel%2C%20and%20PowerPoint,toolbar%20and%20choose%20Check%20Accessibility.


  

 

PowerPoint tips  

• Apply general best practices for accessibility 

o Simple tables 

o Descriptive links 

o Alt text for images 

• Use built in Slides 

o Avoid using textboxes 

o Use the Slide Master Tool to create a specific layout 

• Double check Reading Order 

• Review styles in presentation mode 

o Look at font size 

o Check for good color contrast 

• Read the text on the slide when presenting 

https://support.microsoft.com/en-us/office/make-your-powerpoint-presentations-accessible-to-people-with-disabilities-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25#PickTab=Windows&picktab=windows
https://support.microsoft.com/en-us/office/what-is-a-slide-master-b9abb2a0-7aef-4257-a14e-4329c904da54
https://support.microsoft.com/en-us/office/make-slides-easier-to-read-by-using-the-reading-order-pane-863b5c1c-4f19-45ec-96e6-93a6457f5e1c
https://support.microsoft.com/en-us/office/video-use-more-accessible-colors-and-styles-in-slides-65c8c964-9449-4b5f-88ea-e226abd68337
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