Creating Accessible Microsoft PowerPoint Files

Authors play the most important role in creating 508 accessible content for people that use assistive technologies. People with impairments are not always able to access information that is given in PowerPoint files and following the guidelines below with create a more accessible file. Creating an accessible PDF from PowerPoint is also an option and a link to a guide on this is provided under “Resources”.

Guidelines for Accessibility with PowerPoint Files

· Use the auto layouts/design templates and other formatting tools provided by PowerPoint so that the content is accessible and organized for screen readers and other assistive devices.

· Put the content of the slides in the “notes” section of the presentation. (This may cause a problem if a speaker using the file needs to use the “notes” section to aid in their presentation.)

· Post the content of the slides in a text (.txt) file in the order of the slideshow and with descriptions that can be understood by a screen reader.

· Provide a 508-email address or Point of Contact on each slide.

· Give any non-text elements alternative text by right clicking on the item you want to give alt text to and select “format object”, “format picture”, etc. for what type of non-text element you are adding alt text to.

· Make sure that spelling and grammar are correct.

· Make sure that there is not poor contrast between backgrounds and text on the screen.

· Stay away from using streaming video and sound that could present a challenge for people with visual or hearing impairments.

· Avoid using abbreviations and acronyms.

· Create an accessible PDF file from the PowerPoint document. (See the link to Adobe’s “Creating Accessible Adobe PDF Files: A Guide for Document Authors” below. Section 3 gives detailed instructions on how to create an accessible PDF from PowerPoint.) An .rtf file (rich text format) can also be posted in addition to the PDF file to serve as an alternative format.

Resources

Creating Accessible Adobe PDF Files: A Guide for Document Authors 

See Section 3 (p. 19-34) of this guide to find out how to create an accessible PDF file from a PowerPoint document.

http://www.adobe.com/enterprise/accessibility/pdfs/acro6_pg_ue.pdf
Creating Accessible Presentations

http://office.microsoft.com/en-us/assistance/HA011667681033.aspx

Tutorial for Creating Accessible PowerPoint Presentations

http://www.cew.wisc.edu/accessibility/tutorials/pptmain.htm

Section 508 of the Rehabilitation Act: Electronic and Information Technology Accessibility Standards (Access Board)

http://www.access-board.gov/508.htm
Federal Section 508 Web Site

http://www.section508.gov
Section 508 Online Training

http://www.section508.gov/index.cfm?FuseAction=Content&ID=5
