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1. Use Built-in Layouts

* Home - Layout
(do NOT use blank
slides)

* Ensures correct
reading order for
screen readers

Do NOT use blank
slides or manual
text boxes

2. Add Unique Slide Titles

* Every slide must
have a clear title

 UseTitle
placeholder (can
hide if needed)

Edit Master

Home

Slide Master

HEEd 5 -« B a

blide Insert = Master

er layout [}

CENTER FOR
INNOVATION
. INE-LEARNING

TEXAS TECH
College of Education

Home | Insert | Draw | Design | Transitions | Animations | Slide Show | R

L =

[A | O

Drawing | Editing

|
Slides Font Paragraph

W b s

|| Reset

Office Theme

Title Slide Title and Content Section Header

Title Slide

Insert Draw Transitions Animations

Backgro

W

Themes
Layout v

Master Layout Edit Theme

Master Lay... ?

CliCk to Edi Placeholders
Title!
- 8 Tet
* Click to edit M: e
* Second level slide number

. Third level Eooter
» Fourthle

For more information about accessible material, visit the Digital Accessibility Webpage.
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3. Check Reading Order

* Review - Check Accessibility - Reading Order Pane
* Order should be: Title > Content
* Avoid manual text boxes

Draw | Design | Transitions | Animation: | Slide Show | Record | Review

E:. % Transiate D J@ Sl

Check New
Language v
Accessibility ¥ A guag Comment
[® Check Accessibility Activity

RS Alt Text

Reading Order voooX
El Reading Order Pane Display the Reading Order Pane

Sort By Rows || Sort By Columns
Adjust the order that your objects y > ytolun

will be read in to improve
0 A
accessibility.

@ Tell me more Title 1
1 “timizs v ~AlA

["\‘ Options: Accessibility

Accessibility Help

Text Placeholder 2
3 Content Placeholder 3
1 Text Placeholder 4

5 Content Placeholder 5

 “Use Outline View to verify structure”
* View - Outline View

4. Use Accessible Fonts & Colors

* Font: Sans-serif (Arial, Calibri)

* Size: 2 18pt

* Ensure strong contrast (use WebAIM contrast checker)
Do NOT rely on color only

For more information about accessible material, visit the Digital Accessibility Webpage.



https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php
https://webaim.org/resources/contrastchecker/
https://webaim.org/resources/contrastchecker/
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5. Add Alt Text

Right-click image - View Alt Text
Describe meaning (not just appearance)
Mark decorative images as decorative

Acrobat  Picture Format  Accessibility @® Record | | @ Present in Teams | | 2

Always Use Subtitles | CC|

Accessibility
Help

Captions & Subtitles F &V -E[_ _l’::l

0 Edit sthle  Cro New
Picture 1 P | comment Alt Text

[E3 Subtitle Settings v

How would you describe this object and it
context to someone who is blind or low
vision?

- The subject(s) in detail

- The setting

Copy - The actions or interactions

- Other relevant information

Paste Options:

[ &
) News | Department | Mathematics &
Change Picture Statistics | Texas Tech

(1-2 detailed sentences recommended)

Bring to Front

Send to Back

Lock

Link
Generate alt text for me

Save as Picture...
Mark as decorative
View Alt Text...

Size and Position...

Format Picture...

New Comment

For more information about accessible material, visit the Digital Accessibility Webpage.



https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php
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6. Use Simple Structure

e Use built-in bullets and lists
* Avoid cluttered slides
 Tables:

include header row, no merged cells ---

“Insert tables (do NOT draw tables)”
Insert - Table = Insert Table

7. Use Descriptive Links

e Select text - Ctrl+K = insert link
Example: “TTU Accessibility Resources”
e Avoid “CLICK HERE”

Insert Hyperlink ? X
Link to: Text to display: Select ScreenTip...
- Look in: Worldwide eLearning R v| |3 &
Existing File or Lookim: = orldwide eLearning Resources Q
Web Page & Accessibility in a Nutshell Bookmark...
g CF%)'ILZ”: & Accessibility in Blackboard
Plare i This i Accessible PowerPoints
Document «| Accessible Word Documents
EL"W“" g* | Elements of Accessibility in Online Courses
ages - : ) s
& 9 % Universal Design & Accessibility
Create New
Document
Recent Files
-]
E——— Address: h’lttps:jjwww.ttu,edujaccessibility/dig'rtal-access'tbility/docsjaccessible-powerpoir b

[ oK J Cancel

For more information about accessible material, visit the Digital Accessibility Webpage.



https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php
https://www.ttu.edu/accessibility/digital-accessibility/docs/accessible-powerpoint-guide.html
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8. Accessible Media

o Format

&

e Videos must include
captions

* Provide transcripts if
needed

Save
Media as

Insert
aptions ~

o

= Insert Captions

9. Export Properly (if PDF)
* File > Save As - PDF - Options
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Playback

Insert Captions

Insert WebVWTT closed captions for
your media here.

(?) Tell me more
L

e Check: “Document structure tags for accessibility ”

e Do NOT use “Print to PDF”
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Save As
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PDF B Local Disk (C:)
TT  Texas Tech University T... %) AccessibilityPDF
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@ Print
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61st SGA Student Senate W Network
|4 Share = AccessibilityPDFa
& Microsoft Power
Share as Adobe Show more...
PDF link File name: | AccessibilityPPT
Share Options
|:‘ P Save as type: PDF
-5 Export
Q Share Au Solis, Amanda
D Close
Options...
Open file after publishing

R Account

El Options A Hide Folders

Accessibility Docum

Include non-printing information

Options ?
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Custom sho

) Current slide

(O slide(s) From: s o: [17

Publish options
Publish what:
Slides

() Frame slides Order
([ Include hidden slides

[J include comments

Include ink

Document properties

Document structure tags for accessibility
PDF options

[_J PDF£A compliant

Bitmap text when fonts may not be embedded
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Tools v Save

For more information about accessible material, visit the Digital Accessibility Webpage.



https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php
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10. Run Accessibility Checker

e Review = Check
Accessibility
* Fix all errors and warnings [N sy —"—"

Accessibility Assistant

Media and lllustrations

Missing alt text

Missing audio or video subtitles

Tables

Document Structure

Missing slide title

For more information about accessible material, visit the Digital Accessibility Webpage.



https://www.ttu.edu/accessibility/digital-accessibility/accessible-documents.php
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