
Microsoft PowerPoint 

ACCESSIBILIT Y QUICK CARD 

Follow these best practices 
to help make documents accessible. 

Use content  placeholders.  
Star t  wi th  an access ib le  templa te .  Use V iew 
> S l ide Master  V iew to  inser t ,  edi t  and 
manage conten t  p laceholders .  To check i f  
th i s  i s  done correc t ly,  open V iew > Out l ine  
V iew.  Al l  tex t  (except  tab les  and objec ts  
wi th  a l t  tex t )  should  disp lay in  th i s  pane.  
Th i s  ensures  a l l  users  have eas ier  access  to  
the  tex t  in  the  s l ides .  

Check s l ide reading order.  
Open Rev iew > Access ib i l i t y  Check >  
Reading Order  too l  to  ver i f y  the  order  o f  
each s l ide’s  conten t .  The reading order  
mus t  fo l low the  in tended presen ta t ion  order  
for  the  s l ide  conten t .  Note :  Reading order  
may af fec t  objec t  layer ing.  

Give each s l ide a unique t i t le .  
Sl ide t i t les  c reate  s t ruc ture  and a id  
nav igat ion ,  both  essen t ia l  access ib i l i t y  
components  to  meet  s ta te  requi rements .  
Keep t i t les  shor t  (use  5-10 words  and keep 
to  one l ine) .  

Add al t  text  to  images and objec ts .  
Use in format ive  and conc ise  a l ternat ive  tex t  
descr ip t ions  for  impor tan t  graphics  or  
embedded objec ts .  For  example ,  “Person in  
wheelchai r  on ramp” ra ther  than “Smi l ing 
woman s i t t ing in  a  green wheelchai r  pos ing 
on a ramp.”  Use the  “Mark  as  decorat ive”  
checkbox when an image i s  no t  necessar y  for  
a  fu l l  unders tanding of  the  page’s  conten t .  

Name hyperl inks  appropriately.  
L inks  should  conta in  meaningfu l  tex t  tha t  
descr ibes  the  l ink ’s  des t ina t ion  or  subjec t .  Do 
not  use  gener ic  language,  such as  “c l ick  here .”  

Use s imple table s truc ture .  
Avoid us ing nes ted tables ,  merged or  sp l i t  
ce l l s ,  or  b lank  ce l l s  for  format t ing.  Table  
header  rows are  essen t ia l  to  provde contex t  
to  table  data .  Do not  pu t  the  table  t i t le  
ins ide the  table .  I f  a  complex layout  i s  
necessar y,  contac t  an access ib i l i t y  exper t .  

Use capt ions and audio descr ipt ions.  
I f  us ing embedded audio or  v ideo 
components ,  capt ion the  audio and 
descr ibe the  v i suals .  

Use high-contrast  colors .  
Color  cont ras t  mus t  meet  s tandards  
th roughout  the  presen ta t ion .  Normal  tex t  to  
background ra t io  i s  4 .5:1.  Non- tex t  
e lements  and large tex t  (a  min imum of  14 p t  
bold  or  18 p t )  ra t ios  are  3:1.  Prev iew s l ide 
des igns  in  b lack  and whi te  or  grayscale .  

Fi l l  in  Document  Proper t ies .  
When sav ing,  en ter  the  t i t le  (document  
name) ,  sub jec t  (genera l  keywords) ,  and 
author  (agency or  div i s ion)  in  the  
document ’s  proper t ies .  

Use the Access ibi l i t y  Checker  tool .  
Th is  bu i l t - in  too l  prov ides  de ta i l s  on  
poten t ia l  i s sues  and g ive  sugges t ions  to  
correc t  them.  You mus t  per form manual  
checks  in  addi t ion  to  the  au tomated ones .  

Consider  al ternate formats  
when sharing presentat ions.  
Cons ider  the  audience and deta i l s  to  share .  
For  example ,  expor t ing to  Word can inc lude 
presen ta t ion  notes .  A PDF can prov ide a 
s imple  copy of  the  s l ide  deck .  Make sure  
the  a l ternate  format  i s  access ib le .  

Thank  you to  the  s ta te  o f  Minneso ta  
fo r  p rov id ing th i s  con ten t .  
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