
How to Create Accessible PowerPoint (2016) Documents 

Slide Layouts 
 

 

 
 
 

 

1. Using slide layouts provided within PowerPoint will ensure files have correctly 
structured headings and lists, and proper reading order. The correct use of slide layouts 
is probably the most significant thing you can do to ensure that your content is 
accessible. 

2. On the Home ribbon, select New Slide, and choose the desired layout. 

3. If you do not want to use one of the layouts provided, you can design your own slides 
using the Slide Master on the View ribbon, under the Master Views tab. 

 



 

 

 

4. Ensure that every slide has a unique Title. For example, you might add “(continued)” at 
the end of a duplicate slide title. If there are more than two slides with the same title 
name, you can add “(part 1), (part 2)”, and so on. 

Alternate Text for Images 

1. Alternate Text is read by a screen reader and should convey the same information that a 
sighted person would get from the image. Imagine describing the image to someone 
over the phone. 

a. Right-Click on the image and choose Format Picture. 
 
 

 

 

 

 

b. Select the Size and Properties icon and choose Alt Text. Enter appropriate text in the 
Description field, NOT the Title field. For decorative images, leave field blank. 



 

Tables 
 

 

 

 

1. Accessible tables need a clear table structure and table headers to help guide a screen 
reader user. 

2. To add a table, select the Insert tab on the ribbon, then select Table → Insert Table. 

 

 
 

 

  

3. Simple Data Table: The two data cells each have one associated column and row header. 
Simple tables are preferred and less confusing. 

4. Provide Alternative Text that gives a summary of the table. Many assistive technology 
users navigate with a keyboard and need a table summary to describe the purpose of a 
table. 



 

Links 
 

 

1. PowerPoint automatically creates a hyperlink when a user pastes a full URL onto the 
page. However, these may not make sense to a screen reader, so more information is 
needed. A meaningful description of the hyperlink will make for a cleaner appearance as 
well. 

a. Select a hyperlink, right-click, and select Edit Hyperlink. 

 
  



 

b. Change the text in the Text to Display field to a more meaningful description. 
 

 
 

 

 

Reading Order 

1. To ensure proper reading order for screen readers, it is important to make sure that the 
content on the slides is logically sequenced. 

a. Under the Home ribbon, select Arrange under the Drawing tab, then select 
Selection Pane. 

b. Reading order starts from bottom to top, so make sure the Title is always at the 
bottom, and that the reading order is logical. 

 



 

 

 

 

Accessibility Checker 

1. Use the Accessibility Checker to identify accessibility issues within your document. 
a. Under the File ribbon, select the dropdown Check For Issues, and choose 

Accessibility Checker. 

 

 

 

b. Inspection Results will appear on the right hand side of your screen. From here 
you can see Errors, Warning, and Tips to help you create an accessible 
document. 



 

Other Principles to Consider 
 

 

1. Ensure that font size is sufficient, at least 12 point. If your presentation will be viewed 
on a projector, font size may need to be even larger. 

2. Use sans serif fonts. 
a. Examples include: 

i. Arial 
ii. Calibri 

iii. Century Gothic 
iv. Helvetica 
v. Verdana 

3. Do not put important information in the Notes section, this information may not be 
accessed by a screen reader. 

4. Provide sufficient color contrast. Light background with dark text is best. If your 
presentation will be viewed on a projector, sometimes the contrast needs to be even 
more pronounced. 

5. Do not use color as the only way to convey content. 
6. Avoid automatic slide transitions. 
7. If you have embedded video, ensure the video is captioned. 
8. If you have embedded audio, include a transcript. 

 
Notes: 

∗ Although these directions are for Word 2016, they should be very similar for other 
versions. 

∗ For Mac users, the Accessibility Checker is only available for Office Suite 2016. 
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