[bookmark: _kc5uvbkylak4]PowerPoint Accessibility Remediation Guide
[bookmark: _wxsgiirv4yqe][bookmark: _p62mhucvp878]This guide provides instructions on how to ensure your PowerPoint files are accessible, covering built-in accessibility features and best practices for creating accessible content.
Accessibility Checker/Assistant
PowerPoint includes a built-in Accessibility Checker to identify and help fix accessibility issues in your presentations.
[bookmark: _7gotosbo7tlh]How to Use the Accessibility Checker
1. Open your PowerPoint file.
2. Under the Review tab, choose Check Accessibility (or File > Info > Check for issues > Check Accessibility).
3. If this is your first time using the checker, an accessibility tab and toolbar will activate at the top of the screen.
4. The Accessibility Assistant will display a report showing issues or a "Looks Good! No issues" report on the right-hand side of the screen.
[bookmark: _4r105f4bc758]Tips/Notes
· You can choose to show issues by the current slide or the entire presentation using the toggle button within the report area.
[bookmark: _cv5w2r9samaf]Common Accessibility Issues and Fixes
[bookmark: _n9tymgsz2b6z]Images
[bookmark: _9xd66lsp1eqr]Description
Accessible images include appropriate alternative text (alt text) or are marked as decorative when they do not convey meaningful information. This ensures that users with visual impairments can understand the content of images.
[bookmark: _ns8utnggabs5]How to Fix
1. Click on the image.
2. In the accessibility ribbon, choose Alt Text or Mark as Decorative (alternatively, right-click and select "View Alt Text").
3. Enter descriptive alt text in the alt text box or choose "Generate Alt Text for me" and ensure it is correct.
4. If the image is purely decorative and does not add meaning, select Mark as decorative.
[bookmark: _bywtbuutniny]Reading Order
[bookmark: _m471trw4w8nd]Description
The reading order determines the sequence in which elements on a slide will be read by a screen reader. A logical reading order is essential for comprehension.
[bookmark: _fh6h60btu2j]How to Fix
1. Go to the Accessibility tab.
2. Click the Reading Order Pane (this opens a window on the right side of the slides).
3. Drag and drop elements to change their reading order, or use the arrow keys.
4. Verify the reading order by using the tab key to navigate through the slide elements.
[bookmark: _5cpe2fb39t6f]Text Color & Background (Color Contrast)
[bookmark: _5gzaigvtndiv]Description
Sufficient color contrast between text and background ensures readability for users with visual impairments or color blindness.
[bookmark: _99h8dh8vqhon]How to Fix
1. Choose a color for your text and other elements that have a high degree of contrast against the background color.
2. Avoid light text on light backgrounds and dark text on dark backgrounds.
3. If the Accessibility Assistant flags a "Hard to read text contrast" error, click on it and choose a new color from the suggested options.
[bookmark: _to14n84vlfv5]Tips/Notes
· Use a master slide for consistent design.
· Give a title to every slide.
· Use a color checker tool to test your color/contrast ratios.
[bookmark: _w35tozy9msar]Transitions/Animations
[bookmark: _9eho2mfymmpw]Description
While there are no strict accessibility guidelines for transitions and animations, keeping them simple and brief can prevent distractions and discomfort for users.
[bookmark: _hf03nlq6vy6y]How to Fix
1. Keep transitions and animations simple.
2. Keep transitions under 3 seconds.
[bookmark: _qg8dgvgnfbl6]Video/Audio (Captions & Transcripts)
[bookmark: _ssx2g4vt9u90]Description
Videos and audio content must include captions and transcripts to be accessible to users who are deaf or hard of hearing, or those who prefer to consume content in text format.
[bookmark: _m4j1a6vcggvv]How to Fix
1. Add pre-made captions to videos:
· On the slide, select the video and go to the Playback tab under Video Tools.
· Click "Insert Captions" and choose "Captions from File."
· Browse to and select the caption file (e.g., .srt, .vtt) and click Open.
· Play the video to ensure the captions appear correctly.
2. Transcripts:
· While PowerPoint doesn't directly embed transcripts, you can include them in the slide notes or export the video with burned-in subtitles.
[bookmark: _qa2w75jd0q1l]Tables
[bookmark: _e68rqfzf7h43]Description
Accessible tables have clear header rows and avoid merged or split cells. This ensures that screen readers can logically interpret the table structure and data relationships.
[bookmark: _jhiom0ah6nrr]How to Fix
1. Avoid Merged and Split Cells: Merged or split cells disrupt the logical flow of data for screen readers and can make navigation difficult for keyboard users.
2. Designate a table header row or column:
· Click anywhere in the table.
· Go to the Design tab at the top of the page (ensure it's the one under TABLE TOOLS).
· Check the Header Row checkbox for the first column and/or first row.
· Type (or retype) your column headings.
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