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Creating Accessible PowerPoint Documents

Overview

This tutorial is written for Microsoft Office PowerPoint 2007 for Windows. Microsoft
PowerPoint is an application for creating slide presentations. Presentations created with
PowerPoint may contain text, graphics, audio, video, or other dynamic features. Due to
the visual nature of PowerPoint documents, it is important to carefully plan the
organization, layouts, text and visual content of your slide presentation to ensure your
document is accessible.

Learning Objectives

Upon completion of this tutorial, you should be able to:

1. Define what makes a PowerPoint document accessible
Create a structure for PowerPoint presentation by using Slide Layouts and Outline
pane
3. Add descriptive alternative text or caption to explain graphics, images, charts, or
any non-text information
Use Notes pane to explain complex images, tables, charts, audio or visual files
Include meaningful name, hyperlink, and url for websites
Create chart or table within PowerPoint or include source file
Print in various formats
Convert PowerPoint to a PDF document
Locate resources to convert PowerPoint to other accessible format

Lok

Prerequisites

Individuals using this tutorial should have basic computer skills and the ability to work in
the Windows operating system.

What is Accessibility?

Accessibility in terms of electronic documents here refers to facilitating the use of
technology for people with disabilities. Providing equivalent access to online electronic
documents for all faculty, staff and students across the CSU system is articulated in
Executive Order 926 at http://www.calstate.edu/eo/EO-926.html. This Executive Order
formalizes and documents all CSU’s responsibilities to comply with the requirements of
Section 508 of the federal Rehabilitation Act. To learn more about accessibility
requirements for the CSU, visit About the Accessible Technology Initiative website at
http://www.calstate.edu/accessibility/.

The focus of this tutorial is to create documents that are accessible to individuals with a
visual impairment and to those who require the use of an assistive technology such as, a
text reader, to navigate and read documents. Deaf and hard-of-hearing students benefit
from captioned audio and video in a presentation. Students with physical disabilities,
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learning disabilities, and English language learners may also benefit from the formatting
features of an accessible document.

What Makes a PowerPoint Document Accessible?

Accessible PowerPoint presentations are readable by all students regardless of apparent
disability. Specific accessibility remediation for assistive technology allows text reader
software, used by people with visual impairments, to read documents on the screen with
the read out loud feature. Captioned audio accompanying the PowerPoint allows deaf or
hard-of-hearing people to understand the presentation. Accessible PowerPoint documents
include the following considerations:

Logistics
e Presentations are prepared ahead of time and rehearsed
e Have an electronic copy posted on a course website

Text
e Ensure all texts to be read are displayed on Outline pane
e Add alternative text or caption to describe all images or graphics
e Use Notes pane to explain complex images, tables, charts, and audio or visual
files
¢ Include meaningful name, hyperlink, and url for websites
e Use font size larger than 30 points
e Contain less than seven points per slide
¢ Avoid flashing or blinking text, objects, or other elements
e Provide a non-animated version of presentation if animation is used

e Use slide layouts to format and organize content

e Create tables, charts and graphs within PowerPoint. Or, link to source document

e Use good color contrast. Some users cannot perceive certain colors such as, green
and red.

e Use a style such as, bold or capitalization to emphasize text in a document instead
of relying on color
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Overview of a PowerPoint Normal Default View

The major elements of a normal default view include:

1. Slide and Outline area on the left

2. Content stage area in the center and right

3. Notes pane area below the content stage area

4. View button below Notes pane for Normal, Slide Sorter, or Slide Show view
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Figure 1. A PowerPoint normal default view

The Outline Pane

Click the Outline tab in the Slide and Outline area to display the outline pane. Only text
displayed on the outline pane will be read by a text-to-speech reader. Ensure each slide
has a slide title. The slide title serves as the structure in navigating and understanding the
logical flow of the slide presentation.
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Slide Layouts

To create a slide presentation, select a layout from the nine built-in PowerPoint slide
layouts. These built-in slide layouts will standardize formatting and ensure the content is
properly added to the outline pane. Slide layouts help define the sequence of titles,
subtitles, content texts, and objects in the entire slide presentation. Avoid using the blank

slide layout as it does not contain any placeholder for texts, hence will not be read by
text-to-speech reader.

Follow the steps below to select your desirable slide layout:

1. On the Home tab, in the Slides group, click the down arrow on the lower right

corner of the New Slide icon and nine built-in slide layouts of the Office Theme
will appear.

CNEERC DL
-
Home Insert Design Anir
== X Calibri (Headings)
J =3 B I U abe
Paste -
W - F | slice- A 7 Aav||A
Clipboard ™= Font
Slides Outl New Slide
1
D Add a slide to the presentation.
l@) Press F1 for more help.

Figure 2. New Slide icon with a down arrow on the lower right corner highlighted in Slides group
on the Home tab

2. From the Office Theme of nine built-in slide layouts, select title slide or an
appropriate layout to start building your slide presentation.

= LN Presentationl -
Home | Insert  Design  Animations  SlideShow R
] {5~ Calibri (Headings) - 44 -
ExY B9 |B 7 U she § A~
7 e - NP A =T
rd = | Office Theme
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| rew |

Title Slide Title and Content  Section Header

Title Only

Blank Content with Pictur
Caption Cal

2] Duplicate Selected Slides
2] slides from Outling...
21| Reuse Slides

Figure 3. Office Theme drop down box with nine built-in slide layouts highlighted
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Caption or Alternative Texts for Images or Graphics

Text-to-speech software reads texts only and will skip any graphics, images, clip art,
charts, objects, etc. Add alternative textual descriptions or caption to explain your visual
images so that the text-to-speech reader will convey the content information of your
visual images. Caption is visible text usually added below or next to an image.
Alternative text (alt text) is invisible text but will be read by the text-to-speech reader to
explain the image.

Single Image
Follow steps below to add alternative texts for a single image.

1.  Right-click the image, picture, chart of the graphic, or any non-text object,
then click Size and Position.

— b o

I

& Cut
2 Copy
[ Paste
& Change Picture...
B ,
I T4 Bring to Front »
3y sendtoBack »
53’.,) Hyperlink...

Save as Picture..,

E |__size and Position ]

% Format Picture...

5]
oz

Figure 4. A pop-up box with Size and Position highlighted

2. Inthe Size and Position window, click the Alt Text tab and enter your
descriptive text in the Alternative text box.

Size and Position

Size | Position | AltText

Alternative text:
Logo of San José State University

Web browsers display alternative text while pictures are loading
or if they are missing. Web search engines use alternative text to
help find Web pages. Alternative Text is also used to assist users
with disabilities.

Close

Figure 5. Size and Position window with descriptive texts in the Alternative text box
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Grouped Images

Sometimes you may include several images to illustrate one key point. If so, consider
grouping the images together as one big image and enter descriptive texts for all images
at one time. Follow steps below to group images:

3. Hold down Shift key and click on each images

Figure 6. Screen shot of 5 images selected

4. Right click the grouped image and select Group under Group in the pop-up box.

Paste

1 Group P

B Grow
Bring to Front g9 R
Send to Back > |y

Save as Picture...
#ll | size and Position...
3| Format Object...

Figure 7. A pop-up box with Group selected under Group feature

5. Repeat steps 1 and 2 to enter alternative text for this grouped image.

Group
2 Biingto Front
3y sendtoBack

Sove a5 Picture.

£ size and Position..
8 Farmat Picture

Figure 8. Two screen shots with Size and Position highlighted on the left and on
the right is the Size and Position window with descriptive texts entered inside the
Alternative text box
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Website Hyperlinks

When websites are referenced in a PowerPoint document, ensure a meaningful name for
the website, hyperlink, and url are included. Screen reading software is able to process
and display all hyperlinks into an index list and read them out loud to the users. To
provide and hyperlink the name of the website will enhance the readability so that a list
of web sites rather than a list of long url or non-descriptive words such as, “Click here”
will be read. Follow steps below to insert hyperlinks.

1. Select the name of the website such as, San Jose State Unwersrty
2. Right click the highlighted texts and select Hyperlink...in the pop-up box.

Welcome to
San Jose State Universit

&% | Cut
Ha | Copy
@ Paste
Exit Edit Text
A | Font..
¥ =¥ Paragraph...
http://www.sjsu.edu = ’
i= Numbering »
I3 Convert to SmartArt >
&, Hyperlink...
Synonyms »

Format Text Effects...

¢ &

Format Shape...

Figure 9. A pop-up box with Hyperlink... selected

3. Enter the url in Address box at the bottom of the Insert Hyperlink window and

click OK.
Insert Hyperlink |2|rz|
Link ko Text to display: |San Jose State University | ScreenTip...
Lok in: 5 My D . v | [ =
Ls : y Documents
Exjsting File or | |
‘Weh Page I5) Adabe Scripts fad Bookmark, ..
CFH"I;E”t 1) Cyberlink.
oiner 1) Downloaded Installations B
Place in This ) Downloads
Diocurnent Browsed  |IC) Misc
Pages | My Conference Recordings
1) My Google Gadgets
Create New Recent — Ty Music
Document Files My Pictures
1) My Practice Files v
Addrgss: | Ritp: ffww.sjsu.edu] v|
E-mail Address

Figure 10. Insert Hyperlink window with url entered in the Address box
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Using Notes Pane

If the image is a complex table or chart, use Notes pane to add long descriptions. It may
also be used for speaker notes or for captions of audio or video files that are added to the
slide presentation. Notes pane is located below the slide content stage area.

Entering Text in Notes Pane

Click to add notes in the Notes pane. If you need more space to enter your text, move
your cursor between the Notes Pane and slide content stage area until your cursor turns
into an icon with an up and down arrow. Click and drag this icon upward to resize your
Notes pane.

Example of Diversity

Diverse Student Enrollment

50
40

30
: Percentage 2 O COther
W Asian
O Hispanic

10

0
2003

2004 2005 2006

Year

M4

Click to add notes

Figure 11. A complex chart slide with Notes pane highlighted

Text in the Notes pane will not be read by a text reader. Attach the notes page of those
pertinent slides as a separate document to your PowerPoint slide presentation. Follow
steps in the next section to save your notes as a separate document.
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Saving Notes as a Separate Document
1. Select Publish from Office button drop down menu.

2. Select Create Handouts in Microsoft Office Word in the pop-up box.

/E""\ (= R accessible_welcome.ppt [Comp:
j - Distribute the document to other people
. 4 Padkage for D
- % ) Copythe presentation and media links ta a
/ Qpen folder that can be burned to a CD.
=] Publish Slides
= } Convert =21 save slides to a Slide Library or ather
Jiy Create Handouts in Microsoft Office Word
i
H Save {55) Open the presentation in Word and
prepare custom handout pages
H Swveas » | [ L 3 Document Management Server
=T Share the presentation by saving it to a
document management server,
;,E,:J Bint » | [ Create Document Workspace
B D Create anew site for the presentation and
” keep the Iocal copy synchronized.
f{ﬂ Prepare »
‘ad' Send b
/ Publish »
Ao
~
Close
|3 PowerPoint Options | | X Exit Pawerfoint

Figure 12. Office button drop down menu with Create Handouts in Microsoft Office Word
highlighted

3. Inthe Send to Microsoft Office Word window select your desirable page layout
in Microsoft Office Word by clicking the appropriate radio button such as Notes
next to slides.

Send To Microsoft Office Word @

(%) Motes next to slides

() Blank lines next ko slides

() Motes below slides

Page layout in Microsoft Office Ward

() Blank lines below slides

) Qutline anly

Add slides ko Microsoft Office Word document:

(%) Paste
() Paste link

| Ok | [ Cancel ]

Figure 13. Send to Microsoft Office Word window with Notes next to slides radio button selected

4. Click OK to save your Notes as a separate Word file. Attach this separate Notes

document to your slide presentation.
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Tables or Charts

Tables and charts are useful for displaying data in an organized manner. Relationships
between data can be easily and clearly shown in a visual format by referring to the
column and row headings or X and Y coordinates. Simple tables are read by screen
readers when column and row headers are clearly defined. However, a screen reader
cannot associate cells with the row and column headers. Including the header row in a
table will clarify the tabular data for all students as well as for the visually impaired. If
the table spans multiple pages, ensure the header row is repeated on each slide.

There are two methods to create tables or charts in PowerPoint: a) Create tables and
charts within PowerPoint. They can be read more easily by a text reader than those
imported from Word or Excel. b) Import the data from Word or Excel and attach the
source document.

Insert a Table

1. Click on the Table icon j on an appropriate slide layout.
Determine the appropriate column(s) and row(s) from the Insert Table window

Mumber of columns: |5

LIRS

Murnber of rows: 2

[ Ok l[ Cancel ]

and click OK.

Figure 14. Insert Table window

(98]

Open the source document and copy original table data from Word document.
4. Under the Insert menu select Table... An Insert Table window will display.

'Dn =, R
)
- m. Insert Desigi
EE [
[ |l 58 B
Table Picture  Clip Photo  Shi
- At Album -
3x5 Table

[ I
I
I
I
I o |
o
I o
I

[

Figure 15. Insert menu with Table selected

5. Determine the appropriate column(s) and row(s) from the Insert Table window
and click OK.
6. Paste the original data onto this new table and attach the source document.
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Insert a Chart

1. Click on the Chart icon ﬁh on an appropriate slide layout and an Insert Chart
window will be displayed.

[?)%

o Lt | =] (28] gl o8] 93] 85
‘« [Iy’ \1". W‘. ||L] )J‘ 43‘ .’JJ‘
3o || 9] k| lad] AA] )
s o |l bl ] R4
S Rada e

A e A | |l v
[ Monage Tempiotes.. | [ et o Defot chart o J (e ]

Figure 16. Insert Chart window with Template panel highlighted

2. Click on a Template such as, Column, Line, Pie, etc., on the left panel to select

your desired chart type.
3. Double click on your desired chart selection. A new Excel spreadsheet will open
with a sample of staging data on a spreadsheet and a sample of staging chart will

open on your PowerPoint slide.

= s Chatin..M - B X

e/
=

=

Ly[, \E,;iu
0% b e

=

or| Inst | Pag| For | Dat | Rev | Vier|'| @ - = X
Al =Wl 2l e Click to add title

Paste Font | Alignment|Number | Styles | Cells | *

Clipbo...
[ A6 ~( £ |
A B C D

5

4.5 -
!
EC
3  seriesl
25 7 eries3
1 eries
L e e e |

Categoryl ~ Category2  Category3  Categoryd

1 Series1 Series2  Series3
2 |Category1 a3 24 2
3 |Category 2 2.5 a4 2
4 |Category 3 3.5 18 3

a5 28 s,

il
~

Figure 17. Sample staging Excel spreadsheet data on the left and sample staging PowerPoint
slide chart on the right

4. Modify the data on the spreadsheet to reflect your data.

Or,

9}

Repeat the above steps 1 through 3

6. Copy the source data from your original Excel spreadsheet and paste the data onto
the new Excel spreadsheet. Follow instructions to resize chart data range if
necessary to reflect your source data correctly.

Text reader cannot read the context information for the table or chart data. Provide an
explanation of your slide content by using Notes Pane. Reference and attach this notes
page as a separate document to the slide presentation. See Notes Pane section to review
how to save Notes page as a separate document.
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Printing and PDF Document

The Print feature in PowerPoint is very useful. It allows you printing slides, handouts,
notes, outline, and converting slides into PDF documents. Follow steps below to perform
your desirable function. Attach Notes or Outline document as a separate document to
enhance the accessibility of your PowerPoint slides.

Print Slides, Handouts, Notes, and Outline
1. Under Office button, select Print to display Print window.

A JH9-6 )= Presentationl - Micros
.@ ,
j Preview and print the document
New
Print
~ Select a printer, number of copies, and
7 Qpen other printing options befare printing.
& Quick Print 1
& Send the presentation directly to the |

default printer without making changes.

Iy Print Preview

", Preview and make changes to pages befare
printing.

I
H Saveds b
‘aﬂ send >

Fublish  »

. |
| close
|23 PowerPoint Optjons | | X Exit PowerPoint |

Figure 18. Office button with Print selected

2. Under the Print What drop down box in the Print window, click the down arrow
to display the available options. Make your appropriate selection from the drop
down box such as, Slides, Handouts, Notes pages, or Outline View and click OK.

Printer
Skabus: Idle } Find Priter...
Type: HF LaserJet 4050 Series PCLE
Where: IP_130.65 161,67
Camment: [Cprint to fie
Prinkt range Copies
@ al () Current slide Mumber of copies:
1 s
O slides:
Enter slide numbers andjor slide ranges. For example,
1,3,5-12
Collate
Print what: Handouts
Slides v [
Slides |
Handouts CEE
Motes Pages
Qutline View [ 5cale to fit paper
[ Frame slides [ High guality

Figure 19. A Print window with all available Print What options listed
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Converting to PDF Document

To convert your PowerPoint into a PDF document, follow steps below.

1. From Office Button, select Save As and Adobe PDF option.

oo | O PDF from Send...pp

j Hew Save a copy of the document

(5 PowerPoint Presentation
Save the file as a PowerPoint Presentation.

PowerPoint Show
S
I Save Save s a presentation that always opens in

Slide Show view,

iy
— =1 PowerPoint 37-2003 Presentation
H sovess [ 5| B

Save a copy of the presentation that is fully
compatible with PowerPoint 972003

@E"”t > | 7] adobepor

9 prgpare » | (3 3 OpenDocument Presentation
Save the presentation in the Open
Document Format.

E‘ send > PDF or XPS.
== Publish a copy of the presentation as a PDF
or XPS Tile
/ Publisn >
= ] Other Formats
Open the Save As dialog box to select from
R ose all possible file types.

[ 3 Powerpoint Options | | X Exit Powerkoint |

Figure 20. Office button drop down menu with Save As and Adobe PDF selected

2. From the Save As window, enter document name in the File name box.

Save fis [HE]

save in; (@ Deskiop v‘ @ @ XciE-

[ Recnt {E3My Documents

Dacuments | |y Computer
(@ veskion by Nebwork Places
(22009

iy
a D10
POmments |5 nused Desktop Shorteuts
T accessible_syllabustemplate 10-23.pdf
AN FORM pdf
= ipod 4th,pof
= Pod_nano_Sth_gen_Usercuide[ 1] pcf
T 3AWS Quick Start Guids, pdf
13 My Computer
L PDF from Send. pdf

Cjd
Computer

M Hetwork
Places

T Test 2,pdf
e porhomSmered
ave 25 type: (PO (% pdf) ]

[PowerPaint Presentation (*.ppt)
[PowerPaint Macro-Enabled Presentation (*.pptm) =]
lPawerPoint 87-2003 Presentation (*.ppt

[#PS Document (*.xps)
[Powerpoint Tempiate (*.potx) v

Took -] save Cancel

Figure 21. Save As window with document name entered in the File name box and PDF selected
from the Save as type drop-down menu

3. From the Save as type drop down menu, select PDF(*.pdf) and click Save.
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Resources

In additional to the above requirements, there are additional methods of making
PowerPoint slides accessible as follows:

Online Resources
e Eric Meyer S5 slide show conversion tool at http://meyerweb.com/eric/tools/s5/
e Convert PowerPoint to HTML by using Web Publishing Wizard at
http://virtual508.com/
e Lecshare is another tool to convert PowerPoint to HTML page. Visit Lecshare
website at http://virtual508.com/ for more information.

California State University (CSU) Online Resources
e (CSU Accessibility Technology Initiative at http://calstate.edu/accessibility/
e Professional Development for Accessibility Technology at
http://teachingcommons.cdl.edu/access/

San Jose State University Online Resources
e (Center for Faculty of Development at http://www.sjsu.edu/cfd/accessibility/

Center for Faculty Development and Support Page 16 of 16


http://meyerweb.com/eric/tools/s5/
http://virtual508.com/
http://lecshare.com/
http://lecshare.com/
http://calstate.edu/accessibility/
http://teachingcommons.cdl.edu/access/
http://www.sjsu.edu/cfd/accessibility/

