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Creating Accessible PowerPoint Presentations
1. Add alt text to an object/image

Select the object/image, right click, then from the menu select Edit Alt Text. You can also select Format on the Ribbon, then Alt Text, as shown below.
[image: https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/2043389386249/original/ONQMi6sRpicpWiEufZqZME8CoZpG8vSezQ.png?1665516988] 
 
The Alt Text pane opens on the right of the document. Add a description in the box. You can also let PowerPoint generate a description for you then edit as needed. If the image is only decorative or does not need a description, then check the "Mark as decorative" box. 
 [image: https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/2043389388263/original/2fih_lFwqjjW9nhW7EeQ88SWHiGPAoIHfg.png?1665517374] 












2. Add Notes to Slides
To further improve accessibility of your PowerPoint slides, add Notes to the slides. Click on View, then Notes to open the Notes pane below the slide. Use this area to add lecture notes, or information from images or infographics that cannot be read by a screen or text reader. 

[image: https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/2043360284296/original/80-BTDBoQ0q31wty0zEF-H3QdivfAYitdg.jpg?1657832338] 
3. Create accessible hyperlinks
When using hyperlinks, use clear and accurate information about the destination. Avoid using "click here," "go here," learn more," etc. Instead use the full title of the destination page or descriptive name. [image: https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/2043389391630/original/JYXV0gPKTrUyb_e6lIzKmkMC8mtG3BVYNg.png?1665518195]

4. Add Slide Titles
Add slide titles to each slide. This helps navigate the PowerPoint in the Outline View. To see if your slides have slide titles, go to View and choose Outline View. You can also run the Accessibility Checker under the Review tab to find which slides are missing slide titles. The Accessibility Checker will give 3 options on missing slide titles: Set as Slide Title (for existing text on the slide), Add Slide Title, or Add Hidden Slide Title. A hidden slide title can be used when the whole slide is a graphic or a video and you don't want the slide title to appear on the slide. 
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5. Table guidelines:

· Do not include the title of the table within the table itself. Make sure it is outside the table.
· Avoid using fixed width tables.
· Do not merge any cells within a table.
· Make sure the tables render properly on all device types: phones, tablets.
· Make sure tables have a header row (and header column if applicable). In your table, place your cursor on the header row. Then in Table Tools > Design, make sure Header Row box is checked. Then in Table Tools > Layout, keep your cursor on the header row and turn on Repeat Header Rows.
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6. Video and Audio content must be captioned. 
7. Run the Accessibility Checker
Run the Accessibility Checker under the Review tab to find other issues and further improve accessibility of your PowerPoint slides. 

[image: https://s3.amazonaws.com/cdn.freshdesk.com/data/helpdesk/attachments/production/2043389383440/original/Q6lQkd38ndIsp1n-sTO9R1Y6K-fZEBh7og.png?1665516320]

For more information and guidance with accessibility for PowerPoint presentations, go to the Microsoft support link below.
Make your PowerPoint presentations accessible 
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