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Creating Accessible Documents 

Using Microsoft PowerPoint 
 
Accessibility is becoming increasingly important when creating presentations for others to 
read. Apart from the slides being well presented, it must be understood and read by a wide 
audience, for example, people with visual impairments, dyslexia or learning difficulties and 
be read logically with screen readers. 
 
Creating accessible presentations is one of those tasks that is often approached with some 
uncertainty. Once you know which tools to use, why you should use them and how screen 
readers read presentations, you will gain the confidence.  

Microsoft Office applications have the tools to help you create accessible documents in Word, 
Excel, PowerPoint, Outlook desktop and Office 365 apps. Office tools will help to keep 
presentation layout consistent and allow screen readers to read the slide in a logical order. 

This guide will show you how to create accessible presentation/slides. You will learn how to: 
 

• Find Accessible templates (slide design) 

• Use the selection pane to alter the reading order 

• Positions objects 

• Apply Atl text to images, tables, charts and graphs (Objects) 
▪ Add hyperlinks to websites with ScreenTips 
▪ Use bullets and numbering  
▪ Use the accessibility checker 
▪ Insert a Table, add a header row  
▪ Hide slide title 
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How a Screen reader reads PowerPoint slides 
The screen reader does not read left to right then down, it will read the slide title first, then 
the content sections that come with the Slide layout. If you make changes to the design by 
removing, adding, or rearranging objects (text boxes, tables, charts, images) or you start 
with a blank slide, you will need to alter the reading order, even if the objects appear to be 
logically arranged. 
 
Note:  All objects on the slide are listed in the selection pane. The reading order starts from 

the bottom of the Pane. When you add objects to the slide. The reading order can be 
changed using the Selection Pane, which shows all objects on the slide. 

 
All objects have the name of the object. You can rename the objects to stay organised. 

Open the Selection Pane 
 

 
 
1. Click on the Home tab.  
2. In the Editing group, click the Select drop-down list. 
3. Click on Selection Pane.  
4. Move the order of the objects by clicking on the object name and use the arrows to 

move it up or down. 
 

Rename an object 
 

1. Double click on the object name. 
2. Type a name for the object. 
3. Press Enter on the keyboard. 

 

Positioning objects 
 
1. Select the object. 

2. Click and drag the shape, or use , ,  and  on the keyboard. 
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Align Objects  
 
1. Select the shapes to align. 
2. Click on the Format tab under Drawing Tools, then click on Align in the Arrange 

group and select an alignment option. 

Align Objects with Smart Guides 
 

1. Drag the first object into position.  

 
 

2. Drag the next object until the smart guides appear showing the two objects aligned. 

Add Alt text to an object 
 
Objects should have a description that explains the object or the content of that object. 

 
1. Click on an object to select it. 
2. On the Picture Tools tab, click Format. 
3. Click on Alt Text button. 

 
4. The Alt Text pane appears.  

 

Smart guides 
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5. In the Description box, type a brief description of the alternative text in the Alt Text 
window.  

 

Alt description 
box 
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Slide Design 
For people who have dyslexia or low vision reduce the amount of text they must read. Use 
one of the included accessible templates to make sure that your slide layout and fonts are 
accessible for all. They are also designed so that screen readers can read the slide content. 
Use sans serif fonts, such as:  

• Arial 

• Calibri 

• Tahoma 

• Verdana and avoid using all capital letters, italics and underlines.  
 

Find an accessible template 
 

1. Select File tab, then New. 
2. In the Search for Online templates and themes text field, type Accessible Templates 

press Enter. 
 

 
 

3. Scroll through and select a template. 
 

4. In the template preview window, select Create.  
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Insert a table 
Screen readers also use table header information to identify rows and columns and keep 
track of their location by counting cells.  
 
Do not nest a table within another table or merged and split, because the screen reader will 
lose count and cannot provide information about the table. 

 
1. Click on the Insert tab. 
2. Click on Table to open the Insert Table grid and drop-down menu. 
3. Select Insert Table. 
4. Click inside the Number of columns box and type number of columns. Do the same 

for the Number of rows. 
5. Click OK. 

 

 
 
 

Monday Tuesday Wednesday Total 

12 45 56 113 
45 12 78 135 

 

Add a Header Row  
 

1. Click anywhere in the table. 
2. On the Table Tools, Design tab, select the Header Row checkbox.  
3. Enter the column headings if you have not done so. 
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Add Alt text to a table 
 

1. Right-click on the table.  
2. From the menu, select Edit Alt Text.  
3. Type a description in the box. 
4. If the object is decorative, place a tick next to Mark as decorative. 

5. Click on the X top right to close the pane. 

 

 

Fishing Pole 
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Bullets and Numbering  
You can add bullets or numbering to differentiate between the different points you want to 
make in your presentation.  
 
Some screen readers will say that there is a list and then read the items. The list can be used 
instead of a table when giving detailed information. 
 

 

Start a bulleted or numbered list 
 

1. Click on the bullets or numbering button on the Home tab, then start typing. 
2. Press enter to add a new bullet or number.  
3. Press enter twice when you have finished the list. 

Add bulleted or numbers to typed text  
 

1. Select the text, then click the Bullets or Numbering button and they will be applied. 

Change the number that the list starts at 
 

1. Select the numbered list. 
 

2. Click the down arrow to the right of the numbered list button, then select Bullets 
and Numbering. 
 

3. In the Bullets and Numbering dialog box, change the Start at to be the starting 
number of the list. Click OK. 
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Adding Hyperlinks & ScreenTip 
Use the link feature to paste the hyperlink in your presentation. Some screen readers give 
users the option of opening a list of all links in a presentation. 
ScreenTips appears when your cursor hovers over text or images that include a hyperlink. 
 
Tips for accessible links:  

• Use descriptive text. 
• Place the link in a sentence or keep the link short. 

 

Insert and create a hyperlink 
 

1. Copy the URL (web page address) from your browser. 
2. Open the presentation. Type the text to display the web page link. 
3. Select a word or the sentence you want to apply the link to.  

4. Right-click with the text selected and select Link  from the menu. 
 

The Insert Hyperlink dialog box 

 
 

5. In the Text to display box, the text you selected for the link will be shown. 
6. At the bottom of the dialog box, in the Address box, paste the URL from your 

browser. 
7. Click OK. 
 

Add ScreenTip 
 

1. Select ScreenTip button top right of the hyperlink window. 
2. In the ScreenTip text box, type a ScreenTip 
8. Click OK and OK again. 
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Accessibility Checker 
The Accessibility Checker checks for accessibility issues in your presentation. It will review 
your presentation, explain why each issue might be a potential problem and then provide a 
list of guidelines on how to correct them. 
 
The Accessibility Checker is available on Windows and Mac versions of Microsoft Office 
desktop and Office 365 apps. Word, Outlook, PowerPoint and Excel.  
 

The Accessibility Checker organises accessibility issues into three categories. 
 

Categories Issues 

 
Errors 

Content that makes a document difficult or impossible for people with disabilities to 
access.  
 

✓ For example: a picture or table with no alt text. 

 
Warnings 

Content that makes the document difficult for people with disabilities to access.  
 

✓ For example: a link that has no description. 
 

Tips Content that but that can be organised or presented differently.  
 

✓ For example: Increasing contrast. 

 
When you click on an item under Inspection Results, it highlights the corresponding item in 
the document and displays the Additional Information section: 
 

• Why Fix?: explains why the issue impacts accessibility.  
• Steps to Fix: suggestions for repairing the issue. 

 

 
 

For more detail about Inspection Results Errors, Tips, and Warnings 
 

 

https://support.microsoft.com/en-us/office/rules-for-the-accessibility-checker-651e08f2-0fc3-4e10-aaca-74b4a67101c1
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Open the Accessibility Checker 
 

1. Click on the Review tab. 
2. Click Check Accessibility. 
3. Review each error in the Accessibility Checker pane that appears on the right side of 

the screen.  
4. Click on an error, to see the information and how to fix it in the Additional 

Information box, which is below the Inspection Results. 
 

5. When all the errors are corrected, a notification will appear in the pane showing that 
no accessibility issues were found.  
 

6. To close the pane, click the X in the top right corner of the pane. 
 



 
11 

Give Every Slide a Different Title 
 
People who are blind or have a reading disability use slide titles to navigate through the 
presentation. They can use a screen reader to scan through a list of slide titles and go right 
to the slide. You can give the slide a title and position the title off the slide, so it will be 
invisible but will be picked up by screen readers. 
 

Hide a slide title 
 

1. On the View tab, select Zoom. 
 

2. Lower the zoom percentage to about 60-50% so that the margins outside the slide 
are visible.  

 
3. Place the cursor on the border of the Title text box and the pointer becomes a four-

headed arrow pointer.  
 

4. Hold down the mouse and drag the Title text box and drop it outside the slide 
boundary.  


