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Guidance for Accessible (PowerPoint) Presenta6ons 
 
 

Summary of minimum measures to take: 
� Use the Accessibility Checker to iden3fy issues in your presenta3ons (sec3on 1) 
� Use sans serif fonts such as Arial, Helve3ca, or Calibri (sec3on 6) 
� Use strongly contras3ng colors such as 
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4. Use inclusive colors and contrast. 
E+%'(7!2'(+%-&+!-(3!2-%$8/0!2'0'%!2,'*2$&!1-5$!*+!$-&*$%!8'%!#$'#0$!)*+,!0')!.*&*'(!'%!2'0'%@0*(3($&&!
+'!.*$)!A'/%!2'(+$(+9!F(20/&*.$!/&$!'8!2'0'%!-(3!2'(+%-&+!-##0*$&!+'!+$G+!.$%&/&!@-257%'/(3!-&!)$00!
-&!3*H$%$(+!2'0'%&!*(!7%-#,&!'%!2,-%+&9!!
 

• The Accessibility Checker can be used to list poten3al slides/objects that may not have 
sufficient contrast (see above for guidance on using this tool). Under “Warnings,” select “Hard-
to-read text contrast.” 

• For people with perceptual differences (e.g., dyslexia), a white background with dark text can 
be difficult to view; off white, cream, or a light color background is preferred over pure white. 

• When presen3ng in a rela3vely light room, the ideal background versus text color combina3on 
is off-white (or a very light color background) with black or very dark text; when presen3ng in a 
rela3vely dark room, the ideal combina3on is a black or very dark background with off-white or 
very light text. 

• Ensure that color is not the only means of conveying informa3on. To check how your slides will 
appear to people with low vision or colorblindness: in the Review tab, select “Check 
Accessibility” which will add an addi3onal tab, called “Accessibility.” From that tab, select 
“Inspect Without Color.” Select that op3on again when you are ready to restore your color. 

 
5. Ensure the order of your objects on each slide is correct. 

E2%$$(!%$-3$%&!%$-3!+,$!&0*3$!2'(+$(+&!*(!+,$!'%3$%!+,$A!)$%$!-33$3!+'!-!&0*3$6!),*2,!1-A!('+!
($2$&&-%*0A!@$!+,$!'%3$%!A'/!*(+$(3!+'!#%$&$(+!+,$19!
 

• To set the order of objects on a slide: from the Home tab, select “Arrange,” then “Selec3on 
Pane.” Drag listed items into the correct order. 

• Instruc3ons for how to set the reading order can be also found at the following link: Using the 
Reading Order Pane. 

 
6. 
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8. Add alternaAve (alt) text to visuals. 
"0+!+$G+!,$0#&!#$'#0$!)*+,!.*&/-0!3*&-@*0*4$&!K/&*(7!&2%$$(!%$-3$%&L!/(3$%&+-(3!),-+!*&!*1#'%+-(+!*(!
+,$!('(C3$2'%-4.$!.*&/-0&!'(!A'/%!&0*3$&9!M'(C3$2'%-4.$!.*&/-0&!*(20/3$!#*2+/%$&6!E1-%+"%+!
7%-#,*2&6!&,-#$&6!7%'/#&6!2,-%+&!-(3!7%-#,&6!$1@$33$3!'@N$2+&6!*(56!-(3!.*3$'&9!
 

• Alt text should be short, and describe what is important about the visual; alt text should not be 
added for purely decora3ve visuals
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