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Outline and Normal Views

Purpose of a PowerPoint Presentation Images and Alternative Text

PowerPoint can be an effective tool to use during live demonstrations, Images in the PowerPoint presentation must be given a Text Outline View will display the titles and body text. Always verify the
online presentations or webinars. Please consider Accessibility when Alternative. [1] N reading order of the PowerPoint. You will learn the order as to how it
using them. . To add Alt Text to an image in PowerPoint =~ © will be read by a Screen Reader and verify that it is the way you want to

present it. In this view you can easily identify the text and the order in
shortcut Shift+F10. which it will be read by a Screen Reader.

The following steps will show how to make PowerPoint Presentations Right Click on the image or enter the

more Accessible.

* Click on the Format Picture option and . o | | . .
ESta bIlSh the SI |de LayOUt then choose the Size and Properties icon. o I T Normal View will display the thumbnails of all the slides with the design
Then select the ALT TEXT option at the elements that have been added. [1]

- 'Prmm::::s;x::-ﬂm:::rpmmmw ! bOttom tO enter the Tltle and the Qutline View Normal View

| Description for the image.

PowerPoint contains a collection
of pre-set Accessible Layouts that
can easily be used. To access
these go to Insert tab, click on the |
New Slide option and select the
desired Layout. Refrain from W
adding Text Boxes to avoid =y [
Accessibility Problems. | Clicktoaddsubtitle
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Choose your Hew Slide to match the content
you plan to include.
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Place all content within dotted 'Content Placeholder

-
] provided by the slide layout, I ey G vt ges s map

If a video is embedded in the PowerPoint please ensure that it is _—
TECTTLT=T T ) e 86 Rad et captioned, and that the player controls are accessible. If an audio only S
= file is embedded, ensure a transcript is included. [1]
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* Text Boxes may be read in the incorrect order by the Screen Reader. S PR AR B @Y 2
e Text Boxes will not appear in the Outline view, therefore it will
complicate converting it to HTML.
. Click to add title
If more Content Placeholders are needed, add them to the Slide Layout. [1]

Accessibility Checker

Also, PowerPoint 2013 has the Accessibility Checker feature to make
sure your presentation is accessible. [1]
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Protect Presentation
Control what chan

Color and Contrast

Inspect Presentation
Before publishi is file, b

When using PowerPoint do not concentrate on color extensively to

provide .content.. The presentation should provide enough color Graphs and Charts are considered complex images because they
contrast in each slide. 1] contain substantial information. When using graphs, please add both
Color Contrast/Visibilty Chart It is recommended to place text on a Alternative Text with a brief description of the meaning of the Graph.

Fair plain, solid colored background for Also add a full text description in the Notes section.
Red/Yellow IGELIALILLY . .

better visibility and contrast. * For Line Graphs use different styles and colors.
* For Bar Graphs use different patterns and colors.
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The type of font you use can have an impact on the readability of your - - = -t

PowerPoint. Use San Serif Font and large font size (18pt or larger). 3] : Tl #_'__li:_.-:.:'_——;"” : R ADDITONAL REFERENCES:
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Font Types Font Size
Serif Fonts S e i Small size font is hard to read Larger size font is easier to read = Favorite Color = Favorite Color DISCLAIMER:
Fonts with small finishing strokes (RZ:;nf;enodne;) _ , s mEue Sorsnas S s =oue T ornes Tom Please keep in mind that Power Point versions vary. For this poster’s purpose, Microsoft
at the end of a character. 12 points 18 points - = . . .. . . i
X X Office PowerPoint 2013 was used. If this is not the version you use, item locations may
his font s Garamond This font is Arial s 24 points 2 I I I 2 vary or be renamed. Please reach out to us and we will assist in answering any questions.
This font is Georgia This font is Tahoma 1 I I 1
This font is Times New Roman  This font is Verdana L [petins 32 points T e v— Wask 3 — : Wesk 4
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