PowerPoint Accessibility Checklist
This document outlines the items you need to check/mitigate when working in PPT.
General Tips
· Always work in the Desktop version of PPT, but do not download a copy of the file. Instead, under the editing window, choose Open in Desktop
· Run the Accessibility checker on the file to see what issues PPT has found. Review > Check Accessibility
· There is no need to save a copy of the file—working on the desktop will automatically sync the file with the server.
PPT Accessibility Checklist
· Every slide should use a layout that is provided by a master slide. NO slides should contain text boxes. To check this, click the View button and choose Outline Layout. If any text is missing, you’ll need to select a new slide layout that can include all the text or create a new slide master for that layout (see below). 	Comment by Reese, Cissy Janene: @Rocco, Stevie I think maybe this should say "click the "View" tab and select the "Outline Layout". If all of the text in the slide does not show up in the left side Outline View pane then a new Accessible slide master needs to be selected or created. 	Comment by Rocco, Stevie: @Reese, Cissy Janene How is this?	Comment by Reese, Cissy Janene: great! thanks!
· If the instructor is using a blank layout, or the outline view doesn’t contain all the text, then you will need to make a new slide master for this layout or use the Accessible PPT multiple layouts file to mitigate this. Review the Introduction to PowerPoint accessibility course in the Learning Path to learn to make new slide masters.
· All fonts are 18pt or higher
· All images have alternative describing them. (Right-click on the image àView Alt text).
· Use the Arizona State Image Accessibility Creator to create alt text and provide context (Add details about the image) from the slide when doing so.
· Images of text are converted to text
· Images have sufficient contrast. Use the Colour Contrast Analyser to check contrast.
· If a visual is complex:
· Consider whether a long-text description is needed. Things to consider include whether it’s a residential class where the image would be explained verbally, and whether the image just needs a reminder of what may have been said in class. 
· If a text description is needed, AND it’s really complicated (see example below), make a note on the tracking sheet that it needs a complex text description and tag Stevie.
· If it’s something you could provide using the AZ state tool, then provide it on a separate (new) slide at the end of the deck and link to that slide from the image caption or from the image itself (right-click on image, choose Link > Place in this Document > Slide where text description is located). If you are using a Mac, you use Command + K to add the link.
· If you add a text description on a new slide, provide a link on that slide back to the slide the user came from, using Return to <Slide Title>.
· All slides have a unique slide title
· Lists
· All lists have used the list button on the home screen
· Nested lists have alternating symbols (e.g., bullets and then numbers, numbers and then bullets, or unordered lists have different symbols to differentiate them)	Comment by Reese, Cissy Janene: added this
· Tables
· All tables have a label (above) and a caption (below) that give context to the table. If the table is the only thing on the slide, use the title placeholder of the slide to add the label. Simple tables may not require a caption.
· No cells are merged
· Blank cells have “—” “N/A”, or “blank” in them
· All tables have a header row and/or column as defined in the Table Design tab
· Links do not show the full URL; instead, link is on the name of the item being linked.
· Links not to use: “Click here,” “more…,” or “Read more” as the link.
· For printed items, include a shortened or “tiny” URL. Bit.ly is one service that will shorten your URLs. Office 365 also has this feature. 
· Color
· If color coding is used in the file, ensure that there is a “non-color” way to distinguish between what is being coded, and provide a key.
· Ensure that the slide design has sufficient contrast between font colors and backgrounds. Use the Colour Contrast Analyser to check this. 
· Any mathematical information in the file is coded using PPTs equation editor.
· Video
· If a PPT contains a video that is not captioned, note the slide number and fact that it needs captioning in in the Accessibility Work Tracking Sheet.
