Creating accessible documents
and presentations

Microsoft Office Documents

This section provides general guidance on making documents in Microsoft Word
more accessible. Some of the points are linked to help guides, which explain how
to implement the recommendation. Some of the principles can be applied to other
word processing tools:

» Make sure text is size 12 or 14, with headings even larger.

= Use the inbuilt styles to structure the document and make it easier for
students to navigate.

= Add alternative text to images, graphs, charts and tables.

= Avoid floating objects (e.g. text boxes) and add images in line with the
text.

= Use a simple structure for tables (e.g. reading left to right, row by row)
and specify column and row headers.

» If you are adding links to websites in the document then ensure that you
use meaningful text to make the link rather than the web address.

» Add screen tips to links to let users know where the link will take them to.

» Use the accessibility checker in Office 2016 to check for accessibility
issues.

We have also created a useful checklist which provides a manual way to check the
accessibility of Word documents.

Microsoft Word documents accessibility checklist

For further guidance on making Word documents accessible take a look at the
following resources:

= Accessible Digital Office Document Project - Microsoft Word 2013

= Microsoft Office 2010 - Creating accessible Word documents

» Quick guides for making Word, PowerPoint and PDF documents
accessible



https://digitalhandbook.wp.derby.ac.uk/menu/accessibility/creating-accessible-documents-and-presentations/
https://digitalhandbook.wp.derby.ac.uk/menu/accessibility/creating-accessible-documents-and-presentations/
https://support.office.com/en-us/article/customize-or-create-new-styles-in-word-d38d6e47-f6fc-48eb-a607-1eb120dec563
https://support.office.com/en-us/article/customize-or-create-new-styles-in-word-d38d6e47-f6fc-48eb-a607-1eb120dec563
http://digitalhandbook.wp.derby.ac.uk/menu/accessibility/creating-accessible-documents-and-presentations/microsoft-word-documents-accessibility-checklist-2/
http://adod.idrc.ocad.ca/word2013
http://office.microsoft.com/en-gb/word-help/creating-accessible-word-documents-HA101999993.aspx
http://ncdae.org/resources/cheatSheet.pdf
http://ncdae.org/resources/cheatSheet.pdf

Microsoft Office PowerPoint Presentations

This section provides general guidance on making PowerPoint presentations more
accessible. Some of the points are linked to help guides, which explain how to
implement the recommendation.

» Make sure that text is at least size 24 where possible with headings even
larger.

» Keep text short and concise and if needed expand upon points within the
notes section.

= Ensure each slide has a unique title to help students find the information
they need.

= Add alternative text to images, graphs, charts and tables.

» Use the default PowerPoint layouts for slides as this provides an
automatic reading order for the items on the slide.

= Check the outline view of the slides to ensure that all the text based
content is being picked up.

= Avoid slide transitions and keep animations simple to help organise
information into manageable chunks.

= If you are adding links to websites in the document then ensure that you
use meaningful text to make the link rather than the web address.

= Add screen tips to links to let users know where the link will take them to.
= Add the text from the slides to the note section.

= This makes is easier to convert the presentation into an alternative
format.

= Consider the advice on making audio and video accessible if these are
included as part of the presentation.

» Use the accessibility checker in Office 2016 / 365 to check for
accessibility issues.

We have also created a useful checklist which provides a manual way to check the
accessibility of PowerPoint presentations.

Microsoft PowerPoint documents accessibility checklist

For further guidance on making PowerPoint Presentations accessible take a look


https://support.office.com/en-US/article/Make-your-PowerPoint-presentations-accessible-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25#bkmk_winimages
http://office.microsoft.com/en-gb/powerpoint-help/apply-a-layout-to-a-slide-HA010338403.aspx?
http://office.microsoft.com/en-gb/powerpoint-help/apply-a-layout-to-a-slide-HA010338403.aspx?
http://office.microsoft.com/en-gb/powerpoint-help/when-and-how-to-use-views-in-powerpoint-2010-HP010374495.aspx?CTT=1#BM2
http://office.microsoft.com/en-gb/powerpoint-help/when-and-how-to-use-views-in-powerpoint-2010-HP010374495.aspx?CTT=1#BM2
https://support.office.com/en-gb/article/Make-your-PowerPoint-presentations-accessible-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25?CTT=1&CorrelationId=8a3ab5ec-bc7e-4717-8d7f-56a5c9c37ae0&ui=en-US&rs=en-GB&ad=GB&ocmsassetID=HA102013555#bkmk_winhyperlink
https://support.office.com/en-gb/article/Make-your-PowerPoint-presentations-accessible-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25?CTT=1&CorrelationId=8a3ab5ec-bc7e-4717-8d7f-56a5c9c37ae0&ui=en-US&rs=en-GB&ad=GB&ocmsassetID=HA102013555#bkmk_winhyperlink
https://support.office.com/en-gb/article/Make-your-PowerPoint-presentations-accessible-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25?CTT=1&CorrelationId=8a3ab5ec-bc7e-4717-8d7f-56a5c9c37ae0&ui=en-US&rs=en-GB&ad=GB&ocmsassetID=HA102013555#bkmk_winhyperlink
https://support.office.com/en-US/article/Add-speaker-notes-to-your-slides-26985155-35F5-45BA-812B-E1BD3C48928E
https://support.office.com/en-us/article/Edit-or-print-PowerPoint-handouts-in-Word-09256fc0-3b3e-4a43-9c83-3cfde594fed4?CTT=1&CorrelationId=a8313d5b-abb3-4f65-a7ce-a96a683c4c7f&ui=en-US&rs=en-US&ad=US&ocmsassetID=HA010338397
https://support.office.com/en-us/article/Edit-or-print-PowerPoint-handouts-in-Word-09256fc0-3b3e-4a43-9c83-3cfde594fed4?CTT=1&CorrelationId=a8313d5b-abb3-4f65-a7ce-a96a683c4c7f&ui=en-US&rs=en-US&ad=US&ocmsassetID=HA010338397
https://support.office.com/en-gb/article/Use-the-Accessibility-Checker-on-your-Windows-desktop-to-find-accessibility-issues-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f?ui=en-US&rs=en-GB&ad=GB
https://support.office.com/en-gb/article/Use-the-Accessibility-Checker-on-your-Windows-desktop-to-find-accessibility-issues-a16f6de0-2f39-4a2b-8bd8-5ad801426c7f?ui=en-US&rs=en-GB&ad=GB
http://digitalhandbook.wp.derby.ac.uk/menu/accessibility/creating-accessible-documents-and-presentations/microsoft-powerpoint-presentations-accessibility-checklist/

at the following resources:

= WebAIM PowerPoint Accessibility

= Microsoft Office advice on creating accessible PowerPoint presentations

» Accessible Digital Office Document Project - Advice on accessible
PowerPoint Presentations

= Quick guides for making Word, PowerPoint and PDF documents
accessible

Accessibility Series: PDF Documents

This section provides general guidance on making PDF documents more
accessible. Some of the points are linked to help guides, which explain how to
implement the recommendation.

» Create the document in Word or PowerPoint using the advice provided in
the previous blog posts.

= Save the document as pdf (make sure the document propoerties are
included).

= Run an accessibility check within Adobe Acrobat to pick up any further
issues.

We have also created a useful checklist which provides a manual way to check the
accessibility of PDF documents.

PDF documents accessibility checklist

For further guidance on making PDF documents accessible take a look at the
following resources:

= Using Adobe tools to make accessible content

= Quick guides for making Word, PowerPoint and PDF documents
accessible

« BBC Guide to creating accessible PDF’s with Word and Acrobat
Professional



http://webaim.org/techniques/powerpoint/
http://office.microsoft.com/en-us/powerpoint-help/creating-accessible-powerpoint-presentations-HA102013555.aspx
http://adod.idrc.ocad.ca/powerpoint2010
http://adod.idrc.ocad.ca/powerpoint2010
http://ncdae.org/resources/cheatSheet.pdf
http://ncdae.org/resources/cheatSheet.pdf
https://support.office.com/en-US/article/Save-or-convert-to-PDF-D85416C5-7D77-4FD6-A216-6F4BF7C7C110
https://support.office.com/en-US/article/Save-or-convert-to-PDF-D85416C5-7D77-4FD6-A216-6F4BF7C7C110
http://www.adobe.com/content/dam/Adobe/en/accessibility/products/acrobat/pdfs/acrobat-x-accessibility-checker.pdf
http://www.adobe.com/content/dam/Adobe/en/accessibility/products/acrobat/pdfs/acrobat-x-accessibility-checker.pdf
http://digitalhandbook.wp.derby.ac.uk/menu/accessibility/creating-accessible-documents-and-presentations/pdf-documents-accessibility-checklist-2/
http://www.adobe.com/accessibility/best_practices.html
http://ncdae.org/resources/cheatSheet.pdf
http://ncdae.org/resources/cheatSheet.pdf
http://www.bbc.co.uk/guidelines/futuremedia/accessibility/bbc_accessible_pdf_master17.pdf
http://www.bbc.co.uk/guidelines/futuremedia/accessibility/bbc_accessible_pdf_master17.pdf

Alternative Formats

Alternative formats could be provided if there is no way to make a resource
accessible to all potential students. Below are some examples of the alternative
formats you may need to supply:

= Microsoft Word versions of PDF documents.

= Microsoft Word versions of PowerPoint presentations.

= Alternative text of images, charts, graphs and tables provided in
documents, presentations and VLE (Blackboard/Course Resources)
content areas.

» Transcripts for audio.

= Closed captioning or transcripts for video content.

= Audio descriptions for video content explaining the visual elements of a
video.

More guidance on alternative formats is available from the Office for Disability
Issues’ page on alternative formats.

< Assistive technoloqgy Home



http://en.wikipedia.org/wiki/Audio_description
http://odi.dwp.gov.uk/inclusive-communications/alternative-formats.php
http://digitalhandbook.wp.derby.ac.uk/menu/accessibility/assistive-technology/
https://digitalhandbook.wp.derby.ac.uk/

