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How To Develop an Accessible Slide Design in PowerPoint.
This document will show you how to develop an accessible slide design in order to create an accessible, navigable presentations in PowerPoint for Office 365 and PowerPoint 2016. 

Please do not hesitate to contact Jen at the Teaching Learning Center at 
303.352.3002 or Jennifer.Maxwell@ccd.edu
Search Accessible Designs in PowerPoint 2016: 
· [bookmark: _GoBack]All content should be within the slide margins. Anything outside of the margins of the slide will not be read by a screen reader. 

1. To find an accessible template design,  Click File in the Ribbons tab. 
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In File, Click New. 
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2. Find the Search for Online templates and themes text field. 
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In the Search for Online templates and themes text field, type accessibility template and press Enter.
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3. In the search results, select the Making Templates Accessible template.
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The template preview window will appear. 
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4. In the template preview window, select Create.
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5. You will now be able to create an accessible PowerPoint presentation using the template that Microsoft has provided. 

Search Accessible Designs in PowerPoint 365: 
https://support.office.com/en-us/article/make-your-powerpoint-presentations-accessible-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25


Use a Built-In Slide Design for Inclusive Reading Order: 
· PowerPoint has built-in slide designs that contain placeholders for text, videos, pictures, and more. They also contain all the formatting, such as theme colors, fonts, and effects. 
· To make sure that your slides are accessible, the built-in layouts are designed so that the reading order is the same for people who see and people who use technology such as screen readers.

1. On the View tab in the Ribbons tab, click Normal.
[image: C:\Users\S02477~1\AppData\Local\Temp\SNAGHTML43024172.PNG]

2. In the Thumbnail pane, locate the place where you want to add the new slide. 
[image: C:\Users\S02477~1\AppData\Local\Temp\SNAGHTML43049961.PNG]


Right-click, and select New Slide. Click the new slide to select it.

[image: C:\Users\S02477~1\AppData\Local\Temp\SNAGHTML43056ff1.PNG]

3. On the Design tab in the Ribbons tab, expand the Themes gallery, and select the slide layout that you want. 

[image: C:\Users\S02477~1\AppData\Local\Temp\SNAGHTML4307b6ff.PNG]

PowerPoint automatically applies this layout to the new slide.

4. Go to the new slide, and add the title and content that you want.


Use Unique Slide Titles: 

1. To restore all placeholders for the selected slide, on the Home tab, in the Slides group, select Reset.
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2. On the slide, type a unique and descriptive title.


Hide a Slide Title: 
Make a title invisible on the slide, but still voiced by screen readers.
1. On the Home tab, in the Drawing group, select Arrange.
[image: C:\Users\S02477~1\AppData\Local\Temp\SNAGHTML430bd873.PNG]
2. In the Arrange menu, select Selection Pane.

[image: C:\Users\S02477~1\AppData\Local\Temp\SNAGHTML430d028f.PNG]
The Selection pane opens on the right side of the slide.


3. In the Selection pane, locate the Title text box, and then click the eye icon next to it.

[image: C:\Users\S02477~1\AppData\Local\Temp\SNAGHTML430e733c.PNG]

4. The title will be hidden on the slide but readable with a screen reader. 
Set the Reading Order of Slide Contents: 
· Use the Selection pane to set the order in which the screen readers read the slide contents. The Selection pane lists the objects on the slide in reverse order. When the screen reader reads this slide, it reads the objects in the reverse order listed in the Selection pane.

1. On the Home tab, in the Drawing group, select Arrange.

[image: C:\Users\S02477~1\AppData\Local\Temp\SNAGHTML430bd873.PNG]


2. In the Arrange menu, select Selection Pane.
[image: C:\Users\S02477~1\AppData\Local\Temp\SNAGHTML430d028f.PNG]
3. In the Selection pane, to change the reading order, do one of the following:
· Drag and drop items to the new location.
[image: ]

· Select the item and then select the Up arrow button (Bring Forward) or Down arrow button (Send Backward).
[image: ]
Use Table Headers: 

1. Position the cursor anywhere in a table.

2. Select the Design tab.
[image: ]
3. In the Table Style Options, select the Header Row check box.
[image: C:\Users\S02477~1\AppData\Local\Temp\SNAGHTML4328ac36.PNG]
4. In the table, type the column headings.



[Type text]	[Type text]	[Type text]
Revised: 7/18/18	1	Teaching Learning Center
image2.png
Presentation2 - PowerPoint

9 Protect Presentation
» Control what types of changes people can make to this presentation.

=S Inspect Presentation




image3.png
New

Search for online templates and themes | o

Suggested searches:  Presentations  Business Plucation Diagrams  Themes Charts  Marketing





image4.png
New

3 Home

Accessibility template





image5.png
New

73 Home | Accessibility template

Accessibilty quide





image6.png
Accessibility guide

MoreImages >




image7.png
Accessibility guide

)

Create

Morelmages




image8.png
H SO

Presentation2 - PowerPoint

Fle  Home Inset Design Tanstins Animaions SideShow Review MathType  MathPlayer

B == = Ruler B Color -

= E=hE = = =
Gridines = Grayscrle

Notmal putine Side Notes Reading  Side Handout Notes Notes | Zoom Fitto N

View Sorter Page View | Master Master Master | L] Guides Window | Blackand White iy

resentation Views Master Views Show 5 Zoom Color/Grayscale




image9.png
EEEREE :
E [RENEEN=INE

View Sorter Page  Viey
Presentation Views

1
S
2 v e
Y
3 e





image10.png
"5 Add Section:




image11.png
Ba

Themes





image12.png
Design  Transitions  Animations

¥ Format Painter

Clipboard Font

Reset the position, size, and v
formatting of the slide placeholders
to their default settings.





image13.png
IEEERN rset  Design  Trnsiions  Animations  SideShow  Review  View  MathType  MathPlayer  Developer  Add-Ins _iSpring S

TCut Elayout™ | [erans . ¢l a . lIfi Text Direction - BN N\NOO0O!
i NQI P T T L S i R
e | S SR ) Converttosmartart- || % M\ { ) ¥r

5 Paragraph 5

pboard B Slides Font





image14.png
\T
- D L shape Fill
v

7 Zstepeou
..
I Q Shapec

"Order Objects
%, Bring to Front
% Sendto Back
My Bing Forward
T Send Backward
Group Objects

T
Align »





image15.png
Selection
Show Al || Hide Al

Subtitle2
Title1
Picture 3




image16.png
Selection

Show All

Hide All

Subtitle2

Titie %

Picture 3

v x
(3]

LR




image17.png
- x

Selection
Show Al || Hide All (3]
sette2 =
Titlel -
-

Picture3




image18.png
Presentation2 - PowerPoint Table To

Inset Design Transitions Animations SideShow Review View MathType MathPlayer Developer Add-lns iSpring Suite8

2 HeaderRow ] FistColurn || e mmmees g Py & —— T W
Totalfow [ Last Colurn S todes - S B [ i
7] Banded Rows (] Banded Columns 7 Qefectst | gyles- A EPenColorr  Tape

Table Style Options Table Styles WordArt Styles & Draw Borders




image19.png
HeaderRow || Fi

Column p—
Total Row L

Column

Banded Rows [ | Banded Columns

Table Style Options.





image1.png
Inset  Design  Transitions  Animations  SlideShow Revie

) : N CI Dltsyout-

ca £ Reset

o FormWinter | Shim i section
Clipboard 5 Slides Font




image20.png




