Digital Accessibility Field Guide
Microsoft PowerPoint
Use this quick card to build PowerPoint slides that are structured, legible, and accessible to screen readers, keyboards, and audiences in the back of the room.
Use an accessibility checker
Open Review > Check Accessibility to find barriers and suggested fixes.
Resolve Errors, Warnings, and Tips before sharing the deck.
Give every slide a unique title
Start from built-in slide layouts that include a title placeholder.
Write a unique, meaningful title for each slide — titles help screen readers navigate.
If a title should not be visible, move the placeholder off-slide rather than deleting it.
Add alt text to visuals
Right-click an image, chart, or shape and choose View Alt Text.
Describe the visual's meaning in one or two concise sentences.
Mark purely decorative visuals with "Mark as decorative."
Verify reading order
Open Home > Select > Selection Pane — items are read bottom-up.
Reorder text boxes, shapes, and images so they follow a logical flow.
Avoid floating text boxes on Blank layouts; use built-in layouts instead.
Use readable text and color
Use at least 24 pt body text in a sans-serif font (Arial, Calibri, Aptos).
Keep body text contrast at 4.5:1; large text needs 3:1.
Don't rely on color alone — label chart series and key items directly.
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