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WORKSHOP DESCRIPTION

Overview

What makes an Accessible PowerPoint presentation is a good place /3’
start. An Accessible PowerPoint presentation is when you create
presentation for ALL useto access. Irrespective of the person who '
has low vision, is blind, or even has mobility or learning disability,

or she will access the information you want to impart in a structure
that is reachable.

We will be looking at common accessibilitiglpnes. Also we will look at what guidelines to
follow when creating PowerPoint slides. What is definitely of importance is to provide different
formats to save PowerPoint presentations for accessibility.

Prerequisites

Consider a PowerPoint presentatiomftbe viewpoint of a person with disabilities. Please
contact me atstherh@csus.etuclarify the content of this document or with questions you
have regarding PowerPoint presentations.

Objective

Is that you wilgain information to make your PowerPoint presentations accessible to ALL your
students. But the most important objective for this workshop is to give you the knowledge to
create accessible PowerPoint presentations effortlessly.
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COMMON ACCESSIBILITY PROBLE MS

Objects That Cannot Be Read

Graphics, figures, logos and flow charts, which do not have descriptive text, are not accessible t
assistive technologi®tS Office is needed to access Charts and Tables.

Text is not Structured

Text that is not structuredthin the auto layout of the PowerPoint program may be
inaccessible. For instance, information that is not created in auto layout will read content
repeatedly by a screen reader or not at all.

Fonts from the Serif font family may be difficult to read plicated sentence structures may
be confusing to the reader.

Poor Contrast

When there is poor contrast between the background and text of PowerPoint slides, a student
with learning disabilities may get confused.

Unattainable Multimedia, Transitions, and Animation

Multimedia, transitions, and animation, could present a real challenge for people with disabilities
For instance videos that are not captioned make it challenging for a deaf person to follow.

GUIDELINES TO CONSIDER

Use ALT TEXT & Describe Graph s/Charts

A good idea is to include alternative descriptions (ALT) text-textabjects. The ALT text
will supply meaning to a screen reader. To add ALT text is only six easy steps when an author
uses Windows. The six steps in Windows from withirother Point presentation:

step 1Select the netext object, such as an image SR I SR

step 2Right Click on the nortext obje # Cut
step 3SelecFormat Picture -3 Copy
step 4Click theWeb Tab 4 Paste

browsers, media player

step S5Type a description
in the box labeled Alternative text.
step 6ClickOK

Save as Picture. .,
assistive techno

Hide Picture Toolbar
Grouping >
Order »

1530 Custom Animation. ..

~ Action Settings...
‘JJ Format Picture. .. [‘: I
. Hyperlink...

>z
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Format Picture X e Click the Web Tab i

Colors and Lines Size

Alternative text:

Type the Alternative Text that is meaningfull and have purpose for the
content that is displaying.

‘.ﬂg-ﬂ”j Type a description regard
the nontext objectClick

‘Web browsers display alternative text while pictures are loading or if they OK
are missing. Web search engines use alternative text to help find Web
pages. Alternative Text is also used to assi: ers with disabilities.

sist ust h disabilitie:

oK |[ Cancel ][ Preview ]
J

For Macintosh users thest option is to save the presentation as a HTML Webpage and then
to add ALT text.

The recommendation is to create Charts and Graphs in PowerPoint and to provide alternative
descriptions of the Charts and Graphs in a text format. Then save the ipreasrtétML.

Create in Outline View

The Outline View reflects the order of the content for each PowerPoint slide.

Content has an orderly structure for screen readers when an author creates PowerPoint slides i
the Outline View. A PowerPoint presentati@ated in Outline View can be saved as a Rich

Text (RTF), an Adobe Acrobat (PDF), or a Web page (HTML). The benefit in creating a
PowerPoint presentation in the Outline View is that it is fast and easy to create meaningful
content.

Follow these steps teeate a presentation in the Outline Vidd:

step 10pen a New File in PowerPoint _ view | Insert Format Tools

step 2Click View on the MenuB Normal

step 3ClickNormal

step 4Click theOutline View
step 5Type text in the Outline View

step 6 PresEnter for creating a New Slide
step 7PressTAB for SUBTITLE. The cursor will jump to tpeevious slide. Type the text.
step 8Presshift-TAB to create a New Slide

25 slide Sorter

L Outline ' Slides * X

Promote a Paragraph err— :
Shift+Tabor Alt+Shift Arrow / Outline. S
Demote a Paragraph 1 n Outline View|]:
Tabor Alt+Shift+Right Arrow
Move Selected Paragraph Up
Alt+Shift+Up Arrow
Move Selected Paragraph Down
Alt+Shift+Down Arrow

2 Press ENTER for new Slide
« Press TAB for Subtitle
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Show Heading Level 1
Alt+Shift+1

Expand Text below a Heading
Alt+Shift+Plus Sign

Collapse Text below a Heading
Alt+Shift+Minus Sign

Show all text or Headings
Alt+Shift+A

Turn Character Formatting Off
Slash(/) on the numeric keypad

Save AS RTF

Save the presentation, that was created in Outline View, in a Rich Text Format (RTF). An RTF
file is ready for a Braille Printer or even screen readers.

step 1ClickFile on the MenuBar

step 2ClickSave AsE

step 3SelecRTF/Outline from the Save as type dagwnselection

Fle | Edt View Insert Format To _EZ

-Ie —-l ) VOB 2 Q =
j N_BW. " Chrl+M "_:;')” __‘T:.‘ .
7| Open... Ctrl+0 — |
Close :{ .
= Save Ctrl+5
| Save As... N K v Do .,;. s
lac j:‘ _
(O -
N Féo nave G —
Sove 25 boe! XTI Carcel
Save AS PDF

Save the presentation as an Adobe Acrobat document. Adobe Acrobat Reader has a screen
reader. An author may check the reading order or the content.

step 1SelecAdobe PDF from the MenuBar idobe FOF | g
step 2ClickConvert to PDF e Gonvert o Adobe PDF el '
step 3Type the PDF name in tlikée name

step 4ClickSave

Save Adobe POF File As
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Create a Layout for Accessibility

The Slide Layout feature in PowerPoint is the best practice to create an accessible presentation
Select the Slide Layout Pane to secure that the information is in text boxes and wties, using ti
do select the Title Slide from the Slide Layout Pane.

Group multiple objects such as graphs, images with callouts and then give it an ALT Text. To
group objects:

step 1Click on one of the objects to be grouped

step 2Shift Click on the next object. Selectladl bbjects that have to be grouped

step 3Right Click and Come down to

Grouping % Cut
step 4ClickGroup -3 Copy
14 Paste

Grouping PH_@]'. Group [: ”

One more thing about the layout, considers describing images, graphs and charts in the Notes
pane on the slide where an object is. The last thing about layogbagsarmaount of white
space on a slide.

Reduce File Size

Import images in the exact sizes so that the image will be viewed in the PowerPoint
presentation. Large file size images may be difficult to download.

Ensure Contrast

Do consider to use Contrast beén the background and text. Also use contrast in charts and
images.

Heed Videos, Transitions, & Animation

When PowerPoint presentations depend on videos to convey information, do consider
captioning the videos. Captioned text with videos will makéotineation available to deaf

and hard hearing students. If captioning is not possible, do provide a text transcript of the video.
There are software programs that can assist with captioning videos, such as MAGpie which is
free. View more about MAGpiehdip://ncam.wgbh.org/webaccess/magpie/

Academic Technology and Creative Services can help with multimedia needs. Our contact
information is at http://www.csus.edu/atcs

In regards to transitions and animations, do apply simple transitions and animations. For
example apply simple fades to slides. Limit transitions between bullet points. Complicated
transitions may create a barrier to the blind and cognitive challenged. The same is true of
animations.
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This is not to discourage the author to use transitidreanations. The application of

transitions and animations has great value durirtg-face time with students. However, for
publishing PowerPoint presentations online it may be best to omit complicated transitions and
animations.
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RESOURCES

Web Acessibility Sacramento State University
http://www.csus.edu/web/accessibility/

PowerPoint Viewer for viewers that do not have MS Office

http://www.microsoft.com/downloads/browse.aspx?displaylang=en&productiD=286C1147
414F4754B0178E9A930A899A

How to create Accessible PowerPoint Presentations from Scratch
http://www.cew.wisc.edu/accessibility/tutorials/pptscratott. htm

National Center on Disability and Access to Education
http://ncdae.org/tools/factsheets/powerpoint.cfm

Microsot: Sharing Accessible PowerPoint
http://office.microsoft.com/erus/powerpoint/HA011667671033.aspx
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