


 Microsoft PowerPoint 
 Accessibility Checker
Use An Agency Template
☐  Go to the agency intranet and use the appropriate SCDE template. (intranet.ed.sc.gov)
Give Every Slide a Title
☐  Each slide title should be unique. (You may hide the title as long as it still appears in the outline.)
Use Formatting Tools in the Ribbon 
☐  Use the Microsoft PowerPoint ribbon buttons to adjust font styles, spacing, alignment, bullets, and lists. 
☐  Use built-in layouts to create slides with automatic content placeholders. 
Assign All Images Alternative Text
☐  Add short alternative text (2 sentence max) to every image.
☐  Mark purely decorative images using the checkbox in the alternative text menu.
☐  Label the data in graphs or charts. 
Use Descriptive Text for Hyperlinks
☐  Do NOT use the URL or "click here." If printing the document the URL may be provided in addition. 
[bookmark: _Hlk184979135]☐  Ensure links are a unique color and underlined. (A default link style is best practice.)
☐  IF you use a QR code or URL shortener you must describe the destination on the slide.
Consider Color and Size for Slide Content
[bookmark: _Hlk184907846]☐  Text should have high contrast with the background. Do not use gradients or images behind text.
[bookmark: _Hlk198198525]☐  Do NOT use color alone to convey information. Use visual cues AND text like: *Important: __
☐  Use a large font (never smaller than 18-point).
Keep Tables Simple
☐  Use tables to show data and organize information, NOT for layout.
☐  Always designate a header row. 
Review Reading Order
☐  Use the READING ORDER tool to ensure that the items on your slide are ordered as you intend. 
[bookmark: _Hlk189580422]Use the Accessibility Checker
☐  Set the Document Properties: TITLE must be descriptive. Author = South Carolina Department of Education.
☐  Run the built-in accessibility checker and fix any errors.
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