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Find and Open an Accessible Template 

1. Open PowerPoint. 
2. Select New. 
3. Search for “accessible”. 
4. Select the template, Universal presentation. Our activity below will use this template. 
5. Select Create. 

Activity 

1. Choose 2 slides in the Universal presentation template to review for accessibility issues. 
2. Use the Microsoft PowerPoint Accessibility Checklist to evaluate the chosen slides. 
3. Write down any issues you find on your slides in the area below. 
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Specific Barriers in this Template 

Slide 1 

1. There are no accessibility issues on this slide. 

Slide 2 

1. The list of items should be made into an actual list. In this case the order of the items matter, so a 
numbered list is most appropriate. 

2. The footer info is too small. Recommend removing the date and footer info and increasing the size of 
the slide number to be 24pt minimum. This ensures people with low vision, or people at the back of 
the room can still see the slide number. 

a. Go to the Insert tab, then select the Slide Number button. 
b. Check the Slide Number and Don’t show on title slide checkboxes. 
c. Uncheck the Date & Time and Footer checkboxes. 
d. Select the Apply to All button. 
e. Check every slide for these two things: 

i. The slide number font size is at least 24 pt. 
ii. The slide number has a color contrast ratio of at least 4.5:1 against its background 

color. 

Slide 3 

1. There are no accessibility issues on this slide. 

Slide 4 

1. There are no accessibility issues on this slide. 

Slide 5 

1. The chart text is too small. 
a. Select each chart’s outer bounding box. 
b. Change the font size to be 24pt. 
c. Resize each chart so the new larger text doesn’t overlap any chart elements. 

2. The light gray chart color does not meet the minimum 3:1 color contrast required for non-text 
elements. The easiest way to solve this issue is to add an outline around the light gray color bars. 

a. Select the light gray bar for Q1. This will automatically also select the light gray bar for Q2. 
b. Right-click the bar, then select Format Data Series. 
c. Select the Fill & Line icon. It looks like a paint bucket. 
d. Expand the options for Border. 
e. Select the Solid Line radio button. 
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f. Select a color that has enough contrast against the background color (white). We chose Blue-
Gray, Accent 4. 

g. Repeat this process for the other chart. 
h. Repeat this process for the baseline of each chart, too. 

Slide 6 

1. The table text is too small. 
a. Select the table’s outer bounding box. 
b. Change the font size to be 24pt. This will change all the text in the table to be 24pt. 
c. Resize the table, as necessary. 

2. The table gridlines do not meet the minimum 3:1 color contrast required for non-text elements. 
a. Select the table. 
b. Go to the Table Design tab. 
c. Select an accessible color from the Pen Color dropdown. We chose Blue-Gray, Accent 4. 
d. Select All Borders from the Borders dropdown. 

3. No table cells should be left blank. 
a. Add the text “Quarter” to the empty header cell. 

4. The first column of this table contains row headers, but they haven’t been designated. 
a. Select the table, then go to the Table Design tab. 
b. Check the First Column checkbox under Table Style Options. 

Slide 7 

1. The quote author’s name is too small.  
a. Select the text. 
b. Change the font size to be 24pt. 

2. The dark blue quote marks do not meet the 4.5:1 minimum color contrast ratio requirement for text. 
In this case, there are at least 3 options to fix this issue: 

a. Option 1: The quote marks do not provide important information, so they can be marked as 
decorative. 

i. Select the outer bounding box of the small text placeholder containing the quote 
marks (be sure to select the box and not the text or the alt text option below will not 
be there). 

ii. Right-click the edge of the box, then select View Alt Text. 
iii. Check the Mark as decorative checkbox. 
iv. Repeat for the second set of quote marks. 

b. Option 2: The quote marks do not have enough color contrast, so we’ll add an outline to the 
text. 

i. Select the text. 
ii. Go to the Shape Format tab. 

iii. Open the Text Outline dropdown menu. 
iv. Select the color White, Background 1.  
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c. Option 3: The quote marks do not have enough color contrast, so we’ll change the color of 
the text. 

i. Select the text. 
ii. Go to the Home tab. 

iii. Open the Text Color dropdown menu. 
iv. Select the color White, Background 1. 

Slide 8 

1. The team member’s names are too small. 
a. Select the text “Takuma Hayashi”. 
b. Change the font size to be 32pt. 
c. Resize the content boxes to accommodate the larger text, if necessary. 
d. Repeat for each additional team member’s name. 

2. The team member’s titles are too small. 
a. Select the text “President”. 
b. Change the font size to be 24pt. 
c. Resize the content boxes to accommodate the larger text, if necessary. 
d. Repeat for each additional team member’s title. 

3. The Alt Text for each image is not very descriptive. In this case, since the person’s name and title are 
already provided, including that information again in the alt text would be redundant. So, marking 
the images as decorative is appropriate. 

a. Select the image of Takuma Hayashi. 
b. Right-click the image and select View Alt Text. 
c. Check the Mark as decorative checkbox. 
d. Repeat for each additional team member’s image. 

Slide 9 

1. Just like Slide 8, the team member’s names and titles are too small. However, this time there isn’t as 
much room, so we’ll make them all 24pt. 

a. Select the text “Takuma Hayashi”. 
b. Change the font size to be 24pt. 
c. Resize the content boxes to accommodate the larger text, if necessary. 
d. Repeat for Takuma’s title, and for each additional team member’s name and title. 

2. Also, just like Slide 8, the Alt Text for each image is not very descriptive. In this case, since the 
person’s name and title are already provided, including that information again in the alt text would 
be redundant. So, marking them as decorative is appropriate. 

a. Select the image of Takuma Hayashi. 
b. Right-click the image and select View Alt Text. 
c. Check the Mark as decorative checkbox. 
d. Repeat for each additional team member’s image. 



 

Page 7 of 9 

Slide 10 

1. The numbers do not meet the 4.5:1 minimum contrast ratio requirement for text. 
a. Select the text “1”. 
b. Change the font color to be an accessible color. We chose the color Blue-Gray, Accent 4. 
c. Repeat for the numbers 2-5. 

2. Additionally, the light blue circle does not meet the 3:1 minimum contrast ratio requirement for non-
text elements. 

a. Select the circle behind the number 1. 
b. Right-click the circle and select Format Shape. 
c. Change the color under Fill to be an accessible color. We chose the color Ice Blue, Accent 2. 
d. Repeat for the other circles. 

3. The text in the smart art is too small. 
a. Set the heading for each box to be 28pt Bold. 
b. Set the text below each heading to be 24pt. 
c. By changing the size of the text, the Smart Art now looks bad. 

i. Adjust the dimensions of the smart art bounding box to accommodate the larger text. 
ii. Move the numbers so that they are centered in the circles again. 

4. Smart Art is not reachable via assistive technology. Best practice is to add Alt Text describing the 
content of the Smart Art. 

a. Select the outer bounding box of the Smart Art graphic. 
b. Right-click the bounding box and select View Alt Text. 
c. Enter appropriate alt text for the Smart Art graphic. We chose the following: “Five-step plan 

for product launch. Step 1, Planning: Synergize scalable e-commerce. Step 2, Marketing: 
Disseminate standardized metrics. Step 3, Design: Coordinate e-business applications. 
Step 4, Strategy: Foster holistically superior methodologies. Step 5, Launch: Deploy 
strategic networks with compelling e-business needs.” 

Slide 11 

1. The text on the timeline is too small. 
a. Set the dates to be 32pt. 
b. Set the other text to be 24pt. 
c. Adjust the size of the timeline to account for the larger text sizes. 

2. Fix the typo. Did you catch it? 
a. All the other dates are 3-letter abbreviations, except for March. 
b. Always be on the lookout for honest mistakes like this. Even in pre-made templates. 

3. Just like on Slide 10, Smart Art is not reachable via assistive technology. Best practice is to add Alt 
Text describing the content of the Smart Art. 

a. Select the outer bounding box of the Smart Art graphic. 
b. Right-click the bounding box and select View Alt Text. 
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c. Enter appropriate alt text for the Smart Art graphic. We chose the following: “Five-step 
timeline for product launch. Sept 20XX: Synergize scalable e-commerce. Nov 20XX: 
Disseminate standardized metrics. Jan 20XX: Coordinate e-business applications. Mar 
20XX: Foster holistically superior methodologies. May 20XX: Deploy strategic networks 
with compelling e-business needs.” 

Slide 12 

1. The text below the sub-headings is too small. 
a. Set the text under the sub-headings to be 24pt.  
b. Unfortunately, now the sub-headings and the text underneath are the same size. Set the sub-

headings to be 32pt to add some differentiation back in. 
2. The text below the sub-headings should be lists. 

a. A bulleted list is the most appropriate for these lists because the order of the items doesn’t 
matter. 

i. Select all the text below the first sub-heading. 
ii. Go to the Home tab and select the Bullets button. 

iii. Repeat for the text below the second sub-heading. 

Slide 13 

1. Just like Slide 12, the text below the sub-headings is too small. 
a. Set the text under the sub-headings to be 24pt.  
b. Unfortunately, now the sub-headings and the text underneath are the same size. Set the sub-

headings to be 32pt to add some differentiation back in. 
2. Also, like Slide 12, the text below the sub-headings should be lists. 

a. A bulleted list is the most appropriate for these lists because the order of the items doesn’t 
matter. 

i. Select all the text below the first sub-heading. 
ii.  Go to the Home tab and select the Bullets button. 

3. Unfortunately, when we made the text bigger, we created a color contrast issue because the text 
under ROI now overlaps the background artwork.  

a. Thankfully, there is enough room to swap the positions of ROI and Supply Chains. 
b. Don’t move the actual content placeholders! If you do, it will mess up the reading order. 

Copy and Paste the text from one placeholder to the other instead. 

Slide 14 

1. There are no accessibility issues on this slide. 
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Slide 15 

1. The email should be made into a hyperlink. 
a. Select the text “mirjam@contoso.com”. 
b. Copy the text for use later. 
c. Right-click the selected text and select Link. 
d. Paste “mirjam@contoso.com” into the Address field. 
e. Select OK. 

2. The website should be made into a hyperlink, too. 
a. Select the text “www.contoso.com.” 
b. Copy the text for use later. 
c. Right-click the selected text and select Link. 
d. Paste “www.contoso.com” into the Address field. 
e. Select OK. 

Final Checks 

1. Are there any issues flagged by the Accessibility Checker that still need to be addressed? 
2. Is the reading order of every slide accurate in the Reading Order Pane? 
3. Does everything look OK in the Outline View? 

a. On the View tab, select Outline View. 
b. Does every slide have a unique Slide Title? 
c. Are there any gaps or spaces that can be removed? 

4. Has the document’s Metadata been entered? (Document Title, Author, File Name) 
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