Making PowerPoint Accessible

Alternative Text, Reading Order, and Hyperlinks

Alternative Text

Alternative text or alt-text is used to provide an alternative to non-text media. | Forrat Shape v X
Alt-text must be added to all non-text media: images, shapes, charts, Shape Options  Text Options
SmartArt, clip art, embedded objects, and video. MO o=

« Be descriptive and include information to help understand the object.

« The Title information is not necessary, but doesn’t hurt. E :::ﬂm
« If the non-text media is also a link, include the link information. b TextBox
To add alt-text to non-text media: 4 AltText
1. Right-click the non-text media e
2. Click Format XXXX, where XXXX is the type of non-text media Description

3. On the right-hand pane that appears, click the Size and Properties tab e e the
4. Expand the Alt Text option

5. Fill out a Title for the non-text media and then the Description

6. Click anywhere in your slide to confirm the alt-text

If you are using Office 365 instead of Office 2016, you can edit the alt-text by
right-clicking any object and selecting Edit Alt Text...

Reading Order

Typically a slide’s layout will control the order that things are read on the Selection - o
screen with assistive technology. With simple slides, you shouldn’t need Show All || Hide Al ralcs
to adjust the reading order, but once you add objects outside the typical
layout, you should confirm the reading order. ?D;U";E"t Remediation o
daole T
To adjust the reading order, go to Home > Arrange > Selection Pane Subtitle 2 -
In the Selection Pane, drag and drop the items in the list to its new order Title 1 =
or click on any item in the list and use the arrows to adjust the order.

It may seem counter-intuitive, but the reading order goes from the bottom to the top, not top to bottom.

Hyperlinks

Hyperlinks are anything that a user clicks on to take them elsewhere; either inside or outside the file.
« Hyperlinks should use meaningful and descriptive text, rather than just the URL (web address)

For example: Insert Hyperlink 7 x
Mohawk College website versus https:/mohawkcollege.ca [ " === ——— Rt
e Look in: Camtasia Studio ~ L,
You can create a link out of any text or non-text media: or et Page Curtom Production Presets 6 Al
Cuvent | i Rec 04-03-18 1.trec
ighli - ' ' a 0103 Tavec
1. Highlight the text or select the non-text media object o | R
2. Right-click your selection and click Hyperlink or Link _ Py
H . . Create Hew — [ Rec 04-27-18 4trec
3. Fill out the Text to Display and the Address fields Somart || S M recoi 205 .
USe Text to Display for any IinkS you Create. E%il Address: | G\Users\oe\Documents\Camtasia Studio| ~
- o] [ e



https://mohawkcollege.ca
https://mohawkcollege.ca
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