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Creating Accessible PowerPoint 

This tutorial uses screenshots from PowerPoint 2019 on Mac, and should look very similar to PC 
and PowerPoint 2016. You should be using at least version 2016 for the best accessibility 
features. The three resources listed below provide tutorials and tips for creating accessible 
PowerPoint presentations. Please consider reviewing these and bookmarking for later reference. 

1. Seven Steps to Creating an Accessible PowerPoint Slideshow (older version but most 
information still applies) 

2. WebAim: PowerPoint Accessibility – great resource with screenshots 
3. Microsoft Office Support: Make your PowerPoint Presentations Accessible (options for 

both Mac and PC) 

A Note about Templates and Themes 

Although Microsoft templates include many accessibility features, these templates are often not 
fully accessible. Many elements within the templates include the important coding "tag" that will 
allow a screen reader to understand the structure of each slide in the presentation. If you use a 
template, make sure you check color contrast, font type, and image alt text. The accessibility 
checker will identify most errors. My recommendation is to start with a Blank Presentation. 

Steps for Creating an Accessible PowerPoint Template 

Step 1: Open PowerPoint and select the blank presentation template. This is fully accessible. 

 

  

https://www.framingham.edu/Assets/uploads/about-fsu/accessibility/_documents/7-steps-accessible-ppt.pdf
https://webaim.org/techniques/powerpoint/
https://support.office.com/en-us/article/make-your-powerpoint-presentations-accessible-to-people-with-disabilities-6f7772b2-2f33-4bd2-8ca7-dae3b2b3ef25?ui=en-US&rs=en-US&ad=US#BKMK_WinImages&PickTab=Windows
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Step 2: All titles, fonts and layouts are accessible. Open “New Slide” to see layout options as you 
add slides to your presentation. 

 

Step 3: Select the next slide template to add text, images, charts, etc… These are all accessible.  
Make sure you add alt text to images, charts and tables. 
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Step 4: If you want to change the font style and/or color for all slide titles and text, first select 
the “View” tab at top, and then “Slide Master.”  

 

Step 5: Make sure the very top slide is selected. Once you update the master slide, all those 
below will change automatically. You do not have to change each slide layout type, only the top 
master slide. If you wish to customize each level on the master slide, you can do that as well. 
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Step 6: If you change the font style, color, or background, make sure these are accessible: Sans 
serif fonts are preferred, high color contrast is best. 

 

Step 7: This is the original default version of the master slide in PowerPoint 2019. 
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Step 8: This is a revised master slide with font changes made to the master slide. Note that all 
the levels below the title have changed to this font type as well. If you view the various slide 
layouts below the master slide, these will have updated as well. 

 

Step 9: You can now save this as your personal template. First select “File” and “Save as 
Template.” 
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Step 10: Next, enter the template name and “Save.” 

 

Step 11: If you are already working in PowerPoint, you can select “File” and “New from 
Template” to start a new presentation. 

 

Step 12: If you are just opening PowerPoint, you can select the “Personal” tab to open your 
saved template. 
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Final Step: Each time you create a new presentation, don’t for get to check accessibility! Select 
the “Review” tab at top, then “Check Accessibility” option in toolbar. The report will open on the 
right side displaying errors and warnings that you will need to correct, then save again. 
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