


About Me

• I’m a learning designer here at Saint Leo 
University.

• I earned an M.S. in Instructional Media 
Design from Full Sail University.



Agenda

• Poll
• What is accessibility?
• Course Materials:

• MS Word documents
• Images, Charts, and Tables
• Text
• HTML
• PDF
• PowerPoint presentations
• Student created materials and 

presentations
• Test
• Q & A
• Resources



Section 508 of the 
Americans with 
Disabilities Act
• This section of the ADA 

covers digital 
accessibility of courses 
and websites.

• Everyone has the right 
to fully participate in 
the online community 
and in their courses.



Course Materials: MS Word Documents

• Heading hierarchy and 
structure

• Word heading tool
• Ordered lists

• Use the ribbon 
features rather than 
the tab key

• Images
• Alt text

• Mark decorative text 
as such



Course Materials: MS Word Documents (2)

• Images
• Entering alt text
• Possible alt text for this image
• The alternative text should describe the 

image in detail
• 1940 U.S. census poster.
• Uncle Sam asks for help with the 

ten-year roll call.
• If it is an item in a history 

class make sure to 
emphasize the elements you 
want students to examine 
most.

• If it is an art class be sure to 
describe the image in detail; 
color, artistic elements, etc.



Course Materials: MS Word Documents (3)

• Charts, tables, and 
graphs

• Separate docs and 
transcripts in plain 
text is also an 
option

• Infographics
• Hyperlinks – Microsoft 

rules for accessibility
• PDF

https://support.microsoft.com/en-us/office/make-your-word-documents-accessible-to-people-with-disabilities-d9bf3683-87ac-47ea-b91a-78dcacb3c66d
https://support.microsoft.com/en-us/office/make-your-word-documents-accessible-to-people-with-disabilities-d9bf3683-87ac-47ea-b91a-78dcacb3c66d


Course Materials: PowerPoint Presentations

• Accessibility Checker
• Use this feature
• Use slide titles
• Check reading order
• Use alt text – write 

your own, the 
suggested text is 
often not high quality

• Exporting to PDF, as 
with MS Word should 
keep all accessibility 
features edited.

• Search for accessible 
templates but still run 
the accessibility 
checker.



Course Materials: PowerPoint Presentations (2)

• Accessibility Checker
• Check reading order

• Use the arrows to 
move the order of 
the object higher or 
lower in the reading 
order. Moving  it 
highest makes it the 
first item to be read, 
and the lowest is 
the last.

• Unchecking items 
marks them as 
decorative.



Q & A


