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Live Captions Provided

Two Options: 

1. Access StreamText link available in the 
“Chat” (“Chat” control in Zoom toolbar)

2. Access the “Closed Captions” option 
(“Closed Captions” control with “CC” 
above it in Zoom toolbar)



Spotlighting and Pinning

Spotlighting

Only Host or Co-host can spotlight someone

​Whoever is spotlighted will appear in Speaker View

Pinning

Any participant can pin any other participant’s video at 
any time, and it only impacts that participant’s display

How to Spotlight/Pin Participants

Hover over participant you want to spotlight/pin

Select the ellipses (…)

From the menu, choose “Spotlight for Everyone” or “Pin”



Georgia Tech – CIDI

• Research (disability-related)
• Accessibility Consulting – ICT and UX
• Braille Services
• Captioning and Described Audio 

Services
• Professional E-Text Producers
• Certified Assistive Technology Team

• Tools for Life is celebrating 30 
years of service in 2021!



Goals for Today’s Training

1. Learn how to insert alternative text in 
a Microsoft Word or PDF file

2. Discuss how to write effective 
alternative text description

3. Review specific examples of different 
types of images



Today’s Presenter

Valerie Morrison, Ph.D., E-Text Manager at CIDI
Valerie Morrison manages the E-Text department at CIDI, making 
accessible materials for individuals with print-related disabilities. She 
earned her doctorate in English Literature from the University of Georgia 
and served as an instructor of composition, contemporary poetry, 
American and British literature, and the postmodern novel. 

Now, Valerie and her team find innovative ways to transform course 
materials quickly and affordably into a wide variety of accessible digital 
formats. Valerie and her team work with university staff, publishers, 
corporations, and state agencies to ensure the material they create and 
distribute will be accessible to those who rely on screen readers, text to 
speech software, or other assistive technology to access documents.



How to Insert 
Alternative Text



Who Uses Alternative Text?

• Many individuals rely on assistive technology to read their content 
aloud, and content that is accessible with Universal Design in mind is 
good for everyone.

• Individuals who are blind, or experience color blindness or low vision
• Individuals with learning disabilities such as dyslexia, dyscalculia, 

dysgraphia, or ADHD
• Individuals with head injuries, trauma, or cognitive disabilities
• Individuals accessing content on tablets or phones
• Auditory learners
• Aging population



Turning Off Automated Alt Text

Microsoft now autogenerates 
alternative text by default. To 
disable this feature in both 
Microsoft Word and PowerPoint:

• Click on File
• Click on Options
• Select Ease of Access on the left
• Scroll down and uncheck 

“Automatically generate alt text 
for me.”



Alternative Text Descriptions

To add alternative text:

• Right-click on the image 
and choose Edit Alt Text.

• If you do not see the 
Edit Alt Text option, 
select Picture and then 
click on the Alt Text tab.

• Type in the description 
field using proper 
grammar, spacing, and 
punctuation.

• Do not use hard line 
breaks to create 
separate paragraphs.



Workflow Options

If you are adding alternative text to 
a Microsoft Word DOC file, there 
are several options in terms of 
workflow:

• Scroll through the DOC from 
start to finish, right clicking on 
each image you encounter.

• Use the “Go To Next Graphic” 
function on the home ribbon.

• Run the Accessibility Check and 
jump to each graphic from that 
report.



Accessibility Checker in Office

• To check Microsoft Word files for accessibility, save your 
document as a .docx file. For a PowerPoint presentation, 
save as a .pptx file.

• Go to the Review tab and select Check Accessibility. 
Note: If you are working with an older version of Office, 
click on the File tab and click on Check for Issues and 
select Check Accessibility. 

• The accessibility checker will open in a separate pane 
and list all errors and warnings with links to where they 
occur in the document.

• Additional information appears below, instructing you on 
why this might cause a problem and how to fix the issue.



Adding Alt Text to a PDF File

• If you need to add alt text to an 
image in Acrobat, first click on 
Tools, and select Accessibility.

• Select the Reading Order tool 
and scroll through your file 
looking for images. Right click 
to add alt text.

• Running the accessibility report 
will also flag these images and 
allow you to click on them and 
add alt text.



Accessibility Report in Adobe

• To check PDF files for accessibility, 
generate an Accessibility Report in 
the Accessibility Tools options of 
Adobe Acrobat.

• Open the Accessibility Tools and click 
on “Full Check.” This will generate a 
report to help you find and correct 
errors, such as figures missing alt 
text, missing bookmarks, errors in 
reading order, color contrast, not 
having a language selected, etc. 



Writing Effective 
Alternative Text



General Tips

• Work from general to specific to provide a framework for the 
listener, keeping in mind that long descriptions may be cut off.

• Always use proper grammar, spelling, and punctuation, and do 
not include any hard line breaks in your image description.

• Provide information in multiple modalities if possible, such as 
adding captions for figures and tables.

• Try to reduce redundancy when possible. If the surrounding 
text describes the image, your description can be more brief.

• Always edit your alt text thoroughly, enlisting another person 
to QC your work if possible. 



How to Approach Describing Images

• First summarize what you see in 
one general informative 
sentence.

• Keep your description neutral 
and informative. 

• Use proper grammar, spelling 
and punctuation.

• Avoid acronyms and symbols.



How Much Is Too Much?

• Best practice is 125 characters, 
or the length of a Tweet. 

• The default setting for JAWS 
screen reading software 
pauses after 250 characters.

• However, depending on 
purpose or audience, alt text 
can get quite long. Consider 
providing captions or table 
data to complement your 
image description. 



Focus on Meaning

• Avoid the common mistake of spending your 
time describing the appearance of symbols 
rather than their meaning.

• Example: In this image, you would want to 
avoid describing “a ball labeled with a plus 
sign” and instead you should call it “a 
positron.” Avoid describing “a squiggly 
arrow labeled with a weird y” and instead 
call it “a gamma ray.”



Consider Cognitive Load

• Cognitive load, also referred to as 
Auditory Fatigue, is something to 
consider when describing images, 
so that you don’t overwhelm the 
listener’s working memory.

• The average person can remember 
7 items at a time in their working 
memory.

• Simplifying and reducing alt text 
length also reduces auditory 
fatigue.



Examples of Different 
Types of Images



Icons versus Decorative Images

Icons should have alt text descriptions 
because they serve a function. Example 
from above: The resource icon.

Purely decorative images can be marked as 
decorative and the screen reader will skip them 
entirely, or simply leave the alt text field blank.



Photographs

Photographs of people 
just need a name: 
Marilyn Monroe.

Photographs can be described in brief neutral terms: 
A crowd of Black Lives Matter protesters. The 
protesters are of different ethnicities and hold signs 
that read I can’t breathe, No Justice, and If You’re Not 
Angry, You’re Not Paying Attention.



Diagrams

Simple Diagrams often need just one 
or two sentences depending on your 
context and audience: 

A diagram of a cell. The chitin cell wall 
forms the outer skin of the cell with 
the cell membrane just inside it, and 
the membrane is filled with cytoplasm 
that contains the nucleus, 
mitochondria, and a vacuole.



Infographics

• Begin by 
describing the type 
of image.

• Follow up with a 
general statement 
to summarize the 
content.

• Work from general 
to specific, filling in 
the details as 
needed.



Bar Graphs

• Work from general to specific. 
• Begin by naming the type of graph and title. 
• Then describe the horizontal and vertical axes.
• Describe each bar in regular, predictable ways.
• Finish by describing the implied visual impact.

A bar graph titled U.S. Population by Race that 
compares the percentages of Black, Hispanic, 
White, and Other races in the United States 
for the years 1990, 2000, projected 2025, and 
projected 2050.  In 1990, there were 76% 
White, 9% Hispanic, 12% Black, and 3% Other. 
In 2000, there were…



Line Graphs

• Include title of graph and the 
ranges on the horizontal and 
vertical axes

• Summarize the trends of 
lines, not every single data 
point

• If every data point is needed, 
consider converting graph 
into table format to present 
this information in multiple 
modalities



Flow Charts

Often flow charts can be 
reproduced easily in list format, 
either as numbered options, or in 
text form like the example below:

A flowchart with 6 main steps. The 
flowchart begins with Start, then 
Step 1, Step 2, Step 3, Step 4, and 
Step 5. If yes, proceed from Step 5 
to Step 6A and Stop. If no, proceed 
from Step 5 to Step 6B and Stop.



Cartoons and Memes

For cartoons and memes, simply describe 
the visual scene and dialogue. Try not to 
over explain the joke – it’s often difficult 
to explain why something is funny.

A cartoon showing a woman walking 
towards a bird in a cage and carrying a 
large blanket decorated with ferocious 
predators as she says, “Bedtime, Leroy. 
Here comes your animal blanket.” The 
bird looks dazed and has no feathers left.



Infographics and Tables

Paragraph format removes 
the ease of comparison, 
which is the point of an 
infographic and is readily 
available to sighted users by 
means of visual grouping.

Instead, sort this 
information into a table. 
Column headings could 
include Cloud Type, 
Elevation, Appearance, and  
Description.



Structural Alt Text for Tables

In addition to adding alt text descriptions 
for any images or visual content, consider 
adding structural alt text to summarize your 
tables. This gives someone a chance to hear 
what the table contains before listening to 
all the data. 

Table 10.1 is titled Physical Properties of 
the Giant Planets. It has 5 columns and 13 
rows. The column headings are Physical 
Property, Jupiter, Saturn, Uranus, and 
Neptune.



Implied Visual Information

• Charts and graphs are 
visualizations for a reason: to 
make implications.  Leaving out 
the visual impression may leave 
out important information. 

• Graphs should not be described 
solely by the raw data they offer 
but rather by what they are 
communicating.

• What is the visual impact of this 
graph?



Questions and Answers



Contact Us

C o n t a c t  o u r  C u s t o m e r  S u p p o r t  Te a m
b y  p h o n e  ( 4 0 4 )  8 9 4 - 7 7 5 6  o r  b y  e m a i l  
c i d i - s u p p o r t @ d e s i g n . g a t e c h . e d u
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