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Practice Alt Text
Follow these steps to start adding alt text to images:
1. Imagine the image below in a digital document that a middle school social studies teacher creates on the topic of national monuments. In the document narrative, the teacher includes the quote that appears in the image but does not otherwise provide a description of the image’s content. What is appropriate alt text for the image?
2. As you develop alt text for this image, consider the following general best practices:
a. Alt text should address both the content of the image and its function in the context of the information presented in the document. 
b. Text embedded in an image is not included in alt text if that text is presented in the body of the document. 
c. Alt text should be limited to about 150 characters. 
3. Follow these steps to add alt text to Figure 1 (“Practice Alt Text”):
a. Select the image. In the Picture Format tab, click the Alt Text button. (Shortcut: Right-click on the image and choose “View Alt Text…”) The Alt Text panel opens. 
i. In the Description field, note the suggested alt text. This is automatically generated and frequently incorrect. Only check the “Approve alt text” box beneath the Description field if you are confident in the accuracy of the automatically generated description. 
ii. Also, in this case example, the “Mark as decorative” option is not appropriate because the teacher does not visually describe the photo in the body of the text (with exception of the quote).
b. Enter your alt text in the Description field. Note that there is no “OK,” “Apply,” “Save,” or other button to confirm your entry. However, when you close and reopen the Alt Text panel, you’ll see your entry remains.
4. Follow step 3a above to view the sample alt text provided for Figure 2. How does this sample alt text compare with yours? 
5. Note the “Ideas that Work” logo on the last page. Click the image to view the alt text. Do you agree with the selected description?
6. Go to Microsoft Support for more instructions on how to add alt text to a shape, picture, chart, SmartArt graphic, or other object. 

Figure 1: Practice Alt Text (Steps 1-3)
[image: A statue of a person sitting in a chair with Lincoln Memorial in the background

AI-generated content may be incorrect.]

Figure 2: View Sample Alt Text (Step 4)
[image: Lincoln sculpted in white marble, sitting in contemplation. One hand clenched, the other more relaxed. The quote in the text is highlighted high on the wall behind the statue.]











[bookmark: _Hlk190687884][image: Office of Special Education Programs Ideas that Work logo]The contents of this document were developed under a cooperative agreement with the U.S. Department of Education, Office of Special Education Programs (Award No. H327Z240007). However, those contents do not necessarily represent the policy of the Department of Education, and you should not assume endorsement by the Federal Government. Project Officer: Rebecca Sheffield, Ph.D.

This work is licensed under a Creative Commons Attribution-ShareAlike 4.0 International license.
ncademi.org	ncademi@usu.edu	(435) 554-8213 (voice or text)
image2.png
—~
[DEAS)
"™ Work

».—«7
Office of Special Education Programs
U.S. Department of Education




image1.jpeg
IN THIS PLE
BN THE HEARTS OF THE PEOPLE
OR WHOM HE SAVED THE UNION
HE MEMORY OF ABRAHAM LINCOLN
IS ENSHRINED FOREVER





