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Picking the Most Accessible Format for Your Content: PDF, Word, PowerPoint, or a Brightspace Page
By: Lindsay Bryde
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[bookmark: _Toc188534793]What Format Should You Choose?
While word processors and presentation tools are valuable for creating and formatting documents and slides for presentations, many professionals convert their content into PDF format when it comes time to deliver and distribute their content. Yet, there are many accessibility barriers if a PDF is not created and remediated appropriately, and that requires a PDF editing tool like Adobe Acrobat Pro to achieve.
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In the classroom, there are also times when it's best to deliver content using Brightspace's webpage/file function ("Create a File").
This is why it's key to know what the best method of delivering your course content is accessibly to students based on how you'll be delivering content and engaging with the class.
Google Workspace can be used to create content for documents, presentations, and spreadsheets. Yet, content cannot be made fully accessible using Google Workspace and will need to be downloaded/exported in a Microsoft format to finish the remediation process for distribution.
[bookmark: _Toc188534794]When to Use a Word Document
Collaboration: Word processors support real-time collaboration, making it easier for multiple people to work on the same document simultaneously.
Formatting Flexibility: Word processors offer extensive formatting options, including styles, themes, and templates, which are more flexible than those in PDF.
Track Changes and Comments: Word processors track changes and commenting features are ideal for reviewing and editing documents collaboratively.
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Flexible Presentations: Best for live presentations, training sessions, or meetings. This is especially true when you're doing presentations that might require last-minute editing of the content; you can make an adjustment at any time.
Shifting Focuses: If your presentation is going to include moments of audience engagement or lecture, times when the focus is on you or interaction among the participants, PPT slides can allow for those moments to be better communicated and timed.
Interactive Elements: Ideal for presentations that include audience interaction, such as polls or quizzes.
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Document Distribution: Ideal for sharing documents that need to be printed or viewed consistently across devices.
Finalized Content: Best for final versions of reports, contracts, and manuals where editing is not expected
Security: PDFs have advanced protection features. They can be secured with password protection, encryption, or digital signatures. If you have sensitive information being distributed that requires strict access controls, this is when a PDF can be valuable.
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Asynchronous Content: Ideal for content intended for online viewing at your own pace, it's not part of a synchronous event.
Interactivity: When content requires interactivity, such as surveys or multimedia integration (e.g., videos, animations).
Responsive Design: Allows content to be responsive to different screen sizes, making it ideal for mobile-friendly applications.
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Learn more about making PDFs accessible with CELT’s PDF Accessibility Guide.
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Learn more about making Microsoft files accessible with CELT’s Microsoft Accessibility Guides.
[bookmark: _Toc188534801]Document Accessibility Resource Guide
Learn more about general best practices for document accessibility with CELT’s Document Accessibility Resource Guide.
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Answer the following questions to self-check your knowledge (answers are at the end of the document).  
1. When is it best to use an accessible Word document or slide deck, and not create a PDF?
a. When you need to be flexible with your content (e.g., an assignment requiring multiple drafts)
b. When a specific format and layout are needed for the document
c. When the content needs to be finalized and contains sensitive information
d. When real-time collaboration is needed (e.g., a group presentation)
2. When is it best to create an accessible page on Brightspace?
a. When content is going to be viewed asynchronously
b. When real-time collaboration is needed on the content
c. When you're presenting interactive content (e.g., videos and surveys
d. When a responsive design is needed
[bookmark: _Toc188534803]Learn More About Document Accessibility
For more information about document accessibility, please reach out to CELT by emailing celt@stonybrook.edu.
To view additional tutorials and resources, visit CELT's Accessibility page.
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[bookmark: _Toc188534804]Knowledge Check Answer Key
1. A and D
2. A, C, and D
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