
1) Make sure you have the 
correct template. The logo in 
ǘƘƛǎ ǾŜǊǎƛƻƴ ƛǎ ǘƘŜ ΨCC ŘŀǊƪΩ ǎƻ 
ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ŎƘƻƻǎŜ ŀ ǇƘƻǘƻ 

with a light background. 

tŀǘƛŜƴŎŜΧThis is a large file and may run slow on older PCs.  

2) Adding your photo. Add 
your photo by going to 

Insert>Picture ς it will need to 
be high res (this template is 

A2 so 5000x7000 pixels 
approx.  

Alternatively, if your photo is 
ΨǊŜŀŘȅ-ƳŀŘŜΩ ŦƻǊ ǘƘŜ 

template, you can add it as a 
background. Right-click on 

the grey outer-area and select 
ΨCƻǊƳŀǘ .ŀŎƪƎǊƻǳƴŘΩ Φ {ŜƭŜŎǘ 
ΨtƛŎǘǳǊŜ ƻǊ ǘŜȄǘǳǊŜ ŦƛƭƭΩ ŀƴŘ 

select file.  

Finished? 
Save the file as a regular Powerpoint 
ŦƛƭŜ ŦƛǊǎǘΦ ¢ƘŜƴΣ ǿƘŜƴ ȅƻǳΩǊŜ ǊŜŀŘȅ ǘƻ 
send to the school/college/printers, 
simply convert it to a PDF in one of 

three ways: 
a) Ψ{ŀǾŜ !ǎΩ t5C ǘƘǊƻǳƎƘ ΨCƛƭŜΩ 
b) Download CutePDF on your 

computer 
c) http://www.freepdfconvert.com  

 
NOTE: The file has a 3mm bleed which a print firm (if applicable) 

ǿƛƭƭ ƴŜŜŘ ǘƻ ƪƴƻǿ ŀǎ ǘƘŜ ŘŜǎƛƎƴ ƛǎ ΨŦǳƭƭ ōƭŜŜŘΩΦ 

3) Formatting your photo. All 
photos should be black and white 
and high contrast. When you add 
your photo, right click on it and go 
ǘƻ ΨCƻǊƳŀǘ tƛŎǘǳǊŜΩΦ hǊ ΨCƻǊƳŀǘ 
.ŀŎƪƎǊƻǳƴŘΩ ƛŦ ŦƻƭƭƻǿƛƴƎ ǘƘŀǘ 

option.  Set saturation to 0% in 
ΨtƛŎǘǳǊŜ ColourΩ ǘƻ ǘǳǊƴ ǘƻ .ϧ²Φ 

Set Contrast to around 25%  under 
ΨtƛŎǘǳǊŜ /ƻǊǊŜŎǘƛƻƴǎΩ ǘƻ ŦǳǊǘƘŜǊ 

define (use own judgment ς white 
and black should be defined rather 

than all grey).  

4) Ordering your photo. If 
photo has been inserted 

rather than set as 
background, right click on it, 

go to Ψ!ǊǊŀƴƎŜƳŜƴǘΩ ƻǊ 
ΨhǊŘŜǊΩ ŀƴŘ ǎŜƭŜŎǘ Ψ{ŜƴŘ ǘƻ 

.ŀŎƪΩ 

5) Adding the text. Enter your 
text in here ς 42pt should be 

a good size but you can 
change this to add more or 

less copy.  

N.B. The instructions may 
differ for your computer 
/programme so please shout 
if any uncertainties. 

I went to Downlands  Community 
School and now I own a successful 
solicitors �S�U�D�F�W�L�F�H�µ 
 
       Sarah, Managing Director & Solicitor  

 
 


