
1)	
  Make	
  sure	
  you	
  have	
  the	
  
correct	
  template.	
  The	
  logo	
  in	
  
this	
  version	
  is	
  the	
  ‘FF	
  dark’	
  so	
  
you’ll	
  need	
  to	
  choose	
  a	
  photo	
  

with	
  a	
  light	
  background.	
  

Pa6ence…This	
  is	
  a	
  large	
  file	
  and	
  may	
  run	
  slow	
  on	
  older	
  PCs.	
  	
  

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

Insert>Picture	
  –	
  it	
  will	
  need	
  to	
  
be	
  high	
  res	
  (this	
  template	
  is	
  
A2	
  so	
  5000x7000	
  pixels	
  

approx.	
  	
  
AlternaIvely,	
  if	
  your	
  photo	
  is	
  

‘ready-­‐made’	
  for	
  the	
  
template,	
  you	
  can	
  add	
  it	
  as	
  a	
  
background.	
  Right-­‐click	
  on	
  

the	
  grey	
  outer-­‐area	
  and	
  select	
  
‘Format	
  Background’	
  .	
  Select	
  
‘Picture	
  or	
  texture	
  fill’	
  and	
  

select	
  file.	
  	
  

Finished?	
  
Save	
  the	
  file	
  as	
  a	
  regular	
  Powerpoint	
  
file	
  first.	
  Then,	
  when	
  you’re	
  ready	
  to	
  
send	
  to	
  the	
  school/college/printers,	
  
simply	
  convert	
  it	
  to	
  a	
  PDF	
  in	
  one	
  of	
  

three	
  ways:	
  
a)  ‘Save	
  As’	
  PDF	
  through	
  ‘File’	
  
b)  Download	
  CutePDF	
  on	
  your	
  

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

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

will	
  need	
  to	
  know	
  as	
  the	
  design	
  is	
  ‘full	
  bleed’.	
  

3)	
  FormaFng	
  your	
  photo.	
  All	
  
photos	
  should	
  be	
  black	
  and	
  white	
  
and	
  high	
  contrast.	
  When	
  you	
  add	
  
your	
  photo,	
  right	
  click	
  on	
  it	
  and	
  go	
  
to	
  ‘Format	
  Picture’.	
  Or	
  ‘Format	
  
Background’	
  if	
  following	
  that	
  
opIon.	
  	
  Set	
  saturaIon	
  to	
  0%	
  in	
  
‘Picture	
  Colour’	
  to	
  turn	
  to	
  B&W.	
  

Set	
  Contrast	
  to	
  around	
  25%	
  	
  under	
  
‘Picture	
  CorrecIons’	
  to	
  further	
  

define	
  (use	
  own	
  judgment	
  –	
  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	
  ‘Arrangement’	
  or	
  
‘Order’	
  and	
  select	
  ‘Send	
  to	
  

Back’	
  

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

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

less	
  copy.	
  	
  

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

I went to Hinchingbrooke School 
and now I make television that’s 
available in more than 310 million 
households worldwide” 

Peter, Head of Morning Programming EMEA TV  

 
	
  


