
 

 
 
 
Using your PowerPoint Template 
Thank you for participating in 2018 Facilities Management Conference. CSU requires that your 
presentation(s) must be ‘Access Compliant’ and in a standard format. Please download the 
2018 Facilities Management Conference PowerPoint template for each presentation at 
https://www2.calstate.edu/csu-system/doing-business-with-the-csu/capital-planning-design-
construction/facilities-management-conference/Pages/attend.aspx under ‘Presenter Corner’. 
 
Do not alter the following: 
 

 CSU wordmark 
 text color 
 font sizes 
 bullet shapes 

 
You can also add your campus or company icon/logo by doing the following: 
 
Adding a Sponsor’s Logo: 
 

1. Create a jpg larger than what is needed (double the size and size it down in PPT by 
holding the shift key as you scale it). 

a. Title and back slide - maximum logo size is – Height 1.42” by Width 3.42” (can 
be in the upper right) 

b. Inside page (top right placement) maximum logo size is – Height 1.08” by 
Width 1.67” 

c. Any information that is on the slide but does not appear in the outline view 
should also be described in the Notes view. This would accompany any text 
you would like add to expand on from your bulleted text on the slides, for 
example. 

2. To add an image to the right hand side. 
3. Click on the ‘Insert Picture’ icon for adding the jpg image. 
4. Find your image. 
5. Click insert. 

 
If you need to resize your image, hold down the shift key to keep it proportional. It’s best to add 
a larger image larger and size it down. 
 
When you insert an image or graphic, you need to provide alternative text to describe the 
image. To do so: 
 

1. Select the right click on your mouse and select, ‘Format Picture.’ You can also select 
‘Format’ from the toolbar at the top and select ‘Picture’ 

2. Select the ‘Web’ tab from the pop-up page. 
3. Enter text in the box to describe the image. 

 
If you have any links in your presentation, you can insert a hyperlink to it: 
 

1. Highlight the text you would like to add the hyperlink to. 
2. Select ‘Insert’ from the toolbar and select ‘Hyperlink.’ 
3. Type in the URL for the link in the ‘Address’ box 

 



 
Here are a few other things to keep in mind: 
 
Black text or text color used in the template against a white background is ideal for the best 
contrast. 
 
Only use round bullets because those are generally the only types that are recognized by tools 
such as screen readers as list items. 
 
Slide Layout Examples 
 

 
 
This is a bad representation of a slide 
layout because: 
 

 Text is centered and 
outside of color palette. 

 Text is too small. 
 Colored text doesn’t 

have enough contrast. 
 Image is too small and far 

from text. 
 Layout doesn’t follow 

established format. 
 Bullets need to be round. 

 
 
 
 
 
 
 
 
 

 
 
This is a good representation of a slide 
layout because: 
 

 Text is left aligned and dark. 
 Text is large enough to read. 
 Image is a good size and 

consistent with presentation. 
 Layout follows established 

format. 
 Bullets are round. 


