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About the Template

The revised PowerPoint template provides three branded options for
your presentations:

* The primary version (default) allows for a broader selection of layouts
providing an opportunity for greater visual interest
* This presentation is an example of the primary template

* The white version with full color logo
* The blue footer version with a reversed logo
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Accessing the Available Templates

All three template styles are available within the
template to change to either the white or blue
template:

 Delete the slides that appear in the left sidebar
panel

* Select the drop-down arrow on the
New Slide option

e Scroll down to select from the white or blue
templates

California
Community
Colleges

\J [==]Layout ~

%5 Reset

Sllde (= Section ~

California Community Colleges - White

Source Sans P~ 28

- A A Pl

B I U S ascAV-Aa- A-

Title and Content  Title and Content

Title Slide
(No Symbaol)
Two Content Two Content (Mo Comparison
Symbol)
Content and Content with Picture with
Photo Caption Caption

California Community Colleges - Blue

Title Slide

Title and Content

Section Header

Two Content

Comparison

Title Only



Section 2
Obtaining the Template




Obtaining the Template
Chancellor’s Office Computers

The new version PowerPoint template has been loaded onto all Chancellor’s Computers. To open a new
presentation using the template simply select the template from the new file window and click create.

Powe rpoi nt Search for anline templates and themes js) Sign in to get the most out of Off

Leain i

Recent FEATURED  PERSONAL

You haven't opened any presentations recenthy. To browse for °
a presentation, start by clicking on Open Cther Presentations S| o

ﬁ Open Other Presentations

Blank Presentation Design Elements Presentation Simple Blue and White Presentat...
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Obtaining the Template
Non-Chancellor’s Office Computers

If you are using a personal computer or are a contractor creating a
presentation on behalf of the Chancellor’s Office you will need to
download and install the template on your system.

* The CO PowerPoint template can be downloaded from the
Brand Document Templates web page
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https://www.cccco.edu/About-Us/News-and-Media/Brand/templates

Saving the Template

Non-Chancellor’s Office Computer

Open the downloaded template
Select File | Save As

Select Browse to open the save
dialog window

4, Change the type to PowerPoint
Template (*.potx)

* Note: the file location will
automatically change to the Custom
Office Templates file

5. Select Save
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File name:

Save as type:

Authors:

¢ Folders

ccc-presentation-temnplate_2021-practice.potx

PowerPoint Termplate (*.potx)

PowerPoint Presentation (*.pptx)

PowerPoint Macro-Enabled Presentation (*.pptm)
PowerPoint 97-2003 Presentation (*.ppt)

PDF (*.pdf)

APS Document (*xps)

PowerPoint Template (*.potx)

PowerPoint Macro-Enabled Template (*.potm)
PowerPoint 97-2003 Template (*.pot)

Office Theme (*.thmzx)

PowerPoint Show (*.ppsx)

PowerPoint Macro-Enabled Show (*.ppsm)
PowerPoint 97-2003 Show (*.pps)

PowerPoint Add-in (*.ppam)

PowerPoint 97-2003 Add-in (*.ppa)
PowerPoint XML Presentation (*xml)

MPEG-4 Video (*.mp4)

Windows Media Video (*.wmv)

GIF Graphics Interchange Format (*.gif)

JPEG File Interchange Format (*.jpg)

PMG Portable Metwork Graphics Format (*.png)
TIFF Tag Image File Format (7.4if)
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Accessing the Template

1. Open PowerPoint, select the
Personal or Custom option and
select the template

2. Select Create to open the
template

* The template should show up under
Featured after it is opened once

Recommendation:
Name and save the file before editing
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Template Basics

The template is designed with accessible components and proper branding. Each
slide has editable sections that help ensure the final PowerPoint is as accessible as

possible before it is sent to Access Ingenuity for conversion to PDF and remediation.

The following guidelines will help to maintain the integrity of your presentations.
* Choose the slide type with the components most appropriate to your content.

* |f editable slide areas are not needed (e.g., an image is not needed or a subtitle is
not needed), leave them empty.

* Unused editable areas will not display in slideshow mode.
* Do not delete unused editable areas as it could cause formatting issues.

* You may move or resize existing text boxes and photo boxes as needed but do not
add text boxes orimages as it causes formatting issues.
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* The template has all the
available slide types shown in
the sidebar panel.

* Click icon to add
. picture

* You may delete or add slides as
appropriate to your presentation.

* You do not have to use all of the
available layouts in your
presentation.
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Insert Design Transitions Animations

Deleting Slides

¥ Format Painter = gjjge~ CJ Section~

Clipboard P Slides Font

To remove a slide from the presentation: @ s ol
e Select a slide from the thumbnail view

* Right-mouse click and select
Delete Slide

& Cut

B3 Copy

AD Paste Options:
2 2 @ CA
Mew Slide

Duplicate Slide

Delete Slide

Add Section
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Tramsitions Animaticns Shde Show

Inserting Slides

1. Inthe thumbnail view, place your
curser in the position where the
new slide will go

2. Select the Home tab on the ribbon

3. Select the drop-down arrow on the
New Slide option

4, Select the appropriate slide from
the options list
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Placing Images in Slides

Photos will need to be downloaded and saved to the computer prior to
inserting into the PowerPoint.

* Click the picture with ]
mon ItO I I con Lo '""'"""3't’l"iEiE'iEB’HEE&H'""""'" I@I California Community Colleges

picture '

to add a pictu re ......... C licktoaddtltle ............................................
* Browse for the desired
image, then select Insert

* Images crop automatically
but can be adjusted using
the crop tool
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Editing Images

Images inserted into the placeholders automatically crop to fit.

To change the cropping of an image:

1. Click on the image and select Crop from the
ribbon

+ Align

*A Rotatly

2. Theimage will appear with ghosted areas
outside the visible area (as shown at right)

3. Click and drag the photo to until the
desired area is visible within the frame

4.  Click anywhere outside the photo to close
the crop tool

Note: This process can be used for all photos within the
template
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Slide Types

The template contains 15 different slide types. It is not necessary to use all of
the slides. The user should use the slides most appropriate to the content.

California Community Colleges - Primary
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........................................

Title Slide Table of Contents Section Title and Content Content with Content with
Large Photo Right  Large Photo Left
Content with Full Two Content Comparison Title, Content, Content with Picture with
Photo Right Text/Image Image Small Caption Caption

End Slide Option
1

End Slide Option
2

Fs
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Title Slide

The title slide contains four editable areas:

Presentation Title

. TR California Community Colleges
- Subtitle % T
. Dat Black and African
ate American Advisory
e Photo Panel of the California

Community Colleges

Report & Recommendations for Improving Outcomes for
Black and African American Students

Click within these areas
to edit

February 2020
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Table of Contents Slide

The table of contents slide is optional and is appropriate to use for
agendas or section listings.

e Clickin the Table of Contents area to
name the list

.. Contents
» Before typing in the text area, select a
bullet type for easy reading :’xfrlggrlj‘cet;ﬂ
* Forreadability, keep list items under * Background and
seven for single-line text and under five . g;’e;‘;'te;d
for double-line text. Rt e ndaions

* Questions and Discussion

 Text for this slide is not auto generated
and must be enter by the user
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Section Slide

The section slide separates distinct sections of the presentation. If slide
sections are not needed, delete the entire slide.

e Section slides can have a
section number, section title, or
both. 01

* If editable slide areas are not G- T A Background and Overview
needed (e.g., a section number
or a subtitle is not needed),
leave them empty to preserve
the accessibility.
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Content Slides

There are several content slide options in the template. Select the slides
most appropriate for the content.

Text Only Text with Photo, Graph or Chart
* Text Over Content
* Text/ Small Content Right
* Text/Large Content Right
* Text Only One Over Two * Text/Large Content Left
* Text/ Full Length Content Right
* Text over Two Content
 Comparison
* Content with Caption
* LG Picture with Caption
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* Text Only One Area
* Text Only Two Areas



Text Only Slides

Text only slides contain a title area and one, two or three text areas. The three
field option is designed for explanatory text followed by a two column list. All
text only slides feature the CCCCO symbol in the background.

Click to add title Click to add title Click to add title

Click to add text

¢ Click to add text * Click to add text ¢ Click to add text

¢ Click to add text ¢ Click to add text
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Text and Single Content Area Slides

Text and content slides contain a title, text area and a content area. Content may be a photo, graph,
chart, table, or video. There are left, right and center configurations for the content area available as

well as various size options.

Click to add title Click to add title Click to add title Ik Photo, Graph or Insert Photo, Graph or Click to add title
a Chart
Click to add text
* Click to add text Insert Photo, Graph, or Chart * Click to add text « Click to add text
Insert Photo, Graph or Chart
@ @ @ ®
Text Over Content Text / Small Content Right Text / Large Content Right Text / Large Content Left
Insert Photo, Graph or Chart
Click to add title Click icon to add picture

Insert Photo, Graph or Chart

Click to add title Click to add title
Click to add text Click to add text

* Click to add text

V<

s
<
-

Text / Full Length Content Right Content with Caption LG Picture with Caption
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Text and Dual Content Areas

There are two different dual content area slides. Each has a title area and two frames for photos, graphs or charts.

Comparison is used for comparing two items and contains a small text area above the image for caption. Text over
two content allows for a larger text area that spans above both images.

Click to add title

Click to add title

Click to add text

Click to add text

Click to add text

Insert Photo, Graph or Chart

Insert Photo, Graph or Chart

BB
Lo [d 3

Insert Photo, Graph or Chart

=N | =
Ce

e~

Insert Photo, Graph or Chart
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End Slide

Two slide options are available, one with an image and one without. The text area of
the slide can be used to provide contact information.

Photo Option Text Option

* Picture

California
C i . . .
Colleges @ California Community Colleges

Thank you! Thank you!

Edit Master text styles Edit Master text styles
?econdﬁvel "Second level
IS Firdteovel e Rirdiovel

www.cccco.edu www.cccco.edu
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Bynder Image Library

To ensure high quality presentations, images should be selected from the California Community Colleges Asset
Library (Bynder). Bynder access is available to each division. Contact Andrea Schlatter for login credentials and
information on how to use Bynder.

California :
Community Home Assets Collections
Colleges

Welcome

California Community Colleges Asset Library
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https://assets.cccco.edu/login/
mailto:aschlatter@cccco.edu

About Bynder

Bynder offers:

Database of 6,000+ photos and
growing

Photos of real students, faculty
and staff from the 116 colleges

Filters to easy find photos of
specific campuses, student
demographics, programs and
more

Ability to directly download
photos and save to your computer
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California _
Community Home Assets Collections
Colleges

& Asset Type = & Subject Matter «

= Colleges and Schools «

n 6752 Results Order by Date added ~ |7

| CAN- Campus Life Images

Asset Type Photo

Usage Rights

Advertising, Newsgathering and
Reporting, Reports, Social Media

Asset Type Photo

Usage Rights

Advertising, Newsgathering and
Reporting, Reports, Social Media

i Programs ¥ Even

| CAN- Campus Life |

Asset Type Photo
Usage Rights

Advertising, Newsgathe
Reporting, Reports, Sod
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PowerPoint Tips - Hiding Slides

Slides can be hidden so they will not display when the slideshow is played. This is
helpful when different versions of a presentation are needed, or when a slideisin
draft mode for future consideration.

To hide slides:
] S Town Halls
o Select the desired slide in the
thumbnails to the left e Series of 5 town halls

» Los Angeles - 10/16/18
» Sacramento - 1/31/19
e Fresno -4/30/19

* San Diego - 6/5/19

e Oakland - 1/28/20

* Right-mouse click and select Hide
Slide

Report and Re i "
: s it
= @ California
- Reportstanus Community
el
ot e e Colleges
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PowerPoint Tips - General

» Keep text to a minimum (6-8 lines per slide)
* If you need more than this break the information into multiple slides

* Use high resolution photos of real community college students, faculty
and staff.

* Remember to add Alt. Text for all images to make it accessible.

 Provide the Chancellor’s Office the branded template when they will be
creating presentations on behalf of the community colleges. This helps
keep it accessible and in line with the branding of the office.
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@ California Community Colleges

Thank you!

For more information regarding the template contact the
Chancellor’s Office of Communications

communications@cccco.edu

www.cccco.edu
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