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How to use this template
Format your text using the styles provided in the Styles Pane. You can adjust each style presentation-wide. To change font or make other adjustments, right click on the style you want to change. You can then apply that style to any text in your presentation. For example, the style of this text is Normal. The style of the slide title is Heading 1 (H1).
See the next slide for examples of pre-formatted styles.
Open the Reviewing Pane by typing “Reviewing Pane” into the search bar in Word (or find it under the Review tab. This will show you the outline of your presentation to help you ensure your content has the correct styles applied throughout. Open it before you begin inserting your content to see an example. 
Slide Title (H1)
Content (Normal)
Subheading (H2)
For lists, bulletted list style
Subheading (H3)
Block of text (no space style)


Tips
Take advantage of whitespace to increase accessibility. 
If your content doesn’t fit on one slide, take as many slides as you need.
Use a sans serif font like Arial (this text is Arial 13).
When you paste text into this document, use Paste > Paste Special > Unformatted text. This will clear any wonky formatting from the source content. 
Make use of the Clear Formatting button. It looks like the letter A with an erser next to it. It can be found under the font size drop down. This will rever text to the Normal style. 
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Image Descriptions
1. Insert your image.
2. Click on your image to select it.
3. Click Picture Format > Alt Text. Insert or type a description of your image.
Adjust the position of your image
To move your image, select image, click Picture Format > Position > select a position on the slide and adjust as necessary. Then click More Layout Options > Position. Select Lock Anchor and Move Object with Text.
How to display your presentation
NCIL needs your presentation in Word. But you can also create a PDF, which will display just like a PowerPoint for your presentation.


Contact Information
List presenter contact information on this slide.

For questions about working with this template, please email eleanor@ncil.org. 
Thank you for your help making NCIL’s conference content accessible!
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