2.4 Using a Design Template

You can change also the background of a slide by using the Design Templates.  These will set the background colour and the text for you.
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Note:  Once you have applied a template and saved it, it cannot be removed!

In this task you will – apply a background using a Design Template

                                  - save your work

Using a Design Template

	1.
	Go to View, Master, then Slide master
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	This will give you a preview of the scheme you have chosen. 
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	2.
	Go to Format and Apply Design Template
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	There are a number of templates to choose from so take time to experiment.

	
	TIP:

If your presentation is to be shown either on screen or projected, use light text on a dark background.
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	If you are creating slides for the overhead projector then you would use dark text on a light background.
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	3.
	When you are happy with your choice, click Apply.



	4.
	Go back to Normal View and view your presentation.



	5.
	When you save this time you may wish to Save As and give your presentation a different title.  Once this version has been saved you cannot remove the template – only change it!


© Fife Council Education Services 2002
         2.5                                                  

