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Instructionsto create a Template for Power Point

PowerPoint has many templates (templates) available that you can use to create presentation files. But if you
want to create your own template to use, it is not difficult.

PowerPoint is an effective tool to help you create presentations, with many built-in features to help you create
presentation files as you like. PowerPoint has many templates (templates) available that you can use to create
presentation files. But if you want to create your own template to use, it is not difficult.

The following article shows you how to create a template for PowerPoint.

Step 1. Start a blank PowerPoint page, with versions prior to 2010, the default PowerPoint startup will be a
blank page. Asfor PowerPoint 2013, when starting, select Blank Presentation to create a blank page.
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Step 2: Click the View -> Slide Master tab ( Slide Master is atool to help you create a common format for all

dlides in a PowerPoint file).
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Step 3: General format for slides in Template.
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Select the first slide in the list of miniature slides on the left, where you can format the slide: Font color, font

size, font style, aignment . in the Home tab . When formatting the first dide, all other dlides are changed as
such.

Note: In Slide Master you are not allowed to enter the content but only to change the format.

BHS 05 -
SUIDE MASTER | HOME  INSERT  TRANSITIONS — ANIMATIONS — REVIEW  VIEW FORMN »
-ﬂ-D Calibri (Body) ~[28 ~-| iz ~iz~ I=- U?v o %
B I U AV . E= 3= == . -
Paste New = fbe 5 (:_E ?_E L 2 Drawing Editing
Slide~ AR~ A Al E=== - -
Clipboard = Slides Faont [ Paragraph [ ES
=1
e Click to edit Master title style
e |
= * Click to edit Master text styles
* Second level
i * Third level
: * Fourth level
B 5 2
T ThuThuatPhaniMem.vn
SLIDE MASTER  [[¢  EMGLISH (UNITED STATES) E 2 B T -—————+ 83% [[{

Step 4: Insert the background image for the Template.

You choose the background style in the Background Styles section , otherwise you can also choose the
wallpaper you created by selecting the Slide M aster tab -> Background Styles -> Format Background .
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Format Background window appears on the right, select Picture or texturefill , then choose File and navigate

to the background image to insert for the Template . To apply a background image to all existing or new dlides,
select Apply to All .



Format Background b

™y
<> !
4 FILL fur
Click to edit Master title style Solid ill
= = Gradient fill
+ Click to edit Master text styles - :
L Sucovdlevel ® Picture or texture fill
+ Third level Pattern fill
* Fourth level
yo°
ey ! "u Insert picture from
"i\"‘ l...'-.’ Clipboard Onling...
»
by Vg Ve, " i i Texture -
Transparency | 0% B
= Tile micty A ol
ThuThuatPhanMem.vn :
- 3 Apply to All

Step 5: Create a cover page for a PowerPoint templ ate.

The second dlide in Slide Master is the cover of PowerPoint (the first page in the PowerPoint file). This page will
usually be different design, different background (wallpaper should be similar to the background of the other
dlides) than the following slides. To add a background image for the cover, you do the same, select slide -> Slide
Master tab -> Background Styles -> Format Background .
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Format Format window appears, select Picture or texture fill -> File -> select the background to insert.
Because this background image only applies to the cover, you do not need to select Apply to All .
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You can also format the cover, with the size of the title larger than the size of the titles of the other slides and
you can move the content asyou like.

Step 6: After creating, select Slide Master -> Close Master View to close the Slide Master design window .
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Step 7: Save the newly created Template.

Choose File -> Save ( Ctrl + S key combination ), with PowerPoint 2013 select File -> Save -> Computer ->
Browse.
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The Save As dialog box appears, find the path to save the file and enter the name for the Template in the File
name box, in the Save as type box, select Power Point Template and select Save to save.
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Note: Template should be saved to the folder at C: Program FilesMicrosoft OfficeTemplates for easy searching.

So you know how to create a PowerPoint Template. To use your Template, you just need to Open to the path to

save the Template. Good luck!

Y ou finished reading the article "Instructions to create a Template for Power Point" edited by the TipsM ake
team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar
articles on tips and guides. Thank you for reading and for following us regularly.
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