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[bookmark: _Toc298491585][image: C:\Users\bhoffmann\Documents\Training\PowerPoint templates\RightClick.gif]Downloading files
You can find WSU Extension PowerPoint themes at http://ext.wsu.edu/identity/ppt/

Select the desired theme on the above page and right-click the file link.
Select Save Target [link/file] as…
Select a location on your computer and click Save.

You can start a new PowerPoint Presentation by double-clicking the file.
[bookmark: _Toc298491586][image: C:\Users\bhoffmann\Documents\Training\PowerPoint templates\old.gif]Applying a WSU Theme to an Existing Presentation
You may have a number of old PowerPoint Presentations that were designed without the WSU themes (see example at right).  Below are instructions for converting these presentations to the WSU themes.

Click the Design tab, then click the bottom arrow on the lower right of the design thumbnails.
[image: C:\Users\bhoffmann\Documents\Training\PowerPoint templates\Design.jpg]

At the bottom of the drop-down menu, click Browse for Themes.
[image: C:\Users\bhoffmann\Documents\Training\PowerPoint templates\browse.gif]

[image: C:\Users\bhoffmann\Documents\Training\PowerPoint templates\NewTheme.gif]Browse to the location of the WSU PowerPoint Theme (or a presentation that already uses the theme), select it, and click Open.

As the accompanying screen shot shows, the new theme is applied to the presentation, but the placement of text and images needs to be adjusted.





[image: C:\Users\bhoffmann\Documents\Training\PowerPoint templates\adjusted.gif]You may need to resize and move text and images, resulting in a better design.







[bookmark: _Toc298491587][image: C:\Users\bhoffmann\Documents\Training\PowerPoint templates\layout1.gif]Changing Layouts
What is a Layout?  You can think of layouts as variations within a theme.  Layouts exist in the background of PowerPoint, and can be applied to individual slides.

After applying a theme to your presentation, you might decide that a particular slide has an unsuitable layout.  (See Right)


[image: C:\Users\bhoffmann\Documents\Training\PowerPoint templates\layout2.gif]To change the layout, just right-click the current slide in the slide pane (the thumbnails on the left).  From the pop-up window, choose Layout.  Then select the desired layout from the thumbnails.

[bookmark: _Toc298491588]Replacing Default Images
Some Themes come with images that can’t be deleted.  You can cover them, but if you select the same layout for another slide, or apply the template to another presentation, the old images return.  This is because the images are controlled by the layout, not by the individual slide.

To replace images in a layout, click the View tab, then click Slide Master.
[image: C:\Users\bhoffmann\Documents\Training\PowerPoint templates\defaultImages.jpg]
[image: C:\Users\bhoffmann\Documents\Training\PowerPoint templates\layout.jpg]
On the Slide Master, you can select the desired layout, and then manipulate or replace the images in that layout.  




[image: C:\Users\bhoffmann\Documents\Training\PowerPoint templates\ChangePicture.gif]To replace an image, just right-click the image, and select Change Picture.

Navigate to the desired image, select it, and click Open.  The image is replaced.


[image: C:\Users\bhoffmann\Documents\Training\PowerPoint templates\close.gif]Click Close Master View.  The new image will appear wherever the layout is used.
Note:  Your new image will need the same aspect ratio as the original image.  It is beyond the intent of this document to discuss resizing images and changing their aspect ratio.






[bookmark: _Toc298491589]Adding Themes to Your Template Folder
You might want the ability to select these themes from a list of templates when creating a new presentation (e.g., File > New…).  To do so, download a clean copy of the theme (see above).  Then select File > Save As.  Under “Save as type,” select PowerPoint 97-2003 Template (*.pot).  Then navigate to one of the following locations: 
On Windows XP:
C:\Documents and Settings\[your user name]\Application Data\Microsoft\Templates\ 
On Windows 7:
C:\Users\[your user name]\AppData\Roaming\Microsoft\Templates

 Save the file.Note:  If you do not see the folders listed above, you need to display your hidden folders.  Search the Internet for “Windows show hidden folders,” and navigate to a page with instructions for your version of Windows.








To create a Presentation based on the template, click File > New (Ctrl+N).  From the next dialog box, select My Templates, then choose the desired template from the list.
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