
Lesson 9: Customizing Templates 
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File Listing

	Task
	Exercise
	Recommended Method
	Student Data File
	Solution File

	Change Background Color for an Entire Presentation.
	9-1
	Choose Format, Background. Click the down arrow on the color box and choose a color. Click Apply to All.
	Lecture1.ppt

	None

	Create a Picture Background for an Entire Presentation.
	9-2
	Choose Format, Background. Click the down arrow on the sample color box and choose Fill Effects. Click the Picture tab and click Select Picture. Choose a picture file and click Insert. Click OK and then click Apply to All.
	None
	None

	Change the Background for an Individual Slide.
	9-3
	Select a slide. Choose Format, Background. Click the down arrow on the color box and choose a color. Click Apply.
	None
	None

	Omit Slide Master Graphics from an Individual Slide.
	9-4
	Open the Background dialog box. Place a check mark on the Omit background graphics from master option. Click Apply.
	None
	Sol 9-4.ppt

	Change Presentation Background.
	9-5
	Open a new presentation. Open the slide master. Choose Format, Background. Click the down arrow on the sample color box and choose Fill Effects. Choose the desired gradient fill. Click OK and then click Apply.
	None
	None

	Rearrange Template Graphics.
	9-6
	In the slide master, select the objects and rearrange them as desired.
	None
	None

	Reposition Template Placeholders.
	9-7
	In the slide master, select the placeholder that has to be repositioned. Move the placeholder as required.
	None
	Sol 9-7.ppt

	Change Template Placeholder Font.
	9-8
	In the slide master, select a placeholder. Set the appropriate font settings.
	None
	Sol 9-8.ppt

	Change Slide Master Background.
	9-9
	Open a new presentation. Open the slide master. Choose Format, Background. Click the down arrow on the sample color box and choose Fill Effects. Choose the desired gradient fill. Click OK and then click Apply.
	None
	None

	Edit Color Scheme.
	9-10
	Display the Slide Design task pane. Click Color Schemes, and then click Edit Color Schemes. Double-click a color that has to be changed in the Edit Color Scheme dialog box. Select the Standard tab to select a premixed color or Select the Custom tab and define a custom color.
	None
	None

	Insert a Title Slide Master.
	9-11
	In the slide master, click the Insert New Title Master button on the Slide Master View toolbar.
	None
	None

	Use Drawing Tools to Create Background Graphics.
	9-12
	In the title slide master, draw graphics using the Drawing toolbar.
	None
	None

	Insert Graphics on a Template.
	9-13
	In the slide master, insert a clip art picture. Resize and position the picture appropriately.
	None
	None

	Save a New Template.
	9-14
	Click the Save button on the Standard toolbar. Choose Design Template in the Save as type drop-down list. Navigate and set the required location in the Save in box. Key the filename in the File name box. Click Save.
	None
	None

	Apply Templates from Other Sources.
	9-15
	Open a new blank presentation. Open the Slide Design task pane and click Browse. Navigate to the required folder in the Look in list box. Choose the design template in the Name box and click Apply.
	None
	Sol 9-15.ppt

	Apply a Customized Design from Another Presentation.
	9-16
	Display the Slide Design task pane and click Browse. Navigate to the required folder in the Look in list box. Verify that either All PowerPoint Files or All PowerPoint Presentations option is selected in the Files of type box. Choose the desired presentation in the Name list box and click Apply.
	None
	None

	Copy a Color Scheme from Another Presentation.
	9-17
	Open another presentation. Display the slide master in the opened presentation. Select the slide master thumbnail. Double-click the Format Painter button on the Standard toolbar. Switch to the other presentation and display its slide master. Click both the slide master and title master thumbnails with the Format Painter pointer. Click the Format Painter button to turn it off.
	TrainPt3.ppt


	Sol 9-17.ppt

	Create background effects.
	9-18
	
	Retreat1.ppt
	Sol 9-18.ppt

	Customize a design template and edit the presentation color scheme.
	9-19
	
	RacePrp2.ppt
	Sol 9-19.ppt

	Apply a background effect, create and save a custom template, and apply the template to a presentation.
	9-20
	
	None
	Sol 9-20.ppt

	Apply a design template and a color scheme from other presentations.
	9-21
	
	Lecture2.doc
Specials.ppt

Ads1.ppt
	Sol 9-21.ppt

	Create individual custom background colors for each slide in a presentation and make placeholder adjustments.
	9-22
	
	AdMedia2.ppt
	Sol 9-22.ppt

	Customize a presentation, customize a color scheme, and insert slides from another presentation.
	9-23
	
	ThreeYr3.ppt Charts.ppt
	Sol 9-23.ppt

	Create a new design template, save it as a new template, and use the template to create a presentation.
	9-24
	
	EmpAward.ppt
	Sol 9-24.ppt

	Apply pictures to slide backgrounds, alter master slide graphics, and change a color scheme.
	9-25
	
	Charts.ppt
	Sol 9-25.ppt

	
	9-26
	
	Funding2.ppt
	None

	
	9-27
	
	AdMedia2.ppt
	None

	
	9-28
	
	None
	None


The outline for this lesson will be presented in the following two sections:



Lecture Outline

· Highlights from the text

· Short discussions on difficult items

Lecture Notes

· Notes

· Teaching tips

· Text figures

· PowerPoint slides

Lesson Outline

Section 9.1

Working with Backgrounds

This section focuses on:

· Changing Background Color for an Entire Presentation

· Creating a Picture Background for an Entire Presentation

· Changing the Background for an Individual Slide

· Omitting Slide Master Graphics from an Individual Slide

Section 9.2

Customizing an Existing Design Template

This section focuses on:

· Changing Presentation Background

· Rearranging Template Graphics

· Repositioning Template Placeholders

· Changing Template Placeholder Font

Section 9.3

Creating a New Design Template

This section focuses on:

· Changing Slide Master Background

· Editing Color Scheme

· Inserting a Title Slide Master

· Using Drawing Tools to Create Background Graphics

· Inserting Graphics on a Template

· Saving a New Template

Section 9.4

Applying Design Templates and Color Schemes from Other Presentations

This section focuses on:

· Applying Templates from Other Sources

· Applying a Customized Design from Another Presentation

· Copying a Color Scheme from Another Presentation

	Lecture Outline
	Lecture Notes

	Section 9.1

Working with Backgrounds

Design template is a file that contains the styles in a presentation. These templates enable users to add visual interest to a presentation and ensure a consistent look for all slides in the presentation. Users can alter these templates to create a custom look. They can also create templates from a blank presentation.

Changing a presentation’s background effects can enhance its overall appearance. Users can do this using the Background dialog box or by adding an object or objects to the slide and title masters. They can change background effects for an entire presentation or for just one slide. Each of these methods has its advantages and disadvantages.

Changing Background Color for an Entire Presentation

The Background dialog box lets users choose from the design template’s color scheme colors, other colors, or fill effects. To change the background color for an entire presentation, users need to:

· Open the presentation file.

· Choose Format, Background.

· Click the down arrow on the color box and choose a color.

· Click Apply to All.

Creating a Picture Background for an Entire Presentation

To create a picture background for an entire presentation, users need to:

· Choose Format, Background.

· Click the down arrow on the sample color box and choose Fill Effects.

· Click the Picture tab and click Select Picture.

· Choose a picture file and click Insert.

· Click OK and then click Apply to All.

Changing the Background for an Individual Slide

Usually, the same background is applied to all the slides for a unified presentation theme.  However, users can also change the background for one or a selected group of slides, ensuring that the colors chosen blend with the overall color scheme and the tone of the presentation. 

Omitting Slide Master Graphics from an Individual Slide

Sometimes, the master slide graphics interfere with the design of one or more slides in the presentation. In such cases, users can eliminate the master slide graphics on individual slides. To hide the background image on a slide, users must place a check mark on the Omit background graphics from master option in the Background dialog box.
	Lesson Key Objective

Customize backgrounds and design templates.

[image: image1.emf]Change Background  Color for an Entire Presentation


Text Figure: F9-01

Text Figure: F9-02
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[image: image3.emf]Omit Slide Master  Graphics from an Individual Slide


Additional Notes:

Clicking the Apply to All button in the Background dialog box applies the current settings to the entire presentation and removes the master slide graphics from all slides. To revert to the original settings, users can click the Undo button.

	Section 9.2

Customizing an Existing Design Template

Users can customize the predefined design templates provided in PowerPoint by changing the background graphics, placeholder positioning, and fonts on the slide master and the title master.

Changing Presentation Background

To change the background of a presentation using a design template, users need to:

· Open the slide master.

· Choose Format, Background.

· Click the down arrow on the sample color box and choose Fill Effects.

· Choose the desired gradient fill.

· Click OK and then click Apply.
Rearranging Template Graphics

To further customize the look of a design template, users can add, modify, or delete objects (lines, shapes, images) on a slide. While customizing, users must ensure to keep the presentations professional.

Repositioning Template Placeholders

To reposition template placeholders, users need to:

· Open the Slide Master.

· Select the placeholder that has to be repositioned.

· Move the placeholder, as required.

Changing Template Placeholder Font

The fonts used on an individual slide need to be easy to read as they directly affect the tone of the overall presentation. So when users change font colors of text placeholders, they must ensure to have a high contrast between the slides’ background colors and the text colors. 

Users must use one or two fonts in a presentation and ensure that the slide titles are emphasized more than the text in the body of the slides.
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Text Figure: F9-03
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Text Figure: F9-04

Text Figure: F9-05

Text Figure: F9-06
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Text Figure: F9-07

Text Figure: F9-08



	Section 9.3

Creating a New Design Template

In addition to altering a predesigned template to create custom designs, users can create a new design using their own creativity or the company’s design guidelines and logos.

Changing Slide Master Background

By default, the new presentation design is blank and has no predesigned graphics. By working on the slide master and the title master, users can apply a background, AutoShapes, lines, and pictures. They can also change the size and position of text placeholders and change the font, color, and size of the text to personalize the design.

Editing Color Scheme

To change the colors in a color scheme, users must display the Slide Design task pane, click Color Schemes, and then click Edit Color Schemes to open the Edit Color Scheme dialog box.

After the dialog box is open, they need to double-click the color that has to be changed and choose the Standard tab to select a premixed color. Alternatively, they can click the Custom tab and mix a custom color.

Inserting a Title Slide Master

Users can insert a Title Master Slide by clicking the Insert New Title Master button on the Slide Master View toolbar.

The Title Master Slide stores information from the design template pertaining to styles on title slides, including placeholder sizes and positions, background designs, and color schemes.

Using Drawing Tools to Create Background Graphics

Users can use the Drawing toolbar options to create background graphics in the Slide Master.

Inserting Graphics on a Template

To enhance the appearance of design template and establish the presentation’s theme, users can insert graphics in the template.

Saving a New Template

Users can save a new template in the default template directory, on a disk, or in any storage unit, that provides convenient access. To save a new template, users need to:

· Click the Save button on the Standard toolbar.

· Choose Design Template in the Save as type drop-down list.

· Navigate and set the required location in the Save in box.

· Key the filename in the File name box.

· Click Save.

Templates files have the .pot file extensions.
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Text Figure: F9-09

Text Figure: F9-10

Teaching Tip:

Explain how changing a color in a color scheme is different from using a color that is not part of a color scheme. Also, remind students that objects colored with color scheme colors will change color when a different scheme is applied. Objects colored with colors that are not part of the color scheme will remain unchanged when a different color scheme is applied.
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Text Figure: F9-11
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Teaching Tip:

Tell students to use the Align and Distribute commands to help position the placeholders.

Text Figure: F9-12

Text Figure: F9-13
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Text Figures: F9-14, F9-15
Teaching Tip:

Explain the difference between creating a design template and a content template.

Teaching Tip:

Inform students that PowerPoint saves templates in the Template folder by default and hence they automatically appear in the Slide Design task pane.



	Section 9.4

Applying Design Templates and Color Schemes from Other Presentations

When creating new presentations, users can apply the design from an existing presentation file as if it were a design template. The design can be applied to an entire presentation, or to one or more selected slides. Users can apply more than one type of design template in a single presentation.

Applying Templates from Other Sources

To apply templates from other sources into a new presentation, users need to:

· Open a new blank presentation.

· Display the Slide Design task pane and click Browse (at the bottom of the pane).

· Navigate to the required folder in the Look in list box.

· Choose the design template in the Name box and click Apply.

Applying a Customized Design from Another Presentation

Users can apply the design from another presentation to the current presentation by clicking the Browse command at the bottom of the Slide Design task pane. This opens the Apply Design Template dialog box. Although the dialog box name implies that you should be choosing a design template, you can navigate to any folder available to your computer and choose either a design template file or a presentation file.

Copying a Color Scheme from Another Presentation

User can use the Format Painter tool to copy just the color scheme (without copying the design template) from a master slide thumbnail in one presentation to a master slide thumbnail in another presentation.


	Teaching Tip:

Point out to students that they can see a preview of the template before applying it in the Apply Design Template dialog box. If the preview is not displayed, tell students to click the down arrow for the Views button and then select Preview from the drop-down list.
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Teaching Tip:

Inform students that double-clicking the current template name in the center of the status bar (below the Slide pane) displays the Slide Design task pane.

Text Figures: F9-16, F9-17

[image: image12.emf]Copy a Color Scheme  from Another Presentation


Teaching Tip:

Inform students that they need to copy from and to master thumbnails and not from slide thumbnails. Copying from and to slide thumbnails changes the design template, whereas copying from and to master thumbnails copies only the color scheme and any background effects that might have been applied.

Teaching Tip:

Remind students that when the Format Painter button is double-clicked, it keeps the feature active until the button is clicked again to turn it off. By double-clicking, the format can be applied two or more times until it is turned off.
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