
www.in2-training.com customerservice@in2-training.com 0800 023 4407

MICROSOFT 
POWERPOINT



www.in2-training.com customerservice@in2-training.com 0800 023 4407

Welcome to In2-Training 
Delegate Information

In-2 Training (UK) Ltd is a nationally authorised training and consultancy company with over 25 years 
experience of providing high quality training on a variety of platforms - Windows, Apple Macintosh. All our 
qualified Training Consultants have a high level of experience together with an in-depth working knowledge 
of each product they train on.

We hope you find the friendly, informal atmosphere helps you to relax and enjoy your training session. If 
you have any questions during the day, please do not hesitate to ask. We want you to gain the maximum 
benefit from your investment.

About this Manual

This course manual is for you to keep and is intended as a reference so that it can be referred to during your 
daily work. Each section covers a different topic with easy to follow step-by-step instructions.

Copyright

© All rights reserved. No part of this training manual shall be reproduced, stored in a retrieval system, or 
transmitted by any means, electronic, mechanical, photocopying, or otherwise, without written permission 
from In2-Training (UK) Ltd 2017



Customizing Design
Templates
Lesson Time: 45 minutes

Lesson Objectives
In this lesson, you will customize design templates. You will:

• Modify slide masters and slide layouts.

• Add headers and footers.

• Modify the notes master and the handout master.

Lesson Introduction
Having worked with Microsoft® PowerPoint®, you have likely experienced how templates
and themes can help you create engaging, professional-looking presentations with a
consistent look throughout. But, you may also have experienced the frustration of not
having just the right template or theme available for a particular project. And, it's likely you
have sat through numerous presentations that look just like all the others. So, how can you
make your presentations stand out and work in any situation?
PowerPoint 2013 gives you the ability to not only customize any of the existing templates
and themes, but also to create your own. Understanding how to create and modify design
templates gives you complete control over the look and functionality of the slides in your
presentations. This will save you the time and effort of searching for just the right template,
which may not even exist. And, highly customized slides and printed materials will help your
presentations stand out from the pack.
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TOPIC A
Modify Slide Masters and Slide Layouts
It's frustrating to be unable to find just the right look or layout for your presentation. Equally
frustrating is wasting time copying and pasting, or completely reformatting, slides each time you add
one to your project. This can become especially problematic within large organizations that require
people to create numerous presentations that all have a consistent look and feel.
PowerPoint 2013 allows you to customize the look of all of the slides in your presentation at once,
saving you a lot of painstaking work. You can craft highly stylized layouts and templates that you
can use throughout your presentation, and save them for use in other presentations. Understanding
just how quick and easy this is will go a long way to helping you create unique, stylish presentations
that can be re-purposed for a large number of users.

Slide Masters
Slide masters are elements of all PowerPoint 2013 presentations that determine the layout and
thematic characteristics of all slides within a presentation. Slide masters determine the placement
and formatting of text, and the layout of content on slides. Slide masters also define thematic
elements, such as color schemes and effects. Changes you make to the slide master will affect all
slides in the presentation that are based on the slide master. Presentations can contain more than
one slide master. You can access slide masters in the Master Views group on the VIEW tab.

Figure 2-1: Slide masters define slide layouts and themes.

Note: In the Slide Master view, slide master thumbnails appear above the slide layout
thumbnails in the left pane. They appear as larger thumbnails to distinguish them from slide
layouts.
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Slide Masters

Ask students if they can
think of a reason for
including two slide
masters in the same
presentation. One
possibility: a
presentation that
compares and contrasts
two different concepts.
The slides that represent
the two different
concepts can have
completely different
formatting and layouts.



The SLIDE MASTER Tab
When you select the Slide Master view, the SLIDE MASTER tab is displayed to the left of the
HOME tab on the ribbon. The SLIDE MASTER tab contains functional groups of commands
you will use to create, modify, and delete slide masters and slide layouts.

Figure 2-2: The SLIDE MASTER tab.

The following table describes the groups on the SLIDE MASTER tab.

SLIDE MASTER Tab
Group

Provides Commands To

Edit Master Create, name, and delete slide masters and slide layouts. The Preserve
command in this group will save slide masters that you have added even
if no slides in the presentation are based on them.

Master Layout Add or remove content placeholders, headers, and footers from slide
layouts and slide masters.

Edit Theme Apply thematic elements to slide masters and slide layouts.

Background Format the background of slide masters and slide layouts.

Size Select the overall dimensions, aspect ratio, and orientation of slide
masters, slide layouts, and printed materials.

Close Close the Slide Master view.

Access the Checklist tile on your LogicalCHOICE course screen for reference
information and job aids on How to Work with Slide Masters
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The SLIDE MASTER
Tab



ACTIVITY 2-1
Working with Slide Masters

Data Files
C:\091034Data\Customizing Design Templates\Develetech comms template.potx
C:\091034Data\Customizing Design Templates\Develetech_logo.png

Scenario
The VP of sales has asked that all internal communications directed to sales personnel have a
different look than those for company-wide messaging. You decide to create a template for sales
communications by modifying the slide master in the PowerPoint template you use for all other
communications.

1. Open the Develetech comms template.potx file.

2. Select the slide master.
a) Select VIEW→Master Views→Slide Master.
b) If necessary, select the slide master in the left pane.

3. Apply a new theme to the slide master.
a) In the Edit Theme group, select Themes.
b) From the Office gallery, select the Ion theme.

Note: The themes are listed in alphabetical order.

4. Add the Develetech logo to the slide master.
a) While in the Slide Master view, select INSERT→Images→Pictures.
b) In the Insert Picture dialog box, navigate to the C:\091034Data\Customizing Design Templates

folder, select the Develetech_logo.png file, and select Insert.
c) Scale down the Develetech_logo.png image by 50%.
d) If necessary, display the rulers from the VIEW tab.
e) Select the title text placeholder and resize it by dragging the right sizing handle to the left until it is 2

inches right of center.
f) Drag the Develetech_logo.png image to the top-right corner of the slide so that it occupies the space

to the right of the title text placeholder.
g) Select various slide layouts in the left pane to verify that the Develetech logo displays on all slide

layouts.
h) If necessary, deselect the image.

5. Modify the background style of the slide master.
a) Ensure that the SLIDE MASTER tab is selected and select the slide master in the left pane.
b) In the Background group, select Background Styles.
c) From the Background Styles gallery, select Style 5, which is the first style in the second row.
d) Verify that the background style has been applied to all of the slide layouts in the left pane.

6. Save the newly formatted template as a presentation.
a) Select FILE→Save As.
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Check in with students
to make sure they
remember how to scale
the image, as opposed
to resizing it, using the
options in the Format
Picture pane. Check in
with remote learners to
ensure they are not
falling behind.



b) From the Save As screen, select Computer, and select Browse.
c) If needed, navigate to the C:\091034Data\Customizing Design Templates folder, and then, in the

File name field, type My_Develetech sales comms presentation
d) In the Save as type field, ensure that PowerPoint Presentation (*.pptx) is selected, and then select

Save.

Custom Slide Layouts
Having used PowerPoint 2013 for some time, you know that a slide layout determines the
arrangement of content placeholders and/or on-screen elements on a slide. However, you may not
have known that you can customize and create slide layouts to suit your needs.
You can create and modify slide layouts in the Slide Master view. Slide layouts are displayed below
their associated slide master in the left pane. The layouts that are displayed with the slide master are
the layouts available when you add a slide from the New Slide drop-down menu in the Slide group
on the HOME tab. Any changes you make to the slide layouts in the Slide Master view, and any
custom slides you create, are reflected in the New Slide drop-down menu. Typically, changes made
to slide layouts in the Slide Master view affect only that particular layout. However, changes made
to a slide layout in the Edit Theme group on the SLIDE MASTER tab will affect all slides
associated with the same slide master.

Figure 2-3: Slide layouts and their associated slide master.

Custom Themes
Custom themes are combinations of colors, fonts, and effects that you can define and apply to slides,
slide masters, and slide layouts in PowerPoint. You can save custom themes for use in other
presentations. Saved custom themes are displayed in the Custom section of the Themes gallery.
You can create custom themes in the Format Background pane.
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Custom Slide Layouts

Custom Themes



Figure 2-4: Custom themes in the Themes gallery.

Access the Checklist tile on your LogicalCHOICE course screen for reference
information and job aids on How to Customize Slide Layouts and Themes
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