
A number of pre-designed layouts 
have been created for this 
presentation. To choose the right 
layout go to
>View
>Normal
>Right Click over the thumbnail of 
the slide on the left of the screen
>Layout
Choose the most appropriate 
layout for your slide content.

A number of corporate colours have already been set within this presentation for ease of use. 
When selecting a colour initially opt for the top row of colours on the Palette titled ‘Theme Colors’ . 

To format the body text, simply 
highlight the specific line(s) of 
text and click ‘tab’ or press 
‘increase/decrease list level’ 
button. If you continue to click 
the ‘Tab’ button and the text 
turns red you have tabbed too 
far and should use the ‘decrease 
level’ button to return to 
compliant text.

Do not use the bullet point 
button to format your text, you 
will find bullet points are already 
part of the designated text 
styles.
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