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PowerPoint TemplatePowerPoint Template

υυ Select Select File/Save AsFile/Save As

υυ Select Select File/Slide SetupFile/Slide Setup choose choose On Screen On Screen 
ShowShow

υυ See next slide for guidelinesSee next slide for guidelines



Slide GuidelinesSlide Guidelines

υυ Slides should emphasize key pointsSlides should emphasize key points

–– Limit to 5 lines per slidesLimit to 5 lines per slides

–– Limit to 6 words per lineLimit to 6 words per line

υυ Slide headlines should fit on one lineSlide headlines should fit on one line

υυ Font, size, and color for text have been Font, size, and color for text have been 
formatted for you in the Slide Masterformatted for you in the Slide Master

υυ Wingdings (bullets) are created Wingdings (bullets) are created 
automaticallyautomatically
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