HOW TO USE THE ILRI POWERPOINT TEMPLATE

April 25, 2016

For Microsoft Office 2010

1. On Microsoft PowerPoint go to the File Menu and click on New to start a new document.

2. Under Available Templates tab select “My templates” as shown below.

@[ | Q= Presentationl - Microsoft PowerPoint
!il! Home Insert Design Transitions Animations Slide Show Review View
| Ssave
Available Templates and Themes
B save As
B8 Open {2} Home
[ Close
C LA i : () r
I £y Em LA A
Recent Blank Recent Sample Themes | My templates | New from
presentation templates templates existing
Office.com Templates Search Office.com for templates
Print . = . = = . 0 = o
. ; f 4 f : f } ; | / . ‘ f 4 | y
Save & Send 4/ — ;/ -y 4/ -y ;/ - -
4:3 Abstract Animation Back to Background Black Blue Brown Busines:
Help Designs School
:] Options - ) - ) - ) - ) -
i Y A B N S N N N .

3. A New dialog box will open

4. Under the “Personal Templates” tab, select “ilri_powerpoint_template_mar2016” as shown below
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5. Click on Ok

6. A new Presentation based on the ILRI template opens. Click on the various sections to insert the
necessary content. Save the file as a powerpoint presentation as normal.

7. Slide 7, with the updated address block and creative commons license is the only slide to change from
before. All presentations MUST have this slide.

8. For any technical problems, contact ServiceDesk@cgiar.org.
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For Microsoft Office 2013

1. On Microsoft PowerPoint, go to the File Menu and click on New to start a new document.
2. Under the “PERSONAL” tab, select “ilri_powerpoint_template_mar2016” as shown below (other

project templates are also available)
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3. A new Presentation based on the ILRI template (as seen below) will open. Click on the various sections
to insert the necessary content. Save the file as a powerpoint presentation as normal.

4. Slide 7, with the updated address block and creative commons license is the only slide to change from
before. All presentations MUST have this slide.

5. For any technical problems, contact ServiceDesk@cgiar.org
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