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プレゼンター�
プレゼンテーションのノート�
For information on applying this template onto existing presentations, refer to the notes on slide 3 of this presentation.

The Input area of the Beam can be customized to reflect the content of the�presentation. The Input area is an AutoShape with a picture fill. To change this, ensure you have the image you wish to use (ideally a .jpg or a .png file) in an accessible folder. The image should have a ratio of 1:1 to ensure it does not appear distorted.

Acceptable images for importing into the Input area of the Beam are the three approved graphics (lines), and black and white photography or illustrations which follow the principles laid out on The Branding Zone. Color images should never be imported into this area.

Click on the Insert tab from the menu bar and select Master>Slide Master

Right-click on the Input graphic and select Format AutoShape

From the Fill menu, under the Color and Lines tab, click on the drop-down arrow next to Color and select the Fill Effects menu

From the Picture tab, click on Select Picture. Navigate to the folder containing the image you wish to insert in the Input area. Highlight the image and tick the Lock picture aspect ratio box. Click on Insert.

Click Ok. You can now preview the image before continuing. If you are happy with how it looks, click Ok to continue. Otherwise, repeat the process until you are happy with your selected image

To exit from Master View, click on View>Normal. The change you made to the Input graphic should now be visible on the title slide�
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プレゼンター�
プレゼンテーションのノート�
It is possible to apply this template to exiting presentations.

Have the latest presentation template open

Click on the View tab and select Normal 

Delete all unwanted slides

Click on the Insert tab from the menu bar and select Slides from Files

Click on Browse. Navigate to the presentation you wish to update with the new template. Highlight the presentation and click Open 

Wait for the slides from the presentation to load and click on Insert All. Then click Close

Check the inserted slides to ensure that the most appropriate master slide has been used on each slide 

To change the master applied to a slide select the slide you wish to apply a different master to then click on the Format tab from the menu bar and select Slide Design

From the Used in This Presentation section choose the master you wish to apply to the slide and hover over it to reveal a drop-down arrow. Click on the arrow and select Apply to Selected Slides

It is important to thoroughly check the presentation to ensure that no further formatting is needed.�
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プレゼンター�
プレゼンテーションのノート�
If using the graphic on the title slide the same should be used on the thank you slide. If using a picture in the Input area of the Beam in the title slide, the same or different but related picture can be used on the thank you slide.�
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