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Using the THI Template (THI_template.pot) in Microsoft PowerPoint

The Texas Heart Institute has a standard design template (the file name is THI_template.pot) for use in PowerPoint. This template creates a slide master in PowerPoint that sets the format for your entire presentation (fonts, colors, text size, etc.) Listed below are answers to common questions to help you get started.

Why should I use the THI template?

· The chosen colors, fonts and font sizes are attractive and easy to read. 

· Using the template ensures a consistent look between presentations. You can mix and match slides from any presentation that uses the THI template.

· The THI template presents a professional and consistent image of our organization to those outside of the Institute and to our visitors.

· The THI template enables the user to present on-screen shows and 35mm slides without having to reformat the presentation.

How do I use the THI template?

1. Download the template

· Using a computer with Web browser (Internet Explorer) software, go to the Web address:  http://texasheart.org/AboutUs/Depart/vcs.cfm
· On that Web page, look under “Downloads” and click the link “THI Template (Microsoft PowerPoint slide master)”.
· A dialog box will appear, allowing you to choose to open the template file (THI_template.pot) or save the file to your computer hard drive. Choose to “Save” it and select a folder to save it in on your computer (make sure you know how to find this folder later!).  
2. Open it in PowerPoint

· Locate this folder on your computer and double-click on the saved file to open it in PowerPoint. (Or you may open PowerPoint and choose File, Open to open the template file). The slide master (template) will appear on your screen.
· Using the menu at the top of the PowerPoint screen, click on View, Slide Sorter to see the first slide.
· Using the menu at the top of the PowerPoint screen, click on File, Save As to save the presentation you are creating. Give the presentation a unique name. This will allow you to reuse the downloaded template file to create new presentations in the future.

· To create additional slides, select the first slide and choose Edit, Copy and then Edit, Paste from the menu. The THI standard template will be applied to all of the slides in your presentation. Double-click on any of these slides to begin working on your presentation.
What if I want to present an on-screen show and 35mm slides? Can I still use the THI template?

Yes, the THI template allows you to show a presentation on a computer and as 35mm slides. By default the template is set for on-screen show. 35mm slides imaged at on-screen show setting will have small black borders that will not be visible when the slides are projected.
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