Making a PowerPoint Template
The following steps will help you to make a PowerPoint slideshow template.  This blank template will help your students to create an original slideshow, filling in the pages with personal information, or information learned during the course of a unit of study.

1. Start – Programs – Microsoft PowerPoint

2. On the Task Pane (located on the right side of the slide), choose the down arrow next to the words “New Presentation”, and select “Slide Layout.”
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Choose the layout that best displays the layout that you wish for the students to follow. (When working with students, we often suggest blank slides so that the word boxes can be placed by the students, instead of by the computer.)
4. Click on the “New Slide” button on the far right of the 3rd toolbar. (The button looks like a blank slide with a star on the top left hand corner – see red circled icon below.)
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5. Repeat steps 4 and 5 until enough slides are added.  (As the teacher, you may wish to change the titles to reflect what you want your students to include on each slide.  Also, you may wish to change the text on the page to reflect what information should be contained on that particular slide.)
6. When you have added all of the slides for your students to complete, go to File, and select Save As.

7. When the window pops up, go to the bottom of the window and find the “Save As Type” bar, click on the down arrow to the far right, and choose Template (sometimes it appears as Design Template.)

8. At the top of the window, in the “Save In” bar, you are now in the Templates folder (as shown in the screen shot to the right).  You need to select the down arrow at the far right of the locator bar, (see red circled arrow), and choose the right folder or the Desktop to place this template.

9. Go to the “File Name” bar near the bottom of the page, (see circled green area), and give your template a short name that the students 
will recognize.  Remember to keep the file name in all lowercase letters, with no spaces, slashes, or dashes. (This is important to teach students, especially if you want the students to later load their slideshows to your classroom website.)

10. Click the “Save” button on the right bottom corner. 

11. Close the presentation template for the template properties to work properly.

When the students open this template and add their own information and images, they need to follow the procedures below to save their presentation.

1. Once the information and images have been added to the template, go to File, and select “Save As.”
2. In the “Save In” bar at the top of the pop-up window, choose the appropriate place to put your presentation.  In the “File Name” bar, give your presentation an original name, preceded with your initials and an underscore mark. (Example -   fmc_test) In the “Save As Type” bar, make sure your bar reads “Presentation.”
3. Click on the Save button on the bottom right corner of the pop-up window.  
