PowerPoint 2007

The following was prepared on Windows7 (operating system) and PowerPoint 2007 (software). 

1. Open PowerPoint. 

A default blank Presentation opens. 

2. Save the file as a template:-

Click on Office Button / click on Save As / Save As window should launch.

In here enter what you require in the File name: field. 

Click on the Save as type: field and choose PowerPoint Template. 

This should save to the default directory:-

C:\users\yourname\AppData\Roaming\Microsoft\Templates

(unless you change the above to be something different). 

Care! I saved my template to:-

C:\presentations\Kathy

Care! I did not save to the default directory:-

C:\users\yourname\AppData\Roaming\Microsoft\Templates

3. Hit the Save button in the lower right hand corner. 

Your file is now saved. 

4. Insert tab / Text group / click on Header & Footer / Header & Footer window should launch / in the Slide tab place a tick (check) in the Slide number box (towards the lower left hand corner) / click on Apply to All / Save your file at this point if required. 

5. Close Power Point completely. 

6. Relaunch PowerPoint. 

7. Open the template file that you just saved (the following depends upon where you saved your template to):-

Office Button

Open 

Open window should launch / enter the file name in the File name: field / click on open. 

Your template should now open. 

8. Home tab / Slides group / click on the drop down arrow to the right of New Slide / click on (for example) Title and Content / a new slide is added bearing the number 2 in the lower right hand  corner. 

