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Once you have a presentation just the way you want it, you don’t have to keep recreating it. Instead, you can 
save it as a template so you can use it whenever needed. 
 
 

 
To save your presentation as a 
template, ensure you are on the 
Pages tab of your presentation.  
 
 
At the bottom of the left-hand menu 
pane, click Save as template. 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
A Save as Template panel displays. 
 
Enter a custom title for your 
template. 
 
Click the checkbox next to the 
template type you want to assign to 
your new template. Or click All if you 
don’t want to assign a particular type 
to your template.  
 
If you have an existing template and 
want to overwrite it, click the radio 
button next to the template in the My 
Templates section.  
 
Once you have made your 
selections, click Save. 
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Your custom template will 
now be available to you in 
the My Templates menu in 
the Create New 
presentation wizard.  
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*If you choose to make contact by phone or text (i) check phone numbers against the federal DNC registry, any state DNC list 
and your company DNC list (ii) do NOT use autodialers and (iii) do NOT use artificial voice or pre-recorded messages. 

 
**Emails must follow CAN-SPAM rules.  You should also check to make sure you follow the Do Not Email/Unsubscribe 
Requests. 


