Installing the MHSA Conference Template

Y ou have been supplied the Conference Template, MHSA_Nat_Conf.pot for use with
MS PowerPoint 2000, 2002 (XP) or 2003. This template should be used as a design
template to provide a consistent background and layout to your PowerPoint
presentation for the conference.

Y ou can download this template file into any folder location on your computer’ s hard
disk drive and use it to create a new PowerPoint file by just double clicking on the .pot
template file. However, it is highly recommended that the templateisinstalled ina
location that will automatically allow your PowerPoint (PPT) application to accessit asa
design template when you create your presentation. (Note: downloading may create the
file asanormal Powerpoint Presentation file (.ppt). Saveit as atemplate file (.pot) )

It is therefore recommended that you place the template in the following location.

C:\Documents and Settings’ Y our Username or Name of your PC, whichever is
appropriate’\Application Data\Microsoft\Templ ates.

(If using aversion of Windows earlier than Windows 2000, then the location for
templaes could be different to the above)

Thisway the template is visible as a sel ection with the standard templates within the
PowerPoint Application.
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Note that the template is available as a selection in the right hand Slide Design
section, itiscircled inred and it appearsin the centre of the PPT screen ready for
adding text, photos etc.

This short instruction is not designed to teach you how to use PPT, you have your own
skills or those of family and friends to assist aswell as the Internet to obtain tips and
‘how to’ ideas. Thisissimply an instruction on how best to install thetemplatesoitis
easy to access during the construction of your presentation.

All the best with your endeavors and the MHSA looks forward to seeing you and your
presentation inthe forthcoming conference.

Note: If you do not have accessto M'S PowerPoint please contact the Conference
Convenor for advice on how we can assist with an aternative method using
MSWord. (Refer to contact details on the National Conferences page of the MHSA
website)



