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Edit “Author | Department” 
in the “Header and footer” 
for all pages. 

This presentation uses the 
preinstalled Office font 
Calibri. If you send it to 
someone internally or 
externally, please convert it 
into a pdf to ensure that the 
content stays as intended. 

Our template contains 
layout guidelines. 
 
Their purpose is to indicate 
key margins and mandatory 
areas on slides.  

Copy and paste 
Copy only full slides when 
they use the same new 
design. Otherwise the file 
size will be very large. 
 
Use the function  
Insert > Insert Content  > 
Unformatted Text 
to paste a copied text.  
The text will now use the 
same existing format. 

Each presentation needs to 
be categorized, with the 
author being responsible for 
choosing the right category: 
 
– Unrestricted 
– Restricted 
– Confidential 
– Strictly confidential 
 
The preset default category 
for presentations is 
“restricted”. 
 
Start > Replace  > insert 
“Restricted ©” and “the 
new category ©”  

The image must be 
exchanged on the layer 
background 
 
Go to Design > Background 
Styles > Format Background 
 
Select Fill > Image Fill. 

Placeholder Eye-catcher  
for notes and third party 
logos Placement can be 
varied in heights. 
If it is not needed, please 
delete this element. 
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• To ensure a clean and  
swift workflow with bullet 
points, please use the  
PRE-SET PLACEHOLDERS or 
FORMATTED TEXTBOXES  – 
do not use “normal” 
textboxes that have been 
added via the steps  
 add  textbox.  
These textboxes cannot 
be formatted with the 
automatic formatting step  

• AUTOMATIC 
INDENTATIONS IN 
PLACEHOLDERS are only  
to be done using the tool 
decrease or increase  
the list level                 
 
(or Shift + Alt +  / ) 

• Formatted textboxes/ 
placeholders are available 
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make a copy OR: generate 
a new placeholder by 
following these steps  
 Start  new slide 
 choose layout  
"Content Slide" 

• Placeholders can be 
filled and then copied.  
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will keep its formatting  

Add a Footnote/Source/ 
Disclaimer directly into the 
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Размах проблемы 
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• Скорость реагирования на проблему 
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