
To change the grey panel to 
another colour. 
>Right Click over slide 
>Format Background 
>Fill 
>Solid Fill 
>Colour 
Select an alternative colour 
from the top line of the colour 
palette (do not select white). 
>Close 

To format the body text, 
simply highlight the specific 
line(s) of text and click ‘tab’ or 
press ‘increase/decrease list 
level’ button. If you continue 
to click the ‘Tab’ button and 
the text turns red you have 
tabbed too far and should use 
the ‘decrease level’ button to 
return to compliant text. 
 
Do not use the bullet point 
button to format your text. 
 
For printed documents avoid 
text being smaller than 11pt. 
For Presentations avoid text 
being smaller than 14pt. 
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