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Using the Tools from the 2007 Second Edition of the BBP Book 
with Microsoft Office Word and PowerPoint 2003 
 
Download the BBP Story Template and Storyboard Formatter for PowerPoint 2003 from 
http://www.beyondbulletpoints.com/public/91.cfm . The BBP 
Story Template is a Word template document that ends in file 
extension ".dot" and the BBP Storyboard Formatter is a 
PowerPoint template that ends in file extension ".pot" . This 
means that after you download the files to your local computer, each time you click one, 
it will open a new file and leaves the original formatting of the template intact.  

To Use the BBP Storyboard Formatter for PowerPoint 2003 
1. In the Word 2003 version of the BBP Story Template, write out all of your headlines 

as described in the BBP book and save the document. 
 

 
 
2. Choose Edit, Select All, then Edit, Copy. 
3. Choose File, New to open a New document. 
4. Choose Edit, Paste Special and in the Paste Special dialog box, select Unformatted 

Text: 

                

http://www.beyondbulletpoints.com/public/91.cfm
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5. Save the document to your local computer ς ŀŘŘ ǘƘŜ ǿƻǊŘ άŦƻǊƳŀǘǘŜŘέ ǘƻ ǘƘŜ 

filename. 
6. Remove extra spacing so that you have only one headline per line: 
 

 
 
7. {ŀǾŜ ŀƴŘ /ƭƻǎŜ ǘƘŜ ŘƻŎǳƳŜƴǘΦ όLǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ȅƻǳ ŎƭƻǎŜ ƛǘΣ ƻǊ ŜƭǎŜ the import will 

not work properly.) 
8. Locate the BBP Storyboard Formatter on your local computer and double-click it.  

Because the file is a PowerPoint template, it will open a new presentation based on 
the template. When it opens, it includes only one blank slide:  
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The formatting that is included with the BBP Storyboard Formatter is not visible on this 
slide, but rather in the PowerPoint 2003 design layouts. 
 
9.  Save the PowerPoint file to your local computer. Insert your cursor to the right of 

the blank slide, then on the Menu bar select Insert, Slides from Outline: 
 

 
 
10.  In the Insert Slides dialog box, choose the formatted Word document you just 

created in Step 7, and choose Insert (the Word document must be closed): 
 

 
 
11. Now each headline you wrote in your Word document has become the headline of a 

PowerPoint slide. Next, choose Format, Replace Fonts and replace Times New 
Roman with Arial, or another font of your choosing: 
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12. Choose Edit, Select All, then choose Format, Slide Layout.  From the Slide Layout 
panel on the right side of your screen, select Title Only and from the pulldown menu 
select Apply to Selected Slides: 

 

 
 
13. Choose Format, Slide Design and in the Slide Design panel on the right side of the 

screen, mouse over the white Detail Layout and from its pulldown menu select 
Apply to All Slides: 
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14. Hold the Ctrl key while you select all of your Key Point slides, and on the Slide Design 
panel on the right side of the screen, mouse over the black & white Key Point Layout 
and from the pulldown menu select Apply to Selected Slides: 

 

 
 
15. Hold the Ctrl key while you select all of your Explanation slides, and on the Slide 

Design panel, mouse over the gray & white Explanation Layout and from the 
pulldown menu select Apply to Selected Slides: 
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bƻǿ ȅƻǳΩǊŜ ǊŜŀŘȅ ǘƻ ǎǘŀǊǘ ǎƪŜǘŎƘƛƴƎ and adding graphics to the slides. 
 

To make changes to the Key Point, Explanation and 
Detail layouts: 
 
1. Choose View, Master, Slide Master: 
 

 
2. In the Slide Panel on the left side of the screen, click the each of the Slide Masters 

that corresponds with the Key Point, Explanation and Detail layouts described in the 
2007 book.  PowerPoint 2003 does not include the Custom Layouts feature included 
in PowerPoint 2007, but you otherwise can modify the slide master layouts here in 
PowerPoint 2003 by modifying the slide backgrounds, headlines and other elements.  

 
3. After you have finished, on the Slide Master View toolbar, select Close Master 

view. Any changes you made to the slide masters should now be reflected on the 
corresponding slides in the storyboard.  

 
(In the 2007 book, see: "Using the BBP Storyboard Formatter" on p. 159 and "Applying 
Custom Layouts to Your Storyboard" on p. 243.) 


