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PART |: WORKING WITH DESIGN & LAYOUT

IA T CHANGING THE COLOR SCHEME OF YOUR PRESENTATION

i slide Design X

2] Design Templates
Laas Color Schemes
'y Animation Schemes

Apply a color scheme:
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Edit Color Schemes. ..

IBT APPLYING A DESIGN TEMPLATE TO YOUR PRESENTATION Apply a design template:

1. Click on the linkpeSIGN TEMPLATES near the top of theAask PANE.

2. Each of thebESIGN TEMPLATES changes theACKGROUND (sometimes
adding aGRAPHIC element), th&ONT andTEXT COLOR, theBULLET , and
the position of th@EXT PLACEHOLDERS .

3. Many of theDESIGN TEMPLATES also have a variety @OLOR SCHEMES
from which to choose.

1. SelectsLIDE DESIGN | COLOR SCHEMES from the list of availablgask
PANES.

Note: This TASK PANEs also availabldrom MENU BAR -> FORMAT-> SLIDE
DESIGN. ChoosecoLOR SCHEMESfrom the list of links at the top of the pane.

2. EachCOLOR SCHEME change®ACKGROUND & the TEXT COLORS in a
coordinated fashion.

3. Even more color choices are possible ugibg COLOR SCHEMES link,
located athie bottom of thesLIDE DESIGN T COLOR SCHEMES TASK PANE.

Note: PowerPoint assigns a specific color in H#ETTE to a particular
function (e.g., backgroundexT, shadows, title, fills, accents, hyperlinks, etc).
These are the default settings, but immaases they can be overridden.

Slide Design * x

2] Design Templates
L2zt Color Schemes
iy Animation Schemes

Used in This Presentation -

Recently Used




IC T WORKING WITH SLIDE, TITLE , & HANDOUT MASTERS

[ icrosoft PowerPoint - [Presentation3]

TheSLIDE MASTER CONtrolSTEXT CHARACT ERISTICS PRIEARER el S50 e ot

i B0 i 362 A T8 Do co MR Famme @l

(e.g., font type, size & cOlOrBACKGROUND color,LINE |

SPACING, and special effects (e.HADOWS & BULLET
type). Click to edit Master title style

Thie Avea e Autckaronts

1 « Click to edit Master text styles
TheSLIDE & TITLE MASTERS CONtainPLACEHOLDERS : g

= Fourth level

for TEXT andrFOOTERS (date, time, andLIDE number). |- e

Cill

To change the appearanceatifSLIDES in a
PRESENTATION, make the change jushceon thesLIDE
MASTER.
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POwWERPOINT then automatically updates any existing slides and applies the change to any new slides
that are associated with a spec#fiecDE MASTER..

Not all sLIDES have to followthe SLIDE MASTER in every detail. On aniydividual SLIDE, you can make
changes to the colors, textures, shading pattern, pictures, graphics, headers, and footers.

@ Microsoft PowerPoint - [Presentation3] TO Openthe SLIDE MASTER (Choose one)
e ﬁw S — I°':; iff;’wa‘l'—‘""“w - MENU BAR ->VIEW -> MASTERS -> SLIDE MASTER .
| = LS E W .

&l side Sorter == - - SHIFT-CLICK on thesLIDE ICON (while on any
sl Sideshow  Fs SLIDE in your PRESENTATION).
Q‘ Notes Page

. ' Master V[ side master To closethe SLIDE MASTER (choose one):
Qi =lieet ) Qe eter - MENU BAR ->VIEW -> SLIDE.

_)‘ TaskPane Ctrl+F1 | Motes Master

- CLICK onthesLIDE ICON on theviEw MENU .

Toolbars »

¥

B2 Microsoft PowerPoint - [Presentation3]

TheFORMAT MENU (Or DRAWING TOOLBAR ) contains mosof {8] Fle Edt Vew Insert | Fomet | Toos SideShow wind
theoptions needetb work on thesLIDE MASTER . i W0 o2 o A B

Bullets and Numbering. ..

: Arial 32 -

Alignment » I

1 Click ko edi I kas kr 1 5Me

4 et anlod

| Line Spacing...

Change Case...

Note: POWERPOINT also offers alANDOUT MASTER, aNOTES
MASTER, and aTITLE MASTER. Each operates in a similar way t B
the SLIDE MASTER described in this section. To modify one of | = ::g”dt
thesemASTERS select it fromviEw menu. G

\?/ Placeholder...

Replace Fonts. ..

[ Lttt

¢ Slide Design...

i |




PART II: WORKING WITH OBJECTS

An OBJECT is something added to a slide that can be selected, saclPaRT, photos, a graph or
chart, a table, a drawing, or text. It canEMBEDDED oOr LINKED . There are two basic types of
GRAPHICS that you can use to enh@&ngourPRESENTATION:

e OBJECTS such a®\UTOSHAPES, CURVES, LINES/ARROWS, andwORDART arepart of the
POwWERPOINT program and can be accessed usin@H»@VING TOOLBAR .

gDLavW'l Autoshapes> N\ N (O O 2] 4l 2 8] @& | &~ &~ A

e CLIP ART and digitallMAGES arePICTURES created from another prograkihile PowerPoint
does not use these terms consistently, the menu choices are typically clear.

1A T INSERT CLIP ART OR | MAGES

erPoint - [experiment with me. ppt]

Format  Tools

-| NewSlide  Ctrl+m |§ &‘ % E3 @ 7

Slide Mumber

i slide Layout v Slide Show ~ Window  Help A

Iy

Apply slide layout:

X

To insertPICTURES (choose one method):

a. MENU BAR (right): INSERT -> PICTURE -
> Choose eithetLIP ART OF FROM
FILE ....

)

Content Layouts

(G LA

Date and Time...

Picture >| 8] dipart...
2" Diagram... &l FromFile...

b. sLIDE LAYOUT PANE (left): Choose
LAYOUT With IMAGE PLACEHOLDER (CLIP ART Of PICTURE). DOUBLE CLICK tO
add

C. DRAWING TOOLBAR : Select insertLIP ART [&] | or insertPICTURE ICON.

{ Clip Art

If you selectcLiP ART, you will be taken to theLlF_> ART TASK PANE Where you can e

search byxeywoRrD. Select theLip, and then click theNsERT button. = §
. . . Results should be:

Note: If you SeSEARCH IN tO ALL COLLECTIONS, it automatically searches in steceinodatietpes V]

MICROSOFTGs online collections at: - ImBE

If you selectPICTURE FROM FILE ..., aBROWSER WINDOW Will openthat enables you to
locate andNSERT theIMAGE .

e —— Note: Dialog box automatically

R opensMY PICTURES. If the image
‘ you are looking for is saved

Dets | S elsewhere, browse the files until |50

@ o you find it. ol

Desktop (a2 Sample Pictures

L2
Suggstiont UseJPEG IMAGES to ensurecROSS
31! PLATFORM compatibility.
My:e‘:%]urk o | v open |

Places Files of type: ‘AII Pictures (*.emf;*.wmf;*.jpg;*.jpea;*.ifif;*.jpe;*.png; v‘ Cancel




[IB T REPOSITION, RESIZE, ROTATE, & CROP OBJECTS
TO REPOSITION an OBJECT On aSLIDE:

1. Click on theoBJECT & the arsor changes toFRDUR-HEADED ARROW . $
2. ThePICTURE TOOLBAR appears.

S QL ol ae = % 0 2 92

3. Click-drag the oBJECT to the new position.

To RESIZE an OBJECT On aSLIDE:

1. APPROXIMATION METHOD
a. Click on theOBJECT & aBOUNDING BOX appears.

b. Placethecursor ovetheBOUNDING BOX s edgeand itchanges to awo-HEADED ARROW
indicatingthedirectionin which the OBJECT will enlarge. «—,

c. Click-dragthe BOUNDING BOX to thenew position.

2. PRECISE METHOD
a. Click FORMAT OBJECT BUTTON ONPICTURE TOOLBAR .
(ForIMAGES, you may also doublelick on theIMAGE .)

Format Picture @

_ Colors and Lines Position | Picture | web |

Size and rotate it
%

Height: 6" Width: a" &

=
v
Rotation: o° =

b. TheFORMAT OBJECT DIALOG BOX appears
c. Select thesize TAB.
d. Enterthe values for height and width or scale by %

Note:If you want to ensure that there is no distortion in your
image during resizing, be sure to selectitbek ASPECT RATIO
checkbox.

Scale

Height: 75 % Width: 75 %

<)
<>

Lock aspect ratio
Relative to original picture size

[ Best scale for slide show

Original size

Height: g width:  10.67"

TO ROTATE anIMAGE :

1. Click on theiMAGE andselect theROTATE LEFT 90° ICON on thePICTURE TOOLBAR . EI
2. Or, putthecursor ovethegreen dot athetop oftheimage and it changes &ROTATE CURSOR.
3. When you are done, click anywhes# of the IMAGE .

Note: Youmay also rotate amAGE precisely by using th&ze AND ROTATE section of theIzE TAB.

To CROP anOBJECT:
Click on theoBJECT & select thecROP ICON on thePICTURE TOOLBAR .

N

Cursorchanges t@ROP SYMBOL / ARROW and aCROP BOUNDING BOX appears aroundBJECT.

w

CRoOP /UN-CROP by dragging edges of tleUNDING BoX until thedesired effect is obtained.

»

When done, click anywhere adf the OBJECT.



[IC T INSERTING VIDEO FILES

PowerPoinfor PCsupports a variety of movie formats includMgndows Media Vide (WMV),
Audio Video Interleaved (AVI)and motion picture experts group (MPEG 2, MPEG 4).

Important note: All insertedMoVIES are linked to yourPRESENTATION, unlike pictures that are
embeddednto thePOWERPOINT file. Therefore, care must be takehem inserting aMovie or it will
not work when you move tRRESENTATIONtO another computer. You must carry a copy oivtbele
with thePOWERPOINT PRESENTATION.

My suggestion
1. Before you insert &oVIE (VIDEO FILE ), create &OLDER on your desktopand place your
PRESENTATION inside. Find themovie and copy it to the sanFLDER.

2. Then inserthemovie as follows:
a. FromMENU BAR, seleCiNSERT MOVIES & SOUNDSY MOVIES FROM FILE ...
b. Locateand selecthemoVIE FILE , and then cliclok.

c. To automatically play theovie when you display theLIDE in aSLIDE SHOw, click
AUTOMATICALLY .

d. To play themovie only when you click themovie during asLIDE sHOw, click WHEN
CLICKED .

3. ToPREVIEW theMOVIE in theNORMAL VIEW , doubleclick themoVIE .



