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PART I:  WORKING WITH DESIGN &  LAYOUT  

 

 IA  ï CHANGING  THE COLOR SCHEME OF YOUR PRESENTATION  

1. Select SLIDE DESIGN ï COLOR SCHEMES from the list of available TASK 

PANES.   

Note: This TASK PANE is also available from MENU BAR ->  FORMAT->  SLIDE 

DESIGN.  Choose COLOR SCHEMES from the list of links at the top of the pane. 

2. Each COLOR SCHEME  changes BACKGROUND  & the TEXT COLORS  in a 

coordinated fashion. 

3. Even more color choices are possible using EDIT COLOR SCHEMES link, 

located at the bottom of the SLIDE DESIGN ï COLOR SCHEMES TASK PANE. 

Note: PowerPoint assigns a specific color in the PALETTE to a particular 

function (e.g., background, TEXT, shadows, title, fills, accents, hyperlinks, etc).  

These are the default settings, but in many cases they can be overridden. 

 

 

 

 

 

 

 

 

 

IB  ï APPLYING A DESIGN TEMPLATE TO YOUR PRESENTATION  

1. Click on the link DESIGN TEMPLATES  near the top of the TASK PANE. 

2. Each of the DESIGN TEMPLATES  changes the BACKGROUND  (sometimes 

adding a GRAPHIC  element), the FONT and TEXT COLOR , the BULLET , and 

the position of the TEXT PLACEHOLDERS . 

3. Many of the DESIGN TEMPLATES  also have a variety of COLOR SCHEMES 

from which to choose. 
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IC  ï WORKING  WITH SLIDE , TITLE , &  HANDOUT MASTERS 

The SLIDE MASTER controls TEXT CHARACT ERISTICS 

(e.g., font type, size & color), BACKGROUND  color, LINE 

SPACING, and special effects (e.g., SHADOWS & BULLET  

type). 

The SLIDE &  TITLE MASTERS  contain PLACEHOLDERS  

for TEXT and FOOTERS (date, time, and SLIDE  number).  

To change the appearance of all SLIDES in a 

PRESENTATION , make the change just once on the SLIDE 

MASTER .  

 

POWERPOINT  then automatically updates any existing slides and applies the change to any new slides 

that are associated with a specific SLIDE MASTER . 

 

Not all SLIDES have to follow the SLIDE MASTER  in every detail. On any individual SLIDE , you can make 

changes to the colors, textures, shading pattern, pictures, graphics, headers, and footers. 

 

 

 

To open the SLIDE MASTER  (choose one): 

- MENU BAR  -> VIEW -> MASTERS -> SLIDE MASTER . 

- SHIF T-CLICK on the SLIDE ICON (while on any 

SLIDE in your PRESENTATION). 

To close the SLIDE MASTER (choose one):  

- MENU BAR  -> VIEW -> SLIDE . 

- CLICK  on the SLIDE ICON  on the VIEW MENU . 

 

 

 

 

The FORMAT MENU  (or DRAWING TOOLBAR ) contains most of 

the options needed to work on the SLIDE MASTER . 

 

Note: POWERPOINT also offers a HANDOUT MASTER, a NOTES 

MASTER, and a TITLE MASTER. Each operates in a similar way to 

the SLIDE MASTER described in this section. To modify one of 

these MASTERS, select it from VIEW menu. 
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PART II:  WORKING WITH OBJECTS 
 

An OBJECT is something added to a slide that can be selected, such as CLIP ART , photos, a graph or 

chart, a table, a drawing, or text.  It can be EMBEDDED  or LINKED . There are two basic types of 

GRAPHICS that you can use to enhance your PRESENTATION :  

 OBJECTS such as AUTOSHAPES, CURVES, LINES /ARROWS, and WORDART  are part of the 

POWERPOINT program and can be accessed using the DRAWING TOOLBAR . 

 

 CLIP ART  and digital IMAGES  are PICTURES created from another program. While PowerPoint 

does not use these terms consistently, the menu choices are typically clear. 

 

IIA  ï INSERT CLIP  ART OR IMAGES 
 

To insert PICTURES (choose one method): 

a. MENU BAR (right): INSERT -> PICTURE  -

> Choose either CLIP ART  or FROM 

FILE ....  

b. SLIDE LAYOUT PANE (left): Choose 

LAYOUT  with IMAGE PLACEHOLDER (CLIP ART or PICTURE). DOUBLE CLICK to 

add. 

c. DRAWING TOOLBAR : Select insert CLIP ART          or insert PICTURE ICON . 

 

If you select CLIP ART , you will be taken to the CLIP ART TASK PANE where you can 

search by KEY WORD.  Select the CLIP , and then click the INSERT button.  

Note: If you set SEARCH IN to ALL COLLECTIONS, it automatically searches in 

MICROSOFTôS online collections at: . 

 

 

If you select PICTURE FROM FILE ..., a BROWSER WINDOW  will open that enables you to 

locate and INSERT the IMAGE .  

Note: Dialog box automatically 

opens MY PICTURES.  If the image 

you are looking for is saved 

elsewhere, browse the files until 

you find it. 

 

Suggestion: Use JPEG IMAGES to ensure CROSS-

PLATFORM compatibility. 
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IIB  ï REPOSITION , RESIZE, ROTATE , &  CROP OBJECTS 

To REPOSITION  an OBJECT on a SLIDE : 

1. Click on the OBJECT &  the cursor changes to a FOUR-HEADED ARROW . 

2. The PICTURE TOOLBAR appears. 

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

 

To RESIZE an OBJECT on a SLIDE :  

1. APPROXIMATION METHOD  

a. Click on the OBJECT & a BOUNDING BOX  appears.  

b. Place the cursor over the BOUNDING BOXôS edge and it changes to a TWO-HEADED ARROW  

indicating the direction in which the OBJECT will enlarge. 

c. Click-drag the BOUNDING BOX  to the new position. 

2. PRECISE METHOD  

a. Click FORMAT OBJECT BUTTON on PICTURE TOOLBAR .                                                                

(For IMAGES , you may also double-click on the IMAGE .)  

b. The FORMAT OBJECT DIALOG BOX  appears.  

c. Select the SIZE TAB . 

d. Enter the 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 select the LOCK ASPECT RATIO 

checkbox. 

 

To ROTATE  an IMAGE :  

1. Click on the IMAGE  and select the ROTATE  LEFT 90° ICON on the PICTURE TOOLBAR .   

2. Or, put the cursor over the green dot at the top of the image and it changes to a ROTATE CURSOR. 

3. When you are done, click anywhere off of the IMAGE . 

Note: You may also rotate an IMAGE  precisely by using the SIZE AND ROTATE section of the SIZE TAB. 

 

To CROP an OBJECT:  

1. Click on the OBJECT & select the CROP ICON on the PICTURE TOOLBAR .  

2. Cursor changes to CROP SYMBOL / ARROW and a CROP BOUNDING BOX appears around OBJECT. 

3. CROP /UN-CROP by dragging edges of the BOUNDING BOX  until the desired effect is obtained.  

4. When done, click anywhere off of the OBJECT. 
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IIC  ï INSERTING VIDEO FILES  
 

PowerPoint for PC supports a variety of movie formats including Windows Media Video (WMV), 

Audio Video Interleaved (AVI), and motion picture experts group (MPEG 2, MPEG 4).    

 

Important note: All inserted MOVIES are linked to your PRESENTATION, unlike pictures that are 

embedded into the POWERPOINT file.  Therefore, care must be taken when inserting a MOVIE  or it will 

not work when you move the PRESENTATION to another computer.  You must carry a copy of the MOVIE  

with the POWERPOINT PRESENTATION.  

 

My suggestion:  

1. Before you insert a MOVIE (VIDEO FILE ), create a FOLDER  on your desktop and place your 

PRESENTATION  inside.  Find the MOVIE and copy it to the same FOLDER . 

2. Then insert the MOVIE  as follows: 

a. From MENU BAR , select INSERT MOVIES &  SOUNDS Ÿ MOVIES FROM FILE ....   

b. Locate and select the MOVIE FILE , and then click OK. 

c. To automatically play the MOVIE  when you display the SLIDE  in a SLIDE SHOW, click 

AUTOMATICALLY . 

d. To play the MOVIE  only when you click the MOVIE  during a SLIDE SHOW, click WHEN 

CLICKED . 

3. To PREVIEW  the MOVIE  in the NORMAL VIEW , double-click the MOVIE . 

 

 


