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Introduction

You should read through this revision guide when you feel that you are ready for assessment on
Module 6. It will help to refresh your memory and consolidate your learning. It does not
reproduce all the learning of the course, but summarises the key points. If you need a further
reminder, it tells you which sections of the course materials you should revisit.

How to use this guide
Each part of the revision guide has:
» anintroduction that outlines the topics covered in the section

» a list of key terms you should be familiar with — if there are any that you don’t feel you
know well, work through the rest of the section carefully

» one or more knowledge top-up topics to help you recall the material you have learned and
fill any gaps in your skills and knowledge

» check your knowledge questions to help you to make sure that you have understood and
remembered the learning covered in the section

» a ‘remind yourself’ section which directs you to the appropriate parts of the course
materials if you would like to work through any topics again to complete your learning.

New words are explained the first time they occur. If you come across a word you don’t know,
and it isn’t explained, look in the glossary to find its meaning.
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Getting started

A presentation — or slide show — is a series of slides shown on the computer to present
information to an audience. Microsoft PowerPoint can be used to make presentations that
include text, pictures, charts, sound and animations.

Using PowerPoint, you can make presentations to show on the computer, or to print onto paper
or slides. As well as the presentation itself, you can produce speaker’s notes and audience
handouts from PowerPoint.

Key terms

If your work on getting started with Microsoft PowerPoint is complete, you should be certain
that you know what these terms mean:

4

4

presentation, slide

slide pane, outline pane, notes pane

zoom

template, placeholder, orientation, portrait, landscape
save, file format

Office Assistant.
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Getting started

Knowledge top-up: Starting work with PowerPoint

To start Microsoft PowerPoint, you can:

» open the Start menu and choose Microsoft PowerPoint from the Programs submenu
» double-click on the PowerPoint icon on the desktop or task bar

» double-click on the icon of a PowerPoint presentation on the desktop, in a folder or in the
Windows Explorer window.

If you use either of the first two methods, PowerPoint opens with a dialog box for you to
choose whether to start a new presentation or open an existing presentation:

[&] Microsoft PowerPoint PowerPoint E Ed =1 E3

JE”B Edit View Insert Format 1 [~'Create anew presentation using

Open an existing presentation

More Files. ..

1. \Marketing Demo, ppk
\...1Launch Presentation, ppk
b \Expo.ppt

™ Don't show this dislog box again

OF I Cancel |
ﬂ Start ” J I Microzoft PowerPoint (fjé 11:40
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Getting started

If you want to begin a new presentation, you can start from scratch with a blank presentation
or get help from PowerPoint with the content or design by using the AutoContent Wizard or a
design template. There is more about creating new presentations and using design templates
later.

To open a presentation you have made earlier, click on the radio button beside ‘Open an
existing presentation’ and choose its filename from the list. If you can’t see its name, double-
click on More files. This opens a dialog box for you to find the presentation you want to open.

Dpen [7]x]
Loak in: I@ My Documents j - | o B - Tools =

Word

Annial Presentation. pok
Creating Presentation.ppt
Launch Presentation. ppk
Marketing Demo.ppk

File mamne: I j = Open 'I
Files of bype: IP.II PowerPaint Presentations (*.ppt;j Cancel I

You can move to the place where the presentation is stored either by clicking on one of the
places shown in the pane on the left, or by using the drop-down menu from the ‘Look in’ field
at the top. The panel in the middle shows folders and documents in the current location. You
can open any folders listed here by double-clicking on them.
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Getting started

When you can see the presentation you want, click on its name and then on the Open button,
or double-click on its name.

Knowledge top-up: The PowerPoint work area

The Normal view for a PowerPoint presentation divides the window into three panes:

[€] Microsoft PowerPoint - [Expo.ppt] M=l B3

J File Edit ‘iew Insert Format Tools Slide show  window  Help & =l

1@ Agenda
m The Mission £
m Our Goals
— Hales
— Production —
— Business Exyp
— Strategic Parl

m Gala Dinner a
Entertainment

22 Main Speaker
m Jonathan Stein

| — Head of Marl =| [ Click to add notes e
BE=0s%a | > -

The largest pane, the slide pane, shows the current slide. Your main work on a slide is done in
this pane, including adding text and pictures to a slide.

The pane on the left, the outline pane, lists all the slides and shows their contents in outline
form. The current slide is shown shaded. To move to another slide, making it current and
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Getting started

displaying it in the main pane, click on its slide icon in the outline pane. You can work with
whole slides, moving and deleting them, in this pane.

The notes pane at the bottom of the window is used to hold speaker’s notes on the current
slide.

Menus and toolbars

Like other application windows, the PowerPoint window has a menu bar, toolbars and a task
bar. Buttons are grouped on the toolbars according to their function — so buttons relating to
opening, closing and printing slides are on the standard toolbar, and buttons relating to
changing the appearance of text are on the formatting toolbar.

To choose which toolbars are displayed, open the View menu and move the pointer over
Toolbars. Any toolbar with a tick is displayed already — click on it to hide it. Click on an
unticked toolbar to display it. (If you can’t see the option you want in the menu, click on the
double arrow at the bottom of the menu to show more commands, or double-click the name of
the menu.)

Knowledge top-up: Looking at presentations

You can look at a PowerPoint presentation in different ways, appropriate for different aspects
of your work on it. The buttons for switching between views are at the lower left of the
PowerPoint window:

In order from left to right, these buttons display:
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Getting started

» Normal view (described above)

»  OQOutline view — the outline pane takes up most of the window. This is a good view for
working on the structure of the slideshow.

» Slide view — the slide pane takes up most of the window and the notes pane is not usually
visible. The outline pane is reduced to list just the numbers of the slides so that you can
choose which one to display. This view is useful for detailed work on the text and graphics
of individual slides.

AiviE =0z Al ¥l

»  Slide Sorter view — the slides are shown in reduced form for you to work on the structure
of the presentation. In this view, you can reorder and delete slides and add transition
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Getting started

effects, which control the way one slide is replaced by another when the presentation is

running.
Microsoft PowerPoint - [Expo.ppt]
J File Edit View Insert Format Tools Slide Show \Window Help = |E|5|
J (g | Mo Transition = Mo Effect - W | i | =
F
Ilain Speabiers Dzenda
= looabm Zwmo » Theiiaaon S
— Hewd oF wlrirong = T Juda
E cap - Sl
m Baparacn whrager - Prodieoon
n Ei ubbod - Bumrzm Qaparach
- Head oF Pirarce = Sraxpe Purore rhaps
» toolhooa md Swmwooem
2
=l
¥

EECE T
Slideshow view shows the presentation as it will appear when it is run. You can use it to

review, preview or rehearse a presentation.
Changing the size of the display
The size at which the slide is shown is the zoom. You can change this using the Zoom option

from the View menu or the zoom setting on the standard toolbar:
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Getting started

400%:
300%
200%:
150%:
100%:
79%

B6%s

33%
25%
Fit

m

Actual size is 100%; if you pick a larger number, you will be able to see less of a slide but will
be able to work on fine details more easily.

Changing the zoom settings does not affect how the presentation will look when it is presented
on screen or printed, only how it is shown on screen while you are working on it.

Knowledge top-up: Starting a new presentation

To begin a new presentation when PowerPoint is already open, choose New from the File menu
or click on the New button on the toolbar:

3

If you use the New button, the presentation is copied from the default template. A template
sets up some of the styling and formatting of a presentation, including the colour scheme and
fonts used.

If you use the New option in the File menu, you can choose a different template. There are
several templates, offered under different tabs.
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Getting started

Mew Prezentation K E3

General |Design Templakes I Presentations I

Blank Presentation I |
F\utoContent Wizard
- Presviem

Creates a new, blank presentation

oK I Cancel |

Under Design Templates, you can choose a template that sets up just design options. Under the
Presentations tab, you can choose a template that also provides help with the structure and
content of a presentation.

Whether you start a new presentation from the File menu or New button, a dialog box
immediately appears for you to choose the style of the first slide in the presentation. Again,
there are several pre-set designs to choose from.
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Getting started
New Slide K E3

Choose an AutoLayout: K

Cancel

il

i
i
]
]
Gl

Title Slide

HENRIEE

™ Don't show this dialog box again

[

Most designs have placeholders for items you may need to include, such as titles, bulleted
text, pictures and charts. Placeholders contain instructions telling you how to use them.
Generally, you need to click once on the placeholder and then type the text you wish to use in
that place.

You will use the same dialog box to add extra slides to a presentation while you are working on
it.

Slide settings

Before you start work on the presentation, it is a good idea to choose settings that will be used
for all of your slides. These will depend on how you want to use the slides — settings for a
presentation that will be delivered on screen are usually different from those for a
presentation that will be printed onto transparencies to use with an overhead projector, for
example.
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Getting started

Choose Page Setup from the File menu to make settings for your slides.

Page Setup

Slides sized for:

fon-screen Show

Width:
|24 E cm
Height:
|18 E cm

tumber slides From:

[ =

r— Crienkation

€ Portrait

' Landscape

ralides ———————

—Motes, handouts & outline -

* Portrait
' Landscape

2] %]
Cancel |

Choose how your presentation will be used from the drop-down menu beside ‘Slides sized for’.
For example, you can size slides to show on screen, to print on A4 paper or output to 35 mm

slides.

On the right, set the orientation for the slides and for any notes and handouts. Usually, slides
are shown landscape (horizontal pages) and notes are printed on portrait (upright) pages.

Portrait orientation

Landscape orientation
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Getting started
Knowledge top-up: Opening a presentation

To open an existing presentation, choose Open from the File menu, or click the Open button in
the toolbar:

]

L=
This opens the same dialog box for you to choose a presentation as if you chose ‘More files’
when starting PowerPoint:

Dpen [7]x]
Loak in: I@ Iy Documents j - | Q 'X ﬁ + Tools -

Word

Annial Presentation. pok
Creating Presentation.ppt
Launch Presentation. ppk
Marketing Demo.ppk

i File narme: I j = oOpen -I
weh Folders '
SRRt Files of bype: IP.II PowerPoint Presentations (*.ppt;j Fem] I

Switching between open presentations

You may have several presentations open in PowerPoint at the same time. To switch between
them, click on the button on the task bar for the presentation you want, or open the Window
menu and choose the presentation that you want to make active.
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window Help

Mew Window
Arrange Al
it to Fage

Cascade
MNext Pane  F&

1 Expo.ppk
|T 2 Presentationl

Knowledge top-up: Saving a presentation

In most cases, you will want to save your work to use again later, or to present to an audience.
You should also save your presentation while you are working on it. If you shut down the
computer, or if there is a power failure, you will lose all your work if it is not saved.

To save a presentation, click on the Save button on the toolbar:

The first time you save a new presentation, a dialog box opens for you to give a name for it and
choose where you want to save it.
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Save As EHE
Save in: I@ My Documents j L | Q 'X ﬁf + Tools -

Waord
EXDD-DDt

Slide Shiows, ppk

File: pame: ‘resentationl j n Save I
Save as bype: IPresentation *.ppt) j Cancel |

You can choose a place to save the presentation either by clicking on one of the places shown
in the pane on the left, or by using the drop-down menu from the ‘Save in’ field at the top.

The panel in the middle shows other presentations saved in the current location. You can open
any folders listed here by double-clicking on them. Type a nhame for the presentation and then
click on Save.

If you make further changes to the presentation, clicking the Save button saves it with the
same name without opening this dialog box. The new version replaces the previous version of
the presentation in the same place on your disk.
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Saving a presentation with a different name

If you want to save your presentation with a new name, or in a different location, use the Save
As option from the File menu. In the dialog box, type a different name for the file, or choose a
new location, and then click Save. The original copy will remain in the first location.

Saving a presentation in a different file format

Presentations can also be saved in several other formats, including as pictures, templates to
use as the basis of other presentations and as web pages.

To save a presentation in one of these formats, choose the format you want from the drop-
down menu beside ‘Save as type’. If you choose to save the presentation as a template, the
default location changes to the folder used to store templates. Don’t change the location, or
your template will not be displayed with the others when you start a new presentation.

Knowledge top-up: Changing personal settings

You can change PowerPoint’s behaviour in some ways to reflect your own preferences. To do
this, choose Options from the Tools menu. The dialog box has tabs for different types of
settings.

To change PowerPoint to show your own name as the creator of presentations, click the
General tab and type your own details in the ‘User information’ area:
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Options

view General |edt | Print | Save | Speling and style |

—General options

™ Provide feedback with sound to screen elements

™ Recently used file list: I_E entries

Link sounds with file size greater than IlDD E kb

—User information

Mame: ILee Fokerts

Initials: ILR|
web Oplions. ., |

oK I Zancel |

You can also use this dialog box to change the default location for saving files. This option is on
the Save tab.

Knowledge top-up: Getting help

Microsoft Word has a Help system to help you to find out how to use the application and the
features it offers. To start the Help system, open the Help menu and choose Contents and
Index.

You can use the Help system in several ways:

» look through the list of contents — click on the Contents tab and look through for the topic
you want; click on a topic to open a more detailed list of subjects relating to it
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» find a related word in the index — click on the Index tab and scroll through the list, or
type the word you want to look for in the space at the top

» search for the topic you want — click on the Search tab and type the word you want to
look for.

When you can see the topic you want listed, double-click on it in the left-hand pane to open it
in the right-hand pane. The Help system has hyperlinks so that you can jump between related
topics.

Alternatively, you can use the Office Assistant. This is an animated character that appears on
the desktop. To display it, choose Show the Office Assistant from the Help menu or click this
button on the toolbar:

2)

Click on the assistant to see its speech bubble, and then type a question into the field.

i T
What would you like to do?

¢ ‘What formatting is applied
when you copy bext
between documents?
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When you click Search it will look for information on that topic and offer a list of suggestions;
pick a suggestion to see the help for that topic.

Knowledge top-up: Finishing work
When you have finished using a document, save it and close it using Close from the File menu

or clicking on the close icon in the top right-hand corner of the window.

There are two close icons:

x|
Clicking on the lower one closes the presentation but leaves PowerPoint open. Clicking on the

upper one closes the presentation and shuts down PowerPoint. You can also close PowerPoint
by choosing Exit from the File menu.

Check your knowledge

Make sure you’ve understood and remembered the learning in this section by answering these
quick questions. The answers are at the end of this section.

-_

Which option would you use to change the user name shown on PowerPoint presentations?
User Information in the Tools menu

PowerPoint Options in the File menu

O 0O O

Options in the Tools menu
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Which of these buttons would you use to show a PowerPoint presentation in slide sorter
view?

-
=
15|

oo
oo

Where is the pane which shows the structure of the presentation?

on the left of the window

at the bottom of the window

on the right of the window

at the top of the window

Which statement about saving presentations is TRUE?

A PowerPoint file can only be saved as a presentation or a template

To save a presentation with a different name, you need to pick Save As from the File menu

If you choose Save from the File menu instead of using the Save button, the dialog box
always opens.
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Remind yourself

If you want to do more work on any of the topics covered here, use the section Getting
started. To find out more about:

»

starting work with PowerPoint — work through the sections About presentations and
Introducing the PowerPoint work area

the work area — work through the sections Introducing the PowerPoint work area and
Menu and toolbar basics

looking at presentations — work through the section Working with multiple presentations
starting a new presentation — work through the section Starting a new presentation

opening a presentation — work through the section Creating text slides: Working in
Outline view

saving a presentation — work through the section Saving presentations
changing personal settings — work through the section Changing your personal settings
getting Help — work through the section Using the Help system

finishing work — work through the section Closing the presentation and application.
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Check your answers
1. You would need to use Options in the Tools menu.

2. You would need to use this button:

oo
oo

3. The outline pane on the left of the window shows the structure of the presentation.

4. To save a presentation with a different nhame, you need to pick Save As from the File
menu.
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Creating text slides

Slides in a presentation may contain text, pictures, animations, sound and video. Almost all
presentations contain at least some text slides.

Key terms

If your work on creating text slides is complete, you should be certain that you know what
these terms mean:

» placeholder
» alignment, justified
» bullet

» outline view.

Knowledge top-up: Adding slides

To add a new slide to a presentation, choose New Slide from the Insert menu or click on this
button on the toolbar:

45

A dialog box displays for you to choose the style of slide; it is the same dialog box that opens
for you to choose the first slide of a new presentation, except that a different style of slide is
selected. The default slide style has placeholders for a title and a bulleted list of points:
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Creating text slides

..........................................................

Knowledge top-up: Adding text to a slide

A new slide can have placeholders for text of different types, graphics or a chart. To enter text
into an area of a slide that has a text placeholder, click in it once and type the text you want.
It will replace the default text.
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Creating text slides

Title
placeholder

__________________________________________________________

Subtitle placeholder

Text is automatically formatted with default styles according to the type of placeholder. You
will find out how to change these styles later.

Once you have added text to a placeholder, you can edit it by clicking in the placeholder and
adding more text, or selecting text and typing new text to replace it. You can also add styling
to text, or move, copy or delete it. There is more about this later.

You can select text to work with by:
» dragging over it with the mouse pointer

» clicking at the start of the text you want to select, then holding down the Shift key and
clicking at the end of the text

» double-clicking to select a word
» triple-clicking to select a paragraph.
In addition:

» holding down the Ctrl key and clicking in a sentence selects the whole sentence
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Creating text slides

» clicking on a bullet character selects the whole bulleted paragraph.

Knowledge top-up: Working with placeholders

When you click on a placeholder, it becomes active. You can select and edit text in the active
placeholder.

Moving a placeholder

To move a placeholder to a new position on the same slide, click on it and then on its border to
select the placeholder itself. The shading pattern of the border changes when you do this.

o Create a slide show s
by

Move the placeholder by dragging the border, or by using the arrow keys on the keyboard to
move it in small steps.

Resizing a placeholder

Select the placeholder and use one of the handles on its sides to change its size.

= = =
E Create a slide show
[CH o} ]

» Dragging a handle in the middle of the right or left side changes only the width of the
placeholder.
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Creating text slides

» Dragging a handle in the middle of the top or bottom border changes only the height of the
placeholder.

» Dragging a corner handle changes the height and width at the same time, keeping the
same proportions.

Text adjusts automatically to fit inside the re-sized placeholder.

Undo and Redo

If at any point you make a mistake while working on a presentation, click the Undo button to
reverse the last action:

KT

If you change your mind, you can click the Redo button to undo the change:

(']

Knowledge top-up: Moving and copying text

To re-arrange or copy text within a slide or presentation, or even between presentations, we
use the clipboard — an area of the computer’s memory for storing part of a file for a short
time.

Before you can move or copy text, you need to select it.

» To move text, first click on the Cut button, choose Cut from the Edit menu, or press the
Ctrl and X keys to cut the text from the slide and store it on the clipboard

&
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Creating text slides

» To copy text, first click on the Copy button, choose Copy from the Edit menu, or press the
Ctrl and C keys to make a copy of the selected text and store it on the clipboard.

» Use the outline pane to display the slide on which you want to put the text and click

where you want to insert it.

»  Finally, click the Paste button, choose Paste from the Edit menu or press the Ctrl and V
keys to paste the text from the clipboard into the slide.

&
(You can also right-click to show a menu offering Cut, Copy and Paste.)

You can use Cut, Copy and Paste to copy or move text within a slide, between different slides
in the same presentation and even between presentations.

You can also move or copy text within the same presentation using drag and drop. To do this,
select the text, move the pointer over it and then press and hold down the mouse button while
you drag the selected text to where you want it. If you hold down the Ctrl key while doing this,
the text is copied. If not, it is moved.

In the slide pane, you can use drag and drop only to move text on the same slide. In the outline
pane, you can use it to move or copy text between slides.

Knowledge top-up: Text alignment and spacing

You can change the horizontal alignment of text in the active placeholder using the buttons on
the toolbar or the options displayed by Alignment in the Format menu:
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Creating text slides

= align Left Chrl+L
Center Ctrl+E
Align Right  Ckrl+R

([

In order, they change a paragraph to be:

» left aligned: all lines start at the left-hand edge of the placeholder
» centred: all lines are centred in the placeholder

» right aligned: all lines end at the right-hand edge

» justified: all lines start at the left-hand edge and words are spaced so that the lines all
end at the right-hand edge.

The first three options are also available on the standard toolbar.

To change the vertical alignment (the position of the text between the top and bottom edges
of the placeholder), you need to use the placeholder format dialog box.

To display this, double-click on the placeholder border and choose Placeholder from the
Format menu. Use the Text Box tab to set the text anchor point. You can set it at the top,
middle or bottom of the box, and it can also be horizontally centred.
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Creating text slides

Format AutoShape

Colors and Lines I Size I Position I Picture

Text anchor point: ITop

Internal margin

Left: IEI.25 cm 5‘
Right: |u.25 om 5‘

[v word wrap text in AukoShape
[ Resize Autashape ko fit text
[~ Raotate kext within Autoshape by 90°

Ok I Cancel | Previgw |

The space between lines and paragraphs is set using Line Spacing from the Format menu:

—Line spacing ———— oK I
|ﬂ E ILines j

—EBefore paragraph
fo.z & [nes =]

—After paragraph

CZancel |

Preyien |

You can also set the spacing before and after paragraphs with this dialog box.
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Creating text slides
Knowledge top-up: Working with lists

By default, points on a standard PowerPoint slide have bullets. You can remove the bullets
from all points at once by clicking on the border of the placeholder and then on the Bullets
button on the toolbar.

You can add bullets to unbulleted text in the same way.

To change text to a numbered list, use this button:

Iz —

To change the style of bullets used, choose Bullets and Numbering from the Format menu and
pick a new style from those shown on the Bullets tab.

Bullets and Mumbering
Bulleted |Numbered I
o . —
Hone & "
o . —
— o > v
— o > v
o— | = > v
Size: ITU E % of kext  Color: I_ 'I Pickure. .. | Character,.. |
OF I Cancel |
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Creating text slides
Use the styles on the Numbering tab to change the style of humbers used in a list.

To change the space between items in a list, click on the placeholder border to select all the
text in the placeholder and then use Line Spacing from the Format menu to adjust the spacing
before or after paragraphs.

Knowledge top-up: Working in outline view

When you need to work on the structure of a presentation, or move text around between
slides, you need to work in the outline pane or in outline view. Outline view devotes more of
the PowerPoint window to the presentation outline and is the most convenient.

In the outline pane you can select

» an entire slide by clicking on the slide icon beside the title of the slide

» aline of text by clicking to the left of it.

The Outlining toolbar contains useful buttons for working in the outline pane. Display it from
the Toolbars submenu in the View menu.

Reorganising text and slides

You can move text around the same slide or to a different slide by selecting the line of text in
the outline pane and dragging it to a new position.
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Creating text slides

You can move a whole slide in the same way, by selecting it and dragging it in the outline

pane.

You can also use these buttons in the Outlining toolbar to move text or slides up or down in the

order of the presentation:

+
+

To delete a slide, select it and then press the Delete key on the keyboard.

To add a new slide, click at the end of the text on the preceding slide and then click the New
Slide button on the toolbar. This opens the dialog box for you to choose a format for the slide.
If you want the slide to be the same type as the previous slide, hold down the Shift key when

you click the New button and a new slide will be created without first opening the dialog box.
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Creating text slides

Check your knowledge

Make sure you’ve understood and remembered the learning in this section by answering these
quick questions. The answers are at the end of this section.

1.

OO Oooo® 0oaoao

O

How would you move a placeholder?

Click on the border and then drag the border

Click inside the placeholder and then drag it from the middle

Click in the placeholder and then drag a handle in the middle of one of the sides
Which statement about adding new slides is TRUE?

To add a new slide, you need to click on the New button

A new slide is always added before the current slide

To add a new slide, you need to click on the New Slide button

You can’t add a new slide in outline view

Which way will NOT work to move a slide within the same presentation?

In outline view, click on the slide’s icon and then drag it to where you want it to be

In outline view, click on the slide’s icon then press the Delete key; click on the slide after
where you want to put the moved slide and click on the Paste button

In outline view, click on the slide’s icon then use the up or down arrows on the Outlining
toolbar to move the slide to where you want it
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Creating text slides
Which handle should you drag to make a placeholder taller but keep the width the same?
one in the middle of the left or right side
one in the middle of the top or bottom

one in a corner.

Remind yourself

If you want to do more work on any of the topics covered here, use the section Creating text
slides. To find out more about:

4

»

4

adding new slides- work through the section Using bulleted and numbered lists
adding text — work through the section Working with placeholders

working with placeholders — work through the section Working with placeholders
moving and copying text — work through the section Moving and duplicating text

text alignment and spacing — work through the section Changing alignment and line
spacing

working with lists — work through the section Using bulleted and numbered lists

working in outline view — work through the section Working in Outline View.
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Creating text slides
Check your answers
1. You would need to click on and then drag the border of the placeholder.

2. To add a new slide, you need to click on the New Slide button.

3. Clicking on the slide’s icon then using Delete and Paste will not work; if you press the
Delete key, the slide is not stored on the clipboard, so it can’t be pasted back in.
4. You need to drag one in the middle of the top or bottom.
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Changing the look of slides

It is important for a presentation to look as good as possible so that it fulfils your needs. To
improve its appearance, you may well have to make changes to how a presentation looks after
you have created it. You can make changes to small sections of text, or change the styles and
colours used by the whole presentation.

Key terms

If your work on changing the look of slides is complete, you should be certain that you know
what these terms mean:

» slide layout

» formatting, bold, underline, italic, shadow, font, point, case
» design template

»  Slide Master

» footer, header

» border.

Knowledge top-up: Changing slide layout

You can use the same dialog box used to choose a layout for a new slide to change the layout
of an existing slide. Display the slide you want to change, then choose Slide Layout from the
Format menu and pick a new layout.
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Changing the look of slides
Knowledge top-up: Changing the look of text

Applying formatting to text changes its appearance. PowerPoint offers many options for
changing the look of text.

Make selected text bold (B), italic (I), or underlined (U) or add a shadow (S) using these
buttons:

B r u s

Choose a font (lettering style) using the drop-down Font menu:

T arial -
T Arial Uricode M5

T Eatang o
H M35 Mincho

T PMingLiL

H SimSun

F Tahoma
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Changing the look of slides
Text size is measured in points. There are about 72 points to an inch.
If you prefer, you can use these buttons to increase or decrease the size of text in small steps:
A A
To change the colour of text, you need to use the Text Color button on the Drawing toolbar.

Display this toolbar from the Toolbars submenu in the View menu. Click on the button and pick
a colour for text from the palette, or look at the extra colours displayed by More Font Colors.

|! Automatic |
OINEEENECON

More Font Colors...
[~ >
NI K

You can also make any of these changes to text, and make other settings, using the Font dialog
box. Choose Font from the Format menu to display it.

If you apply changes without selecting text, all text in current the placeholder is affected.

Changing case

You can change the case of text (capital letters or small letters) without retyping it using the
Change Case option in the Format menu. This displays a dialog box for you to choose the new
format:
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Changing the look of slides

Change Caze HE

" Sentence case.

" UFFERCASE
' Title Case
(o LOGEGELE cASE

oK I Cancel |

Knowledge top-up: Using design templates

PowerPoint is supplied with a wide range of design templates. These set styles for all aspects
of a presentation, including background colour or pattern, text colours, font styles and text
size. To pick a style for your presentation, choose Apply Design Template from the Format
menu. The gallery of templates is displayed in a dialog box.

Apply Dezign Template H

Loak in: I[:lPresentationDesigns j - | @ > % + Tools »

. Azure.pok
Bamboo,pot
Blends. pot met
Blueprint.pat Im

Bold Stripes.pot mmy nibh euismo d
Cackus, pat
Checkers, pot
Citrus. pot
Dad” s Tie pok
Expedition, pot ﬂ

File name: I j = Apply I
Files af Lype: I Diesign Templates (*,pak) j Cancel |

Larem lpsum
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Changing the look of slides

When you click on the name of a template in the list, a preview of it is shown in the pane on
the right.

Knowledge top-up: Using the Slide Master

All slides in a PowerPoint presentation are copies of a Slide Master — a special slide which acts
as a template for all others in that presentation. Using the Slide Master, you can make your
presentations consistent throughout, with the same formatting and elements on all slides. Any
changes you make to the Slide Master are reflected in all the other slides in the presentation.

To work with the Slide Master, open the View menu and choose Slide Master from the Master
submenu.

e e T PP E LR
........................................................ o

= Click to edit Iaster text styles
! — Second lewel
* Third larel
= Founh leed
= Filth leed
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Changing the look of slides

Any text or graphics you add to the Slide Master will appear in the same place on all the other
slides. If you change the background colour, or the colour of any element on the Slide Master,
it will also change on all other slides.

To add a picture to the Slide Master, open the Insert men