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* The PowerPoint Ribbon contains the commands that you need to complete a task

* The Ribbon is composed of tabs (File, Home, Insert, Design, Transitions, Animations, Slide Show, Review,

View etc.) Each of these tabs relate to a specific type of activity

* Each tab is organized into groups of commands with a similar/complementary function
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Within the File
tab, we will find several

P tat a
e basic commands such as Save,
Save as, Open and Close
2 f we click on Info, we will
Protect Presentation find the Permissions section, in
pmit Control what types of changes people can make to this presentation, Wh|Ch We can create a password
Presentation~ for the document
| tP tati 3 i i
@ nspect Presentation Under Print we find all the
Before publishing this file, be aware that it contains: . . e
Chack o Document properties and author's name options related to printing. We can
= select whether we want to print all
slides or just a specific part of the
—u] Manage Presentation document
C)\ Check in, check out, and recover unsaved changes.
Managle 1] There are no unsaved changes.
Presentation =

By clicking on Options, a
dialog box opens. We are able to
select some of the user interface

Account

Options

options, the type of proofing to be
applied, saving options, language
options and advanced options
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Insert Design Transitions Animations Slide Show View Q' Tell me what you want to do
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Pﬂftf! Format Painter Sﬁ;v, 5 Section ~ B I U §axd-Aa A Convert to SmartArt
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1 The Home tab contains some 2 Cut, Copy and Paste are 3 A large part of the
of the most frequently used probably the three commands functionalities necessary to
commands in PowerPoint that you will use every time elaborate text are included here

when you open PowerPoint as well, including: Font, Font Size,
Bold, Italic, Underline, Bullet
Points, Text direction, Text
position, Text alignment, etc.
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Design Transitions Animations Slide Show Review = @ Tell me what you want to do Sign in 2_ Share

QDEE+@@:IPE||IﬁSt°'E t:D‘qEG‘)@ﬂ: E‘D-w

Mew = Table Pictures Online Screenshot Photo | Shapes SmartArt Chart .‘Myﬁ\dd-ins - | Hyperlink Action = Comment  Text Header WordArt Date & Slide Object Equation Symbol | Video Audio  Screen
Slide = = Pictures = Album = = Box & Footer = Time MNumber = = =~ Recording

Slides | Tables Images INlustrations Add-ins Links Comments Text Symbols Media -

The Insert tab allows us to add various objects to our PowerPoint slides:
* Tables

* Images

* Shapes

* SmartArt graphs

* Text Boxes

* Header & Footer

* Slide numbers

* Equations

*Video, etc.
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Home Insert Design Transitions Animations Slide Show Rewview
Slide Farmat

e— o e T et =
Size = Background

Themes Variants Customize

The Design tab contains the basic slide formatting tools.
Themes are an easy way to design a whole slide show. Every slide in the presentation will change to
match the background, font, colors, and effects that are preset for each theme
The good point about themes is that they are easy, quick and make your presentation look nice

The bad point about themes is that there are only four or five really good ones to choose from, and
everyone repeatedly uses them

Home Insert Design Transitions Animations Slide Show Review = i Tell me what you want to do
SRS & B 4 = = o |
Preview Mone Morph Cut Fade Push Wipe Split Reveal Random Bars Shape -| FEffect
Options
Preview Transition to This lide

The Transitions tab enables users to change slide transitions, set different properties or timings for the

transitions of their slides and generally adjust their preferences relating to slide transitions
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Home Insert Design Transitions Animations Slide Show Review View Tell me what you want to do

%M Animation Pane

) Trigger
Preview Effect Add

- Options AT e Animation Painter
Preview Animation Advanced Animation

By using the Animations tab you can make just about any object move in and out, and fly around in almost
any way that you can imagine

Animation effects are often used for entrances and exits of objects

File Home Insert Design Transitions Animations Slide Show View 0 Tell me what you want to do

I I =T i I ] . .
LI® “II‘ |l@| E.Er Eklgr @ .’ﬁ) Play Narrations I:él_'| Meonitor:  Automatic -
- . . — ¥ Use Timings
Frorr? From . Prgent Custom 5lide .Set Up H!de Rv.?hv??arse Record Slide S _ 7| Use Presenter View
Beginning Current Slide  Online~  Show~ Slide Show Slide  Timings  Show~ Show Media Controls
Start Slide Show Set Up Monitors

The Slide Show tab contains tools that control the Slide Show’s presentation
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Masters

Home Insert Design Transitions Animations Slide Show Review Vi Q' Tell me what you want to do
ABC ﬁ) % éﬁ’# '|'| E - Previous
‘/_ A _ Next
Spelling Thesaurus | Smart | Translate Language Mew  Delete Previous Mext Compare Accept Reject o
Lookup = = Comment Commenis = Reviewing Pane
Proofing Insights Language Comments

Compare

review” functionalities here

The Review tab enables you to proofread your PowerPoint files. In addition to that, you will also find the
“comment” and “review”

Home Insert

Design Transitions Animations Slide Show Review vant to do
[=] = == ~ e b Ruler = . Calor '1 E Arrange All
N S=l== [_ _] =i - = Q = D
] ] ] ] Gridlines ] &= Grayscale %Cascade
Mormal Outline Slide Motes Reading  Slide Handout Motes ) Motes = Zoom Fitto )
View Sorter Page View  Master Master Master Guides Window mm Black and White Wlndow [52 Move Split
Presentation Views Master Views Show Ta Zoom

Color/Grayscale Window

The way you see your presentation can be customized in the View tab. Inside of this tab, we have all the

Slide Master options. Zoom, Color, Window and Macro options could be found here as well
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2. Spacing within PowerPoint slides
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Content

S IStcanesrs, Z012

_________________________

The slide that we see on the
left is well organized for
several reasons:

* A reasonable amount of
blank space is left between
its content and its outer
borders

*The title and the content are
well aligned

*The slide is not cluttered as
an adequate amount of
blank space separates the
title, the content and the
footer elements

10
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What drives company value?

Given that a company's value is a function of its future cash flows we need to determine
what drives future cash flows. In order to determine that, we have to make the following
comparison:

Two functions drive a firm's value in the future and
these are:

\ Growth

,'? Profitability

Operating cash
flow

Revenues Expenditures Investments

.r‘_1_"=.‘
T

Why profitability? T

= Bigper slzs = LEme ElZ8
*  ZE3me conversion ratio Stromger conversion ratin

Higher future cash flows, higher valuation and significantly higher interest from
potential buyers of the company due to increased earnings perspectives

This slide has several flaws from a

formatting point of view:

*|t is cluttered — there is too much
content/the content is not well
organized

*Some of its elements are not
aligned (see the title and the
paragraph below it)

*No blank space separating the
content from the slide’s outer
borders

eIt is quite difficult to understand
the logical flow of the information
that is presented

Structure is critical if you want to
create quality and professional
output

11
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p tationd - Mi ft P Point idli
i i Gridlines are a useful tool that

Animations Slide Show Review View Developer Muance PDF .
O] Ruter T cotor] Sl Seeeen 0o = allows us to get a better idea of
| Gridlines A &= Grayscale - -E Cascade — SpaC|ng |n PowerP0|nt_
Zoom  Fitto New Switch Macros
r | [ Guides Window | mm Black and White | window =3 Move Split  windows ~
Show 7] Zoom Color/Grayscale Window Macros
Cridlines (Shift=F3) | | | | | In order to enable Gridlines, we
Turn on gridiines to which you can | : | : | have to open the “View” tab and

align objects in the document.

..... click on Gridlines.

We can use Gridlines when we
need to determine whether two
objects are symmetrically
positioned.

12
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Typically, the content of slides in business presentations is organized in one of the following
ways:

]

Srag Braure Trrine ]
]

| Future Growth Prospects

365 alll Careers Comparison: Australia & UK 365 il Careers

South American Market e iR el d
e A e I - ez pizns to s cpersns e
Nmeriangs, SpEn a0 1 e
« The firn hzs already cquined some limeed
experience rom s Joint Venture i Brazil - The finm hzs Soquired experknce o RS
L

« The Soum Amerian Market I expecied 10 grow BT R e
dougle figures I B ned 5 jears

Australia

Kinemax Growth

Prospects
Penetration in existing Markets Extension of offered Services

i
o o 00,000
+ Clnemay willkely 20 up Rz 2ot 0 soliaty s . -
leagersnip postion In e markets, Inwhich e P - i g i
company s already present . EEE
— « Similar senice e reiforce Bs Image 35 Te L und Sterling
e . Foo N place 1o be for cAlkires In e “unoer 14" segment

United Kingdom

Full Page Horizontal Half Page

The whole slide represents a single page The slide is divided in two horizontal parts

13
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Typically, the content of slides in business presentations is organized in one of the following

ways:

G S Trmere Sanen Foma o o . m Sy e
Fogrr argmten [
| Financials at a Glance 365 1l Careers
i Friz iz ]
£in milian ot Ant Ast FYILPAZ FIZFAE Ravanuss devsiopmant
Tremareas IR TEEr T a——— - MeTECs Tmefuss egenencsd 3 coudle oigh
e e 1025 1135 1383 wm e growsn Broughodt e period under araljsls
] C¥ T - oI chemz a0 OMEr TEVETMEE gTEW Dy mOne
Costot Smies ek N 8] 2m  mam mE 10%, BRUgN OMET TEUEURE ounEced
Tross Margn T EEEE ] CE ST M2 growsn of chema reenuss (16% v 11%)
Cosraing epenses (353 (405 (458 T - Mssim: mE me compEs rmenUE M
51 317 CTTETE hemding w2 505 sait p =
‘Operafing CashFow 181 225 241 T ams Omer reenues
= Gross Margin
e = = o= - Higner revenues transterred 19 3 igRer Gross
e v anm a. ™ sam Margh % (227% FY11 W 255% nFY13)
Grom Margn % = =™ ame - Kmemax s able o sell Bs prooucts 3t 3 good
= ™ am margh
e crn T = mamm o mam - Gnoss Margin % could e furer moroved By
Fe venus & and & M2 de v lopm ent: Fy 11-Fy13 ramping up e Imesiments I Turkey and Brazll
EBITDA
won b - Kmemax Improved Rs ESITDA margi 25 well i
- e pariod under analysis (from 7.6% I FY11 o
g Foan g i 103% nFY13)
£ oo w28 QAN . 240 - Cpersting epenses did not Increase 35 festas
H . Zross Margh, Pus ESTDA beressed
g = 2.6 168.1 i Cash Conversion Ratio
oo 136.3 . . L onom - The ratio between Operating Cash Flow and
Bt Friz Fr13 ESTDA waried betwesn 76 2% 200 843%
&l Al Al — Rwas lower InFY13 due o Inestments I new
— Clremareye e m— P TeuerAe s ———Grors Margin % prefsts
@ 385carsers,

comments on the right side)

- Vertical Half Page

The slide is divided in two vertical parts (a
table and a chart on the left side and text

| Premium breakdown

365 all Careers

=GP =HWP

WOWP mNWP

e P 1IN IS

mGEL mOthercosts

- Quarter Page Structure

The slide is organized as four pages

14
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| Keyboard shortcuts

Keyboard shortcuts are the favorite tool of
experienced users. They allow you to save a lot of
time, especially when the number of operations
to be carried out on a specific slide is substantial.

There are two main types of shortcuts:
* The ones involving the Ctrl key
* The ones involving the Alt key

We can easily find many keyboard shortcuts by

Insert Design Transitions Animations Slide Show R
| G 5

i =) Do~ " L : using the Alt key. By pressing Alt (without
e e mﬁ:j‘ holding), we can activate the Tabs of the
Cipboard Stides Font PowerPoint Ribbon. Then, we can click the letter

1 corresponding to the tab that we want to open
and subsequently select the command that we
need.

16
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Control shortcuts are slightly different than Alt
Shortcuts.

The Ctrl key must be held down, while pressing
the other keys that are part of the shortcut
sequence.

Therefore, when using Ctrl shortcuts, we have to
know them by hard, while Alt shortcuts allow us
a moment of hesitation.

Examples of Control Shortcuts:
Ctrl + C = Copy

Ctrl + X = Cut

Ctrl + V > Paste

Ctrl + G = Group

Ctrl + Shift + G & Ungroup

17
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| Adding Quick Access Toolbar buttons

Prasnta Quick Access Toolbar buttons are a
good way to save time and have the
Info most frequently used commands only a
single click away.

Protect Presentation

} Control what types of changes people can make to this presentation,
Prsemtaion There are a few steps that you need to
carry out in order to add commands to
P~ Inspect Presentation H
C';\zl;; EBefore publishing this file, be aware that it contains: your Qu'Ck Access Too'bar.

Document properties and author's name
Issues ~

1
Open the File tab

—rj Manage Presentation

Q Check in, check out, and recover unsaved changes.
Managle ] There are no unsaved changes.

Presentation -

2
Click on Options

Account

Options

3
Click on Quick Access Toolbar

Add the commands of your choosing

19
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Quick Access Toolbar buttons are a

:EN::EI E.}. General options for working with PowerPoint. gOOd Way tO save tlme and have the
rocfing

- User Interface options most frequently used commands a
Language | Show Mini Toolbar on selection (& Slngle CIICk away'

Advanced | Enable Live Preview (&

There are a few steps that you need to
carry out, in order to add commands to
your Quick Access Toolbar.

rsonalize your copy of Microsoft Office

. . ScreenTip style | Show feature descriptions in ScreenTips =
p s’
ot

< Quick Access Toolbar
.

S ET—

Trust Center Initials:

User name: |NewF'C

Always use these values regardless of sign in to Office.

Office Theme: | Colorful -

1
Open the File tab

2
Choose commands from: (& Customize Quick Access Toolbar: (D Clle on OptlonS

Popular Commands A | For all documents (default) -
<Separator> ] B Align Objects Left

Action Settings
Add a Hyperlink
Add Animation
Add Table
Animation Pane
Animation Styles
Bring Forward
Bring to Front
Bullets

Copy

Cut

Decrease Font Size
Draw Table

Mz Varkical Tawk Bas

AR > & 11107 G EH ¥ P

= Align Objects Center
5| Align Objects Right
o0 Align Objects Top

ile  Align Objects Bottom
0= Distribute Herizontally
l;:l Distribute Vertically
tE‘E Group

3
Click on Quick Access Toolbar

4
Add the commands of your choosing
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mw e O S

Insert Design Transitions Animations Slide Show Review
o - - - -— 11— —
B it [Hlayout~ i (Body) ~|14 ~|A A | B Z.i=- 3=
g Copy . ] Reset
aste ew AV . - - (.= = = | ==
- ¥ Format Painter  gjige~ 0 Section~ I U S aeS-Aa e - - |
Clipboard Fa Slides Font P

Once you’ve added Quick Access Toolbar buttons, you will be able to find them in the upper left part of

your screen.

Quick Access Toolbar buttons are a good replacement of shortcut sequences and are much easier to use

21
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| Using Quick Access Toolbar buttons as shortcuts

é =

Transitions Ammations Slide Show

':th I:ll—ﬂ}"ﬂ'ut" |:3|||:|r| I:El:ld}r:l . 14 . A.t AT %' EE - EE - E
Copy ] Reset
Paste i | Wi, BIT U SN A EEE=E=E =

»

Insert Design Slide Show
N G C — B/\
i g
' Lg &

SetUp  Hide  Rehearse Record Slide

| Play Marrations

| Use Timings

wfl Clhrsar bladia Tanteal

Fram Fram Present Custom Slide

Quick Access Toolbar Buttons and Keyboard Shortcuts can be combined in an interesting way.

As we already saw, the Alt key activates the Tabs of the PowerPoint Ribbon. In addition to that, the Alt key

activates the Quick Access Toolbar buttons that we have created as well.
For Example, in the screen that we have above, the following shortcut sequences can be used:

Alt +1 - Align Left Alt + 2 — Align Center  Alt + 3 — Align right, and so on.

22
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| Aligning objects

Very frequently we need to align two or more objects. The way to do that is the following:

1 4
Select the objects that have to be aligned Select Align
2 5 : . . :
Open the Home tab Choose the direction, in which you would

3 like to align the objects
Click Arrange

nimations Farmat '/ Tell me what you want to do

o= pe A - -
PR e = E' l]:lTartDlrectlon Sy [N 3 y) DD Of ﬁshapeﬁl\ AP Find
[,]AIignTert' &—L—L,Eb v (5~ o Q“')k ZShapeDutline' fgcRep\ace <
AV - - | =EB==| =~ . Arral uic
$ &5 ha 4 — - =TT Convert to SmartArt % RIANIRE 1k vnge Styles~ £ Shape Fffects - [ Select~
Font ] Paragraph ] Order Objects ) Editing

T, Bring to Front
DD Send to Back

.1 Bring Forward

O Send Backward

Group Objects
E‘E Group
I

Position Objects

[z Align 4 Align Left

“Ah Rotat: 3

b Rotae Align Objects Left
EQ Selection Pane... Align Right

Align Top

Align Middle

|+ it | FE

=
3

Bl

v Align Bottom

Align to Slide
v Align Selected Objects

24
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Spacing

Toolbar
Shortcuts buttons
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Slide
Front

Adjusting

Alignin Format Working
gning Shape with text size Masters
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A much simpler alternative is to use the Quick Access Toolbar buttons once you have added

them.

=2 X Cut

& 5

LI 1™

Insert Design

Eltayout= i (Body)

CS
Animations

Anet s

-8 | A A

: D e Copy ~ 1] Reset
aste ew AV . ;
= Format Painter | glide~ [ Section~ B I U § s~ Aa
Clipboard ] Slides Font
1

2 Presentation] - PowerPoint

Slide Show

be

A

F]

Drawing Tools

Q- Tell me wh

Farmat
“ﬁ Text Direction =
[5] Align Text -

=" Convert to SmartArt

1
Select the objects that you

Review View

=

A
4

would like to align

Paragraph

2
Press the Align command
within the Quick Access Toolbar

25
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The Format Shape menu is one of the most important features of PowerPoint. It allows us to
carry out many operations, which shape an object’s appearance in a variety of ways.

In order to open the Format Shape

menu, we have to do the following:

* Select a shape

* Right-click on it
* Click on Format Shape

o

Style Fill  Outline

Cut
By Copy
a'|3 Paste Options:
il e
0O Ll
Edit Text
=" Edit Points

Hyperlink...

© ®

Smart Lockup

Save as Picture...
Set as Default Shape
Eﬂ Size and Position...

% Format Shape...

= Mol

27
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| Format Shape 365 nll Careers

Format Shape v X
Shape Options  Text Options

There are a number of properties that
can be adjusted for a given object. All
features are grouped in two main {) C? 1
categories

*  Fill settings b Fill 0

* Line settings b Line e

28
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Insert Tables

For example, Fill allows us to modify
the color of an object’s fill — the interior
of the shape that we have selected.

* |If we select No fill, then the interior

of the box will become transparent
(1)

Solid fill is the default option on
PowerPoint. We can select a color
that will fill the box (2)

Format Shape
Shape Options  Text Options

H O =

4 Fill

Mo fill

* Solid fill
Gradient fill
Picture or texture fill
Pattern fill
Slide background fill

Color

Transparency | 0% -

 Line

29
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Format Shape =
Shape Options  Text Options

CIROR -

4 Fill

The Transparency of the applied colors No fill

can be adjusted by using the

transparency percentage scale.

* Solid fill
Gradient fill
Picture or texture fill
Pattern fill
Slide background fill

Color & =

 Line

30
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| Format Shape — Line settings

Line Color settings allow you to modify I Fill -
the external border of the selected 4 line
shape. ol

* Solid line

The options that we have here are very
similar to the ones that we saw in the

Gradient line

Fill section. We can modify the line’s Colar D
colc?r by choosing one of the following Transparency | . -
options: .
: Width 1pt :

No line =
Solid line (with or without a degree Compound type =~
of tra' nspa.rency) Dash type = -

Gradient line

Cap type Flat "
Join type Miter =

Eegin Arrow type

Begin Arrow size

31
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| Format Shape — Shadow

Newly created objects in PowerPoint do
not have a shadow by default. We can
add a shadow effect by opening the

Format Shape vx
Shape Options  Text Options

GO

Shadow settings

F|

The shadow effect can be customized Shadow

by adjusting some of the following Presets 0~

functionalities: Color -
Preset type
Color Transparency | ‘
Transparency Size | .
Size Blur | :
Blur Angle | :
Angle Distance I -

Distance

32
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| Format Shape — Reflection

Format Shape N
Shape Options  Text Options

Newly created objects in PowerPoint do
not have a reflection by default. We can
add a reflection effect by opening the & O 53
Reflection settings

I Shadow
4 Reflection
Presets -
We can customize the reflection effect Tremererasy | -
that we want to obtain by adjusting a . | .
Size -
number of preferences:
Preset type Blur ' -
Color Distance I :
Transparenc
: p y - Glow
Size
I Soft Edges
Blur
Angle I* 3-D Format
D|Stance [ 3-D Rotation

33
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7. Working with Text in PowerPoint
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| Working with text in PowerPoint — Insert text

There are two main ways to add text to PowerPoint:

2 Insert a text box 2 Edit Text within a shape

OBl A G ] T 2 4

hapes SmartArt Chart 3 My Add-ins - Hyperlink Action Comment  Text Header WordArt

- Box & Footer -
Hlustrations Add-ins Links Comments Ter
o O 2
i ]
Style Fill  Cutline
& Cut
Exy Copy
? Tﬁ Paste Options:

o e! ‘o) o, .o

| [ Ll

Q Q :

i Edit Text

@] O O

©=  Edit Points

Open the Insert Tab *  Right-click on a shape

Insert a text box into the * Choose Edit Text and type
document text within the shape
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| Working with text in PowerPoint — Font 365 all Careers
Arial 18 YA A A ==~ = | |

In order to modify the font of text in B I USaA-A- A- === =-

PowerPoint, we have to open the Home Font 5 Parz

tab and change it from the drop-down list

containing hundreds of fonts:

* The type of font that we will choose for
a presentation is important as it o (? 5
contributes significantly to its final Olex : 3

appearance
* Itisimportant to remain consistent
e Almost all business presentations use a
single, uniform font

We can adjust the text’s font size from the
button, which stands right next to Font
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| Working with text in PowerPoint — Emphasis

Presentation] - PowerPaint

View

Review

Slide Show

Transitions Animations

There are several ways to emphasize text in

PowerPoint. Two of them are shown here: gyires e <& At = ==
* We can put the text in bold by clicking dﬁzgftu Sac-na- A-BE=== =
on this button (1) in the Home tab. A viable Ik Font g

alternative for this command is the Ctrl + B

shortcut
* We can apply the /talic style by opening (?}

Beld (Ctrl+B)
Make your text bold,

o000

the Home tab and clicking on the Italic
button (2) or through the Ctrl + | shortcut

Ll [l ‘%‘ T Presentation] - PowerPaint

combination 3
Design Transitions Animations Slide Show Review View
Etayout~ 110 g <A A ke ELE. =S
) Reset
w AV . o FEREE=E=E =
.- O Section~ Rate LE L .- - = T
Slides Font ]

Italic (Ctrl+1)
ltalicize your text.

Q00
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| Working with text in PowerPoint — Bullet points

. < Presentation] - PowerPoint Drawing Tools
You Can Change teXt COIOr by dOIng the Animations Slide Show Review View Farmat
fOHOWing: -1g <A A Be| = 25 . 3= Ii' “ﬁTeu‘tDire

[5] Align Te

* Select the text Tysax-n @EE=== = a,.

* Open the Home tab Font e ammmmmm

* Click on the Font Color button and I
choose your color of preference T

Standard Colors
| § | EEENNE
Text ¥ More Colors...

Dark Blue

' Eyedropper

Depending on the information you need to

present, you may find that bullet points

make your text clear, concise and easy to o w"’:“‘“‘“"‘R'"_“"“"’“‘"v‘ e
read. Tie -|& | % B =3= iz lATetDiedions
We can introduce Bullet points in the resmdid ) | | o= F

following way:

[s]
Filled Round Bullets

Select the text oo i
Open the Home Tab P
Click on the Bullet points button T S
Select the type of bullets that you T

1= Bullets and Numbering...

prefer
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| Working with text in PowerPoint — Alignment

In the Paragraph section of the Home tab are the commands that allow us to modify the

alignment of text

Align Left A'-gn Right
- _ |E_:=JA||gr| ey | My rTAL — L*JAIIQFI lext =
L g' = =" %Conuertl i aConuertt: = T2 Corwert to 51

[F} Paragraph Ta Paragraph [F} Paragraph
Align Text Left (Ctrl+L) Center (Ctrl+E) Align Text Right (Ctrl+R)
Align text to the left. Center text, Align text to the right.

Align Text Align Texti

SEECIIE S N

Align Bottom

oO—0—0
[1

Align Text L

Allgn Top

4
L

Paragrap

i=——=|| Middle
i=—|| Middle

s — Bottom =
j— Bbottom s+—— | Bottom

= Mare Ontions...
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8. Adjusting the size of objects In
PowerPoint

365 ull Careers
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| Adjusting size of objects

There are two main ways to resize an object/shape in PowerPoint:

Bring Forward

Send Backward
E[}Selection Pane 4
Arrange

In order to resize an object with the In order to type in the object’s
mouse, we need to: measurements:

; [P

*Select the object *Open the Format tab

* Position the mouse cursor in one of *Adjust the object’s size, by using
its corners the commands that are in the right

*Drag as much as needed side of the tab
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9. Organizing your PowerPoint
Presentation with a Slide Master

365 ull Careers
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Toolbar Format

Ribbon Spacing Shortcuts buttons Aligning Shape

| Using Slide Masters

Working Adjusting

with text

Slide Bring to
size Masters Front

Insert Tables

365 1l Careers

A Slide Master is the top slide in a hierarchy of
slides that stores information about the theme
and slide layouts of a presentation. Through a
Slide Master, we can adjust a presentation’s:

Background
Colors

Fonts

Effects
Placeholders
Positioning

Every presentation has a Slide Master. The main
advantage of using Slide Masters is that we can
make changes to every slide in a given
presentation, by modifying it only once. We
don’t have to redo the changes to all slides, as
once they have been performed to the master
slide they will automatically be included in the
rest of the slides of the presentation as well

File Home

ES [EENE=NEINE= N =

Mormal Outline Slide
View Sorter

Presentation

Insert Design

Motes Reading
Page View
WViews

Transitions Animations Slide Show Revi

Ruler Q
- Gridlines —
Slide Handout Motes ) Motes = Zoom
Master Master Master Guides
Master Views Show ] Zo

Slide Master View

Master slides control the look of
your entire presentation, including
colors, fonts, backgrounds, effects,
and just about everything else.

You can insert a shape or a logo on
a slide master, for example, and it
will show up on all your slides
automatically.

Presentation - PowerPoint

ile
= Delete
|
15 Rename
Insert Slide Insert

Master  Layout |+ Preserve
Edit Master

.....

/| Title As

Master  Insert  [] Fgopers | Themes

Leyout Placeholder -
Master Layout

B Colors~ &jaackgmud Styles - Ii E

""" [A]Fonts - Hide Background Graphics |~ =
ide

Eif=be Size~ | Maste

Edit Theme Background Size [«

Click to

edit M

Click to edit Mas
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| Using Slide Masters

buttons Shape

Working Adjusting

with text

size

lid Bring t
;Irr:)gnto Insert Tables
365 mll Careers

Given that they affect the look of your entire
presentation, when you create and edit a Slide
Master, or corresponding layouts, you work in

the Slide Master view. In order to access the
Slide Master view, you have to select the View
tab and then click on the Slide Master button

Slide Master

The top slide in a hierarchy of slides.
The modifications that we do here will
be shown on Sub Master Slides

Sub Master Slides

The modifications of the single Sub

Master slides will not affect the Slide
Master

File Home

Insert

Design Transitions Animations Slide Show Revi

ElE EE OB e (5] Q
Mormal Outline 5lide MNotes Reading = Slide Handout Motes Motes = Zoom
View Sorter Page \View  Master Master Master Guides
Presentation Views Master Views Show ] Zo

Slide Master View

Master slides control the look of
your entire presentation, including
colors, fonts, backgrounds, effects,
and just about everything else.

You can insert a shape or a logo on
a slide master, for example, and it
will show up on all your slides
automatically.

Presentation - PowerPoint

Q Tell antto do
B Colors 73] Background Styles - Ii E

/] Title As
" [A] Fonts - Hide Background Graphics |~ =
7] Faot emes e

o < (D effects - Fmo | [

Master Layout Edit Theme Background m Size ]}

Click to edit M

Click to edit Mas
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10. Bring to Front and Send to Back
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| Bring to Front / Send to Back

An object can block the sight of another if it has
a higher order. By default, PowerPoint gives a
higher order to newer objects, and they block
the sight of the objects that were previously in
the slide.

In the example that we have on the right, the
dark blue box blocks the sight of the other blue
box, because it was inserted later

The order can be modified by using the
following commands:

e Send to Back

e Send Backwards

e

* Bringto Front Ml
* Bring Forward =l (a
. . Edit Text
We can find these commands in 3 ways e Eat ponts
1. Through a right-mouse click H s
2. By opening the Home tab g e g srngto et
end to Back 4 ring Forwar
3. By opening the Format tab a .
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11. Learn how to Insert a Table

365 ull Careers

47



Toolbar Format
Shape

Ri i Aligni
ibbon Spacing Shortcuts buttons igning

| Insert a Table

Working
with text

Adjusting Slide Bring to Insert Tables
size Masters Front

365 1l Careers

In order to Insert a Table, which is native to
Microsoft PowerPoint, we have to do the
following:

Open the Insert tab

Click on Table

Select the number of rows and columns that
the table will contain

We can pick the number of rows and columns
that will be added to the table either from the
(1) scheme, in which we can visualize a small
table in front of us, or instead by clicking on the
Insert table button (2). It allows us to type the
number of rows and columns that the table will
have. There is no difference between these two
methods, as the final output is the same

Slides

1

Transitions

a0 log

Pictures Online Screenshot Photo | Shag

Pictures - Album - -

N O

I

LI

IO

N [ I

N [ I

N [ I

N o o [
B Insert Table...
™ Draw Table

E['g Excel Spreadsheet
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Format
Shape

Working Adjusting
with text size

Slide
Masters

Bl 5 Insert Tables
Front

365 1l Careers

A table is mainly made up of text. By
default, all sections of text in a table
use the same font and the same font
size. You can change the font
characteristics of only one word, the
content of one cell or the text in all

cells, depending on your needs. To
change the font of only one word, a
cell or of the whole table, you need to
make the necessary selection. Then,
change the Font or the Font size of the
selected text

Tnp row Tnp CalibrifF = 18 - A‘ A' EE 'E_E 4 43

Middle rows
Middle rows

Bottom row

MdB I EE=A-2-2-F
Middle rows  Middle rows
Bottom row Bottom row
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Slide
Masters

Bring to
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Working
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i il

|‘=|:|
=

&

Home

=
=

=

Transitions

[l

Presentation] - PowerPaint

File Insert Design Animations Slide Show Review View

¥| Header Row First Column

Total Row Last Calumn

| Banded Rows

Banded Columns

Table Style Options

—~————

We can decide whether we
would like to emphasize
one of the rows or columns
of the table in the Table
Style Options section

Table Styles

There are a number of
ready-made table styles
that we can choose from.
Once we click on one of
them, the table’s layout is
instantly modified

T =

ol

&

Home

5

=

Transitions

[e 0= Presentation - PowerPaint Table

File Insert Design Animations Slide Show Review View Design

. - .
% E x % € 3 % E I Height [1,03cm | B Distribute Rows
Select | View Delete  Insert Insert Insert Insert  Merge Split ﬁWidth: 564cm - EE' Distribute Columns
- (Gridlines -  Above Below Left Right Cels  Cells - =
Table Rows & Columns Merge Cell Size

—~————

We can easily add a new row (or
column) to the table. We have to
select one of the table’s current rows

Modify the size of one
of the table’s cells

and specify whether we would like
the new row to be added above or
below the row that we have selected

—~————

—~————

Table Tools

Layout @ Tell me what you want to do

m==== || LShading~ A} A - - E/ E\'
i & A - 1pt -
_____ - Quick Draw  Eraser
T LP Effects - Styles - a - zpen Color~  Taple
WordArt Styles Draw Borders

—~————

If we would like to change a table’s borders,
then we can do it from here. We have to
select the cells the borders of which we will
modify and click on Borders in order to
choose the type of border that will be
applied to the selected cells.

Q Tell me what you want to do

i o

% | Height: 12,00 cm
oy Width: 22,58 cm

Ering Forward |

Ak|ar

Send Backward

= == Sl
Direction ~ Margins - Lock Aspect Ratio ol Selection Pane
Alignment Table Size Arrange

—~————

Modify the size of the entire table




