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Working with Slides 
 
 
 
Insert a New Slide 
 
Follow these steps to insert a new slide into the presentation: 
 
1.  In the Outline window or in the Slides Window, select the slide you want the new slide to 
appear after by clicking the slide's number.  
 
2.  Select Inser t from the menu bar.  There are two options.  

a. Selecting Inser t|New slide inserts a new blank slide.  You can also do this by clicking 
the new slide button on the standard toolbar.   
b. Selecting Inser t|Duplicate slide inserts an exact duplicate of the previous slide. 

 
3.  Choose the page layout from the window and press OK.  
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Applying a Design Template 
 
1. To add a design template or to change the existing one, select Format|Slide Design from the 
menu bar.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.  The menu above will appear in the task pane on the right of the screen.   
3.  Move the cursor to the template that you want and double-click to select it.  
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Changing Slide Layouts 
 
 
1. To change the layout template of the slide select Format|Slide Layout from the menu bar.  
2. The menu below will appear in the task pane on the right of the screen.   
3.  Move the cursor to the layout thumbnail that you want and double-click to select it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Reorder ing Slides 
 
You can reorder the sequencing of a slide presentation in two ways.   

a. You can switch to Slide Sor ter View and simply cli ck on the slide you wish to move and 
drag it to the new location.  

b. In Normal or Outline View, click the slide icon   beside the number of the slide 
you want to move and drag the icon to a new location. 
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Hide Slides 
 
What do you do if you do not want a slide to appear during the slide show, but do not want to 
delete the slide as it may be used later? Follow the steps below to keep a slide hidden, only 
making it visible when you are editing your presentation. 
 
 
1.  Navigate to the slide which you would like hidden in your presentation.  
2.  Select Slide Show|Hide Slide from the menu bar.  The slide which you are currently viewing 
will now be hidden from your presentation. (You may still edit the slide as usual, however.) 
3.  To add the slide back to the slide show, select Slide Show|Hide Slide again. 
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Slide Colours 
 
 
 
 
 
 
Colour Schemes 
 
The colors of pre-designed slide templates can be changed and a 
color scheme can be added to blank presentations.  
 
1.  Select Format|Slide Design to display the slide design menu in 
the task pane on the right.  
2. Click on Color Schemes in the slide design menu in the task pane. 
3. Select one of the preset color schemes by cli cking on the 
appropriate thumbnail i mage in the Apply a color scheme box. 
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Backgrounds 
 
You can change the background colors and patterns to a slide. 
 
1. Select Format|Background from the menu bar. 
 
 
2.  Select a color from the drop-down menu below the 
Background fill preview or choose More Colors... for a larger 
selection (see graphic on the right).  
 
3. Select Fill Effects from this drop-down menu if you wish to 
add gradients, texture, patterns, or a picture to the background. 
 
 
 
4. Gradient tab 
 
a. Select One color if the color chosen will fade into the 
background and select the color from the Color 1 drop-down 
menu. Choose Two colors if the gradient will use two colors 
and select those colors from the Color 1 and Color 2 drop-down 
menus. Preset provides a selection of color combinations. 
Select one from the Preset colors drop-down menu.  
b. Select the type of gradient from Shading styles.  
c. Click one of the four Variants of the styles chosen.  
 
 

 
 
 
 
5. Texture tab 
From the Texture window, select a repeating background by 
scrolling through the thumbnail images or cli ck Other Texture... to 
select an image from a file. 
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6.  Pattern tab 
Select a two-tone pattern by cli cking one of the pattern swatches 
and selecting the Foreground and Background colors. 
 
 
 
 
 
 

 
 
7.  Picture tab 
Click the Select Picture button to choose a picture from a file. 
After the picture is selected, a preview and description will be 
shown in this window.  
Click OK to apply the changes made from the Fill Effects 
windows.  
Click Apply to All to add the changes to every slide or Apply to 
make changes only to the current slide.  
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Customizing Slide Shows 
 
 
Create a Custom Slide Show 
 
The Custom Slide Show feature allows you to select the slides you want to display in the slide 
show if not all the slides should be used. 
 
1.  Select Slide Show|Custom Slide Show from the menu bar. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
2.   Click the New... button in the Custom Shows window.  
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3.  In the Define Custom Show window, type a name for the slide in the Slide show name field. 
 
4.  Add slides to the custom show by highlighting them in the Slides in presentation window and 
clicking the Add >> button. Those slides will then appear in the Slides in custom show window.  
 
5.  To remove slides from the custom show, highlight their names in the Slides in custom show 
window and click the Remove button.  
 
6.  To reorder slides in the custom show, highlight the slide that should be moved and click the up 
and down arrows to change its order in the show.  
 
Click OK when finished.  
 
7.  Click the Show button on the Custom Shows window to preview the custom slide show and 
click Close to exit.  
 
 
 
Edit a Custom Slide Show 
 
 
1.  Select Slide Show|Custom Slide Show from the menu bar.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
2.   Edit the show by highlighting the name in the Custom shows box and clicking the Edit... 
button.  
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3.  To delete a show, highlight the name and click Remove.  
 
4.   Create a copy of a show by clicking the Copy button. The copy can then be renamed by 
clicking the Edit... button.  
 
5.  Click the Show button to preview the custom slide show and click Close to exit.  
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