Working with Sides

Insert a New Slide
Foll ow these steps to insert a new dide into the presentation:

1. Inthe Outline window or in the Slides Window, seled the slide you want the new slide to
appear after by clicking the slide's number.

2. Seled Insert from the menu ker. There are two options.
a Seleding I nsert|New dide inserts anew blank slide. You can also dothis by clicking
the new dlide button on the standard tod bar.
b. Selecting I nsert|Duplicate dlide inserts an exact dupli cate of the previous dlide.

3. Choase the page layout from the window and pressOK.
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Applying aDesign Template

1. To add adesign template or to change the existing one, select For mat|Slide Design from the
menu ker.
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2. The menu above will appea in the task pane ontheright of the screen.
3. Movethe cursor to the template that you want and doube-click to select it.
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Changing Slide L ayouts

1. To change the layout template of the dide select Format|Side L ayout from the menu ker.
2. The menu below will appea in the task pane ontheright of the screen.
3. Movethe aursor to the layout thumbnail that you want and double-click to select it.
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Reordering Slides

Y ou can reorder the sequencing of a dlide presentationin two ways.
a. Youcan switchto Slide Sorter View and simply click onthe slide you wish to move and

drag it to the new location.

b. InNormal or Outline View, click theslideicon5 Izl beside the number of the dide
youwant to move and drag theiconto anew location.
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Hide Slides

What doyou doif you donot want a dide to appea during the slide show, but do nd want to
delete the slide & it may be used later? Follow the steps below to keep a dide hidden, orly
making it visible when you are editing your presentation.

1. Navigate to the slide which youwould like hidden in your presentation.

2. Selea Slide Show|Hide Slide from the menu bar. The slide which you are airrently viewing
will now be hidden from your presentation. (Y ou may still edit the dide a usual, however.)

3. To addthe dlide badk to the dide 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. Seled Format|Slide Design to display the slide design menuin
the task pane ontheright.

2. Click on Color Schemesin the dide design menuin the task pane.

3. Select one of the preset color schemes by clicking onthe
appropriate thumbnail i mage in the Apply a color scheme box.
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Edit Color Scheme
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Backgrounds
Y ou can change the badkgroundcolors and petternsto a slide.

1. Select For mat|Background from the menu ker.

2. Seled a wlor from the drop-down menu kel ow the
Badkgroundfill preview or choose More Colors... for alarger
selection (see graphic onthe 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. Seled One olor if the wlor chosen will fade into the
badkgroundand selea the mlor from the Color 1 drop-down
menu. Choaose Two colorsif the gradient will use two colors
and select those @lors from the Color 1 and Color 2 drop-down
menus. Preset provides a selection o 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.
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Sample:

From the Texture window, select arepeating badkground ly
scrolling through the thumbnail images or click Other Texture... to
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6. Pattern tab

Select atwo-tone pattern by clicking one of the pattern swatches
and selecting the Foreground and Badkgroundcolors.

Fill Effects
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7. Picturetab
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Click the Select Picture button to choose apicture from afile.
After the pictureis slected, a preview and descriptionwill be

shown in thiswindow.

Click OK to apply the dhanges made from the Fill Effects

windows.

Click Apply to All to add the changes to every dide 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 all ows you to select the slides you want to display in the dide

show if not all the dides $ould be used.

1. Selea Slide Show|Custom Slide Show from the menu Ler.
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2. Click the New... buttonin the Custom Shows window.
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3. Inthe Define Custom Show window, type aname for the dide in the Slide show name field.

4. Adddlidesto the austom show by highlighting them in the Slides in presentation window and
clicking the Add >> button. Those dides will then appear in the Slides in custom show window.

5. Toremove dlides from the aistom show, highlight their namesin the Slidesin custom show
window and click the Remove button.

6. Toreorder didesin the austom show, highlight the slide that should be moved and click the up
and dovn 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 austom slide show and
click Closeto exit.

Edit a Custom Slide Show

1. Seleda Slide Show|Custom Slide Show from the menu ber.

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 ashow, highlight the name and click Remove.

4. Create acopy of ashow by clicking the Copy button. The copy can then be renamed by
clicking the Edit... buton.

5. Click the Show buttonto preview the custom slide show and click Close to exit.
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