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Lesson 5: Customizing Your Presentation

Modifying Themes

Let's say you really like the style of a theme, but you'd like to experiment with different color schemes. That's
not a problem. You can mix and match colors, fonts, and effects to create a unique look for your presentation.
If it still doesn't look exactly right, you can customize the theme any way you want.

If you're new to PowerPoint, you may want to review our lesson on Applying Themes to learn the basics of
using themes.

To select new theme colors:

If you don't like the colors of a particular theme, it's easy to apply new theme colors; everything else about the
theme will remain unchanged.

1. From the Design tab, click the drop-down arrow in the Variants group and select Colors.
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2. Select the desired theme colors.

3. The presentation will update to show the new theme colors.
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To customize colors.

Sometimes you might not like every color included in a set of theme colors. It's easy to change some or all of
the colors to suit your needs.

1. From the Design tab, click the drop-down arrow in the Variants group.

2. Select Colors, then click Customize Colors.
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3. A dialog box will appear with the 12 current theme colors. To edit a color, click the drop-down
arrow and select a different color. You may need to click More Colors to find the exact color you
want.
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Create New Theme Colors

Theme colors Sample
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Accent 2 Theme Colors
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4. In the Name: field, type the desired name for the theme colors, then click Save.

Create New Theme Colors

Theme colors

Text/Background - Dark 1 I:l '
Text/Background - Light 1 I:l '
Text/Background - Dark 2 IE '
Text/Background - Light 2 I:l v
Accent 1 |

Accent 2

Accent 3
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5. The presentation will update to show the new custom theme colors.
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With some presentations, you may not notice a significant difference when changing the theme colors. For
example, a textured background will not change when theme colors are changed. When trying different theme
colors, it's best to select a slide that uses several colors to see how the new theme colors will affect your

presentation.

To select new theme fonts:

It's easy to apply a new set of theme fonts without changing a theme's overall look. The built-in theme fonts are
designed to work well together, which can help to unify your presentation.

1. From the Design tab, click the drop-down arrow in the Variants group and select Fonts.
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2. Select the desired theme fonts.

Animations Slide Show Review View @ Tell me what you wanf

¥ = E--- -
H Colors
Office E‘ Eonts
Office @ Effects
Calibri Light
Aa Calibri %7 Background Styles
Office 2007 - 2010
Cambria
Aa Calibri
Calibri
Calibri
Aa Calibri
Arial
0| A_ Arial

3. The presentation will update to show the new theme fonts.

To customize theme fonts:

If you have specific fonts in mind for a presentation, it's easy to choose your own theme fonts.
1. From the Design tab, click the drop-down arrow in the Variants group.

2. Select Fonts, then click Customize Fonts.
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3. A dialog box will appear with the two current theme fonts. To change the fonts, click the drop-down
arrows and select the desired fonts.

4. Inthe Name: field, type the desired name for the theme fonts, then click Save.

Create New Theme Fonts
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5. The presentation will update to show the new custom theme fonts.

Changing the theme fonts will not necessarily update all text in your presentation. Only text using the current
theme fonts will update when you change the theme fonts.
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To select new theme effects:

PowerPoint makes it easy to apply new theme effects, which can quickly change the appearance of shapes in
your presentation.

1. From the Design tab, click the drop-down arrow in the Variants group and select Effects.
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2. Select the desired theme effects.
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3. The presentation will update to show the new theme effects.

Applying new theme effects will change different shape styles from the Format tab when editing a shape or
SmartArt graphic. It's important to note that this change will only apply to shapes using the Subtle
Effect, Moderate Effect, and Intense Effect.

Background styles

To further customize your slides, you can change the background color by choosing a different background
style. The available background styles will vary depending on the current theme.

To apply a background style:

1. From the Design tab, click the drop-down arrow in the Variants group.
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2. Select Background Styles.
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3. Select the desired style. The available styles will change depending on the current theme colors.

4. The new background will appear in each slide of your presentation.

Lesson 5: Customizing Your Presentation © Prof. Dr. Md. Mijanur Rahman Page 6



PowerPoint Tutorial

If you want even more control over the background, click the Format Background command on
the Design tab.

Different themes also include different slide layouts and background graphics. We'll talk about how to
customize these in our Slide Master View lesson.

Saving custom themes

Once you've found settings you like, you may want to save the theme so you can use it in other presentations.
If you only want to use the theme in the current presentation, you won't need to save it.

To save a theme:

1. From the Design tab, click the drop-down arrow in the Themes group.

File Home Insert Design Transitions Animatig
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2. Click Save Current Theme.

3. A dialog box will appear. Type a file name, then click Save.
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4. When you click the drop-down arrow in the Themes group, you'll see the custom theme
under Custom.

Custom themes have another unique and powerful feature. Any custom theme you save in PowerPoint can
actually be used in other Microsoft Office applications, including Word and Excel.
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Slide Master View

You may have noticed that when you select a different theme in PowerPoint, it rearranges the text on your
slides and adds shapes to the background. This is because each theme has built-in slide
layouts and background graphics. You can edit these layouts with a feature called Slide Master view. Once
you learn how to use Slide Master view, you'll be able to customize your entire slide show with just a few
clicks.

What is Slide Master view?

Slide Master view is a special feature in PowerPoint that allows you to quickly modify the slides and slide
layouts in your presentation. From here, you can edit the slide master, which will affect every slide in the
presentation. You can also modify individual slide layouts, which will change any slides using those layouts.

For example, let's say you find a theme you like but you don't like a few of the slide layouts. You could use
Slide Master view to customize the layouts to look exactly the way you want.
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In Slide Master view, the Slide Master tab will appear first on the Ribbon, but you'll still be able to access
commands on different tabs as you normally would.
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Using Slide Master view

Whether you're making significant changes to your slides or just a few small tweaks, Slide Master view can
help you create a consistent, professional presentation without a lot of effort. You could use Slide Master view
to change just about anything in your presentation, but here are some of its most common uses.

Modify backgrounds: Slide Master view makes it easy to customize the background for all of your
slides at the same time. For example, you could add a watermark or logo to each slide in your
presentation, or you could modify the background graphics of an existing PowerPoint theme.

Rearrange placeholders: If you find that you often rearrange the placeholders on each slide, you can
save time by rearranging them in Slide Master view instead. When you adjust one of the layouts in
Slide Master view, all of the slides with that layout will change.

Customize text formatting: Instead of changing the text color on each slide individually, you could
use the Slide Master to change the text color on all slides at once.

Create unique slide layouts: If you want to create a presentation that looks different from regular
PowerPoint themes, you could use Slide Master view to create your own layouts. Custom layouts can
include your own background graphics and placeholders.

Some overall presentation changes—Iike customizing the theme fonts and theme colors—can be made quickly
from the Design tab. Review our lesson on Modifying Themes to learn more.
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To make changes to all slides:

If you want to change something on all slides of your presentation, you can edit the Slide Master. In our
example, we'll add a logo to every slide. If you'd like to work along with our example, right-click the image

below and save it to your computer.

1. Select the View tab, then click the Slide Master command.
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2. The presentation will switch to Slide Master view, and the Slide Master tab will be selected on the

Ribbon.

3. In the left navigation pane, scroll up and select the first slide. This is the slide master.
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4. Make the desired changes to the slide master. In our example, we’ll insert a picture of the

Mongibello logo.

H g T

File Slide Master Home
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Slide~ - [ Pictures - Albu

Slides Tables Images
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5. Move, resize, or delete slide objects as needed. In our example, we'll resize the logo and move it to

the bottom-right corner.

Click to edit Master title style

m Edit Master text styles
- Second level
m  Third level
- Fourth level
m  Fifth level

6. When you’re finished, click the Close Master View command on the Slide Master tab.

® x Mongibello Pasta - PowerPoint

Slide Master Home Insert Transitions Animations Rewview =
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7. The change will appear on all slides of the presentation.
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When you make a change to the slide master, it's a good idea to review your presentation to see how it affects
each slide. You may find that some of your slides don't look exactly right. We'll show you how to fix this by
customizing individual slide layouts.

Customizing slide layouts

You can use Slide Master view to modify any slide layout in your presentation. It's easy to make small tweaks
like adjusting background graphics and more significant changes like rearranging or deleting placeholders.
Unlike the slide master, changes to a slide layout will only be applied to slides using that layout in your
presentation.

To customize an existing slide layout:

In our example, our newly added logo is hidden behind the photo in the Picture with Caption Layout. We'll
customize this layout to make room for the logo.

1. Navigate to Slide Master view.
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2. Locate and select the desired layout in the left navigation pane. You can hover the mouse over each
layout to see which slides are currently using that layout in the presentation.
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Picture with Caption Layout: used by slide(s} 2-3, 3

3. In some layouts, the background graphics may be hidden. To show the graphics, uncheck the box next
to Hide Background Graphics.

Slide Master Home Insert Transitions Animations
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=1 5 Delete i )
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4. Add, move, or delete any objects as desired. In our example, we'll delete the gray background shape.
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Click icon to add picture

5. If you want to change the arrangement of the placeholders, you can move, resize, or delete any of
them. In our example, we'll move our text placeholders and the black bar to the right side, and the
photo placeholder to the left side.

Clicillcon to add picture

Edit Mas

o

6. When you're finished, click the Close Master View command on the Slide Master tab.

e z. Mongibello Pasta - PowerPaint
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7. All slides using the layout will be updated.
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You can also move placeholders on the slide master, which will move the placeholders on multiple slide
layouts at the same time. However, some slide layouts may still need to be adjusted manually.

Customizing text formatting

You can also customize the text formatting from Slide Master view, including the font, text size, color,
and alignment. For example, if you wanted to change the font for every title placeholder in your presentation,
you could modify the master title style on the slide master.

hic Bo

T
Click to edit Master title sty ¢
T
T
IS
m Edit Master text styles T K

Each title placeholder is connected to the master title style on the slide master. For example, take a look at the
slides before changing the title font.
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Now look at the same slides after changing the title font.
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Instead of customizing individual placeholders, you can change the theme fonts for a presentation. From
the Slide Master tab, click the Fonts command in the Background group, then select the desired fonts.
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Creating new slide layouts

One of the most powerful features of Slide Master view is the option to create new slide layouts. This is an
easy way to add interesting and unique slide layouts to an existing theme. You could even use this feature to
design an entirely new theme, as in the example below.

CLICK TO EDIT M

To insert a new slide layout:

1. Navigate to Slide Master view. From the Slide Master tab, click the Insert Layout command.

“_=| \—ﬁ X Delete |:|

'E-.—. Rename

2. The new slide layout will appear.
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3. The layout will include title and footer placeholders by default. Click the Title and Footers boxes in

the Master Layout group to toggle these placeholders on and off.

Slide Master

= =
“ T | j I_EDeletE

=i Fename

4. You can now add background graphics, shapes, and pictures to the slide layout. You can also move,
adjust, and delete the existing placeholders. In our example, we'll move the title placeholder to the

bottom-right corner. We've also changed the text alignment to align right instead of align left.

: T.

5. To add new placeholders, click the bottom half of the Insert Placeholder command, then select the

desired placeholder type. In this example, we'll use the Picture placeholder.

Page 19
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6. Click and drag to draw the placeholder on the slide.

To rename a custom layout:

When you're done designing your custom layout, you'll want to give it a unique name so it will be easy to find.

1. From Slide Master view, select the desired layout, then click the Rename command.
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Slide Master

|E| LI II:I Delete

=1 Rename

2. A dialog box will appear. Type the desired name, then click Rename.

| Rename Layout 7
I Layout name:
| Product Slide

To use a custom layout:

Once you've created a custom slide layout, it's easy to add a new slide with that layout or apply it to an existing
slide.
1. If you're currently in Slide Master view, click the Close Master View command on the Slide
Master tab.

2. From the Home tab, you can insert a new slide with the custom layout or apply it to an existing
slide. In our example, we'll select the Layout command and apply the new style to slide 6.

Lesson 5: Customizing Your Presentation © Prof. Dr. Md. Mijanur Rahman Page 21



PowerPoint Tutorial

i

Paste

-

Insert Design Transitions
':’f Cut Layout ~
EE] Copy Crop
it : Mew
* Format Painter | cfide -
Clipboard IFE B ety BY HEe sy
Let's Compare e
Produ
Them Us
u Traddcesl paws Mo m Unizesds | | f oo
m Cawentianal use o al-asturl s B reaatha
st cokor paletis widercais ([ W | | f-o---
n Sapmtihs Se-cut pracE = Winkral @ i
Section Header Twao

PowerPoint also allows you to add new placeholders to existing slide layouts.

Using custom layouts in other presentations

When you modify the slide master or slide layouts in Slide Master view, you're actually creating a custom
version of the current theme. If you want to apply the theme to other presentations, you'll need to save it.
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To save a theme:

From the the Slide Master tab, click the Themes command, then select Save Current Theme from the drop-
down menu.
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If you're not in Slide Master view, you can save the theme from the Design tab. Just click the drop-down arrow
in the Themes group, then select Save Current Theme.
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Links

Whenever you use the Internet, you use hyperlinks (also known as links) to navigate from one webpage to
another. If you want to include a web address or email address in your PowerPoint presentation, you can
choose to format it as a link so a person can easily click it. It's also possible to link to files and other slides

within a presentation.

About links

Links have two basic parts: the address of the webpage, email address, or other location they are linking to;
and the display text, which can also be a picture or shape. For example, the address could
be https://www.youtube.com, and YouTube could be the display text. In some cases, the display text might be
the same as the address. When you're creating a link in PowerPoint, you'll be able to choose both the address

and the display text or image.

To insert a link:
1. Select the image or text you want to make a link.

2. Right-click the selected text or image, then click Link. You can also go to the Insert tab and click
the Link command.

RESOURCES

et g PR S A D H o R e i sl i
m = [ 1 Fl = _.-"r' I.:! 1 ¢ | :_:!'il ) I,'—! '_.--II

Microsoft Offic

e classes, computer basi

- Offine Resources: Contact Weylon Gler
Resources

*- Financal and Retrement Planning

3. The Insert Hyperlink dialog box will open.
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Insert Hyperlink
Link to: Text to display: Free Online Learning & Computer Training
Existing File or Look in: B Desktop "
Web Page
B *§ Homegroup
Place in This CFQ’I:;”t = Libraries
Document older l%* Network
) W This PC
Create New Browsed Desktop Docs
Document _Pages Excel 2016
& Lisa Roscoe
= Z& OneDrive
E-mail Address

4. If you selected text, the words will appear in the Text to display field at the top. You can change this
text if you want.

5. Type the address you want to link to in the Address field.

6. Click OK. The text or image you selected will now be a link to the web address.

* Free Online Learning & Com

To insert a link to an email address:
1. Right-click the selected text or image, then click Link.
2. The Insert Hyperlink dialog box will open.
3. On the left side of the dialog box, click Email Address.

Insert Hyperlink
Link to: Text to display: Weylon Glen
Existing File or | | ook in: I Desktop N
Web Page
¢ °d Homegroup
Place in This CFQ’I:‘“ ~ Libraries
Document older @ Network
5| & This PC
Create New Browsed Desktop Docs
Document 7Page5 Excel 2016
. 2 Lisa Roscoe
. % #& OneDrive
E-mail Address

4. Type the email address you want to connect to in the Email Address box, then click OK.
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Insert Hyperlink

Link to: Text to display: Weylon Glen
Existing File or | E-mail address:

Web Page mailto:glen@adworks.com
Place in This SngeCt

Document

B Recently used e-mail addresses:

Create New

Document

E-mail Address

PowerPoint often recognizes email and web addresses as you type and will format them as links automatically
after you press the Enter key or spacebar.

To open and test a link:

1. After you create a link, you should test it. Right-click the link, then click Open Link.

RESOURCES E

B
S ————— S_—
[ ] E‘E
it

- Offline Resources: Contact Weylon Gle
Resources i
*- Financial and Retrement Planning =

..
1

2. Your web browser should open and then navigate to the linked page. If it doesn't work, check the link
address for any misspellings.

To open a link while viewing your slide show, click the link.

To remove a link:
1. Right-click the link.
2. Click Remove Link.
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More links

In PowerPoint, you can use links to link to resources that are not online. To create a quick way to refer to
another slide in your presentation, you can create a link to that slide. If you need to access a file stored on your
computer, you can create a link to it. Additionally, PowerPoint allows you to format pictures and shapes as
links.

Using shapes and pictures as links

Sometimes you might want to format objects—including shapes, text boxes, and pictures—as links. This is
especially helpful if you want the object to act like a button. To do this, right-click the desired object and
select Link from the menu that appears. Click the object during the presentation to open the link.

Accomplishments

To insert a link to another slide:

1. Right-click the selected text or image, then click Link.
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2. The Insert Hyperlink dialog box will appear.
3. On the left side of the dialog box, click Place in this Document.

Insert Hyperlink

Link to: Text to display: AdWorks Employee Benefits Guide
Existir@i!e or | Select a place in this document: Slide preview:
Web Page Previous Slide "
B [=ISlide Titles
Place in This 1. Adworks Agency New Employ
Document | 2. Topics
;iﬁ 3. Getting to Know the Company
{ieate New 4. About Adworks
Document 5. Accomplishments
9 -6. Organization
E-mail Address 7. Workina with Clients

4. A list of other slides in your presentation will appear. Click the name of the slide you want to link to.

Insert Hyperlink

Link to: Text to display: AdWorks Employee Benefits Guide
Existing File or | Select a place in this document: Slide preview:
R B - Previous Slide ~
%] Slide Titles
Place in This 1. Adworks Agency New Employ
Document | 2. Topics ABOUT ADWORKS

;iﬁ 3. Getting to Know the Company

Create New 24, About Adworks

Document 5. Accomplishments
éj 6. Organization
E-mail Address ~7. Workina with Clients

5. Click OK. The text or image will now be a link to the slide you selected.

TOPICS

(L

Adding a link to a shape is similar to creating an action button. We'll talk more about how to turn a shape into a
button in our Action Buttons lesson.

To insert a link to another file:

1. Right-click the selected text or image, then click Link. The Insert Hyperlink dialog box will appear.

2. On the left side of the dialog box, click Existing File or Webpage.
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3. Click the drop-down arrow to browse for your file.

Insert Hyperlink

Link to:

)

Existing File or
Web Page

4]

Place in This
Document

Create New
Document

E-mail Address

4. Select the desired file.

Text to display: AdWorks Employee Benefits Guide

Look in: ‘= Libraries E
L W .
Current &l )
Folder & O_HED_"VE
= Libraries
" Homegroup
e Desktop Docs
Excel 2016
Pages g
PowerPoint 2016
Word 2016 i

Insert Hyperlink

Link to:

it

Existing File or
Web Page

&1

Place in This
Document

Create New
Document

E-mail Address

Text to display: AdWorks Employee Benefits Guide

Look in: ., This PC ~
'Cé DVD Drive (D:) Parallels Tools
Current | _H Floppy Disk Drive (A:)
Folder 1= | 5eal Disk (C)
B Movies
Browsed J’ N_IUSIC
Pages = Pictures

8 AdWorks employee benefits guide

b

E_ book sales

5. Click OK. The text or image will now be a link to the file you selected.

- The most recent copy of our fi

If you want to display your presentation

C\Users\Iroscoe\AppData\

on a different computer than you used to create it, your link to another

file may not work. Make sure you have a copy of the linked file on the computer you are using to present, and
always test links before giving a presentation.
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Action Buttons

Another tool you can use to connect to a webpage, file, email address, or slide is called an action
button. Action buttons are built-in shapes you can add to a presentation and set to link to another slide, play a
sound, or perform a similar action. When someone clicks or hovers over the button, the selected action will
occur. Action buttons can do many of the same things as links. Their easy-to-understand style makes them
especially useful for self-running presentations at booths and kiosks.

Inserting action buttons

You can insert action buttons on one slide at a time, or you can insert an action button that will show up on
every slide. The second option can be useful if you want every slide to link back to a specific slide, like the title
page or table of contents.

To insert an action button on one slide:
1. Click the Insert tab.

2. Click the Shapes command in the Illustrations group. A drop-down menu will appear with the action
buttons located at the very bottom.
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Insert Design Transitions Animations

S ed me 22T

‘es Online Screenshot Photo ShapesSmartArt Char
Pictures - Album -~ ~

itEces B VT T Iy

i Rectangles

OoDbhaotbb
Basic Shapes

5O AN A
@G o oOrnr
O~ LJO©
O )1t

Block Arrows

AR VRG]
C Vv
¢ » R

Equation Shapes

F=8 =B A

Flowchart
miseyyanln

3. Select the desired action button.

4. Insert the button into the slide by clicking the desired location. The Action Settings dialog box will
appear.

5. Select the Mouse Click or Mouse Over tab. Selecting the Mouse Click tab means the action button
will perform its action only when clicked. Selecting the Mouse Over tab will make the action button
perform its action when you move the mouse over it.
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Action Settings
Mouse Click Mouse Over

Action on click

O None

@ Hyperlink to:
Next Slide

O Run program:

Run macro:

Object action:

6. In the Action on click section, select Hyperlink to:, then click the drop-down arrow and choose an
option from the menu.

Action Settings
Mouse Click Mouse Over

Action on click

O None

@ Hyperlink to:

Next Slide
Previous Slide
First Slide
Last Slide
Last Slide Viewed
End Show
Custom Show...
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7. Check the Play Sound box if you want a sound to play when the action button is clicked. Select a
sound from the drop-down menu, or select Other sound to use a sound file on your computer. When
you're done, click OK.

Action Settings

Mouse Click Mouse Over

Action on click

O None

O] Hyperlink to:
Next Slide

O Run program:

Run macro:

Object action:

To insert an action button on all slides:

If you'd like to add an action button to every slide, you can do this with a feature called Slide Master view.
However, using Slide Master view can be tricky if you've never used it. If you're going to edit your slides this
way, you may want to review our Slide Master View lesson first.

1. Click the View tab.

2. Inthe Master Views group, click the Slide Master command. In the left navigation pane, scroll up
and select the first slide.

Lesson 5: Customizing Your Presentation © Prof. Dr. Md. Mijanur Rahman Page 33



PowerPoint Tutorial

Design Transitions Animations Slide Sho

- | Ruler
:I | Gridlines Q

ing = Slide[\dandout Notes 1 Guides Notes Zoon
w Master” Master Master

Master Views Show T y

Slide Master View

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

3. Go to the Insert tab and select an action button from the bottom of the Shapes menu. Click the slide
to add the action button, and choose the desired options from the dialog box that appears.

4. Return to the Slide Master tab and click Close Master View. The new action button will now be on
every slide.

Slide Master Home Insert Transitions Animations Y
. » Delete : A EColors = @Backg\
5o Title 2 )
[=:Rename === s Fonts ~ Hide B
la Incart Mactar lheart _ Thameace @=1_..

To edit, move, or delete an action button inserted this way, click the View tab, then click Slide Master.
Click Close Master View after making any desired changes.

If you notice that an action button isn't appearing on certain slides, you may need to uncheck the Hide
Background Graphics box.

File Slide Master Home Insert Transitions Animation

= ' Delete : . 5 — E(
‘ = | ;_-I:H:H:! V| Title
, [:Rename — Al
Insert Slide Insert Master Insert 2« | Themes @l

To test an action button:
After you create an action button, you should test it.
1. Click the Slide Show tab.
2. In the Start Slide Show group, click From Current Slide.
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File Home Insert Design Transitions Animations
D P &5 g
From From % Present Custom Slide SetUp Hide Rehearse

Beginning Current Slide Online~ Show ~  Slide Show Slide Timings
Start Slide Show

3. Click your action button.

4. After you have tested it, right-click anywhere on the screen and select End Show.

Next
Previous

Last Viewed

See All Slides

Zoom |n
Custom Show
Show Presenter View

Screen 4

| PRS- RS . NN 1) [

5. If your action button did not work as you intended, follow the instructions below to edit it.

To edit an action button:
1. Select the action button.

2. Click the Insert tab.

3. In the Links group, click the Action command. The Actions Settings dialog box will appear.
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Insert Design Transitions Animations Slide Show Review

§| D@ m @ @ r- II rn-‘Store @3

‘es Online Screenshot Photo ShapesSmartArt Chart S My Add-ins ~ Hyperlink /4
Pictures % Album ~ T
Images lllustrations Add-ins Links

i

4. Edit the action or hyperlink, then click OK.

To change the appearance of an action button:
1. Select the action button.

2. Click the Format tab.

AdWorks Employee - PowerPoint

Insert Design Transitions Animations Slide Show Re

["<.Edit Shape ~ - &Shape Fill ~
=|Text Box Abc \

- & Shape Outline
3. To change the button style or color, use the tools in the Shape Styles group.

Transitions Animations Slide Show Review

&Shape Fill ~
- Z Shape Outline ~

Q Shape Effects -

Shape Styles M

More

Quickly add a visual styl
selected shape or line.

. = . Fach <tvle 11cec a 1ininiie

4. To change the shape of the action button, click Edit Shape in the Insert Shapes group. Select a new
shape from the drop-down menu.
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Insert Design Transitions Animations Slide Show

. . Edit Shape ~ ‘ — om | o - &Shape Fill

- @ Change Shape » Rectangles
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Rehearsing and Recording Your Presentation

There are many things to keep in mind when preparing to give a presentation. How long will it last? What will
you say? Fortunately, PowerPoint offers several tools that can help you rehearse your slide show. You can
even record a copy with voiceover narration, allowing viewers to watch the presentation on their own.

Rehearsing slide show timings

Rehearsing timings can be useful if you want to set up a presentation to play at a certain speed without having
to click through the slides yourself. It also gives you the opportunity to practice your talking points. Using this
feature, you can save timings for each slide and animation. PowerPoint will then play the presentation
automatically using these timings.

Rehearsing is often one of the last steps in creating a polished presentation. If you've never presented a slide
show, you may want to review our lesson on Presenting Your Slide Show to become familiar with the basics.

To rehearse timings:

1. Go to the Slide Show tab, then click the Rehearse Timings command.

T® =

Home Insert Design Transitions Animations

P ¥ B B &

2. You'll be taken to a full-screen view of your presentation. Practice presenting your slide show. When
you're ready to move to the next slide, click the Next button on the Recording toolbar in the upper-
left corner. You also can also use the right arrow key on your keyboard.

g -
= 1 o012 € 00012

=

3. When you reach the end of the show, a dialog box will appear with the total time of your presentation.
If you're satisfied with your timings, click Yes.

Ficrosoft PowerPoint

o The total time for your slide show was 0:02:53. Do you wal
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4. The timings will be saved. The next time you present, PowerPoint will use these timings to advance
the slides automatically.

If you need more than one try to get the timings just right, the Recording toolbar can be used to take a break or
start over on a slide. To pause the timer, click the Pause button. No actions taken while the timer is paused will
be included in the timings. To re-record the timings on the current slide, click the Repeat button.

Recording your slide show

The Record Slide Show feature is similar to the Rehearse Timings feature, but it's a bit more comprehensive.
If you have a microphone for your computer, you can record voiceover narration for the entire presentation.
This is useful if you plan to use your slide show as a self-running presentation or video.

To record a slide show:

1. From the Slide Show tab, select the Record Slide Show drop-down arrow, then choose either Start
Recording from Beginning or Start Recording from Current Slide.

H ©- B -
File Home Insert Design Transitions Animations
D ¥ BB B |
D P B [ ..
Froam Fram Present Custom Slide SetUp  Hide  Rehearse Rec
Beginning Current Slide Online~r  Show -~ Slide Show Slide  Timings = §
Start Slide Show é"f:'

2. A dialog box will appear. Select the desired options, then click Start Recording. Remember, you can
only record narration if you have a microphone attached to your computer.

Record Slide Show

Select what you want to record before yi
5lide and animation timings

I...-l"l Elarratimme imls amA lacar maintar

3. Your presentation will appear in full-screen view. Perform your slide show. Make sure to speak
clearly into the microphone if you're recording narration.

4. When you're ready to move to the next slide, click the Next button on the Recording toolbar or use
the right arrow key.
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Recording v |

= Il 000:10 & 0:00:10

=

5. When you reach the end of the show, PowerPoint will close the full-screen view.

6. Your slide timings and narration are now part of your presentation. The slides with narration will be
marked with a speaker icon in the bottom-right corner.

Internet Safety
for Everyone

Tomen memarimm———

In recorded slide shows, the mouse pointer isn't visible in the finished product; therefore, if you want to point
something out, you'll need to use the laser pointer feature. Simply hold Ctrl on your keyboard while you click

and hold your mouse. The cursor will appear as a small red dot.

What to look for
an antivirus progre

Antivirus Anti-spyware
Specifically Protects against
protects against malicious software that
viruses may be gathering your
" information without your

To remove slide timings or narration:

If you change your mind about including slide timings or narration, you can easily remove one or both. You can
clear them from the entire presentation or just the current slide.

To do this, simply go to the Slide Show tab, click the Record Slide Show drop-down arrow, hover over Clear,

then choose the desired option from the menu.
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Sharing Your Presentation Online

PowerPoint offers several options to enhance or even totally change the way you deliver presentations. Instead
of presenting your slide show normally, you can choose to present it as a video, or you can even present it live
online so others can view it remotely. No matter how you choose to give your presentation, you can enhance it
by customizing your slide show to remove or reorder slides. All of these options can help you give a polished
and professional presentation.

Exporting a presentation as a video

The Create a Video feature allows you to save your presentation as a video. This can be useful because it lets
your viewers watch the presentation whenever they want. To make sure your viewers have enough time to view
each slide, you might want to rehearse the timings or record your slide show before using this feature.

To create a video:
1. Click the File tab to access Backstage view.
2. Select Export, then click Create a Video. Video export options will appear on the right.
3. Click the drop-down arrow next to Presentation Quality to select the size and quality of your video.

= Presentation Quality

Largest file size and highest quality (1920 x 1080)

Presentation Quality

Largest file size and highest quality (1920 x 108C
1=

Internet Quality
4. Select the drop-down arrow next to Use Recorded Timings and Narrations. Choose Don't Use
Recorded Timings and Narrations if you don't have or don't want to use recorded timings. You
can also choose Use Recorded Timings and Narrations if you have already recorded timings and

narrations and want to use them in your video.
5. Click Create Video. The Save As dialog box will appear.
6. Select the location where you want to save the presentation, then enter a name for the presentation.

7. Click Save. As PowerPoint creates your video, a status bar will appear at the bottom of the
PowerPoint window. When the bar is complete, your video is ready to view, send, or upload.

In addition to emailing your video, you can upload your video to free video-sharing sites like YouTube. Once
your video is uploaded, you can give the link to anyone you want to see it. To learn more about using YouTube
to share videos online, review our YouTube tutorial.
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Presenting your slide show online

Presenting a slide show online is surprisingly easy. All you and your viewers need is an Internet connection—
they don't even need PowerPoint. Once your viewers are connected, you can start the presentation as you
normally would.

Please note that you cannot edit your presentation or mark it with a highlighter or pen while you are presenting
a slide show online. You also cannot use PowerPoint to speak to your audience. Plan to communicate with your
viewers through teleconferencing, or pre-record your narration.

To present online:
1. Select the Slide Show tab, then locate the Start Slide Show group.

2. Click the Present Online command.

File Home Insert Design Transitions

» & 2\ B P
FC . 5
From From Present Custom Slide SetUp Hic

Beginning Current Slide Online~ Show ~  Slide Show Slic
Start Slide Show

-~ Present Online

1 _ Present the slide sl

: the default presen
2 =m ™ o]

3. A dialog box will appear. Click Connect. A status message will appear as PowerPoint prepares your
online presentation.

Present Online

Office Presentation Service

The Office Presentation Service is a free, public service
Microsoft Office. You can use this service to present t
in a web browser and download the content. You will
to start the online presentation.

More Information

__| Enable remote viewers to download the presentati

Lesson 5: Customizing Your Presentation © Prof. Dr. Md. Mijanur Rahman Page 42



PowerPoint Tutorial

4. A link will appear. If it's not already selected, select the link.

5. Click Copy Link to make a copy of the link, which you can paste just about anywhere—including
Facebook, a blog, or an email. You'll just want to make sure each of your viewers receives a copy of
the link before beginning your presentation.

Present Online

Share this link with remote viewers and then star

;https://bn1 -broadcast.officeapps.live.com/m/Broadcas
8828ed87fdb4fc1b%5Ff3205876%2Dddde%2D468f%:
2D7b4aa944744f%2Epptx

T CopyLink

=1 Send in Email...

6. Click Start Presentation.
7. Present the slide show as you normally would, using the mouse or keyboard to advance the slides.

8. When you are finished, click End Online Presentation.

Present Online Home Insert Design Transitions Ani

? = o ; . N
.Er = Monitor: Automatic @ ...‘..

From . e Pre e tar Mo Share Meeting SenFi
| Current Slide Notes ~ Invitations
Slide__ Show Monitors Present Online

9. A dialog box will appear to confirm that you want to end the presentation. Click End Online
Presentation.

Microsoft PowerPoint

| Everyone viewing this online presentation will be disconnected if you continue. C
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