
BBG 114 – Business Application Software
PowerPoint Session 2: Modifying Text & Graphics
Terms:

· Slide Layout – a format specifying location of placeholders (textboxes)

· Slide Theme – pre-formatted design for a slide, specifying colors, fonts, and bullet styles
· Slide Master – specifies the background and design for a set of slides. It can include footer. Each theme has several several different slide masters.
Slide Design:

Apply a Different Theme
· Select slides that need new design

· Click the Design ribbon
· Click the desired theme

Modify a Theme’s Color Scheme

· Select slide(s)
· Click Design > Colors
· Choose desired color palette

· Or, click Create New Theme Colors to customize colors in the current theme.

Modify a Theme’s Design

· Access Slide Master for slide (see below)

Access the Slide Master for a Given Slide

· Click View > Slide Master
· Select large master slide
· Change text font, size, color or location
· Change position, size of graphic images

· In Slide Master ribbon, click the Close Master View button

Modify a Slide Background

· Click Design > Background Styles
· Click Format Background
· In the Fill tab, choose desired background

· Note: If using a picture, increase the Transparency to enable text to be read

Add and Modify Tab Stops

· Use Tab key to insert tab characters in text
· To left of ruler, select type of tab stop

· Click ruler at position of new tab stop

Insert Footers and Slide Numbers

· Click Insert >  Header & Footer
· Click Slide tab, if not already chosen

· Enter text for slide footer
· Check the box for Slide Number
· Uncheck the check box for date
Format Footers and Slide Numbers

· Access the Slide Master for a desired slide

· Click the border of one of the three text boxes in the footer

· Adjust the format of text

· Click Slide Master > Close Master View button

Insert Table

· Click Insert > Table
· Choose desired columns and rows

· Adjust design with Design and Layout ribbons

Images:

Ways to Adjust an Image
· Reorder image  (front to back)
· Right-click image to access menu
· Choose Bring to Front > Bring Forward
· Or, … Send to Back > Send Backward
· Repeat until desired outcome is achieved

· Set certain color of image as transparent

· Select image

· Click the Format ribbon and Recolor
· Click Set Transparent Color button

· Click color in image to be transparent

Adjust Picture with the Format Ribbon
· Fade a picture in the background

· Click Recolor and Washout
· Decrease size of slide-show file

· Click Compress Pictures button
· Save file under a new name
Insert Text Boxes

· Click Insert > Text Box and click in slide
· Type text to be inserted in text box
Adjust Text Boxes

· Click inside text box to edit text
· Click border of text box to format text box
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