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layout master slida in the
slidelayoutin the sjige M

Pane. To \
check this information, just hover the mouse pointer over any

aster task
click on the Themes button s Paneand read the screen tip.

desired theme from the displ‘-k N the Edit Theme group on the Slide Master tab and select the

ayed list,
o Select the Fonts buttop s

to
celected theme. Observe th <hange the font style and Colors button to change the colour of

€changes,
o Clickon the Backgroung Styles

therequired backgroung fromt button in the Background group on the Slide Master tab. Select

he drop-down mienu.

Tochange the text coloyr. cf;
»Clickonthe H ; :
the Font group. ometab. Select the text and then click on the Font Colorin

Select any font col
0 y our from the drop-down menu. The changed font colour will appear in all the

ides in the Sli
slide ?llde Master task pane on the left. Likewise, you can apply different formatting
changesonslides with a specific layout.

@ Remember that text on the Master Slide is |todemroe F ' T x|
used only for styling. The text on actual slide, | = eusme o |

Indude on slide

such as titles and lists should be typed in | O psematn

Update autamatically

|
|
. u - |
Normal View. | FEr I A *
Language Calendar type:
| e G |
Lo,/ To enter and edit the header and footer | ggﬁmg 5 e ns |
contents, click on the Header & Footer | D=sani |
buttonin the Text group on the Insert tab. | |
| [] Don't show on title slide
© Click on the Close Master View Bl button | |
[ sooy | [aoowomn] | cancer

!

ide Master tab to close the L . topior]
e o B Figure 6.2: Header and Footer Dialog Box
Slide Master View.

"B CREATING A NEW CUSTOM LAYOUT

t suits your needs, you can create a custom layout that perfectly
that layout by adding text-specific and object-specific

Ifyou do not find a standard layout tha '
sits your slide content. You can customize€

S

Place'h'olders.

Follow these steps:
A" Click on the View tab. Select the Sfide
\ Y e

® Choosethe Blank Layout slide fromthedis
.d or default plac_eholders,

Y 7 , unwanted or
Saremoean unwfthe placeholder, then pressthe Deletekey.

Master buttonin the Master Views group.
playedlist presentin the Slides Master task pane.

such as header, footer, or the date and time,

Tools (13| Kips
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click on More drop.qqy,,

N arrg
groupandselect the Cojors Opti " In the Variants
ion

choose the desired coloyr schern

'[o_apply the colouyr scheme ¢

click on the colour scheme an - z = |
"_A“ Slides option. selectthe APpIy to -E .?! rﬂj L__J= > add title |
e m - [

rrent Theme

In case you want to apply the cof
tothe selected slide only,
Selected Slides option,

p CHANGING BACKGROUND COLOUR

our scheme only
then select the Apply to

313

i

eloty (2 Notes @cComments (B 23 B ¥ -1 + 4% f

Figure 6.4: Changing Colour Scheme

Yeuan gizngethe baCkground colour, Pattern, andtexture of aslide.

1 : Format Background ~ X
1 /o Click on the Format Background button, present in the Customize | &

group on the Design tab. The Format Background task pane will |

appearasshowninthe Figure 6.5. * Solidfil

i i . Gradient fill
@ Select any Fill style option from the displayed list under the ‘Fill’ | S |
:’ SeCtlon' || Hide background graphics :[
: | - i
- . or I‘ 2t "
@ Clickonthe Colorbutton. Ifyouwant to selecta different colourapart = - K !
: . | Transparency t=—— 0% t
from the displayed colours, select the More Colors option from the | i;
ii

list. |

i
® TheColorsdialog boxappears. | l

Click on the Standard tab and choose the colour you want. You can | apytaai | fet s . L

|
ourown colourscheme. Click —
also select the Custom tab and create y Flgure 6.5: Format

1
OK. Background task pane 1
~ ® dlickon the Apply to All tab to apply the colour scheme to all the slides. Click on the Close button

to close the Format Background task pane.

B INSERTING A SMARTART GRAPHIC

youto present data orinformation with graphics instead of just
eymg ourJdeas and messages easily and effectively. It containsa

SmartArt i is a graphics tool that allows

e
iSngtext These graphics help <o Hierarchy, Matrix, etc. to display dat tation.

List, Hierarchy, Matrix, etc. to display datain a presentation.
.Viﬁe‘ty_gfgraphlcal layouts, like Pyramids, L :

—G;—-
————

J’” Toinsert SmartArtina slide, select the Titl
® the Insert a SmartArt Graphic icon present on the slide. The Choose a SmartArt Graphic
~ Lhoose the In

eand Contentlayout.

~ dialogbox appears: gl
AR o Too‘ls|KiPsﬂ
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W INSERT'NG A CHART ( h,,\—« ,D | [ C L
”"’:“ ¢ VeS|
réﬁa'rtls an effective Way to dispy (I :
= ay data fer | Quick View
makeiteasiertoshow cq Parison "N a graphical and pictorial form. Charts | Press Ctrl+Ttoopen the
gndtrendsindata. Charte Provig and growth, relationship among the values 1 [ TONGoR
b e size using
aNaccurate analysis of the information. i the shortcut

p Click on the Insert Ch

art ; Ctrl + Shift + >.

ico ; | ety
_layout, The Insert Chart di N on the slide from the Title and Content ‘;Decrease the font size using

left pane, and the S
] ub_t
right pane. YPes of the selected chart will be reflected on the

alo ‘ the shortcut
g box appears. Select the chart type in the | Ctrl + Shift + <,

B

——

T now the Fact.

1
|
;
|
The intersection of row and l
|

0D Ox

Table Styles group.,

M Ao 2
,;.- % re e T = 5:::" : Sy A ] T ;
1 - s JAN FEB MARCH column in a table is called
: 2 |FOOD 800 850 500 - Cell. ‘-
i IR MONTHLY EXPENSES 3 | WATER BILL 300 500 400 | B ana
‘ 20 « SRR ——o |1 8 IRENT 20000 2000 2000 |
0 2o o | 5 |[ELECTRICITY BILL 1200 1000 900
«| MliE
1500 » 1 5 i
%00 o Y a5 |
e « III o III T Let’s Know More
. L :m B! ou HEE :‘:_ To apply table effect, select
. . 2ol L 2 the rows or columns. In the l
d =4 - RTINS DO I ——— Table Tools, click on the | l
sajad 3 Stetes WCommes N S M T - + % B i - » Design tab > Effects In the I}

Fig_ure 6.8: Inserting Chart in a Slide

® Select the Column chart and click OK. The chart will be displayed with a 1
datasheet that contains the default data.

: -
® Youcanreplace the defaultdatawithyourown data. Todeleteall th Let's Know More W
i

e

from the datasheet, move the mouse pointer-to the Blank button at the | we can insert a table in 2 '_

e lef'{/_ccjz'm_ér_Of the Cd'@Q[QdEaIQISJ slide by clicking on the

Table option on the Insert

tab. A menu will appear.
l Drag the mouse over the

—~_—

® The mouse pointer changesintoa large plus sign qp of white colour. Click

onthe button. Theentire datasheet willbe selected. Press the Delete key. table grid to select the

number of columns and

rows you want in the table,
\Rw/

® Click the cell beneath Column B, i.e., BL. Type JAN, press the Tab key. Type
s the Tab key. Type MARCH and press the Enter key.

® Click the cell adjacent to the Row2 header, i.e. A2. Type FOOD, press the |
Down arrow key.. Type WATER BILL, press the Down arrow key and type
RENT and then ELECTRICITY BILLinthe nextrow.

| B2 and type 800. Press the Tab key and type 850. Similarly,

e data as shown in the Figure 6.8. As you enter the data, the

FEB, pres

Let’s Know More

We can also insert a chart in
any slide by using the Chart

button ! present on the | )
Insert tab in the

llustrations group. i
. |

Tools I | KiPS‘
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A.
1.

(s

: the
datasheet, click on the Close button on the Title bar of

s . - r“v '\;:‘/ - - — — T e —— . in
3 chart, the thtégnew tabs - Design and Format contal:; g
ow
Ols and COMmands dPPear on the ribbon. These commands a
Yand format the chart,

© Slide Master setsthe defaultlayout and formatting forall other slides,
/ © Slide Master consists of two placeholders:
© Slide Tit|e Placeholder ¢ Body Text Placeholder

ellsarranged in royys and columns. Itis very useful in organising and repr Esentiy
thedatainan effective manner.

Chartisan effective waytodis

Atablejs 5 grid of ¢

SECTION - A

Fill in the blanks:

C(/ULU{— Providesanaccurate analysis of information,

Thé | Cha t Sk + < key combinationis usedtq decrease the fontsize.

(able isagrid of ce||s arrangedinrows ang columns,
A
; d
1 R sy layaut Using the. ... Sty button present in theE
You ¢
Master group onthe Slide Master tab.
nsists of R - Placeholders.
i terco
Slide Mas

- [:7" :""' " g 1%‘“0@“13“ ! 1T E‘ .'::.f‘: « ( 54 ’T'wo
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CHAPTER-6: FORMATTING A PRESENTATION

SECTION A

A. Fill in the blanks:
1. Chart
2. Ctrl + Shift+<
3. Table
4. Rename
5 Two

B. State True or False:
1. True

False

True

False

True

LU o

C. Application Based Questions:

1. He should use a Chart in his presentation.

2. The Format Background option under Design tab.

SECTION B

A. Multiple Choice Questions:
1. a. View
2. a.Cell
3. b. Datasheet
4, a.Ctri+T
5. b. Table Tools

B. Answer the following:

1. The Slide Master is an element of a template that stores information, including font styles,
placeholder sizes, position of text and objects, bullet styles, background design, and colour
schemes. It sets the default layout and formatting for all other slides.

2. If you do not find a standard layout that suits your needs, you can create a custom layout that
perfectly suits your slide content. You can also customize that layout by adding text-specific

and object-specific placeholders.

3. Toinsert SmartArt in a slide, select Title and Content layout and choose the Insert a SmartArt
Graphic icon present on the slide. Choose the desired category. Click inside to add text to it.

4. Chartis an effective way to display data in a graphical and pictorial form. Charts make it easier
to show comparisons and growth, relationship among the values and trends in data. It also

provides an accurate analysis of the information.
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