
BACKGROUND COLOUR (for slide) – ‘Format’ -> ‘Background’.  Choose your colour from the palette or look for more colours.  Click ‘Apply’ if you want the background colour to change only for the slide you are on, click ‘Apply to all’ if you want all your slides this colour.

SLIDE COLOUR SCHEME – To change the colour of different parts of your slide (e.g. backgrounds, shadows etc) on one screen, go to ‘Format’ -> ‘Slide Colour Scheme’.  Select the ‘Custom’ tab and make your colour choices there.

SLIDE LAYOUT – Every time you open a new slide you are given a variety of templates to choose from.  If you change your mind after selecting, go to ‘Format’ -> ‘Slide layout’.  Select the layout you want and click ‘Apply’.

CHARTS – To add a chart within your presentation, insert a new slide and choose the ‘Chart’ slide template from the selection offered.  Follow instructions on screen and a generic chart with spreadsheet will be provided.  You can amend the information on the spreadsheet and the chart will update automatically.  To change the style and appearance of the chart, go to ‘Chart’ -> ‘Chart type’ and make your selections from the ‘Standard types’ and ‘Custom types’ tabs.

DESIGN TEMPLATES – These are designed backgrounds that sit on all of your slides as a background to your work. To choose your choice of template, go to ‘Format’ -> ‘Apply design template’.  From here you can preview and choose from a variety of templates.

FONT OPTIONS – to change font size and type use the main screen toolbar but for more options such as spacing and effects, highlight the font then access ‘Format’ -> ‘Font…’

HYPERLINKS – These sit on a slide and could be shortcuts to another page, presentation, sound, movie, website, etc.  To set a hyperlink, right click on the object to be the hyperlink.  On the menu, click ‘Action settings’. Click on ‘Hyperlink to…’ and select the link type you want from the list.  If your choice has some dots after it (e.g. slide…) you will have another window to complete to make the link (e.g. putting a website address in).

LINE SPACING – Select text box if you want all the lines spaced differently or just click the line if you want a particular line with different spacing.

Then go to ‘Format’ -> ‘Line spacing’.

MOVIES AND SOUNDS – ‘Insert’ -> ‘Movies and sounds’.  From the list provided you can choose to insert movies and sounds from the gallery or from file (if the file is sitting on a CD or your hard drive).  You can resize the movie window once it is on screen and an option allows you to choose if you want the movie/sound to run automatically or on a mouse click.

NAVIGATING ROUND SHOW – Whilst running your show, click on the triangle at the bottom left of the screen ([image: image1.png]


). ‘Next’ moves you to the next slide, ‘Go…’ allows you to choose any slide to go to (in case you want to jump back or forward during a presentation).

PEN POINTER – to highlight features of a slide to draw attention to key points use the pen pointer.  To access the pen, click the triangle whilst running on the show ([image: image2.png]


). Select ‘Pointer options’ -> ‘pen’. The mouse can be used to draw onto your slide.  The pen colour can be changed using the same menu.  To erase the pen, open up the menu under the triangle, ‘Screen’ -> ‘Clear Screen’.

PRESET ANIMATION – To add simple animation to an object, first select it, then go to ‘Slideshow’ -> ‘Preset animation’.  You can select how you want the object animated and preview it before applying it (‘Slideshow’ -> ‘Animation preview).

TEXT BOX FORMATTING – To fill your text box with colour or to change the border style and colour, select your text box then go to ‘Format’ -> ‘Text box…’.  When window is open, select the ‘Colours and lines’ tab.

TEXT IN AUTOSHAPES – Once your autoshape is on your slide, right click on it and select ‘Add text’

TEXT ORIENTATION IN AUTOSHAPES – If you want your text in a different position inside your autoshape, first select your autoshape.

Then ‘Format’ -> ‘Autoshape’.  Click on the ‘Text box’ tab.  You will find the option to rotate text by 90 degrees at the bottom of the window.

SHADOWS – To add a variety of shadows to your autoshapes, text, images or other objects, select the ‘Shadows’ icon ([image: image3.png]


) found on the toolbar near the bottom of your screen.  You can choose a variety of shadows to fit your object and change the shadow colour in ‘Shadow Settings’.

3D ICON – Works in the same way as the shadow icon above but allows you to create 3d images from 2d shapes.  The icon is [image: image4.png]


.

CD TRACK – To insert a track (or part of) from an audio CD, ‘Insert’ -> ‘Movies and sounds’ -> ‘Play CD audio track’.  In this window, you can choose track no. and what part of song you want played.  As with movies and sounds, you get the option of having it played automatically when the slide appears or on a mouse click.
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