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Formatting and Themes

PowerPoint offers a wide array of text formatting
options and themes that give you complete control
over the design of your slides. Themes help you design
your presentation using a foundation of coordinating
palettes and styles. However, sometimes you’ll still
need to make edits to the font type, size, color, or
effects of slide text. If you need to apply the same
formatting change to multiple slides, you may find the
Format Painter particularly helpful.

The slide background is one of the most prominent
design elements of a presentation. It can be
customized to your liking to bring a whole new look to
your slides. Instead of creating new presentations from
scratch all the time, you can take advantage of
previous work and create a template from a
presentation you’ve already customized.

Objectives

Themes

Format Text

Format Lists and Columns
Hyperlinks

Copy Formatting

Slide Background
Customize Themes

Slide Size

Templates
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h‘hemes\

Commented [IG1]:
Practice File: 01-themes.pptx

A theme is a set of unified design elements that you can apply to a presentation to give it a consistent look
and feel. Changing the theme changes the slide background, the font colors and styles, the slide layouts, and
the effects on graphics.

V-\pply a Theme\

Click the Design tab.

Click the More button in the
Themes group.

Small thumbnails appear for
each theme, showing off the
fonts, colors, and designs they
use.

Select a theme.

Tip: Preview a theme by
hovering over it in the menu.

Each theme also includes a few
variants that keep the basic
look of a theme but change
some of the colors and effects.

If necessary, expand the
Variants button on the Design
tab.

Select a variant of the theme.

Notice that changing the theme affects
pretty much everything about your
presentation. It changes the slide
background, the font colors and styles,
the slide layouts, and even the effects
on graphics.

01-themes - PowerPoint Kayla Claypael

File  Home | Insertfs |

Aa Aa Aa ’] ‘Aa B A & ]
.......... [E— - 65 Customize | Design
- Ideas

2 Designer

|9

Aa

L ===

tomguide Interactive Training

[ Browsefor Themes.
Save Current Theme...

Slide10f 8 English (United States) Znotes (B 5 B T -

Great Presentation

Commented [1G2]:
1. Click the Design tab.

2. Click the More button in the Themes group.

3. Select the Facet theme in the first row of the Office
section.

4. Click the Variants button, if necessary, to expand the
variants.

5. Select the fourth variant in the gallery (with black
background).

01-themes - PowerPoint Kayla Claypool

E 2

Flle  Home Insert Draw Design Transitions Animations | Slide Show | Review |View  Help 0O Tell me

B a | f

Aa = a

s Variants | Customize | Design
e ‘ Ideas

Themes Designer

L)
T S ||

4 Introduction

)

Tips for a Great
3 Presentation
oo et g
4 Goodvs. Bad
4 "
)
5 ¥
Slide 1of 8 Enghsh[um;dimtu] £ notes B = B2 % -—& + 45% B
10 [Your Company Name]




\Format Text\

Commented [IG3]:
Practice File: 02-format-text.pptx

You can use the Font group of the Home tab to change the way the text in your presentation appears by
changing the font type, size, color, and style.

\Change Font Type

One way to emphasize text in a presentation is by changing its font type. A font type is a set of characters

with the same design and shape.

Select the text you want to
change.

Tip: If you want all of textin a
text box to change, you can

just select the text box.
Click the Font list arrow.

Tip: Preview a font by hovering
over it in the menu.

Select a new font.

Shortcut: Use the Font list
arrow on the Mini Toolbar that
appears near the mouse when
you have selected text.

‘Change Font Size

Select the text you want to
change.

Click the Font Size list arrow.

Tip: Preview a font size by
hovering over it in the menu.

Select a font size.

(3

Shortcut: Use the Font Size list
arrow on the Mini Toolbar.

File  Home | Insert Draw Design Transitio

B - | |Trebtchetms
fﬁ [gg m 5 rebuchet
e B | o Theme Fonts
- & | side- G- | | Trebuchet MS
Clipbeard & Slides Trebuchet MS
= Al Fonts
4 Title Slide
1 Abadi
Abadi Extra Light
| geney
Aharoni

4 Introduction

Aldhabi

2 m a R
3 - ’

4 Good vs. Bad Arial Black
4 Arial Narrows
Arial Nova Cond
5 l Arial Nova Cond Light

2 22-format-text - PowerPgift
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= L Q| e @
] &=,
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9999

199D
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- R

i + % B
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Clipboard = Slides

4 Title Slide
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4 Introduction

2 E
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°
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Drawing
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Commented [IG4]:
1. Select the text on slide 2.

2. Click the Font List arrow on the Home tab.

3. Select Arial.

Commented [IG5]:
1. Ensure the text on slide 2 is selected.

2. Click the Font Size list arrow.

3. Select 48 point.




]Change Font Color

Changing font color is yet another way to emphasize text in a presentation.

o Select the text you want to
change.

o Click Font Color list arrow.

The colors that appear at the
top coordinate with your
current presentation theme.

Tip: Preview a font color by
hovering over it in the menu.

e Select a new color.
Shortcut: Use the Font Color

list arrow on the Mini Toolbar.

Tip: The Font Color button always
displays the color that was used most
recently. To quickly apply this color to
other selected text, simply click the
Font Color button instead of the list
arrow.

File

X
(g,

Paste

Clipboard

4 Title Slide

=

4 Introduction

4 Good vs. Bad

B

5

Slide2of 8 English (United States)

Home | Insert Draw Design Transitio  Animatio | Slide She Review | View | Help | Format

Commented [I1G6]:
1. Ensure the text on slide 2 is selected.

2. Click the Font Color list arrow.

o 3. Select Orange, Accent 4 in the first row.
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V—\pply Text Effects

In addition to changing font type, size, and color, you can also emphasize the text in a presentation by
changing the text effects. The most common and popular styles are bold, italic, and underline, but other
styles such as shadow and strikethrough are also useful.

o Select the text you want to = 02-format-text - PowerPaint Drawing &
change Fle  Home | Insert Draw Design Transitio | Animatio | Slide Shc| Review |View |Help Format| © Tellme & &2
ﬁg& B - | Al Sl - A=Y jel @J
e Select a font style like Bold, @ | PpET e8] - |y | ol =
. . - Side- 0= | 2~ L& Aa- KA A = | - S -
|ta|IC, or Underline. Clipboard | Sides Font @ Paragraph " Vaice ~
Shortcuts: 4 Title Slide

1

e To bold, Ctrl +B.
4 Introduction

e Toitalicize, Ctrl + 1. 2

e To underline, Ctrl + U.

Tip: To remove a font style from
selected text, simply click the style 4 G
button again, or use the Clear All 4
Formatting button.

5

Slide20f 8 English (United States) =nNotes |[EBE B F -4 + 4% B

Change the Case

If you want to change the letter case for an entire block of text, it’s simple to switch to lowercase,
uppercase, sentence case, or capitalize each word without manually changing each letter. You can also
reverse the case of selected text with the toggle case option.

o Select the text. twSave - : 02-format-text = PolerPoint Drowing
File  Home  Insert Draw Design Transitio Animatio Siide Shc Review View Help Format 0O Tellme & ©
) " Home
o Click the Change Case button. e . al |2 8
. = B awi fting | Dictate
o Select a case option. Pelt- & = e[l [V
Clipboard 1 Shides Font g Paragraph g Voice -~

4 Title Slide
1 -

4 Introduction

4 Good vs. Bad
4

5

o
Siide20f8  English (United States) = Notes B 55 ® 7 -1 + 45%

Commented [IG7]:
1. Ensure the text on slide 2 is selected.

2. Click the Bold button to turn bolding off.

Commented [IG8]:
1. Ensure the text on slide 2 is selected.

2. Click the Change Case button.

3. Select Sentence case.

© 2025 CustomGuide, Inc. 13



Wign Text\ Commented [IG9]:

1. Ensure the text on slide 2 is selected.

There are a couple of different ways to align the text in a text box. You can select from both horizontal and

vertical alignment options. 2. Click the Align Right button on the ribbon.

3. Click the Align Text button.

o Select the text. Pouerbin e
. X File  Home Insert Draw Design Transifio Animatio Slide Shc Review |View Help Format 0O Tellme & &2 .
Select a horizontal alignment I 4. Select Middle.
_ oa. | D b
option. pose 27| e 3 Dicate
- Slide = [ ~ -
e Select a vertical alignment e T R voe ol
option 4 Title Slide

W -

4 Introduction

3 -
|

4 Good s, Bad

4 E

5

Slide26f 8 English (United States) = Notes B 5 B2 = -1 + 45% B
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\Format Lists and Columns

Commented [IG10]:
Practice File: 03-format-lists-and-columns.pptx

Add Multiple Columns

When you have text on a slide, PowerPoint automatically puts it in one column, but you can break it into

multiple columns if that’s more fitting.

Select the text box with items
you wish to convert to
columns.

Even if text flows outside of a
text box, it doesn't
automatically break into
columns.

Click the Add or Remove
Columns button on the Home
tab.

Select a column option.

\Numbered and Bulleted Lists

X += 8-
ok |
paste B E—‘
- Y Slide~ B~
Clipboard | Slides

4 Introduction

2 -
3 -
4 Good vs. Bad

) E

5 -

File  Home | Insert Draw Design Transitio | Animatio Slide She| Review View |Help Format

Slide50f 8 English (United States)

03-format-lists-and-columns - Pow... Drawing

P Tellme 2

. =L A 3
[l:j RN |

Trebuchet MS (Body) -|24 =
B I US a-
L A-ha-| KN R

Font. n

Diawing | Editing | Dictate

One Column
Voice

Two Columns

What a Presenta
» Astrong start
> Knowledge and authority
> New and unexpected information
> Storytelling
= L ay Nam
» Passion
> Simplicity
» Focus on audience needs

Swnetes |[[H 55 B T -

1 + as

Use bulleted lists when the order of items in a list doesn’t matter, such as listing items you need to buy.
When the sequence of items in a list does matter, such as to present step-by-step instructions, use a

numbered list instead.
0 Select the text box with the
items you wish to convert to a
list.

e Click the Numbering button or
the Bullets button.

Tip: To remove bullets and numbering
from a list, select the list and click the
Bullets or Numbering button in the
Paragraph group.

=
iaf i
Paste New
- ¥ Slide~ B~
Clipboard 5| Slides

4 Intraduction

2

File  Home | Insert Draw Design Transitio |Animatio Slide She Review View |Help Format

Slide5of 8 English (United States)

Drawing

P Telme &

Trebuchet MS (Body) !
B I US ah-
LA-par KR

. M\ -
b EYREE |
+ Drawing | Editing | Dictate

Font n Faragraph [} Voice

What ratiqgy G

-
> Astrong start > Passion
> Knowledge and authority > Simplicity
> New and unexpected information > Focus on audience needs

> Storytelling

.

Znotes | [ 22

B T -—4 + 4%

2|

=]

Commented [IG11]:
1. Select the text box on slide 5.

2. Click the Add or Remove Columns button on the Home
tab.

3. Select the Two Columns option.

Commented [IG12]:
1. Ensure the text box on slide 5 is selected.

2. Click the Numbering button.

Point out that the order of items in this list isn’t
important. A bulleted list would be more suitable here.

3. Click the Bullets button.

© 2025 CustomGuide, Inc.
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]Change the List Style\

If you don’t like the bullet character or number style that has been assigned to your list by default, you can
always change it.

o Select the items with the style - orawing (2
you WiSh to change. Fle  Home Insert Draw Design Transitio Animatio Slide Shc Review View Help Format 0O Tellme 15 2
fﬁ X D - | |Trebuchet MS (Body) = it
e Click the Numbering or Bullets | pz @ | o, 8 | B I US &2 .
. - sider T~ | £~ A-Aar AN A -
button list arrow. Cmboera 5l siaes % a
5] =]
e Select a new style. g et
The new bullet character or number
style is applied to the selected AaTpeE
Knowledge and authori|
paragra ph(s) : New and unexpected if
Storytelling i= Bullets and Numbering... D
:
:
Slide S of 8 English (United States) = Notes B = 2 2 -—14 + 4s% (9

Keyboard Shortcuts for Working with Lists

N

Enter Inserts a new paragraph with the same formatting as the previous one.
Tab Demotes the paragraph one level.
Shift + Tab Promotes the paragraph one level.

Commented [IG13]:
1. The text box on slide 5 should still be selected.

2. Click the Bullets list arrow.

3. Select the Filled Square Bullets style.
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\Hyperlinks\

Commented [IG14]:
Practice File: 04-hyperlinks.pptx

Hyperlinks in PowerPoint are just like ones you see on webpages. When you hyperlink text or graphics, they
become clickable and will connect you to outside information.

\Hyperlink Text or Images

Select the text or graphic you
want to hyperlink.

Click the Insert tab.

If necessary, expand the Links
group.

Click Link.

© 00 O

You can hyperlink to a website,
a place in the current
presentation, a new file, or an
email address.

Select a linking option at the
left.

Fill in the necessary
informational fields.

Click OK.

9 8

04-hyperlinks - PowerPoint PictureTo...

File  Home Insert Draw Design Transitio Animatio Slide Shc Review View Help Format 0O Tellme & “

E‘ @ : FC‘) t)% @3oModels - | [ o] | T A4 Q Q)
T SmartArt
New | Table s | Shapes lcons links | Comment | Text | Symbols | Media
Slide~ - - - il crart B > < >
Slides Tables Illustrations ments ~

@ B .
2 Zoom Link Action
'

4 Introduction

Hot knowing your topic
Reading the stides,

4 Good vs. Bad

“Too much information

5-
6-

Slide4 of 8 English (United States) Znotes [H 55 B T -—4 + 4% M@

) B D T

File  Home | Insert Draw Design |Transitio | Animatio Siide She Review |View Help Format =~ ©O Tellme 1= @

Eﬂj @ = % t('g @3omodels - | [ ] | [ + 4 0 Q)
T SmartArt 5
New | Table. | Images | Shapes Icons Add- | Links | Comment | Ted | Symbols | Media
Slide - - 2 o] Chart s & = t =
Slides. Tables Insert Hyperfini ? x -
. linkto:  Textto display: | <Selection in Document> - SareenTin..
2 ookin: | Desktop 7 @
Existing File
arwen page [|[T T s pC ||| Beokmark..
rent
Folder | & macbook
3 1 Libraries
Place in This P Network
Browsed [
e |12 Dropbox for Business
8 iCloud Drive
4 Good s .
reate New || pecent
2 Document Files
v
Address: GESISTION: utFs [v
E-mail
5 Address

Slide4 of 8 English (United States) Snotes [[E 232 B T -—#

+ o% M@

© 2025 CustomGuide, Inc. 17

Commented [IG15]:
1. Select the picture on slide 4.

2. Click the Insert tab.

3. Click Link.

4. At the left, click Existing File or Web Page.

5. Have students open a web browser window and
navigate to Google.com. Search “What makes a
presentation bad.” Copy the web address of a page
displaying in the search results. Back in PowerPoint, click
in the Address field of the Insert Hyperlink dialog box and
paste the copied link.

6. Click OK.

7. Click anywhere outside the picture.

8. Hold the Ctrl key and click the hyperlinked picture.




Click away from the text or
image.

Hold the Ctrl key and click the
hyperlinked text or image.

O4-hyperlinks - PowerPaint

File  Home | Insert Draw |Design Transitions Animations  Slide Show | Review View Help | 0 Tellme 18 &

B E|= o @l = |4 o

Mew | Table | Images | Mustrations | Forms | Add- | Links | Comment | Text | Symbols = Media
Slide~ - B > = > B B >
Slides | Tables Forms Comments ~

4 Introduction

2 -
hat Makes

ntation B

» Not knowing your topic
> Feading the sic

3
4 Good vs » Too much information

> Lack ment

Slide 40f & English (United States) Znotes ([EH BE B F - ¥ + 4% B
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\Copy Formatting\

Commented [IG16]:
Practice File: 05-copy-formatting

If you find yourself applying the same formatting over and over again, then you should familiarize yourself
with the Format Painter tool. The Format Painter copies how text or objects are formatted and lets you

apply that formatting elsewhere.

%pply Formats Once
o Select a formatted text.

o Click the Format Painter
button.

The formatting is copied to the
painter tool. The cursor
changes to a paintbrush to
show that it is now in Format
Painter mode.

e Select the unformatted text.

The formatting is applied. Notice that
the Format Painter turned off, meaning
if you wanted to apply the same
format to more text, you'd have to
repeat the whole process all over
again.

Tip: You can also use the Format
Painter to copy the formatting of
objects, such as shapes, and apply that
formatting to other objects.

copy-formtti Diawing [

File  Home  Insert Draw Design Transitio Animatio Slide She Review View Help Format O Tellme 15 =

X = B | ada M -l
fﬁ[@v Q‘S‘ BT US a A~ G- ’ S @
— u & = Drawing | Editing | Dictate
S st B LAk AN R i : )

Clwphaﬁ Slides Font [ Paragraph ] Voice ~
4 Titl _

g

Paste

=

4 Introduction

4 Good vs, Bad

' E

5

Slide 2018 English (United States) Snotes |EH O EBE F -4 + 4% B3

File  Home Insert Draw Design Transitions Animations | Slide Show  Review View Help O Tell me =3 =
A
NN AT |
- =
-
-

£ 7 B+ | [Trebuchet Ms (Hesdin - |22~
D[@v New 3 B I US a8
- Side- @~ | #-A-hAa- A A K

Clipboard % Slides Font 5 Paragraph & Voice ~

Drawing | Editing | Dictate

4 Title Slide ~

=
|

4 Introduction

4 Good vs. Bad

4
-z}

5

Slide30f &  English (United States) = Motes E
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Commented [IG17]:
1. Select the text on Slide 2.

2. Click the Format Painter button.

3. Select the text on Slide 3.




V\pply Formats Multiple Times\

(3]

Select the formatted text.

Double-click the Format
Painter button.

Repeatedly select the
unformatted text.

Just like before the text is
reformatted. However, this
time the Format Painter stays
on, so you can continue
selecting text to re-format.

Click the Format Painter
button to turn it off.

Shortcut: Press the Esc key to
deactivate the Format Painter.

Drawing

File ome | Insert | Draw | Design Transitio Animatio | Slide Shc| Review | View |Help | Format | © Tell me
L'Qﬂ X D] E- | |Aal ) -4 | (o o ]
Upy- @ B IUS A - = .=
Paste - Drawing | Editing | Dictate
- L-A-n- Aa K| EEEE = ° o -
Cippoara | sudes Font = Paragrapn 5 Voice
 Title Slide

y -
|

4 Introduction

4 Good vs. Bad

4
-z}

5

Slide 30f 8 English

Znotes [[E B3

B = -1

(United States)

+ 45%

=]

Commented [IG18]:
1. Select the text on slide 3.

2. Double-click the Format Painter button on the ribbon.
3. Scroll down to slide 8 and select the text on it.
Point out that the Format Painter tool remains on.

4. Click the Format Painter button on the ribbon to turn it
off.
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\Slide Background\

Commented [IG19]:
Practice File: 06-slide-background.pptx

If you don’t like the slide background that comes with your current theme, you can easily change it.

\Modify the Slide Background

o Click the Design tab.

o If necessary, expand the
Customize group.

e Click the Format Background
button.

The Format Background pane
opens. From here, you can
adjust the slide's existing
background or create one from
a picture or pattern.

o Make changes to the slide
background.

The available options depend
on the current theme section,
but you will usually have the
following options:

e Solid Fill

e Gradient Fill

e Picture or Texture Fill

e Pattern Fill

o Hide Background Graphics

e (Optional) Click Apply to All to
use the new background on all
slides in the presentation.

e Click Close.

06-slide-background - PowerPaint;

ign  Transitions | Animations | Slide Show | Ref

0]

Themes Designer

4 Tite Slide = @

Slide Format
Size - Background

File  Home | Insert Dran View |Help | £ Tell me R

B [all &

Variants | Customize | Design

Ideas

Customi

4 Introduction

at

Pres

CustomguideInteractive Training

2 -
|
3 -
|
4 Good vs. Bad
' -
=

Slide 1078 English (United States) =nNotes |[E | BE B F -4 + 4% B

06-slice-background - PawerPoint Kayla Claypos

File  Home | Insert Draw Design Transitions Animations | Siide Show Review View | Help O Tell me ER

B a g

Variants | Customize | Design

° Ideas
Themes Designer

4 Title.. Format Background ~ X
'8 &
4 Intro..
2 =3 |« Fn B
3 Solid ill
] ® Gradient fill
4 Goo... Tips for a Great o e
. Pattern fill
4 . Presentation =rent
Hide background graphics
5 1
Preset gradients (PR
(N | T
ype Linear -
7 [e=1 Direction -
8 1 - Angle 450 Ho
6 Apply to Al
Slide 10t & English (United States) Snotes |[E 55 E T - + 2% B

Commented [1G20]:
1. Click the Design Tab.

2. If necessary, expand the Customize group.
3. Click the Format Background button.

The options that appear are dependent on which theme
you are using.

4. Select Gradient Fill and select Linear for the Type.
5. Click Apply to All.

6. Click Close.

© 2025 CustomGuide, Inc. 21




]Customize Themes\

Commented [IG21]:
Practice File: 07-customize-themes.pptx

If you don’t like the default themes PowerPoint has available, you can create your own theme by saving any
combination of theme colors, theme fonts, theme effects, and background styles.

]Modify a Theme\

It’s helpful to start with a theme you like that’s close to what you’re looking for and then modify the theme

elements to better suit your needs.
With a theme applied, click the
Design tab on the ribbon.

If necessary, expand the
Variants group.

Click the Variants gallery More
button.

Modify any of the customizable
theme elements:

0000

e Colors: A set of eight
coordinated colors used in
formatting text and objects
in the presentation.

e Fonts: A set of coordinated
heading and body font
types.

o Effects: A set of coordinated
formatting properties for
shapes and objects in the
presentation.

e Background Styles: Select
from a solid or gradient
color, or create a
background using patterns
or graphics.

07-customize-themes fierPoint _ Kayla Claypool

@show  Review View Help 0O Tellme =3 a2

ma g

Variants | Customize | Design
- < Ideas

Themes Designer

4 Tite Side I
| . | JJ &

4 Introduction

2
/M Tips for a Great
3 J Presentation
|

4 Good vs. Bad

C ol

5 ¥

~

slide 10f & English (United States) Znotes (B 55 EH = -—4 + 45% [

07-customize-themes - PowerPoint  Kayla Claypool

File Home Insert Draw Design Transitions Animations Slide Show Review View Help © Tell me [ =

Aa 1 Aa A )‘ JREN B8 4
—— ———— memmn B~ | Voriants | Customize | Design
- e

Ideas
4 Title Slide . l J ’ ]
1 ——— m— —
= =1=]
- Fonts
4 Introduction [@] Effects

2 &) Background Styles

II|.)> 101 a Uleat
Presentation

~

]
]

Commented [1G22]:
1. Click the Design tab.

[

Expand the Variants group if necessary.

w

. Click the Variants gallery More button.

>

Click Colors.

. Select the Blue Green color scheme.

v

N

. Click the Variants gallery More button.

N

Click Fonts.

od

Select the Arial font set.

el

. Click the Variants gallery More button.
10. Click Background Styles.

11. Select the first background, Style 1.

4 Good s, Bad }
) m
: v
Py
5 ¥
Slide 1018 English (United States) Znotes B B8 B F -1 + 45%
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\Save a Custom Theme

Once you’ve modified a theme, it’s easy to save it for future use.

o Click the Design tab on the
ribbon.

o Click the Themes gallery More
button.

o Select Save Current Theme.

o Enter a name for the Theme
and click Save.

Now when you open the Themes
gallery, your custom theme will be
listed alongside the rest of the Office
themes. Any custom themes you save
are available in all Office programs.

File  Home | Insert Draw Design Transitions Animations | Siide Show Review View | Help = Tell me g | 2

B 8 | g

Customize | Design

° Ideas

Designer

Dl

Custom

Office

Tips for a Great
Presentation

‘Customguide Ineractive Training

[ [

S Browse for Themes..

S
Save Current Theme.. 0 :

L
slide 19f &  English (United States) Snotes |[E S5 B ¥ -4+ 4% [

File  Home Insert Draw Design Transitions Animations | Slide Show Review View  Help = © Tell me E
[ save Current Theme b3
A | <« Templates > Document Themes > v|®  SearchDocumentThemes 0
Organize v New folder B= v ] R
A Name . Date modified Type Size
Ll T ThisPC
] B 3D Objects Theme Colors File folder
B Desitop Theme Effects File folder
= Theme Fonts 4/13/20181233PM il folder
|5 Documents
[ Corporate 4013/2018121PM  THMX File
it & Downloads
2 B movies
b Music
L =] Pictures
3 i, LocalDisk (G)  » ¢ >
} File name: | Custom| q V‘
Save as type: | Office Theme v‘
4 G
a Authors: - machook Tags: Addatag
ry
5 s
| -
slide 19f &  English (United States) SnNotes |[E 55 B ¥ -4+ 4% H
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Commented [1G23]:
1. Click the Design tab.

2. Click the Themes gallery More button.
3. Click Save Current Theme.

4. Type Custom1 as the file name and click Save.




. . | Commented [1G24]:
’SI Id e SIZE‘ | Practice File: 08-slide-size.pptx

PowerPoint allows you to change the aspect ratio of your presentation. The widescreen slide size is best
when presenting on modern displays with a 16:9 aspect ratio. If you’ll be presenting on an older display with
a 4:3 aspect ratio, you'll want to use the standard slide size instead.

]Change the Slide Size Commented [1G25]:

1. Click the Design tab.
o Click the Design tab. 08-side-size - PowerPoint Kayla Clay
File  Home  Insert Draw Design Transitions Animations = Slide Show | Re View Help 0O Tell me w e 2. If needed, expand the Customize group.

Aa - i & ﬁ‘ . R A
om M| | mmmemm | | Varionts | Customize | Design 3. Click the Slide Size button.

Ideas

Expand the Customize group.
2 )
o Click the Slide Size button. =

Tip: To change the slide

Themes Designer

0 &

Review the slide size options available and the benefits of

[ DJ°

4 Title Slide
. . . . . h.
orientation, click the Slide Size | D 0 Side | Format eac
Sizew Background
button and select Custom Slide ] soremeen Py,

Size. Change the slide settings 4 Intoguction

and click OK. 2 i Review the fit options and reasons to use each.
| ’ TIpS Tl Costom Sidesine..
o Select Widescreen or 3 Presentation 5. Select Maximize.
Standard. | ’ Customguce nerseive Trainng
o Widescreen: 16:9 ratio is P
much wider than it is tall \ N’ .
and works well for wide, 5 2
high definition screens. = -
Slide 1018 English (United States) Snotes B S5 B T - 8 + 45% (3

e Standard: 4:3 ratio is only
slightly wider than it is tall
and works best for
traditional screens.

File  Home (nsert Draw Design Transitions Animations  Slide Show Review  View Help O Tell me =3 =

CIRSEINE S
o Select Maximize or Ensure Fit. o | o
- Ideas
. . Microsoft PowerPoint 7 x A
e Maximize: Crops your S -
4 Title Slide You are scaling to a new slide size. Would you like to maximize the size of your ﬁ

content and fills all the ; content, or scale it down to ensure it will it on the new siide?
available space on the slide. D S

e Ensure Fit: Scales content ; Intreduction

down and leaves additional l ’ N
space at the top and bottom
-

of the slide.
. . 4 . . 4 Goodus. Bad
The entire presentation is resized to fit |,
o | ‘
|

the new format.

w

Maximize Ensure Fit

5 ¥

|
Slide 1018 English (United States) Znotes (B 55 B T -—4 + 45% [
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Templates

| Commented [IG26]:
Practice File: 09-templates.pptx

Creating a presentation from scratch can be a little intimidating and time consuming. Luckily, there are
plenty of templates you can use to get started. The template files you download from PowerPoint are
professional-looking presentations, pre-populated with graphics, text boxes, and design elements.

\Use a Template

Click the File tab.
Click the New button.

Search for a type of template
or use the categories to
browse.

Select a template.

An informational screen
appears showing a description
of the template and the file
size. Use the arrows under the
preview image to view some of
the different slide layouts
available in the template.

Click Create.

The template is downloaded and ready
for you to populate with information.

Presentation - PowerPoint

Kayla Claypool

File  Home | Insert Draw Design Transitions Animations Slide Show Review View Help © Tellme &
L e =-=-1=08- | (m] Mokl B
I} fasi] B IUS a2 e =
New - Drawing | Editing | Dictate
. g sider G- | £-A-Aa- | A A | A bl - - -
Presentation - PowerPoint Kayla Clayposl 7 - o x
Lsﬁm for online templates and themes ,0—‘

Suggested searches:  Presentations Themes Education Charts  Diagrams

Business  Infographics

Featured  Personal

Take a tour U

Welcome to Powerboint 57 o

Blank Presentation

Get started I

with 3D QuickStarter
. )
Hs ‘it J
— i/l e
Bring your presentations to lif.. 5 Start an outiine |

Tech Dividend design

Provided by: Microsoft Corporation

A

|4 TECH DIVIDEND DESIGN

This template based on the Dividend theme:
provides sample content for a tech business. With a
subscription, you get intelligent Design Ideas that.
affers multiple layaut suggestions for a slide, This is
an accessible template.

Download size: 714 KB

(s SR

Account.

Feedback
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Commented [IG27]:
1. Click the File tab.

2. Click the New button.

3. Have students either search for a specific template or
browse the suggested searches to find a template of their
liking.

4. Select a template.

If available, use the arrows under the preview image to
view some of the different slide layouts.

5. Click Create.




]Create a Custom Template\

If you have an existing presentation that you find yourself modifying regularly, you can save it as a template.

& 9onoe

Open the presentation.
Click the File tab.

Click Save As.

Click Browse.

Click the Save as type list
arrow.

Select PowerPoint Template.

The file will automatically be
saved to your Custom Office
Templates folder. You'll need
to leave this as the save
location in order to access it as
a PowerPoint template in the
future.

Type your template name in
the File name field and click
the Save button.

09-templates - PowerPaint

Kayla Claypool

Commented [1G28]:

1. Start in the 09-templates.pptx presentation.

2. Click the File tab.

3. Click Save As.

4. Click Browse.

5. Click the Save as type list arrow.

6. Select PowerPoint Template.

Point out that by selecting PowerPoint Template, the file
will automatically be stored in the Custom Office
Templates folder, making it accessible from PowerPoint in

the future.

7. Type Sales Meeting as the file name and click Save.
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o Click the File tab. sales Meeting - PowerPoint Kayla Claypool B~ —
Fle  Home | Insert | Draw  Design  Transitions |Animations | Slide Show | Review View Help £ Tell me # @
Q Select New. erg . | — ol |[5]] &
o Click Personal beneath the T S | B | 2 A-hee | KA Prra | g | Dicate
Search bar. Clipboard & Slides Font. Paragraph Voice ~

o Select a custom template.

Sales Meeting - PowerPoint Kayla Claypool 7 - o X
o Click Create. i
New
A new presentation is created from the
custom template Creating a ‘Sear[h for online templates and themes pel

Suggestedsearches: Presentations Themes Education Charts Diagrams
Business  Infographics

Featured  Personal 0

Sales Meeting @ o

—

Sales Mecting

presentation from a template ensures
the original file is never overwritten.

Sales Meeting
oLo}

Sales Meeting s'ﬂi_

< Morelmages >

Commented [1G29]:
Close any open presentation files, but leave PowerPoint
running.

1. Click the File tab.

2. Click New.

3. Select Personal beneath the search bar.

4. Click the Sales Meeting template.

5. Click Create.
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