FINANCIALEDGE!

The Ribbon &

I:El Quick Access

Toolbar

FINANCIAL EDGEY

PowerPoint
Interface Overview

TALEDGE!




FINANCIALEDGE!

File Home Insert Draw Design Transitions Animations Slide Show Record Review View Add-ins Help Acrobat @ Record | | @ Present in Teams || O A Share
~ = m- On o] &
i ERE B % e & aQ
Paste New Rewe . s y Shapes Arange F  CreatePDFand  Dictate Add-ins  Designer Copilot

P o . g o . 00

Design the slides

Click to add title

Click to add subtitle

Default title
slide when
creating new
document

Click to add notes

sice 1ot (D snoleh untedsiter) 2 accaseiy: oo 1o g0 Snote: Coipyseng: @ 88 B T -4 + o &,

FINANCIALEDGE!

V@ Inserting 3./ Designing ’ Animating % Lo
X K . Reviewin

®A objects .~"/ slides elements © 9

File Home Insert Draw Design  Transitions Animations Slide Show Record Review View Add-ins Help Acrobat @ Record | | @ Present in Teams || O
Ribbon @i @R B % e a Q@
menu e ) s A z it | Do ot

- . S - - : ==

Click to add title
Click to add subtitle
Click to add notes
sideof1 [ tngish Unted states) T Accessiiy: Good 1o g0 Snotes (goispeysenngs [ 88 B T -4 + % @,
FINANCIALEDGE!

© 2024 Financial Edge Training 2



FINANCIALEDGE!

Fle Home Insert Draw Design Trnsitions Animations SideShow Record Review View Add-ins Help Acrobat

Slide
thumbnail
pane tool

Move/
rearrange

slides by

dragging
them

Click to add notes

+

Add a new slide

Sk ot (D Enolen s saten T Accescbiy: Good 10 g0

®Record | | @ Present in Teams || &
B % B agQ
Shapes Arange ditng ¥ CresterDFand  Dicate Addns  Designer Copilot
LA @ " and Shae ik ook | v
raragraon = s =
Click to add subtitle
Lrows Goopysny: B 82 @ T -4 + o O

FINANCIALEDGE!

=

New  Reus
Side~ Sides [ +

digbowd 1 sides font saagrnt

slide Show  Record  Review Add-ins  He¢
uler Q i I color |

vidines |\l Zoom  Fitto & Grayscale

uides Window [ Black and White
Zoop Color/Grayscale

Y

Show [l

File Home Insert Draw Design Transiions Animations SlideShow Record Review|| View JAdd-ins Help Acrobat

® %

@ Record | | @ Present in Teams || ©

B &ac
b

Designer Copiot

Click to add title

Click to add subtitle

presentation
notes

Click the
‘notes’
button

along the

Click to add notes

bottom
ribbon

side 101 [0 englsh uned sates iy Good 0 go

[ =vow [@ommoeny: 8 85 @ @ -4 T o,
L =)

FINANCIALEDGE!

© 2024 Financial Edge Training



FINANCIALEDGE!

Aa

The Ribbon

{;-A‘L

- -

o= 1 {

FINANCIALEDGE!
EER
The Ribbon
Main . .
Ribbon Tabs L O FINANCIALEDGE!

© 2024 Financial Edge Training 4



FINANCIALEDGE!

The ribbon is a set of tools that appears at the top of the PowerPoint window

The Ribbon

Multiple tabs, each with several groups of commands

Access the most common features and functions of PowerPoint
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The Ribbon

Example of dialog box

Subtabs
Smaller tabs that appear below the main tabs
Font ? X
Font  Character Spacing
— e B [ N =
2 A — Shapes Arrange Quick Latin text font Font style: size:
=0 = = v v v A v [Reguiar |
—— = |: = = % v Styles Q b Alltext
paragraph Drawing Font color | A v | Underline style Underline color | &1 v
) Effects
211 &) 213 4 516 7000800911001 1111201 131 14 O srietaugh O smancape
(O pouble strikethrough [ anlcaps
I O superscript  offset: () equalize Character Height
[ subscript
Click on the arrow to open a dialog box
or a drop-down menu with more choices o Concel

Main
Ribbon Tabs

Hide Ribbon
FINANCIALEDGE!

The Ribbon

N [w]m]
8 ad
Dictate Add-ins = Designer Copilot
] A":;"S — = Select the arrow on the far right of
ow Ri n . . 4 ,
Forma the window and click ‘'show tabs only
PR Eull-screen mode
|~‘ To undo, click on one of the tabs, and
v e | [/ aways showRibbon ] «——————  then click into the arrow again and click
' O soli Hide Quick Access Toolbar L lqlways show ribbon’ )
Main N Hide Ribbon
. Subtabs
Ribbon Tabs FINANCIALEDGE!

© 2024 Financial Edge Training



FINANCIALEDGE!

Quick Access Toolbar (QAT)
and Customizing the QAT
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Customize the Quick Access Toolbar
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Shortcuts

Keyboard combinations that allow you to perform
certain tasks or commands faster and easier
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Essential Shortcuts
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