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Inserting an Image

Shortcut to insert animage

o0

File  Home | Insert | Draw Design Transitions

e r int wi ; i
] rﬂo\ . ] PowerPoint will access files saved to your device
New Reuse Table Pictures| Screenshot  Photo

Slide v Slides A e e Album v~

Slid. Tabl "
e aiited Insert Picture From

Stock image library (no image referencing required)

1 E‘ This Device...
B3 Mobile Device...

Fal stock Images...

@ Online Pictures...

Images from the web (image referencing required)

FINANCIALEDGE!
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Image Licensing & Referencing
Where did the image come from and what are the usage rights?
This will determine
If you need to How you can If you can
reference the image edit the image useitatall
FINANCIALEDGE!
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Image Licensing & Referencing

Where did the image come from and what are the usage rights?

Online Pictures

& O Airplane Using “‘Online Pictures’ a tick box is available
powered by b Bing to view ‘Creative Commons only’ imagery
v

\/ Ticked You can do anything you You need to review the
want with CC materials copyright and usage rights

@ Creative Commons

https://creativecommons.org/share-your-work/cclicenses/
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Transforming Images
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Scale Rotate

( LARGE INCREMENTS ) ( LARGE INCREMENTS

. - . .
shift i ] .
< >

am

) Counterclockwise

Height and width
simultaneously

( SMALL INCREMENTS

SMALL INCREMENTS

Height and width
simultaneously Clockwise

- 3-8
@-@-0

Counterclockwise

Transforming Images - Shortcuts

Move Duplicate

( WITHOUT MOUSE ) WITHOUT MOUSE

+ n
Inconsistent placement
p

Small increments C

+ 0

Consistent placement

WITH MOUSE

( WITH MOUSE )

shift i e

Straight axis movement

FINANCIALEDGE!

Image Editing
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Picture Format

A\,

Picture’

File Home Insert Draw Design Transitions Animations Slide Show Record Review View Add-ins Help Acrobat [Picture Format) Accessibility | @Record || & |
it Color ~ & Compress Pictures [ picture Border v 5 [y Bring Forward v [B= Align v z + E—
Ed b — oy a TlHeight: [s63cm -
Remove Cone’c\tmns /8 Artistic Effects v G Change Picture v =a g ¥Z ot ot oo g & Picture Effects v F [t Send Backward ~ [#j crop ;:iwmmv o
Background E[d Transparency v {73 Reset Picture v ~J T, picture Layout ¥ Text W Selection Pane 21 Rotate v A ) z
Adjust Picture Styles IS Accessibility Arrange size [ o3
FINANCIALEDGE!
File Home Insert Draw Design Transitions Animations Slide Show Record Review View Add-ins Help Acrobat Accessibility | ®Record || & \
T [ picture Border v q [y Bring Forward v [E= Align v . FrEp—
2B o B Compress Pictures - Z Pl g = Alg! 10 Height: [563cm
Rem‘m Comections [E8 Arstic Effects |53 Change Pcture = "2 EE - = ‘v_,—_/- (] P @ Picture Effects ¥ E’ [ Send Backward v [g{ 2% :=1wmh» oo s
Background e d Transparency ¥ |73 Reset Picture v ~J B, Picture Layout ¥ Text 'R Selection Pane 24 Rotate v v
‘Adjust Picture Styles IS Accessibility Arrange size [ v
o o .
g| Ensure that the design is consistent and on |
q o . o
brand with the company design guidelines
T =
= : . Format Picture voX
Edit with accurac O &
o ., uracy S0 E
t in ‘Format Picture
1 - > Shadow
H EEE > Reflectior
CEEEE EECD) "
T Artistic Effects | g
ransparency rtistic Effects / H H
gh- Rightclick > soft Edges
H > 3-D Format
@ ontheimage
> 3-D Rotation
v Artistic Effects
Atistic Effects E3 -

Select ‘Format

Transparency F——— [ 0%
—i [

Grid Size

Reset

Corrections

Picture styles

FINANCIALEDGE!
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Remove Background

Click on image and ‘remove background’

Pink represents areas to be removed

Use the ‘keep’ or ‘remove’ tool to draw over
areas to remove further or return to the image

0O00@0Q

Select ‘keep changes’ and the image will be saved

IR

Discard Alf  Keep

Changes | Changes W

Refine Close

Mark Areas
to Keep [to Remove
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Cropping and Compressing
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File Home Insert Draw Design Transitions Animations Slide Show Record Review View Add-ins Help Acrobat Picture Format Accessibility | @Record || & |
s » [rd v « Baaign~ . =
EE 8 B Color & Compress Pictures  Picture Border x| [y Bring Forward [ Align Z 1 Height: [563cm -
Remove | Comrections 3 Artistic Effects v G Change Picture v o4 |oa z alft of af El & Picture Effects v Alt [y Send Backward ~ [ aop |=wiatn e =
Background v E[d Transparency v @ Reset Picture v ) &, picture Layout v Text W Selection Pane 24 Rotate v L2 M d .
Adjust Picture Styles 15 Accessibility Arrange Size ] hd
— ’ &
Cropping Cc i
File Home Insert Draw Design Transitions Animations Slide Show Record Review View Add-ins Help Acrobat Picture Format Accessibility | @Record || & |
vy & @ v v B v . =~
EE 8 B Color 5 Compress Pictures  Picture Border x| [y Bring Forward [ Align Z 1 Height: [563cm -
Re 1@ Artistic Effects v G Change Picture ¥ od |aod z ol ot o0 @ Picture Effects v [t send Backward v [
emove | Corrections - Alt o> I with: [845cm -
Background v E[d Transparency v @ Reset Picture v ) &, picture Layout v Text W Selection Pane 24 Rotate v L2 M d .
Adjust Picture Styles 15 Accessibility Arrange Size ] hd

Cropping

Remove unwanted
parts of an image

\

4

\

Shorngfonara - 2 Aign | P71 | 1l eign 160 ( Select the image )
Ej Send Backward ~ ]
Crop | = wigth: [5.17
E@ Selection Pane 21 Rotate ¥ e —
e | e ( PressALT+J+P+V )
Rectangles l-(.) Crop to Shape >
ianlaleinin=w) AspectRatio > ( Resize and crop )
Resize image Cropimage

FINANCIALEDGE!
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file Home Insert Draw Design Transitions Animations Slide Show Record Review View Add-ins Help Acrobat Picture Format Accessibility | @Record || & |
st Color v & Compress Pictures [ Picture Border v q [ Bring Forward v [ Align v + =
B2 % ® Ecompes ) . Theion: GEzen )
at reon| [rve= R RRR s AL 4 v
Remove  Corrections B3 Attistic Effects ¥ 53 Changd Picture = == g ot af aa EI E @ picture Effects At [y Send Backward v [ O T
Background v #ld Transparency v 3 Reset ficture v ) &Y, Picture Layout ¥ Text 'R Selection Pane 21 Rotate v Al TS x
Adjust Picture Styles IS Accessibility Arrange Size ~ ¥
Compress Pictures 7 X
S Delete (and can't bring back)
O iy i 8 el cropped areas (red below)
\ ( | [ Delete cropped areas of pictures
Resolution:

@ High fidelity: preserves quality of the original picture
O HD (330 ppik: good quality for high-definition (HD) displays
() Print (220 ppi): excellent quality on most printers and screens’

(O Web (150 ppil: good for web pages and prajectars

Com press i ng O S st

O Use default resolution

Reduce the file size
of your images

Reduce/increase the level of
detail contained in an image

FINANCIALEDGE!

Image File Types
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JPEG PNG SVG

Ny,
,®
—

Photographs Flat vector graphics Vector graphics

( )
[ Lossy compression ] [ Lossless compression ] Quality is preserved
when scaling/re-sizing
7
Does not support [ Supports transparency ] - ~
transparency Logos, icons, diagrams,
[ Larger file size than JPEG ] and other graphics
( B
[ Grid in image = transparency ] Supports transparency
and smallest file size

@ Image file types can affect the appearance and performance of your presentation @

FINANCIALEDGE!

Screenshots

FINANCIALEDGE!
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[ |

L+

®

Print Screen

E+

Adding Screenshots

@

Snipping Tool

= -+8-+E

FINANCIALEDGE!

®

Print Screen key takes full
screenshots of all
connhected screens

Print Screen

E+

Good for capturing several
related images at once

FINANCIALEDGE!
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@

Snipping Tool

=+ 1+

Capture an image Capture only what you
of a specific section want to emphasize
FINANCIALEDGE!

® ®

Print Screen Snipping Tool
B -85

Print Screen key takes full screenshots Capture a screenshot of

of all connected screens any part of your screen

Good for capturing several Capture only what you

related images at once want to emphasize

g J
Y

( Once you've taken the screenshot, press CTRL + V to insert it into your presentation )

FINANCIALEDGE!
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Icons Tool

FINANCIALEDGE!

HR B ™o &

Power

File  Home Draw Design  Transitions Animations  Slide Show Record Review View Add-ins Help Acrobat Accessibility

@ DO B4 d @

Forms

eoE O EB A8 T O O @

Zoom Comment Text Header WordArt

(s | &

Video Audio  Screen

New Reuse Table  Pictures Screenshot Photo Cameo ~ Shapes|] Icons 3D  SmartArt Chart Equation
Slide v Slides v v v Album v v Models v Bl v Box & Footer v v o v Recording
Slides Tables Images Camera Illustrations Power Bl Forms Links Comments Text Symbols Media b
PowerPoint provides an
e

( h extensive library of Icons

Stock Images © e

ST

o-o-an

© 2024 Financial Edge Training

& & B B B @8 & 8 v v v~ v 4+ +
S EEEEEEE N EEEE E ez
n o8 @ @ j A u" @’ @= @ O BB | e
= 4 =~ Sl [ B paseOptons:
SNV B IECEECEE © * Edit Icons ae
ol ~ Right-click on the
w0 ‘ O [ e ) o) Y SN ) § icgn,ondthenclick A3 3 Grange Graphic 2
L o [ | ‘converttoshape’ (Rightolick ) e >, (CEditorremove )
FINANCIALEDGE!
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File  Home @Draw Design Transitions Animations Slide Show Record Review View Add-ins

HE B & e @ @ DO 2D 46

Help Acrobat  Accessibility

Beok U AR AE T O O G

[@record | [ ¢ | [EEER

New Reuse Table  Pictures Screenshot Photo Cameo ~ Shapes|] Icons 3D  SmartArt Chart Power  Forms Zoom Comment Text Header WordArt Equation Video Audio Screen
Slide v Slides v v Album v v v Models v h Box & Footer v v o v Recording
Slides Tables Images Camera Illustrations Power Bl Forms Links Comments Text Symbols Media bs
PowerPoint provides an
i
( h extensive library of Icons
Stock Images © e

ns  CuoutPeople  Stckers Videos llustrations  Cartoon People

-
@ B B
2]
o RO )

Q> H
M I @

s
%
®

&« & © \ H
e

s & & W ® DA
B 9 @ O | = | @ |G| e | SP 9P | @ | @

0-0-o0
e 7 e

Be sure the style of
icons is consistent

FINANCIALEDGE!

File  Home Draw Design Transitions Animations Slide Show Record Review View Add-ins

HE B M e @ @ DO BA d 6

Help Acrobat  Accessibility

[@record | [ ¢ | [EEER
( [ [
oA AR A8 T O O g

New Reuse  Table  Pictures Screenshot Photo | Cameo = Shapesflcons| 3D  SmartArt Chart ~ Power  Forms — Zoom Comment  Text Header WordArt Equation Video Audio  Screen
Slide v Slides v v v Album v v N Models ¥ Bl v Box &Footer v v v ¥ Recording
Slides. Tables Images Camera Ilustrations Power Bl ___Forms Links Comments Text Symbols Media bs
s R
Stock Images © e
ma CutoutPeople  Sicers  Videos lusations  Cartoon Paople

@ B E M@ &
] V4
& o @
& & @ g

>i|
k= o b i o

*

5
(2]

X
> T &
<0
® » <+

ol

=
®
@
=
(®)

iy @
B QR 8 O xR P PO O
== g

Make sure the style of
icons is consistent
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Adding a Video

FINANCIALEDGE'
file  Home Draw Design Transitions Animations Slide Show Record Review View Add-ins Help Acrobat Accessibilty [orecord | (v | EFITIR
HE B Ne @ @GBS @ B d 88 Do 3 AR A8 ﬂod»»g;i
New Reuse Table Pictures Screenshot  Photo Cameo ~ Shapes lcons 3D  SmartArt Chart Power Forms Zoom ti Comment Text Header WordArt Equation ol Video | Audio  Screen
Slide v Slides > % o Album ¥ - = Models v Bl ¥ Box & Footer ¥ » b v Recording
\ Slides Tables Images Camera Ilustrations Power Bl Forms Links Comments Text Symbols Media ~/
( B

A good method for sending to viewers when they want to review the - —
presentation in offline mode. The file size of the presentation will increase <I,)) o
§ J N+
Video | Audio  Screen
4 ™\ i v Recording
Stock video library (no referencing required). The file size of
the presentation will increase Insert Video From
. J - -
EJ This Device..
( o . . . ) ] Stock Videos..
File size of the presentation won't be impacted. Can improve the
performance and loading speed of your presentation (referencing required) L |§3 Online Videos...l
L J
FINANCIALEDGE'
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File Home |Insert! Draw Design Transitions Animations Slide Show Record Review View Add-ins Help Acrobat Accessibility @Record | | | NEEIEICEE
td @ ad 8 B bHYg QB ag o I BT <)
SO s 4 Oy d B o : - =
New Reuse  Table  Pictures Screenshot Photo ~ Cameo ~Shapes lcons 3D  SmartAt Chart  Power  Forms ~ Zoom Comment | Text Header WordArt — | Equation Video | Audio  Screen
Slide v Slides b - - Album v v hd Models ¥ Bl i Box & Footer v EI:] bt ¥ v Recording
Slides. Tables Images Camera (llustrations power Bl Forms. Links. Comments Text Symbols Media b

Start and stop
Loop or rewind

Show or hide controls

FINANCIALEDGE!
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www.FE.training

Please do not redistribute these materials without the
express permission of Financial Edge Training.
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