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Objects Available in PowerPoint

= S

1o Pictures Table Video Icons
Box - ~ e
Shapes Chart SmartArt Audio Equation

@me Design  Transitions ~ Animations  Slide Show Record Review View Add-ins Help Acrobat | ® Record HE\
BEe= c@PoEM 4 ® =2cx 0 [Ap 45M0 B
Table Pictures JScreenshot  Photo Cameo  |Shape: ons 3D SmartArt J{Chart Power Forms Zoom Comment Text | Header WordArt tion, Video J|Audio) Screen
bl o i Album ¥ > d Models v BI * Box J & Footer v a » v Recording
M ’ Al ;e 9, A B R e A, B oo ;| g, [OFR v
You can use objects to enhance your presentation alt &8 n Shortcut to
and communicate your message more effectively the Insert tab
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Transforming Objects

Scale

( LARGE INCREMENTS )

+

shift

Increase Width

Decrease Width

Increase Height

Decrease Height

( SMALL INCREMENTS

+ .
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Increase Width

Decrease Width

Increase Height

Decrease Height

Transforming Objects

Rotate

( LARGE INCREMENTS )

BB

Clockwise

B0

Counterclockwise

( SMALL INCREMENTS )

008

Clockwise

B0

Counterclockwise
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Transforming Objects

Move

( WITHOUT MOUSE ) ( WITH MOUSE )

shift [ 1
20

Small increments Straight axis movement
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Transforming Objects

U

Duplicate
( witHoutmouse ) ( WITH MOUSE )
Inconsistent Placement Consistent Placement
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Basic Shapes and Formatting

FINANCIALEDGE!
Transitions  Animations  Slide Show Record Review View Add-ins Help Acrobat Shape Format
< Shape Fill ¥ A TextFill F‘EI [y Bring Forward v [E= Align v Metrem
B [7 Shape Outline ¥ A A A A Text Outline v Alt W] Send Backward v Slea7om
&) Shape Effects v ¥) /A Text Effects v Text W Selection Pane 1 Rotate v U
Shape Styles N WordArt Styles [N Accessibility Arrange Size ]
( Default formatting options PowerPoint provides )
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Transitions

Slide Show  Record

Animations

Review View Add-ins

Help  Acrobat

Shape Format

< ShapeFill - A TextFill ¥ v [ Bring Forward v [E= Align v Tairem -
P — . 3 o -
LZ shape Outline ¥ '_A— A A E A Text Outline v A[? [ Send Backward ~ [ =
——— E Sl627em -
&) Shape Effects v A Text Effects v Text E’Q Selection Pane (Z Rotate v haind et u MR 3
Shape Styles ~ WordArt Styles IS Accessibility Arrange Size N
A 2 scern &=
o m [Z Shape Outline ¥ W—A Theme Colors

Theme stytes

EEEEEEE
CEEEELE]
aococoe®
BE

[~ ) = QRS RS g R

N A

®BE

1BB6

(@ shape Erfecs -]
(] preser
D Shadow
[ geiection
D Glow
[ | softages
[ sever

D] 3-D Rotation

v

v

>

Standard Colors
(1] EEEEE

Recent Colors
Em

No Outiine

® More Outine Colors.

# Eyedropper

= Weight >
= sietched >
= Daghes >

Standard Colors
L L} EEEEE

Recent Colors

Em =]
NoFill

@) MoreFill Colors.

A Eyedropper

B picture.

@ Gradient

Ed Texwre

First, create a shape, and then

a new tab will appear at the top of the

ribbon called ‘Shape Format’

Using the formatting options in the ribbon
restricts you to the default settings provided

Advanced Shapes
and Formatting
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[ ‘Formatting Options’ panel on the right of the screen ]

&) @]

‘

I L,

Shape Options  Text Options Shape Options ~ Text Options

> = ~ (] =
(& O = > [Q)
v Fn v Shadow
Nofill Presets =N
Solid il S (2]
adient i
O Iransparency —+ | 6o% |
Picture or texture fill
i i
Pattern fill = . &3 )
3D Format Shadow S w1
Angle F o b
Pieset oncets @- Distance  + (3m ]
Type Linear
N © Reflection
Reflection = @ e @
Avle o Transparency ——+ [ 48% |
Gradient stops . -
138 Bur ' (oot 7
Color &~ Distance [opt |
1o < ShapefFill A TextFill v Position o 2 ey
Abe [~| @ Shape Outiine ¥ A A A H A Text Outline ¥ e o > Soft Edges
= = Brightness. +— [ox 3 3.D Format
@ Shape Effects ¥ A Text Effects ¥ e
12 Rotate with shape 3 3.D Rotation

Shape Options  Text Options

S O (i@

T
Height 417 cm s
Wigth 627em -
Rotation o
Scale Height 86%
Scale Width 133%

(] Lock aspect ratio

Resglution
~ Position
Harizontal position 119 am
Erom [ Top Left Comer ~
Vertical position s1sam -

From | Top Left Comer ~

> Text Box

Shape Styles WordArt Styles S,

\

OR right-click on the shape and go to ‘format shape’

( Click on the diagonal arrow to access formatting options } | C Shape Options - Adjust the effect levels )
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Alignment and Rotate Tool
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Align Tool

Arrange multiple objects on your slide according to their:

( Edges ) ( Centers ) ( Margins )

Shape Format @ Record | | & Present in Teams |
2 [ Bring Forward ~ (B Align ~ | 111280 cn
ev b [y send Backward ~ || [E= Align Left
v Text [ Selection Pane & Align Center
IS Accessibility Arrange ~

=3| Align Right
07 Align Top
#} Align Middle
oll: Align Bottom

ifls Distribute Horizontally

£ Distribute Vertically

il

Align to Slide

' Align Selected Objects

The result will depend on the position of the primary object, which is the first object you selected

FINANCIALEDGE!
Rotate Tool
l
A
|
Shape Format | @ Record | | & Present in Teamsr\
. E\]_] Bring Forward v L':_lL—’ Align v~ 1U 382cm ‘
. = g L . Lpeecm o
e P [ Send Backward IH Group —_———
sv Text N Selection Pane ZRotate~ | =
S Accessibility Arrange (Z Rotate Right 90°
b Rotate Left 90°
< Flip Vertical
A\ Flip Horizontal
More Rotation Options...
( A
[ Mirror your objects or shapes ]
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Send Backwards/Forwards
and Selection Pane

FINANCIALEDGE!

Send Back [ Forward

Change the order of overlapping objects on your slide

Bring to Front > I . II

Send to Back >

ey

-0
o7

Select a shape

Right click to show the options
y

Bring to Front

Lock
Send Backward Send to Back

Link > (1Level Back) (Back of all objects)

Search

%0

Reuse Slides

Save as Picture...

§ Translate I
2 View Alt Text...

Set as Default Shape

)
\/

[

)

Send to Back

\_/
i

Send Forward Bring to Front
(1Level Forward) (Front of all objects)
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Selection Pane

This feature that allows you to view and manage all the objects on your slide

( Shapes ) ( Pictures ) ( Text boxes ) ( Placeholders )

Shape Format Selection

'._'D Send Backward v @1 Group ¥

<
X

>
<

ev

Alt Straight Connector 43 o¥=)
P Text LaRotate v Right Brace 41 o f
s arange Rectangle: Rounded Cor.. &
v Group 37 Q) d'
Straight Connector 32 & '
Connector: Elbow30 &
Hide and reveal Connector: Elbow28 7
an object Oval 26 =)
Oval 25 =)
Oval 24 =)
Rectangle: Rounded C.. /0"

@l

Rectangle: Rounded C...

Lock and unlock
an object

Rectangle: Rounded C.. /0" ﬁI
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Grouping and Ungrouping
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Combine or separate multiple objects into one unit

( Move ) ( Re-size ) ( Align ) ( Rotate ) ( Format )
\\

Multiple objects as if they were a single object

®

®

Select all the

shapes/objects

Right-click &
select group

=0

s
O
@

‘Group’

S 2 @ Move, scale or
T, Bring to Front >

3 + [7 + rotate the group
B Lock
B ‘Ungroup’

FINANCIALEDGE!
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Lines and connectors are two types of shapes in PowerPoint that allow you to create:

( Diagrams ) ( Charts ) ( Flowcharts )

Line Arrow (Single)

Insert Draw Design Transitions Animations Slide Show Record Review

H Na 8 @ 0Y 0 2l

Table  Pictures Screenshot Photo Cameo  [Shaj Icons 3D  SmartArt Chart
i ¥ b Album ¥ e b Models ¥

Tables Images Camera Recently Used Shapes a

} PENNOOOAL LS
{ce Single Elbow Connector

Lines

NNLLL23 8N\BY

When you click on the tool
for a line or connector Double Elbow Connector
The target shape will
reveal points (grey circles)
where you can connect to

FINANCIALEDGE!

Edit Line or Connector using ‘Format Options’

Here you can change the:

® % [ 2 -

- Transparency F———
Shapes Arrange Quick ™=

v v Stylesv @
Drawing

Width

Sketched style

Compound type

Dash type

> .
3

loin type

Click on the diagonal arrow in
the drawing section

Begin Arrow type

Begin Arrow size
| | | End Arrow type
Right click on the line/connector it prows
and click ‘Format Shape’ N
FINANCIALEDGE!
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Merging Shapes
and Adding Points

FINANCIALEDGE!
Merge Shapes %
File Home Insert Draw Design Transitions Animations Slide Show Record Review View Add-ins Help Acrobat
EN\DOO X Edit Shape v ———7~) £ ShapeFill v A TextFill v =
gAl}.DUW 2] Text Box Abe a j [Z shape Outline ¥ A A A [5] & Text Outine - %
OG8N N\ { \3 @ Merge Shapes + I L= I7] @ shape Effects ~ %) A TextEffects v Text
I o shape s 5 Wordun s 5 acessiiy
1 @ Combine
@ Fragment
@ Intersect
@ subtract
Starting Shapes Union Combine
Fragment Intersect Subtract
The result will depend on the order and position of the selected shapes, as well as the option you choose
FINANCIALEDGE!
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Edit Points
Add points to a shape

1 Right-click on the shape

Edit Text -

. . . = Add Point
2 Click edit points = b
Delete Segment

3 Select the placement of new point

T4 Bring to Front > Open Path
4 Right-click and select add point % send to Back >

Delete points from a shape

Same process but instead select ‘delete segment’
FINANCIALEDGE!
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