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Style template

Creating slides from a style template
is a good idea (under File > New from
template)

For professional presentations, it
makes sense to use an UvA template

You can enable this template under
Home > Templates and Digital Assets
(log in using your UVvA account)

® ®  Autosave (D

Home Insert Draw Design Transitions Animations Slide Show  Record

Tyv ¥ -

r_\' o & 'ﬁﬂ o lon) LT o Calibri (Body) vi2a v
D v £ Reset
Paste New —
4 slide [ Secti
0 ot
e
T

[5] UNIVERSITY OF AMSTERDAM
s

ThematicSession — Saved to my Mac v

Review  View

Convert to
Smart,

Art

« [0y shapes v

Picture Text Box

Click to add title

* Click to add text

Click to add notes

L Slide 4 of 0...9  English (Netherland:

%

Q Search (Cmd + Ctrl + U)

© |
g

@ Record  (J Comments NEZEEIC

Sm| 0]
Arrange  Quick Add-ins
Styles

les

Templafy Company Templates

Templafy”

Enter email address

Office applications

provides the user with access to

compliant.

8 0

Templates and Digital Assets
P

Access Templafy

Access your corporate digital assets in

The Templafy Digital Assets Add-in

Enterprise Templates, Standard Texts,
Slides, Images and Graphical elements
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Formatting

Formatting any object in Powerpoint can be done using the
Format Pane

You can access the Format Pane

1. By right-clicking on the object you want to format and
selecting Format Shape (or Format Picture, or ...)

2. By clicking Home > Shape Format > Format Pane

It will show up on the right side of your screen, providing you
with a multitude of ways of formatting your object

Format Shape

Shape Options

IR =
v Fill
O No fill

Solid fill

Gradient fill

Picture or texture fill
Pattern fill

Slide background fill

v Line

O No line
Solid line
Gradient line

Text Options
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Copy + paste formatting

If you have two or more objects and you want their
formatting to be consistent, you can use Format Painter Home Insert

(located next to the Paste symbol in the Home tab).
il
. &
1. Select the object whose formatting you want to copy. ' E@ v
2. Click Format Painter (or use shortcut Shift + Cmd/Ctrl + P). Paste @-

Double-click to apply formatting to multiple objects.
3. Select target object(s).

DQ - DO
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Moving/copying objects using Shift and Ctrl

Shift Ctrl Shift + Ctrl
To move an object, while To duplicate an object To duplicate an object
keeping it on the same and keep it in the same

line line as the original
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Aligning

Consistent alignment makes your slides look more polished. You can easily align and

distribute different objects using the Align functionality, to be found under Home >
Arrange > Align

Align to left Distribute vertically -

Aligning can be done to top, bottom, left, right, center and middle, and distributing can
be done horizontally and vertically
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Grouping

It is possible to group a collection of shapes (under Arrange > Group). This means that

you treat the collection as one object. This can be convenient when you want to move or
change the size of the collection of objects.

|
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Increase size
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Left: ungrouped, right: grouped
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Aligning using Grid

If, for some reason, the alignment tool won’t do the trick (due to white space around an

image for example), you can use the Grid tool to manually align objects. This can be
found under View > Grid and Guides > Gridlines

UNIVERSITY OF AMSTERDAM

Aligning using Grid

If, for some reason, the alignment tool won’t do the trick (due to white space arocund an

image for example), you can use the Grid tool to manually align objects. This can be found
under View > Grid and Guides > Gridlines
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Slide Master

Slide master allows you to edit the template you are working with. It ensures
consistency in the visual aspects of your presentations. It can be found under
=== | \iew > Slide Master

Giacowinaer SN
Tt syas =lrseets
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Elements common to all slides, like fonts, logos, background, etc, should be
included in the Master Slide (the large one at the top of the left panel)

xxxxxxxxxxxxxxxxxxxxxxx

Individual layouts, like the title slide, can be altered as well

‘‘‘‘‘‘‘‘‘‘

\\\\\\\\\\

When you are done creating your template, you simply click Close Master,
and your slides will automatically be consistent with the new template
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Shortcuts in Powerpoint (Windows only... ®)

On Windows computers, you can use keyboard shortcuts for any functionality in
Powerpoint. See this YouTube video for a demonstration

When the Alt key is pressed, all tabs on the Ribbon will show a letter. By pressing this
letter, you can move to the desired tab. You can sequentially move towards your desired
functionality by hitting the appropriate keys
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https://www.youtube.com/watch?v=peTJoEyW5hI
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Customize Quick Access Toolbar

It can be cumbersome to locate Powerpoint’s
different functionalities

Using a personalized Quick Access Toolbar can
improve your productivity

Simply include the commands you use most
often!

Can be found under PowerPoint > Preferences >
Ribbon & Toolbar > Quick Access Toolbar

< 21 Ribbon & Toolbar

Choose commands from:
Popular Commands

5| Action Settings

C@ Add a Link

] Add Table

[}y Bring Forwards

7], Bring to Front

:= Bulletpoints

(&2 Copy

X Cut

A’ Decrease Font Size
%Display the Format Pane
E:,/j Draw Table

& Duplicate Slide

A Font Colour

@ Format Background...

'\5( Format Painter

=

Q

Ribbon  Quick Access Toolbar

A
v

Customise Quick Access Toolbar:
Turn AutoSave On/Off
|(':_l':I Align Objects
DDD Arrange Objects

xS" Format Painter

+-]o®

Drag commands into the order you prefer

Cancel

Save
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Consistent color use

Theme Colours

Jisiaki

Standard Colours

HE EREEN
Recent Colours
HEE HE

@ More Colours...

Each Powerpoint template comes with theme colors.
Whenever you alter the color of any object, you will see them

The theme colors are shown in the top row. Underneath, you
will see darker or lighter versions of the same colors in five
rows

For a consistent look to your slides, stick to these six rows

You can change one or more of the theme colors in Slide
Master

12
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Ilcons

lcons can be helpful in getting your message across, without using (too much) text. They
can be found under Insert > Icons. You can use the search bar to find the most
appropriate icons. Other icons can be found online, for example on Flaticon.

We use icons because...

< @ -
~— ¢
They are cool! They add an interesting They can make your slide
visual element to your slides look clean
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