Tips and Tricks in PowerPoint XP

The following are an assortment of tips and tricks to enhance your PowerPoint
presentations:

1) What to do when inserting a picture 5) How to change a picture to a watermark.
re-arranges your slide layout.

2) How to flip or rotate a picture. 6) How to move one object behind another.

3) How to resize or move a text box. 7) How to insert callouts.

4) How to insert a symbol.

1) Sometimes, inserting a picture on a slide will cause the text and other pictures on
the slide to be re-arranged, as pictured below.
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To remedy this, just click the Undo button.

Your slide format will return to its previous state, and your picture will remain,
ready to be moved to the desired position.

2) To flip a picture \ertically or horizontally, click on the What is a stem-changing verb?
picture, then click on the Draw button at the bottom of S e e e e
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3) Toresize a text box, simply click anywhere within the box. You may then click
and drag on the “handles” around the box to move and resize it.

What is a stern-changing verb? Clicking and dragging on a corner handle will

SRR O e i _p—resize the box both horizontally and vertically.
; ! Clicking and dragging on a side handle will

resize the box either horizontally or vertically.

To move the whole box, click again on the

dotted line surrounding the box. When your
pointer turns to afour-headed arrow, you may

. click and drag to move the box to the desired

spot.
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Click on the symbol you want and click the
Insert button. After you have inserted the symbol, click the Close button to

return to your presentation.
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7) Callouts are like speech bubbles, and L1 : ‘ | B
may be inserted using the AutoShapes ﬁ ’ duermes darmis
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click on Callouts. Select the desired

shape and click on it. Your cursor will
now change to a cross. When you click and drag on your presentation, you will

“draw” the callout shape you selected.

Here's an example o You may type text in the callout simply
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by clicking on it and beginning to type.
To resize the callout, follow the steps
forresizing a text box in Step 3.

duerme dugrmen




