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Inserting Pictures

When inserting clip art onto a preselected slide layout:
1. Go to the Insert tab.

2. Type in your key word or phrase of the object you are looking for into the search box.
3. This will open the Insert Pictures window.

4.Scroll through the given results to find your desired clip art .
5. Once found, click on the image .

6. Select Insert to add the clip art to your slide .
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Adding a Header or Footer

1. Select the Insert tab.

2. Click Header & Footer3. This will open the Insert Pictures window.

3.Select whether you would like to add these settings to the Slides or Notes and Handouts by
selecting the appropriate tab .

4. Click inside the checkbox to add the Date and Time or Slide Number.6. Select Insert to
add the clip art to your slide .

5. If you would like this information to appear on all slides, click Apply to All .
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To Insert Audio from a File

1. In Normal view, navigate to the slide that you want to add audio.

2. Click the Insert tab on the Ribbon, and then click the Audio button.

3. From the drop-down list, within the Media group, select Audio on My PC.

4. The Insert Audio window will appear. Navigate to the location of the audio file.My PC.
5. Select the audio file, and then click the Insert button.

6. The audio file will appear on the slide.
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Adding a Hyperlink

1. Select the text that you would like to change to a hyperlink.

2. Select the Insert tab .

3. Click Hyperlink .

4- Inserting a Hyperlink

5. Select the location where you want to link to from the Link To column on the left .
6. Type the address that you want to link to in the Address field .
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v' Adding a Text Box .

v" Insert graphics and other objects .

v" Inserting a Video from a File .




File

Home Insert Design Transitions Animations Slide Show Review View Help Q’ Tell me what you want to do

| o e s 1 e
L L | | L L1 ] | .- | - - m —| | | W= ]| e ———— = SlldE Format
ME--- Size = Background
Themes Wariants Customize
Design

A Gallery is a collection of pre-defined formats which can be applied to various
elements in Office applications, such as the Themes Gallery in PowerPoint (See
Figure 14). A Gallery most often appears as a result of clicking on an item on one
of the Ribbon tabs.
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Applying a Theme Variant

1. On the Ribbon, select the Design tab (See Figure 18).

2. In the Variants group, hover over a variant with your mouse to see a preview.

3. Click the down-arrow to view any additional variants .

4. Select a variant by clicking the thumbnail of your choice within the Variants group.
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Variants
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Themes

A Theme is a set of formatting options that is applied to an entire presentation. A
theme includes a set of colors, a set of fonts, and a set of effects. Using themes
shortens formatting time and provides a unified, professional appearance.

The Themes group is located on the Design tab; it allows you to select a theme from
the Themes Gallery, apply variants, and customize the colors, fonts, and effects of a
theme.
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Applying a Theme to a Presentation

1. On the Ribbon, select the Design tab .

2. In the Themes group, hover over a theme with your mouse to see a preview.

3. Click the arrows to scroll to additional themes.

4. Select a theme by clicking on the thumbnail of your choice within the Themes group.
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