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Useful information for creating your own resources

Adding text to a slide
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Click this icon on the bottom toolbar, or choose Insert  > Textbox. Click on the slide and type your text into the box. The text box will expand as you type.

Changing the default font for text

Select Format > Font and choose the size, colour and style of font you require. Make sure there is a tick in the ‘Default for new objects’ box. All subsequent text boxes will use this font

Adding Clip Art to a slide
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Click this icon, or choose Insert > Picture > Clip Art.

[image: image6.emf]Choose the image you want from the gallery. Click Insert Clip and the image is added to the slide. Click the corner handles on the image to resize it. Click in the centre of the image to move it.

Adding your own graphics to a slide

[image: image7.emf]Click this icon or choose Insert > Picture > From File. Browse on your hard disk to find the image you require. Click insert and the image is added to the slide. Click the corner handles to resize it. Click in the centre of the image to move it.

Creating a new slide

[image: image8.emf]Click this icon or choose Insert > New slide. You will be asked to choose the layout you require for that slide. Click a layout and then click OK.

Changing the background of a slide

[image: image9.emf][image: image10.emf]Click Format > Background. You will see this dialogue box. Click the small down arrow to display the menu of colour options. 
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Choose Fill effects to set a background with more than one colour, a texture, a pattern or a picture. 

When you have chosen your background you can choose to apply it to the current slide by clicking ‘Apply’ or to all the slides in your presentation by clicking ‘Apply to All’


Changing the order in which the slides appear

Click this icon or select View > Slide Sorter. Click the slide you want to move and drag it to its new location. The slides will automatically renumber themselves.

Animating objects and adding sound effects to a slide

Select Slide Show > Custom animation. You will see a window with a list of all the objects on your slide. Click in the boxes next to the object to animate them.

When an object has appeared in the Animation order box, click it and then click the ‘Effects’ tab to set the way each object will appear on the slide and the sound effect to be played. Click the ‘Order & Timing’ tab to animate the next object in the list.
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