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Introduction 
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Welcome to Presentation Software 
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Unit 1 Use a Theme Template and Slide Layouts to 
Create a Presentation 
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Overview 
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��� �:CI:G�6A><C�I=:�I>IA:�7N�8A>8@>C<�I=:�8:CI:G�6A><CB:CI�7JIIDC�AD86I:9�>C�I=:�Paragraph <GDJE��

��� . D�8=6C<:�I=:�H:8DC9�A:K:A�7JAA:I�HINA:�JH:9�>C�I=>H�I:BEA6I:	B6@:�HJG:�I=:�Second level >H�
HI>AA�H:A:8I:9�6C9�I=:C�8A>8@�I=:�6GGDL�C:MI�ID�I=:�7JAA:I�>8DC�AD86I:9�>C�I=:�Paragaph�<GDJE�>C�
I=:�"DB:�I67��.=>H�L>AA�9>HEA6N�K6G>DJH�7JAA:I�HINA:H	�8=DDH:�I=:��=:8@B6G@�DG�6CDI=:G�7JAA:I�
HINA:��

)C8:�NDJ�=6K:�8DBEA:I:9�I=:H:�HI:EH�NDJ�'6HI:G�-A>9:�H=DJA9�6EE:6G�6H�;DAADLH��

�
�� �A>8@�(DGB6A�K>:L�7JIIDC��

� ��� 'DK:�I=GDJ<=�I=:�HA>9:�H=DL�ID�K>:L�I=:�8=6C<:H���(DI:��I=:�I>IA:�6IIG>7JI:H�6C9�A:K:A�ILD�
7JAA:IH�=6K:�8=6C<:9�>C�:K:GN�HA>9:���

���� -6K:�NDJG�EG:H:CI6I>DC��

Back to top 

%0,=�(��8,9,5:(:065�

��� �N�9:;6JAI�I=:�HA>9:�H=DL�>H�>C�CDGB6A�K>:L	�JH:�I=:�6GGDL�@:NH�DC�NDJG�@:N7D6G9�6C9�C6K>

<6I:�;GDB�HA>9:�ID�HA>9:	�JCI>A�NDJ�=6K:�G:68=:9�I=:�;>C6A�HA>9:��1=>A:�K>:L>C<�I=:�HA>9:H�8=:8@�
;DG�8DGG:8I�HE:AA>C<�6C9�<G6BB6G��

��� /H:�I=:�K>:L�7JIIDCH�ID�K>:L�I=:�EG:H:CI6I>DC�>C�HA>9:�HDGI:G�K>:L��

��� /H:�I=:�HA>9:�H=DL�K>:L�ID�K>:L�I=:�L=DA:�H=DL���:�HJG:�I=6I�I=:�;>GHI�HA>9:�>H�H:A:8I:9�>C�I=:�
HA>9:�HDGI:G�K>:L�DG�CDGB6A�K>:L�7:;DG:�H:A:8I>C<�I=:�HA>9:�H=DL�K>:L��.=:�HA>9:�I=6I�>H�
H:A:8I:9�>C�I=:�CDGB6A�K>:L�DG�I=:�HA>9:�HDGI:G�K>:L�L>AA�7:�I=:�;>GHI�ID�7:�9>HEA6N:9�>C�I=:�
HA>9:�H=DL�K>:L��

��� . D�H::�=DL�I=:�EG:H:CI6I>DC�ADD@H�>C�7A68@�6C9�L=>I:	�8A>8@�I=:�9GDE9DLC�7JIIDC�7:H>9:�Col-


� �����# �633()68(:0<,



ors >C�I=:�Themes <GDJE�DC�I=:�Design I67	�H:A:8I�Grayscale	�I=:C�K>:L�I=:�H=DL��

�805:�(��8,9,5:(:065�

��� �A>8@�DC�I=:� >A:�I67	�I=:C�H:A:8I�Print ��

��� �I�I=:� JAA�*6<:�-A>9:H�9GDE�A>HI	�H:A:8I���-A>9:H�"DG>ODCI6A�

��� �A>8@�*G>CI��.LD�E6<:H�D;�HA>9:H�L>AA�I=:C�EG>CI��

�8,9,5:(:065 "6-:=(8, ���
�



14. 

Insert Objects 
bpayne 

�59,8:��)1,*:9�

#670*9�05*3;+,��

P��A>E��GI�

P�-B6GI�GI�

P� �9?JHI��A>E��GI�

P� �G:6I:�6�. :MI��DM�

P� �99>C<�-=6E:H�

P�1 DG9�GI�

�307��8:�

*DL:G*D>CI�EGDK>9:H�B6CN�L6NH�ID�>CH:GI�8A>E�6GI�DG�<G6E=>8�>CID�6�HA>9:���(DI:��#I�>H�>BEDGI6CI�ID�7:�8:G

I6>C�I=6I�NDJ�=6K:�I=:�A:<6A�G><=I�ID�JH:�8A>E�6GI	�E=DID<G6E=H	�HDJC9H	�6C9�BDK>:H�>C�NDJG�HA>9:�H=DL���
3DJ�86C�>BEDGI�;>A:H�H6K:9�>C�H:K:G6A�9>;;:G:CI�;DGB6IH�DG�699�NDJG�DLC�<G6E=>8�DG�*DL:G*D>CI�=6H�>IH�
DLC�<6AA:GN�D;�'>8GDHD;I�8A>E�6GI�>B6<:H��.D�>CH:GI�6�8A>E�6GI�>B6<:�8=DDH:�6�HA>9:�A6NDJI�I=6I�=6H�6�8DC

I:CI�EA68:=DA9:G���A>8@�I=:�#CH:GI��A>E��GI�7JIIDC�>C�I=:�EA68:=DA9:G��

.=:��A>E��GI�. 6H@�E6C:�9>HEA6NH�DC�I=:�G><=I�H>9:�D;�I=:�H8G::C��
�CI:G�6�LDG9�I=6I�9:H8G>7:H�I=:�8A>E�6GI�I=6I�NDJ�L6CI�>C�I=:�I:MI�7DM�A67:A:9�U-:6G8=�;DG	V�6C9�8A>8@�

!D��!G6E=>8H�I=6I�6G:�H>B>A6G�ID�I=:�LDG9�I=6I�NDJ�:CI:G:9�>C�I=:�H:6G8=�7DM�L>AA�6EE:6G�>C�I=:�I6H@�E6C:��
/H:�I=:�H8GDAA76G�ID�7GDLH:�I=GDJ<=�6K6>A67A:�8A>E�6GI��

��



�A>8@�DC8:�DC�I=:�8A>E�6GI�NDJ�LDJA9�A>@:�ID�>CH:GI��3DJG�8A>E�6GI�L>AA�6EE:6G�DC�I=:�8JGG:CI�HA>9:	�L>I=�
H>O>C<�=6C9A:H�K>H>7A:�6C9�I=:�Picture Tools Format�I67�L>AA�DE:C��

.=:�*>8IJG:�. DDAH� DGB6I�I67�6AADLH�;DG�8DADG�69?JHIB:CI	�8GDEE>C<�6�E>8IJG:	�699>C<�A>C:H�6GDJC9�I=:�
E>8IJG:�6C9�8DBEG:HH>C<�6�E>8IJG:���N�=DK:G>C<�DK:G�:68=�8DBB6C9�>C�I=:�6K6>A67A:�<GDJEH	�I=:�FJ>8@�
I>E�H8G::C�L>AA�6EE:6G�>9:CI>;N>C<�I=:�8DBB6C9�I=6I�I=:�>8DC�G:EG:H:CIH��

�GDJC9�I=:�>B6<:	�6G:�H>O>C<�=6C9A:H��.=:N�6AADL�NDJ�ID�BDK:�6C9�G:H>O:�I=:�>B6<:�DC�I=:�HA>9:��

�+1;9:��307��8:�

To change the shape of a picture: 
Step 1: 
'DK:�NDJG�8JGHDG�DK:G�I=:�E>8IJG:�6C9�8A>8@�DC8:�ID�H:A:8I�>I��3DJ�L>AA�H::�6�CJB7:G�D;�HB6AA�8>G8A:H�

6EE:6G�6ADC<�I=:�:9<:�D;�I=:�E>8IJG:��.=:H:�8>G8A:H�6G:�86AA:9�UH>O>C<�=6C9A:H�V�.=:G:�>H�6AHD�DC:�<G::C�
8>G8A:	�L=>8=�>H�JH:9�ID�GDI6I:�I=:�>B6<:��

Step 2: 
�A>8@�DC�DC:�D;�I=:�H>O>C<�=6C9A:H�I=6I�6EE:6GH�DC�6�H>9:�D;�I=:�E>8IJG:	�=DA9�I=:�BDJH:�7JIIDC�9DLC	�

6C9�9G6<�I=:�=6C9A:�ID�8=6C<:�I=:�H=6E:�D;�I=:�E>8IJG:��3DJG�ED>CI:G�L>AA�7:�6�9DJ7A:
H>9:9�6GGDL�L=:C�
NDJ�6G:�9>G:8IAN�DK:G�6�H>O>C<�=6C9A:��3DJ�6G:�9>HIDGI>C<�I=:�E>8IJG:�7N�HIG:I8=>C<�DG�HFJ>H=>C<�>I��

Step 3: 
,:A:6H:�I=:�BDJH:�7JIIDC�L=:C�NDJ�=6K:�68=>:K:9�I=:�9:H>G:9�H=6E:��
To change the size of a picture ��
Step 1��
'DK:�NDJG�8JGHDG�DK:G�I=:�E>8IJG:�6C9�8A>8@�DC8:��3DJ�L>AA�H::�I=:�H>O>C<�=6C9A:H�9:H8G>7:9�67DK:��
Step 2��
�A>8@�NDJG�8JGHDG�DC�DC:�D;�I=:�H>O>C<�=6C9A:H�I=6I�6EE:6G�DC�I=:�8DGC:G�D;�I=:�E>8IJG:��"DA9�I=:�BDJH:�

7JIIDC�9DLC�6C9�9G6<�I=:�E>8IJG:�ID�B6@:�>I�HB6AA:G�DG�A6G<:G��/H>C<�I=:H:�8DGC:G�=6C9A:H�B6>CI6>CH�I=:�
DG><>C6A�EGDEDGI>DCH�D;�I=:�>B6<:��>I�9D:H�CDI�HIG:I8=�DG�HFJ>H=���

Step 3��
,:A:6H:�I=:�BDJH:�7JIIDC�L=:C�NDJ�=6K:�68=>:K:9�I=:�9:H>G:9�H>O:��
.=:� H>O:� D;� 6� E>8IJG:� 86C� 6AHD� 7:� 8=6C<:9� 7N� 69?JHI>C<� I=:� 6HE:8I� G6I>D� L=>8=� >H� I=:� G:A6I>DCH=>E�

7:IL::C� I=:�=:><=I�6C9�L>9I=�D;�6C�D7?:8I�� .D�8=6C<:� I=:�6HE:8I�G6I>D�D;�6C�D7?:8I�G><=I�8A>8@�DC�I=:�
D7?:8I�6C9�H:A:8I�->O:�6C9�*DH>I>DC��.=:�->O:�6C9�*DH>I>DC�9>6AD<J:�7DM�L>AA�6EE:6G���A>8@�DC�I=:�H>O:�
I67���=:8@�I=6I�I=:�&D8@�6HE:8I�G6I>D�7DM�>H�H:A:8I:9��

�8,9,5:(:065 "6-:=(8, �����



To move a picture: 
Step 1: 'DK:�NDJG�8JGHDG�DK:G�I=:�E>8IJG:��
Step 2:��A>8@�I=:�BDJH:�7JIIDC	�=DA9�I=:�7JIIDC�9DLC	�6C9�9G6<�I=:�E>8IJG:�ID�8=6C<:�>IH�AD86I>DC��
Step 3:�,:A:6H:�I=:�BDJH:�7JIIDC�L=:C�NDJ�6G:�H6I>H;>:9�L>I=�I=:�AD86I>DC�D;�I=:�>B6<:��

�++05.�"/(7,9�

�N�8A>8@>C<�DC� I=:�Insert� I67�6C9� I=:C�Shapes�>C� I=:�Illustrations �<GDJE�NDJ�86C�9G6L�6�K6G>:IN�D;�
H=6E:H	�HIG6><=I�A>C:H	�;G::
;DGB�A>C:H	�DG�EG:
9:H><C:9�H=6E:H�6C9�A>C:H��

�� �����# �633()68(:0<,



)C8:�NDJ�=6K:�>CH:GI:9�Shapes DC�6�HA>9:�NDJ�86C�I=:C� :C=6C8:� I=:�H=6E:�7N�699>C<�8DADG�ID� I=:�
H=6E:	�6C�DJIA>C:	�6C�:;;:8I	�DG�6CN�D;�I=:�EG:H:I�HINA:H�6K6>A67A:�>C�I=:�Shape Styles <GDJE�AD86I:9�>C�I=:�
Illustrations H:8I>DC�D;�I=:�Insert ,>77DC��

�++05.�"4(8:�8:�

-DB:I>B:H�L=:C�NDJ�6G:�LDG@>C<�L>I=� I:MI� I=:�CDGB6A� I:MI�6IIG>7JI:H�D;�7DA9	�>I6A>8H	� JC9:GA>C:�6C9�
8DADJG�6G:�?JHI�CDI� :CDJ<=� ID�86EIJG:� I=:�6J9>:C8:XH�6II:CI>DC��SmartArt 6AADLH�NDJ� ID�8G:6I:�G:6AAN�
9NC6B>8�>AAJHIG6I:9�I:MI��.=:G:�6G:���76H>8�INE:H�D;�-B6GI�GI�ID�8=DDH:�;GDB��

�8,9,5:(:065 "6-:=(8, ����	



1=:C�NDJ�8=DDH:�ID�699�6�-B6GI�GI�D7?:8I�NDJ�L>AA�LDG@�>C�ILD�E6C:H���H�NDJ�699�I:MI�DC�I=:�A:;I�
H>9:�E6C:	� I=:� I:MI�>H�IG6CH;:GG:9�>CID�-B6GI�GI�9:H><C��3DJ�86C�699�DG�G:BDK:�7JAA:I:9�ED>CIH�ID�HJ>I�
NDJG�DLC�C::9H��

/H:� I=:� ;:6IJG:H�DC�I=:�SmartArt Design ribbon� ID�8JHIDB>O:� I=:�8DADJGH�6C9�6EE:6G6C8:� ID�HJ>I�
NDJG�EG:H:CI6I>DC��.=:�-B6GI�GI�9:H><C�86C�7:�BDK:9	�69?JHI:9�6C9�G:H>O:9�>C�I=:�H6B:�;6H=>DC�I=6I�6�
<G6E=>8�86C�7:�69?JHI:9��

�8,(:,�(�# , >:��6 >�

1=:C�7J>A9>C<�EG:H:CI6I>DCH�>C�*DL:G*D>CI	�NDJ�L>AA�BDHI�D;I:C�>CH:GI� I:MI�>C�6�HA>9:XH�EA68:=DA9:GH��
"DL:K:G	�L=:C�NDJ�L6CI�6�A67:A	�6C�D7?:8I	�DG�=6K:�8DCIGDA�DK:G�L=:G:�I:MI�>H�EDH>I>DC:9�NDJ�B6N�L6CI�
ID�JH:�.:MI��DM:H��

�A>8@�I=:�.:MI��DM�7JIIDC� �>C�I=:�Text�<GDJE�D;�I=:�Insert I67��.=:C�8A>8@�6C9�9G6<�DC�I=:�HA>9:�ID�
8G:6I:�6�I:MI�7DM���CI:G�I=:�I:MI�I=:C�6EEAN�;DGB6II>C<��

�
 �����# �633()68(:0<,



& 68+�8:�

1 DG9�GI�8G:6I:H�9:8DG6I>K:�I:MI�I=6I�86C�7:�JH:9�ID�699�>CI:G:HI�ID�6�9D8JB:CI��1=:C�1DG9�GI�>H�>CH:GI:9�
>C�6�EG:H:CI6I>DC	�>I�7:8DB:H�6C�D7?:8I�I=6I�NDJ�86C�BDK:�6C9�GDI6I:�>C�6CN�9>G:8I>DC��.D�699�1DG9�GI�ID�
NDJG�EG:H:CI6I>DC�8A>8@�DC�I=:�1DG9�GI�7JIIDC�AD86I:9�>C�I=:�Text <GDJE�D;�I=:�Insert I67���A>8@�DC�I=:�
HINA:�D;�NDJG�8=D>8:�;GDB�I=:�1DG9�GI�!6AA:GN�L>C9DL�L=>8=�6EE:6GH��

. NE:�I=:�I:MI�NDJ�L6CI�>C�I=:�U.NE:�NDJG�.:MI�":G:�7DMV�I=6I�9>HEA6NH�DC�I=:�HA>9:��(DI>8:�I=:�Draw-
ing Tools Format�I67�7:8DB:H�6K6>A67A:��/H:�I=:�8DBB6C9H�>C�I=:�Format I67�ID�;JGI=:G�:C=6C8:�NDJG�
1 DG9�GI��

)C8:�;DGB6II:9�9G6<�I=:�1DG9�GI�ID�6�AD86I>DC�DC�I=:�HA>9:�I=6I�>H�HJ>I67A:�;DG�NDJG�EG:H:CI6I>DC��

�8,9,5:(:065 "6-:=(8, �����



15. 

Practice Activity 
bpayne 

$50:�#/8,,�� �8 (*:0*,��*:0<0:?�

P�-I6GI�6��A6C@�*G:H:CI6I>DC�

P�#CH:GI�)7?:8IH�

P� �G:6I:�6�. >IA:�-A>9:�

P�#CH:GI�(:L�-A>9:H�/H>C<�)JIA>C:�.67�

P� �99�6� DDI:G�

":(8:�(��3(52��8,9,5:(:065�

��� �A>8@�DC�(:L�*G:H:CI6I>DC��

��� -:A:8I�I=:�Flow I=:B:�;GDB�I=:�>CHI6AA:9�themes 6C9�8=6C<:�I=:�I=:B:�8DADG�ID�Office��

��� �CHJG:�I=6I�I=:�)JIA>C:�I67�>H�9>HEA6N:9��

�8,(:,�(�#0:3,�"30+,�

��� #C�I=:�HA>9:�E6C:	�8A>8@�>C�I=:�I>IA:�EA68:=DA9:G�6C9�INE:�Employee Skills. 

��� �A>8@�>C�I=:�HJ7I>IA:�EA68:=DA9:G�6C9�INE:��By Òyour nameÓ �(DI:���:�HJG:�ID�HJ7HI>IJI:�NDJG�
68IJ6A�C6B:�>C�EA68:�D;�I=:�LDG9H�UNDJG�C6B:V���

��� �9>I�I=:�I:MI�>C�I=:�I>IA:�EA68:=DA9:G�7N�JH>C<�I=:�)JIA>C:�I67��-:A:8I�I=:�I:MI�Employee�7N�
9G6<<>C<�I=:�BDJH:�DK:G�I=:�I:MI�6C9�INE:�Employability ��

��� �A>8@�ID�I=:�G><=I�D;�I=:�HJ7I>IA:�I:MI�>C�I=:�DJIA>C:�I67��NDJG�C6B:���

��� *G:HH��CI:G�I=:�>CH:GI>DC�ED>CI�BDK:9�9DLC�ID�I=:�C:MI�A>C:���

��� . NE:��EEA>:9��JH>C:HH�.:8=CDAD<>:H��

��



�59,8:��,=�"30+,9�$905.��;:305,�# ()�

��� . D�>CH:GI�6�C:L�HA>9:�6;I:G�I=:�8JGG:CI�HA>9:�8A>8@�I=:�C:L�HA>9:�7JIIDC�AD86I:9�DC�I=:�"DB:�
I67�>C�I=:�-A>9:H�<GDJE���N�9:;6JAI�I=:�.>IA:�6C9�.:MI�HA>9:�L>AA�7:�>CH:GI:9��

��� #C�I=:�DJIA>C:�I67�INE:�Top 13 skills most sought by recruiters include:�EG:HH�:CI:G	�*DL:G

*D>CI�6JIDB6I>86AAN�>CH:GIH�6CDI=:G�HA>9:��

��� . D�8=6C<:�I=:�8JGG:CI�DJIA>C:�A:K:A�HD�I=6I�NDJ�86C�INE:�6�7JAA:I:9�A>HI�DC�HA>9:���9D�I=:�;DA

ADL>C<��EG:HH�I67�ID�BDK:�I=:�8JGG:CI�DJIA>C:�A:K:A�ID�I=:�C:MI�A:K:A�DG�G><=I�8A>8@�DC�I=:�DJI

A>C:�E6C:�6C9�8A>8@�DC�9:BDI:��

��� . D�8G:6I:�I=:�7JAA:I:9�A>HI�INE:��Knowing the business�EG:HH�:CI:G��

��� . NE:�Exploiting Information �EG:HH�:CI:G��

��� . NE:�Behaving appropriately�EG:HH�:CI:G��

��� . NE:�Speaking and Listening�EG:HH�:CI:G��

��� 3DJG�DJIA>C:�K>:L�H=DJA9�6EE:6G�6H�H=DLC�7:ADL�7JI�7:�HJG:�ID�8DGG:8I�I>IA:�86H:�:GGDGH��

�8,9,5:(:065 "6-:=(8, ����




��� �DCI>CJ:�699>C<�C:L�HA>9:H�6C9�8DCI:CI�EGDK>9:9�7:ADL��/H:�I=:�I67�@:N�ID�BDK:�ID�I=:�C:MI�
A:K:A��3DJG�DJIA>C:�H=DJA9�6EE:6G�6H�;DAADLH��

�
�� -6K:�I=:�EG:H:CI6I>DC�6H��BEADNH@>AAH��

A++�(�� 66:,8�

��� �A>8@�DC�#CH:GI	�":69:G�6C9� DDI:G�AD86I:9�>C�I=:�.:MI�<GDJE��
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Slide Transitions and Animations 
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Create a Web Presentation 
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Presentation checklist 
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Practice Activities 
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Learning Assessment 
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