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Basic infor mation about dides in Power Point 2016

Each PowerPoint presentation includes a series of dides. To start creating a slide show, you need to know the
basics when working with dlides.

Each PowerPoint presentation includes a series of dlides. To start creating a slide show, you need to know the
basics when working with slides. Y ou will need to master tasks such as inserting new dlides, changing the layout
of dlides, organizing existing slides, changing slide views and adding notes to adlide.

Slidein Power Point 2016

1. Learn about slides and slide layouts
1. How toinsert anew dlide
2. Arrange slides
1. Work with slides
2. How to copy and paste dlides
3. Customize dlide layout
1
Adjust the placeholder
2. How to add atext box
3. Useblank dlides
How to project a presentation
Customize dlides
1. How to changethe dlide size
2. Slide background format
6. Apply atheme
7. Practice!
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L earn about didesand dslide layouts

When you insert a new slide, usually there are placeholders that show you the location of the content. Each slide
will have different layouts for the placeholder, depending on the type of information you want to include.
Whenever you create anew dlide, you will need to select adlide layout that suits your content.
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Placeholders can contain different types of content, including text, images and videos. Many placeholders have
thumbnail icons. You can click on them to add specific content types. In the example below, the slide has a
placeholder for thetitle and content.

Click to add title

* Click to add text

How toinsert anew dlide

Whenever you start a new presentation, you will also see a dide with the Title Slide layout. You can insert as
many slides asyou like with different layouts.

1. From the Hometab , click the lower half of the New Slide command .
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2. Select the desired slide layout from the menu that appears.
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3. New dlide will appear. Click on any placeholder and start typing to add text. Y ou can aso click on any icon to
add other types of content, such asimages or charts.
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To change the layout of an existing slide, click the Layout command , then select the desired layout.
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To quickly add a new dlide, use the same layout as the selected dlide, click the top half of the New Slide
command .
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Arrangedides

PowerPoint presentations can contain multiple slides depending on the user's needs.Slide Navigation panel on
the left side of the screen makes it easy to arrange slides. From there, you can copy, rearrange, and delete slides



in your presentation.
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Work with slides

1. Duplicate dlides: If you want to copy and paste slides quickly, you can duplicate that slide. To duplicate
the dlide, select the slide you want, right-click and select the duplicate slide from the menu that appears.
Y ou can aso copy multiple slides at once by selecting them first.
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1. Movedlides: It's easy to change the order of your slides. Just click and drag the desired dlide in the Slide
Navigation panel to the desired position.
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1. Delete dlides: If you want to delete a slide from your presentation, do the following: Just select the slide
you want to delete, then press Delete or Back space on the keyboard.

How to copy and paste slides

If you want to create some slides with the same layout, you can see that copying and pasting your slides makes it
easier than starting with a blank dlide.

1. Select the slide you want to copy in Slide Navigation, then click the Copy command on the Home tab .
Alternatively, you can press Ctrl + C on your keyboard to perform the same task.






2. In Slide Navigation, click immediately below the slide (or between two slides) to select the paste position. An
insertion point will appear.
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3. Click the Paste command on the Hometab . Alternatively, you can also press Ctrl + V on your keyboard.
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4. Slide will appear in the selected position.
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Customize dide layout




Sometimes you may find that the slide layout does not completely fit your needs. For example, the layout may
have too many or too few placeholders. Y ou may also want to change the way the placeholder is arranged on the
dlide. Fortunately, PowerPoint makes it easy to adjust the slide layout when needed.

Adjust the placeholder

Select a placeholder : Move the mouse to the edge of the placeholder and click (you may need to click the text
in the previous placeholder to view the border). A selected placeholder will have a seamless line instead of a
dotted line.
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Move a placeholder : Select the placeholder, then click and drag the placeholder to the desired location.
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Resize the placeholder : Select the placeholder you want to resize. The resizing handles will appear. Click and
drag the handles that adjust this size until the placeholder is the size you want. Y ou can use the handle to adjust
the size at the corners to change the height and width of the placeholder at the same time.

Shelbyfield Animal Rescue

Adoptable Pets

W,

Delete placeholder : Select the placeholder you want to delete, then press the Delete or Backspace key on your
keyboard.

How to add a text box



Text can be inserted into both placeholder and text box. You can add text boxes to the slide layout if you want.
Unlike placeholder, text box is awaysin afixed position, even when you change the theme.

1. Fromthe Insert tab , select the Text Box command .
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2. Click and drag to draw the text box on the dlide.

3. The text box will appear. To add text, just click on the text box and start typing.



Use blank dlides

If you want to control your content more, you may prefer to use a blank slide (not containing a placeholder). You
can customize blank slides by adding your own text boxes, images, charts and more.

To insert a blank dlide, click on the bottom half of the New Slide command , then select Blank from the menu
that appears.



Home Insert Design Transitions Animations

=a C}E) |:| Layout -
D Eg - ¥™] Reset
Paste Mew I U 8§ abe AV A
= Shdes O Section~ :
Clipboard m /| Office Theme
N e [
Our hissig
\_'-,"‘h\ Title Slide Title and Content  Section Header
Two Content Comparison Title Only
3 ................................
Blank Content with Picture with
Caption Capticn
All Wq

/5] Duplicate Selected Slides
r|j Slides from Qutline..
=] Reuse Slides...

Although blank slides offer greater flexibility, keep in mind that you won't be able to take advantage of the pre-
designed layouts included in each theme.

How to project a presentation

When you have finished arranging your slides, the next step is to present the presentation. This is how you will
present your presentation to the audience.

1. Click the Start From Beginning command on the Quick Access Toolbar to view your presentation.
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2. The presentation will appear in full screen mode.

3. You can switch to the next slide by clicking or pressing the spacebar on the keyboard. In addition, you can use
the arrow keys on the keyboard to move to the previous and next slides in the presentation.

4. Press the Esc key to exit slideshow mode.

Y ou can aso press F5 at the top of the keyboard to start the presentation.

Customize dides

How to changethe dide size

By default, all slidesin PowerPoint 2013 use a 16: 9 aspect ratio or widescreen. Y ou probably aready know that
widescreen TVs also use a 16: 9 aspect ratio. The widescreen slides work best with screens and projectors.
However, if you need your presentation to fit the 4: 3 scale screen . It's easy to change the slide size accordingly.
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To change the dlide size, select the Design tab , then click the Slide Size command . Select the desired slide size
from the menu that appears or click Custom Slide Size for more options.



Slide background format

By default, all slides in your presentation use a white background. It's easy to change the background style for
some or all of your slides. The background can be Solid, Gradient, Pattern, or Picturefill.

1. Select the Design tab , then click the For mat Background command .
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2. The Format Background control panel will appear on the right. Choose the option you want. In this example,
we will use Solid fill with light yellow.
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3. The background type selected for the slide will be updated.

4. 1f you want, you can click Apply to All to apply the same background style to all slidesin your presentation.
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Apply atheme

Theme is a predefined combination of colors, fonts and effects that can quickly change the look of the entire
slide show. Different themes also use different slide layouts, which can change the way you arrange your

existing placeholder. This section will be discussed in more detail in this article: Applying themes in PowerPoint
2016.

1. Select the Design tab on the Ribbon, then click the M or e dropdown arrow to see all available themes.
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2. Select the desired theme.
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3. The theme will be applied to your entire presentation.
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Try applying a few different themes for your presentation. Some themes will work better than other themes,
depending on your content.

Practice!

1. Open the sample presentation.

2. Change the presentation theme.

3. Delete dlide 7. This dlide must be blank.

4. Add anew dlide with the Title and Content layout at the end of the presentation.
5. In placeholder Title, type Adoption Event Dates.

6. Select the placeholder Content and deleteit.

7. Insert atext box and type July 17, 2017 inside it.

8. Change the slide size to Standard (4: 3). A dialog box will appear asking if you want to select Maximize or
Ensure Fit. Choose Ensur e Fit.

9. When you're done, your presentation will look like this:
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See more;

1. Create and open presentations in PowerPoint 2016
2. How to save presentations in PowerPoint 2016
3. Create beautiful slides for PowerPoint presentations with 8 tips

Y ou finished reading the article "Basic infor mation about slidesin Power Point 2016" edited by the TipsM ake
team. We hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar
articles on tips and guides. Thank you for reading and for following us regularly.
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