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Sort and group objectsin Power Point 2016

Users can arrange objects on the slide at will by aligning, ordering, grouping and rotating them in different ways.

In PowerPoint 2016, each dlide can include multiple objects, such as images, shapes and text boxes. Users can
arrange objects according to their preferences by aligning, ordering, grouping and rotating them in different

way’s.

Work with objectsin Power Point 2016

1. Align objects

1. How to align two or more objects

2. How to align objects for dlides

3. How to uniformly spaced objects
2. Group of objects

1. How to group objects

2. How to remove groups of objects
3. Arrange the objectsin order

1. Learnthelevels

2. How to change the order by level

3. How to bring an object forward or backward
4. Rotate objects

1. How to rotate an object

Align objects

When moving objects in PowerPoint, the tools used to align and adjust the distance appear as orange lines.
Arrows are also placed around objects to help users align them. However, if there are many different objects on a
slide, aligning everything perfectly can be a difficult and time-consuming task. Fortunately, PowerPoint provides
anumber of alignment commands, allowing users to easily arrange and locate objects.
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How to align two or mor e objects

1. Select the objects you want to align. To select multiple objects at once, hold down Shift when clicking. The
Format tab will appear.

2. From the Format tab , click the Align command , then select Align Selected Objects.
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3. Click the Align command again, then select one of the 6 alignment options.
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4. The objects will align based on the selected option.

How to align objectsfor sides

Sometimes users may want to align one or more objects to a specific location in the slide, such as at the top or
bottom. This can be done by selecting the Align to Slide option before aligning the objects.

1. Select the objects you want to align. To select multiple objects at once, hold down the Shift key while
clicking.
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3. Click the Align command again, then select one of the 6 alignment options.
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4. The objects will align based on the selected option.
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How to unifor mly spaced objects

After sorting objectsin arow or column, the user may want them to have equal spacing to look more neat. Users
can do this by distributing objects horizontally or vertically.

1. Select the objects you want to align. To select multiple objects at once, hold down the Shift key while
clicking.

2. From the Format tab , click the Align command , then select Align to Slide or Align Selected Objects.
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3. Click the Align command again, then select Distribute Horizontally or Distribute Vertically from the drop-
down menu that appears.

want to do...
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4. Objects will be evenly spaced.
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Group of objects

You may want to group multiple objects into one group so that they are always together if moved or resized.
Thisisusually easier than selecting each object when you want to move them.

Images, shapes, clip art and text boxes can all be grouped. However, placeholders are not. If you want to group
images, use one of the commands in the Images group on the Insert tab to insert images instead of using the
image icon inside the placeholder.
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How to group objects

1. Select the objects you want to align. To select multiple objects at once, hold down the Shift key while
clicking. The Format tab will appear.

2. From the Format tab , click the Group command , then select Group.
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3. The selected objects will be grouped. A border with size-adjustable dots appears around the entire group to

show that the object is now a group. Now, users can move or resize all objects at once.

If you want to edit or move one of the objects in the group, double-click to select the object. Then, edit or move

it to the desired location.

If after selecting the objects that the Group command is disabled, the reason may be that one of the objects is
still in a separate placeholder. If this happens, try resetting the image using the Pictures command on the I nsert

tab .
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How to remove groups of objects

1. Select the group of objects you want to cancel the group operation.

2. From the Format tab , click the Group command , then select Ungroup.
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3. Objects will be separated from the group.

Arrangetheobjectsin order

In addition to aligning objects, PowerPoint also gives users the ability to arrange objects in a certain order. The
order is very important because it will determine which objects are before or after if there are 2 or more objects.

Learn thelevels



When objects are inserted into a dlide, they are placed on the levels, in the order in which they are inserted into

the dlide. In the example in this article, an arrow is placed at the highest level, but we can change the level to
place it behind other objects.

How to changethe order by level

1. Select an object. The Format tab will appear.

2. From the Format tab , click the Bring Forward command or Send Backward to change the order of the

objects by level. If there are multiple objects on the dlide, it may be necessary to click the command multiple
times to reach the desired order.
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3. The objects will be rearranged.
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How to bring an object forward or backward

If you want to move an object to the back or to the front of some other object, it is usually faster to pull it
forward or backward, instead of clicking the order sequentially.

1. Select the object.

2. From the Format tab , click the drop-down arrow Bring Forward or Send Backwar d.
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3. From the drop-down menu, select Bring to Front or Send to Back.
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4. The objects will be rearranged.



If there are several objects overlapped, it may be difficult to choose an individual object. The Selection window
allows users to easily drag an object to a new location. To access the Selection panel , click Selection Pane on

the Format tab .
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Rotate objects

If you need to rotate an object so that it is facing the other side, you can rotate it to the left or right or flip it

horizontally or vertically.
How to rotate an obj ect

1. Select an object. The Format tab will appear.
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2. From the Format tab , click the Rotate command . A drop-down menu will appear.

3. Select the desired rotation option.
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4. The object will rotate asyou like.

Good luck!
See more;

1. Create beautiful slides for PowerPoint presentations with 8 tips
2. Presentation tips with Powerpoint
3. Instructions for using PowerPoint effectively

Y ou finished reading the article "Sort and group objectsin 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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