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Presenter Notes
Presentation Notes
In 2020 WIND created an internal Accessibility Committee – Founding member, served for 4 years before rotating off. �Short mini-trainings within our organization once a month, classroom presentations, built out course for all new staff of best practice in accessibility – University course about ADA and accessibility. 

mailto:arieser@uwyo.edu

Master — Layout - Slide

* Master Slides * Slide Layout * Slide
A collection of * Pre-formatted e Based on slide
pre-formatted slide designs. layouts.

slide layouts. e Controlled by

* Controls slide Slide Master.
layouts.
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Slide Master

* Control everything!! * Slide Master Groups = Families
e Color schemes (including e Parent Slide
logos). * (Almost) all child slides inherent the
o BackgroundS. parent changes.
e Font Choices. e Can have multiple "families" or
e Font Sizes. multiple Master Slide layouts.
* Bullets.

* Spacing and Alignment.
* Footers, Page Numbers, Dates.
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Accessing Master Slides

Ribbon Tab: View
e Slide Master.

Insert Draw Design  Transitions  Slide Show Record  Review Acrobat

o = ] [ OO =] Ruler | = | = |. Color |
I B E | NEEINS = B L | B
Mormal | Outline  Slide  MNotes Reading Slide Handout Motes [ Gridlines Motes Zoom  Fitto E Rl
View Sorter Page View Master | Master Master | [ ]| Guides Window : Black and V
Presentation Views MMaster Views Show M Zoom Color/Grayse
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Slide Layouts

Option 1. ile e _Insert  Draw Design Transitions  Slide Show Record Review
. —

TE' @\ ;L YOut™ | |aptos (Body) o4 oA A
- ew Reuse REEt
* Top Ribbon under Home. R e e N e

Clipboard

* "New Slide."

Option 2: right click the slide
on the left-hand side of screen.

* Layout.

5 o Theme

Title Slide Title and Content Two Content

___________________________

Quick way to restructure a slide
without re-formatting.

[ Duplicate Selected Slides

E Slides from Outline...

=] Reuse Slides
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Save the Theme

* (Not under Master Slides)
* Design Tab.

e Click Down arrow under Themes

e Save Current Theme
e Lives under "custom"

== * Set Width and Height
Wyoming Institute
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Save as a Template

* File tab, select Save As (or Save a Copy, if you are using Microsoft 365).

* In the Save as type list, choose PowerPoint Template.

* PowerPoint switches the storage location to the appropriate folder, that is the
Custom Office Templates folder.

* In the Save As dialog box, in the File name box, name your file.

* Select Save.

* Use your template for a new presentation

 Select File > New. Personal - double-click the template you saved.
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Slide Master

EI Iﬂ Delete
m Rename

Layout [[ ! Preserve

Edit Master

Placeholders

Llide  Insert
Placeholder ~

e Slide Master

* Insert Placeholder
e Content: Accessible

* |dentify them by the “Click to add
title” or “Click to add text” prompt
text.

* Content placeholder at the top is a
catch-all, allowing you to insert any
object you want.

AUCD

Insert Draw Transitions

/| Title

Bicture (fill)

Picture (fit)

Chart

Table

SmartArt

Media

Cameo

| Footers




10

Placeholder Options

* Insert Table

* Insert Chart m

* Insert SmartArt | m

* 3D Models Placeholder
* Insert an Icon OptiOﬂS . _ | |
* Insert Videos |

* Stock images o e

* Pictures itk nc
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Custom Poster Sizes

[ TO Set the Cu Sto m Slide Slide Master = Home Insert Draw Transitions Review View Help Acrobat

- Delete E |:| Title Aa B | Colors » &) Background Styles ¥

X

[ ]
[ S LB 11} . .
[l Rename A | Fonts ~ Hide Background Graphics
S I Ze ° Slide  Insert I Master Insert Footers Themes D - . Close
ter Layout [ Preserve | Layout Placeholder ~ v @] Effects ~ aster View

A Edit Master Master Layout Edit Theme Background Close
¢ Sllde Master A LLIZE 240012210 101200 1 1181 1 o, RS [ Y : N
° I . d . Click to edit Master title style Slide Size
S I e S I Ze Click to edit Master text stybes
= Second level
* Custom

e Set Width and Height
* (56 (or 54) by 42).

Orientation
Slides

; () Portrait

owsere 0y ofjt |\

Motes, Handouts & Outline

Slides sized for:
Custom
Width:
56 1n
Height:
42 in

i O Portrait
Mumber slides from:

) Landscape
]

(8] 4 Cancel edit Master
* Second level
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Questions?
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ISTHIS POWERPOINT2
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