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4 Tools Go A LONG Way

 Master Slides
* Slide Layouts
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e Accessibility Checker

PowerPoint. F’cwerFipint_
PowerPoint.
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Neat Settings — Font Size

Adobe Acrobat

* Automatically keep your fonts
an accessible size. o

To AutoCorrect options

Language Change how PowerPoint corrects and formats text as you type: [T S6T =171 E

Accessibility
When correcting spelling in Microsoft Office programs

e Use sans-serif, easy-to-read fonts
(Ariel, Helvetica, Calibri).

e Minimum font size 20, larger if
projecting presentation to live

When correcting spelling and grammar in PowerPoint

a u d ie n Ce . Check spelling as you type

B Hide spelling and grammar errors

Advanced

Ignore words in UPPERCASE
AutoCorrect AutoFormat As YouType  Actions  Math AutoCorrect

Hemize[ito lgnare words that contain numbers

Replace ag you type

() "straight quotes” with “smart quotes”
Flag repeated words 18 Fractions (1/2) with fraction character (1)
B Enforce accented uppercase in French @ Ordinals (1st) with superscript

8 Hyphens () with dash (—)

8 smiley faces :-) and arrows (==:) with spedial symbols

8 Internet and network paths with hyperiinks
Apply as you type

Automatic bulleted and numbered lists
[ AutoFit title text to placeholder
[ AutoFit body text to placehalder

Quick Access Toolbar Ignore Internet and file addresses

Add-ins

Trust Center

B Frequently confused words
Mark grammar errors as you type

Recheck Document

* File — Options — Proofing —
AutoCorrect Options

oK Cancel

e cim - | colle
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Neat Settings — Turn off Design Ideas

* Turn off Designer (Design
ldeas) = | ———

B Always use these values regardless of sign in to Office.

[ [ O ccessibili
* Design ideas are not accessible v+ IR
Office Theme: Dark Gray A
n
—r
* File — General — scro own —
Tust Center
D O O Turn on automatic suggestions from PowerPoint Designer here, or ask for design suggestions any time by clicking
owerPoint Designer e
B Automatically show me design ideas

About PowerPoint Designer
e Uncheck the "Automatically
° o ' I Use Linked|n features in Office to stay connected with your professional network and keep up to date in your
SNOW me aesign 1aeas
B Enable Linkedin features in my Office applications

About Linkedln Features Manage LinkedIn account associations

Suggestions for your deck are shown in the Designer pane when you create a new blank document.

Linkedin Features
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Accessibility Options

=i - - Styles ~ & bhape kfrects ¥ L Selex

* File — Options — Accessibility .

* Check: o
. Tarm Make your document accessible to others

Language Accessibility Assistant helps you find and fix content in your presentation that ma

o S h OW a C C e S S i b i | ity Sta t u S N Accessibility for people with disabilities to consume your content. Turn on the following setting

Accessibility Assistant running even when the pane isn't open.

Advanced Show accessibility status for the Accessibility Assistant in the Status Bar

® Enable Or disa ble AI generated 4 show accessibility status for each slide

Customize Ribbon

a |t tEXt . Quick Access Toalbar Feedbacic options

B Provide feedback with sound

Add-ins

Trust Center
Application display options

Ri= L XYl Show feature descriptions in ScreenTips v

Show shortcut keys in ScreenTips
Show the Start screen when this application starts

Alt Text

Enable the option to generate alt text using Al
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Master — Layout - Slide

 Master Slides

A collection of
pre-formatted
slide layouts.

* Slide Layout

* Pre-formatted
slide designs.

e Controls slide

layouts.

sAUCD

e Slide

e Based on slide
layouts.

e Controlled by
Slide Master.

UNIVERSITY
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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.

e 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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Let's Create a New Slide Layout

* Create a 3-column layout
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Slide Layouts

Option 1. File Home _Insert Draw Design  Transitions  Slide Show Record  Review
[ ]
A

Iﬁ ;'-3" M| [Aptos (Body) o A A
| Reset

Reuse

* Top Ribbon under Home. " “’ i
* "New Slide." -

Option 2: right click the slide

B I U S o A Aav |-

Title Slide Title and Content Two Content

on the left-hand side of screen. o | m— Slid
« Layout. e
. . R

Quick way to restructure a slide =1 -

without re-formatting. 3

I Duplicate Selected Slides

"'"‘".='=1:'"' El Slides from Outline... ,
é!. A U C D [ Reuse Slides tphome '
N3

e
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Know Your Ribbon

e Justify
* Text Alignment
* Upper Case (Change Case)

File Home Insert Draw Design  Transitions  Slide Show Record Review View Help  Acrobat  Shape Format

» : - _— — - - A
ED : \—_I “: [ Dot | [aptos @oay -8 | AT A == === U
L I ) =W
Paste El-—hl Mew Reuse I_—IHEEt B I U § =5 AV. |as- lj? . AL == = === v
. . = —— = _ | = = -
Clipboard M Slides Font M Faragraph M
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Line Spacing: A better way to format

* DO NOT USE THE SPACE BAR
Fle  Home |Insert Draw Design Transitions Slide Show Record Review View Help Acrobat Shape Format  Accessibility
= A= | TV
=

"D Ty B Levout Agptos (Body, 24
TO FORMAT. aste V S@ 2’?:5 ;:mt |B ; g] S a6 AY. ”A ||2 Alpo _
* Difficult to clean up. N T

* Every space is read by the =]
Screen reader. Indentation

Before text: |0.25 = Spedal Hanging ~ By: 0.25
1] - 11 -
* USE "Line Space Option .
Before: 10 pt - | Line Spacing: | Multiple ~ At 0.9

* Home Ribbon — Paragraph —
Line Space Option oc | [ cance

e I Iy
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Organize with Sections

 Sections organize slides into meaningful groups.

* Add a section * Move or delete a section
* Right-click between slides * Select View - Slide Sorter.
* select Add Section. e To move a section
* Rename Section * drag the section title to where you
* To collapse a section, click the want it.
triangle next to the section name. * To delete a section

» The numeral by the section name *nighticlickand selectiDelete.

shows the number of slides in that
section.
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4 Toows Go A LONG War

L

SLIDE LAYOUT VIEW

BOTTOM OF THE SCREEN
(RIGHT HAND SIDE) THE
FOUR SQUARES

Slide 7 of 16 [,Q T;‘(.ﬁn:cesﬂ:ily: Investigate




Accessibility Checker

e Search bar — Accessibility
OR

* Bottom left of PowerPoint click
e "Accessibility: Investigate™
e (MUST be enabled under File-Options settings to show up!)

ding 2026 LIVE EDITS.pptx = Saved ™ O Access|

iew View Help Acrobat Accessibi Actions

[% Accessibility Checker

UNIVERSIT
or WYOMIN( ” .
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Questions?
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Coming Up Next

 July 16, 2026: PowerPoint Reflection
e Bonus: PowerPoints for Poster Presentations
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