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Section 1:   Introduction 

What is PowerPoint 2003? 
PowerPoint 2003 is a business presentation package which offers you a simple way 
to create effective overheads, on-screen electronic presentations, high-quality 
35mm slides, speaker’s notes, audience handouts and outline pages, giving the 
user everything they need to communicate their ideas clearly and with style.  
Further enhancements can be made using the multi-media and worldwide web 
facilities in this version. 

Using the Mouse 
The mouse is a small device you use, in addition to the keyboard, to perform many 
of PowerPoint 2003 actions.  When the mouse is moved, it moves a pointer on the 
screen.  The mouse is especially useful for selecting objects copying and moving 
objects and exploring menus. 

Terms used with the mouse 
 

Point Slide the mouse on the desk to move the pointer to a 
specific location. 

Click Quickly press and release the left mouse button at the 
specific location. 

Double-click Quickly press and release the mouse button twice at the 
specific location. 

Right-click 
Click the right mouse button to display a menu.  Slide the 
pointer down the menu to highlight a choice and click with 
the left mouse button to activate. 

Drag 
Select an object by clicking on it once with the left mouse 
button.  Hold the mouse button down whilst you move the 
mouse.  This will drag the object to another position. 

�
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Section 2:   The PowerPoint 2003 Window 

 
 

PowerPoint views 
Microsoft PowerPoint comes with different views to help you while you are creating 
a presentation. The two main views you use in PowerPoint are normal view and 
slide sorter view.  By default PowerPoint opens in Normal view.  To easily switch 
between views, you click the buttons at the lower left of the PowerPoint window. 
 

�
Normal View 

�
Slide Sorter View 

�
Slide Show 

Normal view 
By default PowerPoint opens in Normal view.  Normal view contains three panes: 
the outline/slides pane, the slide pane, and the notes pane. These panes let you 
work on all aspects of your presentation in one place. You can adjust the size of the 
different panes by dragging the pane borders. 
 
Outline/Slides  Use the outline tab to organize and develop the content of your 

presentation. You can type all of the text of your presentation and 
rearrange bullet points, paragraphs, and slides. 
 
Use the Slides tab to see all slides in the presentation displayed as 
thumbnails. This makes it easy to add, delete, and move slides, 
add timings, and select animated transitions for moving from slide 
to slide. You can also preview animations on slides by selecting 
the slide you want to preview and then clicking Animation icon 
under the slide. 

 
Slide pane  In the slide pane, you can see how your text looks on each slide. 

You can add graphics, movies, and sounds, create hyperlinks, and 
add animations to individual slides. 

Notes Pane  View buttons  

Slide Pane  

Outline/ Slides Tab s 

Task Pane  

Help  
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Notes pane  The notes pane lets you add your speaker notes or information 

you want to share with the audience. If you want to have graphics 
in your notes, you must add the notes in notes page view. 

 
Note: These three panes are also displayed when you save your presentation as 

a Web page. The only difference is that the outline pane displays a table of 
contents so that you can navigate through your presentation. 

Slide sorter view 
In slide sorter view, you see all the slides in your presentation on screen at the 
same time, displayed in miniature. This makes it easy to add, delete, and move 
slides, add timings, and select animated transitions for moving from slide to slide. 
You can also preview animations on slides by selecting the slide you want to 
preview and then clicking Animation icon under the slide. 
 
At any time while you are creating your presentation, you can start your slide show 

and preview your presentation by clicking Slide Show .  This will start the show 
at the active slide. 
 

The Task Pane 
On the right side of the window, 
PowerPoint displays a task pane that you 
can use to quickly choose commands 
appropriate to a specific task.  For 
example, when you first start PowerPoint, 
the Getting Stated task pane appears with 
the commands you commonly use to open 
an existing presentation or create a new 
one.  When you add a new slide to a 
presentation, the Slide Layout task pane 
appears, with common slide designs from 
which you can choose.  If you want to use 
a task pane other that the one displayed, 
you can click the Other Task Panes  down 
arrow at the right end of the task pane’s 
title bar to display a drop-down list of the 
available task panes, and then click the 
one you want to see.  You can close the 
task pane by clicking Task Pane  on the 
View menu.  To close the task pane click 
the Close button at the right end of the task 
pane’s title bar.  

 
 



 

©Senan Solutions  Page 4 

Overview 
PowerPoint 2003 commands can be accessed from a menu, toolbar, shortcut keys 
and shortcut menus. 

Using the Mouse 

Point to the menu name and click the left mouse button.  Point to the command 
required and click the left mouse button once. 

Using the keyboard 

Hold down the Alt  key and press the underlined menu letter, e.g., Alt  F to open 

the FILE menu. 

Shortcut keys 

Several of the commands have shortcut keys, these are displayed to the right of the 

command on the menu.  For example to save a file, the shortcut key is Ctrl  S. 

 

Shortcut menus 

Shortcut menus give you quick access to common commands you use with objects.  
Press the right  mouse key to use a shortcut menu. 

Toolbar Buttons 

You can use toolbars for quick access to commonly used commands and tools.  
The three toolbars that appear when you first access PowerPoint 2003 are the 
Standard, Formatting and Drawing Toolbars.   
 
 

 
 
 

Drawing Toolbar 

�

�

Displaying Task panes 

We have already discussed the use of task panes, but you will also find that by 
clicking on some buttons will display a different task pane. i.e., the Design  button 
and New Slide  button on the Formatting  toolbar.  If the Task pane is not displayed 
at press Control+F1 or Choose Task Pane  from the View Menu. 
 

Standard Toolbar 

Formatting Toolbar 



 

©Senan Solutions  Page 5 

Section 3:   Terminology 

 

A Presentation A Presentation is a group of slides, notes pages and 
handouts saved under one file. 

Wizards A Wizard is a guided approach to creating a presentation.  
Answer the questions that appear on the screen and 
PowerPoint 2003 will do the rest. 

Design Templates PowerPoint 2003 offers many pre-designed presentation 
layouts called Design Templates, which allow you to create 
presentations quickly with a standardised appearance.  
You can also create customised templates. 

Slides Slides consist of words, diagrams, pictures, charts and 
other images. 

Speaker Notes  Speaker Notes are created automatically by PowerPoint 
2003.  Each slide has a Notes Page.  The Notes Page 
shows a reduced version of the slide, with room for you to 
type notes about the slide. 

Handouts Handouts are used to display multiple slides on the page, 
two, three or six slides may be placed on the page. 

Transitions The display moving from slide to slide 

Animations How objects display on a slide. 
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Section 4:   Creating a New Presentation 

Menu 

1. If the New Presentation  task pane is not displayed, click the Other Task 
Panes down arrow at the right end of the task pane’s title bar, and click the 
New Presentation  in the drop-down list 

 
 
By using this method to create a new 
presentation you can choose either: 
 
Blank presentation 
Start with a background containing no design 
features, i.e., no colours, fonts etc. 
 
Design Template  
Choose a template, which determines the 
colour scheme, fonts and other design 
features. 
 
AutoContent Wizard  
Helps you determine the content and 
organisation of your presentation 
 
Existing presentation  
A new presentation based on an existing file.  

 

 

2. Click Blank Presentation  

3. You can also click the New button on the Standard Toolbar. 

PowerPoint displays a blank presentation with the default Title Slide layout.  The 
Slide Layout  task pane appears, with thumbnails of the available layouts. 
 

 
 

Shortcut keys 

The following methods will take you straight into the Layout dialog box from where 
you can select the slide layout of your choice. 
 

Press Ctrl  N 
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Starting with a Blank Presentation 
If you choose Blank Presentation the Slide Layout  task pane displays: 
 
Using a slide layout is an easy way to begin 
building a presentation.   
 
There are 27 different slide layouts some 
with placeholders where you type text, some 
with placeholders set up to make it easy to 
add graphs, charts, clip art, or other objects. 
 

1. Highlight the slide layout you require and 
click OK. 

2. Click the placeholder to insert text. 
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To Add a New Slide 
Menu 

 From the INSERT menu choose New Slide 

Shortcut keys 

  Press Ctrl  Enter    Displays a Bullet Slide  

 

Mouse 

Click on the NEW SLIDE button . 
 

Note: PowerPoint 2003 will always add the slide after the current, or active, slide. 

To change slide layout 
 

1. Display the Slide Layout  task pane  

2. Select a layout from those displayed. 

3. Your current slide will reflect the changes. 
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Section 5:   Saving, Closing and Opening a Presenta tion 

Saving a Presentation 

Menu 

From the FILE menu choose Save 

Shortcut keys 

Press Ctrl  S 

Mouse 

Click on  
 

 

 
 

Select the drive and folder to store the file. Type a filename for the 
presentation and click on the Save button. 

Closing a Presentation 

Menu 

From the FILE menu choose Close. 

Opening a Presentation 

Menu 

From the FILE menu choose Open 

Shortcut keys 

Press Ctrl  O 

Mouse 

Click on  
 

Default folder 

Type filename here  
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1. Select the drive and folder that contains the presentation you wish to 
open. 
 

2. Highlight the filename and click on the Open button. 

My Recent Documents  

To open a presentation you've used recently, click the Recent Documents  folder 
on the Places Bar  in the Open dialog box.  

Open 
Open Read Only 
Open as Copy 
Open in Browser  

Places Bar 
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Section 6:   Using Different Views 

Overview 
As you create a presentation, you can switch among five views of your presentation. 
Each view gives you a different way of looking at your work and offers different 
capabilities. 

Menu 
From the VIEW menu choose Normal , Slide Sorter, Slide Show  or Notes Page. 

Mouse 
Click on the View buttons at the bottom left side of the PowerPoint 2003 window. 
�

Normal This is where you can draw diagrams and write text on your 
slides and notes pages. 

Slide Sorter  This view shows miniatures of your slides laid as though on a 
light table.  You can rearrange slides, delete and copy slides. 

Slide Show In Slide Show view, you see your slides as an electronic 
presentation on your computer. Each slide fills the screen. 

Notes  Notes view shows a single notes page for a slide.  A notes 
page contains an image of the slide and any notes you 
choose to add.   

 

 In addition to the above there is a Colour/Greyscale  button on the 
Standard toolbar which enables you to see how the slide will appear when 
printed from a black & white laser printer. 

Changing the Scale of the View 
To zoom in and out of your view, from the VIEW menu choose Zoom,  or from the 

Toolbar click on the Zoom Control button .  As well as the many pre-
set scalings you can also type in your own scaling level if required. 
�
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Section 7:   Selecting and Formatting Text 

Selecting Text 
If you wish to alter the text in any way, e.g. copy, delete or enhance the text, the text 
must first be selected. If you want to change all the text in a frame then just select 
the frame; if you want to change only some parts of it, you must first select the text 
to be formatted. 
 
Text editing is generally carried out using exactly the same methods as those used 
in a word processor.  

 
Text can be selected by dragging the mouse across the text or by the keyboard, 

using the Shift  and the     keys. 

Formatting Text 

Menu 

1. Select the text. 
 
2. From the FORMAT menu choose Font.  Here, you can change the 

typeface, size, colour and style of the text. 
 

 
 

3. Click OK. 

Mouse 

Select the text and click on the Formatting Toolbar  to turn attributes such as bold 
and italic on or off. 
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Shortcut Keys 

Bold    � ���� �� � � � �

Underline   � ���� ��� � � �

Italic   � � ���� ���

Back to plain � ���� 	
��
����� �

Alignment 
PowerPoint 2003 gives you the option of aligning the text in paragraphs on the right, 
the left, the centre, or justified. 
 
1. Select the paragraph you want to change:  

Menu 

2. From the FORMAT menu, choose Alignment . 

3. The Alignment menu appears.  Choose the desired alignment 

Mouse 

Click on the left or centre alignment buttons on the Formatting Toolbar. 
 

 
 

Shortcut keys 

Left    ���� ���

Right   ���� ���

Centre  ���� ���

Justify  ���� ��� � � �

Line Spacing 

 Use these buttons to increase and decrease the space above and 
below bullets and paragraphs. 

 

1. Select the paragraph in which you want to change the line or paragraph 
spacing.  

2. From the FORMAT menu, choose Line Spacing.  The Line Spacing 
dialog box appears. 

3. Adjust the spacing by typing or by clicking the up or down arrows to change 
the value.   
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To change line spacing, use the Line Spacing  box.   

 
Note: To change spacing before or after a paragraph, use the Before Paragraph 

or After Paragraph box.  Alternatively use the INCREASE or DECREASE 
PARAGRAPH SPACING buttons on the formatting toolbar. 

Change Case 
The Change Case command lets you alter lowercase and uppercase text after it 
has been typed. 
 
1. Select the text you want to change. 

2. From the FORMAT menu, choose Change Case . 
 

�
3. Select the case you want and choose OK. 
 
Alternatively: 
 

1. Select the text you want to change. 

2. Press Shift F3  to toggle through the options. 
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Section 8:   Bulleted Lists 

Overview 
The bulleted list is useful for introducing or summarising important points in your 
talk.  Use a bullet list at the start of a presentation to show the topics you'll cover, in 
the order you'll discuss them.  

Creating a Bulleted list 

1. Click on the New Slide Button 

2. The Slide Layout task pane is displayed 

3. The default bulleted slide will display.  To change the layout click once on a 
different layout from the task pane. 

4. The following are bulleted slide options: 
 

 

Indenting 

 
 
 
 
Alternatively : 

To move a paragraph to the right (demote) press the Tab  . 

To move a paragraph to the left (promote) press Shift  Tab . 

 
 
You can have up to five indent levels. Each indent level has a default setting. You 
can use these, or you can reset the default settings. 
  
1. Display the rulers (VIEW menu Rulers ) and select the text for which you want 

to set an indent. 
 
The ruler appears with the indent markers for each level in the text object located at 
the lower edge of the rule. 
 

Moves to previous level Moves to next level 
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�
The top marker indicates the amount of indent of the first line of a paragraph. The 
lower marker indicates the amount of indent of the remaining lines in the 
paragraphs in the text object.   

2. Drag the markers to a new indent position. 

Changing the shape of Bullets 
You can change the style, the colour, and the size of bullets.  You can also insert a 
picture as a bullet 
 
1. Select the bulleted items you want to change 

2. From the FORMAT menu, choose Bullets and Numbering . 
 

1st Level Indents 
2nd Level Indents 
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3. To change the style of bullet, click on the bullet grid. 

4. Change the colour or the size of the bullet in relation to the text. 

5. Choose OK 

Inserting a Picture as a bullet 
1. Select the bulleted items you want to change 

2. From the FORMAT menu, choose Bullets and Numbering . 
 
3. Click on the Picture  button  
 

 
 

4. Select the picture you require. 

5. The Motion Clips  tab will insert moving bullets 
 

6. Select the required clip and click OK. 
 
�

Indicates a 
Motion Clip 

Narrow down 
requirements 

PowerPoint can pull 
clips in from the 
Internet.  This 
feature is covered 
in the Advanced 
Workshop course 
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Section 9:   Working with Graphic Objects 

Overview 
Objects are the building blocks of your slides.  The tools to draw objects are 
displayed on the Drawing Toolbar. 

Drawing Lines 

1. Insert a blank slide or a slide with only the Title placeholder 

2. On the Drawing toolbar.  Click on the line tool.  

3. Place the pointer where you want the line to begin and drag. 

Note: 

Hold down the Shift  key while you draw a line at 45% or 90%.  

Hold down the Ctrl  key to draw a line extending from its midpoint out in 

both directions.  You can combine the effects of Shift  and Ctrl  

Drawing Ovals and Rectangles 

1. Click on the oval or the rectangle tools   

2. Place the pointer on the slide and drag to draw the graphic object. 

Note: 

Hold down the Shift  key to create perfect circles or perfect squares.  

Hold down the Ctrl  key to draw the object from the centre outwards.   

You can combine the effects of Shift  and Ctrl . 

Stars and Banners 

Use the AutoShape tool to draw any of PowerPoint 2003's pre-defined shapes. 
From the AutoShapes, Stars and Banners  
 

 
 
To draw a shape:  
1. Select the shape you wish to draw.  

2. Position the pointer at one corner of an imaginary bounding box that 
surrounds the shape you want to draw.   

3. Hold down the mouse button and drag a rectangle.   

4. Release the mouse button to complete the shape.   
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Drawing Arcs 

1. Choose Autoshapes, Basic Shapes.  Click on the Arc Tool  

2. Place the pointer where you wish to end the arc. 

3. Hold down the mouse key and drag to draw the arc. 

4. Release the mouse key. 

Freeform  

With the freeform tool, it is possible to draw connecting lines and freehand. 
Connecting Lines 

1. Choose Autoshapes, Lines.  Click on the Freeform tool  

2. Position the pointer where you want to draw the line. 

3. Click with the mouse, then move the pointer to the next intersection and 
click. 

4. To end the line, double click on the line. 

Freehand 

1. Choose Autoshapes, Lines.  Click on the Freeform tool   

2. Position the pointer where you want to draw freehand. 

3. Hold down the left mouse key (pointer changes to a pencil). 

4. Drag the pointer to draw freehand. 

 
Note: To create an object/shape more than once you can double click the object 

button and create as many as you like.  Once you have created the objects 
click the object button again to turn off. 
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Editing Objects 
To edit any object, move, resize delete etc., you must first select the object you wish 
to change. 

When an object is selected, circles (known as handles) appear around the edge of 
the object. 
 

Select One Object Click on the object 

Multiple Objects Press the Shift  key and click on each object in 

turn. 

Multiple Objects (on top of 
each other) 

Drag a bounding box completely around the 
objects you want to select.  A dotted rectangle 
will appear, then release the mouse. 

All Objects Choose EDIT, Select All   or Ctrl  A 

Deleting Objects 

1. Select the object. 

2. Choose EDIT, Clear  or press Delete   

You can also choose EDIT, Cut  which removes the selection to the 
Clipboard. 

Moving Objects 

1. Select the object. 

2. Place the pointer on any side of the selection box and drag the object to its 
new position. 
To maintain the horizontal and vertical alignment of the object, hold down 

the Shift  key when you drag. 

Resizing Objects 

1. Select the object. 

2. Place pointer on a resize handle. 

Hold down the Shift  key while resizing to resize vertically or horizontally. 

Hold down the Ctrl  key to resize the object from the centre outwards. 

Adding Text to an Auto Shape 

Rectangles, circles, triangles, and other closed shapes drawn with the AutoShapes 
tool can have text that is attached to the shape. 

1. Select the shape 

2. Begin typing.  The text appears centred in the object. 

When you type in a shape, PowerPoint 2003 treats the text as part of the shape. 
When you move the shape, the text moves with it. 
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Adjusting the size of the Object to fit the Text 

1. From the FORMAT menu choose Text Box . 

2. Check the Resize AutoShape To Fit Text box to resize the object to fit 
around the text.  

 

Wrapping text in an AutoShape 

1. Select the object 

2. Select Format, AutoShape, Text Box  and choose the Word Wrap Text in 
AutoShape  option. 

 

Changing Attributes of Objects 
PowerPoint 2003 objects have attributes that define how the objects appear on a 
slide. The attributes are: 

Line   the border around an object 

Fill   the colour that fills the inside of an object (objects can be filled with 
colours, shades, shadings and bit map pictures). 

Shadow    the shadow of an object. 

 

Adding Lines and Colours 
1. Select the object. 

2. From the FORMAT menu choose Colors and Lines.  

Adding a Shadow 
1. Select the object. 

2. Click the Shadow  button on the Drawing  Toolbar  
3. Select the style of shadow you require. 
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Shadow settings 

4. Display the Shadow Settings toolbar.  Click the 3-D Style button  and 
select 3D settings to display the toolbar. 

 

 

5. Select the object. 

6. Edit the shadow by clicking on the various shadow setting buttons. 

The Format Painter 
You can quickly change the appearance of an object by copying the attributes 
(colour, shadow, pattern, and so on) of another object whose appearance you like. 
You can then apply those attributes directly to another object. The Format Painter 
works with objects and their attributes, but not with graphs and pictures. 
Select the object whose attributes you want to copy. 

1. Click the Format Painter  tool  

2. The pointer changes to a paintbrush. 

3. Click inside the object to which you want to apply the attributes. 

4. The selected object takes on its new attributes. 
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Section 10:   Moving and Copying 

Overview 

You can copy and move objects from slide to slide in the same presentation or to 
another presentation by using the Clipboard. 

The Clipboard Task Pane 

The object(s) being moved or copied is kept in a temporary memory known as the 
Clipboard.  The Clipboard holds a maximum of 24.  When you Cut or Copy an item 
it is placed on the Clipboard task pane.  You can then simply click the object on the 
Task Pane to insert on to your slide. 

Moving Objects 
1. Select the object to move. 

Menu 

1. Select the object to move. 

2. From the EDIT menu choose Cut.  

3. Move to the page where the object is to be moved to. 

4. Display the Clipboard Task Pane and click on the item to insert. 

Shortcut Keys 

1. Select the object to move. 

2. Press Ctrl  X 

3. Move to the page where the object is to be moved to. 

4. Press Ctrl  V 

Mouse 

1. Select the object to move. 

2. Hold down the left mouse button whilst you drag the object to a new 
location. 

3. Release the mouse button. 
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Copying Objects 

Menu 

1. Select the object to copy. 

2. From the EDIT menu choose Copy  

3. Move to the page where the object is to be moved to. 

4. Display the Clipboard Task Pane and click on the item to insert. 

Shortcut Keys 

1. Select the object to copy. 

2. Press Ctrl  C 

3. Move to the page where the object is to be copied to. 

4. Press Ctrl  V 

Mouse 

1. Select the object to copy. 

2. Hold down Control and the left mouse button whilst you drag the object to a 
new location. 

3. Release the mouse button, then release Control. 
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Section 11:   Manipulating Objects 

Selecting Multiple Objects 
Control A Selects all objects on a slide 

Hold Shift and click objects Selects random objects 

Group/Ungroup 
There will be times when you want to do the same thing to a number of objects. For 
instance, you may want to change the colour of a series of shapes and then align 
them horizontally. Grouping objects combines them so you can work with them as if 
they were a single object. 

Select the objects you wish to group (Ctrl+A to select all objects or Shift and click to 
select random objects). 

From the DRAW button choose Group. 

To ungroup objects: 

From the DRAW button choose Ungroup.  

Bring to Front/Send to Back 
This is a useful option if one object is hidden behind another.  The object you last 
added to the page normally has top priority.  That is it will sit on top of the previous 
object, but you can easily send it to the back. 

From the DRAW button choose Order…  

Rotate/Flip 
From the DRAW button choose Rotate/Flip 
 
Alternatively: 
 

1. Select the object  
 
2. Place your mouse over the green circle at the top 

of the object and drag to rotate. 

Scale 
You can enlarge and reduce an object by very precise amounts while retaining its 
original proportions by using the Scale command. 

1. Select the object you want to scale.   

2. From the FORMAT menu, choose AutoShape (Size) .  

3. Type a number for the percentage of scaling in the percentage box.  

Resizing 
1. Select the object 
 
2. Place your mouse on one of the handles to display a double headed arrow. 
 
3. Drag the mouse to resize the object. 
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Change AutoShape 
Sometimes you'll decide to change one AutoShape into another. For example, say 
you'd rather have 3-D box than the rectangle you drew. In PowerPoint 2003, it's 
easy to change an AutoShape into any other one that's available. 

1. Select the object you want to change. 

2. From the DRAW button, choose Change AutoShape . 

3. Select another shape from the AutoShapes cascading menu.  All other 
characteristics such as colours and shading will be retained. 

 

Setting up the Page 
Grid 

By default, any time you draw, resize or move a shape or other object, it will position 
or “snap” to the lines in an invisible grid.  This grid of evenly spaced lines helps align 
objects more precisely.  To check to see if the grid is on your system choose the 
Draw button and then choose Snap, and make sue To Grid  is on. 
 

 
 
Note: If you wish to “ignore” the Grid at any time hold down the ALT key while you 

draw or move objects. 
Guides 

The sides and centres of objects are magnetically attracted to guides, when guides 
are turned on. 

1. From the VIEW menu choose Guides  or click the Guides button  

2. The two guides appear at the centre of the window. 

3. As you drag the guides around the page, the number that appears indicates 
the guide's distance from the centre of the slide. 

4. Drag an object to align it on the guide. 
 

Ruler 

To display a horizontal and vertical ruler to align objects: 

1. From the VIEW menu choose Ruler  
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Section 12:   Clip-Art 

 
To enhance your presentation there is a collection of professionally designed 
images. There are hundreds of pieces of clip art, everything from maps to people, 
buildings to scenic backgrounds. 

You can also add your own images so they're readily accessible when you're 
working in PowerPoint 2003. 

Adding Clip-Art to the Presentation 

1. Add a New Slide with a ClipArt image. 

1. Choosing one of the slides shown here will 
display the following: 

 

3. Click the Insert ClipArt button  

4. Select a picture and choose OK. 

Or 

1. Click the Insert ClipArt button on the Drawing toolbar 

.  This will display the Clip Art Task Pane. 

2. In the Search for : box type a word that describes 
what you are looking for. 

3. Click the Go button and PowerPoint will display all 
the clips that match your description. 

4. Click the image you require. 

5. The image will be inserted on the slide and the 
Picture toolbar will be displayed. 

 

 
Note: The picture toolbar only displays when a picture is 

selected. 

�
�

Adding Your Art to the Clip-Art Library 

1. Save the object you have created as a Windows Metafile or Bitmap. 
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2. Display the following by choosing a ClipArt Slide: 

 

3. Click the Insert ClipArt button  

2. In ClipArt Gallery dialog box, choose Import . 

3. Go to the appropriate file, and select the picture you want to add.  

 

4. Click the Add to    button. 

 
 

 

5. Select an existing folder or 
create a new one by selecting 
the New button. 

 

6. Type a name for the new folder 
 

7. Choose OK. 
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Section 13:   Adding Text with the Text Tool 

In general, typing text is as simple as click and type. When there's a text 
placeholder on your slide, just click inside it and you're ready to add your text.  
 
Sometimes, it is necessary to place text exactly where you wish on the slide.  To 
add text outside of a text placeholder, use the Text tool on the Drawing toolbar. 
After you've typed your text, you can edit and format it to get the look you want. 
 
There are three ways to enter text to the page; in a placeholder, as a text box, or in 
an AutoShape.  We have already covered placeholders and AutoShapes. 

As a Text Box 

1. Select the textbox tool.  

2. Click and drag a text box, by holding down the left mouse key, anywhere 
outside the Title and Body object  

3. When you drag a text box, the text word-wraps to fit inside the width of the 
box. 

 

Tabs 
Tabs help you align lists, and columns of numbers.  There are four different types of 
tabs, left align, centre, right align, and decimal. 

1. Display the rulers (VIEW menu Rulers).  

2. Click the tab button located to the left of the horizontal ruler to display the 
type of tab you want to set. 

  
Each time you click, you'll see a different type of tab 

 
3. Click in the ruler where you want to set the tab.   

4. Type in the text, pressing Tab  between the columns. 

 



 

©Senan Solutions  Page 30 

Section 14:   Other Text features 

Spell Check 
To check the spelling of your presentation 

1. From the TOOLS menu choose Spelling (or press F7 ). 

2. Click on the Check Spelling button. 
 

3. When an incorrectly spelled word is found, choose one of the following 
options; 

 
Suggest To suggest the proper spelling.  Select the proper 

spelling and then click Change. 

Ignore To ignore the misspelling.  (For example if its a 
proper name). 

Add To add the word to the custom dictionary 

AutoCorrect 
This allows common typing errors or misspelling to be automatically corrected 
without running a spell check 

1. Select TOOLS, AutoCorrect Options  

2. In the Replace  box type in the word as you usually misspell it and in the 
With  box put in the correct spelling.  As you enter your text the system will 
correct it as specified. 

 
Note:  Any AutoCorrect’s you may have set up in other applications such as Word 

or Excel will also be available. 

Finding and Changing Text 
This feature allows you to replace every occurrence of a word or phrase with 
another word or phrase in a block of text. 

1. From the EDIT menu choose Replace.  (or press Ctrl  H) 

2. Enter the text to find in the Find What  box. 

3. At the Replace With  box, enter the text to find. 

4. Choose Find , then Replace and Find to start the find-and-change process. 
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Section 15:   Working With Outline 

Overview 
The Outline tab is useful if the presentation consists of large proportion of text.  This 
view shows the slide titles and the body text for each slide.  Each title appears on 
the left side of the window with a slide icon and slide number.  Body Object text is 
indented under its title on the outline. 

 

You can edit and rearrange both the Title and Body objects very easily in this view. 

To change to Outline, click on the Outline tab 

Creating Indents in Outline 

Demote a line ; 

1. Select the line to demote 

2. Click on the Demote button or press the Tab  key. 

Promote a line; 

1. Select the line to promote. 

2. Click on the Promote button or press Shift  Tab . 

Outline tab 
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Create a New Slide 

Press Ctrl  Enter . 

Outline Toolbar 

When in outline view, the Outline Toolbar can be displayed on the left of the screen.  
The toolbar enables slides to be re-ordered, titles just to be displayed for the slides 
and formatting to be displayed. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
�

�

Note: Outline is covered in more detail in the Advanced Word Shop course 

Promote 

Demote 

Move up 
Move down 

Collapse 
Expand 

Collapse all 
Expand all 

Summary slide 

Show formatting 
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Section 16:   Creating Graphs 

For those occasions when you want to display numeric data visually, PowerPoint 
2003 Graph enables you to create and insert charts quickly and easily into 
PowerPoint 2003 Presentations.  After you create a chart it becomes an embedded 
object on the slide. 

Creating a Graph 
There are two ways to insert a graph into your presentation.   

Using a Slide Layout 

1. Click the  New Slide button, to display the Slide Layout task pane. 

4. Pick a Slide Layout that includes a graph placeholder. 
 

 
 
3. Double click the place holder to add a chart. 

Using the Graph Tool 

5. Select the Graph tool. .  To place a graph on the current slide.  
 

 

This option 
displays 3 layouts 
with charts. 

Datasheet Window 

Names of the 
Data Series 



 

©Senan Solutions  Page 34 

Working on your graph 
To enter your data, click the data sheet window.  Then type the data.  When 
finished typing, just click on the slide outside the graph to return to PowerPoint 
2003. 

The graph created is inserted in the current slide of your presentation.  You can now 
move it, resize it, recolour it etc. 

Editing a Graph 
Simply double click the graph to start editing.  Notice that when you open the graph 
to edit it, the menus and toolbars change to reflect Excel icons.   
 

 

Chart Types 
With Graph you can create several types of charts; area, bar, column, line, pie, 
scatter (XY) and combination.  Because each type of chart has several options, you 
can actually have over 50 pre-designed chart styles from which to choose. 
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Area 
Shows how values change in proportion to 
the total, over a period of time. 
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Bar  
Shows individual figures at a specific time or 
draws comparisons among items but not 
always to the whole. 
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Column  
Shows variation over a period of time or 
draws comparisons among items but not 
always to the whole. 
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Line  
Shows trends or changes in data over a 
period of time. 
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Pie 
Shows the relationship or proportions of 
parts to the whole. 
 

10

100

1 1.5 2 2.5 3 3.5 4  

Scatter  
Shows the relationship between numeric 
values in different groups of data.  Useful for 
finding patterns or trends. 
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Combination  
Useful for comparing two different kinds of 
data. 

 



 

©Senan Solutions  Page 36 

Importing a Graph 
Graphs can also be imported from Excel. 

1. Choose a blank slide layout. 

2. Open the Excel spreadsheet which contains the graph. 

3. Select the Chart Area and choose Copy 

4. Go back to the PowerPoint Presentation and choose Paste. 

5. Resize the graph. 

6. Double click the graph to edit. 
 

 

When you double click 
an imported graph it will 
open the Excel 
Spreadsheet.   
 
This object can now be 
edited or changed to 
display one of the many 
sheets in the 
spreadsheet file.  
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Section 17:   Inserting Diagrams 

 

You can add a variety of diagrams, using the diagramming tools  on the 
Drawing  toolbar.  
 

 
 
Diagram types include:  

Cycle diagram:  A diagram that is used to show a process that has a continuous 
cycle. 

Target diagram: A diagram that is used to show steps toward a goal. 

Radial diagram: A diagram that is used to show relationships of elements to a 
core element. 

Venn diagram: A diagram that is used to show areas of overlap between and 
among elements 

Pyramid diagram: A diagram that is used to show foundation-based relationships. 
 
Use the diagrams to illustrate various conceptual material and enliven documents 
and presentations (diagrams are not numerically based). 
 
An Organisation Chart shows the relationship between a Manager and 
Subordinates or between a parent company and subsidiaries. 

To create an organisation chart 
There are 2 ways to create an organisation chart: 

Using a Slide Layout 

2. Click the  New Slide button, to display the Slide Layout task pane. 

3. Pick a Slide Layout that includes an Organisation Chart. 
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3. Double click the place holder to add a chart. 

Using the Diagramming Tool 

1. Select the Diagram tool. .  To place a chart on the current slide.  

2. Select Organisation Chart. 

3. Choose OK 
 
The following diagram and toolbar appears on the slide.   
 

 
 

This option displays 
an Org Chart 
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Entering Text into Boxes 
1. Click in each box to enter information.. 

Creating and deleting boxes 
New boxes would normally be Coworkers, Subordinates or Assistants of existing 
boxes. You create a new box by clicking on an existing box.   
 

 
 
1. From the Insert Shape button on the toolbar, select the type of box you wish 

to insert. 
 

Subordinate This will appear beneath the selected 
box 

CoWorker This will appear next to the selected box 
– on the same level (branch). 

Assistant This will appear between the Manager 
and Subordinates 

 

2. Click the box in the chart to which you want to attach the new box. 

Creating multiple boxes of the same type 

1. Click the Insert Shape  button multiple times. 

2. The same shape will be attached to the selected box.   

To Delete a box 

Select the box and press Backspace  or Delete . 

 

Changing the layout of subordinates 

There are many different layouts for the many subordinates. 
 
1. Select the branches you wish to change. 
 
2. Choose a layout from the Layout  button on the Organisation toolbar. 
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Changing Lines 

To change the colour, thickness and line style. 

1. Choose All Connecting Lines  from the Select  button.  This will select all 
lines 

 

2. Edit using the buttons on the Drawing toolbar. 

 

Changing Boxes 

To change the colour or design of the boxes: 
 

1. Click on the Diagram button on the Organisation toolbar . 
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Editing the Chart 
To edit the chart when it has been placed in the presentation, double-click on the 
chart. 
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Section 18:   Special Text Effects Using Word-Art 

Overview 
With WordArt, you can fit text to a variety of shapes, create unusual alignments, add 
3D effects and create circular text. 
 
For example: 

Creating and Inserting WordArt 
1. From the INSERT menu choose Picture.  

2. Choose WordArt  from the list. 
 

 

3. Choose the layout style you want and click on OK. 

4. In the text entry box, type the text you want to format. 

5. Click on OK to view the text in the document. 

6. Choose the text effect options you want from the WordArt menu and 
toolbar. 

 

 
 
7. When finished creating the text effect, click in the PowerPoint 2003 window. 
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Section 19:   Importing Data from Excel and Word  

Overview 
There are several ways you can use PowerPoint 2003 with other applications, 
depending on what you want to do. 

Importing and Linking an Excel spreadsheet 
Establishing a link between Excel and PowerPoint 2003 means as soon as the 
Excel data changes, it will also be changed within PowerPoint 2003. 

Creating a link is a matter of copying and pasting. 

1. Make sure you have saved the Excel file before you set up the link, then 
select the information to link to PowerPoint 2003. 

2. From the EDIT menu, choose Copy . 

3. Open the PowerPoint 2003 presentation in which you want to insert the 
object, and display the slide where you want the object to appear. 

4. From the EDIT menu, choose Paste Special . 

5. Click Paste Link.  

6. The object appears on the slide and the link is established to the Excel file, 
so that the linked object will automatically be updated. 

To create a link to another file without leaving Po werPoint 2003 
1. From the INSERT menu, choose Object . 

2. Activate Create From File . 

3. In the File Name box, type or select the name of the file to which you want 
to link. 

 

 

4. Select the Link box, then choose OK. 
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Section 20:   Creating Tables 

When you want to present data in an organised and easy to read format, a table is 
often your best choice.  it is possible to start Word for Windows from within 
PowerPoint 2003, and use Word for Windows tools to create the table. 
 

Creating a Table 
There are two ways to insert a graph into your presentation.   

Using a Slide Layout 

1. Click the  New Slide button, to display the Slide Layout task pane. 

2. Pick a Slide Layout that includes a Table placeholder. 
 

 
 

3. Double click the place holder to add a table. 
 

 

4. Specify the number of columns and rows. 

5. Enter data into the resulting  rows and columns. 
 

Using the Table button 

1. Select the Table tool. .  To place a graph on the current slide.  

2. Specify the number of columns and rows. 

3. Enter data into the resulting  rows and columns. 
 

This option will 
insert a table place 
holder 
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You can customise and format individual cells as well as the entire table.  For 
example, you can merge cells to create one cell that spans two or more columns pr 
rows and you can split a single cell into two or more cells.  Using the buttons on the 
Formatting toolbar or the specialised Table & borders toolbar, you can add colour 
and borders and change text alignment in a table. 
 

Importing Tables 
Tables can also be imported from both Word and Excel.  See Page 43.   

Tables & Borders toolbar 
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Section 21:   Printing 

Although the current trend is toward delivering presentations as electronic slide 
shows, you might sometimes need to print your slides as transparencies for delivery 
using an overhead projector or a printout so that someone can check the detail on 
each slide.  Even if you plan to deliver an electronic slide show, you might need to 
print out an outline, audience handouts, or speaker notes.   
 
 
If you are working on a colour presentation, you can preview your presentation in 
black and white to see how the slides will look after they are printed on a greyscale 
printer. 

Headers & Footers 
Before you print your presentation you can add a header and footer to display the 
date and time, page number, or other information.  To insert Headers & Footers: 

1. Choose Headers and Footer  from the View  

On the Slides   

They will appear in the electronic presentation only 
 

 

Notes and Handouts 

They will appear on the printed/hard copy version only. 
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Printing 
Choose FILE, Print . ( Ctrl  P) 

 
1. The Print dialog box appears, displaying the target printers for slides and 

notes. 

2. Type in the number of copies you want in the Copies box. 

3. If you want to print all of your slides, notes pages or handouts, activate the 
All  option, or enter the starting and ending slide numbers in the From and To 
boxes for printing a few slides. 

4. In the Print box, select what you want to print: 
 

 

 Slides 

 Notes pages 

 Handouts – then choose how many per A4 page. 

 Outline 

5. Choose OK to start printing.  
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Print Formats 

Title Title

Notes
Notes

FULL PAGE SPEAKER
NOTES

HANDOUTS OUTLINE

Title

Title

Title

�
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Section 22:   Working with Colours 

Working with the Colour Scheme 
Every presentation you create has a set of colours associated with it.  This consists 
of eight colours designed to be used for the main elements of a slide, that is: 
background, text, lines, shadows, fills and accents. 
 

 
 

You are not limited to using the colours in a scheme, but because they have been 
selected by professional designers, using them does ensure that you slide will be 
pleasing to the eye.. 

Select a Colour Scheme 

To view a presentation’s colour scheme you click 
Color Schemes  in the Slide Design  task pane. 
 
To change the colours in a Colour Scheme click the 
Edit Colour Schemes  at the bottom of the task 
pane. 
 
You can also choose a different colour scheme or 
create your own colour scheme by using this dialog 
box. 
 
After you decide which colours you want, you can 
apply the colour scheme to one or all of the slides in 
a presentation. 
 
Each PowerPoint colour scheme consists of a 
palette of either colours 
 
The positions of the colours on the colour scheme 
are important.  The first colour is the background 
colour for the slide, the second colour is the 
foreground colour, used for most of the text and 
graphic objects that appear on the slide and the 
other six are accent colours, chosen to complement 
the background and foreground colours and each 
other.   
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Apply a colour scheme to all slides 

1. Choose the Colour Scheme you require and select the Custom tab on the 
dialog box. 

2. Choose a background colour. 

3. Choose a text and lines colour. 

4. Click APPLY to all slides. 

Applying a Colour Scheme to Selected Slides 

1. In the Slides pane , select the slides you wish to change by holding down 
Control as you click on each slide.  

2. Choose a background colour. 

3. Choose a text and lines colour. 

4. Click APPLY  

5. Only the selected slides are affected. 

Points to remember when choosing colours: 
·  The background colour is used for the “canvas” of the slide.  All other 

colours must show up against it. 
·  The “Text & Lines” colour must contrast with the background colour so that 

the text shows up easily. 
·  The Shadows colour is generally a darker shade of the background so that 

it produces a shadowed effect behind objects. 
·  The “Title text” colour must also contrast with the background colour 

because the slide titles need to stand out. 
·  The Fill colour is used to fill objects and mist contrast with both the 

background colour and the colour used for text and lines. 
·  The primary Accent colour is designed to complement the colours of other 

objects in the presentation. 
 
Note: Colour Schemes are looked in more depth on the Advanced Workshop 

course. 
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Section 23:   Creating a Slide Show 

Overview 
A Slide Show is a way of presenting slides electronically on the computer screen.  
The presentation doesn't have to be designed as a slide show.  To set up a slide 
show: 

1. Open the presentation that you wish to display as a slide show. 

2. From the SLIDE SHOW menu choose Set up Show.  
 

 

3. Choose the slides to include in the show. 

4. Choose the method to use to advance the slides. 
 

Manual Advance click the mouse button to 
advance to the next slide 

Use Slide Timings use the timings you set 
using the Transition 
command. 

5. Set whichever other options are desired. 

6. Click on OK. 

 
Note: This feature is covered in depth on the Advanced Workshop course. 
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Adding Transitions, Timings and Sound Effects 
A transition refers to the way one slide moves off the screen and the next slide 
appears.  When you set transitions, you can also set timing - how long you want 
each slide to appear on the screen. 
 
Each slide can have only one transition.  You can set transitions for slides one at a 
time or apply the same transition to a group of slides by first selecting the slide or 
slides in Slide Sorter view or on the Slides tab in Normal view.  You can then use 
the Slides Transitions task pane to apply the transition.   
 
You can also specify the following: 
 

·  The transition speed 

·  The sound of the transition 

·  The direction of the transition 

·  When the transition takes place  

Adding Transitions 

 Select the Slide Sorter View 

 From the toolbar select the Transition  button 

 

 Choose a transition effect from the Slide 
Transition task pane. 

 Choose how fast you want the transition to take 
place (slow, medium, fast). 

 Select your choice of sound  

 Choose how to control when the next slide 
appears on the screen, either manually by 
clicking with the mouse or automatically by 
typing in how many seconds the slide is to be 
displayed on the screen. 

 When you Apply to All Slides it will override any 
other transitions set.. 

 Click on OK. 

 
Note: If you have different transitions for every slide 

the presentation becomes confusing.  It is better 
to have consistency throughout the 
presentation. 
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Standard Animations 
You can make a slide show more interesting by animating the text and graphics on 
your slides.  Common types of animation include the following: 
 

·  You can apply text animations so that the text appears on the screen one 
paragraph, word or letter at a time. 

·  If a slide has more than one level of bullet points, you can animate different 
levels separately. 

·  You can animate objects, such as shapes. 

·  If an object has text, you can animate the object and the text together or 
separately, or you can animate one but not the other. 

·  You can change the order of appearance of text or shapes. 

·  You can animate charts created within PowerPoint or imported from Excel.  
For example you can animate each data series in a chart to appear at a 
different time. 

There are three section to choose from in Animations; 
Subtle, Moderate and Exciting, depending on the mood of 
your presentation. 
  

1. Click on the Design button  to display 
the Slide Design  task pane. 

2. Click on the third option down – Animation 
schemes. 

3. Create a slide that includes several bulleted points 
in the main text area. 

4. From the toolbar in Slide Sorter view select a build 
effect of your choice.  

 

Custom Animations 
If you would rather create your own animation scheme, you can use the Custom 
Animation command on the Slide Show menu.  You must be in Normal View .  
Custom Animations include moving multiple objects simultaneously, moving objects 
along a path, and sequencing all the effects on the slide.  You can add your 
animation scheme to each slide individually or, with one click, you can apply it to all 
the slides in a presentation.  This is called a Build Effect. 

Build Effects for Slides 

A Build Effect  can be used to show just the title on a slide when you run the slide 
show, then the subtitle or a picture can appear when you click.  It can also make 
very effective bullet charts, with each bullet point being introduced separately - each 
bullet point can be dimmed or hidden as the next appears on the screen. 
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Building Custom Animation on a Bullet Slide 

1. Ensure that you are in Normal view and click on the slide you wish to 
Animate.  

2. Select the placeholder you wish to effect. 

3. Choose Custom Animation from the Slide Show Menu. 

4. Click on the Add Effect button   

5. Choose when you would like the effect to take place and what effect you 
would like to happen. 

 

 
 
 

6. Click the Play button  at the bottom of the task pane to view your 
effect. 

 

Effect Options 

For more sophisticated effects, use the Effect 
Option  dialogue box.: 

 
In the Custom Animation task pane, click an item 
and click the down arrow that appears to the item’s 
right, and click Effect Options. 
 
This options in this dialogue box change depending 
on the Object you are animating and the Animation 
Effect that you have chosen.  The animation chosen 
below was Fly in  
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Timing Options 

 
 

Start the animation by clicking On a mouse  click , at the same time as the previous 
object, or a number of seconds after the previous object. 
 
To start the animation automatically, enter the number of seconds you want to 
elapse between the previous animation and the current one. 
 
 

Animate text and objects 

 
 
Bulleted slides can appear on the slide all at once, one level at a time or each level 
with associated levels. 
 
They can appear on a click or a number of seconds after each other. 
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Animating Charts 
By defaults when you animate a chart it effects the entire object as one.  However 
you can also animate elements of a chart. 

1. Select the chart you want to animate. 

2. On the Slide Show menu, click Custom Animation 

3. Click on the Add Effect button   

4. Select Entrance and only choose one of the options with a green star – that 
is the first 4 options. 

5. Select the effect in the task pane and click the down arrow that appears to 
the item’s right, and choose  Effect Options.   

6. Choose the Chart Animation tab. 

 
 
7. Select how you would like the separate elements of the chart to appear. 
 
 
�
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Section 24:   Using Masters  

Overview 
Every presentation automatically includes four masters, a Slide Master for slide 
layouts, a Title Master for title slides, a Notes Master for speaker's notes and a 
Handout Master for audience handouts.  Anything placed on the Masters will appear 
on the slides and pages of your presentation.  Each master includes areas for footer 
information; the Handout and Notes masters also allow insertion of header details. 

The Slide Master 
The Slide Master contains the format for each new slide.  Instead of having to 
manually format each slide just change the Slide Master. 
 
To save time and ensure continuity, some objects on a Slide Master are set up by 
PowerPoint 2003 such as the location of the slide titles, text and footers. Others you 
can add to a master (such as your logo or a custom template). 
 
As you create a slide, you have the option of using or not using the elements from 
the Slide Master. You can use the master title, the master text, the background 
items, and the colour scheme as you please on each slide.  

1. Choose VIEW, Master, Slide Master  

2. Format the Title, Object and Footer areas 

3. Insert any objects as required. 

4. When you have finished creating the Slide Master, choose VIEW, Slides to 
change to Slide view and start creating your individual slides or click on the 
SLIDE VIEW button on the bottom left of the screen. 

�

Note: To enter a Master quickly hold down the Shift key and click on the relevant 
view button at the bottom of the screen. 

�
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Slide Background 

Custom backgrounds are easy to create. You can change the colour and add 
dramatic shading to any or all the slides in your presentation. 

1. From the FORMAT menu, choose Background . 

2. The Background dialog box appears. 

 
 
3. Make the required changes by selecting options from the drop down boxes. 

4. When finished, click Apply or Apply to All . 

The Title Master 
If you want your title slides to have a different look than the other slides in your 
presentation, you can change the title master. The title master affects only slides 
that use the Title Slide layout. For example, to emphasize the opening slide of each 
section in a presentation, format the title master with a different look and use the 
Title Slide layout on these section opening slides. Finish working on the slide 
master before changing the title master, because any text formatting that's changed 
on the slide master also changes on the title master. 
 

The Notes Master 
PowerPoint 2003 automatically creates a Notes page for each slide in each 
presentation.  A Notes page is a page for writing notes and comments.  The top half 
of a notes page displays the chart, the bottom half is the master body for formatting 
notes text. 

1. From the VIEW menu choose Masters, Notes Maste r. 

2. Add the features you want on the Notes Master. 

3. Use the text and graphic tools to put details on the Notes page in the same 
way that you put text and objects on slides. 
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The Handout Master 
Handouts are a way of printing multiple slides.   In the print menu, you can specify 
the number of slides on each handout page, two, three or six.  The Handout Master 
is for adding any background items to the page. 

1. From the VIEW menu choose Masters, Handout Master . 

2. Using the text and graphic tools, put any text and graphics that you want to 
appear on each page of the handouts. 

 
 
�

Create slides different from the master slide 
If you create unique slides by modifying individual slides, these slides retain their 
uniqueness even when you change the master or apply a new design template. If 
you change your mind later, you can always restore the master format to slides you 
altered 
 

Apply or reapply the default master format to a sli de 
If you have changed the default formats of your slides by modifying the slide 
master, you can reapply the default master characteristics.  

1. Open the presentation you want to apply or reapply the master format to. 

2. On the Format  menu, click Slide Design  

3. Select Design Templates . 

4. Select the template that you are using for the presentation, and then click 
Apply .  

Note   Any items you added to the slide master, such as a picture or text box, are 
not deleted when you apply the design template. 

Number of 
slides per page 
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Section 25:   Working with Design Templates 

Overview 
A design template is a presentation in which the masters and the colours have been 
especially designed for a particular "look." When you apply a presentation as a 
template to an open presentation, the masters and colour scheme of the template 
replace the masters and colour scheme of the open presentation. 

Although PowerPoint 2003 comes with many artist-created templates, any other 
design can also serve as a template. 

Applying a Design Template to all Slides 
You can apply a design template to a new or existing presentation. A template can 
be applied to selected slides or to all the slides in your presentation. 
 
Note: In PowerPoint 2003 a presentation can contain more than one design 

template. 
1. To select a predefined colour scheme: 
 

2. Click the Design  button  on the 
Formatting  toolbar 

3. The Slide Design  task pane will display 
 
4. Select a design from those displayed in the task 

pane. 

5. The new design will be applied to all slides in the 
presentation. 

 
 

Applying a Design to selected slides 
 

1. Click the Design  button  on the 
Formatting  toolbar 

2. The Slide Design  task pane will display 

3. On the Slide  tab select the slides you wish to 
change. 

 
4. Select a design from those displayed in the task 

pane. 

5. The new design will be applied to the selected 
slides in the presentation. 

6. You will now have 2 sets of Slide Masters. 
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Creating a Design Template 
This is covered in the advanced workshop course. 
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Section 26:   Toolbars 

To Display Different Toolbars 
When you first start PowerPoint 2003 and open a presentation, the Standard and 
Formatting toolbars are displayed just below the menu bar, and the Drawing toolbar 
is displayed vertically on the left side of the window. 
You can display as many of the toolbars as you want. Or you can choose to display 
none at all. 

1. From the VIEW menu, choose Toolbars . 

2. Click the box to the left of the toolbar name to select the toolbar you want to 
display on-screen. 

Customising Toolbars 
You can customise each toolbar by adding and removing buttons. 

To add a button to a toolbar 

1. From the VIEW menu, choose Toolbars, Customize .  

2. In the Categories  list, select a tool category that includes the button you 
want to add.  

3. When you find the button you want to add, drag it and drop it on the toolbar 
where you want it.  

4. When you finish adding buttons to toolbars, click the Close  button in the 
Customise Toolbars dialog box. 

Creating a Custom Toolbar  

1. You can use the Custom toolbar to build your own personalised toolbar, 
including your own choice of buttons.  

2. From the VIEW menu, choose Toolbars , Customize   

3. In the Toolbars dialog box, click New, then type in a name and click OK.  
The Customize Toolbars dialog box will then appear alongside your own 
toolbar.  

4. In the Categories  list, select a tool category that includes the button or 
buttons you want to add.  

5. When you find the button you want to add, drag it to the Custom toolbar and 
drop the button on the toolbar.  

6. Drag as many buttons as you want to your Custom toolbar. 

 


