
Successfully Communicate A Presentation
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Tools Used To Customize the Slide Master:
(Go to–View > Master > Slide Master)
Tools Used To Customize the Slide Master:
(Go to–View > Master > Slide Master)

Master Layout: Valuable Tools – Checklist
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o Font Format Palette

- View > Toolbars > Formatting

o Bullets and Numbering

- Format > Bullets + Numbering

o Paragraph Line Spacing

- Format > Line Spacing

o Text Box and Text Margin
Placeholder Location

- Format > Placeholder(PC) or
AutoShape(MAC) > Text Box

o Slide Color Scheme

- Format (PC) > Slide Design > Color
Schemes > Edit Color Schemes >
Custom

- Format(MAC) > Slide Color Scheme >
Custom

o Presentation Header and Footer

- View > Header + Footer

o Slide Reformat:
How to Keep A Consistent Look

- View > Normal

- Format or right click > Slide Layout

Click here for PDF version or see lesson’s webpage for print file (PDF format).

How to Apply Valuable Features or Tools to the Slide Master 
(Key: > illustrates the path or route on how to apply Valuable Tools to the Master Slide Layout)

Text box must be selected

Text box must be selected

Text box must be selected

Display Project By Way Of: On-Screen Display (View > Slide Show) or Printout (File > Print)


