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CHAPTER1 THEMES

( : INFOcus

A theme is a co-ordinated set of colours, fonts, effects and
backgrounds that you can apply to create a professional looking
presentation with a consistent design. PowerPoint includes many
built-in themes. Once you've applied a theme, you rarely need to
concern yourself with the design of your presentation — the theme
already includes all of the required layout and formatting. All you
really need to do is type the text. However, you can modify an
existing theme, such as changing the theme colours or theme fonts,
to suit your needs.

In this session you will:

gain an understanding of themes

learn how to apply a theme

learn how to modify the theme colours
learn how to change theme fonts

learn how to change the slide background
learn how to save a customised theme.
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UNDERSTANDING THEMES

PowerPoint provides its users with powerful, yet presentation by allowing you to quickly and easily
simple tools for creating professional, high quality apply the work of professional designers. You can
presentations. Themes is one such tool that can also modify themes to suit your own requirements,
dramatically improve the appearance of your such as by adding a logo or company colours.

What Is A Theme?

A theme is a coordinated set of colours, styles and effects that enable you to create well-designed and
professional-looking documents quickly and easily. Each theme includes a set of theme colours, theme
fonts (such as heading styles and body text fonts) and theme effects (which apply a pre-chosen set of
line, fill and special effects to objects that you have inserted, such as charts, shapes, SmartArt graphics
and images).

Every presentation has an underlying theme. For example, a new blank presentation has the Office
theme applied to it by default. This means that every element of your new presentation — be it the text
you insert or a style you apply to an inserted table or picture — is controlled by a theme.

Themes are available under New in the Backstage. All themes also come with a set of Variants.
Variants can be seen as variations of the same theme with slightly different colour schemes. If you don’t
like the variants, there is always the option of customising the theme to suit your requirements. You can
alter the colours, fonts, backgrounds and much more to create the perfect theme for you.

New | These are some of the themes
available under New in the
Backstage.
Search for online templates and themes pe)
Suggested searches:  Business  Calendars  Charts and Diagrams  Education ~Medical ~Nature Photo albums
FEATURED CUSTOM
VAPOR TRAIL Ta I(e a <9 — Oganic S
tour
Blank Presentation Vapor Trail Welcome to PowerPoint Organic
BANDED
ION
lon Banded

TITLE LAYOUT
This is a preview of the Vapor Trail e
theme. Notice the four variants for
this theme to the right of the main

thumbnail.

Why Use Themes?
There are several advantages to using themes.

e To save time. Instead of spending copious amounts of time formatting every aspect of your
presentation, such as styles, slide layout, colour backgrounds, formatting and the rest, graphic
designers have done the work for you. By choosing a theme, you can create professional, high-
quality documents with a coordinated set of colours, fonts and backgrounds.

e To keep it consistent. The PowerPoint themes are also available in other Microsoft Office
applications like Excel and Word. This means that you can maintain a consistent look, if desired,
across all of your organisational documents. For example, you can create your annual report
with a similar design to your brochures, monthly newsletters, end-of-year financials, your
presentation to the Board, and your website.

e Themes can also be applied to PowerPoint’s range of templates.
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APPLYING A THEME
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Microsoft PowerPoint includes a variety of professional-looking, consistent and well-designed
themes. Each theme has been carefully presentations. As well as creating new

designed so that the fonts, styles, colours and presentations based on a theme, you can also
formatting complement each other to create apply themes to existing presentations.

Try This Yourself:

Before starting this exercise
you MUST open the file
P1304 Themes_1.ppix...

Click on the DESIGN tab,
then click on the More
arrow for the Themes
gallery in the Themes group
to display a gallery of
options

Here you will find all built-in
themes. Currently the
default Office theme is
applied to the presentation,
as shown under the heading
This Presentation. Let’s
apply a different theme ...

Point to the various themes
in the gallery to see them
applied to the presentation
in Live Preview

Click on Wisp to apply this
theme to the presentation

All design, layout and
formatting within the theme
have been applied, instantly
transforming the
presentation...

Scroll through the
presentation to see how the
theme has been applied to
the various elements

0 m HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW

This Presentation

Aa

Office

Aa Aa ’

Renewable Energy

| Click fo add subtitle

What is Renewable Energy?

| » Click to add text

For Your Reference...
To apply atheme to a presentation:
1. Click on the DESIGN tab

2. Click on the More arrow for the Themes

gallery in the Themes group
3. Select the desired theme

Handy to Know...

e You can change the default theme for all new
presentations if you would rather not use the
Office theme. To do this, click on the
DESIGN tab, then click on the More arrow in
the Themes group, right-click on the theme
that you want to set as the default and select
Set as Default.
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CHANGING THE THEME COLOURS

For each theme, designers have selected 12 tables and other inserted objects, plus two colours
colours that complement each other. These for hyperlinks. Once you have applied a theme, you
include light-coloured text with a dark background can easily apply a different colour scheme to the
(and vice versa), six accent colours for charts, current theme.

Try This Yourself: o i Bl S P E d IQ ff%

. 7} Sizev Background
Continue using the Vertants Customize =
£ o previous file with this
G I exercise, or open the file

P1304 Themes_2.pptx...

Click on the DESIGN tab,
then point to each of the I
thumbnail options available
in the Variants gallery in
the Variants group to see
the effect on the slides in —

Live Preview e i . _| 1 &f
We didn’t like any of those i = e She Backguound
variants so let’s apply a  gobr

. Fonts
different colour theme... i

Click on the More arrow for & Backtround Sifles
the Variants gallery in the
Variants group to display a
menu of options

Customize -~

- v v ¥

Point to Colours to display
the colour options

Point to the various theme
colours options to see them e
applied to the presentation
in Live Preview

Scroll down and click on f
Green to apply this colour
theme to the presentation

Scroll through the
presentation to see how Renewable Energy

© 06 600 ©

the theme colours have [ Cickfo add subfitie
been applied to the various ‘
elements

For Your Reference... Handy to Know...

To change theme colours: e When applying themes, the available
1. Click on the DESIGN tab variants will change depending on the theme

2. Click on Colours in the Themes group A 37000 e SelEeien

3. Click on the desired theme colours
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CHANGING THE THEME FONTS

Designers at Microsoft have spent time working applied to a theme in your presentation. You may
out which groups of fonts work well together and need to do this to meet organisational

have saved these in the Theme Fonts gallery. requirements, for example. A quick way to do this is
However, you can easily change the theme fonts to select an alternative set of theme fonts.

Try This Yourself: 0 Available Renewable Technologies

Continue using the previous
file with this exercise, or = Wind Power
open the file P1304 = Hydropower

Same
File

Themes_4.pptx... Solar energy

Biofuel

0 Navigate to and display slide
4 in the Slides window

It helps to have both the
heading and body theme
fonts displayed when

previewing alternative theme e
fonts in Live Preview...

e Click on the DESIGN tab,
then click on the More arrow -
for the Variants gallery in = Hydropower

Available Renewable Technologies

Wind Power

the Variants group to SO
display a menu of options Biofuel

e Point to Fonts to display the
font options then point to the
various theme fonts to see
them applied temporarily to
the presentation in Live
Preview o

Available Renewable Technologies

Click on Franklin Gothic to
apply this font style

= Wind Power
Scroll through the = Hydropower
presentation to view the = Solar energy
result = Biofuel
For Your Reference... Handy to Know...
To change the theme fonts: e To create and save custom theme fonts, click
1. Click on the DESIGN tab on the DESIGN tab, click on the More arrow

in the Variants group, then point to Fonts to
display a menu. Select Customise Fonts to
) display the Create New Theme Fonts dialog
3. Click on Fonts box, apply the desired settings, type a Name
4. Click on the desired theme fonts and click on [Save].

2. Click on the More arrow for the Variants
gallery in the Variants group

© Watsonia Publishing Page 5 Chapter 1 - Themes



Microsoft PowerPoint 2013 - Level 2

CHANGING THE SLIDE BACKGROUND

Background Styles are variations of the
background of the current theme. Each theme
has a particular background style applied by
default which generally consists of a combination

of fill colours and effects, such as gradient or
texture effects. You can change the background by
applying a new style or by modifying the current
style on the Format Background pane.

Try This Yourself:

Continue using the previous file with
this exercise, or open the file P1304
Themes_5.pptx...

Same
File

Navigate to and display slide 1 in
the Slides window

Click on the DESIGN tab, then click
on the More arrow for the Variants
gallery in the Variants group to
display a menu of options

Point to Background Styles to
display a gallery of background
style options

The available background styles

Renewable Energy

Click to add subtitle

depend on the theme or variant
currently applied to your slides...

Click on Style 3 to apply this
background style to all slides

Let’s customise this background...

Repeat steps 2 and 3 to open the
Background Styles gallery and
select Format Background to open
the Format Background pane

Select Pattern fill under FILL to
display the pattern fill options

Select Plaid to apply this pattern fill

You can select different Foreground
or Background colours for your
pattern to create a different effect...

Click on [Reset Background] to
undo the changes you made

Click on Close to close the Format

Format Background X Format Background T
O O

4 FILL 4 FILL

* Solid fill Solid fill
Gradient fill Gradient fill
Picture or testure fill Picture or testure fill
Pattern fill #) Pattern fill

Hide background graphics Hide background graphics

Color Py - Pattern

88 HE 0 o e i
BEED s
NENzZNE
il == I == I =
N N = i
N ..
N S B

Y ) (N SE I AR

Foreground & b

Transparency | 23

Background Q =)

Apply to All Apply to All Reset Background

o0 006 o0 ©o

Background pane

e G Plaid

For Your Reference...
To change the slide background:

1. Select the slide, click on the DESIGN tab,
click on the More arrow for the Variants
gallery in the Variants group

2. Point to Background Styles, then select a
style option or select Format Background

Handy to Know...

e Using the Format Background pane, you
can apply background changes to one slide,
or you can apply the changes to all slides by
clicking on [Apply to All].
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SAVING A CUSTOMISED THEME

If you have applied a theme and then changed them each time you apply that theme. Instead, you
theme fonts, colours, and/or background styles, it can save your customised theme for future use.
would be a shame to waste all that effort in When you save a theme, it is added to the Themes
making those changes, and then have to redo gallery and can be applied to any presentation.

m HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

Try This Yourself: This Presentation
Continue using the previous

2 o file with this exercise, or o

G & open the file P1304 -
Themes_6.pptx... E— - ...’

@ Cickon the DESIGN ta, Aa ‘

then click on the More
arrow in the Themes group
to display the Themes

ga“ery |'|f| Browse for Themes...
The gallery displays the PR Sove Cument Theme..
theme for This o
Presentation, which is really

a customised version of the
Wisp theme. Let’s save this

theme for future use... = P——— EX
e Select Save Current 4 L. « Roaming b Microsoft » Templates » Document Themes w ¢ | Search Document Themes y-]
Theme to open the Save - S ) H- @
Current Theme dialog box g Zf.il‘eg A Name Datemodfied  Type
. Theme Colors M Filefolder
The default save location | Y8 sy Themelecs et
. eme Fonts ile folder
for themes is the Document | SmemCaicas
. 4 emplates
Themes folder in the | > B Do T
Templates folder. We just | Ll LiveContent
. SmartArt Graphics
need to give the theme a T
name... 84 kS >
File name: | Themel.thmx v
e In F||e name, type Wispz’ Save as type: | Office Theme (*.thmy) v
then C|iCk on [Save] Authors: Tags: Addatag Title:  Renewable Energy
Click on Close to close the = Hide Folders Took ~ Cancel
presentation
For Your Reference... Handy to Know...
To save a customised theme: e Once saved, you can apply the custom
1. Click on the DESIGN tab, then click on the theme to selected slides in a presentation by
More arrow in the Themes group selecting the desired slides, opening the

2 Select Save Current Theme them_e gallery and right-clicking on the
i ) required custom theme to open a shortcut
3. Type a File name, then click on [Save] menu. You can then select Apply to

Selected Slides.
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NOTES:
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cerer2  OLIDE MASTERS

( : INFOcus

A slide master controls the overall appearance, such as formatting
and design, of each slide layout and therefore each slide in your
presentation. When you modify the slide master within your
presentation, the changes will be applied to every slide layout. All
templates contain at least one slide master.

In this session you will:

gain an understanding of slide masters

learn how to view the slide masters

learn how to modify the master font

learn how to modify bullets

learn how to insert an image

learn how to slide transitions to the slide master
learn how to insert slide numbers

learn how to create a custom slide layout

learn how to modify slide layouts.
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UNDERSTANDING SLIDE MASTERS

You can access the Slide Master view by make changes to your whole presentation, such as
clicking on the VIEW tab and clicking on Slide adding logos or changing fonts. You can also
Master in the Master Views group. Using the customise the slide layouts or create your own.

Slide Master view you can quickly and easily

E A = - Presentation? - PowerPaint ? B - 0O X
SLIDE MASTER HOME INSERT TRANSITIONS ANIMATIONS REVIEW VIEW
[ = 7 Title ./.1}9 E Colors = @ Background Styles = ﬂ
’@(,P.ename -“n Fﬂntz' +| Hide Background Graphics
Insert Slide Insert Insert | Footers ~ Themes Slide Close
Master  Layout Placehalder - - [Cefects - Size=  Master View

Edit Master Master Layout Edit Theme Background r] Size Close ~

a [ Click to edit Master title style

[—— - “‘
|
CLICK TO EDIT h

CLICK TO EDIT
o MASTER TITLE STYLE
B = I S S SR e .

. CLICKTO EDIT
i MASTER TITLE STYLE g4

SLIDE MASTER E 2 EH T -—p———+ 5w

Viewing Slide Masters

To modify and work with the slide master, as well as each slide layout, you need to be in Slide Master View.
The example above shows a new, blank presentation based on an existing theme in Slide Master View.

o Slide Master Every template or theme, including a blank presentation (which has the Office theme
applied by default) has a Slide Master. A Slide Master is the very first slide in the
Slides pane and is slightly bigger than the slides below. You can use a Slide Master
whenever you wish to make changes that you want applied to the whole
presentation. Any changes you make to the Slide Master will be applied to all slides
in a presentation, no matter what slide layout is applied.

e Layouts Below the Slide Master in the Slides pane, are the available slide layouts for that
particular theme or template. Depending on the sort of changes you make to these
slide layouts, the changes may either affect the whole presentation or just that
particular slide layout. For instance, if you apply Colours, Fonts or Effects, this
formatting will be applied to the whole presentation. However if you apply a
Background Style the formatting will only be applied to that one slide layout.

You can create your own custom slide layouts by clicking on Insert Layout in the
Edit Master group. You can then format the layout as you wish and even insert
placeholders from the Master Layout group.

e Placeholders The Slide Master, as well as each slide layout, contains a range of placeholders
that hold text, such as the title, footer and the date, as well as objects, such as
images, tables and charts. When you modify the title placeholder on the slide
master, for example, the change will be applied to all slide layouts that contain a title
placeholder. If the slide master does not contain a particular placeholder, such as a
content placeholder (for images and the like), you will need to modify the content
placeholder on the relevant slide layout.
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VIEWING THE SLIDE MASTER

To display and work with slide masters, you need work with the slide master or a particular slide
to be in Slide Master view. In Slide Master view layout, click on the master or layout in the Slides
you can see the slide master as well as each pane to display it in the Slide window.

slide layout for that master in the Slides pane. To

Try This Yourself: a

Before starting this
exercise you MUST open
the file P1316 Slide
Masters_1.pptx...

o Click on the VIEW tab,
then click on Slide Master
in the Master Views group

By default the Title Slide
Layout is selected in the
Slides pane and displayed
in the Slide window...

o Point to the selected slide
layout in the Slides pane
to display the tool tip

Open
File

§CIick to edit Master title style

The tool tip shows the
layout type used and the
slides in the presentation
that have this layout
applied...

e In the Slides pane, point
to the slide below the
selected slide to display
the slide layout type and
the slides which have this
layout applied

o Click on the slide master
in the Slides pane (the

first slide — Wisp Slide | O o M e e
Master) to display the —
Slide Master in the Slide i

window, ready for editing

it bm

For Your Reference... Handy to Know...
To view the slide masters: e In addition to Slide Masters, PowerPoint
1. Click on the VIEW tab also provides the Handout Master and

Notes Master in the Master Views group on
the VIEW tab. These let you edit the design

grgup . . and layout of the printed handouts and notes
3. Click on the slide master or relevant slide pages respectively.

layout to edit

2. Click on Slide Master in the Master Views
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CHANGING THE MASTER FONT

When you make changes to the font on the slide
master, such as the title or footer placeholders,
for example, the changes will be applied to all
slide layouts that contain those particular

ch
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placeholders. The changes will also be applied to
the slides in your presentation. The easiest way to

ange the master font is to apply a different set of

theme fonts.

Try This Yourself:

Continue using the previous file
with this exercise, or open the file
P1316 Slide Masters_2.pptx...

Same
File

Ensure you are in Slide Master
view and that the master slide at
the top of the Slides pane is
displayed in the Slide window

Click on a blank area of the slide
to ensure that no objects are
selected

On the SLIDE MASTER tab, click
on Fonts in the Background
group to display a menu of
options

Select Garamond (or another
font if this is not available)

The font in both the title and text
placeholders has changed to
Georgia. Let’s check...

Click on Click to edit Master
text styles in the second
placeholder to position the
insertion point, then click on the
HOME tab

Notice that Georgia appears in
the Font group...

Click to edit Master title style

Click to edit Master text styles
Second level
Third level

Click to edit Master title style

Click to edit Master text styles
Second level
Third level
Fourth level
Fifth level

SLIDE MA

Scroll through the slide layouts in
the Slides pane to view the result

Mew
Slide -

Clipboard

Paste

Click on the SLIDE MASTER tab,
click on Close Master View in
the Close group to return to the
presentation, then scroll through

STER HOME INSERT TRANSITIONS ANIMATIONS REVIEW VIEW

Rese| |Georgia (Body) - 18 | A A A

Delete B I U § akc®&N- Aa-

Slides Font

s

Paragraph

the presentation to view the result

For Your Reference...
To change the master font:
1. Display the slide master in Slide Master
View
Click in either the title or text placeholder

Click on Fonts in the Edit Theme group and
select a theme font

Handy to Know...

You can change the font for a slide layout.
This will only affect that slide layout and any
slides based on that layout. To do this, click
on the desired slide layout in the Slides
pane, click on the HOME tab, then apply a
different font, font size and style as required
using the commands in the Font group.
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