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Chapter- 6
FORMATTING A PRESENTATION
STUDY NOTES
The slide master is an element of a template that stores information, including font styles, placeholder, position of text and objects, bullet styles, background design, and colour schemes. • A slide master consists of two placeholders.1.Slide title place holder 
                                                    2. Body text placeholder
1. Slide title place holder: • It is the first placeholder for the title of the page. • You can move the title placeholder anywhere in the slide. 
2. Body text placeholder: This placeholder includes general objects like text with bullets, charts, pictures, etc.
CREATING A NEW CUSTOM LAYOUT 
If you do not find a standard layout that suits your needs, you can create a custom layout that perfectly suits your slide content. You can customize that layout by adding text-specific and object-specific place holders. 
Follow these steps to do so: 
· Click on the View tab. Select the Slide Master button in the Master Views group. 
· Choose the Blank Layout slide from the displayed list present in the Slides Master task pane. 
· To add a placeholder on the Slide Master, click on the Insert Place holder drop-down arrow in the Master Layout group. Select a place holder from the list according to your need. 
· Right-click on the selected Layout thumbnail and select the Rename Layout option from the context menu. 
· In the Rename Layout dialog box, type a new name that describes the new layout you have customized. Click on the Rename button. 
· Click on the File tab and select the Save As option. 
· Type a file name in the File Name box. In the Save as type list, select the Power Point Template and then click on save option. 

CHANGING COLOUR SCHEME
Every presentation comes with colour schemes. You can change the colour scheme of the complete presentation or a single slide. The colours of specific elements on a slide, such as Title and the Background can also be changed. 
· Click on the Design tab, go to Themes group.
· Left click on the theme that you want to apply to all the slides. 
CHANGING BACKGROUND COLOUR
You can change the background colour, pattern, and texture of a slide.
· Click on the Format Background button, present in the Customize group on the Design tab. The format background task pane will appear. 
· Select any fill style option from the displayed list under the ‘Fill’ section. 

INSERTING A SMART ART GRAPHIC 
Smart Act is a graphics tool that allows you to present data or information with graphics instead of just using text. These graphics help in conveying our ideas and messages easily and effectively. It contains a variety of graphical layout, like Pyramids, List, Hierarchy, Matrix, etc. to display data in a presentation. 
· To insert Smart Art in a slide, select the Title and Content layout. 
· Choose the Insert a Smart Art Graphic icon present on the slide. The Choose a Smart Art Graphics dialog box appears. 
· Select a category on the left. 
INSERTING A TABLE 
Power Point provides additional features to organize the information in a tabular format. A table is a grid of cells arranged in rows and columns. It is very useful in organizing and representing the data in an effective manner. To insert a table: 
· Select the Title and content layout slide in a presentation. 
· Click on the Insert Table icon present on the slide. The Insert Table dialog box will appear. 
· Define the number of columns and rows and click OK. 
INSERTING A CHART 
Chart is an effective way to display data in a graphical and pictorial form. Charts make it easier to show comparisons and growth, relationship among the values and trends in data. Charts provide an accurate analysis of the information. 
· Click on the Insert Chart icon on the slide from the Title and Content layout. The Insert Chart dialog box appears. Select the chart type in the left pane, and the sub-types of the selected chart will be reflected on the right pane.
SECTION –A
A.	Fill in the blanks. 
1.	Chart provides an accurate analysis of information. 
2.	The CTRL+ Shift+< Key combination is used to decrease the font size. 
3.	A table is a grid of cells arranged in rows and columns. 
4.	You can also rename any layout using the rename button present in the Edit Master group on the Slide Master tab. 
5.	Slide Master consists of two place holders. 
B.	State True or False. 
1.	Any changes made in the Slide Master page automatically reflect on every slide in the presentation. True
2.	Ctrl + Shift + > is the shortcut key combination to decrease the font size. False
3.	To insert a table in a presentation, we should use Title and content slide layout. True
4.	You cannot edit data in a Datasheet. False
5.	A Chart can also be inserted by clicking on the Chart button present on the slide. True
C.	Application based questions. 
1.	Raj wants to create a presentation on the comparative analysis of Rainfall for the past five years. Which tool should he use to represent the same? 
Ans: He should use chart to represent the same
2.	Meenakshi has created a presentation of six slides. All the slides have the same background, but she wants to change the background of each slide. Which option can help her in doing so? 
Ans::Format background
SECTION – B
A.  	Multiple-choice questions. 
1.	On which tab is the Slide Master button available? 
	(a) View			(b) Design		(c) Animations 
2.	The intersection of row and column in a table is called ____________
	(a) Cell			(b) Queue		(c) Box 
3.	When we insert a chart, the data is displayed in a special window called ___________.
	(a) Application		(b) Datasheet		(c) Report 
4.	Which shortcut key combination opens the Font dialog box? 
	(a) Ctrl + T			(b) Ctrl + Shift + F	(c) Shift + T
5.	The ____________ tab appears when you insert a table in a presentation. 
	(a) Insert			(b) Table Tools	(c) format 
B.	Answer the following question. 
1. What is a Slide Master?
Ans: The slide master is an element of a template that stores information, including font styles, placeholder, position of text and objects, bullet styles, background design, and colour schemes.  
2. What do you understand by creating a new custom layout?
Ans: If we do not find a standard layout that suits our needs, we can create a custom layout that perfectly suits our slide content. Using a new custom layout, we can customize the layout by adding text-specific and object-specific place holders.

3. Write the steps to insert Smart Art in a presentation. 
Ans: To insert Smart Art in a slide, select the Title and Content layout. 
· Choose the Insert a Smart Art Graphic icon present on the slide. The Choose a Smart Art Graphics dialog box appears. 
· Select a category on the left. 
4. What are the benefits of using chart in a presentation? 
Ans: Benefits of using chart –
·  Chart is an effective way to display data in a graphical and pictorial form. 
· Charts make it easier to show comparisons and growth, relationship among the values and trends in data. 
· Charts provide an accurate analysis of the information. 
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