Practical Punch ups for PowerPoint
The Drawing Toolbar

The Drawing toolbar gives you one-click access to tools for creating text boxes, simple rectangles and ovals, and a variety of auto-generated shapes, including block arrows, speech balloons, hearts, lightening bolts, bursts …the list goes on. There are buttons for inserting images—one to open the clip art menu and one to open a window to browse for image files on your computer.
Note: avoid overuse of the WordArt option. Text given these treatments broadcasts a loud, flashy, and/or brassy message, which may not be what you want to convey.

Open the Drawing toolbar:
· Go to the menu bar and click View > Toolbars.

· Click Drawing or verify that it is already checked.
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The Picture toolbar
Open the Picture toolbar:

· Go to the menu bar and click View > Toolbars.

· Click Picture or verify that it is already checked.

· OR, simply click on an image in a slide and the toolbar automatically appears.






· Insert image performs the same function as the button on the Drawing toolbar.
· Add border puts a border around the image and provides a choice of line widths. For more exact control over line width, open the formatting window and select the Colors and Lines tab.
· Compress image reduces the file size of a single image or all images in the slide set. An image-heavy presentation can result in a large file that is slow to download or is too big to send via email. The tradeoff of a smaller file size is some loss of image quality.

· Recolor image applies only to vector images, which includes most clip art. Bitmap images (photos for instance) require a photo-editing program like PhotoShop to alter the color.

· Opens formatting window opens the menus to control colors and lines, size, layout and other format controls.

· Set transparent color works best on solid areas of color. Be aware that choosing to delete a background color will also delete all instances of that color in the image.

· Reset picture restores the image to the state in which it was first inserted; in other words, it undoes all manipulations done to the image since insertion.
Alignment and Order exercise

	1. Create title text
· Select the text box tool and add a text box. Enter appropriate text. Choose font style and size.

· Resize text box by pulling side, top and/or corner handles to stretch across the top of the slide.
	

	2. Create background blended fill
· From the Format menu, click Background to create a background fill.

· In the Background window, click the drop-down arrow and select Fill Effects.

· In the Fill Effects window, click One color.
· Click the drop-down arrow to choose a color.

· Under Shading styles, choose Horizontal (the default). You may want to click the other variations to see previews of the effects.

· Under Variants, click the dark-top-to-light-bottom variant. Click OK.

· In the Background window again, click Apply. You may click Preview to see what the effect will look like on a full slide.
If you want this blend to apply to all slides in the set, click Apply to All.
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	3. Create graph lines
· Make sure the Drawing toolbar is visible.

· Select the line tool and draw a horizontal line from side to side on the slide.

· Copy the line and paste it 6 times for a total of 7 lines.

· Separate them so they are distinguishable from one  another.

· Format the bottom line to be visibly thicker (Menu bar: Format > Autoshape > Colors and Lines tab > Line Weight: 5.75 pt)
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	4. Align graph lines
· Select all lines by holding down the Shift key and clicking on each line.

· Click Draw on the Drawing toolbar.
· Select Align or Distribute > Align Left.

· With the lines still selected, move all of them so that they touch the left border of the slide.
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	5. Distribute graph lines
· Select the top line and move it up to the position that will mark the top of the graph.

· Select all the lines by holding down the Shift key and clicking on each line.

· Click Draw on the Drawing toolbar.

· Select Align or Distribute > Distribute Vertically.
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	6. Add rectangles
· Select the rectangle tool and draw a rectangle.
· In the formatting menu (Format > Autoshape), select the Colors and Line tab and choose colors and border line width.
· Drag the side ‘handle’ to resize it to a width that you like.
· Copy the rectangle and paste to create a second rectangle.

· Select both rectangles, align their bottom edges and drag them down to meet the bottom line.
· With both rectangles still selected, click Draw > Order > Send to Back on the Drawing toolbar so that the graph lines show in front of the shapes.
· Drag the top handle of one rectangle to meet the top line. Drag the top handle of the other rectangle to an appropriate height on the graph lines.
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	7. Add text boxes
· Select the text box tool and add four text boxes. Enter appropriate text in each box. Choose font style, size and color.
· For the two text boxes that are labels for the rectangles, click and drag the rotation handle and rotate counterclockwise 90◦.

· Drag each text label into a rectangle. Click Draw > Order > Bring to Front. Place the number/% text boxes over the top of each associated rectangle

· Select the text label, the number/% text box and the associated rectangle. Click Draw > Align and Distribute > Align Center. Do the same with the other set of label, number and rectangle.
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	8. The finished product
· The text boxes are all on the top layer (Bring to Front)

· The graph lines have an even horizontal distribution and form the second layer.

· The rectangles are aligned with the bottom graph line and form the back layer (Send to Back).
	[image: image10.jpg]Librarian v Search Engine
Overall satisfaction with informaion provided

60%

48%







Insert a text box





Click to open Clip Art menu





Insert image from a file 





Draw rectangles; hold down shift key for a square





Draw ovals; hold down shift key for a circle





Draw lines and arrows





Insert WordArt: use sparingly!





Change fill color of objects and text boxes





Change color of text





Controls the front-to-back layering of text, objects and images





Insert image from file





Increase/decrease contrast





Increase or decrease brightness





Crop image





Rotate left 90◦





Add border; select line width





Compress image(s)








Recolor image





Opens formatting window





Set transparent color





Reset picture








