
Converts text

Format painter

Clears all 
formatting

Notes

Add or change the 
layout of slides

The different “Views”



After you resize, click 
CROP to turn it off

Used for 
increasing/decreasing 

bullets levels

Cropping Pictures Bullets



Content 
Placeholder

Placeholder

Options for 
printing the 
presentation

Print Options Placeholders

Note: To delete a placeholder you must first select 
the placeholder box and then delete.



More

Variants are 
additional 

effects for the 
themes

Design Themes



Use this to 
edit the 

slide 
transition

Transitions and Animations tabs

Animation 
order/timing



Slide Show 
options

Slide Show Options



Header and 
Footer options. 
Note there are 
two tabs. One 
for “Slide” and 

the other 
“Notes and 
Handouts”

Header and Footer



This page shows the Video Tools for editing your videos. 
You can use the “poster frame” to set any part of the 
video as the poster frame or cover photo. The “playback” 
tools allows you to change the on screen playback.

INSERT - Video Options


