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Session: Manage Graphic Elements

Insert Shapes

To insert a Shape:

1. Click Insert >
lllustrations >
Shapes.

2. List of available
shapes appear as a
drop-down list.

3. Select the “Sun”
shape.

4. Click on the screen
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Insert shapes

To add text to the A A A - Geou 4 o0
shape: oo Wl L

* Rightclick the Caz D

shape > ‘ P
Select Edit Text o
or just start

typing. ’

i

Hink..
SO Smart Looky
Save as Picture.
% Tranglate
[ Edit At Text.
Set as Default Shape
% Size and Position.
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Insert shapes

To apply formatting and

Slide
i 3 [Etayout - -
alignment: B
2 sw::v 5 Section - B I U ga=f, a2, A §E§§ == JE] Convert to SmartArt -
1 Click [ Slides n 5

Patagraph 1

options from
the Font, Paragraph, A
or Alignment groups \ >4

<A>

\/

the Home tab >choose f @

Insert shapes
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the shape: None : : Z : = Drawing
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in the shape . o e
2. Click Home > > —| v —
Under - | 1 —
Paragraph, Click g e

*— Bullets and Numbering...

Bullet.

Directorate General of Training
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To add Numbers to ; o P RS s E:k L iape
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the shape: — s e
3 3) —
1. Select the ‘ A
| — . — a) —
text in the IE—. B B
m -— c— c) —
shape _
s b=
2. Click Home > o
under = Bullets and Numbering...
Paragraph,
Click
Numbers.

Insert shapes

Change from

another:

Shape

1. Clickthe shape you want

to change. To change
multiple shapes, use
control + select

2. Click Format tab >
under Insert Shapes
section, Click Edit
Shape > Click Change

to

| =" Edit Shape

g | S2Shepefil

%) Change Shape: » Rectangles

£=%  Edit Points

Shape, and then click the
new shape that you want
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Insert shapes

To apply Quick Style:

1.

2.

Select the shape that you want to apply

Quick Style

Click Format tab > under Shape Styles

section, Select Quick Style
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Insert shapes

_’-_{: Shape Outline ~

To apply Shape Outline, Shape T
Fill, Text Fill:
. <» Shape Fill =
¢ Use Shape Outline, g I The;i;lm
Shape Fill and Text Fill Standard)| B EEEEEEE
HE
to selected shapes I O
111!
SEIIEL Theme Colors
Sl N EEEEEEE
.III||||||
Standard Colors
HE EEEEN
Insert shapes
EhapeFlH' _ A A A Text Fill ~ ’;‘ |2 Align~ il
. — A\ - LA Text Outline - 1
To apply Shape F|": H EEE (1] = A Text Effects - {e::t El; Selection Pane ~ “kRotate~ | =2
‘WordArt Styles 5 Accessibility Arrange
1. Select the shape _I||||||||
2. Click Format tab > -mlndm[olm;llll
No Fill
under Shape Styles & bore il Colors..
. . P Eyedropper ;
section, Click Shape o .
Fill. e _- SUN

3. Select yellow color | FLOWER
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Insert shapes

To change the Shape
Thickness:
1. Select the shape
2. Click Shape Format
tab > under Shape
Styles, Click Shape
Outline > Weight >
Select the weight as
per your preference

A
olE o

em.

e Colors.
H EEN [ ] ]

A TextFill ~ [z align= :U[
~ L Text Outline~ :‘
s it =
T A Text Effects =0 El: Selection Pane "k Rotate ~ *“*[

‘WordArt Styl TS Accessibility Amange
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Standard Colors
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Gpt EE—
= More Lines...

Insert shapes

To change the Shape Effects:

1. Select the shape

2. Click Format tab > under
Shape Styles, Click Shape
Effects > A number of
options get displayed to
change from shadow till 3D
Rotation

3. Select the one that you
prefer to apply

<% Shape Fill -

L Shape Effects -

Preset

Shadow 4
Reflection
are

SoftEdges '

[ Bevel

("] s-DRotation *

A Text Fill - r

A A [E - JA Text Outline - =
W= Al

7 [ Text Effects - e
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* | No Rotation
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Insert shapes

Last year invitation
Rita & Rima’s steps to insert Banner: -

4" Arnusl Day Calebrtion

1. Click Insert tab > under Illustrations,

Click Shapes On 28% Fob 2021
2. Under Stars and Banners, Selected 5:30 PM :mr.n
Tilted Up wsditorium

3. Select the picture, Format > Shape

Fill > Select blue color as shown on the —

screen m »

Select Shape Outline > Select No fill ol

Select Shape Effects > Reflection > Full

Reflection: Touching

6. Glow > Glow: 8 point, Aqua, Accent
color 5 15" Annual Day Celebration

ok

Insert SmartArt Graphics

Design Transitions Animations Slide Show Rewi

To insert the SmartArt

Graphics: ~
. a B D D
* Click Insert Pictures Screenshot Photo Shapes lcons 3D
tab > under 2 - Album- | - Models
i : Illustrati

lllusrations, Lol ustrations

Click Smartart
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Insert SmartArt Graphics

Choose a SmartArt Graphic

* A window gets

? x
= o8 o= ———
opened. - om =
: | SRR
¢ Select your desired - B
, sor  E-lE | || .
chart type and click 8 Hierrcry ) -
Ed Relationship 2= EEE ——
oK G =— EEE —
A Pyramid o ertical B Li
=g g =i =S R —
® Officecem | g5 et SRl spous i e
H,E’H Egg for bulleted lists of information,
— B0 o= T4 -

Insert SmartArt Graphics

After inserting the
SmartArt, you can add text
to the shapes using

1. SmartArt Text Pane or

2. By clicking directly into
the placeholders of the
shapes.

Insert SmartArt Graphics
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To type text in SmartArt:

1. Select the SmartArt

2. Text panel will appear on the left e =
side. If it’s not visible, click on the . HiGH ﬁ
small arrow on left side of the ["C‘fv’;“
graphic

3. Type the text against each bullet

4. The types text appears on the
graphical area

5. You can also directly type in the vt
graphics text area et o Love 2t & gaad thotee

6. You can close the text panel by | o st St i
clicking on the arrow or by clicking )
outside the graphics

Insert SmartArt Graphics

To type text in SmartArt:

1. Select the SmartArt TW,D":::“E

2. Text panel will appear on the left :ﬂ:jﬁ
side. If it’s not visible, click on the
small arrow on left side of the
graphic

3. Type the text against each bullet —

4. The types text appears on the infornatian, ecpacaly roses with arge
araphical area

5. You can also directly type in the R
graphics text area

6. You can close the text panel by

clicking on the arrow or by clicking
outside the graphics

Insert SmartArt Graphics

—
Directorate General of Training
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Insert SmartArt Graphics

To change the look and feel of SmartArt:

1. Select the SmartArt

2. Click Design tab > under Layouts, Select any layout
3. Preview of the SmartArt with effect appears

4. Select the style to apply

Layouts

Format

Al |4 r

9 Tell me what you want to do

kAl EIl_SN SF__SN__Sf =i
Change (| (D (D G G .

Colors ~

SmartArt Styles

Insert SmartArt Graphics

11
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= | = Smartart Syl
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LOW

Insert SmartArt Graphics

To change the SmartArt Layout Color:

1.
2.

3.

4.

Select the SmartArt -

Click Design tab > under SmartArt uts Fromary Theme Colors

Styles, Click Change Colors Dmﬂ Dmﬂ

Mouseover to any layout > Preview of o
the picture with effect appears R BEEE

Select the style to apply

Accent 1

il

i

Accent 3

(0 I

2 Recolor Pictures in SmartArt Graphic

Help Format Q' Tell me what you want to do

—-——

——

=

| N S .-

Insert SmartArt Graphics

—
Directorate General of Training

12
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To change the SmartArt style:

= [emE | o - m———
1. Select the SmartArt : | <=
2. Click Design tab > under aE 0T BF EE & um
SmartArt Styles, Click Smart A0 R e
effects t ——
3. Mouseover to any layout > ﬁﬁ
Preview of the picture with
effect appears
4. Select the style to apply =3

Insert SmartArt Graphics

Design Transitions Animations Slide Show Review View Help Design Q Tell me what you want to do

~| 2 ShapeFill -
ﬂ ﬂ D ﬂ ﬂ . ZShEpE Outline~
= Shape Effects =

Shape Styles F
lal

Insert SmartArt Graphics

13
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Design Transitions Animations Slide Show Review View Help Design Format Q Tell md

£ Shape Fill -

Exercise:
ercise Theme Styles Shape Outline - A A
p N ~ Shape Effects =
Change the Abc | Abc | Abc Abc Abc Abc ral WordArt 5
- ShapeFill ) “ —
- Shape Outline; A Abc D ﬂ ﬂ
and

=

+  Shape Effects

3

‘ SN

b
=
=3
=

oderate Effect - Green, Accent 6

b
=
=3
=

1
o = B =
= =3 =3 =3 =
A A A H
=
=3
¢ v A ¢

l

i
BOE

Insert SmartArt Graphics

Design Transitions Animations Slide Show View Design Format Q Tell m:

To change the Shape Fill:
Theme Styles | L2 Shape Ouiine - A A
1. Select the SmartArt ; 3 Shape Effects =
2. Click Format tab > under |\ = = Wordht S

Shape Styles, Click Shape
Fill

3. Preview of the shape with
effect will appear

4. Select the style to apply

=

AL
- C

oderate Effect - Green, Accent &

=
=
B4

-
=
£

H

g g g g ¥
mb

: : & :

ea

Insert SmartArt Graphics

14
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@ Tell me what you want to do
- Q-hapemlv A TextFill -
To apply Gradient: memeton | A A | resosen:
H EEEENEN 7| A Text Effects ~
1. Select the shape. I _ e
A TTTHT
2. Select Format menu > under St

Shape Styles, select Shape
Fill > Gradient > Mouseover
any of the predefined style >
Preview will appear.

Select the style of your
preference.

g
| Light Variations

DEAEE
DEAaN
=]

Dark Variations

Linear Diagonal - Top Left to Bottom R

LOW

Insert SmartArt Graphics

To insert Outline To Shape:

1.
2.

3.

Select the shape.

Click Format tab > under Shape
Styles, Click Shape Outline.
Select any color

To change the Shape Outline
width > From Shape Outline,
Select Weight > Select the
desired width > Preview of the
shape with effect will appear.
Select it to apply.

Help  Design [ESAES

3 Shape Fill -

Q  Tell mewhat you w3

AT

A A A &=

Theme Colors
H EHEN [ ] ]

Standard Colors
L 1] EEEEE
No Qutline

@9 More Outline Colors...

AT

‘WordArt Styles

ines...

Insert SmartArt Graphics

15
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To insert the Shape Effects:

0

1. Select the shape. S

2. Click Format tab > under Shape el [t 5 E
Styles, Click Shape Effects. o —

3. Mouseover on any of the ' —
predefined style > Preview of
the shape with effect will 1

appear.
4. Select the style to apply.

Insert SmartArt Graphics

SmartArt Tools

To apply WordArt: Ezim Q  Tell me what you want to do
1. Select the text in w A A A A A as)
SmartArt. P o ;:,Lw Bysen
2. Click Format tab > under A A A A
WordArt Styles, Click A A A A/
dropdown list > Ala a2 a

Predefined list of WordArt
Styles will appear

3. Mouseover on any of the S
predefined style > Preview
of the text with effect will
appear.

4. Select the style to apply.

¢ | Pattem Fill: White; Dark Upward Diagenal Stripe; Shadow s

Insert SmartArt Graphics

16
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To apply text fill to SmartArt text:

1. Select the shape.

2. Select the text

3. Click Format tab > under WordArt
Styles, Click Text Fill

4. Select any color to apply

Insert SmartArt Graphics

de || A A A [ emecan
ects =
.

o
N EEEENEE 5se

To apply text outline to a SmartArt text:

1. Select the SmartArt.

2. Select the text

3. Click Format tab > under WordArt Styles, Click
Text Outline

4. To apply color, select the color from the
pre-defined list

5. To apply weight, Select Weight, select the weight
of your choice > The selection gets applied

[} Wordart Styles

Insert SmartArt Graphics

17
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To apply Text Effects to a SmartArt text:

1.

Select the SmartArt.

2. Select the text

3.

Click Format tab > under WordArt Styles,
Click Text Effects

Many Text Effects can be applied from the
predefined list such as Shadow, Reflection,
Glow, Belevel, 3D Rotation, and
Transformation. By selecting respective
option and by doing mouseover, preview of
selected text with Text Effects appear on the
screen

Select to apply

R e

&1’&
Iy

avcde

abede

bed

abeae abede abede

abede abede abede

e abede abede abede

—
Directorate General of Training

Insert SmartArt Graphics

HIGH LOW

Insert SmartArt Graphics

18
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15" Annual Day Celebration
Last year invitation

14 Arniial Day Colsbiution

200 PM —
Dinner &

Insert Pictures

To insert the Pictures: m

1. Click Insert tab > under E+ @

Images, Click Pictures
2. There are 2 options available, Pictures|Screenshot  Photo

This device and Online z v Album
Pictures Insert Picture From
3. Select This Device |__'|;| This Device..

, Dg Online Pictures...

Insert Pictures

19
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@ Insert Picture X
To insert the Pictures: 4 B> ThisPC > Pictures v © | O SearchPictures
1. Click Insert tab > under Organize v Newfolder - o @
Images, Click Pictures I8 This P i
2. There are 2 options Ot | ‘

. . . [ Desktop -
available, This device and ) Documens -
Online Pictures ‘ Downloads Camera Roll Saved Pictures Screenshots pic

. . J’) Music
3. Select This Device r— i
4. Insert Picture dialogue box B videos -t .

‘i Local Disk (C:) [ N
appears o [ DR Picturel Picture2
5. Select the picture p——
File name: |‘ \,‘ All Pictures ~
Tools - Cancel

Insert Pictures

To apply picture style:
1. Select the picture
2. Format tab appears on the Ribbon

3. In Picture Styles section, you can
find many different picture styles

Slide Show Review View Help Format Q Tell me what you want to do

-
|

[# pi -
o~ g L& Picture Border
| [l ol el el ~ | L Picture Effects =

- E—Ilj Picture Layout =

Picture Styles Maly

Insert Pictures

20
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To apply picture style:

SlideShow  Review  View  Help Format Q  Tell me what you want to do

1. Select the picture

e — L# Picture Border - L 1 Bring Farward

2. Format tab appears on the == e il % P

Ribbon N o BE A= 5 pcseibiy Arange
3. In Picture Styles section, e = PR
you can find many different e sl
picture styles o Sur o[l pue [ Sonil ipo- [l o

4. Select any of the picture
style > You can see the
preview of the style placed
over the image

Insert Pictures

This is the selected
style

Insert Pictures

21
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Slide Show Review View Q Tell me what you want to do

E Picture Border =
L& Picture Effects -

k]
ki
ki
k]
L]
]
L]

4]

E‘.‘: Picture Layout =

Picture Styles M=l

Insert Pictures

To apply border to
Picture:

1. Select the picture

2. Click Format tab >
under Picture
Styles, Click Picture
Border

3. Preview of the
picture with border

4. Select the style to
apply Preview of the picture border for the picture

Insert Pictures

22
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To insert the Picture Effect:

1. Select the picture.

2. Click Format tab > under
Picture Styles, Click
Picture Effects. You can
see that there are many
effects available.

3. On mouse-hovering to an
effect, the preview of the
picture with effect
appears.

4. Select the style to apply.

N

§

hi

Li

hi

hi
hi

Li ki

Li

-

muwwgp nt; Orange, Accent color

Li ki Ly
Li ki L

|
1

Insert Pictures

To insert the Picture Effect:

1. Select the picture.

2. Click Format tab > under
Picture Styles, Click Picture
Layout. You can see that
there are many effects
available.

3. On mouse-hovering to an
effect, the preview of the
picture with effect appears.

4. Select the style to apply

View

Picture Styles

il -

Help Q  Tell me what you want to do

~

il s es% A5 oo j;;f;,g

=fa W

i

L]

L]

== HER =ee

Insert Pictures
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Insert Pictures

To insert the Pictures:
* Click Insert tab > under

Images, Click Online Pictures Nt
. =

creenshot  Photo
- Album =

Insert Picture From
. l__';. This Device...
E‘g Online Pictures...

L) L]

Insert Pictures

24
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1. Online Pictures search
window gets opened
2. You can select the Category Bk

you Want to SearCh for A"pla"e ----
3. Otherwise, in Search Box

type a descriptive name of

the images you are looking

for such as rose or balloons
4. Press Enter in keyboard

Insert Pictures

1. In the search box oo
type, balloons and
press Enter key ¥ © Creative Commons only

2. All the available Q fgﬂ;«%@ & $ ‘Y@@ﬁv

balloons image get

listed. ‘*“““‘ @@) Q !

3. Make a selection of ¥ ,h d ‘\0 ,
your choice m&m I"U‘ y’?..lnﬁ

4. Click Insert e e e

Insert Pictures

25
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Insert Pictures

ZPlcture Border~

&3 Picture Effects~
=

5L, Picture Layout -

pe

AR
Tex

Check Your Knowledge:
Exercise:
Change the

* Picture Border

* Picture Effects; and
* Picture Layout

(YN Y
YRR}
L [k
IYHYN'}
YRR
) 1) k] L]

Insert Pictures
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L# Picture Border - C
&£

& Picture Effects -
= Al
‘I, Picture Layout = Tex

%E

Beveled Oval, Black
, —

To insert the Picture Border:

! Accessi

1. Select the picture

2. Click Format tab > under
Picture Styles, Click Picture
Border

3. Preview of the picture with
effect appears

4. Select the style to apply

L v & R

ki i O
[T

U

k1 ki
| k] ki
B o Rkiki

©LLNb

Insert Pictures

To insert Picture Border:

1. Select the picture

2. Click Format tab >
under Picture
Styles, Click Picture
Border

3. Preview of the
picture with border
appears

4. Select the style to

apply

Insert Pictures

27
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To insert Picture Layout:

1. Select the picture

2. Click Format tab >
under Picture Styles,
Click Picture Layout

3. Preview of the
picture with layout
appears

4. Select the style to
apply

5 - PowerPoint

Slide Show

Picture Tools

Review  View  Help Format Q@ Tell me what you want to do

A\t
Text

[/

El; Selection Pane "k

Directorate General of Training

4

(EZ oo el D%

o L oo O

ol v i

P ‘ . = 1= D% =5 B
b3 &= P FEE

B L4

o & .« BE5 EEB

w . of B & %5 Bl ewe

Insert Pictures

To insert Picture Effects:

1. Select the picture
2. Click Format tab >

under Picture Styles,

Click Picture Effects

options available to

There are number of

iew

select. Let’s select Glow

and Orange as color.

Preview of the picture

with layout appears

4. Select the style to apply

SmartArt Te

Picture Tools

Help Design Farmat Format Q@ Tell me what you want to do

D QPmureEEFecls b tei-
Alt o "
= Text |l Selection Pane A-
13
Picture Styles el ssibility Amange
—
== shadow  *
o
=4/ Reflection "
Balloon Decoratio No Glow
E2 com
-
o
Toa Softdges
Glow Variations
E2 pever '
- - - o
E | | E | |
--I 3-D Rotation *
— - = > =
PR e | E | E E |
s R —
g E | E | E | |
t’ﬁ — . ad ] = d =d

C“’P S18em ]

Size 5
-
-
-
o =

Insert Pictures

28
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Balloon Decoration

& o)

- %
,©

®

e oﬁ

Insert Screenshots and Screen Clippings

To insert Screenshot

1.

2.

Click Insert tab > under
Images, Click Screenshot
You will be greeted with a
thumbnail image of every
Window that are currently
open.

Select the window of your
choice.

It get inserted to the
current slide.

Insert etig
a. |2
PicturesfScreenshot] Photo
hé hd lbum -
Images

Design Transitions Animations Slide Show Review View

e | = D QD Tl | Boanw

icreenshot| Photo Shapes lcons 3D SmartArt Chart & My Add-

= Album -~ | =
Available Windows

Models =
1

EECEN]
i

Insert Screenshots and Screen Clippings

29
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To insert Screen Clipping

1. Click Insert tab > o =2 W O gl | Heeaw
Under Images, CIICk Screenshot| Photo Shapes lcons 3D SmartArt Chart & Wy Add
2 Album ~ | = Maodels ~ |
Screenshot Available Windows 1
2. You will be greeted
with a thumbnail i —— =

11§

image of every = A E
Window that are
currently open >
Below that you can
see Screen Clipping

4&* Screen Clipping

Insert Screenshots and Screen Clippings

To insert Screen Clipping:

1. Click Insert tab > under Images,
Click Screenshot

2. You will be greeted with a
thumbnail image of every Window
that are currently open > Below
that you can see Screen Clipping

3. Your entire screen will dim, and
you can draw a rectangle of the
portion you want to capture.

4. Assoon asyou the area get
selected, in the current slide, the
selected area image gets placed

Insert Screenshots and Screen Clippings

30
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Apply artistic effects
. . File Home Insert Design Transitions Animations
To apply artistic effect: > Bcon R
1. Select the picture Remove f:orrections G Reset Picture. -
2. Click Picture Tools tab > g T mir:;rfmm
Format > under Adjust, Click o e o

Artistic Effects.
. Mouseover on the option
. Select the one of your choice

A W

~

&)t
= .

Apply artistic effects
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To fine tune the artistic o T R e
effect, click Artistic Effects B ChangePcure -
Options at the bottom of ‘ Y @ . »
the list of thumbnail oV 9% os
images. ;m ® - O

BeRPew
i N d\'\“ N Fa
*"eeee
‘0}\' Oi\‘ ‘I‘.\- 0‘.}6 0\'\‘
Al
01\ -‘li'- O,‘l’\‘I

[ Artistic Effects Options...

Slide Show

Artistic €

Help

Picture Styles

Format

Apply artistic effects

In the Format Picture pane,
many of the additional effects
including Shadow, Reflection,
Glow, Soft Edges, and 3-D
Effects can be adjusted

Format Picture

S E el

-

I Shadow

I Reflection
I Glow

I Soft Edges
I 3-D Format
I 3-D Rotation

4 Artistic Effects

Reset

Avtistic Effects
Transparency | 0%
Intensity — 5

—
Directorate General of Training

Remove picture backgrounds
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Online Pictures

el
Powered by |» Bing

¥l Jo} Jo} pe)
Animals Autumn Background Balloons

Airplafie

o
ge! o

Baseball Birthiday Cake

o el

Cats Celebration

Remove picture backgrounds

o

Remave Carrections

1. Select the picture Background y
2. Click Picture Tools tab > Format >

under Adjust, Click Remove

Background

To Remove the Background:

Color~
Artistic Effects =
Compress Pictures

Adjust

E‘g Change Picture -

“L] Reset Picture ~

Remove picture backgrounds
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Use Mark Areas to Keep and Mark Areas
to Remove tools to adjust background
area to remove

Background Removal

O @|¥ Vv

& & P
Mark Areas Mark Areas | Discard All - Keep
to Keep  to Remowve Changes Changes
Refine Close

Remove picture backgrounds

Crop Images
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Crop Images

To apply crop picture:

1. Select the picture

2. Click Picture Tools tab >
Format > under Size,
Click Crop.

3. Adrop-down menu will
appear. Here, select Crop

4. Select the one of your
choice

- E[][1619em

L.

1/16.19em Crop |=[1635cm *
23[1635cm 2 I_ L
3 chn & Crop =

Size ]

VL_'{;' Crop to Shape »
Aspect Ratio  »

ax Fill

tali  Fit

Crop Images
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Crop Images

To crop picture to shape:

1. Select the picture.
2. Click Picture Tools tab > Format > under Size, Click Crop > Crop to shape.
3. Inthe drop-down select the shape you want to apply

Q  Tell me what you want to do

(3 -
— L7 picture Border =
el - (& Picture Effects - 7
T @ . i fut
5L, Picture Layout Text | Gl Selection Pane

2 Styles 5| Accessibility Arrange
[ CroptoShape »
Aspect Ratio  »

P

O

Wl Fit

Crop Images
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To crop picture to shape:

1. Select the picture.

2. Click Picture Tools tab > Format >
under Size, Click Crop > Crop to
shape.

3. In the drop-down select the
shape you want to apply

4. Let’s select Oval in this example.

Format Q  Tell me what you want to do

L2 Picture Border - %) Bring Forward &~
T Send Backward -~ 18]

Sl Selection Pane  “h v

ki
ki
[

- Q3 Picture Effects -

| B Picture Layout =
3 aye

# Cop
' CroptoShape »
AspectRatie »

+Styles

]

Accessibility Arange

Rectangles
Oobooonoo

Basic Shapes
CALOILDOQOROE®
cCcO0Or L0880
00A0OVYH (o))
RIS XN
Block Arrows
D GEGbOTEEER I
§§€§UA©$DDD®ﬂﬁ
e Gon

§ Equation Shapes
\ F=R+=#
Flowchart

mlalegrinlslel-tlel=)v
ouadA®PX ¢ AVAD
Qs00o
Stars and Banners

RSP AVICRBHHE
BT X R [T I

Callouts

UOQ@AOMDA AT 0 A
¢A0AD D

Action Buttons

DEREEEEREEERD

lect the shape you'd like to crop the imag le.

Crop Images

Before cropping the image

After cropping the image

Crop Images
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To crop a picture to any aspect

ratio:

1. Select the picture = 4: plisten )

2. Click Picture Tools tab > e e c
Format > under Sl'ze, Click — -0. — ]
Crop > Aspect Ratio . R

3. Select your preferred size 2 :

4. You may need to adjust the -
picture to fit within the e
frame .

5. Hit the Crop command again -
or hit Esc on your keyboard. e

Crop Images

[Throreri]

A A -

Wordart Styles

To Fill / Fit picture with
shape : .|||||||||

Standard Colors
[ 1 ] EEEEN
Fil

1. Select the shape

2. Click Format tab > under
Shape Styles, Click
Shape Fill > Picture

3. Select the picture source

NoFi
%’ MoreFill Colors...

Picture Fill
" il the shape with a pictur

i i Insert Pict
From a File or Online nsert Pictures
Pictures [

] online Pictures
() search images from online sources like Bing, Flickr or OneDrive

w® From Icons

)/ search the icon collection

Crop Images
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To Fill / Fit picture with shape :

1. Select the shape

2. Click Format tab > under
Shape Styles, Click Shape
Fill > Picture

3. Select the picture source

From a File or Online

Pictures

Let’s us insert a Rose

Use picture handles to resize

While the picture is still

selected, click Format >

under Size > Crop > Select

Fit / Fill to fine tune

2

Fit Fill

Format SmartArt Graphics

To insert SmartArt:

Insert Design Transitions Animations Slide Show
1. Click Insert tab > under ol b 2O O™l
"Iustratlons’ ClICk SmartArt cht:lres Scree:lshol gﬁ’:::. Sha'pes lcons M:’E;s-Smartﬂrt Chart
2. For this example, let’s Select Images A —
Pyramid cnomu.wu«cm«-c — T

39



_B® Microsoft

NASSCOM’
NDATION

EO U

4'1-
edh)

e

—
Directorate General of Training

Format SmartArt Graphics

To change SmartArt preference:

1.
2.

Select the SmartArt

Click Design tab > under
SmartArt Styles, do mouseover
to any of the style. A preview
appears

Select the style of your
preference. You can even select
a 3D style

You can change layout by
selecting preferred layout
under Layouts including 3D
effects

Middle

Format SmartArt Graphics

Exercise:

Change SmartArt Shape preference:

1. Shape Fill

2. Shape Outline
3. Shape Effects
4. WordArt Style
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Format SmartArt Graphics

Rita and Rima continued to create
the invitation. Here are the steps
they followed:

Last year invitation

14 Annual Day Celebrato

'On 28" Fab 2021 &
1. Click Insert tab > under o -
. . . “—r
Images, Click Pictures > This PC o
2. hadRose SR=N=R=)
3. Click Insert tab > under
Images, Click Pictures >
. 15% Annual Day
Online > Search for Balloon
4. Select the desired Balloon 9.
image > click Insert ¢ &‘ %
0On 28" Feh 2022 -
Time [ e
U630 PM onwards 1 iﬁ
U Auditorium L
B:40 PM — Special Q:IC:III_J PM
B
program Goodbye
Scenario #2

Teacher asked to represent the

1.  Time to gothro’ the tutorial

2. Time invested to practice

3. Time spend to prepare the
invitation

The teacher is happy

about the output

in chart format
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Add and modify text in text boxes

To add a text box:
1. Click Insert > under lllustrations,

Click Shapes > Basic Shapes > e
Text Box A D ’q @
2. Start typing to add text [&]
3. To move the text box, click on the Text | Header Worddirt
border and drag the mouse to the Box | & Footer - D
desired location Texut

’

Add and modify text in text boxes

To apply formatting:

1. Select the text box

2. Click Format > select desired
option from Shape Styles /
WordArt Styles Illustrations

ransitions Animations Slide Show Review View Help Format Q Tell me what you
i + £ ShapeFill - A Text Fill -
‘ Abc E Abc - LZ Shape Outline - A A A - A Text Outline -~
i ~ | ¥ Shape Effects ~ T [3) Text Effects =
Shape Styles [ WordArt Styles Ml

Add and modify text in text boxes
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To apply Text Box styles:

1.
2.

Select the text box
Click Format > under Shape
Styles, click the expand button

. Mouseover any of the option >

Preview gets displayed on the
screen

. Click to select the color of your

choice

antto do
Allv A TextFil+
A\ - A TextOutiner Dﬁ' 2
Theme Styles o Y - N 2 e e
P — —s 1A Text Effects Text | EleSele
(] () [amc] [omc] [0c] [0c] | fuorsmasm e
u a D ‘ ‘ a a 1le to apply it to your text box.
A This is my first
Text Box
- In
Lis Power Point
-
(- SR

This is my first Text
Box In Power Point

Add and modify text in text boxes

To apply Text Box styles:

1.

Select the text box

2. Click Format > under Shape

Styles, click the expand button

. Mouseover any of the

option > Preview gets
displayed on the screen

. Click to select the color of

your choice

[ZxBnape Fi+| )
Theme Colors
m mmmssefE]
n I “ L

dard Color

This is my first
Text Box
In
Power Point
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Add and modify text in text boxes

To apply Text Box styles:

1. Select the text box

2. Click Format > under Shape
Styles, click Shape Outline,
the list gets expanded

3. Mouseover any of the option

4. Click to select the color of
your choice

5. To set line weight, click
Weight > selecting the
desired size

E=S] A :
I.il -..;.': L 1] Weorsiet Sy
.Ilillllll

——p i

:
11

This is my first
Text Box
In
Power Point

Add and modify text in text boxes

To apply Shape Effects:

1. Select the text box

2. Click Format > under Shape
Styles, click Shape Effects

3. Select Reflection > Half
Reflection: 4 points > Preview
gets displayed

4. Click to apply

This is my first
Text Box
In
Power Point

Add and modify text in text boxes
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To update Font attributes:

1. Select the text box

2. Click Home > under
Font, click Font Color

3. Select the color of
your choice to apply

§ Memlolon. [~
# Erebnpper

Add and modify text in text boxes

To Apply WordArt:

1. Select the text box

2. Click Format >
under WordArt,
click Style gallery
arrow button, the
list gets expanded—-¢'8 B, T

3. Mouseover on any
style > Dynamic
preview appears on
the screen

4. Click to apply
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Add and modify text in text boxes

To Apply Text Fill:

1.

2.

Select the text
box

Click Format >
under WordArt
Styles, click Text
Fill

. Mouseover on

any color >
Dynamic preview
appears on the
screen

Click to apply

3| e
Theme Colors 1 Send Backwaed = 15 Gooyy
B EEEENEN L Sdecton Pane

Standard Colors styles

Ha Fill
lue

ﬁ- More Fill Colors..
& Eyedropper

& Picture...

M Gradiens ]
E Tenture 4

Amange

“h Rotate

Add and modify text in text boxes

To Apply Text
Outline:
1. Select the text box

2.

Click Format >
under WordArt
Styles, click Text
Outline

. Mouseover on any

color > Dynamic
preview appears
on the screen
Click to apply

& Awgn-

“h Rotate

fL Text Fill = h‘-‘_—l: 11 Brimg Feeward =
eftoutings] | | T | % send Bacommt - DGy
== £l Selection Pane
H EEEEEEN Arange

likisisiin,

ERT SEEEEN
o Citline

Add and modify text in text boxes

—
Directorate General of Training
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To apply Text Effects:

| Al
1. Select the text box | e

2. Click Format > under .IE\ .
WordArt Styles, click Text () Shadow
Effects, the list gets

) —--h_:ﬁ\; Reflection *
expanded with numerous

options including Shadow, A Glow .

Reflection, Glow, Bevel,

3-D Rotation, and Jg Bevel b

Transform | |
3. For this example, let’s gii 3-D Rotation *

select Reflection > Tight

Reflection: Touching Al Transtorm
Shapes

Exercise to you:

1. Insert a Rectangle: Rounded
Corners

2. Shape Fill it with Purple color
& Shape Border should be
blue

3. Add Shape effect as Bevel:
Relaxed Inset with 3D
Rotation of Perspective:
Relaxed Moderately

4. WordArt style of Triangle: Up

You can refer the graphic element
shown on the right side
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Shapes
To insert Shape:

1. Click Insert > under
lllustrations, click Shapes,
the list gets expanded

2. Select Rectangle: Rounded
Corners

3. Click on the screen > Shape
gets inserted

Starx and Basners
ii;t}ﬂt-f._-'r;:{;.ﬁ:@@@e@
e daded o i minlm]

Callouts

[ =
o AD A

i

Shapes
To Add / Edit Text:
1. Right-click the shape (O 2 2
2. Click the “Edit Text” Sle  Fil Outiine (ol
command
b Cut
yE@ Copy
1 TEI Paste Options:
“D ) This is Rounded
Edit Text | Rectangular Shape
7= Edit Points
B >
r‘_, Bring to Front >
DD Send to Back »
% Hyperlink... )
ﬁ) Smart Lookup
Save as Picture...
Shapes
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To apply formatting and alignment:
1. Select the Text Box

2. Click Home tab, under Font,
you can select
Font, Paragraph,
or Alignment

Design  Tensitions  Animetions  Shde Show

L

w.A-

Calibei {Body) =8

BT U § . pan

New
Side~ ] Soction -

s= _ I et Dirwction =
[5] Akign Text -
T Corert o SmartAr -

5 Slides Fant = Paiagraph 5

his is Rounded

Rectangular Shape

Shapes
To apply style to the text box:
1. Select the Text Box

2. click Format tab > under
Shape Styles, expand the
available option

3. Mouseover any of the style >
Dynamic preview appears >
Select the style to apply

sitions. Animations Slide Show Review

Allv A TextFill -

A + A Text Outline~

| Text Effects~
WordArt Styles

[r]

Theme Styles
=
CCEEEER-T-
Light 1 Qutling, Colored Fill - Blue, Accent 1
Bheoeare @
—
p—
Presets

Abc Al BGe S Bl heC

| ik i 5
) [+

Abc Abc Abc

‘ Abc

J

Q@ Tell me what you want to do

11 Bring Forward
[ Send Backward

Alt o
Text ol Selection Pane
5 Accessibility Ay

his is Rounded Rectangular Shape

Shapes
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To apply Text Box Fill:
1. Select the shape

2. Click Format tab > under
Shape Styles section, Click
Shape Fill.

3. Select yellow color

Shapes
To change the Text Box attributes:
1. Select the shape

2. Click Shape Format tab >
under Shape Styles, Click
Shape Outline > Weight >
Select the weight as per your
preference

NASSCOM®
FOUNDATION s __|
Directorate General of Training
(7 Ehape Fill - A Text Fill = D JE
Theme Colors A A M ﬂText Qutline - fﬂ:lt os
H EEE L] T Text Effects Text | OGS
WordArt Styles M= | Accessibility

Standard Colors

HE EEEER
Mgt
. Yellow
w OrETITCOIOrS... . .
A Eyedropper This is Rounded Rectangular Shape
Picture...
[ Gradient 3
Texture 3

7 5 =
A A A Famom| o
L T e Al
Theme Colors {54 Text Effects = Text
H EEEETER WordArt Styles 5| Aecessibility

Hlllllllll

Standard Colors
mm EiEEE
Mo Outline his is Rounded Rectangular Shape
iLv More Qutline Colors..
2 Eyedropper
= Weight B it
F= Daghes b Y pt
b pt
1pt
1% pt |
2 Pl e—
It —
A% pt  —
s (ot E—
== More Lines...

Shapes
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To apply effect to Text Box:

e N e .
1. Select the shape pazee A A A amon ‘ :
2. Click Format tab > under Shape e o S
Styles, Click Shape Effects > A ] i :f ]
number of options get displayed to B L T
—l . -~
change from shadow till 3D Df"w o
Rotation L e
— G 006G 66 @
3. Select the one that you prefer to 1 5 e * AR E e
apply - .
B e 0 @ J
0 0lo _])j Q@
This is Rounded
Rectangular Shape
Shapes
To apply WordArt:

1. Select the Text Box.

Q Tell me what you

=

2. Click Format tab > under

WordArt Styles, Click A A A - el
dropdown list > A list of * | ) Text Effects -
WordArt Styles will appear Woraitane: E

3. Mouseover on any of the
predefined style > Preview of
the text with effect will appear.

4. Select the style to apply.

Thole o Brnnmodd] Frucmogrdar
g
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Shapes
To apply text fill to Text Box:
1. Select the Text Box.

=

1 Bring Forward - |: Align =

Theme Colors 0 5end Backward -

2. Select the text d H EHEN B W 5 Selection Pane “k Rotate
. Arrange
3. Click Format tab > under
WordArt Styles, Click Text . I I 11111
Fill Standard Colors

1| EEEENE

4. Select any color to apply o il
v MoreFill Colof...
/ Eyedropper
PBicture... \
[l Gradient »

.
e ded Rectangular
Shape
Shapes
To apply text outline in a Text Box:

A Text Fill - 1 Bring Forward -~ [ Align ~

1. Select the Text Box ‘:D.:' n Send Backword -

2. Select the text 1 Theme Colors E; Selection Pane "k Rotate -

H EHER HE Arrange

3. Click Format tab > under
WordArt Styles, Click Text
Outline

4. To apply color, select the color
from the list

5. To apply weight, Select
Weight, select the weight of
your choice > The selection
gets applied

Standard Colors
| J EEEENE

BlaOutline
Red
bt riore Outline Colors...

/X Eyedropper
= Weight b

Shapes

—
Directorate General of Training
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To apply Text Effects,

Click on the Text Effects under
Format tab.

R A
Fl'u ] b
i S
U Baftectin P st
| 12 Glow rey
B et Foowe Fath
o
Mg : -
l\_ 1 Rstation e

ey AK, Tramtoem -
dbode abode shide Mhode

abcde |abetelsten g,
Chewioes Diwny

En

atx

- aty
L e S
awcdt abose abcde  abede
abode abede abede abode

abrde ahedo  Ahede abtds

Thisis Rounded Rectangular Shape

Add and Modify SmartArt Graphic Text
Now, an exercise to you.

1. Insert a SmartArt: Grouped
List > Make it Colorful Range
— Accent Colors 3 to 4

2. SmartArt Styles to Powder

3. Apply Offset: Top Right
shadow effects to text

You can refer the SmartArt shown on
the right side

Format
Ilustrations

Insert
Illustrations

Apply artistic
effects

Apply picture style

Remove picturz
background

and Screen
clippings

Modify
graphics
element

Modify text hnxes

Shapes

SmartArt graphic
text
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Add and Modify SmartArt Graphic Text

To insert the SmartArt Graphics:

1. Click Insert tab > under
lllusrations, Click Smartart

Animations Slide Show

Transitions

DB ©

Design

=+ @

Pictures Screenshot Photo Shapes lcons D hart
2. Select Cycle > Basic Cycle = - Album- = Medels
Images Ilustrations
Choose a SmartArt Graphic l ? X
Al S T = =,
= e | FTL &%
= L 26 | S e & * /M
%  Process
=
£ Cyde @ & Ny €5 [5 e e
=== = -
B, Hierarchy - .
B Relstionship a2 — @ @
: e@o ede ede -
b Matrix o S o ]
A pyamid (@3 g;:‘ﬁ?f g Basic Cycle
ld Picture e e ) :‘;Er\) 58 =\. Use to represent a continuing sequence
Office.com of stages, tasks, or events in a circular
o @ flow. Emphasizes the stages or steps
G rather than the connecting arrows or
@ flow. Works best with Level 1 text only.

[ concet |

Add and Modify SmartArt Graphic Text
To add / edit text in SmartArt:

1. Select the SmartArt

2. Type the text against each

bullet ITvpe your text nerq x | -

* stepl

3. The types text appears on the -

o step3

graphical area « stent

Basic Cydle...
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Add and Modify SmartArt Graphic Text
To change the SmartArt Layout Color:
1. Select the SmartArt
2. Click Design tab > under SmartArt Styles, Click Change Colors

Presentation unit-5 - PowerPoint SmartArt Tools

Animations Slide Show

L . . . .
Layouts f Smartart Styles

Add and Modify SmartArt Graphic Text

To change the SmartArt Layout
Color:

1. Select the SmartArt

2. Click Design tab > under (1] OO0
SmartArt Styles, Click St oty
Change Colors —

3. Mouseover to any layout > ' ::: :: o
Preview of the picture with e
effect appears

4. Select the style to apply @. @ @

L ¥

©90
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Add and Modify SmartArt Graphic Text

Picture Border, Picture Effects and Picture Layout can be accessed Format tab

5 - PowerPoint Picture Taals

Sliche Shiwe Review View Help ':,;' Tedl e what you want to da
P —1 - El-‘rj:ture Barder =
wninalll | omeetll| - | CF Picture Effects -

=[5}, Picture Layout =
Picture Styles =

Add and Modify SmartArt Graphic Text
To Fill Colors:

» Select the Shape > Click Theme Colors A f’" —
Format > Click Shape Fill IERREEERE| [chEEnE=mss ,—]"“‘“
To update Shape Outline: |II“||||| |I|"|l|l| (] s
Standard Codors M -
+  Select the Shape > Click ENEEEEEEEE e I
Format > Click Shape © b J Ho Ot (Jew
. g Iore Qutline Colors.. |
Outline I :i:m & Eyeduopper : Softfdges *
To add Shape Effects: e 3 e S [ P
+  Select the Shape > Click : ) 30 Rotation *

Format > Click Effects @
@@
& &

00
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Add and Modify SmartArt Graphic Text
To apply WordArt:
1. Select the text in SmartArt. Format Q Tell me what you want to do

2. Click Format tab > under
WordArt Styles, Click
dropdown list > Predefined list
of WordArt Styles will appear

3. Mouseover on any of the
predefined style > Preview of
the text with effect will appear.

4. Select the style to apply.

A TextFill -

A A A - | A Text Outline -

7 ) Text Effects
WordArt Styles

"

K]

Add and Modify SmartArt Graphic Text
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Create, Insert and Modify Charts
To Insert Chart:
1. Click Insert tab > under

Design Transitions Animations Slicle Show Rewie,

lilustrations, Click Chart o & 2 DY D ™
Pictures Screenshot  Phato Shapes |cons 30 SmartArt JChart
2. Insert chart dialog box will . © Abum- | - Models -
Images Ihustrations
appear, select any category ’
from the list /
3. Inthis example, let’s select
Column > Clustered Column ——
and click OK o
——mp- M= ..
: |l| I|! I !I|

Create, Insert and Modify Charts

To update Chart:

1. Select the chart
» Design tab: This tab contain option to update Chart Layout and Chart Style
+ Format tab: This tab contains options to update chart shapes and font

Design Transitions Animations Slide Show Review View Help Format Q Tell me what y(

Animations Slide Show Review View Help Design Q Tell

) ) + <7 ShapefFill .| A

‘Abc - EShapeDutline' A - A

— N ¥ Shape Effects - M
Shape Styles & WaordArt Styles

/
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Create, Insert and Modify Charts

To update Chart Design:

1. Select the chart 4
2. Click the + button . g 7
e 5
3. An additional menu opens for s Y
3
more control 2 II II II I
T
4. click Chart Title > Add title as L i aeary S
Class = Series 1 IMZ
+ <
y (] Axes
& [ Auis Titles gm—
[#] Chart Title
\'Y ] Data Ldb:ls\
] Data Table
[] Eror Bars
¥ Gridlines
B Legend
[] Trendline
Create, Insert and Modify Charts
To update Axis position:
1. Select the chart
2. Click on + button
3. E)fpand Axis Tl.tles > I Format Axis s
Click More Options v T Axes Aok Options ¥ Tt Options
. Auxis Titles I I:‘ Primary Horizontal & L\ I lII
4. In Format Axis panel > < é TRt [ Prionary Vetical
. - - . 4 Axis Options
Click Axis Option > in L] Data Labels e
Ax' t | t D Data Table Automatically select based on
Is pos' |On, selec I:‘ Error Bars * deta
Between tick marks Gridlines e
| Legend SR
5. With the applied changes [ Tendine fenel e
%) Autematic
the chart gets updated e catagony
At maximum category
On tick marks
———m> ¢ Betwezn tick marks
Categories in reverse order
I Tick Marks
I Labels
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Axis Titles
Chart Title
Data Labels
Data Table
Error Bars
Gridlines
Legend
Trendline

Create, Insert and Modify Charts
To apply Filter to chart:
1. Select the chart

2. Click on Filter button on

the right side -7
3. Inthe pop-up menu, you 4 Series

can apply filter to both et A

B Series 1
Values and Names

B Series2

B Series3
4 Categories
(Select All)

[

Category 1

[l

Category 2

&l

Category 3

&l

Category 4
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To Edit Chart Data:
1. Select the chart

2. Click Design tab > under
Data, click Edit Data

= M
tefresh Changi
| Chart Ty

i@ Edit Data in Excel

Create, Insert and Modify Charts
To Edit Chart Data:
1. Select the chart

2. Click Design tab > under
Data, click Edit Data

3. Edit spread sheet values

D

Certes 2 Series 3
24

25 L4

Catagory 3 35 L8

Series 1

Categoryd A3 RE_

P L

Select Dt Source T X
it gota ange: | SSRERIISASTADSY E3]
I E 1 =
< g b o
L Horizonial {Category Avis Labels
] 1 aea TFiart || X Bemove | & ¥ T bt
- E Senes ] Categomt
M E seiem: A category2
B seers Categoy 3
’ ‘-ﬂmd
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Create, Insert and Modify Charts

1. Click Insert > Under
Illustration, click Chart >
Select Column > Select
Clustered Column > Click

oK Duration in Minutes
2. Enter respective data and 70 60
label in Rows and Columns 60
50 m
40
30
20 I 10
10
a |
Tao learn To Practice To prepare invitation
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Key Takeaways
In this topic we learnt the steps:
To insert a Shape:
»  Click Insert > lllustrations > Shapes.
» List of available shapes appear as a drop-down list.
»  Select the “Sun” shape.
»  Click on the screen
To apply Quick Style:
«  Select the shape that you want to apply Quick Style

» Click Format tab > under Shape Styles section,
Select Quick Style

To apply Shape Outline, Shape Fill, Text Fill:

*  Use Shape Outline, Shape Fill and Text Fill to
selected shapes

To insert the SmartArt Graphics:
«  Click Insert tab > under lllustrations, Click SmartArt

Key Takeaways

To insert the Pictures:
+ Click Insert tab > under Images, Click Pictures
+ There are 2 options available, This device and
Online Pictures
» Select This Device
» Insert Picture dialogue box appears
»  Select the picture
To apply picture style:
Select the picture
2. Format tab appears on the Ribbon
3. In Picture Styles section, you can find many
different picture styles
4. Select any of the picture style > You can see the
preview of the style placed over the image
To insert Screen Clipping
1. Click Insert tab > under Images, Click
Screenshot
2. You will be greeted with a thumbnail image of
every Window that are currently open > Below
that you can see Screen Clipping
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