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Welcome!

Note: Up until now, the manual contains only basic information on how to opera-
te the software using the new ribbon interface. More detailed instructions will be
added in a later edition.

Tip: A table showing which ribbon command corresponds to each menu com-
mand can be found here: section “Menu commands and corresponding ribbon
commands” (page 365).

Welcome to Presentations! You have purchased a presentation graphics software
package that combines user-friendliness with many powerful features. With
Presentations, you can create striking and informative presentations quickly and
effectively.

From two-slide presentations to dynamic multimedia slideshows, Presentations
provides simple-to-use tools that enable you to complete any type of presentation
material. Using Presentations, you will be able to present information in a concise
and captivating format, suitable for any audience. You can even leave a self-
running presentation active that can be viewed by anyone without your interaction.

Note: In SoftMaker FreeOffice (the free version of SoftMaker Office), some
features have been disabled. Features that are not available in the free version are
tagged with a red box like this one.

Some features of Presentations

Among the many robust features included in Presentations, some of the key func-
tions you can accomplish include:

m Available for Windows, Mac, Linux, and Android

m Well-designed, ergonomic user interface - either with modern “ribbons” or
classic menus and toolbars

m Combine images, drawings, movies, and sounds in your presentations. Simply
insert them from files, or import your images directly from a scanner.

m Animate objects and create slide transitions in numerous styles and variations
to captivate your audience.

Manual Presentations Welcome! o 11



Create and organize your slide contents efficiently and with ease. Many practi-
cal templates are included to help you find an attractive design for your
presentation quickly.

Use a full range of text formatting features which are at your disposal.

Structure your thoughts before and while delivering your presentations using
the handy built-in outliner capability.

Manage even the largest slideshows using one of many tools provided, such as
the slide sorter.

Save your presentations in PowerPoint format or export them as images.

Print handout sheets for your audience.

Presentations is in continuing development, and we welcome comments and sug-
gestions from our users. If, in the course of your work, you encounter a need for a
feature that isn’t present, or you have other suggestions, write to us — we want
Presentations to measure up to the users’ wishes!

Android versions

FreeOffice: Currently, there is no Android version of SoftMaker FreeOffice
available. However, we are offering free versions of our Android apps from time
to time. Visit our website www.freeoffice.com to find out more.

Presentations is also available for Android devices. There are two different versi-
ons:

m Presentations HD for Android

This version contains practically all features of the Windows version. It is de-
signed to be used on tablets.

m Presentations Mobile for Android

This version contains only parts of the features of the Windows version. It is
designed to be used on smart phones.

All instructions in this manual refer to the HD version. (The Mobile version comes
with its own user manual.)
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Technical support

If you have any questions, our technical support team will be glad to assist you.
You can reach us in several ways:

Website

Our website provides program updates, tips and tricks, free downloads, and much
more.

Visit us at: www.softmaker.com

Support forums

Feel free to communicate with our technical support team, as well as other users, in
our support forums.

You find them at: forum.softmaker.com

Inquiries to our support
If you have a problem with our software, we will gladly help you.

You can post your questions here: www.softmaker.com/en/support-assistant

Manual Presentations Welcome! ¢ 13
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About this manual

Presentations offers a wide variety of functions and features. Since this may seem
intimidating when you begin to familiarize yourself with the application, this ma-
nual is designed to assist you in your learning experience. As you create your first
presentations, you certainly do not need to master all the commands! Instead, with
each unique presentation you build, concentrate only on those features that will
help you effectively communicate to your audience. Over time you can become
proficient with the extended functions by reviewing the appropriate pages in the
manual, as needed.

This manual is laid out as follows:

B The chapter “Installation and program startup” (page 17) covers the installa-
tion of Presentations. You also learn how to start the program.

m The chapter “Presentations basics” (page 23) describes the individual compo-
nents of the software’s user interface and acquaints you with the most important
commands. Ideal for beginners!

B The chapter “The Presentations Tour” (page 47) treats the topic of creating a
presentation in tutorial form and introduces you to the operation of Presentati-
ons with some practical examples.

m The chapters “Working with slides” (page 63) and following are the reference
part of the manual. These chapters are organized by subject, like a reference
book, and describe all the functions of the program in detail.

Depending on how you prefer to structure your learning experience, you may wish
to read the detailed chapters addressing the various functions first, or you may pre-
fer to jump right into the hands-on practice exercise in the “The Presentations
Tour” chapter. Either way, feel free to peruse this manual in any order that is most
beneficial to you.

System requirements

In order to run this software, the following hardware and software is required:

Windows version

m Windows 10, Windows 8/8.1, or Windows 7 (32 or 64 bit)
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Mac version

m macOS or OS X version 10.9 (“Mavericks™) or better

Linux version

m Any x86 Linux (32 or 64 bit)

Android-Version

m Android 4.0 or better
= ARM compatible CPU
m Display size: 7 inch or larger recommended
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Installation and program startup

This chapter covers information on installing and starting Presentations. It is divi-
ded into the following sections:

m Installing under Windows

m Installing under macOS

m Installing under Linux

m Installing on an Android device

Please go directly to the section which pertains to your operating system.

Installing under Windows

Download

If you obtained the software by download from our website, you will find installa-
tion instructions in the e-mail that you received after purchasing the software.

CD-ROM

If you obtained the software on CD-ROM, please launch the installation program
provided in the root folder of the CD.

Then, follow the installation program’s instructions to install the software.

Starting

To start the installed programs, use the Start menu at the lower left corner of the
screen. You will find your SoftMaker Office applications in a sub-folder called
SoftMaker Office.
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Installing under macOS

You will find information about installing the software in the e-mail that you recei-
ved after purchasing it.

Error message appears when launching the installation program?

Depending on your system settings, you may receive the following error message
when you try to start the installation program:

“softmaker-office-2018-923.pkg"” can't be
opened because it was not downloaded
9 from the App Store.

Your security preferences allow installation of only
apps from the App Store.

Safari downloaded this file today at 14:51 from

www.softmaker.net
L
This happens when your system's security settings specify that only programs that
have been downloaded from the App Store should be allowed to run.

Clicking on the question mark in the lower left corner of the message reveals how
you can launch the installation program anyway. A help window appears, recom-
mending the following procedure:

1. Close the error message.
2. Hold down the ctrl key and click on the installation program.
3. Acontext menu appears. Select the Open command.

4. A message appears asking if you really want to open this application. Confirm
this by clicking on the Open button.

The installation program will now start.

Starting

After the installation is complete, icons for each of the installed applications will
appear in both the Launchpad and the Dock at the bottom of the screen. To start
one of the apps, click on its icon.
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Installing under Linux

You will find information about installing the software in the e-mail that you recei-
ved after purchasing it.

Starting

In most Linux distributions, the installer automatically creates shortcut icons for all
SoftMaker Office applications in the menu. To start any of the applications, click
on the corresponding icon.

Alternatively, the following shell scripts are available for launching the programs:
m textmaker18free launches TextMaker

m planmaker18free launches PlanMaker

m presentations18free launches Presentations

You can execute these scripts in a shell, for example.

Installing on an Android device

FreeOffice: Currently, there is no Android version of SoftMaker FreeOffice
available. However, we are offering free versions of our Android apps from time
to time. Visit our website www.freeoffice.com to find out more.

The installation procedure on Android devices depends on where you purchased
the software:

Purchased in Google Play Store

When you purchase an app using the Google Play Store on your Android device,
there is nothing you have to do: The app will be downloaded and installed automa-
tically, right after you bought it.
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Purchased in Amazon App Shop

The same applies when you purchase an app in the Amazon App Shop on your
device: The app will be downloaded and installed automatically right afterwards.

Note: In case the installation aborts with an error message saying that apps from
“unknown sources” cannot be installed, please read the section “Allowing the
installation of apps from unknown sources” below.

Purchased on our website www.softmaker.com

If you have purchased SoftMaker Office directly on our website www.soft-
maker.com, proceed as follows to install the software:

1. Immediately after your purchase, you will receive an e-mail containing down-
load links for each of the individual components of SoftMaker Office. Click on
each of these links to download the respective installation archives (APK files).

2. If you are downloading these files on your Android device, the installation
might start automatically as soon as the download is finished — this depends on
the device. If the installation does not start automatically, you can always start
it manually: Launch any file manager of your choice and open the Download
folder on your SD card in it. There, tap once on each of the downloaded files.

If, on the other hand, you have performed the download on a different device
(for example, a PC), first copy the downloaded APK files to your Android de-
vice, and then tap on each of the files in a file manager.

This will start the installation process of the respective application.

Note: In case the installation aborts with an error message saying that apps from
“unknown sources” cannot be installed, please read the section “Allowing the
installation of apps from unknown sources” below.

Allowing the installation of apps from unknown sources

If you have purchased the apps via the Amazon App Shop or directly from our
website, you might encounter an error message when trying to install the software:

Most Android devices are configured to allow the installation of applications only
from within Google Play Store. When you try to install an installation archive di-
rectly, an error message will appear, saying that apps from “unknown sources”
cannot be installed.
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In order to be able to install the software, you must first allow the installation of
software from “unknown sources”. This can be achieved as follows:

1. Open the Settings of your Android device.

2. Tap on Security.

3. Activate the option Unknown Sources.

After that, you will be able to install SoftMaker Office as described above.

Hint: When the installation is complete, you should consider turning this option off
again for security reasons.
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Presentations basics

This chapter gives you a brief description of Presentations’ user interface and its
most important functions and concepts. It is divided into the following sections:

m The application screen

A brief description of the main elements of Presentations’ applications screen

m Presentations concepts

Descriptions and tips for components provided by Presentations, such as slides,
objects, slide designs, layouts, color schemes, and text

m File operations

Instructions on how to do basic file operations, such as opening, saving, or
printing Presentations files

Also, be sure to read the “The Presentations Tour” (beginning on page 47) chapter,
which provides step-by-step instructions on how to create a sample presentation
and enhance it by adding design elements.

The application screen

On the following pages, the individual components of Presentations’ user interface
are described in detail.
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Presentations’ program window (Windows version)

Note: Most of the illustrations in this manual were prepared with the Windows
version of Presentations. On other operating systems, some of the controls have a
slightly different appearance, but their modes of operation are identical.

Title bar

At the top of the application window, you will find the title bar.

@ Presentations - [Test.prd *]

The title bar indicates the name of the application and the name of the current
document.

If this document contains changes that have not been saved yet, a little asterisk is
displayed behind its name.

Menu bar

The menu bar is found directly under the title bar.
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Eile Edit View Format [nsert Slide Object Show Jeols Window Help

It contains all of Presentations’ commands in the form of clearly arranged menus.
Click on a menu item to open a menu and invoke a command.

Context menu
In addition, a menu called context menu is also available.

This menu contains different commands depending on the current situation. For
example, when you select some text and open the context menu, it will offer com-
mands for cutting, copying, or formatting that text.

Text
og:- Cut Cirl+ X
=H Copy Ctrl+C
Paste Ctrl+V
Character...
Paragraph...

Tabs...
Bullets and Numbering...

To open the context menu, you usually first select something in your document and
then click on that selection with the right mouse button.

Android: In the Android version, you can also open the context menu with your fin-
ger: Just tap on the screen and hold your finger there for about a second.

Standard toolbar

The Standard toolbar is shown below the menu bar. It contains icons for the most
commonly used commands.

DoE &8 FEvHv& v WMAQ 8% v & % (il

Toolbars, such as the Standard toolbar, allow fast access to a program’s functions.
Each icon represents a specific command. If you click on it, the corresponding
command is invoked.

Tip: If you point the mouse cursor at an icon (without clicking) and hold it there,
a text box called a “tooltip” is shown. The tooltip describes the icon’s function.
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There are additional toolbars in Presentations that you can turn on and off as you
choose. To do this, either invoke the menu command View > Toolbars or click
with the right mouse button on one of the displayed toolbars. A menu appears,
from which you can select toolbars that you would like displayed.

Customizing toolbars: You can customize the built-in toolbars to your liking and even
create your own toolbars. For more information, refer to the “Customizing tool-
bars” section (beginning on page 333).

Formatting toolbar

The Formatting toolbar, which appears beneath the Standard toolbar, allows you to
format text by choosing the desired font and style, such as bold, italics, underline,
etc.

Avial vije v AvBJURX AN
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If you select a section of text beforehand, formatting changes affect only the selec-
ted text. Otherwise, the text that you subsequently type in is affected.

To choose, for example, a different font, click on the little arrow to the right of the
font name to open a list, and then select a font.

Other icons in the Formatting toolbar are switches that you can turn on and off by
clicking, for example, the B for bold.

Object toolbar

The Object toolbar is located below the Formatting toolbar.
EE'EIO-EMEBEHE HE ~~O000® A e O v

This toolbar contains icons for inserting objects in your presentation.

You can read more about objects and how to use them in the section “Working with
objects”, beginning on page 105.

Ribbon

If you have selected in the settings that you would prefer to use a ribbon interface
instead of classic menus and toolbars, the uppermost area of the program window
will look like this on your device:
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The ribbon and the Quick Access Toolbar (at the bottom)

Ribbons are a modern type of user interface supposed to replace menus and tool-
bars (by combining them) in order to simplify the handling of the software.

As you can see, the ribbon has several tabs that are displayed at its top (File, Ho-
me, Insert, etc.). You can switch between them with the click of a mouse. Each tab
contains icons for a specific topic.

The Quick Access Toolbar is displayed below the ribbon. It provides a selection of
the most frequently used commands.

Note: Up until now, the manual contains only basic information on how to opera-
te the software using the ribbon. More detailed instructions will be added in a
later edition.

Tip #1: A table showing which ribbon command corresponds to each menu
command can be found here: section “Menu commands and corresponding rib-
bon commands” (page 365).

Tip #2: You can access the classic menu also from the ribbon: Simply click on
the = icon in the Quick Access Toolbar to open it.

Tip #3: You can switch the user interface between ribbon and classic menus and
toolbars at any time. To do this, invoke the menu command Tools > Option (or,
in the ribbon, the command File > Options). In the dialog, switch to the
Appearance tab and click on the User Interface button. A dialog box appears in
which you can select the type of user interface you prefer.

Document tabs

FreeOffice: The functions for working with Document tabs are not included in
SoftMaker FreeOffice. However, you can open several documents in different
program windows.
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A bar with document tabs can be found below the toolbars or the ribbon. It displays
one tab for each open document.

5 Untitled1 X |5 CourtBuildin.. X |5  TourZprd X |5  Tourdprd X

=% =

The document tabs bar
The following actions can be performed here:

m To make a document become the active document, click on its tab with the left
mouse button. This allows you to switch between the currently open documents
quickly.

m To close a document, click on its tab with the middle mouse button. (Alterna-
tively, left-click on the x icon displayed on the right of the tab).

Documents can also be opened in a new program window if desired. For details on
working with multiple documents at the same time, see the chapter “Working with
multiple documents” beginning on page 299.

Document

The document itself takes up the largest area of the program window.
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A slide with mini sorter (on the left) and sidebar (on the right)

The workspace for editing a document consists of the following components:
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Slide

The current slide is displayed in the center area.

Mini sorter (or mini outliner)

To the left of the slide, a pane that contains small previews of all slides in the
presentation is shown. This pane is called the mini sorter. It allows you to move,
duplicate, delete, and otherwise manipulate the slides of your presentation.

For more information, see the section “Working with the mini sorter” (page 68).

You can also display the mini outliner in place of the mini sorter, by clicking on the
tab titled “Outline” on the top of the mini sorter. It shows an outline of the entire
text on the slides. Clicking on the “Slides” tab switches back to the mini sorter.

For more information, see the section “Working with the mini outliner” (page 69).

Sidebar
The pane displayed to the right of the slide, called sidebar, is a very useful tool:

It can be used to display, for example, a list of all slide layouts available. When you
click on one of its entries, the current slide changes its layout immediately.

The icons in the small toolbar displayed on the top of the sidebar let you choose
what to display in the sidebar (slide layouts, color schemes, object animations, etc.)

The sidebar can be switched on and off anytime by choosing the View > Sidebar
menu command. A submenu opens where you can change the position of the side-
bar, or hide the sidebar.

FreeOffice: In SoftMaker FreeOffice, the sidebar occasionally opens automati-
cally when you launch the software, in order to display some interesting informa-
tion on SoftMaker Office.

For more information on the sidebar, see the section “Using the sidebar” (page 92).

Status bar

The Status bar is found at the bottom of the program window.
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Picturel zelected

Slide 2 of 3 Slide2 Ins

When you point to an icon or other control in the user interface with your mouse, a
short explanation of its function is displayed in the status bar.

Apart from that, the following information is provided in the status bar (from left

to right):

Example

Explanation

Picturel selected

Slide 2 of 3

Slide2

Ins

On the left, various information is displayed. For example,
when you select an object, its name is shown there. When
you move or resize the object, its position and size is dis-
played.

Shows which slide of the presentation is currently being
displayed. In this example, the second slide in a presentation
consisting of a total of three slides is being displayed.

Shows the name of the slide (or the slide number if a name
has not been assigned to the slide).

Shows whether Insert Mode (Ins) or Overwrite Mode (Ovr)
is active.

Ins: Insert mode is active — newly entered text will be inser-
ted into existing text.

Ovr: Overwrite mode is active — newly entered text will be
written over existing text.

The default setting is Ins. You can switch between these two
modes with the key.

The icons to the right of these controls allow you to switch between the different

view modes quickly.

BEE=8 P v

From left to right, these icons represent the following functions:

m View slide

m View slide sorter
m View outline

= View notes

m Start slide show
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Additionally, a zoom slider can be found in the status bar:
- +100%

To change the zoom level, either drag the slider with your mouse, or click on the
minus or plus icon. (See also section “Changing the zoom level”, page 332.)

Presentations concepts

This section provides detailed information about presentation graphics software in
general, as well as basic concepts regarding Presentations.

It describes the essential elements of each presentation, listed as follows:
m Slides: The “pages” of a presentation.
m Objects: Items, such as images or tables that you add to your presentation.

m Slide designs: Reusable, pre-defined designs that provide colorful, organized
templates to simplify creating attractive, consistent looking slides.

m Slide layouts: Reusable slide layout schemes that have pre-defined areas for
text and other objects. You can easily apply these layouts to the slides of your
presentation as well as new slides.

m Color schemes: Reusable, pre-defined sets of matching colors that instantly
change the colors to your presentation by simply selecting a scheme.

m Text: Working with text will be our topic in the last section.

Each of these elements is described in detail in the sections that follow.

Slides

Do you recall those bulky “overhead projectors” from your classroom or from bu-
siness conference rooms? You placed a transparency sheet with text and images on
them, and the overhead projected the image on the wall. The modern-day equiva-
lent of a transparency sheet is a single slide of your presentation powered by
presentation software running on a PC, laptop, or mobile device. Each presentation
slide can be viewed directly on the display or projected on the wall using a video
projector.
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In more abstract terms, a slide in Presentations is a page on which you create dra-
wings, place images, enter text, etc. The purpose of the slides is to organize your
presentation topics and provide a visual aid to your audience to help them under-
stand your message.

With software like Presentations, you no longer have to worry about the cumber-
some task of maintaining transparency sheets and keeping them in order. Instead,
the software manages your presentation file, which includes all of your presentati-
on slides in the order which you specified. It also makes it easy to jump to a spe-
cific slide at any time as you deliver your presentation. This is especially useful
when someone in your audience asks a question, and you need to use a particular
slide to help make a point.

Furthermore, Presentations minimizes the laborious aspect of creating attractive
slides by providing many automatic design functions, such as slide layouts, color
schemes, and slide transitions. You will learn more about these features soon.

To begin to understand the purpose of slides and the mechanics of creating slides,
the sections below provide introductory information and also refer to more detailed
chapters. Feel free to peruse the high level and detailed sections in the order that
best suits your needs.

Building slides

The image below depicts an empty slide which is displayed when you launch
Presentations.

32 « Presentations basics Manual Presentations



B Presentations - [Untitled 1] = O X

g5 FEile Edit Miew Format Insert Slide Object Show  TJools Window Help - 8 x
LDzE &% BrvaoveymM@Qpx v AREC TPy
Arial viie vAv BJ/URX XA (=== = ERE
HBEvANvEEFEEE HE ~vOOO®By A 5 v >
—?— [z s LB LT g g | @,
1 -
z Slide layout
" N
d -
; Click to add title
; LTI
- Click to add subtitle
H
U v
N [El [—
= Titleslide
Slide 1 of 1 Slidet ns EEER P v = ¥

When you open or create a presentation, you can add new slides or edit any exis-
ting slides within the presentation using the document window shown above.

By default, all slides follow a basic slide layout. The slide layout defines the un-
derlying structure for the slide, offering distinct areas for you to fill with text or
images.

These areas, called placeholders, are enclosed by dashed lines and display a text
like “Click to add title” in the center. To edit the contents of such placeholders,
click inside them and type just as you would if you were using a word processing
application — or click on one of the object icons in the center to fill the placeholder
with an object instead of text. For more information on slide layouts, refer to the
section entitled “Changing the slide layout” (beginning on page 76).

Take advantage of the many pre-defined options provided by Presentations that let
you change the appearance your entire presentation with the push of a button. For
example, you can add a consistent appearance across all of your slides in a presen-
tation by using slide designs. For more information on slide designs, refer to the
section entitled “Changing the slide design” (beginning on page 74).

You can also add interesting effects to make your presentation more visually
appealing. For example, a slide transition allows you to move from one slide to
another using transition effects, such as cut-aways, fade-ins, or fade-outs. You can
even customize these effects by changing the timing, trigger event, and adding
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sound effects. For more information on transitions, refer to the section entitled
“Adding slide transitions” (beginning on page 89).

Objects

Every slide you create is a “container” for the objects you place on them. Though
they may sound abstract, objects are simply Presentations’ way of keeping track of
the information you add to your presentation. A commonly used object is a text
frame. Images and tables are also objects that you may add to your presentation.
Specifically, the types of objects that Presentations supports include:

m Placeholders (as described in the previous section)

m Text frames

m Tables

m Pictures

m Charts

m OLE objects (available only under Windows)

m Drawings (lines, rectangles, and circles, for example)

m AutoShapes (complex shapes such as arrows, “smileys”, banners, and buttons)
m TextArt objects (fancy text effects similar to Microsoft WordArt)

m Media objects (movies and sounds)*

* Movies can be inserted and played only under Windows.
Sounds only under Windows and Android.

When creating a slide, you simply fill out objects or add new objects that you need
to convey information to your audience.

Most slides will already contain one or more prepared placeholders for either ente-
ring text or inserting a picture to emphasize your point. However, you can always
add additional objects — for example, to offer variety to your audience, helping to
draw their attention to your topic.

Tip: While it can be tempting to make your presentation flashy using many diffe-
rent objects, you certainly do not want to lose your audience by overwhelming
them with too much information.
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Adding objects

In order to add objects to your presentation, you can go to the Object menu in the
menu bar and select the desired object, or you can click on the desired object in the
object toolbar displayed above the document.

For example, to add a picture, choose the Object > New picture frame menu
command. The object will either be inserted immediately or a dialog appears that
asks you for more information. For example, when you insert a picture object, you
will be prompted to choose the picture file to use.

Editing objects

Once the object is in place, you can change its position and size. To change the
position, click on the object to select it, then drag it to the desired position. To
change its size drag one of the round handles that appear around the object.

There are certain characteristics that can be changed for objects, including border
lines, fill color, etc. To modify the attributes of an object, select the object (by cli-
cking on it) and choose the Object > Properties menu command from the menu
bar. This will bring up the properties dialog for that object.

Deleting an object is similar to deleting text. Simply select the object you want to
delete, and hit the delete key.

You can read more about objects and how to use them in the “Working with ob-
jects” chapter (beginning on page 105).

Slide designs

Thanks to Presentations, you do not need to have a graphics design degree to create
attractive presentations. Instead, many pre-created slide designs are provided, alle-
viating the tedious task of creating presentations from scratch.

When you want to begin a new presentation, you can simply choose a slide design
from Presentations’ design gallery, and the software automatically sets up the de-
sign of the slides for you.

If you later decide that you want to switch to a different design, you can select
another slide design from the design gallery, and the entire set of slides will auto-
matically change to the new design.

Here is an example. Below you see the same presentation twice, with two different
slide designs applied to it:
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Slide design “Orange”

As you can see, the two slide designs are significantly different in appearance, yet
changing from one design to the other is virtually effortless since you only need to
select a different one.

Slide designs define the following elements of your slides:
m The placement of placeholders on the slide
m The colors and color schemes (color schemes are sets of matching colors)

B The typefaces and text styles of headings and regular text
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m The background (color, gradient fill, a picture, etc.)
m The transitions between slides and the animation of objects

Slide designs can be accessed by using the Slide > Slide design menu command.
For more information, refer to the “Changing the slide design” section (beginning
on page 74).

Slide layouts

A slide layout is a template that contains certain rectangular areas displayed with
dashed borders. These areas are called placeholders. Placeholders are supposed to
contain either titles, subtitles, text or objects.

..........................................

..........................................

A title placeholder

When empty, placeholders contain text that tells you what to do: title placeholders,
for example, ask you to “Click to add title”. When you click inside the placeholder,
this request disappears and a text cursor appears so you can immediately begin to
enter text.

Apart from a title placeholder, which can be used to enter text only, most layouts
also contain one or more placeholders that are generic and that can contain either
text or an object (table, picture, chart, media object, or OLE object).

___________________________________________

'+ Click to add text
EEEHEE

___________________________________________

A generic placeholder

Such generic placeholders contain the request “Click to add text” at the top and
four icons in the center. To add text, simply click inside the placeholder (outside
the central icons). The icons and the request disappear and you can begin to enter
text. To add one of the mentioned objects instead of text, click on one of the icons
in the center. Depending on the chosen object type, different dialogs appear telling
you how to proceed.
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Detailed information about how to use placeholders can be found in the section
entitled “Placeholders” (beginning on page 126).

Changing the slide layout

Presentations provides various pre-defined slide layouts with different numbers,
sizes, and arrangement of placeholders, so you will certainly find one for each slide
that fulfills your needs.

To change the layout of a slide, use the Slide > Slide layout menu command. The
following dialog displays the layout repertory with schematic pictures that indicate
how the placeholders will be arranged on the slide. Simply choose the desired lay-
out and click Apply.

Slide Layout

Apply

Cancel

Title slide

The slide layout dialog

For more information on using slide layouts, see the section “Changing the slide
layout” (beginning on page 76).

Color schemes

A color scheme is a pre-defined set of matching colors for different parts of your
presentation, such as background, title, text and lines, hyperlinks, or fill regions.

The color scheme concept lets you easily switch the whole color set of a presenta-
tion, without the need to individually change the color of any component of the
presentation.
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Each slide design that comes with Presentations provides several pre-defined color
schemes. Simply invoke the menu command Slide > Color scheme, choose the
one to your liking, and apply it with just one mouse click. Two examples of color
schemes are provided in the screen images that follow.

For detailed information about the color scheme concept, see the section entitled
“Using slide color schemes and backgrounds” (beginning on page 84).
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The same presentation after applying a different color scheme
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Text

To enter text in a placeholder (as described above in the “Slide layouts” section),
simply click inside the placeholder and start typing.

You can also add more text in addition to the pre-defined placeholders. To do this,
you need to insert a text frame, as follows:

1. Invoke the Object > New text frame menu command.
2. The text frame is inserted.
In case you want to modify its position or size, do the following:

Important: To change the position, click on the border of the text frame and
then (while still holding the mouse button down) drag the frame to the desired
position.

To adjust its size, drag on one of the round handles surrounding the frame.

Selecting text

Before you execute a command you can, in some cases, select a segment of text to
which you want the command to apply. The command is then performed only on
the selected text.

To select text, proceed as follows:
= Windows, Mac, and Linux
Here you can select text just like in a word processing application:

Press and hold the left mouse button while you drag the mouse cursor over the
text to be selected — or use the arrow keys while holding down the Shift key

(e].
m Android

In the Android version, on the other hand, proceed as follows:
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Select the word that you want to use as the starting point of the selection by
double-tapping on it. Large “handles” will appear before and after the word to
indicate that the word is now selected.

Lorem Wl dolor

d b

These two handles represent start and end of the selection. They allow you to
extend the selection easily: Simply drag these handles to the desired positions.

Formatting text

Text in a placeholder or in a text frame can be formatted just like in a word proces-
sor. To specify the desired format, use the Format > Character menu command
(for typeface, font size, boldface, etc.) or the Format > Paragraph menu com-
mand (for indents, tabs, etc.).

Character formatting options that you select will then be applied to the text that
you enter afterwards. You can also modify character formatting of text that has
previously been entered by selecting the desired text, invoking the Format > Cha-
racter menu command and making the desired changes.

Paragraph formatting options that you select will be applied immediately to the
paragraph that contains the text cursor or, if you have selected some paragraphs of
text, to the selected paragraphs.

For more information on this subject, see section “Working with text” (beginning
on page 197).

File operations

In this section, you will find a description of Presentations’ basic file operations,
such as opening, saving, or printing Presentations files.

Beginning a new presentation

To begin a new presentation, invoke the menu command File > New.
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A dialog appears in which you can select the slide design for the new presentation.

The new presentation, using the template you selected, will be displayed. You can
now start building your presentation by adding your text and objects to each slide.

New program window: The New program window checkbox in this dialog has the
following meaning: If it is switched on, the new document will be opened in a new
program window. If not, the new document will appear in the existing window.
(Note: This option is not available in the Android version.)

“Load from file” button: If you have external templates that you want to use instead
of the pre-defined designs, click on the Load from file button. A dialog will
appear, allowing you to select the desired template.

Opening a presentation
To open an existing presentation, use the File > Open menu command.

A dialog box appears that can look, for example, as follows:
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The most recently accessed folder will display with all existing documents listed
(based on the listed file types). To choose the file to be opened, type its name in
manually or simply select a file from the list. Then, click the Open button.

New program window: The New program window checkbox in this dialog has the
following meaning: If it is switched on, the document will be opened in a new pro-
gram window. If not, the document will appear in the existing window. (Note: This
option is not available in the Android version.)

Opening other file formats

In addition to opening files created in Presentations’ default file format, you can
also open files created within other presentation software, such as Microsoft
PowerPoint. To open a file from another application, choose the format of the file
you want to open from the Files of type list. This will display all matches to that
software’s file extensions in the dialog.

You will find more information about this in chapter “Working with other file for-
mats” beginning on page 289.
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Previewing a document

When the Preview option is activated, a little box displaying a preview of the cur-
rently selected document is displayed alongside the dialog.

Using Quick Paths

With the Quick Path button, you can create quick paths in order to quickly move
to a specified folder when opening or saving files. This allows you to create a list
of your most frequently used folders, permitting much faster navigation.

You will find more information about this in section “Quick paths” beginning on
page 274.

Using the File manager
FreeOffice: The File manager is not included in SoftMaker FreeOffice.

The File manager button opens the integrated file manager. This shows a list of
your presentations, and allows you to open, print, view, or delete them, as well as
perform searches.

You will find more information about this in section “The file manager” beginning
on page 276.

Using the list of recently opened files

Tip: At the bottom of the File menu you will find a list of recently opened files.
Simply click on one of these files to open it again.

Saving a presentation
When you are working on a presentation, it is good practice to save it frequently.

You can use the File > Save menu command to save the document in the active
window under its current filename. If the document does not yet have a name,
Presentations automatically asks you to supply a name by opening the Save as dia-
log box.
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Saving under a different name or in a different place

To save a presentation under a new name or location on your computer, use the
menu command File > Save as. This saves your document too, but you can first
give it another name or select another folder in which to save it.

Saving in a different file format

With the File > Save as menu command, you can also save a presentation in
another file format. To do so, simply choose the desired format from the Save as
type list before clicking the Save button. See also chapter “Working with other file
formats” beginning on page 289.

Saving all open presentations

If you have multiple documents open at the same time, you can use the command
File > Save all to save all presentations open in all the windows. Presentations
checks which of the documents have been altered since the last save and saves only
those that have been changed.

Printing a presentation
To print the active document, choose the File > Print menu command.

A dialog box appears, in which you can specify the slides and the number of copies
to be printed. By default, one copy of the entire document is printed.

For more information on outputting documents (printing, e-mailing, etc.), see the
chapter “Outputting presentations” (page 249).
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The Presentations Tour

Welcome to the Presentations Tour!

On the next few pages, we will introduce you to some of Presentations’ most
important functions using practical examples.

We will create a small portion of a presentation for “Escher & Sons Architects”.
Specifically, you will create a title slide and two content slides providing a small
portion of presentation material as part of a proposed solution for building a new
municipal court building.

Our tour will cover the following topics:
m Entering text

m When something goes wrong...
m Applying another slide design
m Inserting a new slide

m Adding an image

m Applying another color scheme
m Creating a bulleted list

m Inserting a table

m Applying transitions

m Applying object animations

B Saving the presentation

m Running the slide show

Note: When working through the exercises, do not be afraid to experiment with
new commands as you get acquainted with them! There is no harm done if you
make a mistake. The final result of the exercises is not intended to provide a full
presentation. Rather, you will create only a few sample slides to give you hands-on
practice with some of the features that Presentations offers.
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Entering text

To begin the exercises, first create a new presentation by choosing the File > New
menu command, and in the dialog that appears, click the OK button to use the
default design. You will learn how to use other designs later.

Next, you will need to provide a title for your presentation. Click the area that says
“Click to add title” and type “Escher & Sons Project Proposal”. (If you wish, you
can insert a line-break after “Escher & Sons” by hitting the Enter key [(+].)

The default layout also includes space for a subtitle, so click on the area that says
“Click to add subtitle”, and type “Proposal to build a new municipal court buil-
ding”. You may, of course, enter any text you wish. The main goal is to familiarize
yourself with the software.

If you have followed the example thus far, your presentation should look like this:

C | Untitled 1 EI@
Slide1 —

Escher & Sons
Project Proposal

E Propaosal to build a new municipal
5 ' court building

4 (41 B (M

The title slide

Note: The illustrations in this manual were prepared, for the most part, with the
Windows version of Presentations. On other operating systems, some of the con-
trols have a slightly different appearance, but their modes of operation are identi-
cal.
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When something goes wrong...

Presentations is very forgiving, as it allows you to reverse the most recently com-
pleted changes with the Edit > Undo menu command. For example, if you delete
some text and then realize you want the text back, all you need to do is invoke Edit
> Undo to reverse the deletion.

This works not only with text deletions, but also with practically any type of chan-
ge you make in a document. You can, for example, undo an insertion of an object.

The Undo command can be applied repeatedly. For example, you can invoke it
five times to reverse the last five changes.

Redoing undone actions

There is also an opposite to the Undo command: the menu command Edit > Redo.
It restores the effect of your most recently undone action.

Thus, you can freely experiment with all of the options without having to worry
about changing your mind!

Applying another slide design

The title slide you created using the default design (pure white without any graphi-
cal elements) is plain in appearance, but it can be dramatically improved simply by
applying a different slide design. In one step, you can change the background as
well as the formatting of the placeholders and their contents.

To do this, select Slide > Slide design from the menu. Choose a slide design that
appeals to you, and click on Apply to all. In the example below, the “City” slide
design was applied:
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You have now created the title slide of your first presentation. With this in place,
you can add more slides with the information that you want to present. In subse-
quent sections, you will be provided with several functions that can be used to at-
tract attention to your presentation and control the visual appearance of your con-
tent. For example, you can use text and paragraph formatting, apply animations
and transitions, create bulleted lists, and insert pictures.

Inserting a new slide

There are three ways you can insert a new slide: either right-click in mini sorter to
the left of the slide window and choose Insert new slide from the context menu.

Or, issue the command Slide > Insert new slide from the menu bar.

Either option results in displaying the following dialog:

50 e The Presentations Tour Manual Presentations



Insert Slide

oK

— Cancel

Title and two columns

There are many layouts available to cater to whatever your needs may be. For the
current exercise, you will be placing a picture next to a block of text on your slide,
so you will need the slide layout with a title and two content placeholders side by
side (one for the picture and one for the text). The layout called “Title and two con-
tents” perfectly suits our needs. Choose this layout now.

As soon as you confirm, the new slide is immediately created and displayed on the
screen.

Note: You can later choose a different slide layout for a slide at any time by selec-
ting the Slide > Slide layout menu command. For detailed information on slide
layouts, see the section “Changing the slide layout” (beginning on page 76).

Adding an image

In this example, we are creating a presentation that outlines a proposal to build a
new building. Our new slide will provide bullet points that list the key components
that must be considered in determining a design for the new building.

First, click in the title placeholder area at the top of the slide and type the title,
“Key Building Considerations”.

Next, let’s add an image of the proposed new building.
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To insert an image, click the respective icon (second from left) in the center of the
left placeholder. A dialog appears where you can browse and preview images and
then select the image to insert.

For your practice presentation, an image file called COURT_NEW.JPG has been pro-
vided. You can find it in the folder containing SoftMaker’s example documents. To
locate this folder, proceed as follows:

m Under Windows, navigate to your DOCUMENTS folder. There, go to the folder
SOFTMAKER\SAMPLES.

m Under macOS or Linux, navigate to your home folder. There, go to the folder
SOFTMAKER/SAMPLES.

m On an Android device, go to the folder SOFTMAKER/SAMPLES on your SD
card.

Navigate to the corresponding folder in the dialog, locate the file COURT_NEW.JPG,
click on its file name and confirm. Your selected image should now be embedded
in the slide.

By default, the image is sized to fit into the placeholder on the slide layout. If you
would like to resize the image, drag one of its borders or one of the corners to ex-
pand or shrink the image in two dimensions at once.
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Copyright Notice for the picture: Permission is granted to copy, distribute and/or modify this image
under the terms of the GNU Free Documentation License, Version 1.2 or any later version published
by the Free Software Foundation; with no Invariant Sections, no Front-Cover Texts, and no Back-
Cover Texts. You can find a copy of the license at http://www.gnu.org/copyleft/fdl.html.

Applying another color scheme

Once you have chosen a slide design that best suits the contents of your presentati-
on, you can probably even improve it by changing the colors of different elements,
such as the text and title color, and the background color. In our example, you can
see that the green colors of the “City” design don’t match the colors of the inserted
image, so we need to change the colors.

Presentations provides a simple method of instantly changing colors by using pre-
defined color schemes that can be applied to entire presentations at once. Each sli-
de design already includes its own set of matching color schemes.

To apply a different color scheme, select the menu command Slide > Color
scheme. You can choose from the provided color schemes and preview them befo-
re actually applying one (make sure the preview box is checked). After deciding
which color scheme you want to use, simply click on Apply to all, and the colors
change accordingly for the entire presentation. In our example, we choose the
scheme with the light gray background and blue element colors (second from left
in the second row of the Additional Schemes area).

The presentation takes on a completely different look and the colors of the design
now match the colors of the inserted image:
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Creating a bulleted list

In your practice presentation, you will be listing a few considerations about buil-
ding the new building. A bulleted list would fit this need perfectly. The slide layout
is already set up for a bulleted list, so you need only click in the right side area
where it says “Click to add text”.

When you do this and then begin typing, that text builds the first item in the bulle-
ted list. To begin the next item, press the Enter key («], and begin typing the next
bulleted item. Here are the items to type in your practice presentation:

m Building materials
m Roofing materials
m Electrical wiring
m Plumbing

m Interior options

Once you have built the bulleted list, you can now change its formatting.
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Formatting the bulleted list

Now we’d like to emphasize the list items a bit. For this purpose we will change
the font style to bold as well as the bullets and their size.

First, to change all items at once, select the entire list by clicking on one of the list
items and then invoking the Edit > Select All menu command.

Then, click in the “Bold” icon in the formatting toolbar to change the font style
of the text items to bold.

Finally, we will change the bullets themselves. To do this, select the entire list
again, as described above, and invoke the menu command Format > Bullets and
numbering to open the Bullet dialog.

The following dialog will open:

Bullets and Numbering X

) Mone (O Numbering K
(O] () Picture bullet Cancel
Bullet

Default:

ISR LIS

Custom:

[-[FIolal*[=] e

Character...

Vertical position: 0 pt

The Bullets and numbering dialog

You can see two groups of bullet types: Default and Custom. The custom bullets
can be chosen from all installed fonts by clicking on the Change button.

In this presentation, we will choose the filled diamond from the Default bullets and
change the size to 36 (from the Size selection list). We then click the OK button to
apply the new bullet type.
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Default:
® Clelc MmO

The filled diamond option is the third from the left

Here is a screen print depicting how the second slide of your practice presentation
should now appear:
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Second slide, featuring a bulleted list of considerations

Inserting a table

To end the presentation, add a third slide detailing the proposed project timeline as
a table. First, insert a new slide (using the Slide > Insert new slide menu com-
mand) and choose the layout with a title placeholder and just one big content
placeholder. It is called “Title and content”. Choose it and confirm.

As atitle, type “Proposed Timeline” into the title placeholder.

Next, let’s create and insert a table. It should consist of five rows and two columns.
Proceed as follows:

1. Click on the table icon in the placeholder (the one on the very left).

2. Set the number of rows to 5, columns to 2.
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3. Confirm with OK.
The placeholder is now replaced by the desired table.

Now enter the following date information into the left column and the correspon-
ding action into the right column. You can jump from one table cell to the next u-
sing the key:

01/2008 — 07/2008 Planning and Preparation
07/2008 Groundbreaking

07/2008 — 07/2009 Processing

07/2009 — 12/2009 Inspection and Acceptance
01/2010 Grand Opening

Finally, we’d like to adapt the column width and align the text a bit:

Changing the column width

Since not every text entry in the right column fits into one line, we should increase
the width of the column a bit. To do this, move the mouse cursor over the vertical
borderline between the two table columns. When the cursor turns into a double
arrow, press and hold the left mouse button in order to drag the borderline a bit to
the left.

Aligning text in table cells

The text in our table looks like it was “sticking” at the top borderline of the table
cells. It might be a good idea to center the text entries vertically.

The table should still be selected from the last action. If it is not, select the table
again — for example, by invoking the command Object > Table > Select Table
from the main menu.

Then do the following steps:

1. Invoke the menu command Object > Table > Cell properties.
2. Switch to the Format tab (if necessary).

3. Change the Vertical alignment from Top to Centered.

4. Confirm with OK.
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Your final slide will look like this:

& Untitled L [E=5|EER (=
/ Slides ¥, Outline iR YR e 4

! I Proposed Timeline i
=) Slidez - ! |
Ky Buiding Sanserations 2 (—— e 3
ﬂ e n 01/2008 — 07/2008 |Planning and Preparation
? s 3
n 0742008 Groundbreaking
4
Sides |E 5— 07/2008 — 07/2009 |Processing
Progosed Timelins - 07/2009 — 12/2009 [Inspection and Acceptance =
e § =z
== 1 - 01/2010 Grand Opening N
v 17=1 ?- ﬁ
i ¥
=

For complete information on working with tables, see the “Tables” section (begin-
ning on page 161).

Applying transitions

In the sections above, you have created three simple slides and you have filled
them with content by using different methods. Now we are going to jazz up the
presentation a bit by applying visual effects. We start with the slide transition.

Slide transitions are effects that occur as you progress from one slide to the next.
Presentations offers a number of different transition effects to help you design a
captivating presentation.

Transitions can be applied either to all slides in a presentation or to all selected
slides. In our example, we will apply a transition to all of our slides. Do the follo-
wing steps:

1. Invoke the menu command Slide > Slide transition.
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Slide Transition X

Effect

( Apply to selecti
PowerPoint compatible transitions | PRy fo seection |
Mo transition Random Elinds Apply to ll
Checkerboard Dissohve Fade Cancel
Cover Uncover Push
wipe 2 Preion
Box Diamaond Plus
Circle Split Union
Wedge MNewsflash Wheel
w
Variants: Speed:
To left and top Fast v
To right and top Next slide
T left and bottom Acceleration:
To right and bottom Linear » On mouse click

[] Automatic after

Background: S
+ seconds

Sound

® No sound

(O Stop previous sound

(O Play new sound: -

2. Select, for example, the Diagonal effect and To Right and Bottom variant.

3. If you want, you can also change the Speed of the transition depending on
which speed you prefer as you watch the preview.

4. Confirm with Apply to all.
The slide transition has now been applied to all slides in the presentation.

Notice that, in the mini sorter, there is now an icon above each slide on the far left.
It indicates that the corresponding slide uses a slide transition. Click on this icon to
view the transition on the thumbnail images.

For more information on slide transitions see the section “Adding slide transiti-
ons”, beginning on page 89.

Applying object animations

Animations provide movement among objects on a slide or a single object. Anima-
tions help capture the attention of your audience and help you emphasize the key
points during your presentation.
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Object animations
There are three main types of animations: appear, emphasize, and disappear:

m An example of an appear animation is to have an object “fly in” when a slide is
first displayed.

m You might apply an emphasize animation on an object that you want to stand
out; for example, you could have the object change color or have it grow.

m A disappear animation might be a good choice if you want to impact your au-
dience as you finish displaying a certain slide; for example, you could have an
object flash or be magnified before it disappears.

Each type has multiple categories. There are a large number and wide variety of
effects provided within each category.

For this exercise, feel free to play with various animations. Presentations lets you
preview the animation effects, giving you a chance to consider how one looks be-
fore actually applying it. You can also follow the example below to create a few
animations on the example presentation.

First, select the second slide by clicking it in the mini sorter and apply an object
animation to the picture. To do so, right-click anywhere on the picture of the buil-
ding and choose the command Animations in the appearing context menu. Then,
in the Animations dialog, click on the Add button. You will now see the types,
categories, and effects as follows:

Add Animation Effect

Type: Effect:
op Zoom Add

Emphasize Faded zoom

Disappear Expand Cancel
Compress
Stretch
Swivel

SRy Faded swivel

Transitions Spinner Preview
Grow & turn

Moticons Pinwheel

Complex

Other

DirectX

Check the Preview option and click on any of the effects just to see how they look
on the slide. For the exercise, go ahead and select Appear as the animation type,
Transformations as the category, and select the Faded Zoom effect. Click on Add
to add this effect. You will now see the description of the animation effect you sel-
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ected in the list box for “Main Sequence” in the Animations dialog. Click on Clo-
se to close the dialog.

Now click on the small icon at the top left of the slide in the mini sorter and notice
that you first see a miniature preview of the transition you have applied, followed
by a preview of your object animation. This animation adds emphasis to the pic-
ture, and provides an effective way to introduce the new building to the audience.

In the Presentations Tour we have intentionally chosen a simple animation example
just to introduce the feature. Animations can be varied and combined in various
ways using many different options. You will find detailed information about this
topic in the chapter “Animations” (beginning on page 185).

Object animations

Hint: In addition to object animations that apply to single objects, Presentations
also provides animation schemes so that effects can be applied to every object on a
slide or even every slide in a presentation. If you want to learn more, see the sec-
tion “Slide animation schemes” (beginning on page 194).

Saving the presentation

To save your presentation, use the menu command File > Save.

When you issue the save command for the first time for a document, you are
presented with the Save as dialog box. You can then name the document and save
it either in the default folder or specify a different folder, if desired. For your prac-
tice presentation, enter “practice” in the File name box and click OK to confirm.

Presentations will save the file under the specified name and automatically append
the extension .PRDX. Thus, the full filename in this example is PRACTICE.PRDX.

Running the slide show

Now that you have built a basic presentation, you are ready to run your slide show.
To do this, use the menu command Show > Start show or press the key.

Your presentation will be displayed full-screen, slide for slide, from start to finish.
To advance from one slide to the next, you can either press the space bar or click
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the left mouse button. Also, if you click the right mouse button, a context menu
displays offering you multiple options for navigation, or an option to end the
presentation.

Android: In the Android version, you can also open the context menu with your fin-
ger: Just tap on the screen and hold your finger there for about a second.

For more information about running slide shows, see the chapter “Showing a
presentation” (beginning on page 235).

Finished!

Our Presentations Tour ends here. You now know many of the program’s basic
functions and you should take some time at this point to investigate them further.

The rest of the manual includes detailed information about working with slides and
masters, working with text and objects, and working with additional functionali-
ties, such as language tools or file management.
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Working with slides

The purpose of a slide is to provide a visual aid that will complement each topic as
you deliver a presentation. This helps your audience grasp the meaning that you are
communicating as you speak. It is important that you consider who will be in the
audience, and design your slides to suit the group. Presentations provides many
features that allow you to build slides that will appeal to your audience and help
you effectively convey your message.

In a given presentation, you may want your slides to be flashy, or you may decide
that, based on the audience, the slides need to be simple, concise and streamlined.
Presentations provides tools to help you create slides that meet such diverse needs.

A slide begins as a blank slate that you can either build upon from scratch or you
can take advantage of the many different pre-defined slide designs that Presentati-
ons offers. You can be as creative as you like, but you can also benefit from the
pre-defined designs, color schemes, and slide layouts that allow you to simply pick
and choose without having to do all of the work.

This chapter will help you understand how to work with your slides so that you can
build each of your presentations to best suit a given situation. Specifically, details
about the following functions will be covered:

m Creating a new presentation

m Adding a new slide

m Inserting slides from other presentations
m Navigating between slides

m Working with the mini sorter

m Working with the mini outliner

m Using the large slide sorter and outliner
m Changing the order of slides

m Deleting a slide

m Copying, cutting, and pasting slides

m Duplicating a slide

m Renaming a slide
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m Resetting a slide

m Hiding a slide

m Changing the slide design

m Changing the slide layout

m Creating headers and footers

m Changing the orientation of slides
m Inserting a summary slide

m Using slide color schemes and backgrounds
m Adding slide transitions

m Adding object animation

m Using the sidebar

m Adding notes

m Printing handouts

Creating a new presentation

As you create new presentations, each presentation is saved as a separate file. You
can open more than one presentation at a time and even work on multiple presenta-
tions simultaneously, if you wish. For example, you can copy and paste informati-
on from one presentation to another.

You can create a new presentation by using the menu command File > New or by
clicking on the New Document icon (which looks like a piece of paper) at the very
left of the Standard toolbar.

Either action will open the following dialog:
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Mew Presentation

Designs used in this document A | 0K

Cancel

MNew window

Load from file...

This dialog displays a list of all available slide designs provided with Presentati-
ons. When you have chosen the desired design, click on the OK button. Presentati-
ons will create your new presentation.

For more information on slide designs, see the section “Changing the slide design”
(beginning on page 74).

Note: If there are any custom templates available (for example, presentations that
have been saved in the “Presentations template” file format), click the Load Temp-
late button and navigate to the file you want to use.

Adding a new slide

You can add a slide to an existing presentation by choosing the Slide > Insert new
slide command from the menu.

A dialog will then be displayed, listing a variety of layouts from which to choose,
as follows:
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Insert Slide X

— Cancel

Title and two columns

The thumbnails in this dialog show how the placeholders will be arranged on the
new slide. To choose a slide layout, click on the one you want to select, and then
click on the OK button. A new slide with this layout will be inserted after the cur-
rent slide.

More information on slide layouts is available in the section “Changing the slide
layout” (beginning on page 76).

Inserting slides from other presentations

Presentations gives you several methods with which to copy slides from one
presentation into the current presentation. One option is to open both presentations
and use the copy-and-paste approach, but Presentations also has two faster options
for importing slides from another presentation. These options import all of the sli-
des from the other presentation in just one step.

To use the import slide options, position your cursor at the point within your
presentation where you want to insert the slides, and either use the Insert > Slides
from presentation or the Insert > Slides from outline menu command.

Note that the only difference between Slides from presentation and Slides from
outline is that the former defaults to presentation file types (Presentations file,
PowerPoint file, etc.) and the letter defaults to presentation outline (RTF) file ty-
pes. Otherwise, the two options are identical.
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Invoking either command will display a dialog. Use it to navigate to the file or out-
line you want to import, and click OK. The entire contents of the selected file will
be inserted at the selected position within the current presentation.

Navigating between slides

To navigate between the slides of a presentation, use the following keys:

Key Function

Jump to the previous slide
Jump to the next slide
Jump to the first slide
Jump to the last slide

Using the “Go to slide” command
To jump to a specific slide, use the Edit > Go to slide menu command.

A dialog containing a list of all slides in the current document is displayed. When
you select a slide and confirm with OK, the program jumps to the corresponding
slide.

Using the mini sorter

You can also use the mini sorter to navigate between the slides of a presentation.
The mini sorter is a side pane displayed left of the current slide. It shows thumbnail
images of all slides. To jump to one of these slides, simply click on its thumbnail in
the mini sorter.

For more information on the mini sorter, see the next section.
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Working with the mini sorter

The mini sorter displays thumbnail images of all slides in a presentation and allows
you to perform various functions, such as rearranging the order of slides, adding
and deleting slides, and determining how transitions will look when moving
through the presentation from slide to slide.

By default, the mini sorter is located to the left of the presentation slide window in
conjunction with the mini outline tab (the mini outliner functionality is described in
the next section).

An example of the mini sorter appears as follows:
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The mini sorter

When you want to use the mini sorter menu functions, you need to click on a slide
within the mini sorter, right-click to display the menu, and then select one of the
commands. The same functions are also available in the top level menu; most of
them are located in the Slide menu. Each function is described in the sections
which follow.

You can select multiple slides before using one of these functions, if desired. For
this purpose, click on each slide to select in the mini sorter while holding down the
key. Then invoke the menu function you want to apply to the selected slides.
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Information displayed in the mini sorter

As shown above, each of the thumbnails displayed in the mini sorter is labeled
with the corresponding slide’s name (usually “Slide” followed by a consecutive
number).

If any of the slides are designated as “hidden” (see section “Hiding a slide”), then
you will see the slide name with a red strike through it in the slide sorter. Hiding a
slide is useful if you want to retain the slide in the presentation while keeping the
slide from being shown to a given audience.

Also, if any slide transitions or object animations are defined, a small arrow above
the specific slides is displayed in the slide sorter. If you click on this arrow, a pre-
view for the transition and animation effects will be displayed on the correspon-
ding miniature slide. Again, at a glance, you can verify your choices and easily
determine whether or not you want to make any changes to the effects.

Changing the position of the mini sorter

The mini sorter can be displayed or hidden using the View > Mini sorter menu
command. This brings up a small submenu.

You can then decide where you want the mini sorter to display on the screen, or
you can hide it altogether. The Hide option will remove the mini sorter from the
presentation window. The other four options let you position the mini sorter on the
left or right margins, or at the top or bottom of the screen, depending on your pre-
ferences.

Working with the mini outliner

The mini outliner shows an outline view of the contents of a presentation. It is si-
milar in function to the mini sorter, but instead of showing thumbnail images of the
slides, it shows the contents of the slides (title and text). This is useful for allowing
you to ensure that the flow of the content is logical, and permits you to break
presentations into manageable chunks.

The mini outliner can be displayed or hidden using the View > Mini outliner
menu command. This brings up a small submenu.

This allows you to control where the mini outliner is displayed on the screen, or
allows you to hide it altogether. The Hide option will remove the mini outliner
from the presentation window. The other four options let you position the mini
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outliner on the left or right margins, or at the top or bottom of the screen, depen-
ding on your preferences. If the mini sorter and mini outliner are positioned at the
same location, tabs at the top allow you to choose between the two views as
follows:

Slidel ~
— [Escher & Sons
Project Proposal
Proposal to build a
new municipal court
building
Slide2
= Key Building
Considerations
u*Building materials
+Roofing materials
+Electrical wiring
+Plumbing
+Interior options
Slide3
— Proposed Timeline
Chd-A v

The mini outliner

Entering text in the mini outliner

You can enter text on a slide using the mini outliner, just as you would enter text
directly onto a slide. The slide is updated automatically when you make changes to
the outline.

Using the large slide sorter and outliner

The large Slide sorter and the Outliner (menu commands View > Slide sorter and
View > Outliner) provide the same features as the mini slide sorter and the mini
outliner — with one difference: they use the whole window for displaying their con-
tent so you can have a better overview of your presentation.

For more details, read the sections entitled “Working with the mini sorter” on page
68 and “Working with the mini outliner” on page 69.

To return to the normal slide view, use the View > Slide menu command.
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Changing the order of slides

The mini sorter, as well as the large slide sorter, provides you with an easy way to
rearrange slides. You simply click on the slide you want to move, and with the left
mouse button pressed, drag the slide to the new location. Release the mouse button,
and the slide will be moved to the new location.

Deleting a slide

You can delete the current slide by using the menu command Slide > Delete.
Presentations asks for confirmation and then removes the slide from the presentati-
on.

Copying, cutting, and pasting slides

Slides can be copied, cut out of the presentation, and pasted anywhere in the
presentation as follows:

m The menu command Edit > Copy copies the selected slide into the clipboard.

If multiple slides have been selected in the mini sorter, all of them will be co-
pied. Either click on one slide or choose multiple slides by continuing to click
on slides while holding down the Shift key (¢] or the key.

You can then use the Paste command, described below, to place the copies
anywhere in your presentation.

m The menu command Edit > Cut works similarly, but removes the selected sli-
des from the document. Use this command if you want to move slides rather
than copying them.

m The menu command Edit > Paste inserts the slides currently in the clipboard
before the current slide.

72 « Working with slides Manual Presentations



Duplicating a slide

To create a duplicate of the current slide, use the Slide > Duplicate menu com-
mand. An exact copy of the current slide will be placed before the current slide.

If multiple slides have been selected before you execute the Duplicate command,
all of them will be duplicated.

Tip: In the mini sorter, you can also use the mouse to duplicate slides: Simply
press and hold the key, then click and drag the slide to the place in the sor-
ter where you want the duplicate to appear.

Renaming a slide

By default, each slide in a presentation has a nhame assigned to it that shows its
location in the presentation, starting with “Slidel” and increasing in number.
Whenever you change the presentation by adding, removing, copying or dupli-
cating slides, the default names automatically update to show the new numbered
order.

Presentations allows you to give slides a specific name for identification purposes,
which can be very useful when trying to organize a large presentation. For examp-
le, you may have a slide that identifies the financial area of a presentation and you
may want to name it accordingly.

To give a slide a specific name, highlight the slide in the mini sorter and invoke the
menu command Slide > Rename. A dialog appears that shows the current name
and lets you enter the name of your choice.

Resetting a slide

The menu command Slide > Reset can be used to reset all placeholders on the cur-
rent slide. When you invoke this command, the following happens:

m All settings for all placeholders in the slide are reset to their default values, in-
cluding object properties, text format and position/size.
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(The same happens when you invoke the menu command Object > Placehol-
der > Reset All Properties for all placeholders.)

m Additionally, any placeholders that have been deleted in the current slide will
be recreated.

(The same happens when you invoke the menu command Slide > Recreate
missing placeholders.)

Hiding a slide

Sometimes you will create a presentation that contains information that you do not
want to show to everyone. For example, you may create a presentation about a new
business venture to present to your bank, but when you show it to your employees,
you want to remove the financial information. You could create a second copy of
the presentation and delete the slides you do not want to show. But an easier me-
thod is to simply hide the slides. A hidden slide still exists in the document, but is
skipped when you present the slide show to your viewers.

To hide a slide, select the slide (or several slides) in the mini sorter and use the
right mouse button pop-up menu to select Hide slide. Alternatively, you can use
the Slide > Hide slide menu command. You can still see all hidden slides when
you are working with the presentation, but the slide name will have a red line
through it (to show it is hidden). When you run the presentation, all hidden slides
will not be displayed.

Restoring hidden slides

To stop a slide from being hidden, use the same procedure. If a slide is marked as
hidden, the Hide slide option in the menu will have a check mark next to it. Selec-
ting the option again removes the hide and removes the strikeout from the slide
name. Now, the slide will display when running the presentation.

Changing the slide design

You can design a slide completely from scratch, if desired, but Presentations also
comes with a number of attractive slide designs that you can apply to your sli-
deshow.
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To access the slide design library, use the Slide > Slide design menu command to
display the following dialog:

Slide Design
Designs used in this document 2 Apply to selection
Apply to all
Cancel
Preview

Load from file...

You can use the scroll bar to search through the slide designs in the library for one
that you like, select it by clicking on it, and then use the Apply to selection button
to change the design of the current slide or use the Apply to all button to change
the design of all the slides in your presentation.

Hint: You can even create your own slide designs by saving any of your own
presentations as templates (use the File > Save as menu command and choose
the file type “Presentations Template”).

To apply such a custom slide design, use the Load from file button in the above
dialog to import the slide design from the file.

Tip: Using the sidebar

The sidebar (the pane displayed right of the slide) provides a quicker way to apply
a different slide design:
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When you click on the icon in the toolbar located on its top, the sidebar will
display a list of all slide designs available. Simply click on one of them, and it will
be applied to the current slide immediately.

If you want to learn more about the sidebar, read the section “Using the sidebar”
(page 92).

Changing the slide layout

Each slide design (see previous section) contains a number of “slide layouts”.

A slide layout primarily serves as a layout scheme for the placeholders on a slide.
Placeholders are pre-defined areas in the layout that operate as “containers” for
different types of content. In slides, they are displayed as rectangular areas with
dashed borders and contain a request like “Click to add text”.

Each of the available slide layouts has different combinations and arrangements of
placeholders on the slide. The content placeholders (the big placeholders below the
title placeholder) are “generic”: you can fill them either with text or an object (tab-
le, picture, chart, media object, or OLE object).

To learn more about placeholders see the “Placeholders” section (beginning on
page 126).

You can change an existing slide’s layout easily, even if it has already content on
the slide. For this purpose, choose the Slide > Slide layout menu command.

The following dialog appears:
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Slide Layout

Apply

Cancel

Title slide

From the Slide layout dialog, select the layout you want to apply to the current
slide, and click the Apply button. The new layout is immediately applied to the
slide. Changing the layout of the slide may affect the way the slide’s current con-
tents are displayed, although nothing will be deleted.

Tip: Using the sidebar

The sidebar (the pane displayed right of the slide) provides a quicker way to apply
a different slide layout:

When you click on the icon in the toolbar located on its top, the sidebar will
display a list of all slide layouts available. Simply click on one of them, and it will
be applied to the current slide immediately.

If you want to learn more about the sidebar, read the section “Using the sidebar”
(page 92).

Modifying the masters of slide layouts

Slide layouts not only determine the position and size of placeholders, but can also
contain numerous other settings — including the slide background, the color
scheme, the formatting of text in placeholders, etc. They are practically templates
for the overall appearance of slides.

If required, you can modify the predefined slide layouts by invoking the master
view. In this view you can change the so called master of each slide layout accord-
ing to your wishes (in other words, you can edit the slide layouts directly).
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Note: Changes that you make to a slide layout in the master view affect all slides
that use this layout.

To switch to master view, use the View > Master > Slide master menu command.

For more details on this, see the chapter “Working with masters” (page 97).

Creating headers and footers

Headers and footers allow you to display information, such as page numbers, com-
pany name, date, copyright notices, and presentation name, either at the top (hea-
der) or the bottom (footer) of the page.

m Headers can be applied only to notes and handouts. When you create a header
for the notes of a presentation, the same header is displayed on every notes pa-
ge. The same applies to handouts: When you add a header there, all handouts
share the same header.

m Footers, on the other hand, can also be applied to slides. For slides, you can
even create individual footers for specific slides — or apply them to all slides, so
that the same footers are displayed throughout the entire presentation.

You can control exactly how your headers and footers appear. You decide the con-
tents as well as the locations, sizes, fonts, colors, and all other aspects of both hea-
ders and footers, as follows:

m To modify the content of headers and footers, invoke the Insert > Header and
footer menu command.

m To change their formatting, position, and size, switch to the corresponding mas-
ter view (using the View > Master menu command), which displays headers
and footers as areas at the top (headers) or bottom (footers) of the page. You
can move these areas to a different position, resize them, or change their for-
matting using the commands in the Format menu.

For more detailed information, see the sections that follow.

Footers on slides

Most slide layouts have footers already defined, although they have no information
contained in them. Usually, the footer is placed in the lowest part of the slide and
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split into three areas: an area for date and time information (left), an area for titles
and other text information (center), and an area for page numbers (right).

You can add information to the footer areas using the Insert > Header and footer
menu command. It is available in both master view and normal slide view.

It displays the following dialog:

Header and Footer *

Slide  Metes and Handout

Add to slide |

Apply to all
Date and time |
Apply to selecti
(O Update automnatically: AR EE s L
v Cancel

(®) Fixed:
Footer
[ slide number

Number of first slide: 1 =

[] Hide on title slides

In front of each area you will see a checkbox. Switch it on for all areas that should
appear on the slide. Then change the contents of the individual areas as required.

In detail, the dialog provides the following options:
m The top part of the dialog manages the display of the date and time on a slide.

The Update automatically field uses the system date and time on the slide.
The dropdown list lets you select the format of date, time, or date and time you
want to use.

The Fixed field lets you type in a date, such as the date of the presentation you
are going to make (or any other date you wish).

m The Footer area is usually on the center bottom area of the slide. You can type

any text into this field, for example, the title of your presentation or the author’s
name.
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m The last part of the footer is for the Slide number display, which is normally in
the right hand bottom corner of the slide. The slide numbering is performed au-
tomatically, but you can change the initial number for the first slide in the
presentation.

m The Hide on title slides check box at the bottom of the dialog prevents the foo-
ter from displaying on any title slide. Typically, footer information is not desi-
red on the title slide, and this check box makes it easy to keep it from dis-
playing there.

The buttons in the dialog give you the option of either applying the footer informa-
tion to all slides in your presentation (Apply to all button) or applying it only to
specific slides that you have selected (Apply to selection button).

Note: The Apply to selection button is not available in master view. Changes
made to a slide layout in the master view are always applied to all slides that use
this slide layout.

Headers/footers on notes pages and handouts

The Notes and Handout tab in the dialog of the Insert > Header and footer
menu command lets you create and modify headers and footers on notes pages and
handouts. The dialog works the same as that for slides — except that in addition to
footers, you can also add headers to the notes pages and to the handouts of a
presentation.

As mentioned earlier, for notes pages and handouts, there is only one header and
footer, which is the same on all pages.

Changing headers/footers in master view

To change the formatting, position, or size of headers and footers, switch to the
corresponding master view by invoking one of the following menu commands:

m For normal slides: View > Master > Slide master menu command

(Next, select the slide layout that you want to modify in the mini sorter. Note:
Changes made to the topmost layout in the list affect all other layouts.)

m For notes: View > Master > Notes master menu command

m For handouts: View > Master > Handout master menu command
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In these views, the components of the header and footer are displayed as areas at
the top (headers) or bottom (footers) of the page. The footer, for example, consists
of the Date area, the Footer area, and the Page Number area.

. Click to edit Master title stylg

Tikle: area
'+ Click to edit Master text styles |

— Sacond level

= Third level
— Fourth level
3w Fitth level

__________________________________________________ Conkent ares | I
(O patoareat | Beraresi | mumber o8]

To make any changes, first select the area of interest (e.g. by clicking on one of its
borders), and then proceed as follows:

m To change the formatting of the content of the area, use the usual commands in
the Format menu.

m To move an area, use your mouse to move it to the desired position.

m To change its size, drag on one of the handles surrounding its borders with the
mouse.

m To change settings related to the content displayed in the header/footer, use the
Insert > Header and footer menu command as described above. You can also
click inside one of the areas and edit its content directly.

For more information about the master view, see the chapter “Working with mas-
ters”, beginning on page 97.

Changing the orientation of slides

Presentations uses the landscape orientation for slides and the portrait orientation
for Handouts and Notes by default, but you can change this setting, if desired. It is
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not possible to change single slides within a presentation; rather, a change to the
orientation affects the full presentation.

To change the orientation of the slides in your presentation, use the menu com-
mand File > Page setup. As shown below, the Page setup dialog has two tabs, one
to control the orientation of the slides and the other for the Notes and Handouts
orientations.

Page Setup *

Slides Format ~ Notes & Handouts Format

43 w

() Custorm:

Orientation

Paper size

Width: Height:

The Slides Format tab of the dialog box has two radio buttons at the top. When
you choose On-screen show, a dropdown list at the right of this option allows you
to choose between a number of pre-defined slide formats for on-screen presentati-
ons (4:3, 16:9, etc.). The slides’ orientation for these formats is always set to lands-
cape. If you would like to change the orientation, choose Custom, and the bottom
portion of the dialog becomes active. You can now select whether to use landscape
or portrait orientation.

You can also control the dimensions of the slide or the printed version using the
Paper size controls. The dropdown list has the most commonly used paper sizes
listed. If none of the default paper size values matches your needs, you can specify
custom sizes using the Width and Height boxes.

Note: When you change the orientation or the paper size, all objects on your sli-
des will be resized accordingly.
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Additionally, in the Notes and Handouts Format tab, you can select to use either
your printer’s default page settings for notes and handouts, or custom page settings
as defined by you.

Inserting a summary slide

FreeOffice: The Insert Summary slide feature is not included in SoftMaker
FreeOffice.

The Insert > Summary slide menu command allows you to generate a slide that
lists the headings of all of the slides in your presentation. This is useful for a table
of contents or agenda slide at the start of your presentation.

When you use this command, the following dialog is shown:

Insert Surnmary Slide X
Make summary of
S

O}

(O Selected slides only Cancel

Place summary slide
(@ Before described slides
() After described slides

Make hyperlinks
Skip slides without title
[ Keep title formatting

There are several options provided by this dialog that let you control how the
summary slide is generated. They are as follows:

m Make summary of: If All slides is checked, headings from every slide in the
presentation will be included on the summary slide. Alternatively, if Selected
slides only is checked, only the slides you have selected will be included.

m Place summary slide: Indicates whether to position the summary slide before
or after the currently selected slides (or the current slide, if no slides are selec-
ted).

m Make hyperlinks: Creates a hyperlink for each slide mentioned on the summa-
ry slide when checked; otherwise, only text (without links) is created.
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m Skip slides without title: If no title is placed on a slide and this option is che-
cked, that slide is not included in the summary.

m Keep title formatting: Uses the formatting (font face, font size, etc.) of the
actual slide titles to generate the titles in the summary.

If the information scanned for the summary is going to extend over the text area of
the summary slide, a warning dialog appears as follows:

Insert Summary Slide X

There is more text than fits on one slide.
What de you want to do?
(®) Distribute the text over several summary slides! Cancel

[ Use two-columns layout
il
(O Fit the text by reducing the font size

The default option creates additional slides for displaying the overflow contents
list. If you check Use two-columns layout, a two-column format is used for as
many slides as are needed to hold the summary text. The alternative to using more
than one slide is to check the Fit the text by reducing the font size option, which
will resize the titles to fit in the text area on a single slide.

Using slide color schemes and backgrounds

By default, Presentations creates a blank presentation using a white background
with black text. However, Presentations lets you create titles, backgrounds, text,
and many other items in color to add emphasis and impact. Specifically, Presenta-
tions lets you control eight different aspects of color in a presentation including:

m Text and line color

m Title text color

Fill regions color (for example, in drawings)

Accent color

m Shadow color

Hyperlink color

Visited Hyperlink color
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m Background color (see also section “Slide backgrounds™ beginning on page 87)

You can see the color scheme used for a presentation at any time by choosing the
menu command Slide > Color scheme. The dialog that appears shows a set of
predefined color schemes and lets you apply a color scheme to specific slides, or to
all slides in your presentation. You can also edit existing color schemes or create
new ones.

For detailed information, read the sections that follow.

Applying a color scheme

To apply a color scheme to slides, choose the Slide > Color scheme menu com-
mand.

This displays the following dialog:

Color Scheme *

N ~ -
Schemes used in this document | Apply te selection |

Apply to all

Close

Preview

Edit...

The dialog has a set of default color schemes in the left pane and a set of buttons to
the right. The Preview checkbox is a useful tool that will let you see how any color
scheme you select will appear on the current slide. This lets you judge the suitabili-
ty of each scheme before actually applying one.

To choose one of the default color schemes supplied with Presentations, simply
select the color scheme by clicking on it.

Manual Presentations Working with slides 85



To apply a color scheme to selected slides, use the mini sorter or slide sorter to
select the desired slides before using this command, and then click the Apply to
selection button. The Apply to all button will apply the selected color scheme to
all slides in your presentation, whether they are selected or not.

Tip: Using the sidebar

The sidebar (the pane displayed right of the slide) provides a quicker way to apply
a different color scheme:

When you click on the icon in the toolbar located on its top, the sidebar will
display a list of all color schemes available. Simply click on one of them, and it
will be applied to the current slide immediately.

In addition, buttons for creating new color schemes and editing or deleting the cur-
rent scheme are offered below the list.

If you want to learn more about the sidebar, read the section “Using the sidebar”
(page 92).

Creating and editing a color scheme
Presentations allows you to define any number of color schemes.

To create a new color scheme to apply to the slides in your presentation, select the
Slide > Color scheme menu command. Click on the New button to add a new co-
lor scheme.

This will open the dialog shown below:
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Edit Color Scheme *

Title text: Fill regions (Accent 1)
[] Color &000000 ~ Coler &BBEQE3 ~
Cancel

Text and lines: Accent 2
Il Color 000000 ~ Il Color &333399 v
Background: Accent 3 T

Color &FFFFFF ~ I Color 535379 w Tast
Shadows: Accent & @
B Color &808080 v B Color &737359 v O
Hyperlink: Accent 5
M Color 8003999 w I Color &939339 w
Visited hyperlink: Accent &

Color &%9CC00 ~ Coler &B3B319 w

You can use the dropdown lists on any of the eight color definitions to select the
colors you wish to use. The thumbnail image at the bottom right corner of the dia-
log shows a preview of every change you make.

Each of the dropdown lists has the most commonly used colors predefined, but you
can add other colors whenever needed. To do this, select the last entry in the list:
Define color...

A dialog box appears, where you can select any possible color. You can even save
colors (give them a name) that you need frequently. For more information, see the
section “Document properties, Colors tab” beginning on page 326.

Once you have selected the desired color, click OK.

You can also use the Slide > Color scheme menu command to modify existing
color schemes if you wish. To do this, click on the scheme to be changed and then
click the Edit button. This will also open the Edit color scheme dialog, which is
described above.

Color schemes are always saved with your presentation and are not available to
other presentation files.

Slide backgrounds

Since each color scheme includes a Background color option (for changing the
background color of slides), you can change the slide background using the Slide >
Color scheme menu command, as described in the previous section.
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However, you have more control over slide backgrounds using the Slide > Back-
ground menu command.

This displays the following dialog:

Background

Background

Fill type: Sample:
[ selid color w

Colors:

Slide color scheme

Color scheme variations

N N N N N . .

Background ®:
Do not display objects from the slide

More colors... | master O

Affected slides

Apply to all

Cance'

Use the Fill type list to determine the type of fill for the slide background. You can
choose to apply a solid color, a pattern, a picture, or different types of color gradi-
ents.

Depending on the fill type selected, various options will appear from which you
can make selections to change the background.

Hint: For more information on this dialog, see the section “Object properties,
Filling tab” (beginning on page 116). This section contains a detailed description
of the Filling dialog for objects, which is practically identical to the dialog
described above.

As needed, you can use the checkbox Do not display objects from the slide mas-
ter to determine whether objects that have been placed on the master for the slide
layout used in a slide should be displayed in the slide or not. This allows you to
hide these objects (if any) for specific slides. (For more information about masters,
refer to the “Working with masters” chapter (page 97).)
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When all settings are made, click Apply to all to apply the background to all slides
of the presentation or Apply to selection to apply it to your selected slides only.

Tip: Using the sidebar

The sidebar (the pane displayed right of the slide) provides a quicker way to apply
a different background:

When you click on the & icon in the toolbar located on its top, the sidebar will
display all background fill options available. Select the desired fill type and filling,
and it will be applied to the current slide immediately.

If you want to learn more about the sidebar, read the section “Using the sidebar”
(page 92).

Adding slide transitions

Slide transitions are the method with which one slide moves into the next slide in a
presentation. There are many different transition effects you can use, and you can
apply the same transition to all the slides in your presentation, or have a different
transition for each slide-to-slide transfer.

To set up a transition for some or all slides in a presentation, use the Slide > Slide
transition menu command.
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Slide Transition

Effect
A Apply to selecti
PowerPoint compatible transitions PPy fo selection
No transition Random Blinds Apply to all
Checkerboard Dissolve Fade Cancel
Cover Uncover Push
vie 2 Breview
Box Diamend Plus
Circle Split Unizn
Wedge Mewsflash Wheel
v
Variants: Speed:
To left and top Fast w
To right and top Mext slide
To left and bottom Acceleration: .
To right and bottom Linear - L el
[ Automatic after
Background: 3 seconds
w| Sec
Sound
® Mo sound
(O Stop previous sound
(O Play new sound: ~

A dialog appears, providing the following options:

m Effect: In this list you can choose which transition effect to apply. The effects
are organized under several categories to make them easier to find.

Note: The categories beginning with “SoftMaker...” provide particularly
impressive transitions. However, please read the ‘“Notes on using the Soft-
Maker effects” below.

Hint: When you select an option, and the Preview checkbox is checked,
Presentations shows you the resulting effect directly in the document. This han-
dy preview capability lets you ensure that you are satisfied with your choices
before you actually apply them.

m Variants: Some transitions are included in several variations which are listed in
the Variants box.

m Speed: This option controls the speed of the transition effect. You can either
choose one of the presets from the list (slow, medium, fast, etc.), or you can en-
ter a number to specify the duration of the transition in seconds.

m Acceleration: Here you can choose whether the transition effect should be dis-
played at a constant speed or with a slowdown at its start/end.
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m Background: For some effects you can also choose the background color.

m Next slide: Lets you specify whether the slides will transition from one to the
next on a mouse click (or keyboard press), or whether to transition automatical-
ly after a specified number of seconds.

m Sound: Lets you control whether or not there is a sound played when the tran-
sition occurs. Options available:

No sound: Do not play a sound. This is the default setting.

Stop previous sound: Terminate whatever sound was playing in the current
slide when the transition to the next slide takes place.

Play new sound: Play the specified sound. Select the sound file to be played
from the list or click the File button and specify a sound file on your hard drive.

To apply your specified transition to all slides in your presentation, click the Apply
to all button. Clicking the Apply to selection button will apply this transition only
to the slides you have selected before opening the dialog (or the transition from the
current slide to the next slide only, if you did not select any slides).

Notes on using the SoftMaker effects

In the list of available effects, you will find several categories whose names begin
with “SoftMaker...”. These categories hold particularly impressive transitions that
utilize a graphics technology called OpenGL. The following restrictions apply
when you use these effects:

m The SoftMaker effects can be saved only in Presentations documents. When
you save your presentation as a PowerPoint document, they will be replaced by
simple fade effects.

m Accordingly, when playing a slideshow, these effects can be rendered only in
Presentations, not in Microsoft PowerPoint.

Tip: Using the sidebar

The sidebar (the pane displayed right of the slide) provides a quicker way to apply
slide transitions:

When you click on the BE icon in the toolbar located on its top, the sidebar will
display a list of all slide transitions available. Simply click on one of them, and it
will be applied to the current slide immediately.
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Below the list, several transition options can be set up, similar to the dialog descri-
bed above.

If you want to learn more about the sidebar, read the section “Using the sidebar”
(page 92).

Tip: Using the preview icon in the mini sorter

In the mini sorter, slides that have a transition are indicated with a little icon on
their top left (see image below). If you click this icon, a preview of the transition is
shown.

=y Slide2

HKery Building Considerations:

TR i

Adding object animations

Apart from applying transitions between slides you can also add animations to the
objects on a slide. Object animations are visual effects that you can apply to each
individual object on a slide to add some extra flair to your presentation. For exa-
mple, you could create an animation that causes a ball on your slide to bounce. Or,
you could have each object on a slide fade in one by one.

Animations apply to all objects on a slide or within an entire presentation (called
slide animation schemes) or to specific objects on a slide. They control the way
those objects on a slide appear when a slideshow is active. Presentations provides
many different pre-defined animations that you can choose from. See the details on
how to use animations and animation schemes in the chapter entitled “Animations”
(beginning on page 185).

Using the sidebar

In the previous sections, you have learned how to change the slide layout, apply a
different color scheme, etc. In this section, we present you a tool that can do such
tasks much faster and more efficient: the sidebar.
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The sidebar is the small pane that is displayed, by default, at the right of the
document window.
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* Title slide

A document window with mini sorter (on the left) and sidebar (on the right)

It can be used to display, for example, a list of all slide layouts available. To change
the layout of the current slide, all you have to do is click on one of the layouts lis-
ted in the sidebar. The change will be applied instantaneously.

In other words: The sidebar allows you to change the layout of a slide (and many
other things) with a single mouse-click.

Note: Unlike dialog boxes, the sidebar does not have OK and Cancel buttons.
When you click an option in the sidebar, the corresponding change is applied
immediately. In case you make a change accidentally, you can always revert it
with the Edit > Undo menu command.

Configuring the sidebar

The icons in the small toolbar displayed on the top of the sidebar let you choose
what to display in the sidebar. From left to right, the icons are associated with the
following functions:

Icon Function

Slide layouts
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2

Slide designs

Color schemes
E Background

[ Slide transitions
Object animations

1]
S

Animation schemes

When you click on one of these icons, the sidebar changes its function accordingly.

The toolbar also has its own menu. You can open it by clicking on the little arrow
at the right of the icons. The menu contains two options that can be used to change
the appearance of the toolbar, as follows:

m When the option Display as icons is selected, all of the above icons are dis-
played in the toolbar.

m When the option Display as list is selected, a dropdown list is displayed
instead. When you click on it, a list of the above icons is displayed (including
text labels for each icon’s function).

The sidebar can be switched on and off by choosing the View > Sidebar menu
command. A submenu opens where you can change the position of the sidebar, or
hide the sidebar.

To change the width of the sidebar, drag the separator line between sidebar and
slide to the left or right.

Adding notes

Notes can be created with a presentation to provide a useful aid for the presenter to
refer to in preparation for delivering and while presenting a slide show.

You can edit the notes page for any slide and print them out, if desired. Invoke the
View > Notes menu command, and as shown below, a vertical sheet with a small
copy of the respective slide and a text box beneath it is displayed, where you can
add notes pertinent to the slide.
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To print the notes (together with the slide contents), invoke the File > Print menu
command and choose Notes as the type under Print content.

For more information on the individual options available in the Print dialog, see
the section “Printing a presentation” (page 249).

Tip: If desired, you can choose a design for your notes pages that is different
from the current slide design. See the “Notes and handout master” section on pa-
ge 102 for details.

Printing handouts

You can print your presentation in the form of handouts with one, two, three, four,
six, or nine slides on a page so that your audience can have hard copies of your
presentation.

To print a presentation as handouts, invoke the File > Print menu command and
choose Handouts as the type under Print Content.

For more information on the individual options available in the Print dialog, see
the section “Printing a presentation” (page 249).
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Hint: Handouts are only made for printing, so there is no view of the handout
pages. However, you can set the general layout and formatting for all handouts
by selecting the View > Master > Handout master menu command (see also
section “Notes and handout master” on page 102).
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Working with masters

As mentioned in the section “Changing the slide design” (page 74), the overall
appearance of a presentation depends strongly on the slide design used in it.

Each slide design contains several slide layouts, which primarily serve as “templa-
tes” for the arrangement of the placeholders on a slide (see also section “Changing
the slide layout” starting on page 76).

If required, you can modify these slide layouts by invoking up the master view. In
this view you can change the so called master of each slide layout according to
your wishes (in other words, you can edit the slide layouts directly).

Note: Changes that you make to a slide layout in the master view affect all slides
that use this layout.

To switch to master view, use the View > Master > Slide master menu command.
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The master view of the slide layouts in a slide design

In this view, one change is immediately noticeable:
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The mini sorter on the left side of the screen no longer displays a list of all slides,
but a list of all slide layouts contained in the current slide design. You can select
which slide layout you want to edit by clicking on it in the list.

The topmost entry in the list has a special meaning: It represents the slide design
itself. For example, if you rename it, the entire slide design will be renamed. More
importantly, if you modify something in this layout, such as setting a different slide
background, all other slide layouts in the design inherit this change.

Editing slide layouts

As shown in the picture above, each master for a slide layout usually contains the
following components:

m One or more placeholders
m The individual areas of the footer (date area, footer area, etc.)

You can modify these components in the master view as you like, for example, you
can change their position and size.

However, slide layouts do not only determine the position and size of the placehol-
ders, but can also contain numerous other settings — including the slide back-
ground, coloring, text formatting, etc. They are practically templates for the overall
appearance of slides.

Accordingly, there is much more that you can change in the master view than just
the arrangement of the placeholders. Among other things, the following changes
can be made:

m Changing position, size, and type of any placeholder/area

m Changing the format for characters, paragraphs, or bullet lists in a placeholder
(see section “Changing the text formatting in masters”, page 100)

m Adding/removing placeholders

m Adding/removing other types of objects

m Changing background, color scheme and slide transition
m Managing layouts (adding, deleting, renaming, etc.)

m Additional options are available in the Master menu, discussed in the next sec-
tion.
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Hint: Changes that you make to a slide layout in the master view affect all slides
that use this layout.

But please note: Changes made in the normal slide view always take precedence
over changes made in the master view. For example, when you have chosen a
different background on a certain slide, it will remain the same even if you later
select a different background in the master view. This allows you to make chan-
ges unique to specific slides.

The Master menu

When you switch to the master view with the View > Master > Slide master menu
command, the Slide menu will be replaced by the Master menu in the menu bar.
This menu contains commands that are specifically designed for working with the
master for slide layouts.

Before invoking one of its commands, select the slide layout to be modified by
clicking on the desired layout in the mini sorter (the pane on the left side of the
window).

Note: The topmost entry in the mini sorter represents the entire design. If you
select this entry, some of the commands in the Master menu change accordingly:
For example, the Delete layout command will be replaced by a Delete design
command — which deletes the entire design, not just a single slide layout.

The Master menu includes the following commands:

m New design: This menu command creates a complete new design — not only, as
with the Add layout to design command, a new slide layout.

You can have multiple designs in your presentation, and for each slide, you can
choose which design you want to apply.

Tip: While it is possible to use multiple designs in a single presentation, this
is normally not recommended. Simple, concise presentations are usually mo-
re appealing than those that have inconsistent designs throughout.

m Preserve design: Prevents a slide design from being automatically deleted
when it is no longer used by any slide.

Background: Designs that are no longer needed are usually removed from the
presentation automatically (as soon as no slide in the entire presentation uses
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any of the layouts of that design anymore). If necessary, you can prevent this
automatic deletion by selecting the design to be protected in the mini sorter and
then enabling this option.

m Add layout to design: This menu command allows you to add a new slide lay-
out to the current design.

m Duplicate layout: Creates a copy of the current slide layout.
m Delete layout: Deletes the currently selected slide layout from the design.
m Rename layout: Lets you change the name of the selected slide layout.

m Title and Footers: Switches the title placeholder or the footer areas on/off on
the current slide layout.

m Insert placeholder: Inserts a new placeholder into the slide layout. (You can
change its position and size by moving the placeholder or by dragging on one
of the round handles with the mouse.

m Recreate missing placeholders: This command can be used to restore parts of
the slide layout that you have previously deleted (placeholders, footer areas,
etc.).

m Color scheme, Background, and Slide transition: Lets you change the color
scheme, background, or the slide transition for the respective slide layout.
Changes made here will also affect all slides in the presentation that use the
corresponding slide layout.

Changing the text formatting in masters

In the master view, the placeholders in the individual slide layouts are usually filled
with sample text — to give you an impression how text in the corresponding place-
holder will look like in the actual presentation. You can change the character for-
mat and paragraph format in each placeholder individually. The same applies to the
footer areas, if available. Note that your changes will affect all slides in the presen-
tation that use the corresponding slide layout.

To change the text formatting of a placeholder or footer area, you do not need to
select the text it contains. Simply click into the placeholder/area so that the blin-
king text cursor appears in it.

Then, use the menu commands Format > Character (for font face, font size, etc.)
or Format > Paragraph (for indents, tabs, alignment, etc.) to change the format
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for the entire text in the area. For details on these two commands, refer to the sec-
tions “Character formatting” (page 197) and “Paragraph formatting” (page 207).

Changing the formatting of bulleted lists in placeholders

Some placeholders contain a bulleted list, as shown in the picture below. Additio-
nal formatting options are available here.

The bulleted lists in such placeholders are hierarchical, which means that the list
consists of different list levels. Each list level can have a different character format-
ting and indentation, so that the individual levels are more distinct:

. Click to edit Master title style
i+ Click to edit Master text styles
— Second level
« Third level
— Fourth level
3 Fitth level
__________________________________________________ Content area ; I
(0T pteareal [ "Eeraeal [ number offd!

In the middle: a placeholder with a bulleted list

When you enter text for a bullet item in the normal slide view and demote or pro-
mote the level of the item, the font size and the bullet size change according to the
format defined on the master view. You can even change the type and the color of
the bullets for the different list levels to your liking.

To change the formatting of this bulleted list, switch to slide master view (using the
View > Master > Slide master menu command) and click inside the placeholder
of interest. The following formatting options will become available:

m Changing the text formatting: To change the character format of a list level,
right-click anywhere on the text for that level. Then, choose the Character ent-
ry of the context menu and apply the desired changes. Of course, you can also
use the Format > Character command in the main menu or the formatting
toolbar to achieve this. For more information on each formatting option, see the
section “Character formatting”, beginning on page 197.
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m Changing the paragraph formatting: Furthermore, you can change paragraph
format options (like indents, paragraph alignment, etc.) by right-clicking on the
text of a level and choosing the Paragraph command from the context menu.
For more information on each formatting option, see the section “Paragraph
formatting”, beginning on page 207.

m Changing the bullets: To change the bullet properties for a list level, right-
click on the text of the level and choose the entry Bullets and numbering from
the context menu. Now you can change the type, color, size, and vertical positi-
on of the bullet. For more information on formatting bullets, see the section
“Bulleted and numbered lists”, beginning on page 216.

Note: By default, bullets’ color and size are set to Auto in the dialog. That
means that they change according to the font color and size you define for the
text. If you change color or size attributes for bullets, however, the bullets no
longer change when you change the font format of the text. Instead, the pro-
perties you defined specific to the bullets are retained even if you change the
text properties.

Notes and handout master

The previous sections covered the View > Master > Slide master menu command
that allows you to modify the master of slide layouts.

Apart from this, two additional masters are available for special tasks:

m The notes master can be used to change the appearance of the notes in a presen-
tation.

m The handouts master can be used to change the appearance of the handouts in a
presentation.

These two masters function similarly to masters for slide layouts. A master view is
available for each of them. In this view, you can change the placement and format-
ting of all components of notes pages, or handouts respectively. As the name “mas-
ter” implies, changes you make in one of these views affect the notes (or handouts)
for all slides in the presentation.

For details, see below.
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Notes master

In the Notes Master view (menu command View > Master > Notes master), you
can change the appearance (including color scheme and background) of your notes
pages, which can be different from that of the actual presentation. To change the
color scheme of your notes pages, choose the Notes > Color scheme menu com-
mand. To change the background, use Notes > Background.

Additionally, with your mouse, you can change the size and position of the areas
displayed on notes pages, including the following:

m The Slide area in the upper half of the page displays the contents of each slide.

m The Notes area in the lower half of the page displays the notes that you have
entered for each slide. This area contains a hierarchical bulleted list, as descri-
bed in the section “Changing the text formatting in masters™, page 100.

m The other areas (Header area, Footer area, etc.) display the content of the
header and footer, as described in the section “Creating headers and footers”,
page 78.

To edit these areas, use the common procedures: Size and position can the changed
with the mouse; the formatting can be changed using the commands in the Format
menu.

Read more about using notes in the section entitled “Adding notes” on page 94.

Handout master

In the Handout Master view (menu command View > Master > Handout master),
you can change the appearance (including color scheme and background) of your
handouts, which can be different from that of the actual presentation. To change the
color scheme of your handouts, choose the Handout > Color scheme menu com-
mand. To change the background, use Handout > Background.

In the Handout menu, you will also find several options for setting up the layout
of your handouts. By default, the “6-per-page handouts layout” is selected, mean-
ing that 6 slides will be printed on each page of the handouts. To print less or more
slides per page, select the corresponding option from the menu.

Additionally, as described in the section about the notes master above, you can
change the size, position, and formatting of areas like the header area and the foo-
ter area.

Note: The slide areas themselves can not be resized or moved.
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Read more about using handouts in the section entitled “Printing handouts” on pa-
ge 95.
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Working with objects

The Object menu contains commands for inserting and manipulating objects (text
frames, pictures, drawings, etc.).

This chapter covers everything you need to know about working with objects. It
covers the following topics:

Inserting objects

Using the object toolbar
Selecting objects

Changing position and size of objects
Rotating and flipping objects
Aligning and distributing objects
Duplicating objects

Hiding objects

Changing the order of objects
Grouping objects

Adding object actions

Changing the properties of objects

After each of these topics is discussed, the individual object types are introduced in
detail:

Text frames (page 124)
Placeholders (page 126)
Pictures (page 131)
Charts (page 139)

OLE objects (page 153)
Tables (page 161)

Media objects (page 172)
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m Drawings (page 176)

Inserting objects

In order to add an object (e.g., a picture) onto a slide:
1. Choose the Object > New picture frame menu command.

2. Adialog box appears, allowing you to select the picture to be inserted. Choose
a picture file and confirm with OK.

3. The picture frame is inserted.
In case you want to modify its position or size, do the following:

To change the position, click on the picture frame and (while still holding the
mouse button down) drag it to the desired position.

To adjust its size, drag on one of the round handles surrounding the frame.

The process for inserting other types of objects is similar. For more information on
the different types of objects, see the sections beginning with “Text frames” (start-
ing at page 124).

Using the object toolbar

Presentations displays the object toolbar directly below the Formatting toolbar. It
appears as follows:

HE-Hil-HE-

The object toolbar

B EE O0O®A Mk v

This toolbar provides icons for inserting and editing objects. From left to right, the
icons are associated with the following functions:

Insert text frame

Insert table frame

Insert picture frame

Insert chart frame

Insert OLE object frame (available under Windows only)

Insert OLE object frame with a SoftMaker Equation Editor* object
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Insert OLE object frame with a TextMaker object
Insert OLE object frame with a PlanMaker object
Insert OLE object frame with a PlanMaker chart object

Insert movie (Windows only)
Insert sound (Windows and Android only)

Insert line or curve
Insert rectangle

Insert rounded rectangle
Insert ellipse or circle
Insert AutoShape

Insert TextArt object

Group selected objects
Modify object animations

m Modify object properties
H Object list (a dropdown list of all objects in the slide, see below)

* Not all versions of Presentations include this feature.

Object list: At the very right of the object toolbar, a dropdown list with the names of
all objects existing in the current slide is displayed. Open this list and when you
click on the name of an object, the corresponding object will be selected.

Selecting objects

To modify an object, you must first select it. For most types of objects, this can be
achieved by clicking on the object with your mouse. A selection frame will be dis-
played around the object, once it is selected.

Hint: Text frames, table frames, and placeholders can not be selected by clicking
them. To select such an object, click the surrounding border.

To select multiple objects, drag a frame around these objects with the mouse — or
press and hold the Shift key («] and click each object you want to select.

Jumping from object to object

Hint: When you have selected an object, you can quickly jump to the previous or
next object by using the following keys:
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Key Result

Tab Select next object
Select previous object

Changing position and size of objects

To change the position or size of objects, proceed as follows:

Changing the position of objects

To change the position of an object, select it and either move it using the arrow
keys on the keyboard or drag it to another position using the mouse.

Changing the size of objects

To change the size of an object, select it and either drag the lines surrounding it, or
drag the corner handles.

Tip: To set the position and size of objects more exactly than by dragging with
the mouse, use the settings in the dialog of the Object > Properties menu com-
mand (Format tab). You can find the details of the dialog in the section entitled
“Object properties, Format tab” (starting at page 115).

Rulers

There are two rulers provided: a horizontal ruler at the top of the document
window, and a vertical ruler on the left-hand side. The rulers indicate the margins
and tab stops when working with text, but when you are not editing text, the rulers
extend to the total size of your slide and allow you to make measurements when
sizing or moving objects.

The unit of measure used is inches or centimeters, depending on your computer’s
regional settings.

[ e B B e T B e e e
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The “origin” of the rulers is the location where the horizontal and vertical rulers
intersect, and the default location is the top left corner. However, you can move the
origin to measure distances from anywhere on your page.

Specifically, using this icon T located at the top left where the rulers intersect,
you can set the origin by dragging the icon to any place on the slide. Furthermore,
by just clicking on the icon, you can switch the origin back and forth from the cen-
ter to the top left corner.

Hint: The positioning values of objects displayed in the dialog of the Object >
Properties menu command, Format tab, are relative to the origin. When you
change the position of the origin, Presentations changes these values accordingly.

Rotating and flipping objects

Note: Rotation and flipping can be performed only on placeholders, drawings
and pictures.

When you select an object that can be rotated, an additional green handle will
appear on the selection frame surrounding it. To rotate the object, drag this handle
with the mouse.

Drag here to rotate

-— .
the object

Drag here to move
the rotation center

Alternatively, you can set the angle of rotation manually. For this purpose, select
the object, invoke the Object > Properties menu command, switch to the Format
tab and enter the desired angle under the Rotation option.

You can also rotate and flip (mirror) objects by invoking the Object > Rotate or
flip menu command and choosing one of the commands offered in its submenu.
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Aligning and distributing objects

To align or distribute objects, select the desired objects and choose the Object >
Align or distribute menu command.

A sub-menu containing the following commands will appear:

m Align left: Aligns the objects to the left border of the leftmost object.
m Align center: Aligns the objects to their horizontal center.
m Align right: Aligns the objects to the right border of the rightmost object.

m Align top: Aligns the objects to the top border of the topmost object.
m Align middle: Aligns the objects to their vertical center.
m Align bottom: Aligns the objects to the lower border of the bottommost object.

m Distribute horizontally: Spaces the objects evenly between the left border of
the leftmost and the right border of the rightmost object.

m Distribute vertically: Spaces the objects evenly between the top border of the
topmost and the lower border of the bottommost object.

The last two commands are only available if three or more objects are selected.

Duplicating objects

To create a copy of an object, you would ordinarily copy it to the clipboard and
paste it from there.

Alternatively, use the Edit > Duplicate menu command to create a copy of an ob-
ject.

Hint: Objects can also be duplicated using the mouse: Press and hold the
key, and drag a new object from the object you want to duplicate.

Hiding objects

If necessary, you can hide an object so that it will not appear on the screen and/or
on the printed page.
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To hide an object, select it, invoke the Object > Properties menu command,
switch to the Properties tab and do the following:

m Uncheck the Visible option if you don’t want the object to be displayed on the
screen (and in slide shows).

m Uncheck the Printable option if you don’t want the object to appear in the
printed document.

Tip: If you should ever make an object invisible by accident, you can always invo-
ke the menu command File > Properties and check the Show hidden objects op-
tion on the Options tab to make all hidden objects visible again. Then you can sel-
ect the mistakenly hidden object and check its Visible option to make it visible
again.

Changing the order of objects

When two or more objects overlap, you can change the display order of these ob-
jects (which of the objects to display in the foreground, which in the background,
etc.).

This can be accomplished as follows:
1. Select the desired object.

2. Open the Object > Order menu command to choose one of the following
commands:

Bring to front: Brings the object in front of all other objects.
Send to back: Sends the object behind all other objects.
Bring forward one level: Brings the object forward by one level.

Send backward one level: Sends the object back by one level.

Grouping objects

When you group objects, they will behave like a single object, allowing you to
modify the group just as if you were working with one object.
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For example, when you select an object that is part of a group of objects, the whole
group will be selected. When you move this object, the whole group will move.

In order to group objects, follow these steps:

1. Select the objects you want to group.

Hint: To select multiple objects, either click on individual objects while hol-
ding down the Shift key (], or drag a frame around multiple objects.

2. Click the ™1 icon in the object toolbar, or choose the menu command Object >
Group.

Ungrouping grouped objects
To ungroup objects that have previously been grouped, follow these steps:

1. Select the group by clicking on one of the grouped objects.

2. Click the =i icon in the object toolbar again, or choose the menu command
Object > Ungroup.

Adding object actions

You can set objects to perform certain actions when either the mouse is positioned
over them or when they are clicked. This is done by selecting the object and choo-
sing the Object > Actions menu command.

The following dialog appears:
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Mouse Click  Mouse Cwer

(O Slide navigation

() URL
O File
O E-mail

Effects

@ No effect [ Highlight object
(O Stop previous sound
(O Play new sgund: v

There are two tabs on the dialog. The first tab, labeled Mouse Click, sets the beha-
vior for when the left mouse button is clicked while the cursor is on the object. The
second tab, labeled Mouse Over, sets the desired action for when the cursor is mo-

ve

d over the object. Both tabs have exactly the same options.

The Type section allows you to set the action that happens when the object is cli-
cked, as follows:

The None option means that nothing occurs (although the options in the Effects
section at the bottom of the dialog can still be used).

The Slide navigation option allows you to make the presentation jump to
another slide in the current presentation. When you select this option, a list of
all the slides in the presentation appears to the right of the option.

The Custom show option provides the ability to start a custom show. When
you select this option, the list of available custom shows is displayed. See the
“Custom shows” section (beginning on page 239) to learn how to set up a
custom show.

The URL option allows you to set a URL to load (if referencing a Web site, the
default Web browser is launched outside Presentations). If you want to jump to
a specific bookmark on that page, enter its name in the Bookmark box below.

The File option allows you to open another Presentations file or to launch
another application. You can also enter the path and name of a document; in
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that case, the application associated with it will start and open the specified
document.

m The E-mail option allows you to send an e-mail using your default mail client
outside of Presentations.

m The Object action option allows you to perform special actions for certain ty-
pes of objects (for example, starting the playback of a media object).

The Effects section can be used to set up effects, including adding sounds or high-
lighting the object, as follows:

m The default setting is No effect, which means that there will not be any sound
effect when you click the object during the presentation.

m If the Stop previous sound option is checked, then whenever the object is cli-
cked, any audio file currently playing will be stopped.

m The Play new sound option allows you to invoke a sound file to play whenever
you click the object during the presentation. If this option is selected, the File
button will bring up a window so you can browse to locate the sound file you
want to use.

m If the Highlight object option is checked, the object will be highlighted in a
different color when you click it during the presentation.

Note: Where references to “click the mouse” are used above, the same functions
occur for “moving the mouse over the object”. You can choose which of these
actions you want to use, based on which tab you define the effects on (the Mouse
Click tab or the Mouse Over tab).

Changing the properties of objects

An object’s properties include its size, fill style, line style, etc. The Object > Pro-
perties menu command provides one place to access all properties for editing or
viewing.

To modify the properties of an object, first select the object with a mouse click
(placeholders, text frames, and table frames can be selected by clicking on the ob-
ject’s border only). Then invoke the Object > Properties menu command to bring
up the associated dialog.
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Hint: For most types of objects, double-clicking on the object (or its border)
provides a quick alternative way to invoke this command.

The dialog contains several tabs. You can switch among them by clicking on the
index tabs.

On the next pages, you will find detailed information on each tab and the options it
contains.

Object properties, Format tab

Use the Format tab to modify the size and position of objects, rotate objects, or
flip objects.

Options available:
m Size and Scaling group boxes

Used to alter the size of the object. Either enter the Width and Height of the
object, or use the Horz. scaling and Vert. scaling boxes to enter the scaling
factor as percentages.

If the Keep aspect ratio option is checked, modifying the object’s height ad-
justs its width automatically, keeping the object proportional (and vice versa
when modifying the object’s width).

For OLE objects, an additional option named Keep scaling is available. When
enabled, any changes made to the object’s size inside its source application are
automatically adopted by the object in your Presentations document. When it is
disabled, the object in Presentations won’t change its size. (Note: Not all OLE
servers support this feature.)

m Position group box

Used to place the object in a particular position. Simply enter the horizontal and
vertical starting positions of the object.

m Rotation group box

Used for rotating the object by entering an angle in degrees. (Not available for
tables, OLE objects, and media objects.)
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m Flip group box

Used to flip the object. You need to check either Vertical if you want the object
to flip vertically or Horizontal if you want the object to flip horizontally. (Not
available for tables, OLE objects, and media objects.)

Object properties, Filling tab

Note: This tab is available only for certain types of objects. When applied to pic-
tures, the filling will be visible only in pictures that contain transparent areas.

Use the Filling tab to modify the filling of objects as follows:

First, select the desired type of filling in the Fill type list. Based on the fill type
selected, a series of options will be displayed. You can then change those settings
for the chosen fill type, as desired.

The following fill types and settings are available:
m No filling

If you select the first fill type in the list, the object is not filled and thus remains
transparent.

m Color

Fills the object using a uniform color shade. To change the color, select it in the
Colors list.

If desired, you can also change the Transparency of the fill. You can enter any
value between 0% (no transparency) and 100% (full transparency). For examp-
le, if you set the Transparency value to 25, the filling will have 25% transpa-
rency.

m Pattern

Fills the object using a pattern. To specify the pattern, select the type of pattern
from the Patterns list. Then, select the desired colors for foreground and back-
ground.

If desired, you can also change the Transparency of the fill. Values between
0% (no transparency) and 100% (full transparency) are permitted.

m Picture

Fills the object using a picture file. To select the picture file to be used, click the
Open button to bring up a file selection dialog. Tip: The most recently used
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picture files are presented in the Images list and can be selected with a single
mouse click.

Additional options:

Rotate with object: If you activate this option, the image will be rotated as
well whenever you rotate the object to be filled.

Mirror: Allows you to mirror the picture horizontally or vertically.

Transparency: If desired, you can also change the transparency of the fill. Va-
lues between 0% (no transparency) and 100% (full transparency) are permitted.

Tile as texture: If this option is enabled, multiple copies of the picture are ar-
ranged like tiles to fill the object.

The options in the Tile options section then allow you to change the size and
position of the tiles: X scale and Y scale change the size (in percent), while X
offset and Y offset change the position. The Alignment option can be used to
determine to which edge of the object the tiles should be aligned.

If the Tile as texture option is not enabled, only Offsets (relative to the edges
of the object) can be set for the image.

Save: You can use this button to export the currently selected picture, that is, to
save a copy of it on your hard disk.

m Linear gradient, Square gradient, etc.

The lowermost five fill types in the list allow you to fill the object using a gra-
dient. First, open the Fill type list and select the desired type of gradient. Then,
select one of the subtypes in the Variants list.

In the Options section, the following additional settings can be made:

X offset and Y offset can be used to move the center of the gradient. Angle
rotates the gradient.

Hint: You can also modify these settings by moving or rotating the cross-hair
displayed in the Sample field using the mouse.

If you check the Double gradient option, for example, a black-white gradient
will become a black-white-black gradient.

In the Colors section, the colors can be adjusted as follows:

If you want to change the gradient colors, click one of the triangles below the
bar representing the gradient. Then, select a color from the Color list.
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Use the triangle on the left to change the start color and the triangle on the right
to change the end color.

If desired, you can also change the Transparency of the selected color. Values
between 0% (no transparency) and 100% (full transparency) are permitted.

Additional colors can be added to the gradient by double-clicking on the desi-
red position in the bar and selecting a color. To remove a color, double-click the
triangle representing that color.

Object properties, Lines tab
Note: This tab is available only for certain types of objects.
Use the Lines tab to modify the lines that encompass the object or its border lines.

When applied to drawings, these settings affect the lines used to paint the object
itself. When applied to other types of objects, the border lines surrounding the ob-
ject are affected.

Options available:
m Line variants
Offers some pre-defined line styles to choose from.

The entries in the list are merely samples. If required, you can specify the
appearance of the lines more precisely with the options listed below.

m Color
Lets you change the color of the lines.
m Dashed
Lets you determine if solid or dashed lines will be used.
m Thickness
Lets you change the width of the lines (in points).
m Transparency

If desired, you can also change the Transparency of the lines. You can enter
any value between 0% (no transparency) and 100% (full transparency). For
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example, if you set the Transparency value to 25, the lines will have 25%
transparency.

m Beginand End
Available only for lines