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Slide master

Microsoft PowerPoint 2007

Before starting a slide show it can help save time if you edit the slide master. The slide master is a design template
that controls how all of your slides appear. The format of your new slide will automatically be inserted, for example,
the font size, colour, style, background, bullet points and slide number. You don’t need to change the format for

every new slide.

When you change the format of the slide master, it will show up on every slide. Using a slide master is a quick and
efficient way to set up your presentation slides. You may also edit the slide master after you have finished your
presentation to quickly change some of the formatting i.e. font and bullet styles

There are 4 different Masters.
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o Click to edit Master text styles
» Second level
= Third level
= Fourthlevel
Fifth level

Slide Master | “Network | < English (New Zealand) |

Handout Master

Click to edit Master
title style
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Note:

If you first choose a slide design then you can change the Slide Master for that

design.
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Viewing the slide master
1. View > Slide Master

Insert Demgn Animations Slide Show Review
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Page Show *. ., Master ‘Master Master Message Bar Window
Presentation Wews ] Show/Hide Zoom

2. Click on the slide at the top of the left hand pane, a slide master appears. You can now customise your slide
format here.
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Click to edit Master title style

o Click to edit Master text styles
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Changing the font
1. Click the placeholder or highlight the text, e.g., title area

e.g., Click on the
borderline to select
the ttl —.;{\\&Cllck to edit Master title style
placeholder, the e ,=
mouse pointer will
change when you

are over thburioht ‘e Click to edit Master text styles

area.

2. Apply formatting (Click on the Home tab). e.g., font style, font size, and font colour
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Changing slide master background

1. RIGHT CLICK on the white area outside of the placeholder > Format Background...,
Or Slide Master > Background styles > Format Background...

Note: If you want to change the background on only one slide, select the slide you
wish to change (in normal view), Right click > Format Background...
tab > Background Styles >Format Background...,
apply and click close (don’t click apply to all)

or Design
select the colour you wish to
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2. Choose the background colour
Format Background Eﬁ
A | Fin
Picture () Solid fill
) Gradient fil
O Picture or texture fil
color: [ &1 ~ ] Click the drop down list to
Transpa| | Automatic B select what colour you
Theme Colors I wish to use
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T — More Colours gives you a
larger selection of colours
(Another colour pallet
. | YT window will pop up)

3. Click Apply to All
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Inserting a picture for the slide master background

You may wish to insert a picture but do it after you finish formatting your text in the placeholder as the picture will
sit on the top of the placeholders. Note the picture will automatically go behind your text once you close Master
View.

1. Slide Master > Background Styles >Format Background... for a picture you have saved on your computer
or network drive
Or Right click> Format Background

2. Choose Picture or texture fill

b .
Format Bickground File... Allows you to browse
e Yrn for a picture saved on your
Ficture Solid fill com puter

Gradient fil /

Clipboard Pastes a picture
directly from the clipboard

Texture: i
Insert from:

[ Fl.. | [ cipboard | [ cipat.. |
Tile picture as texture ~

Tiing options \ Clip Art... Allows you to
OffsetX: |Opt %] scalex: |100% (%)

search for a picture by name

OffsetY: |Opt %] scaley: |100% (%) or subject

Alignment: | Top left [ w l

Mirror type: | Mone [ w l

Transparency: J 0% {3}

[ Close ] [ Apply to Al ]

3. Click on File

4. Browse and select the picture you wish to use, Click on Insert

Insert Picture
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Desktop * ] Lo -
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Computer g : g
o My Nebwark
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File name: ‘ [v]
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5. Click on Apply to all, Then click on Close

Format Background W

ST

Picture | | () solid fil

) Gradient fill

® Picture or texture fi

Texture:

Insert from:

[ Fie.. | [ cipboard | [ cipast..
[ Tile picture as texture

Stretch options

Offsets:

Left: 0% (& Right: |0% &)
Top: 0% (& Botom: 0% |3

Transparency: J— 0% {ﬂ

6. Done!
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Tip: Picture washout

This is not an essential step but it may look better when you use a picture as the background. The
original picture may stand out too much when you are in the normal slide mode. Its colour is too bright
and would make your text hard to read.

Perform the following steps after inserting the picture. (This is still in the slide master view mode.)

1. On the Slide Master tab go to > Background styles > Format Background or Right click on
picture > Format Background

2. Choose the Picture button then click the Recolour option, Select the desired effect from the drop
down box

Format Background \

Fil Picture
[ | o
Picture'| | pecolor: ','

No Recolor

Contrast: _‘
Resetpic  Color Modes

ol =d ~4

Dark Variations

—

Brightness

SR R

Light Variations

»
i

| -4

[ Close ] [ Apply to All

3. Click Close to return to the master slide. (You can click Preview to view before you click on the OK button.)
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Applying slide designs
(In slide master view)

MS PowerPoint provides you with a quick and easy way of setting the background, font style, font colour and font
size etc.

1. Slide Master Tab > Themes, Select the design you wish to use
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More Themes on Microsoft Office Online...
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(In normal view)

1. Design Tab > Themes, Select the design you wish to use

Da) H9-0 )+
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Home Insert | Design | Animations Slide Show Review View
IEI : i B colors -
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Page Slide ] EEEEEE EEEEEE e L e —
Setup Orientation = - Effects ~
Page Setup Themes

Note: You can right click in the Themes pane (Normal View) and select Apply to All Slides
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