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Printing 
handouts: 

1. Choose File> Print. 
2. Select the number of slides 

per page. 
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3. Click, Print. 

1. Choose Insert> Table. 
2. Select the number of rows 

and columns. 
3. Click OK. 

1. Choose Insert> Page 
Number. 

2. Click the Notes&Handouts 
tab. 

3. Select the elements to add. 
4. Click Apply lor the current 

slide only, or Apply to All for 
all pages. - ­Inserting a 

table 

Adding page 
numbers, 
dates, and 
other fields to 
handouts: 
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1. Choose Slide Show> Slide 
Show or press F5. 

2. Use the mouse, the Space 
bar, or use the arrow keys to 
show the presentation. 

3. To quit, press Esc. 

3. Or use the Table toolbar. 

1. Click the Table item in the 
right-hand pane. 
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2. Select the type of layout in 
the prefab area. 
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Formatting a 
table 

Running a 
presentation 
manually: 

1. Choose File> Export as 
PDF. 

2. Enter settings; click Export. 
3. Name file and click Save. 
4. Open the presentation using 

Adobe Reader. 

Exporting a 
presentation to 
PDF: 

Changing font, 1. 
font size and 2. 
color: 
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3. Use the Font Color icon at 

the top of the work area. 

Applying 
different 
lormats lor 
bullets and 
numbering: 

Indenting and 
promoting 
bullets: 

Changing 
spacing above 
and below 
lines: 

Applying 
animation to 
objects: 
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Select the text. 
Use the lists of fonts, font 
sizes, and the formatting 
icons at the top of the work 
area. 

1.	 Select the text. 
2.	 Choose Format> Bullets 

and Numbering. 
3.	 Click the Numbering Type, 

Bullets, or Graphics tab. 
then select a numbering or 
bullet type. 

4.	 Optional: Select the 
Position or Customize tab 
to set indent and advanced 
options for each level. 

5.	 Click OK. 

1.	 Select the lines to indent or 
promote. 

2.	 Click the Indent I _. .......J" 

or Promote icon. ? '--./ 

1.	 Select the lines to format. 
2.	 Choose Format> 

Paragraph, and select the 
Indents&Spaclng tab. 

3.	 Make spacing changes and 
click OK. 

Click the Slide Transition 
label at the right side of the 
work area. 
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2.	 Select a transition and 
speed. 

3.	 Click Apply to All to apply to 
the whole presentation. 

1.	 Select the object in the slide. 
2.	 Click the Custom Animation 

label at the right side of the 
work area. 
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3.	 Click Add, then select a 
category. 

4.	 Select an effect and a speed. 
Click OK. 

T~ansitions 

Applying 
animation to 
bullet points: 

Adding a 
picture from a 
file on your 
computer: 

and Animation (continued) 
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6.	 Click the Text Animation 
tab. 

7.	 Deselect Animate Attached 
Shape. 

8.	 From the Group By list, 
select 1st Level 
Paragraphs, or by a lower 
level if available. 

Create the object in Writer or 
Calc, then copy and paste the 
chart into a slide in Impress. Use 
the Title Only slide layout. 

1.	 Apply the Title Only slide 
layout if you don't want any 
bullet points on the slide. 

2.	 Choose Insert> Picture> 
From File. Locate the picture 
you want and click Open. 

Using the 
Gallery of clip 
art: 

1. 

2. 
3. 

Choose Tools> 
Gallery or click the 
Gallery icon. 
Select a theme (category). 
Drag a graphic into your 
presentation. 

Using drawing 
tools: 

1. 

2. 

3. 

Use the Drawing toolbar. If 
you don't see it, choose View 
> Toolbars > Drawing. 
Click and hold down on the 
icon for the shape you want 
to draw. If a palette appears, 
select a specific tool from it. 
Move your mouse to the 
slide. Click and hold down, 
then drag the mouse and 
release it when you're done, 
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