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Complete Guide

of using budogol design’s slides

Welcome to Budogol complete guide of using presentation template. Whether you're new
user or not, this guide will show all you need to know in customize and edit the template as
you want it to be.

Getting Started

> PowerPoint basic
> |nstall .xml color schemes

> Download/install Fonts

Using The Slides

> Add/change image in image placeholder
> Replace default icons
> Use available layout

> Change color schemes/fonts

Export Slides

> Export as video, .pdf, or images

> Embed fonts in powerpoint (windows user only)




Getting Started

PowerPoint Basic

Show Guide and Gridline

1. Click view tab
2. Show Guideline and/or gridline by ticking the box

Transitions Animations Slide Show Review Help Q Tell me what you want to do
Ruler q . Color rﬂ E Arrange All
. [ Gridlines — .Y == Grayscale = % Cascade
Slide Handout Motes : Notes Zoom Fitto . New :
Master Master Master || [ Guides Window | Blackand White | \yin oy [ Move Split
Master Views Show Tul Zoom Color/Grayscale Window

Zoom in or out

1. Hold CTRL while scrolling your mouse

2. Or drag the zoom tool in right - down corner
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Duplicate

1. Click the object/picture/element, then press CTRL+D

Add image in placeholder

1. Click the placeholder
2. Choose picture

Resize/Crop picture

1. Click the image/shape
2. Click Format tab
3. Crop or adjust your image



Getting Started

Install .xml color Schemes

Windows 7

1. Open .xml color schemes in (template folder/theme
files/XML theme colors
2. Copy all .xml files to C:\ Program Files or Program Files

(x86) \ Microsoft Office \ Document Themes 15 \ Theme Colors

Windows 8 -10

1. Open .xml color schemes in (template folder/theme
files/XML theme colors

2. Or drag the zoom tool in right - down corner
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Duplicate

1. Click the object/picture/element, then press CTRL+D

Add image in placeholder

1. Click the placeholder
2. Choose picture

Resize/Crop picture

1. Click the image/shape
2. Click Format tab
3. Crop or adjust your image



Using The Slides

Add/Replace Image in Placeholder

Add Image #1

1. Click image icon in the placeholder
2. Choose picture
3. Click insert

Add Image #2

1. Drag the picture from your folder into
the image placeholder

Replace Image

1. Delete the previous picture, add new image
2. Orright - click the previous image, choose change
picture

Add Image (Under Shade Layer)

1. Click image icon in the placeholder
2. Choose picture, insert
3. Right click the image, choose ‘send to back’

Fix Your Distorted Image with Crop Tool

1. Click the image
2. Click Format tab
3. Choose Crop, then adjust your image



Using The Slides

Change default icons

Change Icons

1.

G e e

Open icon pack files in template folder/theme
files/icon pack.ppt or .key

Select and Copy the icon you want

Go to your presentation template

Click icon you want to replace and delete it
Paste and adjust the icons to the place

Change Icons Colors

1.
2.
3.

Click the icon>click format tab
Choose ‘shape fill’
Choose the color you want

Change Icons Colors to Gradient




Using The Slides

Use Available Layout

1. Click Insert tab
2. Choose New slide
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Reset slide layout settings to default

1. Right-click the slide
2. Choose reset slide
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Using The Slides

Apply Premade Color Schemes

Apply premade colors

1. Click design tab
2. Click variants dropdown

Review View Help Q Tell me what you want te do
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Wariants

3. Choose colors

Review View Help Q Tell me what you want to do

.
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4. Apply the color under the template name (or any color

schemes you want!)




Using The Slides

Apply Premade Typeface

Apply other typeface

1. Click design tab
2. Click variants dropdown
3. Choose fonts

Transitions Animations Slide Show

— ] Colors
Z ustor -
Custom 1 T
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. il B % Background Styles
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- e Delivery

Office 2007 - 2010

Cambria
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Paragraph spacing

1. Select all text in a textbox
2. Right click
3. Choose paragraph
4. Adjust
TS, TN T ER T R, e SR [ T £ ] 3:
Paragraph ? x
General
Alignment: | Left [
Indentation [‘_L
Before text: |0 = Special |(none) [~ | By = |
Spacing [e memb
I = s . T ? = rmyth Fi
Before: 0pt 5 Line Spacing: Multuple_ ~ | At |13 = e
After: opt =
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Export Slides

Export Video

Export to MP4 video (Office 2016 -2019)

Click file tab, choose export
Choose create a video
Set quality, narration set/not, & time for each slide spent

> wbdhPe

Create video

Export

Create a Video

. Create PDF/XPS Document

%oy Create a Video
2 0 DVD or yploading it to the web

) Package Presentation for CD

k l‘ Create Handouts

L_-ﬂl- Change File Type

Export to MP4 video (Office 2010)

1. Click File tab, choose Save as
2. Change file type to MPEG4 -video, then save it

[ saveAs X
1 = * ThisPC » Local Disk (D) (N Search Local Disk (D:) »
Organize = MNew folder SEE 4 o
B Music A Name Date modified Type i
% OneDrive - SOFTWARE - File folder
=] Pictures contoh File folder
#P Saved Games Crack File folder
2 Searches Film File folder
m Videos font File folder
[ This PC & Google Drive File folder
: hrd File folder
Librari
e Jessica Chan ) File folder
=¥ Network . DR L &
= v £ >
File name: | Surface Business Light v
Save astype:l MPEG-4 Video I B
Authors:  pratamayoga Tags: Add atag

+ Hide Folders Tools - Cancel




Export Slides

Export PDF

Export to PDF (Office 2016 -2019)

1. Click File tab, choose Export
2. Create PDF/XPS documents

Export

Create a PDF/XPS Document

.=d Create PDF/XPS Document
== Preserves layout, formatting, fants, and images

Content can't be easily changed

|Z=  Create a Video available on the web

Package Presentation for CD c
reate

PDF/XPS

[E%  create Handouts

lr/} Change File Type

Export to PDF (Office 2010)

1. Click File tab, choose Save as
2. Change file type to PDF, then save it

[F Save As X
4 o= * ThisPC » Local Disk (D:) » v & Search Local Disk (D:) yel
Organize ~ Mew folder s v 9
~
D Music ~  Name Date modified Type =
% OneDrive - SOFTWARE - File folder
| Pictures contoh File folder
4P Saved Games Crack File folder
0 Searches Film File folder
m Videos font File folder
[ This PC & Google Drive File folder
: hrd File folder
Librari
gy Jessica Chan / File folder
=¥ Network . RS = v
L 4 >
File name: | Surface Business Light v
Sove st -
Authors:  pratamayega Tags: Add atag

Options.. (@) Standard (publishing
online and printing)

-] Open file after publishing T
(publishing online)

A Hide Folders Tools = Cancel




Export Slides

Export Images

Export to Images (Office 2016 -2019)

1. Click File tab, choose Export
2. Choose change file type, choose JPEG or PNG

Export

1 Create PDF/XPS Document
) Presentation :
5 create avideo ]| s the Pomerboit Presertation format. B
g o
Package Presentation for CD
B

i Create Handouts

Image File Types
[ changeFie Type [ PG Potabis Natworl

Sraphics jm JPEG Fike Ingerchange Format
wchvsd M e

T T T

L_|_ Save a5 Another File Type
r 4

Sove As

Export to Images (Office 2010)

1. Click File tab, choose Save as

2. Change file type to PNG/JPEG, then save it

« v A <« youtube content > SlidePack » v ®  SearchSlidePack ¥
Organize v New folder = - (7]
— 3D Objects = iz
B Desktop W*
| Documents iL S
* Downloads T
J’ Music 01. coins 01. Food 1. Real Estate 1. Travel
=] Pictures Template Interior ) Template
B videos - -
i, Local Disk (C:) =] " i R
e eou i\
— Local Disk (D) 5 &
v v
File name: | Cenvidance [Widescreen] w
Save as type: |JPEG File Interchange Format ~
Authors:  Galang Tags: Add atag
D: » The Greenestate - Real Estate Powerpoint Template » Theme Files

4. AddReplace Image in Placeholder
D: » marketing 2019 » youtube content » rrgraph complete guide » 4. AddReplace Image in Placeholder




Export Slides

Embed Fonts ( Windows User Only)

1. Click File tab, choose Options

2. Click Save options

3. Then tick embed fonts in the file, and click embed all
characters option.

4. Click OK

_ B I
sction = Save Save presentations i &
-~ Language Save files in this format: PowerPoint Presentation -
Ease of Access Save AutoRecover information every | 10 2| minutes
Advanced Keep the last AutoRecovered version if | close without saving [ Page
= ot A AutoRecover file location: [CA\Users\iphone\ AppDatat\Raaming\Microsoft\ PowerPaint,
ustomize Ribbon

[ Don't show the Backstage when opening or saving files with keyboard shortcuts
Buck fccess Taolbar Show additional places for saving, even if sign-in may be required.
Add-ins [ Saveto Computer by default
Trust Center Default local file location: C:\Users\iphone\Documentsy

Default personal templates location:

Offline editing options for document management server files

Saving checked out files to server drafts is no longer supparted. Checked out files are now saved to the Office
Document Cache. b .
Learn more .

Server drafts location: |C\Users\iphone\Documents\SharePoint Drafts\,

Preserve fidelity when sharing this presentation: @ Help Guide yg sudah dilink -

I Embed fonts in the file G

EImbe DNy (e enaracters used in the presentation (best for reducing file size)

iEmbed all characters (best for editing by other people); -
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Thankyou For Using
Our Template




	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 10
	Page 11
	Page 12
	Page 13
	Page 14

