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Welcome!

Welcome to Presentations! You have acquired a presentation graphics program that combines user-friendliness
with a practical scope of features and high compatibility with common programs!

You can use Presentations to quickly create impressive and informative presentations. From two-slide
presentations to dynamic multimedia slide shows, Presentations provides easy-to-use tools that enable you to
produce professional presentations.

Presentations is also highly compatible with Microsoft PowerPoint. You can easily reuse existing PowerPoint
presentations and can always open, edit and save presentations which you receive in PowerPoint format from
colleagues, customers or friends.

Note: This manual was written in order to describe how to use the program via the new ribbon user
interface. A description of its use via classic menus with toolbars can only be found in older manuals.

Tip: A table in the appendix shows you which ribbon command corresponds to which menu command:
Ribbon commands and corresponding menu commands

Some features have been disabled in SoftMaker FreeOffice (the free version of SoftMaker Office). These
features are indicated by a red box like this one in the manual.

Some features of Presentations

= Available for Windows, Mac, Linux, Android and iOS

= Well-designed, ergonomic user interface — either with a modern "ribbon" or classic menus with toolbars
= Ability to insert pictures, movies, sounds and drawings directly into a slide

= Animated objects and numerous versions of attractive slide transitions ensure that interesting
presentations can be created.

= Many attractive design templates are included to enable you to quickly find an appealing design for your
slide show and thus save time.

= Wide range of functions for text formatting
= Integrated outline view for structuring your thoughts before and during slide shows

= The practical mini sorter enables you to always maintain an overview of your slides even for extensive
slide shows.

* Document scanning — scanning via WIA is also supported in addition to TWAIN
= Save your slide shows in PowerPoint format or export slides as image files.
= Print handout sheets (a printed version of the slide show) for your audience.

... and much more!



Presentations is being developed continually. If, when working, you discover the need for a feature that is not
yet available or if you have any other suggestions, please contact us as we want Presentations to meet the needs
of users!

Additional features in SoftMaker Office Professional and NX Universal

The even more powerful SoftMaker Office Professional and SoftMaker Office NX Universal include an
advanced version of Presentations which offers the following additional features:

= Compress pictures compresses inserted pictures to reduce the size of the file

* QR code/Barcode — generate your own QR codes or linear barcodes

Android version and i0S version: Unlock locked commands

Presentations is also available for Android and iOS devices and contains virtually all features of the Windows
version.

Some commands are locked in the Android/iOS version (recognizable by the lock in the command icon), but
they can be unlocked if necessary.

To unlock the commands, click on the command icon. The program opens a dialog box with the following
options: Users of SoftMaker Office NX Home and NX Universal can use their product key to unlock
commands. Users of other versions have the option of unlocking the features via Google Play/Apple App Store
(subject to a fee).

Technical support

If you have any questions, our technical support team will be happy to assist you. You can reach us as follows:

Website

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

For more information, see: www.softmaker.com

Support forums

In our support forums, you can ask our technical support team any technical questions you may have, while also
communicating with other users.

These forums can be found at: forum.softmaker.com

Inquiries to our support team

If you have any problems with our software, we will happily assist you.

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



https://www.softmaker.com/
https://forum.softmaker.com
https://www.softmaker.com/en/support/customer-support

About this manual

Presentations has a wide variety of functions — but don't worry: you don't have to master all of them! While
you're getting started, just use those you need. If you would like to make use of Presentations’ more advanced
functions at a later stage, you can review the appropriate pages in the manual.

This manual is structured as follows:

= The chapter Installation and program startup deals with the installation of Presentations. You also learn
how to start the program.

= The chapter Basics provides information on Presentations' user interface and its basic functions and
concepts. It is ideal for beginners!

= The chapter The Presentations Tour deals with the subject of "Creating a simple presentation" in tutorial
form and shows you how to use Presentations by means of some practical examples.

= The chapter Working with selections and the following chapters are the reference part of this manual.
These chapters are organized by topic and provide a detailed description of all functions of Presentations.

System requirements

In order to run this software, you require the following hardware and software:

Windows version
= Windows 11, 10, 8 or 7 (32-bit or 64-bit)

Mac version

= macOS as of version 10.14 (Mojave)
= Intel or ARM-based CPU

Linux version
= Any x86 Linux (64-bit)

Android version

= Android 9.0 or higher
= ARM-compatible CPU (32-bit or 64-bit)

i0S version
= i0S 14.0 or higher



Installation and program startup

Installation and program startup

This chapter provides information on installing and starting Presentations.
It is divided by operating system into the following sections:

= Installing on Windows

= Installing on macOS

= Installing on Linux

= Installing on Android devices

= Installing on 10S devices

Please read the section for your operating system.

Installing on Windows

Download

If you obtained the software by downloading it from our website, you will find installation instructions in the e-
mail that you automatically received after purchasing the software.

CD-ROM

If you obtained the software on a CD-ROM, please start the installation program provided in the root folder of
the CD. Then follow the installation program's instructions to install the software.

Starting the programs

To start the installed programs, use the Start menu (the button with the Windows logo) in the lower left corner
of the screen. You will find your SoftMaker Office applications in a sub-folder called SoftMaker Office.

Installing on mac0S

You will find information on installing the software in the e-mail that you automatically received after
purchasing it.



Installation and program startup

Is an error message displayed when you start the installation program?

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

“szoftmaker-office-2024.pkg"
can't be opened because it was
not downloaded from the App
Store.

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

www.softmaker.net

This occurs when your system's security settings specify that only programs that have been downloaded from
the App Store may be run.

Clicking on the question mark in the upper right corner of the message reveals how you can still run the
installation program. You then see a help window in which the following procedure is recommended:

1. Close the error message.
2. Hold down the Ctrl key and click on the installation program.
3. A context menu is displayed. Choose the command Open.

4. You then see a message which asks you if you really want to open the program. Confirm this by clicking on
the Open button.

The installation program will now start.

Starting the programs

After the installation is complete, icons for each of the installed programs will be displayed in both the
Launchpad and the Dock at the bottom of the screen. To start one of the programs, simply click on its icon.

Installing on Linux

You will find information on installing the software in the e-mail that you automatically received after
purchasing it.



Installation and program startup

Starting the programs

In most Linux distributions, the installation program 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 scripts are available for starting the programs:
= textmaker24free starts TextMaker.

= planmaker24free starts PlanMaker.

= presentations24free starts Presentations.

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

Installing on Android devices

If you download an application to your Android device via the Google Play Store, you don't need to do
anything, as the application will be automatically installed immediately after downloading it.

Installing on iOS devices

If you download an application to your iOS device via the Apple App Store, you don't need to do anything, as
the application will be automatically installed immediately after downloading it.




Basics

This chapter gives you a brief description of Presentations' application window and its basic functions and
concepts. It is divided into the following sections:

= Application window

Description of the most important elements of the Presentations user interface

= Concepts

Description of Presentations' basic operating concepts, such as working with slides, objects, slide designs,
layouts, color schemes and text.

= File operations

Description of important file operations, such as opening, saving or printing presentations

We recommend that you also read the chapter The Presentations tour. It shows you step by step how to create
and design a simple presentation.




Basics

Application window

The following pages contain an introduction to the individual components of the Presentations user interface,
both for the ribbon interface and for the classic menu interface.

In all other chapters, this manual is designed for the user interface with the ribbon.

If you would like to continue working with the classic menu interface, a table in the appendix shows you
which ribbon command corresponds to which menu command: Ribbon commands and corresponding menu
commands.

Tip: You can switch the user interface between ribbon and classic menus at any time. To do so, choose the
command File | Options in the ribbon (or choose Tools > Options in the classic menu). On the Appearance
tab, click on the User interface button.

Alternatively: Right-click on a free space in the ribbon or toolbar, and choose User interface.

Program window with the "Ribbon" user interface
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Presentations with the "Ribbon" user interface (Windows version)
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Tip: Even when using the ribbon user interface, the classic menu commands are always accessible in the

ribbon view. To access them, use the "hamburger menu" (the icon = to the left of the Quick access toolbar,
highlighted in red). There, you will find all familiar menu commands from the classic menu user interface.

Program window with the "classic menus" user interface
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Presentations with the "classic menus" user interface (Windows version)

Note: Most of the illustrations in this manual were produced with the Windows version of Presentations. On
other operating systems, some of the controls look slightly different, but their functionality is the same.

Title bar

In the top line of the program, you will find the title bar.

. Untitled 1 - Presentations

This displays the program name and the name of the document that you are currently editing.

If the document contains changes that have not yet been saved, an asterisk is displayed after its name.
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User interface: Ribbon

If, in the settings, you have selected that you would prefer to use the Ribbon interface instead of Classic menus,
the upper area of the program window will look like this on your device:
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The "Ribbon" and the Quick access toolbar (below)

Ribbon

Ribbons are a modern type of user interface that combines menus and toolbars to simplify the use of the
software.

As you can see, the ribbon has several tabs whose tab headers are displayed at the top: File, Home, Insert, ctc.
Each of these "ribbon tabs" contains logically combined groups (for example, on the ribbon tab Home: Edit,
Slide, Character, etc.) with related commands for a certain task area.

To switch to another ribbon tab, click on its tab header.

Tip: You can also switch between the ribbon tabs with a shortcut key: Use Ctrl+F12 to switch to the next
tab and Ctrl+Shift+F12 to switch to the previous tab. You can also scroll with the middle mouse wheel
while pointing to the top bar with the tabs.

Each icon represents a specific command. If you click on it, the corresponding command is chosen. In the group
Character on the ribbon tab Home, for example, you will find commands for formatting texts, such as font,
bold, italics, etc., which you can both read and change.

If you select a section of text beforehand, formatting changes will affect only the selected text. Otherwise, the
text that you subsequently type will be affected.

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

Other icons are switches that you can enable or disable by clicking on them — for example, the B for bold.

There are also split buttons, where you can either click on the icon to directly apply the displayed command or
use the corresponding small arrow to the right of the icon to open its menu. This is the case, for example, when
choosing the font color.

Tip: If you hover the mouse cursor over an icon (without clicking), the program will display a text box called
a "tooltip", which describes the icon's function. This requires Show tooltips to have been enabled in the
settings.



The group arrows 4 in the bottom right corner of each command group indicate that there are other options and
commands available for that group. Simply click on this arrow to open the dialog box belonging to the group,
where you can make further settings.

The Quick access toolbar

The Quick access toolbar is displayed below the ribbon. It provides a choice of frequently used commands.
d L=~ P2-Q-®

= Touch mode

If you enable this button, all icons in the ribbon will be slightly enlarged. This is useful when operating the
software with your finger (for example, on a tablet).

= Create a new document

This button opens a new document. For more information, see Starting a new presentation.

= Open an existing document

This button opens an existing document. For more information, see Opening a presentation.

= Save the current document

This button saves the document that is open in the current window. For more information, see Saving a
presentation.

= Undo

This button undoes the last change made to the current document. You can also choose this command
several times in succession to undo the last x changes. For more information, see When something goes

wrong.
= Redo

This button restores the last undone change(s). For more information, see When something goes wrong.

To the right of the Quick access toolbar, there is a double arrow # . You can use its menu to add/remove
common buttons directly from the Quick access toolbar. You can also change the position of the Quick access
toolbar here and add additional icons via the command Customize (for Quick access toolbar and ribbon, see
below).

To the left of the Quick access toolbar, you will find the "hamburger-menu" = . Even if you have selected
the "ribbon" as the user interface, the "hamburger menu" is still available in the Quick access toolbar in case
you would like to access the menu commands of the classic menu.

Creating your own ribbon and Quick access toolbar

You can change the ribbon and the Quick access toolbar at will and add additional icons. To do so, either
choose File | Customize in the ribbon or right-click on a free space in the ribbon. In the menu that is then
displayed, you will find the entries Customize ribbon or Customize Quick access toolbar to open a
corresponding dialog box.



You can also hide the ribbon display completely (Minimize ribbon) or change the position of the Quick access
toolbar.

For more information, see Customizing the ribbon.

User interface: Classic menus

If, in the settings, you have selected that you would prefer to use Classic menus instead of the Ribbon interface,
the upper area of the program window will look like this on your device:

File Edit WYiew Format Insert Slide Object Show Tools Window Help
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Classic menus with toolbars

0 v]®

Menu bar
The Menu bar is found directly under the title bar.

File Edit Yiew Format |nsert Slide Ohbject 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 choose a command.

Standard toolbar

The Standard toolbar is displayed below the menu bar. It contains icons for Presentations’ most frequently used
commands.

D-E-H@- & G~ |9~ - |@ L O |E- dav s~ |Ev 5&v >

Toolbars such as the Standard toolbar enable quick access to the functions of a program. Each icon represents a
specific command. If you click on it, the corresponding command is chosen.

Tip: If you hover the mouse cursor over an icon (without clicking), the program will display a tooltip that
describes the icon's function. This requires Show tooltips to have been enabled in the settings.

Formatting toolbar

The Formatting toolbar can be found below the toolbar. You can use it to both read and change the most
common text formatting (font, bold, italics, etc.).
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If you select a section of text beforehand, formatting changes will affect only the selected text. Otherwise, the
text that you subsequently type will be affected.

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

Other icons in the Formatting toolbar are switches that you can enable and disable by clicking on them — for
example, the B for bold.

There are also split buttons, where you can either click on the icon to immediately apply the displayed
command or use the corresponding small arrow to the right of the icon to open its menu. This is the case, for
example, when choosing the font color.

Object toolbar

The Object toolbar can be found below the Formatting toolbar.
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This toolbar contains icons for inserting different types of objects into your presentation.

You can read more about objects and how to use them in Working with objects.

Additional toolbars

There are additional toolbars in Presentations that you can enable and disable as you choose. To do so, either
choose the menu command View > Toolbars or right-click on one of the displayed toolbars. You then see a
menu in which you can select toolbars that you would like to have displayed.

Customizing toolbars

You can customize the default toolbars to your liking and even create your own toolbars. For more information,
see Customizing toolbars.

User interface on Android/i0S

In addition to the ribbon and classic menus user interfaces, the Android/iOS version provides another option:
the foolbars user interface.

The toolbars interface is designed in a manner that makes it easier to use Presentations on smartphones and
tablets. It constitutes a mixed form of the functionalities of ribbon and classic menus. On smartphones,
Presentations is started by default with this toolbars interface the first time you open it, while it is opened by
default with the ribbon interface on tablets.

To switch the interface, choose the command File | Options " in the ribbon interface or choose Tools >
Options in the classic menu interface. In the following dialog box, the Appearance tab contains the dropdown
list User interface. Here, you can choose between toolbars, ribbon or classic menus with different colors.
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Tip 1: In the foolbars interface, you reach this dialog box by opening the "hamburger menu" = to the left of
the toolbar and choosing the command Tools > Options.

Tip 2: The hamburger menu also contains all other menu commands of the classic menu interface.

Using the "toolbars" user interface

The toolbars user interface contains a bar with icons at the bottom of the program window, and each icon
represents a group of commands. If you click on a group icon, another bar opens with the corresponding group
commands.

Behind the File group icon =, for example, you will find the commands Open document, Save document,
Print document, etc. To hide the displayed bar with the commands, simply click on the group icon again.

By default, the toolbar contains the following groups:

Group Commands (among others)
E File Open document, Save document, Print document, etc.
21 Edit Undo, Format painter, Copy & Paste, Search, etc.
Character Font, Font size, Font color, Text styles (bold, italics, etc.)
|El| Paragraph Paragraph alignment, Bulleted lists, etc.
'S Insert Objects (picture, table, text frame, AutoShape, etc.), Hyperlinks
iisi - Edit objects Border lines, Color, Align objects
@ Slide Add, Slide layout, Slide design, Page setup, etc.
Animations Insert and edit transitions/animations
ﬁ View Start slide show, Slide navigation, Ruler, Sidebar, etc.
"Keyboard" button

In Options *+, the System tab contains an option Show/hide keyboard automatically. Once this setting is
enabled, it automatically opens the on-screen keyboard when you type something into the document.

If you disable the option, this behavior is suppressed and a freely movable Keyboard button “ is displayed
instead on the document. If you click on the button, the keyboard is shown. By clicking on the button again, you
hide the keyboard.

Note: This setting is possible in any user interface for smartphones and tablets. For fablets, the Keyboard button
is only freely movable on the document in the toolbars interface if you disable the above option. In the ribbon
and classic menus interfaces, the Keyboard button is displayed instead in a fixed manner in the upper left area
of the command bar.



Changing input mode

Presentations supports the use of certain input modes of Android/iOS devices.

= Android

The command Input method enables you to switch to a different keyboard mode on an Android device.
Presentations accesses the on-screen keyboard settings of your Android device for this purpose.

In the classic menus interface, you change the mode with the menu command View > Input method. In the
ribbon or toolbars user interfaces, you can choose this command via the hamburger menu =

= iOS
If Scribble mode is enabled in Presentations, you can write directly in a document on an iOS tablet using the

Apple Pencil. Your handwritten entries will then be converted directly into text. For other edits — for
example, those of objects — you have to disable the mode again.

In the classic menus interface, you enable or disable the mode with the menu command View > Scribble. In
the ribbon or toolbars user interfaces, you can choose this command via the hamburger menu =

Note: The command View > Scribble is only available for iOS tablets, but not for smartphones. Please also
ensure that you have enabled the option Apple Pencil > Scribble in the system settings of your iOS tablet.

Unlocking locked commands

Some commands are locked in the Android/iOS version (recognizable by the lock in the command icon), but
they can be unlocked if necessary.

To unlock the commands, click on the command icon. The program opens a dialog box with the following
options: Users of SoftMaker Office NX Home and NX Universal can use their product key to unlock
commands. Users of other versions have the option of unlocking the features via Google Play/Apple App Store
(subject to a fee).

Customizing command groups

You can customize the default groups as desired by adding/removing commands. Note: However, you cannot
add or delete an entire group in the toolbars user interface.

In the hamburger menu =, choose the command Tools > Customize. This opens the dialog box Customize
user interface, which is structured as follows:

= On the left side, you will find all of the commands that are available in Presentations. On the right side, the
dropdown list Customize contains the groups that are in the toolbar. The list below it displays the
commands that are currently in the selected group.

* You can add new commands to each group (or remove them, change their position or insert separators). This
works in a similar manner to that described for the classic menus with toolbars user interface in the
Customizing toolbar icons section. Difference: Instead of "foolbar icons", you customize "group icons".
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Context menu

Regardless of the user interface in which you work, there is also another way to choose commands: via the
context menu.

This menu contains different commands depending on the current situation. If, for example, you select some
text and then right-click to open the context menu, it offers commands for cutting, copying or formatting that
text.

Text

At Cut Ctrl+X
m Copy Ctrl+C
[T Paste Ctrl+V

Character...
m Paragraph...

@ Tabs...

[ —

.= Bullets and numbering...

Depending on what you have previously selected (text, objects, tables, etc.), you will be offered a variable —
contextual — selection of commands when opening the context menu. This makes it much easier for you to
quickly navigate to situational commands without a long search.

Android/i0S: In these versions, you can also open the context menu with your finger: Just tap on the screen and
hold your finger there for about a second.

Document tabs

FreeOffice: The function for working with document tabs is not included in SoftMaker FreeOffice.
However, you can open several documents in different program windows.

Android/iOS: This function is not available for smartphones. For tablets, actions are possible with the tabs
within the same program window.

A bar with tabs can be seen above the document. It displays one tab for each open document.
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Document tabs

The tabs can be used to perform the following actions:



= To make a document become the active document, /eft-click its tab. This enables you to rapidly switch
between the open documents.

= To close a document, click on its tab with the middle mouse button.

Alternatively, left-click on the X icon displayed on the far right of each tab.

= You can change the order of the tabs by dragging a tab to the desired position on the tab bar while holding

down the left mouse button.

= To release a tab and display it in a separate program window, drag it to a position outside the current

program window while holding down the left mouse button.

Of course, this can also be done in reverse: A program window that has been opened separately can be

dragged into the tab bar of an existing Presentations program window.

By the way, documents can also be started in a new program window when they are opened. For more
information on working with multiple documents, see Working with multiple documents.

Document

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

For a better overview with a minimized ribbon, see Showing and hiding the ribbon

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

The current slide is displayed in the center.

Mini sorter (or mini outliner)

To the left of the slide, there is a pane that contains small previews of all slides in the presentation. This pane is
called the mini sorter. It enables you to quickly move, duplicate, delete or modify slides in other ways.

For more information, see Working with the mini sorter.

Instead of the mini sorter, you can display the mini outliner that reproduces an outline of the entire text on the
slides. To do so, click on the "Outline" tab above the mini sorter. Click on the "Slides" tab to switch back to the
mini sorter.

For more information, see Working with the mini outliner.

Notes area

FreeOffice: The Notes area below the slide is not available in SoftMaker FreeOffice.

The notes area is below the slide. You can make any comments in it.

Alternatively, use the ribbon command View | group Views | Notes to open the Notes view. In this view also,
you can enter notes in a text box below a reduced view of the slide.

For more information, see Adding notes.

Sidebar
The pane to the right of the slide is called the sidebar and is a particularly useful tool.

It can be used to display, for example, a list of all available slide layouts. If you click on one of these layouts,
the current slide immediately adopts the selected layout.

Use the small toolbar at the top of the sidebar to select what you want to display in the sidebar (slide layouts,
color schemes, object animations, etc.)

You can enable or disable the sidebar at any time and also change the position of the sidebar in the program
window. To do so, choose the ribbon command View | group Windows | Sidebar (View > Sidebar in the
classic menu interface), and select whether to show the bar to the left, right or not at all.

Tip: When the sidebar is displayed, you can also click on the narrow vertical button with the small arrow at
the edge of the sidebar to expand or collapse it. You can also adjust the width of the sidebar by using the
mouse to drag the separator between the sidebar and the slide to the left or right.

FreeOffice: In SoftMaker FreeOffice, the sidebar occasionally opens automatically at program startup in
order to display some interesting information on SoftMaker Office.

For more information on the sidebar, see Using the sidebar.
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Status bar

The Status bar is found at the bottom of the program window.
Picturel selected Slide 2 of 3 Slide2 Ins
Note: If you do not see the status bar, you will have to change the settings for it as described in Settings,

Appearance tab (for the ribbon interface) or as described in Showing and hiding toolbars (for the classic
menu interface).

You can read the following information in the status bar:

Example Explanation

Font color, Different information is displayed on the far left. If you hover the mouse cursor over a command icon, the
Picturel, function of this command is displayed here. If you select an object, its name is displayed here. If you move
etc. or resize an object, its current position/size is displayed, etc.

Slide 2 of 3 This shows that slide 2 of a presentation with a total of 3 slides is currently displayed.
Slide2 This shows the name of the current slide.
Ins This shows whether Insert mode (Ins) or Overwrite mode (Ovr) is enabled:
Ins: Insert mode is enabled — newly entered text will be inserted in front of existing text.
Ovr: Overwrite mode is enabled — newly entered text will be written over existing text.

The default setting is Ins. You can use the Ins key on your keyboard to switch between these two modes
(or by clicking on the Ins/Ovr display).

The Ins key can also be disabled. For more information, see Settings, General tab.

Further elements of the status bar

= View mode

To the right of the status bar, there are also some buttons that enable you to rapidly switch between the
available view modes.

Be H & & -

From left to right, these icons represent the following functions:
¢ View slide
¢ View slide sorter
¢ View outline

¢ View notes

+ Start slide show (with the first slide or ™ with the current slide)

= Zoom level



Basics

The status bar also contains a zoom slider that allows you to change the zoom level for the document:

- O +  100% *

To do so, either drag the slider with your mouse or click on the plus or minus icon (see Zoom level).

Tip: Configuring the status bar
If you click on the double arrow # on the far right of the status bar, you will find the following options:

= You can use the option Add/remove buttons to show or hide the individual preset elements of the status
bar.

= The option Customize opens the dialog box Customize user interface, where you can freely configure the
status bar from all commands available in Presentations.

In the dialog box, select the item "Status bar" in the list Customize (top right). You can then add or remove
buttons from the status bar and change their order. For more information, see Customizing icons and groups
in the ribbon.

= Reset this toolbar restores all changes made to the status bar back to their original state.




Concepts

This section introduces the most important components of a presentation graphics program in general and
explains the underlying concepts by illustrating how Presentations is used.

A presentation contains the following basic elements:
= Slides: These are the "pages" of a presentation.

= QObjects: These are slide components, such as pictures, drawings or tables, that you can insert into your
presentations.

= Slide designs: These are predefined design templates that make it easier for you to create attractive
presentations with a consistent look.

= Slide layouts: These are predefined layout schemes with predefined areas for texts and objects. They are
suitable for both new slides and for changing the layout of existing slides.

= Color schemes: These are predefined sets of coordinated colors that let you change the color scheme of
your entire presentation with just a few clicks.

= Text: The last section introduces functions for working with text.

Each of these components is described in detail in the following sections.

Slides

Do you remember those bulky "overhead projectors" from your classroom, lecture hall or from conference
rooms? Transparencies with text and drawings were placed on the projector and projected onto the wall. The
modern-day equivalent of such overhead slides are the slides in Presentations files that you can easily create on
a computer and then view on its screen or show with a projector.

In Presentations, a slide is a page on which you create drawings, place images, enter text, etc. The purpose of
slides is to organize your presentation topics and provide a visual aid to your audience to clarify and reinforce
your message.

With software like Presentations, you no longer have to worry about the cumbersome task of working with
transparencies. You also don't have to search at length for the right slide if someone wants to see something
specific after the presentation.The software manages your presentation and always keeps all slides in the correct
order. 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.

Above all, Presentations minimizes the laborious aspect of creating attractive slides by providing many
automatic design functions, such as predefined slide layouts, color schemes and slide transitions.

The next few pages contain some basic information on working with Presentations. You will learn how to
create and edit slides and how to add and change individual elements. You can then read more detailed
information on these topics in the other chapters of the manual.



Designing slides

When you start Presentations, the program displays an application screen that may look as follows:
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The current slide is displayed in the large area in the middle of the screen. This slide is still empty, although its
predefined layout is already shown on the screen.

Slides can be assigned a different sl/ide layout at any time. The slide layout defines the underlying structure of
the slide, among other things,as it determines the predefined areas in which you can type text or insert an
object.

These defined areas in the slide layout are called placeholders. In the above figure, the placeholders can be seen
as rectangular areas with a dashed border that contain such text as "Click to add title", for example. To edit the
content of one of these placeholders, simply click in it and type in the desired text. Many placeholders also have
icons in the center, which you can use to insert an object into the placeholder instead of text. For more
information on slide layouts, see Slide layouts.

Presentations offers many features which enable you to redesign complete presentations at the touch of a
button. For example, you can use slide designs to give your presentation an appealing and consistent look
across all slides. For more information on slide design, see Slide designs.

You can also add interesting effects to make your presentation more entertaining and visually appealing. For
example, slide transitions ensure that moving from one slide to the next is accompanied by interesting effects.
For more information, see Using slide transitions.




Objects

Each slide you create is a kind of "container" for the objects which you insert in it. A frequently used object
type is the text frame, for example. Pictures and tables are also objects that you can insert into a slide. Overall,
Presentations supports the following types of objects:

= Placeholders (as described in the previous section)

= Text frames

= Tables

= Pictures

= Charts

= OLE objects (only available on Windows)

= Drawings (lines, rectangles, circles, etc.)

= AutoShapes (arrows, stars, smileys, speech bubbles, etc.)

= TextArt objects (lettering with text effects, similar to Microsoft WordArt)
= Media objects (movies and sounds)

When you create a slide, you usually fill existing elements with content. Most slides already contain predefined

placeholders for either entering text or inserting a picture to emphasize your point. Furthermore, you can add
more objects at any time to make a presentation more varied.

Tip: Be careful not to include excessive objects in your slides and thus lose the attention of your audience.

Inserting objects

To insert an object into a presentation, choose one of the commands on the ribbon tab Insert | group Objects
(alternatively: ribbon tab Home | group Objects | New object).

You would thus choose the ribbon command Insert | group Objects | Picture frame T you wanted to insert
a picture, for example.

The selected object is either inserted immediately in the slide or the program opens a dialog box with further
instructions — this picture, for example, contains a prompt to select a corresponding file.

Editing objects

After inserting an object, you can change its position and size at any time. To change its position, click on the
object and drag it to the desired location while holding down the mouse button. To change its size, drag one of
the round handles surrounding the object.

All objects have certain properties that you can change at any time — for example, their fill color, border lines,
etc. To change them, select the object by clicking on it and switch to the contextual ribbon tab Object (or:
ribbon tab Picture). This ribbon tab appears automatically as an additional tab on the far right as soon as you
select an object.

Alternatively: To open the dialog box with advanced settings for Object properties, right-click on the object in the context menu to select
(Picture:) Properties.
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To delete an object, click on it to select it and press the Del key.

For more information on working with objects, see Working with objects.

Slide designs

Thanks to Presentations, you don't have to be a qualified graphic designer in order to create attractive
presentations. Presentations offers you numerous predefined s/ide designs that you can apply with just one
mouse click. A suitable design can be swiftly found for every subject — from a classically elegant to a vividly
colored design.

FreeOffice: SoftMaker FreeOffice includes only some of the predefined slide designs.

If you start a new presentation with the command File | New D, simply select a design from the Design gallery
and all new slides of this presentation will automatically be created with this design. For more information, see
Starting a new presentation).

Of course, you can also apply a different design to your presentation afterwards, and even different designs to
individual slides if desired.

To select a different slide design, choose the command Design A on the ribbon tab Design. For more
information, see Changing the slide design.

Here is an example of the same presentation, but with two different slide designs applied to it:
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Slide design "Blue Sky"
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As you can see, the two slide designs give the presentation a fairly different overall look.

Slide designs determine the following properties of slides:

= The position and size of placeholders on the slide

= The colors and color schemes (color schemes are sets of coordinated colors)
= The fonts and font styles of headings and regular text

= The background (full color, gradient, picture, etc.)

= The transitions between the slides and the object animations

For more information on designs, see Changing the slide design.

Slide layouts

A slide layout is a template that contains certain rectangular areas with a dashed border. These areas are called
placeholders and can be filled with text or an object.

________________________________

A title placeholder

More specifically, placeholders can be filled with titles, subtitles, text or objects. When empty, placeholders
contain an info text that indicates what is to be done, for example, "Click to add title". Clicking anywhere in the
placeholder makes the info text disappear, and you can start entering text directly.

In addition to a title placeholder in which only text can be entered, most slide layouts also contain one or more
placeholders that can be filled either with text or with an object (table, picture, chart, media object or OLE
object).

_______________________________

A generic placeholder

Such generic placeholders contain the info text "Click to add text" at the top and a small bar with icons in the
center. To add text, simply click in the placeholder (but not on one of the icons) and you can start to enter text.
To add one of the aforementioned objects instead of text, click on one of the icons in the center. Depending on
the selected object type, different dialog boxes appear to enable you to select the object to insert.

For more information on placeholders, see Placeholders.

Changing the slide layout

Presentations provides various predefined slide layouts with different numbers, sizes and arrangement of
placeholders, which enables you to find a layout that fulfills your needs for each slide.

To change the layout of a slide, choose the ribbon command Design | group Design | Layout 5] (alternatively:
Home | group Slide | Layout).



The program displays a dialog box that offers all available layouts. Small pictures indicate how the
placeholders are arranged on the slide. Select the desired layout here and click on Apply.

Slide layout X,
’ Apply
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Title slide

The slide layout dialog box

For more information on slide layouts, see Changing the slide layout.

Color schemes

A color scheme is a predefined set of matching colors for different parts of your slides, such as background,
title, text and lines, hyperlinks or fill areas.

These color schemes enable you to quickly and easily change all colors of a presentation without having to do
so individually for each element of the presentation.

Each slide design already includes several predefined color schemes. Simply choose the ribbon command
Design | group Scheme | Color scheme ', sclect a suitable color scheme and apply it. The following
screenshots show two examples of color schemes.
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A presentation with a green color scheme
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The same presentation after applying a different color scheme

For more information on color schemes, see Changing slide color scheme and background.

Text

Slide layouts already described how text can be entered in a placeholder: You simply click into the placeholder
and then start entering text.

Apart from the predefined placeholders, you can also enter additional text by inserting a fext frame:

1. Choose the ribbon command Insert | group Objects | Text frame =)
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Alternatively: Home | group Objects | New object | Text frame

2. The text frame is now inserted.

You can then move or resize the text frame:

Click with the mouse on the border of the text frame in order to move it. While still holding the mouse
button down, drag the text frame to the desired position.

To change the size, drag one of the round handles surrounding the text frame.

After inserting the text frame, you can start typing immediately.

Selecting text

For some commands, you can select a section of text before you execute them. The command is then applied
only to the selected text.

For more information on selecting, see Working with selections.

To select text, proceed as follows:

= Windows, Mac and Linux

Here, you can select text as in a word processing application: While holding down the mouse button, drag
the mouse cursor over the text you want to select — or use the arrow keys while holding down the Shift
key (.

= Android/iOS

In the Android and iOS versions, on the other hand, proceed as follows: Double-click on the word that you
want to use as the starting point of the selection. The word should now be selected. This is indicated by the
large "handles" that appear in front of and behind the word:

Lorem iz dolor

d b

These two handles represent the beginning and end of the selection. To extend the selection to additional
text, simply drag the two handles to the desired positions.

Tip: Choose the ribbon command Home | Select all 1 to select all text in a placeholder.

Formatting text

Text in a placeholder or in a text frame can be formatted as in a word processing application. To do so, choose
the commands on the ribbon tab Home | group Character (for font, font size, bold, etc.) or Home | group
Paragraph (for indents, tabs, alignment, etc.).

Character formatting options that you select will then be applied to the text that you enter afterwards. You can
also change the character formatting of text that you have already entered. To do so, select the text, choose the
desired command from the ribbon tab Home | group Character and make the appropriate adjustments.

Changes to paragraph formatting will be applied immediately to the paragraph in which the text cursor is
positioned — or if you have selected several paragraphs, they will be applied to those selected paragraphs.
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For more information on formatting text, see Working with text.

Moving, deleting and copying text

You can use the commands on the ribbon tab Home | group Edit to copy or cut selected text and paste it again
in another place. For more information, see Moving, deleting and copying.

Tip: Deleting text with key combinations

All users make typos occasionally and want to delete them again. Presentations enables you to do so via several
key combination options:

Deleting characters: To delete a character, use the Backspace key<X. This key deletes the character to the left of
the text cursor. The following text moves back automatically.

You can also delete in the opposite direction with the Del ("Delete") key. It deletes the character to the right
rather than to the left of the text cursor.

Deleting word on the right: If you place the cursor before the first letter of a word and then press Ctrl+Del, the
entire word is deleted. If the text cursor is positioned in the middle of the word, this key combination deletes
only the letters following the cursor to the end of the word.

The key combination Ctrl+Backspace<& works analogously for words to the left of the cursor.
Deleting long sections of text: The aforementioned delete keys are well suited for removing short sections of text,

but are far too laborious for deleting longer sections of text. For this reason, there is another deletion method
whereby you first select the text and then delete it completely, for example, by pressing the Del key.

File operations

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

Starting a new presentation
To enable you to start a new presentation immediately, an empty document with the default slide design is
always created after the program starts.

Otherwise, choose the command File | New L] to start a new presentation. (Click directly on the icon itself.)
Incidentally, this command is also in the Quick access toolbar.

(Note: If you click on the icon's arrow instead, you'll see the slide designs you previously used. See "List of
slide designs used" below.)
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Tip: Use the key combination Ctrl+N to quickly open a new presentation with the current default slide
design, while skipping the dialog box shown below.

After you click on the File | New icon D, the following dialog box appears:

MNew O o
Template: View: Sort by: oK
F[~7) Favorites Small v Mame (ascending)
- - - . -
[] Mew program window
Leather Leaves
- -
Marble Merning
] 4
Mewspaper Mormal

The dialog box of the command File | New

FreeOffice: SoftMaker FreeOffice includes only some of the predefined slide designs.

In the dialog box, select the desired slide design for the new presentation. Otherwise, the default slide design
Normal.prvx is preset.

Once you confirm with OK or double-click on the slide design, the new presentation is created with the
selected design and you can start designing your presentation.

Note: You can subsequently change the slide design at any time using the ribbon command Design Ex on the
ribbon tab Design. For more information, see Changing the slide design.

Using slide designs
The above dialog box contains the following options:
Template: The Templates folder displays all available slide designs in the view window on the right.

The Favorites folder always contains the default slide design as well as all designs "pinned" as templates. They

are permanently displayed at the top in the list of the command File | New ™ for quick access. (For more
information, see the paragraph below "List of slide designs used".)
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Pinned templates are recognizable by the vertical pin icon * . By clicking on the pin icon, you can pin or unpin
a template.

View: The templates can be displayed in the dialog box as small, medium or large preview images in the tile
view. Alternatively, a list view in text form is also possible.

Sort by: You can view the templates sorted by name or by date.

Set as default: You can change the default slide design by clicking on a design and then pressing this button. In
future, a new document will always be opened with this design.

Option "New program window"

The option New program window means the following: If it is enabled, the new document will be displayed in
its own program window. If the option is disabled, the new document will be created with a new tab in the
existing program window.

This setting is also saved and applied each time a document is opened, both when creating new presentations
and opening existing presentations.

(Note: In the Android/iOS version for smartphones and in SoftMaker FreeOffice, a separate program window is
always opened, while in the version for fablets, a new tab is always opened in the same program window.)

List of slide designs used

If you click on the small arrow of the File | New button D, the program opens a list of previously used slide
designs, which you can apply directly:

Default template: The current default slide design is displayed here. If you just want to select the default slide
design, you can also click on it here in the list and skip the dialog box.

Unpinned templates: This is displayed if you have already used designs other than the default slide design.
You can thus use these designs directly from the list for a new presentation without performing a long search.

If you click on the pin icon ™ of a design, the status changes to Pinned templates: These are permanently
displayed at the top of the list (and in the Favorites folder of the dialog box, see above). You can unpin the

design by clicking on the pin icon * again.

If you click on the cross icon @, you remove the entry completely from the list. The command Delete all
unpinned items deletes all entries from the list — except the pinned designs and the default slide design.

The command More will take you again to the dialog box described above.

Opening a presentation

To open an existing presentation, choose the command File | Open = by clicking directly on the icon itself.
Incidentally, this command is also in the Quick access toolbar.

(Note: If you click on the icon's arrow instead, you'll see a list of recently used files. For more information, see
"List of recently opened files" below.)

After you have clicked directly on the Open icon I, the program will display a dialog box which may look as
follows:
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File manager... Open Cancel

The dialog box of the command File | Open

This dialog box may look slightly different depending on the operating system, but its function always remains
the same. Use this dialog box to tell Presentations which presentation to open.

To do so, you could simply type in the name of the file you want to open manually. However, the dropdown list
with the files is more convenient because all files are listed here in the current folder and can be easily selected.

Option "New program window"

The option New program window means the following: If it is enabled, the new document will be displayed in its
own program window. If it is disabled, the document will be opened with a new tab in the existing program
window.

This setting is also saved and applied each time a document is opened, both when creating new presentations
and opening existing presentations.

(Note: In the Android/iOS version for smartphones and in SoftMaker FreeOffice, a separate program window is
always opened, while in the version for fablets, a new tab is always opened in the same program window.)

Previewing a document

When the option Preview is enabled, a little box displaying a preview of the currently selected document is
displayed to the right of the dialog box.

Opening other file formats

In addition to opening its own files, Presentations can also open files created with other presentation software,
such as Microsoft PowerPoint. All you have to do is select the desired format from the list of file types.
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For more information, see Working with other file formats.

Using Quick paths

You can use the Quick path button to create and choose quick paths in order to quickly switch to a specified
folder when opening or saving files.

For more information, see Quick paths.

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

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

For more information, see File manager.

List of recently opened files

If you click on the small arrow below the File | Open I button, you will see a list of recently opened files.
Simply click on one of these files to open it again.

In this file list, you can also select the following options:

If you click on the pin icon ™ of a file, it will appear in the list as a pinned file and will be displayed
permanently at the top of the list. Unpinned files will eventually be removed from the list of recently opened
files if the number of entries exceeds the limit that was set. For more information, see "Recently used files in
the File menu" in Settings, Files tab.

Click on the pin icon * again to unpin the file or click on the cross icon @ to remove an entry from the list.
The command Delete all unpinned items deletes all entries from the list — except the pinned files.

The command Browse documents will take you again to the dialog box described above.

Saving a presentation

When you have completed a document, you should save it to retain it permanently. To do so, click on the
ribbon command File | Save =,

Tip: This command can also be found by default in the Quick access toolbar below the ribbon.

If the document does not yet have a name, Presentations automatically prompts you to assign a file name to it
before saving it.

Saving under a different name or in a different location

Presentations also has a ribbon command called File | Save as. This also saves your presentation, but you can
first assign it another name or select another folder in which to save it.
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Saving in a different file format

You can use the ribbon command File | Save as to also save a presentation in the file format of another
program. To do so, select the desired format in the list Save as type. For more information, see also Working
with other file formats.

Saving all open presentations

If you have multiple documents open at the same time, you can use the ribbon command File | Save all to save
all of them at once. Presentations checks whether the files have been changed since they were last saved and
saves only those that have been changed.

Printing a presentation

To print the current presentation, choose the ribbon command File | Print.

The program will display a dialog box in which you can specify the slides and the number of copies to be
printed. The default setting is the printing of one copy of the whole document.

For more information on printing and sending presentations, see Qutputting presentations.

Exiting the application

To exit presentations, choose the command File | Close I“& and then File | Exit O.

Alternatively, just click on the X icon on the far right of the title bar or tab.

If one of the open documents has been changed since it was last saved, Presentations automatically asks you
whether you want to save it before closing it.
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The Presentations tour

Welcome to the Presentations tour!
On the next pages, we will introduce you to Presentations' most important functions using practical examples.

We will create a small presentation for the company "Escher & Sons". More specifically, this will include a
title slide and two content slides with some presentation material as part of a proposed solution for a new
courthouse building.

Our small tour of Presentations includes the following sections:

= Entering text
= When something goes wrong...

= Using another slide design

= Inserting a new slide

= Inserting a picture

= Applying a different color scheme

= (Creating a bulleted list

= Inserting a table

= Applying slide transitions

= Applying object animations

= Saving a presentation

= Start running the slide show

Note: When working through the exercises, don't be afraid to experiment with new commands as you become
familiar with them! Even if something goes completely wrong, it won't matter at all. The exercises are not
intended to ultimately provide a complete presentation. You will just create a few sample slides that will give
you a feel for working with Presentations and its functions.
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Entering text

After the program starts, it always displays an empty slide with the default slide design in which you can start
typing immediately.

This will be the title slide of your new presentation. This is the first slide of a presentation, where you usually
enter the title of your presentation. To do so, click in the title placeholder that contains the text "Click to add
title" and enter "Escher & Sons Project Proposal” as the title. If you want, you can insert a line break after
"Escher & Sons" by pressing the Enter key...

The title slide layout also contains a placeholder for a subtitle, which contains the text "Click to add subtitle".
Click inside this placeholder and enter "Proposal to build a new municipal court building". Of course, you can
also enter any other text. The goal is just to familiarize you with entering text in placeholders.

If you have followed our example so far, your presentation should now look as follows:
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The title slide with text

Note: Most of the illustrations in this manual were produced with the Windows version of Presentations. On
other operating systems, some of the controls look slightly different, but their functionality is the same.
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When something goes wrong...

Presentations has a very practical feature: You can use the command Undo 7 in the Quick access toolbar to
undo the most recent changes made to a document. If, for example, you format text in a different font and then
don't like it, all you have to do is choose the command Undo and it will be undone again.

This not only works for formatting, but for virtually all changes — for example, you can undo typing or the
deletion of text.

The command Undo can be applied repeatedly if necessary. For example, you can choose it five times to
reverse the last five changes. (Tip: You can set the maximum number of actions that can be reversed in the
Settings, General tab.)

If you click on the small arrow next to the Undo button, you will see a list of recent changes to which you can
revert. If you click on an entry in the list, several steps can be undone at the same time.

Redoing undone actions

There is also a counterpart to the command Undo: the Redo button " on the Quick access toolbar. This
restores the last action you undid. You can thus undo the cancellation of text changes.

This command can also be chosen several times in succession. If, for example, you choose the command Undo
five times, the last five text changes will be undone. If you then choose the command Redo five times, you will
restore the original text.

Again, you can use the small arrow next to the Redo button to select entries from the list of recent actions to
restore multiple steps at the same time.
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Using another slide design

The title slide you created uses the default slide design (pure white without any graphic elements) and thus
looks very plain. It can be very quickly improved enormously by using a different slide design. You can change
the background, color scheme and formatting of the placeholders in a single step.

To do so, choose the command Design EA on the ribbon tab Design, select a desired design and click on Apply
to all. In our example, we applied the "City" slide design:
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Title slide after applying the "City" design

You have now created the title slide of your first presentation. You can now add more slides that show the
actual content of the presentation. You will learn about various functions that can be used to make this content
appealing — for example, formatting text, slide transitions, bullet lists, pictures and much more.

Inserting a new slide

You can insert a new slide as follows:

Right-click in the mini sorter on the left side of the window and choose the command Insert new slide from the
context menu.
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Android/i0S: In these versions, you can also open the context menu with your finger: Just tap on the screen and
hold your finger there for about a second.

Alternatively, you can also use the ribbon command Insert | Slide =2,

In all cases, Presentations displays the following dialog box in which you first select the desired slide layout for
the new slide:

Insert slide bt

EI . . . Cancel
[——] —_—

éb_/

Title and two contents

There are numerous layouts for a wide range of possible uses. In our example, you will be placing a picture
next to a block of text on your slide. As a result, you will need a slide layout with a title and two placeholders
for content (one for the picture and one for the text). The layout called "Title and two contents" is very suitable
in this case. Thus, select this option.

As soon as you confirm, the slide is created and appears on the screen.

Incidentally, you can subsequently change the slide layout of a slide at any time by choosing the ribbon
command Design | group Design | Layout. For more information on slide layouts, see Changing the slide

layout.

Inserting a picture

Our presentation involves the design and construction of a new building, and the newly created slide should
contain a list of the most important points.
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Let's first give it a heading. To do so, click in the title placeholder at the top of the slide and type the title
"Important Tasks".

Next, we want to insert a picture of the proposed new building:
To insert a picture, click on the picture icon ] in the center of the left placeholder. The program opens a
dialog box in which you can select the desired picture.
A suitable sample picture named court new.jpg is included and can be found in the folder containing the
sample documents for SoftMaker Office. Depending on the operating system, these can be found as follows:
= Windows: In the SoftMaker\Samples folder in your Documents folder.
= macOS: In the SoftMaker/Samples folder in your Documents folder.
= Linux: In the SoftMaker/Samples folder in your Home folder.
= Android: In the SoftMaker/Samples folder on your SD card.
= i0S: In the SoftMaker/Samples folder in your App folder

In the dialog box, select the picture court new.jpg. When you confirm your choice, the picture is inserted
into the slide.

The size is automatically adjusted so that it fits exactly in the designated placeholder. Of course, you can resize
the picture at any time by dragging one of its borders or one of the corners.
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Copyright notice for the picture: This file was released under the GNU Free Documentation License. It is permitted to copy, distribute and/or modify
the file under the terms of the GNU Free Documentation License, version 1.2 or any later version published by the Free Software Foundation. There
are no fixed sections, no front cover text or back cover text. A copy of the license can be found at http://www.gnu.org/copyleft/fdl.html.
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Applying a different color scheme

The slide design "City" that we applied at the start is actually very appropriate for our presentation, but its
colors don't match the inserted picture. Fortunately, each slide design also includes several appropriate "color
schemes" from which to choose.

Color schemes provide a simple method of instantly changing the coloring of slides (or entire presentations).
You determine not only the text color, but also the colors for the background, the filling of drawing objects, etc.

To change the color scheme, proceed as follows:

1. Choose the ribbon command Design | group Scheme | Color scheme rlIII (Click directly on the icon itself
because this opens the dialog box.)

2. If you click on one of the available color schemes, you can see a preview of it in the document. The Preview
checkbox must be selected in this case.

3. Once you have decided on a color scheme, simply click on Apply to all. The colors of all slides in your
presentation will now change accordingly. In our example, we select a scheme with light gray background
and blue element colors.

The presentation now has a completely different look and the colors of the design also match the colors of the
inserted picture better:
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Creating a bulleted list

Lists in which each item is presented in its own paragraph preceded by a marker are particularly clear and are
often used in presentations. Such markers are called bullets and lists with bullets are called bulleted lists.

In our presentation example, such a bullet listed is very suitable for listing the most important points that must
be taken into account in our new building. To type them, click in the placeholder on the right (but not on the
icons in the center). The info text and icons disappear and you can enter text.

The placeholder is already preformatted for bulleted lists. Simply enter the bullets in the placeholder. As soon
as you start typing, you will see that there is already a bullet in front of the text. To start the next bullet point,
press the Enter key. and type the second point. Enter the following list in this manner in your presentation:

= Building materials
= Roofing materials
= Electrical wiring
= Plumbing

= Interior fittings

After entering the list, you can change its formatting.

Formatting the bulleted list

We'd now like to make the list entries a little more eye-catching in our presentation example. For this purpose,
we will make the font bold and change the bullets.

To change all list entries, first select the entire list by clicking on any list entry and then choose the ribbon
command Home | group Selection | Select all. Alternatively, use the keyboard command Ctrl+A.

Then click on the Bold icon B on the ribbon tab Home | group Character to make the text bold.

Finally, let's change the bullets a little:

1. To do so, select the entire list again as described above.

2. On the ribbon tab Home | group Paragraph, select the bullets icon ‘= 7 Click on the icon's arrow for the
dropdown menu.

3. In the menu that is then displayed, you can choose from different groups of bullet types.

Note: You can use the entry Format bullets to customize the bullets. For more information, see Bulleted
lists.



The Presentations tour

For our presentation, we select the filled diamond from the Default bullets.

Default

® O ¢/ |N L

The filled diamond option is the third bullet from the left

The second slide in your presentation should now look as follows:
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The second slide with a bulleted list of the tasks

Inserting a table

To complete the presentation, we'll add a third slide detailing the proposed project timeline as a table. To do so,
we choose the ribbon command Insert | Slide to create a new slide for which we select the layout with a title
placeholder and a single large content placeholder. It is called "Title and content".

[ e—
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Choose it and confirm it.
In the new slide, first enter "Proposed Timeline" in the title placeholder at the top.

Let's insert a table into the slide as the next step. It should contain five rows and two columns. To do so,
proceed as follows:

1. Click on the table icon "= in the center of the large placeholder.
2. Set the number of rows to "5" and columns to "2".
3. Confirm with OK.
The placeholder is now replaced by the desired table.
Note: An additional ribbon tab is also displayed on the far right as a tab: the contextual ribbon tab Table.

This always appears automatically when you place the text cursor in the table and contains options for
editing the table.

Now enter the following date information in the left column and the corresponding action in the right column.
You can jump from one table cell to the next using the Tab key:

01/2023 - 07/2023 Planning and Preparation
07/2023 Groundbreaking Ceremony
07/2023 - 07/2024 Construction

07/2024 - 12/2024 Inspection and Acceptance
01/2025 Grand Opening

Finally, let's change the column width and align the text in a nicer manner:

Changing the column width

Since some of the texts in the right column do not fit in one row, we should widen the column. To do so, move
the mouse cursor over the vertical line between the two table columns. When the cursor becomes a double
arrow, click on it and hold down the left mouse button in order to drag the vertical line a little to the left.

Aligning text

The text in our table looks like it was "sticking" to the top edges of the cells. It might be a good idea to finally
center the text entries vertically.

The table is already selected as a result of the previous action. If not, select the table again
(for example, by choosing the command Select -1 on the contextual ribbon tab Table).

Then proceed as follows:

1. Choose the command Text alignment =] on the contextual ribbon tab Table | group Format.

2. In the following menu, click on the Align center to left button:
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Text alignment

Changing the font size

If the font seems too small, select the cells and change the font size, for example, from 18 to 28, on the ribbon
tab Home | group Character.

For more information on font size, see Font and font size.

Your final slide should now look similar to this:
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The third slide with a table for the timeline

For more information on working with tables, see Tables.
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Applying slide transitions

In the previous sections, we created three simple slides and filled them with content. We are now going to jazz
up the presentation a bit by applying visual effects. Let's start with slide transitions.

Slide transitions are effects that appear when you switch from one slide to the next while presenting a slide
show. Presentations offers a number of different transition effects to help you create engaging presentations.

Slide transitions can be applied either to individual slides or to all slides in a presentation at once. In our
example, we will apply a transition effect to the entire presentation.

Proceed as follows:

1. On the ribbon tab Transition, click on the group arrow 4 of the command group Transitions to open the
dialog box shown below.

Tip: You can also use the buttons on the ribbon tab Transition or in the sidebar to apply all slide
transition commands directly. For demonstration purposes only, we selected the route via the dialog box
for the sake of compact clarity.

Slide transition .4
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|| Automatic after
Background:
Sound
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() Stop previous sound
() Play new sound:
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2. Select, for example, the Diagonal effect and To right and bottom variant.

3. If desired, you can also change the Speed. You can preview any change to the effect directly in the
document window (if the Preview option is enabled).

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

Tip: In the mini sorter, which is displayed to the left of the slide, a small icon | now appears in the top left
corner of each slide. It indicates that the corresponding slide uses a slide transition. When you click on this
icon, a preview of the transition effect is displayed in the thumbnails.

For more information on slide transitions, see Using slide transitions.

Applying object animations

Object animations are motion effects that can be applied to individual objects. Like slide transitions, animations
can be used to make presentations more entertaining. They can also be used to highlight particularly important
points.

Object animations

There are three main types of object animations: animations to make objects appear, to emphasize objects and
to make objects disappear:

= An example of an Appear animation is to have an object "fly in" when the associated slide is displayed.

= An Emphasize animation might be used to highlight an important section of text, for example, by changing
its color or font size.

= A Disappear animation involves an object disappearing when you switch to the next slide, for example, by
"flying out" of the slide.

Each type is divided into several categories, and each category contains many individual effects from which to
choose.

Feel free to try out various animations for this exercise. You can preview each effect before applying it. Of
course, you can also follow our example described below.

Tip: You can also use the buttons on the ribbon tab Animation or in the sidebar to apply all object
animation commands directly. For demonstration purposes only, we selected the route via the dialog box for
the sake of compact clarity.

We will now animate the picture on the second slide as an example:
1. Go to the second slide and click on the picture to select it.

2. Then right-click on the picture to open the context menu and select the entry Animations.
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3. In the dialog box that appears, click on Add.

4. The program displays another dialog box which shows the animation types, the associated categories and the
individual effects:

Add animation effect X
Type Effect:
OTET  Zoom Add
Emphasize
Disappear Expand Cancel
Compress
Stretch
Swivel
Lategory: Faded swivel ]
Transitions Spinner € Preview
Grow & turn
Mations Pinwheel
Complex
Other
SoftMaker

5. Enable the Preview checkbox and click on the various effects to see their effect on the slide.

6. First, select the Appear type, then the Transformations category and finally the Faded zoom effect for our
example.

7. Confirm with Add. You will now see the selected effect with a short description in the dialog box
Animations.

8. Click on Close.

If you now click on the small icon 2! in the top left corner of slide 2 in the mini sorter, you will first see a
preview of the slide transition you applied earlier and then the animation of the image you just added.

In the Presentations tour, we intentionally chose a very simple animation example just to introduce this

function. Object animations have numerous options and can be varied and combined in many ways. For more
information, see Animations.

Slide animation schemes
Tip: Unlike object animations which are always applied to individual objects on a slide, the Animation schemes

in Presentations provide an easy way to apply animations to all objects on a slide or even to the entire
presentation at once. For more information, see Slide animation schemes.

Saving a presentation

To save your presentation, choose the command File | Save El.

Tip: This command can also be found in the Quick access toolbar below the ribbon.
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When you choose the command Save for the first time in a newly created presentation, the dialog box Save as
opens. There, type any name for the presentation in the box File name. You can also switch to another folder if
you want to save the file somewhere else.

Let's name the presentation Practice. Thus, enter "Practice" in the box File name, and click on Save to
confirm your entry. Presentations will save the file under the specified name and will automatically append the
extension .prdx. Thus, the complete file name in this example is Practice.prdx.

The next time you choose the command Save, the program will no longer display this dialog box because the
presentation now has a name. It will thus be saved immediately under its name.

Start running the slide show

You have now created your first small presentation. Thus, let's run your slide show! To do so, choose the
command Slide show | group View | Start.

Your slide show will then be displayed on the full screen, slide by slide, from start to finish. You can use the
space bar or the left mouse button to switch from one slide to the next. A right-click opens a context menu with
some functions for interacting with the current slide show.

Android/i0S: In these versions, you can also open the context menu with your finger: Just tap on the screen and
hold your finger there for about a second.

For more information, see Running a slide show.

Finished!

Our Presentations tour ends here. You were introduced to the basic functions of Presentations using simple
exercises and were thus shown how to create your own presentations in future.

The rest of this manual is for reference purposes only. It has been intentionally structured so that you only need
to read the sections that you really require. Thus, you can gradually familiarize yourself with the functions as
you want to use them.

Have fun with Presentations!
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Working with selections

For some Presentations' commands, you can select a section of text (or an object) before you execute them. The
command is then applied only to the selected text or object.

The selection procedure differs depending on the operating system in use. Thus, this section is split into two
parts:

= Selecting in the Windows, Mac or Linux version

= Selecting in the Android/iOS version

Selecting in the Windows, Mac or Linux version

In the Windows, Mac or Linux version of Presentations, you can select something as follows:

Selecting via the mouse
To select something via the mouse, proceed as follows:
= Selecting text

To select a section of text of any length, position the mouse cursor at the beginning of the section, press and
hold down the left mouse button, and drag the cursor to the end of the desired section.

To select a word, double-click on the word.

To select a whole /ine, click on the left of the line and drag the mouse cursor over to the right of the line.
You can also select multiple lines by dragging the mouse cursor down.

= Selecting objects

To select an object (for example, a picture, a drawing, etc.), simply click on it with the mouse. A frame will
then appear around the object to indicate that it is now selected. For objects with text (for example,
placeholders), you have to click exactly on their frame in order to select them.

To select several objects at once, use the mouse to draw a frame around the desired objects. Alternatively,
you can click successively on several objects while holding down the Shift key ¢ to select them together.

Tip: Use the ribbon command Home | Select all 1 to select all text in a placeholder or all objects on a slide.

Selecting via the keyboard

Alternatively, you can use the keyboard. To do so, proceed as follows:
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= Selecting text

Move the text cursor to the start of the text you want to select. Press the Shift keyt, hold it down, and then
move the text cursor in any direction with the arrow keys.

For example, you can select the following:
a single character with Shift+< or Shift+->

a single word with Ctrl+Shift+< or Ctrl+Shift+->
(for Mac: Alt+Shift+< or Alt+Shift+->)

To select all text in a placeholder, you can press the key combination Ctrl+Home, followed by the key
combination Ctrl+Shift+End.

= Selecting objects
Objects can only be selected with the mouse or the ribbon command Home | Select all b (see above).

Selecting in the Android/iOS version

Selecting works a little differently on Android/iOS devices. You can use either your finger or a mouse. Proceed
as follows:

= Selecting text
The easiest way to select a section of text is as follows:

Double-click on the word that you want to use as the starting point of the selection. The word should now be
selected. This is indicated by the large "handles" that appear in front of and behind the word:

Lorem i dolor

d D

These two handles represent the beginning and end of the selection. To extend the selection to additional
text, simply drag the two handles to the desired positions.

= Selecting objects

To select an object (for example, a picture or drawing, etc.), simply click on it. A frame will then appear
around the object to indicate that it is now selected.

Tip: Use the ribbon command Home | Select all 1 to select all text in a placeholder or all objects on a slide.
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Working with slides

Slides are a visual aid for giving a presentation. The presentation is easier to structure and the audience can also
follow the information you are talking about on the screen.

Presentations provides many features that enable you to tailor the slides of a presentation to your audience and
assist you in effectively conveying your message.

A slide first starts as a blank sheet. You can either design it yourself from scratch or you can avail of the many
useful tools included in Presentations. You can be as creative as you like. You can also benefit from the
predefined designs, layouts and color schemes that allow you to simply pick and choose without having to do
all of the work.

This chapter will introduce you to all of the techniques you need in order to be able to use slides perfectly. The
information covers the following topics:

= (Creating a new presentation

= Inserting a new slide

= Inserting slides from other presentations

= Navigating between slides

= Working with the mini sorter

= Working with the mini outliner

= Using the slide sorter and outline

= Changing the order of slides

= Deleting slides
= Copying, cutting and pasting slides

= Duplicating slides

= Renaming slides

= Resetting slides
= Hiding slides
= Changing the slide design

= Changing the slide layout

= Slide management

= (Creating headers and footers

= Changing the slide size and orientation

= Inserting a summary slide

= Changing slide color scheme and background
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= Using slide transitions

= Adding object animations
= Using the sidebar

= Adding notes

= Printing handouts

Creating a new presentation

Each presentation that you create is saved as a separate file. You can open multiple presentations at the same
time and work on them in parallel. For example, you can quickly copy information from one presentation to
another. For more information, see Working with multiple documents.

To enable you to start a new presentation immediately, an empty document with the default slide design is
always created after the program starts.

Otherwise, choose the command File | New [ to start a new presentation. (Click directly on the icon itself.)
Incidentally, this command is also in the Quick access toolbar.

(Note: If you click on the icon's arrow instead, you'll see the slide designs you previously used. For more
information, see Starting a new presentation.)

Tip: Use the key combination Ctrl+N to quickly open a new presentation with the current default slide
design, while skipping the dialog box shown below.

After you have clicked on the File | New icon D, the following dialog box appears:
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MNew O X
Template: View: Sort by: oK
F[~7) Favorites Small v Mame (ascending)
- - - . -
[] Mew program window
Leather Leaves
- -
Marble Merning
] 4
Mewspaper Mormal

FreeOffice: SoftMaker FreeOffice includes only some of the predefined slide designs.

The dialog box shows you an overview of all slide designs that Presentations provides. Select the desired design
and confirm with OK. Presentations will then create your new presentation.

You can subsequently change the slide design at any time using the command Design Ex on the ribbon tab
Design.

Notes:

= If you have external templates that you want to use instead of the predefined designs, select the Load from
file button in the dialog box of the command Design on the ribbon tab Design. You will find this
information and other information on slide designs in Changing the slide design.

= The meaning of the pins ™, the Favorites folder and all other features in the dialog box shown above are
described in the Starting a new presentation section.

Inserting a new slide

To create a new slide in the current presentation, choose the command Insert | Slide =2 (or the ribbon tab
Home | group Slide | Add).
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Alternatively: Right-click in the mini sorter on the left side of the window to open the context menu and select
the entry Insert new slide. You can also simply use the shortcut keys: Ctrl+M.

The program displays a dialog box that offers all available slide layouts:

Note: You can also skip the dialog box by clicking on the arrow of the Slide icon |_—| instead of clicking on the icon itself. In the
dropdown menu that appears, the desired layout for the new slide can be inserted directly via a mouse click.

= || | =

Title and content

The thumbnails in the dialog box show how the placeholders will be arranged on the new slide. Select the
desired slide layout and confirm with OK. The new slide will then be inserted behind the current slide.

For more information on slide layouts, see Changing the slide layout.

Inserting slides from other presentations

Presentations provides several options for copying slides from other presentations to the current presentation.
One option is to simply open both presentations and use the copy-and-paste method. Alternatively, there are
two commands that can be used to copy all slides of a presentation in one step:

In the mini sorter, select the slide behind which the slides are to be inserted.

Then click on the icon's arrow of the command Insert | Slide = | and select Slides from presentation or Slides
from outline from the dropdown menu.

The difference between these two commands is that Slides from presentation inserts slides of a normal
presentation file (Presentations or PowerPoint file) and Slides from outline inserts slides of presentations that
have been saved as an outline in RTF format.

A file dialog appears when you choose one of these commands. Select the desired file and confirm that it has
been opened. The entire content of the selected file will then be inserted into the current presentation.
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Navigating between slides

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

Key Function

PageUpn Jump to the previous slide
PageDown¥ Jump to the next slide
Home Jump to the first slide
End Jump to the last slide

Using the "Go to slide"” command
Furthermore, you can jump to a specific slide with the ribbon command Home | group Search | Go to -hl_—|

If you choose this command, a dialog box appears with a list of all of the slides in the document. Select the
desired slide and confirm with OK to jump to the selected slide.

Using the mini sorter

You can also use the mini sorter to jump to a specific slide. The mini sorter is usually displayed to the left of
the current slide. It shows small thumbnails of all slides. To jump to one of these slides, simply click on its
thumbnail.

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

Working with the mini sorter

The mini slide sorter (short: mini sorter) shows small thumbnails of the slides of a presentation. It not only
provides an overview of all slides, but also offers some additional functions. For example, you can use it to
rearrange, add and delete slides. You can also preview slide transitions and animations in it.

By default, the mini sorter is displayed as a vertical bar on the left side of the document window and may look
as follows:
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= Slide3
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The mini sorter

To choose certain functions via the mini sorter, right-click on one of the slides displayed in it. A context menu
with all available commands then appears.

Selecting slides in the mini sorter

You can also select more than one slide in the mini sorter and then apply commands to all selected slides at
once. To do so, click on the relevant slides while pressing and holding down the Ctrl key. Then choose the
function you want to apply to the selected slides.

Alternatively, you can also select all slides between the first and last slide you clicked by pressing and holding
down the Shift key .

Another option is to choose the ribbon command Home | Select all “'* in order to select all slides in the mini
sorter.

Information displayed in the mini sorter

As shown in the above figure, each of the thumbnails displayed in the mini sorter is labeled with the
corresponding slide's name (usually "Slide" followed by a consecutive number). For slides that have been
hidden (see Hiding slides), the name of the slide is struck through in red.

For slides that use slide transitions or animations (see Using slide transitions and Animations), a small icon
with an arrow is displayed in the top left corner of those slides in the mini sorter. If you click on this icon =,
you will see a small preview of the slide transition and all animations of this slide.

Changing the position of the mini sorter

. . . . . D
You can use the ribbon command View | group Windows | Mini sorter Bl to select where you want to place
the mini sorter in the document window. The Hide option will hide the mini sorter.

Alternatively, you can find these options in the context menu (right-click in the mini sorter) via the entry Mini sorter.
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Working with the mini outliner

The mini outliner shows a small outline view of the presentation. It is similar in function to the mini sorter (see
the previous section), but it shows the content of the slides (title and text) in text form rather than thumbnails.
This view enables you to have a better overview of the actual content of your presentation and allows you to
verify that the text is organized in a fluent and logical manner.

Just like the mini sorter, the mini outliner can be placed on different sides of the document window or can be
hidden completely.

To do so, choose the ribbon command View | group Windows | Mini outliner |

By default, both mini sorter and mini outliner are placed on the left side of the document window. To switch
between these two views, their tabs are displayed at the top: click on Slides for the mini sorter or on Outline
for the mini outliner.

Slides | Dutline

Slidel

= Escher & Sons
Project Proposal

== Proposal to build a new
municipal
court building
Slide2
= Key Building
Considerations
g *+Building materials
+Roofing materials
+Electrical wiring
+Plumbing
+Interior options
Slide3

— Proposed Tim eline

The mini outliner

Entering text in the mini outliner

You can enter text directly into the mini outliner, just as you would do so in a slide. To do so, click in the
desired location to place the text cursor there and start entering text. The slide is automatically updated when
you make changes to the mini outliner.
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Using the slide sorter and outline

The large slide sorter and the large outline (commands View | Slide sorter and View | Outline) work just like
the mini sorter and the mini outliner — with one difference: they use the entire window to display the content.
This gives you a correspondingly better overview of the presentation.

For a detailed description of the functions available in these views, see Working with the mini sorter and
Working with the mini outliner.

To return to the normal slide view from the slide sorter or outline view, choose the command View | Slides.

. honey_en.prdx - Presentations

Filer Home Inset Design  Transition  Anirnation  Slide show

[57] Slides 5l Outline | - Sidemaster | [ ~ o - @~
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Views Master View foom Windows
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. honey_en.prdx - Presentations

File' Horme Inset Design  Transition  Anirmation  Slide show

53] Slides E) Outline|| =" Sidemaster | [ ~ )2 - O~
Handout master In -~ - ]
BE o
oo Slide sorter [- Motes = Notes master q -
Views Master WView foom Windows
= O Q - =~ | = - v [ honey_en.prdx =
Shidel =
— HOMEY
= DOYOU LIKEIT ?
Slide2

— | HONEY FORMATION
mm * WWhat & honey?
HOMEY is a sweet and viscous fluid produced by honey bees from the nectar of flowers.

» [¥hat & i made for?
Itis laid down by bees as a food source, In cold weather or when food sources are scarce, bees use their stored HONEY
as their source of energy. Further they use it to feed their breed,

Slide3
= HONEY FORMATION

am * What do the bees do? -
4 3

Slide 1 of 8 Slide1 s EEEEEEE~

The outline view

Changing the order of slides

You can use the mini sorter or the large slide sorter (command View | Slide sorter) to very quickly reorder the
slides of a presentation. You simply click on the desired slide and drag it anywhere else in the sorter while
holding down the mouse button. A line shows you where the slide will be positioned when you release the
mouse button.

Deleting slides

To delete the current slide, you can choose the ribbon command Home | group Slide | Manage | Delete slide.
This will delete the current slide (after confirmation).

Even faster: Select one or more slides in the mini sorter, right-click to open the context menu and select the
entry Delete. Alternatively, simply use the Del key after selecting.
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Copying, cutting and pasting slides

Slides can be copied in the mini sorter (or the large slide sorter) or cut out of the presentation and pasted
elsewhere.

All necessary commands can be found on the ribbon tab Home | group Edit:

Command Explanation

Copy The ribbon command Home | Copy copies the selected slide to the clipboard.

If multiple slides have been selected, all of them will be copied. To select a slide, click on it in the
mini sorter. To select multiple slides, click on each of them successively while holding down the Ctrl
or Shift key.

You can then choose the command Paste (see below) to paste the copied slides elsewhere in your
presentation.

Cut The ribbon command Home | Cut works similarly, but it deletes the slides from the document at the
same time. Use this command if you want to move slides rather than copy them.

Paste The ribbon command Home | Paste inserts the slides from the clipboard before the current slide.

Tip: You can also find all aforementioned commands in the context menu by right-clicking in the mini sorter.

Using shortcut keys

You can also use the keyboard for these commands:
Command Windows/Linux Mac
Copy Ctr+C Cmd+C
Cut Ctrl+X Cmd+X
Paste Ctrl+Vv Cmd+V
Duplicating slides

To create a duplicate of the current slide, choose the ribbon command Home | group Slide | Manage |
Duplicate slide. An exact copy of the current slide will be pasted before the current slide.

Alternatively: Right-click on the slide in the mini sorter to open the context menu and select the entry Duplicate.

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

Tip: In the mini sorter, you can also duplicate slides directly with the mouse: While holding down the Ctrl
key, drag the slide to the place in the sorter where you want the duplicates to appear.
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Renaming slides

By default, slides are named Slidel , Slide2, Slide3, etc. (with a consecutive number at the end). When you add,
delete or move slides, the numbering adjusts accordingly. However, you can also give slides a specific name for
identification purposes. This is especially advantageous when working with extensive slide shows.

To give a slide an individual name, select it in the mini sorter and choose the ribbon command Home | group
Slide | Manage | Rename slide.

Alternatively: Right-click on the slide in the mini sorter to open the context menu and select the entry Rename slide.

In the following dialog box, you can enter a new name.

Resetting slides

With the ribbon command Home | group Slide | Reset, you can reset all placeholders on the current slide.

When you choose this command, the following two things happen:

= All settings for all placeholders in the slide are reset to their default values, including object properties, text
format and position/size.

This corresponds to choosing the ribbon command Design | group Placeholders | Reset placeholder | Reset all properties (for all
placeholders in the slide). For more information, see Resetting placeholder properties.

= In addition, any placeholders that were deleted in the current slide will be restored.

This corresponds to choosing the ribbon command Design | group Placeholders | Restore. For more information, see Restoring
deleted placeholders.

Hiding slides

You will sometimes create a presentation that contains information which you do not want to show to everyone
— for example, a presentation about company strategies, which also includes slides that your board should see,
but not your potential new partner companies. Of course, you could create a copy of the presentation and delete
the unwanted slides there. However, it is easier to simply hide the relevant slides. They will still appear in the
document, but will be skipped when running the slide show.

To hide a slide, select the slide (or several slides) in the mini sorter and choose the ribbon command Slide show
| group Manage | Hide slide.

Alternatively: Right-click in the mini sorter to open the context menu and select the entry Hide slide.

You can still see hidden slides and can edit them without restrictions. However, they are no longer displayed
when you run the slide show.
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Incidentally, you can recognize hidden slides by the fact that their name is struck through in red in the mini
sorter.

Restoring hidden slides

To restore a hidden slide, use the same procedure. The option Hide slide appears dark when enabled for a slide.
If you click on the option again, the coloring will be removed and the slide will be displayed again when
running the slide show.

Changing the slide design

Of course, you can create the design of a presentation entirely by yourself, but Presentations provides you with
a whole range of attractive design templates that you can use for your presentations.

FreeOffice: SoftMaker FreeOffice includes only some of the predefined slide designs.

To apply one of these designs, choose the command Design EA on the ribbon tab Design. The following dialog
box appears:

Apply to selection

Apply to all

Cancel

B Preview

—

Load fram file...

Use the scroll bar to browse through the collection for a suitable design. Then click on the desired design and
press the Apply button to apply the design to the current slide or the Apply to all button to apply it to all slides.
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Tip: You can even create your own slide designs by saving a presentation as a template. To do so, choose the
command File | Save as and select the Presentations template format as the file type.

Such self-created designs can then be applied using the Load from file button in the above dialog box. If you
have external templates, they can also be applied here.

Tip: Using the sidebar

The slide design can be changed even faster using the sidebar, which is displayed to the right of the slide by
default.

To do so, click on the icon Elin the small toolbar above the sidebar. The sidebar now displays a list of all
available slide designs. Simply click on one of them, and it will be applied immediately to the current slide.

For more information on the sidebar, see Using the sidebar.

Changing the slide layout

Each slide design (see previous section) contains several "slide layouts".

A slide layout primarily serves as a template for the placeholders in a slide. Placeholders appear in slides as
rectangular areas with a dashed border and contain a prompt such as "Click to add text".

Each of the available slide layouts has different combinations and arrangements of placeholders. For more
information on placeholders, see Placeholders.

With the ribbon command Design | group Design | Layout D, you can change the layout of a slide at any time
—even if it is already filled with content.

Alternatively, choose the command Home | group Slide | Layout or simply right-click to open the context menu and select Slide layout.

The following dialog box appears:
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From the dialog box, select the layout you want to apply to the current slide and then click on the Apply button.
The new layout is immediately applied to the slide.

Tip: Using the sidebar

The slide layout can be changed even faster using the sidebar, which is displayed to the right of the slide by
default.

To do so, click on the icon (| in the small toolbar above the sidebar. The sidebar now displays a list of all
available slide layouts. Simply click on one of them, and it will be applied immediately to the current slide.

For more information on the sidebar, see Using the Sidebar.

Editing the masters of slide layouts

Incidentally, 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 templates for all intents and purposes for the overall appearance of slides.

If required, you can edit the predefined slide layouts by choosing the Slide master view. In this view, you can
change the master of each slide layout as desired. (In other words, you can edit the slide layouts directly.)

Note: Changes that you make to a slide layout in the master view affect al/l slides that use this layout in the
current document.

To switch to the master view, choose the ribbon command View | group Master | Slide master.

For more information, see Working with masters.
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Slide management

Common slide commands can be easily applied directly with the Manage button ES on the ribbon tab Home |
group Slide. These commands were already described in the previous sections, but they are sometimes
controlled by different buttons there.

The following slide commands are available in a compact manner via the Manage button '—_IE:

= Create slide: This option is used to insert a new slide into the presentation. For more information, see
Inserting a new slide.

= Duplicate slide: This option is used to create a duplicate of the current slide. For more information, see
Duplicating slides.

= Delete slide: This option is used to delete the current slide. For more information, see Deleting slides.

= Rename slide: This option is used to give the slide an individual name. For more information, see Renaming
slides.

= Hide slide: This option is used to hide the selected slides when running the slide show. For more information,
see Hiding slides.

Tip: The commands mentioned here and some others can also be found via the context menu by right-
clicking on a slide in the mini sorter.

Creating headers and footers

Headers and footers allow you to display information such as page numbers, date, company name, copyright
notices or the name of the presentation. These then appear at the top (header) or at the bottom (footer) of the

page.

= Headers can only be used in notes and handouts. The same header appears on each note page or handout
page.

= Footers can also be used on normal slides. You can either create individual footers for specific slides or
assign a footer to all slides in the entire presentation.

You can specify exactly how the headers and footers should appear. You decide the content, placement, size,
formatting and all other aspects of the headers and footers as follows:

= To create headers and footers and edit their content settings, choose the ribbon command Insert | group
Text | Header / footer.

= To then change the formatting, position or size of headers/footers on individual slides, select the appropriate
bordered areas at the top or bottom of the page. Their position and size can be changed with the mouse and
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their formatting with the commands from the command groups Character, Paragraph and Objects on the
ribbon tab Home.

= You will also find additional options for the general object properties on the contextual ribbon tab Object
(which appears when you select a header or footer).

To insert headers and footers at a higher level, switch to the respective master view on the ribbon tab View |
group Master and use the commands described above accordingly.

More information can be found on the following pages.

Footers on slides

Footers are placed in the lower part of a slide and are divided into three footer areas: on the left, a date area, in
the center, a title area (or any other information), and on the right, a page number area.

To insert and fill these footer areas with content, choose the ribbon command Insert | group Text | Header /
footer, which is available in both the master view and the normal slide view.

The following dialog box is displayed:

Header and footer .

Slide  Motes and handouts

Add to slide
B Date and time

Apply to all

. Apply to selection
() Update autornatically: pryTos

Cancel
0 Fixed:

B Footer

[] Slide number

Ak

Mumber of first slide: 1

[] Hide on title slides

In front of each area, you will see a checkbox. Enable it for all areas that should appear on the slide. Then
change the contents of the individual areas as required.
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The dialog box provides the following options:

At the top of the dialog box, you can specify whether the Date and time should appear on the slide. This
will then be displayed in the lower left corner of the slide.

The option Update automatically uses the system date and time and updates them on an ongoing basis. In
the dropdown list below, you can specify the format of the date and time.

The option Fixed lets you manually enter any date, such as the creation date of the presentation.

In the Footer arca, you can enter any text, such as the title or author of the presentation. This area is
centered at the bottom of the slide.

The last part of the footer is for displaying the Slide number, which appears in the lower right corner of the
slide. The slides are automatically numbered for this purpose. If desired, you can also specify here the
number which should be assigned to the first slide of the presentation.

Title slides in a presentation generally do not have footers. You can achieve this by enabling the option Hide
on title slides.

The buttons on the right side of the dialog box give you the option of either applying the settings you made to
all slides in your presentation (Apply to all button) or applying them only to the previously selected slides
(Apply to selection button).

Note: The Apply to selection button is not available in the master view, but only in the normal slide view.
Changes you make in the master view in the above dialog box always affect a// slides.

You can then select the inserted areas on the slide and adjust them further if necessary. However, these changes
will only affect the current slide.

The following operations are possible:

To change the formatting of the content, use the usual commands of the command groups Character and
Paragraph on the ribbon tab Home.

To move an area, use your mouse to drag it to the desired position.
To change its size, drag one of the handles surrounding its borders.

You can edit the contents of the areas in each slide individually by clicking in a created area on the slide and
typing your changes directly.

In the command group Objects on the ribbon tab Home, you can edit the object properties (fill color, line
color, etc.) of an area.

On the contextual ribbon tab Object (which appears as soon as you select a header or footer), you will find
additional options for the general object properties that correspond to those of text frames. For more

information, see Changing text frame properties via the ribbon tab.

Note: For information on changing footers for all slides or only for specific slide layouts using the master
view, see Changing headers/footers in master view.
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Headers and footers on notes pages and handouts

The aforementioned dialog box for the headers and footers has a second tab: Notes and handouts. This allows
you to specify and change headers and footers on notes and handouts. The dialog box works in the same way as
the one described for the Slide tab, except that you can also specify headers in addition to footers in notes and
handouts.

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

Changing headers/footers in master view

To change the formatting, position or size of headers and footers for slides at a higher level, you must first
switch to the respective master view. This can be done with one of the following commands on the ribbon tab
View | group Master:

= For normal slides: ribbon command Slide master

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

= For handouts: ribbon command Handout master

= For notes: ribbon command Notes master [/

In these views, the areas designated for headers and footers are displayed at the top (headers) and bottom
(footers). In the slide master, for example, the footer consists of the Date area, the Footer area and the Page
number area:




Working with slides

* Click to edit Master text styles
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Master view for the slide master (Note: Header areas are only available in the notes and handout master.)

To create headers and footers and to edit their content, choose the ribbon command Insert | group Text |
Header / footer as in the normal slide view. (Typing content directly into the areas of the master view does not
produce any results.)

In addition, the content of these areas can be subsequently edited individually in the slide view for each slide by clicking into a created
area and typing in your changes.

If you select an area in the master view (for example, by clicking on its border), you can make the following
changes:

= To change the formatting of the content, use the usual commands of the command groups Character and
Paragraph on the ribbon tab Home.

= To move an area, use your mouse to drag it to the desired position.
= To change its size, drag one of the handles surrounding its borders.

= In the command group Objects on the ribbon tab Home, you can edit the object properties (fill color, line
color, etc.) of an area.

= On the contextual ribbon tab Object (which appears as soon as you select a header or footer), you will find
additional options for the general object properties that correspond to those of text frames. For more

information, see Changing text frame properties via the ribbon tab.
Note: In the Slide master, you can also make these changes specifically for a certain slide layout; the changes

will then affect all slides with the corresponding layout. Exception: The contents of the footer (using the
command Insert | group Text | Header / footer to enter it in the dialog box!) are always applied to all slides.

For more information on the master view, see Working with masters.
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Changing the slide size and orientation

In Presentations, slides are displayed in landscape format by default, while notes and handouts are displayed in
portrait format. You can change these default settings — as well as the slide size — at any time for the entire
presentation.

However, the size or orientation of individual slides cannot be changed, as the settings always apply to all
slides.

To customize the slides format, proceed as follows:

Directly via the icons of the command group "Page setup"

You can easily choose from some common formats using the buttons on the ribbon tab Design | group Page
setup.

To do so, click on the small arrow of the Page size icon B and insert the predefined slide formats directly from
the dropdown menu.

Note: The "screen" formats are automatically set to Landscape format.

For all other formats, you can use the Page orientation button 