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LibreOffice Impress - Creating a New Presentation

The first thing to do is decide the purpose of the presentation and plan the presentation. Although
user can make changes, having an idea of to whom the presentation is to be presented, the structure, the
content, and how the presentation will be delivered, will save a lot

1. Creating a Presentation using Template ST [~ ]
When starting Impress, the Presentation = e
Wizard appears.
. Under Select a Template, choose one of — -
the options below. ;
. User can search for the type of template " - ‘ - E
according to the color and design. Al B Bt it
. Choose from the list of categories of the
templates.
. Uncheck the option below to never R _ !
show this dialog box on next startup. - \ |
. Click open to start creating the Bt e s it foos
presentation.
Note: The default Screen page is for a 4:3 L i el oot
display (28cm x 21cm) which is not suitable for e ot | |
modern wide-screen displays. Change the slide —
size at any time by switching to Normal view
and selecting Format > Page.

2. Creating a Blank Presentation

The Blank presentation option is one of the more commonly used methods. It offers several blank
slides, with layouts for text and graphics. Once a blank presentation is chosen from the file menu the
default presentation will appear allowing user to  design the presentation.

. Click on the File Tab.

. Choose New.

. Select Presentation

. Skip Template Selection by Pressing Cancel.

New default blank presentation will be created.

3. Imserting and Editing Text on Slides

Text

A presentation is not all about pictures and background color, it depends mostly on the text. The
message of the presentation is conveyed through the text. The visual aids are simply cosmetics to help
support the message.

Entering Text

Most slides contain one or more text placeholders. These placeholders are available to type text on
the slide layout chosen. In order to add text to a slide, click in the placeholder and begin typing. The
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placeholder is movable and can be positioned anywhere on the slide. The text placeholder can be
resized by dragging the sizing handles. Removing an unwanted text placeholder from a slide is as
simple as selecting it and pressing Delete.

Insert | Format  Sfide  Slide

Adding a Text Box | tmoge.
Text Boxes can be added to any slide in order to provide additional room outside of | = R
the text placeholders. -
. From the Insert tab, click on Text Box. i :
. Left-click on the area of the slide where the text is supposed to be added. =z
. While maintaining the left-click, drag the mouse cursor down a bit and 4 _Snap Guide.
then to the right, then release. The dashed text box appears. ﬂ
. Left-click once inside the text box and start entering the text. o f,":"::l::,imc
. The function key F2 can also be used to insert a Text Box. F Fontwork.
Editing Texts on Slides [ Hhpeet.. | R K
In order to edit text on a presentation:
. Select the text (by left-clicking and maintaining the left-click while dragging the mouse
cursor across the text).
. Use the Font Group on the Home tab or right-click on the selected text and choose
formatting options from the Mini Toolbar.
. Make necessary changes to the font and click outside of the text placeholder to accept the
changes.

Inserting and Deleting Slides
When a new presentation is created, Impress gives one default slide that contains a "Title Slide"

layout. Click into the placeholders shown in the title slide. Then type the text to appear as the title and
subtitle of the presentation. To add another presentation slide, insert a new slide and determine which

placeholders appear in it. The slide layout applied determines which placeholders appear within the new
slide.

Inserting slides —
A new presentation only contains one empty '
slide. In this section start adding new slides and

preparing them for the intended contents.

Right Click in
. . . . Slide Pane
A new slide can be inserted into a presentation as

follows:

. Right click in the Slide Pane and .
select New Slide. b ‘

. Also can be done by the ley _
combination of Ctrl+M. e

Deleting Slides o

. To delete a single slide, select a slide . ’
from the Slides Pane and press the delete | B Tl
button on the keyboard. ¥ e

. To delete by mouse, right click on the
slide and select delete.

. To delete multiple slides click on the —— e
slides to be deleted along with the Ctrl on slide
key and press the delete button.
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the presentation so that it can be used later. The Save command, available from the
File tab, is used to save a newly created presentation or to save the changes made
to an existing presentation. When saving a file for the first time, it will prompt to e
enter a file name for the presentation and location will be asked where the file is
supposed to be saved. If again providing the location and name is required, choose
Save As. The Save As options prompts for the file name and location each time.

Selecting slide layout A F 22 | el - [ l—_IA
When creating a presentation, the first slide is . 1K 1K ]
normally a title slide. User can use either a blank |‘:'| | | |:||:|
layout or one of the title layouts as the title slide.

Click on the Slide Layout icon on the Presentation — | ] o ]
Toolbar to open Layouts section and display the = %D D%
available layouts Or Click on the Properties icon at

the side of the Sidebar to open Layouts section and I || || || ]
display the available layouts. The layouts included :IH:: =:: %% %%%

in LibreOffice range from a blank slide to a slide

with six contents boxes and a title. ) Reset Slide Layout

v

-

1

Layouts section and display the available layouts. The layouts
included in LibreOffice range from a blank slide to a slide with
six contents boxes and a title. To create a title, if one of the title

the title text. To add text content, depending on the slide layout

Note: Text and graphical elements can be re-adjusted at any time during the preparation of the
presentation, but changing the layout of a slide that already contains some content can have an
effect on the content format.

title, subtitle or content modify the presentation style.

Click to add Title
* Click to add Text

Insert Table

Place Holders

In Impress, placeholders are boxes with
dotted borders that contains the content.
Built-in template slides on Impress already
contain placeholders, but placeholders can be
added to any template, including the default
blank slide. Placeholders can contain content,
text, pictures, charts, tables, media and

Insert Chart

Insert
Audio/Video

Or Click on the Properties icon at the side of the Sidebar to open

layouts has been selected, click on Click to add title and then type

selected, click on Click to add text. To adjust the formatting of the

Images.

Saving a Presentation
Now as the new presentation have been created, the next step would be saving

File | Edit View [nzert Form
7 bew ’
Open... Qrl+0

¢ OpenRemote.

L) Recent Documents [

Save Ciri+S

H
i s




