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Introduction

INSERT/EDIT AN IMAGE

WANT TO KNOW MORE?
Go to the instruction slide ‘VIDEO INSTRUCTIONS’.
You’ll find it at the beginning of the presentation
or insert it via ‘Home’ > ‘New Slide’.

1 If necessary, delete the existing image
by using the ‘Backspace key’. Click on
the pictogram to insert a new image
(see example below).

2 Select the preferred image
and click on  ‘Insert’.

Insert

3 Click with the right mouse button on the 
thumbnail display of the slide on the left side 
of the screen and choose ‘Reset slide’.

4 To scale or drag the image, go to the tab 
‘Picture Tools - Format’ and click on
the button ‘Crop’. Scale the image itself with
the spheres and scale the image frame with 
the brackets.

Crop

Layout

Reset slide

CHOOSING TEXT LEVELS

1 • Bullet

2

Under the tab ‘Home’, use the list level-buttons to 
choose a text level. 
Choose from:

• Sub-bullet #1

3 Body text

4 Subtitle

5

6

1. Numeric bullet

7

a. Alphabetic bullet

8

Alt. Subtitle9

WANT TO KNOW MORE?
Go to the instruction slide ‘VIDEO INSTRUCTIONS’.
You’ll find it at the beginning of the presentation
or insert it via ‘Home’ > ‘New Slide’.

Home Text level up

Text level down

• Alphabetic bullet

Cursive

Sten Mann

Let’s meet 

• Since 2006 with Vencomatic Group

• 13 years project leader North America

• 1 year interim operations manager VNA

• September 2021 ASM Western Canada 
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EDIT A HYPERLINK

Click on the preferred transparent shape and 
use the shortcut Ctrl + K to add a hyperlink. On 
the left side
of the pop-up window, click on ‘Place in this 
document’ and select the preferred slide in the 
list.
Then click on ‘OK’.

Egg Way
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Text and Image (M)

INSERT/EDIT AN IMAGE

WANT TO KNOW MORE?
Go to the instruction slide ‘VIDEO INSTRUCTIONS’.
You’ll find it at the beginning of the presentation
or insert it via ‘Home’ > ‘New Slide’.

1 If necessary, delete the existing image
by using the ‘Backspace key’. Click on
the pictogram to insert a new image
(see example below).

2 Select the preferred image
and click on  ‘Insert’.

Insert

3 Click with the right mouse button on the image 
and choose ‘Send to back’.

4 To scale or drag the image, go to the tab 
‘Picture Tools - Format’ and click on
the button ‘Crop’. Scale the image itself with
the spheres and scale the image frame with 
the brackets.

Crop

Send to front

Send to back

CHOOSING TEXT LEVELS

1 • Bullet

2

Under the tab ‘Home’, use the list level-buttons to 
choose a text level. 
Choose from:

• Sub-bullet #1

3 Body text

4 Subtitle

5

6

1. Numeric bullet

7

a. Alphabetic bullet

8

Alt. Subtitle9

WANT TO KNOW MORE?
Go to the instruction slide ‘VIDEO INSTRUCTIONS’.
You’ll find it at the beginning of the presentation
or insert it via ‘Home’ > ‘New Slide’.

Home Text level up

Text level down

• Alphabetic bullet

Cursive
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Closure

INSERT/EDIT AN IMAGE

WANT TO KNOW MORE?
Go to the instruction slide ‘VIDEO INSTRUCTIONS’.
You’ll find it at the beginning of the presentation
or insert it via ‘Home’ > ‘New Slide’.

1 If necessary, delete the existing image
by using the ‘Backspace key’. Click on
the pictogram to insert a new image
(see example below).

2 Select the preferred image
and click on  ‘Insert’.

Insert

3 Click with the right mouse button on the image 
and choose ‘Send to back’.

4 To scale or drag the image, go to the tab 
‘Picture Tools - Format’ and click on
the button ‘Crop’. Scale the image itself with
the spheres and scale the image frame with 
the brackets.

Crop

Send to front

Send to back

Thank you for 
your attention!
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