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Microsoft Power Point

Module 9 - Inserting Text Box and Its Properties in Power Point
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A text box in PowerPoint is a container
used to insert and display text on a slide. A 4 F :j
It allows users to place text anywhere on D S -
the slide independently of the slide Text Header WordArt Date & Slide  Object
layout. Text boxes can be resized, moved, Box & Footer - Time Number

and formatted to fit the design of the
presentation. They are commonly used for

titles, bullet points, captions, or custom
notes.

Text

— Banking &
L Li8 Helping Tool of Text Box Format Menu:

¢ Shape Fill - Changes the background color of the text box.
(LN o Shape Outline - Edits the border color, weight, and style of the text box.

o e Text Fill & Text Outline - Modifies the color and outline of the text inside the
box.
e Text Effects - Adds effects like shadow, reflection, glow; or 3D rotation to the
i State Govt. Ri242

LTI o Align Text - Controls the vertical and horizontal alignment of text within the

box.

e Text Direction - Rotates the text inside the box (e.g., vertical, stacked).
e Margins & Resize Options - Adjusts inner margins and allows auto-resizing of
the text box.
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Insert Shapes Shape Styles [F] WordArt Styles [F] Arrange Size
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Insert Shapes Group

Railways & Metro

= The Insert Shapes group in PowerPoint is a section found under the Insert tab or

Drawing Tools Format tab. It provides a collection of tools to add and work with
shapes in your presentation.

.Many more

abhyasonline.in

Corporate Office : ABHYAS ACADEMY, Near Govt. PG College, Ambala Cantt., Haryana (India)
www.abhyasonline.in @ (+91)94165-41198, 81689-25411

@ abhyasonline.info@gmail.com Follow Us: f y » E




@ KG-10 (School and Olympiads)
LI!WS . Entrance Exams (Navodaya, Sainik School etc.)

Bank, SSC, Railways & Other Govt. Exams

Course Inserting Text Box and Its Properties in Power Point

& e e e e e e e e e e - ————— =

Test Series

Insert Shapes

Insert Shape in a Text Box in PowerPoint means adding a shape (like a circle,
o CBSE rectangle, arrow etc.) inside or around a text box to
= enhance its appearance or function. = Edit Shape ~ —
. [& Change Shape r
I:I Edit Shape -

Edit Shape in a Text Box in PowerPoint refers to changing
the shape of the text container to better fit your design
or message.

@ NTSE Shape Styles Group
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The Shape Styles group in PowerPoint is found under the Drawing Tools Format
tab (or Shape Format tab). It provides quick formatting options to change the

— Banking & appearance of shapes.
Insurance % Shape Fill - ]
_ ShaQe Fill Theme Colors

H BEm [ |
TTECTTI AN Shape Fill is a tool in PowerPoint that lets you change the

s i interior color or pattern of a

selected shape. ' ]
p EShape Cutline - e . I II I . I I

Theme Colors

Shape Outline Standard Colors
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Shape Outline in PowerPoint Me Fill

allows you to modify the [ I I I EEEEEE v MoreFill Colors...

border of a shape by changing | standara colors

I

|

(O I-tAw its color, weight (thickness), |m m .. /0 byedropper
e LULLOEE and style (such as solid, Re Outine Bicture..
dashed, or dotted lines). This | % &ier Outine Cetors [ Gradient v
helps enhance the = Weight g -
=22 Dashes r Ll _exture ’

MBA appearance and visibility of
TN shapes in your presentation.

[E] Pattern...
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Shape Effects in PowerPoint are visual enhancements that you (] shocow
can apply to shapes, such as shadows, reflections, glows, soft [ ] Reflection »
edges, bevels, and 3D effects. These effects add depth and 7 gtow
dimension to shapes, making them stand out and appear more B

dynamic in your presentation. SoftEdges  »

CBSE
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| | Bevel 3

[ ] 3-nRotation »

WordArt Style Group

In Microsoft Word (and other Office programs), when you = LT -1 Bring Fo
insert a Text Box, you can format the text inside it using Theme Colors
WordArt styles. These styles are found under the WordArt H EHEN [ §

Styles group in the Drawing Tools > Format tab (or Shape
Format, depending on your version).
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Standard Colors

Text Fill is a formatting feature in Word (and other Office |l M EEEEN
TIPSR programs) that controls the interior color of the letters in No Fill
ervice your text.

More Fill Colors...
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Text Outline is a formatting feature that controls the E EEm mE
border (edge) color and style of your text.
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bl Text Effect

Cj
Text Effects are special visual styles you can apply to your (A Text Effects = 5 Se

text to make it more eye-catching or creative. These effects N
go beyond just color or font — they add depth, movement, Ll
glow, or 3D looks.

Shadow k

CBSE

/= Reflection »

Arrange Group

I

N /A\  Glow 3
o ; =
ﬁx ICSE The Arrange group is a set of tools on the Shape Format (or

Picture Format) tab that helps you control the position, B Bevel ,
_ order, and alignment of objects in your document. U

Bring Forward ,i\ 3-D Rotation »

Bring Forward is a command in the Arrange group that moves dh@ Transform

an object (like a text box, picture, shape, or WordArt) one

— Banking & layer closer to the front—so it appears on top of other
[TTLTITN objects.

.1 Bring Forward -~

11 Bring Forward

™9, PBring to Front
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el Send Backward
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Send Backward is a command in the Arrange group that y
moves an object (like a text box, image, shape, etc.) one e el

o NEIENCTTN (ayer behind another object. Y SendBackward
Services

DD Send to Back

I:I Selection Pane
f__‘- Enl.tﬁ:vn’ce The Selection Pane is a sidebar in - Selection v X
Microsoft Word (also PowerPoint and
I:I Excel) that shows you a list of all the Show All || Fide All allw
objects (like text boxes, pictures,
MBA shapes, WordArt, etc.) on your page or TextBox 2 i
Entrance slide. TextBox 1 O
I:I It helps you:

Railways & Metro . . )
= Services e Select objects easily, especially when

they’re overlapping.
..many moref ® Rename them for easier organization.
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¢ Hide/Show objects temporarily.
¢ Change the order of layers by dragging items up or down.

Align e
o CBSE e Align~ e[iae -
= Align is a tool in the Arrange group (under the Shape [ | [ Align Left
Format or Picture Format tab) that helps you precisely & Align Center
position objects—like text boxes, pictures, shapes, and | S| Align Right
WordArt—on the page by lining them up with each other * =g
@, ICSE e page itself. iF  Align Top
I} ¢ Align WMiddle
_ Rotate iy Align Bottom
Rotate is a feature in the Arrange group (on the Shape [l Distribute Horizontally
Format, Picture Format, or Drawing Tools tab) that lets & \Distribute Vertically
_ you turn, flip, or rotate objects like: . " .
Align to Side

S P TTR © Text boxes
(- ® Pictures

¢ Shapes

e WordArt

Central Govt.
ervice Group

Group is a feature in the Arrange group that lets you combine'multiple objects
(like shapes, text boxes, pictures, and WordArt) into a

o SN ETENTITH single unit.
Services

Size Group gl 2
oy 1.68"
++ LAW In Microsoft PowerPoint (and other Office apps), "Size -
N TR Group” refers to a section on the ribbon toolbar — it’s Size F
called a group because it's a collection of related tools, not
a group of objects.

EMBA Height & Width
ntrance

In PowerPoint (or any design or layout tool):

NLUUOTIX L » Height = how tall something is (measured from top to bottom).
S LLUCEERN o Width = how wide something is (measured from left to right).
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Make this PPT using Shapes and Color Fill

Rating Star Shapes for PowerPoint

PURPOSE SCALE

" Insurance
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Rating Star Shapes for PowerPoint
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