PowerPoint tips and tricks
Change the background colour in PowerPoint
1. Click the slide that you want to add a background colour to.
[image: ]Tip:   To select multiple slides, click a slide, and then press and hold CTRL while you click the other slides.
2. Go to Design > Background Styles > Format Background. 
3. Select Colour > Fill > Solid Fill.
4. Pick Colour [image: Color Picker] , and then choose the one you want.
To see more colour options, select More Colours, and then either choose a colour on the Standard tab, or mix a colour on the Custom tab. 
Tips:
· To change the background transparency, move the Transparency slider.
· You can vary the percentage of transparency from 0% (fully opaque, the default setting) to 100% (fully transparent).

5. Do one of the following:
· To apply the colour to only the slides that you selected, click Close.
· To apply the colour to all of the slides in your presentation, click Apply to All.

[image: ]Fill text boxes to match slide background colour
  
1. Right click on the text box. 
2. Choose ‘Fill’ 
3. Pick Colour [image: Color Picker], and then choose the colour you want. To see more colour options, select More Colours. To change the background transparency, move the Transparency slider. 


Change the order of objects 
1. [image: ]To place a text box in front of an image Right click the image and select ‘Send to back’. Alternatively select the item you want to appear first and select ‘Bring to front’. 








[bookmark: _GoBack]How to add alt text to a slide or document
[image: ]1: Right click on the image
2: Select ‘Format Picture’
3: Select ‘Alt Text’
4: Add your title and brief clear description of the image 
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