Exercise #1
Working with Text Boxes

In this exercise you will learn time-saving methods to move and format text boxes.

A. Moving Text Boxes

1
2.

From your CD open file_1.ppt and navigate to slide #2.

Add anew text box to the slide by clicking the Text Box 2 icon in the Drawing
toolbar in the lower section of the screen.

a. Click where you want the text box to appear on the screen.
b. Inthe new text box enter Working with Text Boxes.

3. To move the text box, click on it. When you see the handles, move the cursor until the
pointer becomes a four-headed arrow. While holding down the mouse button, move the
text box to the top-center section of the slide.

4. Changethefont in the text box to Arial 40.
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B. Moving Text —Drag and Drop
1. Gotodide#3.

2. To*“drag and drop” asection of
text, select the text in the first Formatting Text Boxes
bullet (as shown).
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3. Rdease the mouse button on the new location.
The text is now the second sentence in this bullet.

C. Formatting Text box
1. Right-click any location within the text box and from the menus, select For mat
Placeholder.
The Format AutoShape window appears.

2. Select the Text Box tab.

3. Reset the field values as follows: -
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4. Click OK.
Notice the new position of the text
within the text box. e
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