
Lesson 7: Working with Lines, Fills, and Colors
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File Listing

	Task
	Exercise
	Recommended Method
	Student Data File
	Solution File

	Apply a Border
	7-1
	Select the body text placeholder. Click the Line Style button on the Drawing toolbar and choose a line style.
	SanFran1.ppt
	None

	Change the Border Line Style
	7-2
	Select an object and choose a style from the Dash Style option on the Drawing toolbar. 
	None
	None

	Change the Border Line Color
	7-3
	Select an object. Click the arrow on the Line Color button on the Drawing toolbar and choose a color.
	None
	None

	Draw and Format Arrows
	7-4
	Click the Arrow button on the Drawing toolbar and draw a diagonal line.

Select the arrow and change the line style using the Line Style button. Select the arrow and click the Arrow Style button on the Drawing toolbar.
	None
	None

	Use the Format AutoShape Dialog Box
	7-5
	Double-click an inserted arrow and click the Colors and Lines tab in the Format AutoShape dialog box. 

Open the Color drop-down list in the Line section and select a background color. 
Select a weight from the Weight box. 

Choose an arrow style on the End style drop-down list.
	None
	None

	Change the Fill Color of AutoShapes
	7-6
	Select an object and choose Format AutoShape from the shortcut menu. Click the Colors and Lines tab in the Format AutoShape dialog box. Click the arrow next to the Color drop-down list in the Fill section of the dialog box and choose a color.
	None
	None

	Remove Fill Colors and Borders from AutoShapes
	7-7
	Select the AutoShape. Click the arrow for the Fill Color button on the Drawing toolbar and choose No Fill. 
With the AutoShape still selected, click the Line Color button and choose No Line.
	None
	None

	Use Recolor to Color an Image
	7-8
	Select an image on the slide. Click the Recolor Picture button on the Picture toolbar.

Choose Colors in the Change box at the lower left-hand corner of the dialog box and choose the required colors for the image.
	None
	None

	Choose a Standard Color
	7-9
	Select an object and click the arrow for the Fill Color button. Select More Fill Colors, click the Standard tab from the Colors dialog box and choose a color.
	None
	None

	Create a Custom Color
	7-10
	Select an object. Click the arrow for the Fill Color button and choose More Fill Colors. Click the Custom tab on the Colors dialog box and create a custom color by dragging the crosshair.
	None
	None

	Adjust Transparency Settings
	7-11
	Select an object. Click the arrow for the Fill Color button and choose More Fill Colors. Adjust the transparency by dragging the Transparency slider to the right or the left.
	None
	None

	Apply a Gradient Fill to an AutoShape
	7-12
	Select an AutoShape. Click the arrow for the Fill Color button and choose Fill Effects. Click the Gradient tab on the Fill Effects dialog box. Click the required option from the Colors section and choose a shading style.
	None
	None

	Apply a Gradient Fill to Add Dimension
	7-13
	Select an AutoShape and remove the border. 
Open the Fill Effects dialog box using the Fill Color button and choose the One color option from the Gradient tab. Choose a color from the Color 1 list box and move the Dark/Light slider to the right. Set the transparency to 0%. Choose From center in the Shading styles options box.
	None
	None

	Apply a Gradient Fill to a Text Placeholder
	7-14
	Select the body text placeholder and choose Placeholder from the Format menu. 

Click the Color list box arrow and choose Fill Effects on the Colors and Lines tab in the Format AutoShape dialog box. 
Click the Gradient tab and click the Two colors option in the Fill Effects dialog box. 

Set Color 1 and Color 2 and choose a shading style and the upper-right variant.


	None
	None

	Add a Fill Pattern to an AutoShape
	7-15
	Right-click an AutoShape and choose Format AutoShape. Select the Colors and Lines tab. 
Click the Color drop-down list box in the Line section and choose No Line.

Click the Color drop-down list box in the Fill section and choose Fill Effects.

Click the Pattern tab and choose a pattern. 
	None
	None

	Add a Textured Fill to an AutoShape
	7-16
	Right-click an AutoShape and open the Format AutoShape dialog box. Click the Colors and Lines tab. Choose Fill Effects from the Color drop-down list in the Fill section and click the Texture tab. 
Select a texture.
	None
	None

	Add a Picture Fill to an AutoShape
	7-17
	Select an AutoShape and change its border color to black. Use the Fill Color button to open the Fill Effects dialog box. Click the Picture tab.

Click the Select Picture button and navigate to the folder where the student files are stored. Select a file and click Insert.
	None
	None

	Apply a Pattern to a Border
	7-18
	Right-click an inserted picture and select Format Picture from the shortcut menu. Click the Colors and Lines tab in the Format Picture dialog box and change the color and the line weight.

Open the Color list in the Line section and choose Patterned Lines. Choose a foreground and a background color.
	None
	None

	Copy Formatting from One Object to Another Object
	7-19
	Select an AutoShape and click the Format Painter button on the Standard toolbar. Click within the title text to which the format needs to be copied.
	None
	None

	Copy Object Formatting to a Different Slide
	7-20
	Click the body text placeholder and double-click the Format Painter button. Move to another slide and click an object on the slide. 
	None
	None

	Choose the Grayscale Version
	7-21
	Click View choose Color/Grayscale, Grayscale. Alternatively, click the Color/Grayscale button on the Standard toolbar and choose Grayscale.
	None
	None

	Choose the Black and White Version
	7-22
	Click the Color/Grayscale button on the Standard toolbar and choose Pure Black and White.
	None
	None

	Create borders, change line colors and styles, and change fill colors.
	7-23
	
	Funding2.ppt
	Sol 7-23.ppt

	Use a color from the extended color palette, apply a transparent gradient fill, and use the Format Painter.
	7-24
	
	Owners1.ppt
	Sol 7-24.ppt

	Copy formatting by using Format Painter, add a patterned border, apply a transparent gradient fill, and work with grayscale settings.
	7-25
	
	MiamBch1.ppt
	Sol 7-25.ppt

	Add fill and outline effects to slide master objects and change grayscale settings.
	7-26
	
	Opening2.ppt
	Sol 7-26.ppt

	Work with gradient fills, create and format an arrow, change grayscale settings, and use the Format Painter.
	7-27
	
	Recruit1.ppt
Logo1.jpg
	Sol 7-27.ppt

	Change line colors, line styles, and fill colors of objects; change an AutoShape; add an arrowhead; adjust grayscale settings.
	7-28
	
	TrainPt3.ppt
	Sol 07-28.ppt

	Apply a textured fill, apply patterned lines, and use custom colors.
	7-29
	
	Seminar2.ppt
	Sol 07-29.ppt

	Work with master slides, gradient fills, patterned lines, and grayscale settings.
	7-30
	
	Market3.ppt
	Sol 07-30.ppt

	
	7-31
	
	None
	None

	
	7-32
	
	None
	None

	
	7-33
	
	SanFran1.ppt
	None


The outline for this lesson will be presented in the following two sections:



Lecture Outline

· Highlights from the text

· Short discussions on difficult items

Lecture Notes

· Notes

· Teaching tips

· Text figures

· PowerPoint slides

Lesson Outline

Section 7.1
Changing the Line Color and Line Style of AutoShapes
This section focuses on:

· Applying a Border
· Changing the Border Line Style
· Changing the Border Line Color
· Drawing and Formatting Arrows
· Using the Format AutoShape Dialog Box
Section 7.2

Changing the Fill Color of Objects
This section focuses on:

· Changing the Fill Color of AutoShapes

· Removing Fill Colors and Borders from AutoShapes

· Using Recolor to Color an Image

Section 7.3

Working with an Extended Range of Colors
This section focuses on:

· Choosing a Standard Color

· Creating a Custom Color

· Adjusting Transparency Settings

Section 7.4

Adding Patterns, Gradient Fills, and Textures
This section focuses on:

· Applying a Gradient Fill to an AutoShape

· Applying a Gradient Fill to Add Dimension

· Applying a Gradient Fill to a Text Placeholder

· Adding a Fill Pattern to an AutoShape

· Adding a Textured Fill to an AutoShape

· Adding a Picture Fill to an AutoShape

· Applying a Pattern to a Border

Section 7.5

Using the Format Painter Tool to Copy Formatting
This section focuses on:

· Copying Formatting from One Object to Another Object

· Copying Object Formatting to a Different Slide

Section 7.6

Adjusting Presentation Color Settings

This section focuses on:

· Choosing the Grayscale Version

· Choosing the Black and White Version

	Lecture Outline
	Lecture Notes

	Section 7.1
Changing the Line Color and Line Style of AutoShapes

Borders are created by using a variety of color and line options to emphasize or separate text, clip art, or other objects from the rest of the slide. Borders can be applied to any PowerPoint object, including text boxes, text placeholders, AutoShapes, clip art, and pictures.

Applying a Border
The quickest method to add a border to an object is to select the object, and then click the Line Style button.
Line style refers to the type of border or outline of an object. Line style options include single, double, and triple lines of varying line weights.
The weight of a line is its thickness, measured in points. Users can access more line style options by opening the Format AutoShape, Format Text Box, or Format Picture dialog box. 

Changing the Border Line Style

PowerPoint offers a variety of dash styles to apply to lines and borders. A dash style is the pattern of dashes and dots that make up a line. Dash styles include a solid line, square dots, dashes, and combinations of dashes and dots.

Users can apply dash styles to lines, arrows, and object borders of any color and any line weight.

Changing the Border Line Color

Users can change the color of a border in one of the following ways:

· Click the Line Color button on the Drawing toolbar.

· Use the Format AutoShape dialog box (Colors and Lines tab).

The color sample on the Line Color button shows the last color applied. If users click a color button without clicking its arrow, the color on the button’s color bar will be applied.

Drawing and Formatting Arrows
Users can draw lines with arrowheads by using the Arrow button on the Drawing toolbar. They can also add arrowheads to existing lines by using the Arrow Style button or the Colors and Lines tab in the Format AutoShape dialog box.

Arrow style options include a variety of arrowheads, dots, and diamonds. By using the Format AutoShape dialog box, users can control whether to insert an arrowhead on either end or on both ends of a line.
Using the Format AutoShape Dialog Box

The Format AutoShape dialog box can be used to apply various types of formatting to PowerPoint objects. It also allows users to change multiple attributes at a time. Also, the Format AutoShape dialog box offers many options that are not available on toolbars.


	Lesson Key Objective

Explain how to enhance a presentation by applying color, patterns, shading, and line styles to AutoShapes, text placeholders, and pictures.

Text Figure: F07-01
Teaching Tip:

Explain the difference between the Line Style and the Dash Style buttons.

[image: image1.emf]Apply a Border

 
[image: image2.emf]Apply a Border


Teaching Tip:

Remind students that the Slide pane must be active and a text placeholder or text box must not be active for [Tab] to cycle through the slide’s objects to select them. If students move to the next slide by clicking a thumbnail or by using the Outline pane, they will need to click a blank area on the slide before pressing [Tab] to select an object.

Text Figure: F07-02

Text Figure: F07-03


[image: image3.emf]Draw and Format  Arrows


Text Figures: F07-04, F07-05
Additional Notes:

The placement of the arrow is determined by where users started drawing the line. The left arrowhead appears at the beginning of the line, and the right arrowhead appears at the end of the line.

Text Figure: F07-06




	Section 7.2

Changing the Fill Color of Objects
The fill color of an object on a slide is determined by the presentation’s color scheme. Users can easily change the fill to another color from the presentation’s color scheme.

Changing the Fill Color of AutoShapes
The Fill Color of AutoShapes can be changed by using either of the two options:

· Use the Fill Color button on the Drawing toolbar.

· Use the Colors and Lines tab in the Format AutoShape dialog box.
Removing Fill Colors and Borders from AutoShapes
To remove a fill color or a border applied to an object, users need to choose the No Fill option from the Fill Color menu and the No Line option from the Line Color menu.
Using Recolor to Color an Image
The recolor feature allows users to change the color of a clip art to match the color scheme of the presentation. This feature can be used only with Microsoft Windows Metafiles (a vector image format used mostly for clip art in Windows), and not with bitmapped images such as .jpg, .gif, or .png. To edit these images, an image editing program must be used.
An object can be recolored using one of the following methods:
· Click the Recolor Picture button on the Picture toolbar, and click Colors to change any color in the picture.

· Click the Recolor Picture button on the Picture toolbar, and click Fills to change only the background or the fill colors in the picture.
	Teaching Tip:

Explain the difference between the Fill Color and Line Color buttons.
Text Figure: F07-07
Teaching Tip:

Inform students that the border is always present on an AutoShape. If they do not want a contrasting color, then they need to choose the No Line option. If they want to emphasize the border, they need to choose a contrasting color that blends with the color scheme and makes the border thicker, so it is easily visible on the slide.


[image: image4.emf]Remove Fill Color  and Borders

 
[image: image5.emf]Use Recolor to Color  an Image


Text Figure: F07-08


	Section 7.3

Working with an Extended Range of Colors
Apart from the standard eight colors, PowerPoint provides many other colors to be used in a presentation’s color scheme. However, it is usually best to use the eight colors that make the color scheme but, at times, one or two additional colors can enhance the look of a slide. 
Choosing a Standard Color
The Colors dialog box has two tabs: Standard and Custom. 
Standard colors are premixed colors that users can choose by clicking a sample on the Standard tab. Custom colors are colors that a user can mix using the Custom tab. 
Users can create an unlimited number of custom colors by choosing More Fill Colors from the Fill Color button’s drop-down list. Alternatively, they can choose More Line Colors option from the Line Color button’s drop-down list.

Creating a Custom Color
The Custom tab on the Colors dialog box enables users to create any color. To create a custom color, users need to drag a crosshair to choose the color; then use a scroll bar to choose the level of brightness for the color. 
The color terms for the RGB color model are:

· Hue - The actual name of the color that has been selected.

· Saturation - The intensity of the color. 

· Luminance - The brightness of the color. 

After a custom color is chosen, it appears on the second line of the Fill Color and Line Color buttons’ drop-down lists. This allows users to use it again without re-creating it.

Adjusting Transparency Settings

The color settings in PowerPoint can be enhanced by making colors transparent. For example, users can make an AutoShape’s fill transparent, so that a slide’s background shows through. Line color can also be made transparent. The transparency can be changed using the Colors dialog box.
	
[image: image6.emf]Choose a Standard  Color


Text Figure: F07-09
Teaching Tip:

Inform students that if the presentation contains objects with colors that are not part of a color scheme, the colors will not be changed when they apply or change a color scheme. Only objects colored with one of the eight color-scheme colors will change.
Text Figure: F07-10

[image: image7.emf]Create a Custom  Color

 
[image: image8.emf]Adjust Transparency  Settings



	Section 7.4

Adding Patterns, Gradient Fills, and Textures

Users can add special effects such as fill patterns, gradient fills, and textures to objects in a slide. PowerPoint provides many patterns, including textures that resemble wood and marble surfaces. Users can also fill objects with pictures and clip art.

Applying a Gradient Fill to an AutoShape
A gradient fill can be used to add dimension to PowerPoint objects. When users apply a gradient fill, the object contains colors that blend or shade into one another. 
Besides choosing colors for gradient fills, users can specify the direction of the gradual color change, such as horizontal or diagonal. They can also add transparency effects. When using single-color gradients, the degree of light and dark can be adjusted using a slider.

Applying a Gradient Fill to Add Dimension
Applying a one- or two-color gradient fill to a circle can give it the appearance of a sphere.
Applying a Gradient Fill to a Text Placeholder

Uses can apply fills to text placeholders in the same way as they apply fills to AutoShapes. They can use all the options, including gradient fills and transparency settings. 
When working with gradient transparency settings, there are two transparency sliders. The From slider controls Color 1 and the To slider controls Color 2.

Adding a Fill Pattern to an AutoShape

Users can choose from 48 two-color patterns by clicking the Pattern tab in the Fill Effects dialog box. Users can also choose any foreground and background color to create an unlimited variety of pattern effects.

Adding a Textured Fill to an AutoShape
In addition to gradient fills and patterns, users can apply textured fill effects, such as marble and wood grain.

Adding a Picture Fill to an AutoShape
Users can also customize their slides by using a picture file as an object fill.

Applying a Pattern to a Border
Users can apply patterns to the border of an object, a line, or an arrow. Depending on the colors chosen, a pattern can soften the effect of a line or emphasize it.
	Teaching Tip:

Point out that patterns should be used appropriately. Patterns, gradient fills, and textures can add interest, but they can also be distracting if they are not used effectively.

Text Figures: F07-11, F07-12
Teaching Tip:

Explain to students that the two transparency sliders enable them to set the transparency of an object, so that it increases or decreases from one end of an object to another. Have students experiment with these settings.

Additional Notes:

If users want to preview the results of changing the transparency settings, they need to temporarily change one of the other settings in the dialog box.


[image: image9.emf]Apply a Gradient Fill  to an AutoShape


Teaching Tip:

Remind students that the Format AutoShape dialog box enables them to create the same fill effects as the Fill Color button on the Drawing toolbar.

Text Figure: F07-13
Text Figure: F07-14

[image: image10.emf]Add a Textured Fill  to an AutoShape


Text Figure: F07-15
Teaching Tip:

Inform students that if they click Other Texture in the Texture tab of the Fill Effects dialog box, they can navigate through the disk drives and network drives to choose graphics files from other sources.

Text Figure: F07-16
Text Figure: F07-17


	Section 7.5

Using the Format Painter Tool
The Format Painter tool enables users to copy the formatting - for example, the fill pattern - from one object to another.

Copying Formatting from One Object to Another Object

When the format of an object is copied, many default settings associated with that object are also copied. For example, when the formatting of an AutoShape is copied, the default text formatting associated with that AutoShape is also copied even if there is no text in the AutoShape. If users apply that formatting to a text box, the text formatting might change along with the fill and outline formatting. 

Copying Object Formatting to a Different Slide

Similar to copying objects from one slide to another, formatting can be copied using the Format Painter tool.


	Additional Notes:

Users can copy a format to more than one object. To do this, they need to double-click the Format Painter to keep it active, and then apply the format to the required objects.

[image: image11.emf]Copy Formatting  From One Object to Another



	Section 7.6

Adjusting Presentation Color Settings

In many cases, slides look better in color, but the text becomes difficult or impossible to read when printed in grayscale. Users can display the grayscale view of the presentation in the Slide pane. When the grayscale view is displayed, they can change the grayscale settings without affecting the color version of the presentation.

Choosing the Grayscale Version
To adjust the grayscale image of a presentation, users need to first display the grayscale version of the presentation in one of the following ways:

· Click the View menu and choose Color/Grayscale, Grayscale.

· Click the Color/Grayscale button on the Standard toolbar and choose Grayscale.

When the grayscale version is in view, users should select an object on a slide or on a master slide, click Setting on the Grayscale View toolbar, and choose one of the options.

Choosing the Black and White Version
The black and white version of a PowerPoint presentation is available through the Color/Grayscale button. The black and white option puts all objects in a pure black and white setting, which saves ink when printing and makes notes for handouts easy to read.


	Additional Notes:

Users might need to click the Toolbar Options button to find the Color/Grayscale button.

Text Figure: F07-18

[image: image12.emf]Choose the  Grayscale Version


Teaching Tip:

Stress the importance of consistency in presentation settings.
Text Figures: F07-19, F07-20
Teaching Tip:

Point out the difference between the Grayscale view and the Pure Black and White view. Ensure that students know that these are previews of the settings available in the Print dialog box.
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