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Introduction

Aim

The aim of this guide is to help users make the most of the various functions of PowerPoint so that they
can easily optimise and simplify their work.

This guide will help you understand PowerPoint functions and templates used at Universita della Svizzera
italiana.

Template purpose

A template is a reference document that includes preset elements, such as page layout, formatting, and
styles, to assist in creating and organising documents.

It saves users a significant amount of time, as they only need to select and apply predefined elements
without worrying about creating the page layout from scratch.

The content structure also benefits from this and leads to an optimised presentation of the communicative
elements.

Finally, templates ensure a consistent, coherent, and high-quality presentation, enhancing the University’s
coordinated image.

Who is the template for?

The templates are designed for administrative and academic staff to carry out their responsibilities.

Additional information on graphic design, along with guidance on official names and editorial rules, can
be found on the page dedicated to USI's Corporate Design.

www.desk.usi.ch/en/corporate-design



https://www.desk.usi.ch/en/corporate-design
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Each slide has a specific purpose and should not simply present a list of information for the audience
toread.

Instead, each slide should concentrate on a particular concept, reinforcing the message conveyed
by the speaker. This approach ensures that each slide effectively supports and enhances the oral
explanation provided.

Every element (photo, chart, logo, icon) on the slide must serve a clear purpose.

Ifyou must use alot of text, consider applying a few simple tricks to lighten the slide:

e shorten texts where possible

« divide the content into paragraphs (each paragraph a slide)

o lighten the content by inserting slides with quotes, charts or photographs

« starta new chapter with a dedicated slide (Chapter / in white highlight’, ‘Chapter / in black
highlight’)

Creating an effective PowerPoint presentation requires clear content, an attractive design,
and a structure that enhances understanding of the message.

Here are some practical tips for creating a presentation that makes an impact:

1. Define a clear objective
Establish the purpose of the presentation (to inform, to persuade, to entertain) and keep it
in focus on every slide.

2. Organise content
Organise the presentation into three sections: introduction, body, and conclusion.
Each slide should reinforce the main message.

3. Keep text short
Use short sentences and bullet points (lists) to highlight the main concepts.
Avoid cluttering the slides with too much text.
Remove any information that is not mentioned.
Focus on a highlighted number or word, accompanied by a brief explanatory sentence
to provide context.

4. Clear and coherent design
Adopt a consistent visual style: use simple backgrounds, clear fonts, and contrasting colours
to enhance readability.

5. Images and charts
Choose quality images and use charts to illustrate data.
Make sure that each visual element supports the message.

6. Engage the audience
Do not read the slides. Use the visual support to emphasise the points and try to interact
with the audience to keep their attention.

These six points will help you create clear, effective and engaging presentations.

These six points are essential for creating clear, effective, and engaging presentations.
We recommend consulting the link, as well as the many tutorials available online, to explore
the topic in greater depth.

Finally, it's important to use the correct terminology and naming conventions adopted
in USI communication.

All the information can be found at www.desk.usi.ch/en/corporate-design,

in the section Style guide, language, titles and names.



https://support.microsoft.com/en-gb/office/tips-for-creating-and-delivering-an-effective-presentation-f43156b0-20d2-4c51-8345-0c337cefb88b
https://www.desk.usi.ch/en/corporate-design
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Use of the Where and
template how to access
the files
Important The templates will be The folders are

Itis recommended
to always begin with
anew document.

periodically updated
with changes and
improvements.

subdivided by:
USI generic
and Faculties

When the programme
starts, a blank
document is displayed
by default.

From the main menu @ L

click on “File”, and
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Select =

“Personal” e
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the US| templates
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Use of the
template

Overview

The template’s side
menu includes slides
with examples for
users to quickly view
available options.

To add new slides,
click on the small
arrow to the right of

the “New Slide” button.

This will show youa list
of options, allowing you
to choose the slide
layout that best fits

the content you want
to include.
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Overview of
the slides available
in the template.
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Examples on how
to use the slides in
this template.
— —
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Faculties PPT Click on the The only item that The slides are

templates are
available in two
languages.

New slide arrow to
access available
pages.

changes is the name
of the Faculty
on the cover.

divided into ITALIAN
and ENGLISH.

Sottotitolo
Nome Cognome

Subtitle
Name Surname

@ setee @00 H D= 1) T Il- 5 cOMppt 1602025 pote » Saved 1o Vishahs

P Sesech

Fle  Home lnsert Doww  Desgn  Tansitiors  Animations  Shde Show Record  Review  View  Developer  Help  Accbat

e |ajm o AN

e T

r - XY
™ s [an- 5 . Brus (- ha- £

coppoat & ARG

" Aslatoratrics Tk e tesln

U 4

-
Shde 20 [B Evgh e tingbornt B secesulbity bnmtiae

E-E-|Tom- He- S N\O000 1 R
£ Algn Tet AL LD DO pnge e £
& &

e By Corvar - lesnod b alE -

Sottotitolo
Nome Cognome

Data
Luogo

— o *

5 s
m B B S EE
G ReRlacr T BOF  Crese POF Do Addn | Duiigewr

I St wdShaelek SrevieOutiook -

-
#
¥

Lot rigimienoy B 8 B 7 -——4—— un




13

PowerPoint
template
user guide

Use of the
template

anguage
selection

Itis possible to assign
the new slide (in this
case the language)

at a later time.

Select the slide and
right-click to choose
“Layout’, then select
the slide that will
replace the current one.
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Colours
and fonts

The colour palette
(Theme Colors) as
well as fonts are
preset to match the
USI graphics
guidelines.

More info at pages
15 and 3b.

Whether for an
image or text,
preset colours are
available by
default in all
options.

The colours of the
USlI faculties have
been setas a
default, which is
especially useful
when discussing
them.

Itis possible to use
shades of the
specific colour of an
individual Faculty.

This makes it easy
to create a more
precise narrative.
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Fontsa The font used for these templates is Arial.

In addition to PowerPoint templates, the same font is used across various
Word templates, emails and all other materials provided to the USI community
for everyday use (without input from the Graphics Service).

To lighten the presentation and make it more visually appealing,
we recommend using Bold for titles and subtitles and Regular for texts.

The use of other fonts is not permitted.

Writing a full text in ALL CAPS is not advisable because it may express
emotions such as anger or despair (in publishing, capital letters are used for
shouting, i.e., to distinguish an exasperated and violent tone).

It can also be frustrating, often leading to fatigue and a subsequent slowdown
in reading.

[t can be used to highlight a keyword within a paragraph.

Colours Here are the Faculty colour references, provided in both RGB and HEX
formats:
Architecture Economics
rgh 180/184/182 rgh133/176/164
#b4b8b6 #85b09a
Biomedical Sciences Informatics
rgb 2563/121/105 rgb 255/204/82
#fd7969 #ffccb2
Communication Theology
rgb 136/173/255 rgb 176/167/196
#88adff #b0a7c4
Corporate More information on USI Corporate Design are avaialble at
Design

www.desk.usi.ch/en/corporate-design

For further questions or requests please contact: grafica@usi.ch.


https://www.desk.usi.ch/en/corporate-design
mailto:grafica%40usi.ch?subject=

Presentation tips
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Presentation
tips

Cover
Cover with
partner

The title slide is
called “Cover” in the
menu.

Please enter the
following information
if available:

- title,

- subheading,

- organiser (event)
- date

- place

The title slide is called
“Cover” in the menu.
Please enter the
following information
if available:

- title

- subheading

- organiser (event)

- date

- location

This slide is intended
solely for events
involving external
partners.

The info “In
collaboration with”
may be changed
according to the type
of partnership with
the institutions to be
mentioned.

sy
P

Unita organizzativa
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Evento

Titolo
della
presentazione

Sottotitolo
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| -
presentazione —
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Presentation Chapter /
tips highlights

Sono disponibili due
pagine divisorie.

Capitolo /

in evidenza bianco
Chapter/ highlights
in white

We recommend
inserting separators
in long presentations
to break up and give
rhythm to the content.

In addition to indicating

a new chapter, you can

insert:

- short quotations

- short highlighted
concepts or data not
exceeding 3-4 lines.

Capitolo /

in evidenza nero
Chapter/highlights
in black

We recommend
inserting separators in
long presentations to
break up and give
rhythm to the content.

In addition to indicating

a new chapter, you can

insert:

- short quotations

- short highlighted
concepts or data not
exceeding 3-4 lines.

|
Slide di capitolo /
Messa in evidenza /
Citazione
: %

Slide di capitolo /
Messa in evidenza /

Citazione
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This slide is useful if Also on the Alternatively, numbers
you want to place “Chapter / can be displayed as
particular emphasis on highlights white”. on page 20 (white
an important piece of background only).
information, followed
by a very brief
description.

Slides a o

Chapter/ highlights A e

black

are also dedicated to

highlight pieces of

information or data. il

Enter only one piece
of information and
max 1 line of text.

For more data to
highlight use the
example on page 21.

199

Nasce I’'USI

"
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Use of the 6 elements
Presentation and speaker
tips

Example:

The overview of
guests attending a
conference.

Insert the following

information:

- title if present

- photo

- speakers’
information

Before each
speech, you can
display the
individual details of
the speaker.

Insert the following

information:

- title of the speech

- photo

- speaker's
information

&4

Funzione

i »

Funzione

Arimies SeleShow Remed Meview Viow Devloper Hip  Acchet
find H
—
=
e Titolo
—
i Nome Cognome
= :'?m..._ Funzione
L] 5 Unita organizzativa

Nome Cognome

4 { Unita organizzativa

Nome Cognome

Unita organizzativa

0 Unith organizzativa. THok peesentazons, AUre, gg e aki

Nome Cognome
Funzione
Unita organizzativa

Nome Cognome
Funzione
Unita organizzativa

Nome Cognome
Funzione
Unita organizzativa

Titolo
presentazione
relatrice/relatore

Nome Cognome
Funzione
Unita organizzativa
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More examples
To highlight a portion ® e ®) E e x
Qf textl, it is possible to e . R — ErT =l r——
insert it between two : 2 ;
lines and use a larger . - N =
font. - — AL 2
Titolo
— Titolo 2° livello Testo in evidenza
o Lorem ipsum dolor sit amet, consectetur adipiscing elit.
Phasellus rutrum crnare lacreet.
c ribus fol Lorem ipsum dolor sit amet, consectetur |
o= o ras agal finkus fals. adipiscing elit. Phasellus eu urna leo.
" 0= 1. Lorem ipsum dolor sit amet, consectetur adipiscing. Pellentesque est justo, consequat feugiat
o= o= Phasellus eu uma leo. interdum non, condimentum a libero.
z a. Phasellus rutrum omare lacreet. Cras eget finibus felis. Sed fermentum,
b. Cras eget finibus fels. sapien euismod consequat dictum.
v ";'""-‘-“ c. Curabitur metus nisl
1
i : ﬁ e T e p—— ]
* '
- - -] [ ‘ L]
To make the e

presentation smoother
and less boring, as an
alternative to
traditional bullet
points, important facts
can be highlighted
with short sentences
next to large numbers
that appear as they
are quoted using
animations.

Titolo

Lorem ipsum dolor sit
amet, consectetur
adipiscing elit.

Lorem ipsum dolor sit
amet, consectetur
adipiscing elit.

Lorem ipsum dolor sit
amet, consectetur

adipiscing elit.

Lorem ipsum dolor sit
amet, consectetur
adipiscing elit.

Lorem ipsum dolor sit
amet, consectetur
adipiscing elit.

Lorem ipsum dolor sit
amet, consectetur
adipiscing elit.

@ Unith arpanizzatva, Task prosentazions, Autore, gg.mm.aaaa
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Presentation
tips

Photos and
charts

Layout of photos @ @) H 9 [N —
with caption. Wl Home el Diw Desgn  Wwston  Areatoss  ShieShow  Reowd  Revew  Vew  Devloper  Help  Aaoobat
B
- =
8= &=
= @@=
& t= Titolo
7
Palarzo principale
Camaus Ovest
Lugano
Bios+ Buikiing
10 Bellinzona
ﬁ Unita organtzzativa, Tioko presentazions, Autore, 09 mm.aass L)
i
¥
— 5
swban @ - R — Stom Gownies B B @ T . &
Images with . e o x
highlighted text e e - CEER
Pt |
1 fovlecs = Digrar
b st

Titolo

Lorem ipsum dolor sit amet,
consectetur adipiscing elit.
Phasellus eu urna leo.
Pellentesque est justo,
consequat feugiat interdum
non, condimentum a libero.
Phasellus rutrum ornare laoreet.
Cras eget finibus felis.

ﬁ hutcee
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Presentation Photos and
tips charts

Adding charts directly
from the insert option
allows for more
efficient management
(see pages 32 and
37)
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Presentation Photos and
tips charts

B e @) @ 9

Prraston] - st

Fle Home Gmel Duw Desgn  Wewtom  Anestos  ShieShow Recsd Revew Vew Deviope  Melp  Aocbat

Titolo

Titolo 2° livello

0

Titolo 2° livello
1. Phasellus eu uma leo.

2. Sed fermentum, sapien euismod consequat dictum.
Curabitur metus nisl, consequat sit amet pharetra non,
fermentum ac nisl.

3. Efiam pellentesque tristique velit.
In egestas ex in velit egestas aliquet.

4. Morbi tristique bibendum malesuada.
Sed lacus enim, dignissim et ullamcorper consegual,
CUrsUs nec sapien.

5. Aenean lobortis pulvinar sapien ac porta. I
Munc eget ipsum non nibh venenatis hendrerit vitae eu
justo,

6. Mulla suscipit nisl ac laculis malesuada.
Sed vulputate mauris lectus, vel conseguat tortor
pretium.

0 Unita organizzativa, Tilnla peesentazions, Atore, 0. mem aaaa

St (iginieny B B @ T + s &

B e ) @ 9

Presial | fownfeet
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Titolo

Lorem ipsum dolor sit amet.

+ Ut enim ad minim veniam.

+ Munc viverra imperdiet enim.

+ Exgepleur sint occaecat cupidatat non proident.

" Lorem ipsum dolor sit amet.
+ Ut enim ad minim veniam.
+ Nunc viverra imperdiet enim.

] 7 = ok + Excepteur sint occaecat cupidatat non proident.

Didescalia

Didascalia
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Presentation
tips

Closing
remarks

Conclude the
presentation by

thanking the audience.

The version with a
black background
can also be used.

o Vg Acvbat

Grazie
per I'attenzione

U T
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Please, don’t

This template is
not suitable for
large amounts of
content nor for
inserting images.

For optimal use, we
recommend following
the instructions
provided on pages
18 and 19.

Lorem ipsuni dolor sit amet,
cansectziur adipiscing elit, sed
do f:issmod tempor incididunt
 laborevat dolore magna
aliqua.

Ut enim ad minny,veniam, quis
nostrud exercitatiorrtllamco
laboris nisi ut aliquip ex2a
commodo consequat.
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During presentations,

- ond - £ sech
the audience lacks time mt  Draw  Desgn  Wawstiom  Anestiors  SideShow  Recod  Revew  View Deebpe  Mep  Aasbat
to read this slide, which = . L Oy Do
: j L0, |0 O Eo 2
distracts from the = } S S
spoken message. - : =
Sebowd 8 siden - Suracragh praing tane -
1 — 3 (R AR C 3 = .
To enhance the -
impact of your —
o it . LOWgg ipsum dolor sit amet, consectetur adipiscing elit, sed do eiugagd tempor incididunt ut labore et
presentation, it is 5
. X ; - doloréSggna aliqua. Ut enim ad minim veniam, quis nostrud exggation ullamco laboris nisi ut
adwsgﬁle tor | = aliquip eXSiggommodo consequat.
- avold excessive —_ "
I text Y s 5‘:.'-?.“3.'—-. Lorem ipsum, or lipS™Qs it is sometimes known, is dummy tex d'in laying out print, graphic or web designs. The
On.g exts 3 passage is attributed to WQggknown typesetter in the 15th cg who is thought to have scrambled parts of Cicero's De
- write/report only : Finibus Bonorum et Maloru se in a type specimerd@®. It usually begins with:
the information = “Lorem ipsum dolor sit amel, conse adipiscig . sed do eiusmod temper incididunt ut labore et dolore magna
mentioned oraIIy. T aliqua.” The purpose of lorem ipsum is 2 atural looking block of text (sentence, paragraph, page, etc.) that doesn't
distract from the layout. A practice not wits gotroversy, laying out pages with meaningless filler text can be very useful
when the focus is meant to be on deg@hot co
The perienced a s popularity during G605 when Letraset used it on their dry-transfer sheets, and
4 3 again during the 90s as de¥h publishers bundled the teXWQth their software. Teday it's seen all around the web; on
P L templates, websites_ 3 Block designs. Use our generator to J%Ggegur own, or read on for the authoritative history of lorem
i ipsum. Lorem ipg Or lipsum as it is sometimes known, is dumm sed in laying out print, graphic or web designs.
The passaged@iributed to an unknown typesetter in the 15th century Wgis thought to have scrambled parts of Cicero's
De Finigg@®tnorum et Malorum for use in a type specimen book. It usually Degas with:
3 ‘Lo psum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor IMSEEELINt ut labore et dolore magna
fua.” The purpose of lorem ipsum is to create a natural looking block of text (sentenCSgEaragraph, page, etc.) that doesn't
distract from the layout. A practice not without y, laying out pages with meaningle@iller text can be very useful
when the focus is meant to be on design, not content.
Today it's seen all around the web; on templates, websites, and stock designs. Use our generator to (%Qugur own, of read
= on for the authoritative history of lorem ipsum.
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Please, don’t

In order to keep a
clean graphic design
consistent with USI's
Corporate Image it is
forbidden to use:

- fonts notincluded,

- colours not
consistent with the
rest of the slides,

- cluttered or
overlapping images,

- processing of
elements with
gradients, or filters
that are not allowed
(page 31).
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= Funzione
5 - Unita orgagigfiiva

Nome Cognome
Funzione
Unita organizzativa

Lorem ipsum dolor sit amet,
consectetur adipiscing elit.

Lorem ipsum dolor sit amet,
consectetur adipiscing elit.

prem ipsum dolor sit amet,
corfggtetur adipiscing elit.
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How to...?

Text,
lists,
and images

Always maintain
graphic and
aesthetic
consistency,
avoiding filters
or effects.

To add text, click on the
boxes that indicate this
sentence.

Each box has a preset
style.

If the size and line
spacing are changed,
it is essential to apply
these changes
consistently across all
slides to prevent any
optical distortions
between them.

To remove the bulleted
or numbered list,
simply select the text
and from the menu
Home - Paragraph
select ‘None'.

To associate plain text
with bullet points or
numbers, select the
appropriate options
from the same menu.

Titolo

The boxes containing

this series of icons give

the possibility of

inserting, in addition to

text, a series of

elements, which can

be managed directly

from the slide, such as:

a.online stock images

b.image on the pc

c. icons/pictograms
from online stock

d. SmartArt Graphic -
infographics

e.cameo

f. video

g.charts

h. diagrams

Animations  SlideShow  Record  Review  View  Developer Help  Acrobat  Shape Format
e = — = sz | Teut Dirnction - EN\NOOO - 1 & shapo Fill~ Oind i T
[ USeil-n-2-4 i (A O o L'yl(;“ @shapeitiects = | [r Seect~ et Seess Bok Sharevis Dutioch | 1=
Fomt n None = x o Dramieg [ Editeg Adobe Adrobat voie | ensiaviny
XXX
Click to ad >< >< e
o iali] o e U R e R S L SR,
Ql'esto -
= fuliets and Humbering .
Testo o elemento .
@ ® © @
[ B
o ) il
© ® @ ®
Didascalia

These elements can

be added by selecting
them from your source

folder or through onli
stock available in
PowerPoint.

ne
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Line spacing

Always maintain
graphic and
aesthetic consisten-
cy, avoiding filters or
effects.

@ By default, the line

spacing of the text
has a 10pt space
after each ‘line break
<" and list. This is
used to divide
paragraphs.

If you do not wish to
have this space,
simply hold down
‘shift + enter’

T+

Refer to the example
here on the side.

Titolo

orem psum dolor sit amet, cansectelur adipiscing elf.
Phasellus eu uma leo. F est justo,

Testo in evidenza
Lorem ipsum dolor sit amet, consectetur

feugiat interdum non, condimentum a livero. Phasellus
fulrum ofmare lacreed. Cras egel finitus felis.

Interlinea normale
Interlinea senza spazi

4 Phasellus eu uma leo.

a. Pellentesque est justo, conseguat fewgial interdum
nen, condimentum a libero, Phaselius rulrum omare
lacreet.

b. Cras eget finibus felis. Sed farmentumn, sapien
euismod consequat dictum,

¢. Curabitur metus nisl, consequat sit amet pharetra
nen, fermentum ac nisl,

0 [OT S [ W p—

lipiscing elit. Pt llus eu urna leo.
Pellentesque est justo, consequat feugiat
i dum non, di a libero.

Lorem ipsum dalor sit amet, consectetur adipiscing efit.
Phasellus eu uma leo. Pellentesque est justo, consequat
feugiat interdum non, condimentum a libero. Phasefius
rutrum omare lacreet. Cras eget finibus felis.

EX - T L o o

From the “Paragraph”
menu, the line spacing
can be changed
manually.

If changes are

made, they should

be applied to all
slides to prevent
optical distortions
between them.

Titolo

Titolo 2° live;
?Jttm Ipsur
Phasellus ey
feugial
utrum

nor}
Interinga serga ...

1. Lorem ipgn

5 Phaselhuge
a, Pellenfs ™ - i
nen, cfndimentum a ibere, Phasel ™~ rum omare

-

Cras eget finibus felis. Sed farmentum, sapien
euismod consequal dictum.

o

Curabitur metus nisl, consequal sit amet pharetra
nen, fermentum ac nis|,

Testo in evidenza

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Phasellus eu urna leo.
Pellentesque est justo, consequat feugiat
i non, condi tum a libero.

Lorem ipsum dodor sit amet, consectetur adipiscing alit.
Phasellus eu una leo. Pellentesque est justo, consequat
feugial interdum non, condimentum a libero. Phasellus
rutrum ornare lacreet. Cras eget finibus felis.

Buee O Bl e = T won &
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Always maintain

graphic and

aesthetic

consistency,

avoiding filters or

effects.

Animations  SlideShow  Record  Review  View  Developer Help  Acrobat  Shape Format w
go=ron S A A~ N\OoO- Oa [} &sheper- Léina @ 7
@ Itis possible to use e e AlledoH U [/g 7 Shape Outine | G Reploce ~ B D" . @
8 I U S i ae | 2R H e { ) vr[w]Amre Chuick D Create POF OF o Dictate #
other shapes for lists _—_— pt : S S S0 Sepet wnd Shars Bk Shorevia Outiock | =
. m [: i3 e ol L Drawi s Edh Adabe Ao obat e Sensovity
gwladkdglotntothe s i T T T T T T T T T R,
ack dot. 3 ) . . x " i . 2
Mo
Crossed off options p =
should be avoided.
Click to gd @
b ¥
esto
£= Buliets and Mumbering -

@® Toinsert alternative
shapes for bullet

points, select the icon 5 : = oo

shown opposite from . a .

the menu “Paragraph” e = 5=

Followed by “Bullets g = . »

and Numbering’. B
Titolo 2* ivello 3 o Testoin evidenza
%ﬂ&ﬂ; ﬁu‘ :r';":f n:: soat. msmz;]z;gisdno alit. Lg_rem ips |.r‘:nli tdgl_‘_w si.t.amet, consectetur
fewgiat interdum non, condimentum a ibero. Ehassius Pellentesque est justo, co:l;:l;zgtlgzl:lgiat

- rutrum omare lacreet. Cras eget finibus felis. H - non, = & libero,

Interlinea normale:
Interlinea senza spazi

1. Lorem ipsum dolor sit amet, consectetur adipiscing efit. Lorem ipsum dolor sit amet, consectetur adipiscing elit
Phasellus eu uma leo. o Phasellus eu una leo. Pellentesque est justo, consequat
feugiat interdum non, condimentum a libero. Phasefius
rutrum omare lacreel. Cras eget finibus felis.

- - a. Pellentesque est justo, consequat fevugial interdum
nen, condimentum a libero. Phasellus rutrum omare
lacreet.

b. Cras eget finibus felis. Sed fermentum, sapien
euismod consequal dictum.

. Curabitur metus nisl, consequat sit amet pharetra.

& m.mmwgs &
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Manage lists

Always maintain
graphic and
aesthetic
consistency,
avoiding filters or
effects.

Titelo
Titolo 2° livellp = == z X

Torem ipsum dotor **
Phasellus eu urna . s .
feugiat interdum e | Noew . 1 .
rutrum ornare lacs 2 o L
Interlinea normale: 2 L - -
Interinea senza sp =] * - v
o - - v

1. Lorem ipsum ¢

(3]

Click “Customize”
to open the
“Symbol” window

Fhase euu -
¢

Pellentesql
non, condin
lacreet.

-

Cras eget finibus felis. Sed fermentum, sapien
euismod consequal dictum.

<. Curabitur metus nisl, consequal sit amel pharetra
non, nish

Yo |

Q LA crgarizzten, Tooks preseninmone, Atoes, O e, Ba

]

Testo in evidenza

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Phasellus eu urna leo.
Pellentesque est justo, consequat feugiat
interdum non, condimentum a libero.

Lorem ipsum dolor sit amet, consectetur adipiscing elit.
Phasellus eu uma lee. Pellentesque est jusio, consequat
feugial interdum non, condimenturmn a libero. Phasellus
rutrum ormare laoreet. Cras egel finibus felis.

Erw Gownimep (W B 0 T -—f——- won

e Shirw

Recoed  Revew  View  Demopm  Help  Acshal

o

Itis possible to
search for specific
symbols, as an
example we will

use -

e

bsto in evidenza

rem ipsum dolor sit amet, consectetur
Mipiscing elit. Phasellus eu urna leo.
|Ilar_1tasque estjugtn. consequat feugiat

]

elalx|s % €|CF E mNPSRSW

-
£|¥ 0@ % s 2| x|

non, a libero.

pem ipsum delor sit amet, consectetur adipiscing elit.
jasellus ey urma leo. Pellentesque st juslo, consequal
pgial interdum non, condimentum a libero. Phasellus
_frum omare |lacreet. Cras eget finibus felis.

o

am [__'I_ =
Cras eget finibus felis. Sed farmentum, sapien
evismed consequat dictum,
. Curabitur metus nisl, consequat sit amet pharetra
= °
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Manage lists

Always maintain

graphic and
aesthetic
consistency,

avoiding filters or

effects.

| Titele

Titolo 2° livellg =t

orem ipsum dolod e }
Phasellus ¢u uma . a -
feugiat interdurm n Nane . o .
.
S P Tare-fae
6 The new Symb0| Interlinga nomale el ® 6,
will show up here. Interlinea senzasg 9 : - -
1. Lorem ipsum ¢ o
Phasellus euy = ™ =
o D= =
a. Pellentesqu
. non, condin " = o
laoreet

b. Cras eget finibus felis. Sed Termentum, sapien
euismod consequal dictum.

. Curabitur metus nisl, consequat sit amet pharetra
el

Y —— L]

0 ink cxpanizzaiva, Thoko proseriazions, Auforn. g6 330

Testo in evidenza

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Phasellus eu urna leo.
Pellentesque est justo, consequat feugiat
interdum non, condimentum a libero.

Lorem ipsum dolor sit amet, consectetur adipiscing edit.
Phasellus eu uma leo. Pellenlesgue est jusio, consequal
feugiat interdum non, condimentum a libero. Phasellus
rulrum canare [aoreel. Cras eget finibus feks.

8 Titolo

z Titolo 2* livello @

o
Trem ipsum dolor sit amet, consecletur adipiscing elt.

Testo in evidenza
Lorem ipsum dolor sit amet, consectetur

Phasellus eu urna leo. F est justo,
feugiat interdum non, condimentum a libero. Phasefus
rutrum ofnare lacreel. Cras egel finibus felis.

Interlinea normalke
Interlinea senza spazi

1. Lorem ipsum dolor sit amel, conseclelur adipiscing elil.

Phasellus eu urna leo. A

a. Pellentesque est justo, conseguat feugial interdum
nen, condimenturn a libero, Phasellus rutrum omare
laoreel.

b. Cras eget finibus felis. Sed fermentumn, sapien
euismed consequal dictum,

@ Hereisthe new
second-level
bullet point.

0 — Curabitur metus nisl, consequat sit amet pharetra
' non, fermentum ac nisl.

dipiscing elit. F llus eu urna leo.
Pellentesque est justo, consequat feugiat
i dum non, di a libero.

Lorem ipsum doldor sit amel, consectetur adipiscing elit.
Fh eu uma lec. Py st justo,

Teugial interdum non, condimentum a libero. Phaselus
rutrum omare lacreet. Cras eget finibus felis.

6 Uit gz, Tk presantatsona, Autors, .
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Inserting charts and
tables directly from
PowerPoint has
many advantages,
one of which is that
the data can be
easily edited at any
time.
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How to...? Insert photos
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@® Once loaded, in this
case, the image is

displayed off-centre.

To better centre the
person’s face within
the circle: right-click
on “Crop”.
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© Drag the photo with
your mouse to centre
the object in the circle.

@O When creating a
new box for a photo,
the default shape is
rectangular.

The options “Crop to
shape” and “Aspect
Ratio” under the
option “Crop” of the
“Picture format” menu
help insert a photo .
of the desired shape
(use circle for

speakers). e Titolo
il presentazione
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How to...? Match colours

T T T —

@ Itisrecommended
to use the
reference colours
for all elements,
including texts,
shapes, graphics,
and infographics
related to Faculties
(see page 12).

@© Each Faculty can
associate colours
using its reference
colour in its shades.
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Contact

Institutional Communication Service
Universita della Svizzera italiana

Via Buffi 13

6900 Lugano

Switzerland

e-mail corporate-design@usi.ch
web www.usi.ch
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