Qlsl @

e K@ S O

t if nee

SIWW2024 Water Convention Submission Guide

SETTING UP PRESENTATION TO BE 16:9

i el

Home

1
=]
Slide
Prientation ~
Page Setup

Slides | Outline |

Page Setup

41516171819

T

———
Presentation2 - Microsoft PowerPoint

View Acrobat

Insert Desig Transitions Animations Slide Show Review
Aa Aa | Ag
— Lat e = g
STEP 1: Design Tab

. : [ "
-JZ Aa Aa Aa .i‘ Aa |. @
------ el L T sEmEE LT “ - E

Themes

Page Setup

Slides sized for:
On-screen Show (4:3)

[122 112 10- 129+ 1 -8+ 1:7 16+ 1:5 14+ 1:3 12 1L 10 ueLe1e2e 1304 1:5 16171819110 111 112

Letter Paper (8.5x11in)
Ledger Paper (11x17in)
A3 Paper (297x420 mm)
A4 Paper (210x297 mm)

On-screen Show (16:10)

Portrait
© Landscape

Notes, handouts & outline

:

1

Q) Portrait
Landscape

o add title

Step 1: Click on Design

Step 2: Select “Page Setup”
Step 3: Select 16:9

Step 4: Click OK to save settings

Singapore
International
Water Week



Q R Singapore
L 7 ? International
( () Water Week

SIWW2024 Water Convention Submission Guide

EMBEDDING FONTS

PowerPoint Options

B o et Deion  Trenition — = — Step 1: Click on File >»> Options

General .
= save H Customize how documents are saved.

Recent Pr tati . .
& sove ks i ; Step 2: Check “Embed fonts in the file” to
_ &—B Save Save presentations | =
+ | Save as Adobe PDF
- Language Save files in this format: PowerPoint Presentation [Z]
(o]
i Lﬂ_j Advanced [¥] save AutoRecover information every |10 % minutes - embed all fonts
[ Close

[V] Keep the last autosaved version if I close without saving

P = . .
Info [:]J Customize Ribbon AutoRecover file location: | C:\Users\Lenovo\AppData\Roaming\Microsoft\PowerPoint\ ‘ Step 3: ClICk Ok to save Settlngs

@] j Quick Access Toolbar Default file location: C:\Users\Lenovo\Documents\ =
Recem‘ Add-Ins

m Offline editing options for document management server files ‘ -
New Trust Center =

. Save checked-out files to: (0
Lg] j () The server drafts location on this computer =

Print © The Office Document Cache
[ﬂ Server drafts location: | C:\Users\Lenovo\Documents\SharePoint Drafts\ e
Save & Send |
STEP 1: Click on File > Options File merge options for shared document management server files =
Help
. 4 @ D [ Show detailed merge changes when a merge occurs
} :] Options =
(LRt atn S
g Preserve fidelity when sharing this presentation: @J Presentationl
B3 Exit STEP 2: E]
Select the Embed fonts in the file [V] Embed fonts in the file
check box and embed all characters Embed only the characters used in the presentation (best for reducing file size) =
© Embed all characters (best for editing by other people)
@ j =
2] ] =
® j
® j
OK ] [ Cancel ] v
[T] Quickly access this number of Recent Presentations: (25 Recover Unsaved Presentations 2



