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Quick Guide

Selecting Colors

The Colors window is used to make color selections for text,

shapes, backgrounds, and shadowsin Keynote.

To open the Colors window:

. Choose View > Colors (or click Colors in the toolbar).
2. Or click acolor well in one of the inspector panes.
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Use the slider to set lighter or
darker hues in the color wheel.

Click to select a color in the
color wheel.
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You can use the colorwheelin the Colors window to select colors. Your
color selection appears in the boxat the top of the Colors window.You

can save that colorselection for
future use by placing it in the color palette.
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To open the color palette:
Drag the handle at the bottomof the Colors window.

To save a color in the color palette:

Drag a color from the color box to the color palette.

To apply your color selection to an object on the slide canvas:

1 tSheIect a color well in one of the inspector panes and
en

'2 click acolor in the color wheel.
Drag a color from the color palette toa color well in one
of the inspector panes.
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Quick Guide

Resizing, Moving, and Layering Text or Graphic Objects

To movean object in front or in back of another object on the
slide canvas:

. Select the object you want to move.

2. Choose Arrange > Bring Forward or Send Backward (or
click Front or Back in the toolbar).

3. Repeat step 2 to continue moving the object to the front
or back until it occupies the layer where you want it to
appear.

4. If youwant to move an object to the verybottom or top of
the stack, choose Arrange > Bring to Front or Send to Back.

Grouping and Locking Objects

You can group objects together so that they can be moved,
copied,and oriented as a singleobject. Lock objects to the
canvas to avoid inadvertently moving them as youwork.
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To group objects:

1.  Hold downthe Command key as youselect the objects
you want to group on the slide canvas. Or drag across the
slide canvas until the objects youwant to group are
selected.

2. Choose Arrange > Group.
To lock objects to the slide canvas:

1 Hold down the Command key as you select the objects
you want to lock to the slide canvas ordrag across the
slide canvas until the objects you want to lock are
selected.

2 Choose Arrange > Lock (or click Lock in the toolbar).

You cannot edit the individual objects that are part of a
group orthat have been locked to the slide canvas. To edit
the objects individually, you must ungroup them by choosing
Arrange > Ungroup and unlock them by choosing Arrange >
Unlock.
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If you have any question don’t hesitate

send the question to my email
Thank You
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