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Welcome to QuickSlide!

Your PowerPoint now contains a new tab: QuickSlide. QuickSlide makes it easier for you to create and manage presentations and graphics
and helps you to create brand-compliant presentations.

If you need help with a specific function, simply click on the appropriate place in the following QuickSlide ribbon or use the navigation.
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QuickSlide supports you in all steps of presentation creation. This is also evident in the color structure of the ribbon:
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Ribbon views

You can switch between a simplified view and the full ribbon.

Simple rlbbon: QuickSlide Home Insert Design Transitions Animations Slide Show Review Vi
. . ) . . a 5 - 20O
« Asimple introduction to QuickSlide @ v 4 T Q@ = 55
QuickStart Slide  Slide Pool Elements Media Text Check  Send Learning All
« The most important tools and functions for ’ ’ Connecter T T Junaee],
. p .
creating presentations All functions > Full ribbon
FUII rlbbon: Quickslide Home Insert Design Transitions Animations Slide Show Review View Developer Help SCPc
. . . 1-— g & -
« All tools and functions of QuickSlide at a ® Y + ha 27 o lT ?3 i‘? T Q @ H &
QuickStart Slide  Slide Pool Elements Media Agenda  Data Edit  Shapes Text Check  Send Save
glance - d Connector v v it v v v
. . . . W_j
+ For maximum efficiency and quality Options > Simple ribbon
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QuickStart

QuickStart
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MNew presentation
Create / open file
Edit current presentation
Convert current presentation
Apply Design to current presentation  »

Elight Mode The QuickStart menu provides an introduction to working on a presentation.

Change color of all shapes...

« Starting a new presentation or opening an existing presentation

Remove all animations

- Editing the opened presentation

+ Switching QuickSlide to another design (optional)
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QuickStart

Starting a new presentation or opening an existing presentation:
The startup screen

When you start PowerPoint the QuickSiide startup

screen opens automatically (fig.). In QuickSlide versions .
Recent New presentation
that do not use a startup screen, the masters are @
located directly under QuickStart. Presentation AB
06/14/2018
X CLICK TO ADD TITLE
Presentation XY TITELTEXT BOLD CLICK TO ADD TITLE
_ ) ) 06/14/2018 TITELTEXT BOLD
@ List of recently opened presentations. Click once to
Presentation AB
Open one. 06/14/2018
@ Available masters. Select the desired master and . . Corporate master 16.9 Corporate master 4.3
. " " . resentation
click on "Use" or double click on the master. 06/14/2018
You can set a master as default. This master opens an
€) automatically when PowerPoint is started. To do this,
select the desired Master and select "Set as default"
from the drop-down menu.
Reset default
se i
AN STRATEGY QuickSlide Help - QuickStart 8
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QuickStart

Editing the opened presentation

Mew presentation

Create / open file

Edit

 —

current presentation )

Convert current presentation

Apply Design to current presentation »
Ehght Mode

Change color of all shapes...

Remove all animations

Work in client design

wf

Corporate Standard

Red Design

A\ STRATEGY
N7 COMPASS

Convert the current presentation: Convert a presentation with the QuickSlide conversion
tool, e.g. from 4:3 to 16:9 or from the old to the new master (additional function, optional)

Apply design to current presentation: Transfer a PowerPoint design to the currently open
presentation.

Flight Mode: Parts of the presentation such as logo and company will temporarily be
anonymized.

Change color of all shapes: Change colors throughout the presentation, e.g. after converting
slides to a new design.

Remove all animations: Remove all animations from the open presentation with one click.

Work in client design: Switch QuickSlide functions to another available design (optional)

QuickSlide Help - QuickStart



QuickStart

Convert current presentation (conversion tool) (additional
function, optional)

QuickSlide conversion converts your presentation to another format or design.
The tool proceeds as follows:

@ A copy in the new design is made and the elements on the slides are prepared for conversion
@ QuickSlide assigns layouts:

« Layouts with the same name or similar structure as in the old master with the old design, will be assigned to the layouts with the
new design

« Layouts that cannot be assigned are assigned to a fallback layout (e.g. "Title only").

* Individual elements from the old design that are no longer needed are deleted.
€ Convert slide content

« Slide content is intelligently scaled and positioned

« Colors are assigned

« Text layers are adjusted

This tool is individually adjusted to your master and corresponds to your stored corporate design.

::EI’SA'\';IESASS QuicksSlide Help - QuickStart 10



QuickStart

Format manually

With the "Smart Conversion" task pane, you can quickly correct individual slides. This window
opens automatically after the successful conversion of the presentation.

@ Select how you want the position the content on the slide:
starting from the center, starting from the top left or reset the automatic
conversion.

@ Select how you want to scale the content on the slide: in relation to the content
area of the master, in relation to the entire slide, or reset the automatic
conversion.

€) Decide whether to reformat the entire slide or only the idividual objects. If you
only click on "Apply", the entire slide will be reformatted.

A\ STRATEGY
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Smart Conversion ~ %
]

Manually adjust the conversion result
of the selected slide

Position reference

"I Center
E} El Top-Left o

E) Reset position

Scaling reference

.I Content-Area
) [ slide e

E} Reset scaling

Apply 9 v
Apply

Apply on selected object(s)

QuickSlide Help - QuickStart
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QuickStart

Apply design to current presentation

New presentation This function helps you to convert existing presentations into another design, e.g. your new
Create / open file master

Edit current presentation

Convert curr Tala]
<ﬁ“""*‘ Design to ‘”"E”“”E“”“tm)” A Sireteay Compass Open the presentation you want to convert. Then select the target master via the menu item.

Flight Moa el 2 : : . : :
E:’ ’ le i Red 169 At this point you can see all the masters stored for you. The function now applies the design
ange color of all Ehapes... . .
o of the selected master to the current presentation. In doing so, you remove layouts not
Rermove all animations
Work in client design belonging to the master and place the contents on layouts of the new master.

+  Corporate Standard

Red Design

In contrast to the conversion tool, which is set to your master, a conversion is carried out
here which is not set to your master.

Due to the multitude of individual settings and formatting in PowerPoint, you may have to
make various corrections in order to achieve the desired appearance of the slides.
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QuickStart

Flight Mode

With "Flight Mode" you can ensure that your presentation is made
anonymous when working in public areas. This way, nobody can
look over your shoulder and draw any conclusions about your
company.

By activating the Flight Mode, logo, design elements and
predefined terms such as company or product names are hidden
or replaced by substitutes.

If you deactivate Flight Mode, the original elements are restored.

The terms for the Flight Mode, e.g. your company name, are stored
by the QuickSlide admins.

::Sgg?\T/lElg,Z\SS QuicksSlide Help - QuickStart 13



QuickStart

Change color of all shapes

Change colors (Fill and Outline) Change the color of all fills and outlines with one click.
Old color . * Mew color .
Select the color you want to change. You can either choose
‘ Theme Color @ Theme Color y g
Text o - ccent - one of the design colors or enter the RGB value directly.
Orc: @ Orce @ Select the color to be change.
Red # Red 0 ¢ 9 Decide whether you want to change the color of the fills
Green == Green = € and/or outlines.
il il
Blue v Blue B v Specify whether this color change should only take place for
0 the selected slide(s) or the entire presentation.
() Fillings {*) Selected Slide(s)
() Lines © 4 © &2l slides
Apply
A\ STRATEGY QuicksSlide Help - QuickStart 14
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QuickStart

Work in client design (optional)

New presentation If presentations are often created in a different corporate design, e.g. by a customer or
Create / open file partner, the QuickSlide admins can store this design in QuickSlide using the Design Manager.
Edit current presentation This deSign will then be available here.

C rt t tati . . . .
SIS SR P In order to use QuickSlide functions such as the Corporate Design Check, the Agenda

Assistant or the grid, you must select the appropriate design when working with the
corresponding Master.

Apply Design to current presentation »
Ehght Mode

Change color of all shapes...

Remaove all animations

< Work in client design >

v  Corporate Standard

Red Design

::Sggl?\T/lElg,X\SS QuicksSlide Help - QuickStart 15
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Slide

m 4 58 T B 52

QuickStart v o

v

Blide Pool Elements Agenda Data Edit Shapes
EZ] MewSlide  »
[E Layout 3
Y Reset

Hide Slide

With the "Slide" menu you have access to the corporate design
layouts that are part of your corporate master. You can use these
as a basis for your slides.

@ New slide: Inserts a new slide into the previously selected
position based on a layout.

@® Layout: Switch a slide to another layout.

A\ STRATEGY
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T Q @R

Text Check Send Save

v v v

€) Reset: With this option, you can reset the position, size and
formatting of your slide placeholders to the default settings.

= -

L~

O Hide slide: If you hide a slide, it is not displayed in

presentation mode.

QuickSlide Help - Slide
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Slide Pool

Slide Pool

@ v@\+ x| ITRIZT Q@R 7

QuickStart Slide \ Slide Pool J Elements Agenda Data Edit Shapes v o Text Check Send Save o
The QuickSlide Slide Pool provides presentations, slides and slide On the following pages, the Slide Pool is described from the
templates within the company and within teams and offers perspective of the user. The options for managing presentations in
numerous options for easy slide maintenance. the company or in user groups can be found in the "QuickSlide

In addition, you can create your own personal library of frequently ~ Admin” chapter.
used presentations and slides in the Slide Pool.

::S(‘:T(R)/?\T/IEIE;\SS QuickSlide Help - Slide Pool 19



Slide Pool

Slide Pool overview

Slide Pool

term/query to search fore

Extended Search >

4 |k Corporate slide templates 0
| Title slides

I storyboards

Ik Text slides

I Tables

Ik Diagrams

[} Processes & Timelines
[k Elements & Relationships
Ik Project Management

[ strategy & Markets

I Maps

Ik 'mage & Icon slides

Q Upload v

(kein Titel)

Text Boxes with Headlin...

Text Boxes with Headlin...

Text Boxes with Headlin...

.

. b

i THIE LEADING
GLOBAL COMPANIES,

(kein Titel)_001

©

Text with Checkbox (4)

Linearer Prozess (5)

Linearer Prozess (4]

Insert 9

Icons B

Folders

m/& Presentation

A\ STRATEGY
N7 COMPASS

« Updatable slide or presentation

« Linked copy

@ Find slides via the folder structure of the navigation tree
@ Scarch for slides using the search function
€ Select and insert slides; select and open presentation

@ Upload and manage your own slides and presentations in "My
Slides"

© Enlarge/reduce thumbnails

QuickSlide Help - Slide Pool 20



Slide Pool

Find slides via the folder structure of the navigation tree

Slide Pool

term/query to search for

Extended Search >

I My Slides
v [k 5C Training
v [l 5C Marketing

I Corporate slide templates

Upload v

B B [ )
. | Title slides Storyboards Text slides
Ll tha,
B B B
Tables Diagrams Processes & Timelines

Open Presentation

v

A\ STRATEGY
N7 COMPASS

The navigation tree is divided into three areas:

@ My Slides
® Group folders (if available and you belong to a the respective
user groups)

€ Corporate folder (every QuickSlide user sees this folder; it is
typically named after your company)

You can see the preview of the selected folder, presentations or
slides in the right part of the window.

QuickSlide Help - Slide Pool



Slide Pool

Search for slides using the search function

term/query to search for The Slide Pool contains a quick search and an advanced search, in
Corterded seaen which you can specify search conditions. As you type in the search
field, all keywords found in the Slide Pool will be suggested to you.
Slide Pool x
You can combine several search words using search operators
such as AND, OR and NOT.
Search term | Search term |
@ Use search operators You can also restrict the search, e.g. to areas to be searched (suc
Wikiorcs can be used i or at he end of a search e 9. QUck-or CUGRSIGE has "only in slide titles") or e.g. by slide format.
Important search operators are AND, OR and NOT (capital letters!), e.g. Help AND PowerPoint NOT desperation...
Searching in @ slide text @ keywords If you want to find slides that contain a certain keyword or belong
@ slide titles @ notes . .
@ folder rames @ fle rames to a certain category, select the appropriate word from the drop-
i down menu under "Keywords". If the dropdown menu is empty,
uthor author to search for b
Format e - your administrator has not yet defined any keywords or categories
Tags Select tag(s) - for QUiCkSlide.
Hide Search

::Sggl?\T/lElg,X\SS QuickSlide Help - Slide Pool 22



Slide Pool

Select and insert slides

Insert slide(s)

Insert (Keep Source Formatiing)
Insert (Without update link)
Insert (Slide Content only)

Cpen Presentation
Insert u

Insert a slide by double-clicking it. Formatting is taken over by the
currently opened Master. If you want to insert a selection of slides,
select them by holding down the Shift or CTRL key and then click
on "Insert". Entire presentations are automatically opened in a
new PowerPoint window.

You also have the following options in the drop-down menu:

It will be formatted according to the currently opened master. A
new slide is inserted into the presentation. (corresponds to
double-clicking)

A\ STRATEGY
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Insert (keep source formatting) A new slide is inserted into the
presentation. To keep the formatting, the slide's master is also
inserted.

Insert (without update links): If there is an update link, the slide is
inserted without a link to the original. If the original is now
updated in the Slide Pool, there is no message that a new version
of this slide is available.

Insert (slide content only): The slide content is inserted on the
currently selected slide. Existing text placeholders on the slide are
not used.

Open presentation: The entire presentation will open in a new
window.

QuickSlide Help - Slide Pool 23



Slide Pool

Organize your own slides and presentations in "My Slides"

The "My Slides" folder allows you to create your own folder
term/query to search for i structure. Here you can upload, edit and delete your own slides

Extended Search =

- and presentations. The content of this folder is only visible to you.
N\ my slides

, |!'Npmtld|dtmp” : — The data of the "My Slides" folder is only locally saved on your
: . IF" - : computer (C:\..\Documents\My QuickSlide\My Slides).
R fotcr Soectand sersdes | | oo ncreases 15 ol Examples of use: You place your presentations in "My Slides" to

quickly find specific slides. Or you are working on a presentation
and want to save it for further processing.

Upload v Insert v

::S(‘:T(R)/?\T/IEI%X\SS QuickSlide Help - Slide Pool 24



Slide Pool

Uploading to "My Slides”

Upload

Upload (options)...
Modify...

New Folder
Delete

Update Slide Pool

Upload :

To upload a slide to the "My Slides" folder, first select the desired
slide(s) in the slide selection on the left-hand side of the screen.
Now open the Slide Pool and click on the folder "My Slides" (or on
a subfolder of this folder). Click on "Upload". The slide is uploaded
to the selected folder.

A\ STRATEGY
N7 COMPASS

By clicking on the drop-down menu, you also have the following
options:

Upload: Uploads the selected slide(s).

Upload (Options): You can enter further information for this
slide/presentation, e.g. name, keywords, update information. You
can also upload presentations as a whole.

Change: You can subsequently change or replace the information
in a slide/presentation.

New folder: Creates a new folder in the previously selected folder.
Delete: Deletes the selected slide/presentation/folder.

Update Slide Pool: Updates information for the Slide Pool in "My
Slides".

QuickSlide Help - Slide Pool 25



Slide Pool

Upload (Options) in "My Slides"

. Selected slide(s)

@ O nisiides

() add as presentation

Slide name 9 ‘ slide name

Tags select tag(s) v

Tags (free text) tags separated by comma

Hide e Upload

© You can choose whether you want to upload selected slides,
all slides as a slide collection in a folder, or the entire
presentation.

® Enter the name of the slide. This is displayed in the Slide Pool.

The name of the file is automatically suggested for
presentations. You don't have to accept it.

A\ STRATEGY
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Upload slides with keywords or categories or enter keywords
as free text. Keywords are directly linked to the slide or
presentation and can be found by searching the Slide Pool. If
the dropdown menu is empty, your administrator has not yet
defined any keywords or categories for QuickSlide.

Upload the slide(s)/presentation.

You can also save presentations directly in Windows Explorer
under C:\..\Documents\My QuickSlide\My Slides. Then go to
the Slide Pool and select the "My Slides" folder. Click on
"Update Slide Pool" in the drop-down menu. QuickSlide
updates the data and creates thumbnails.

QuickSlide Help - Slide Pool 26



Slide Pool

Changing or replacing a slide/presentation in "My Slides"

Title with coloured...

Title with coloured... Title with coloured...

H BT FJE

Title with picture

Presentation name
Tags

Tags (free text)

Title with coloured background and accent line

select tag(s)

tags separated by comma

Hide Replace

Apply

A\ STRATEGY
N7 COMPASS

If you want to change a slide, first select it in the Preview Window.
Then click on "Change" under "Upload". You can now edit the
information for this slide: Updatability, name, keywords. Accept the
changes by clicking on "Apply".

If you want to replace a slide, select the slide to upload in your
presentation, and then open the Slide Pool. In the Preview
Window, select the slide you want to replace. Select the "Modify"
option. If necessary, you can now edit the information for this
slide. Then click on "Replace". You do the same with presentations.

QuickSlide Help - Slide Pool 27



Slide Pool

Send slides as a link

Insert slide(s)
Insert (Keep Source Formatting)
Insert (Without update link)

Insert (Slide Content only)

A\ STRATEGY
N7 COMPASS

I"-.-"l Ddf'{-“---

Celete

Links Copy link
Show slide in Windows Explorer send link

You can send individual slides or presentations directly from the
Slide Pool as a link to your colleagues. Attention: This only works
within your company or user group (if available), since the
recipient must have access to the relevant slides.

Right-click the thumbnail of the presentation or slide. Select "Copy
link" to copy the link to the slide to the clipboard. Or select "Send
link" to insert the link directly as a message into an e-mail.

QuickSlide Help - Slide Pool 28



Slide Pool

Show folder in Windows explorer

Show all slides (incl, subfolders)

Upload
Upload {Options)...

Rename
Modify...
Mew folder

Delete

Show folder in Windows explorer

Update Slide Pool (this folder only)

You can go directly from the Slide Pool to the Windows folder in
which your folders, slides, and presentations from the Slide Pool
are stored. Right-click on the folder or a thumbnail and select
"Show folder in Windows explorer". As a normal user you'll
typically see the local folder on your computer (depending on your
configuration). The Admin mode takes you to the central network
location.

A\ STRATEGY
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This function offers you several possibilities

« You can simply copy presentations to the relevant Windows

folder, e.g. to quickly upload a larger number of presentations.

You must then update the Slide Pool. QuickSlide then updates
the meta data and creates thumbnails.

« You can access the presentations in the Slide Pool with any
device, even without QuickSlide.

« You can link the presentations in the Slide Pool from other
systems and manage the Slide Pool comfortably with
QuickSlide.

QuickSlide Help - Slide Pool
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Elements

Flements

@ ¥© =g T RS T Q@R 3

.Q. -
QuickStart Slide  Slide Pool Agenda Data Edit Shapes v o Text Check Send Save
The "Elements" menu item allows quick access to icons, images, The following pages describe the Elements from the perspective of
preformatted charts and labels. a normal user. The options for administration in the company or in

user groups can be found in the chapter "QuickSlide Admins".

The contents of the Elements are company-specific and are
defined centrally. Therefore it is possible that your Elements are
not fully pre-filled.

::S(‘:T(R)/?\T/IEIE;\SS QuickSlide Help - Elements 31



Elements

Structure of the Elements task pane

In the Elements you will find the following areas:

% My Elements T Text elements
& lcons and forms Jl Charts
[Z] Pictures ¢ Labels

@ rind elements via the tab and folder structure
@ Preview area

€) Enlarge/reduce the preview area

@ Enlarge/reduce thumbnails

@ Insert element: inserts the element on the selected slide/placeholder

A\ STRATEGY
N7 COMPASS

Elements

* Bl = 4 B ¢

- b 4

4 lf} 5C Corporate ﬂ

| Text boxes

| Motes
Textbox, St... | Textbox, gr...
Textkachel,... Textkachel,...

Upload

w

Insert e

QuickSlide Help - Elements



Elements

The areas of the Elements

My Elements: The "My Elements" folder allows you to upload your
own elements. Here you can create your own folders, upload,
change and delete elements. The content of this tab is stored
locally on your computer and is only visible to you.

Text Elements: Here you will find text elements such as
preformatted text boxes in your corporate design or note stickers
that you can insert into your slides.

Icons and forms: This tab offers you symbols, shapes and icons in
your corporate design.

Charts: Here you will find preformatted charts. You can change the
data by right-clicking and selecting "Edit data". These are normal
PowerPoint charts.

Pictures: This tab provides you with selected images of your
company.

Labels: Labels are intelligent elements that are always placed at
the same, predefined position on the slide. These can, for
example, describe the slide status (backup/draft) or be
preformatted footnotes.

To insert an element into a slide, first select the desired slide or placeholder. Then select the element to be inserted and click on "Insert"
or double-click the element. The element is inserted on the slide or in the placeholder.

A\ STRATEGY
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Elements

Upload elements to "My Elements"

Upload

Upload (options)...
Modify...

Mew folder

Delete

Upload n

To upload an element to the "My Elements" tab, first insert the
element on a slide. Then scale and position it as desired. Leave the
element selected and click on the "My Elements" tab and select a
location to save it. Click on "Upload".

Elements are inserted in the position and size on the slide, in
which they were uploaded, unless a placeholder is used to insert
them.

A\ STRATEGY
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By clicking on the drop-down menu, you also have the following
options:

Upload: Uploads the selected element.

Upload (Options): You have the option of naming the element.
This is displayed in the preview window.

Change: You can change the name of an element later.

New folder: Creates a new folder in the previously selected folder

Delete: Deletes the selected element/folder

QuickSlide Help - Elements
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Elements

Labels

Labels are always placed in the same place on the slide. They can be managed later using the Label Manager.

A distinction is made between labels that

- are placed on the master[M: The label is on the master and can therefore be seen on every slide, as long as it is not covered.
« areonly on the title slide[if]| : The label is only placed on the title slide (first slide of the presentation).

« are exclusive [ : An exclusive label deletes all other exclusive labels on the slide when inserted.

In addition to labels with a fixed text, there are also labels that can contain a free text: Type the desired text into the field and select
"Insert". A label with the corresponding text is inserted. If you insert the label on further slides, the text is retained.

If you select a label on a slide and you double-click the corresponding label in the Elements, the label on the slide is set back to the
correct position.

::S(‘:TS?\T/IEIE;X\SS QuickSlide Help - Elements
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Elements

The Label Manager

Q @ Clickon "Update" to display the inserted labels. Edit labels - x
Check . . .
- @ Sclect alabel from the list of labels inserted in the Update a
Check consistency presenta“on. Master Confidential
Quality Tracker ' . ez Slide 36 Draft
Corporate Design Check e Se|eCt the action: 2
Consistency Check R
Corporate Wording Check « All: All labels are selected
z“:a”g“ag‘””s"e” check ' - Same: All labels of the same type are selected
pelling...
Header & Footer..  None: The selection is deselected
Reset / delete labels...
Prepare to send * Reset: The label(s) is/are reset to the original
Weight Watcher pos|t|0n
Remowve all notes
Properties * Delete: The label(s) is/are be deleted

Optimize presentation for black-and-white printout »

You can edit labels in your presentation with
the Label Manager. Under "Check" in the

QuickSlide ribbon, you will find the option Al ©
"Reset/Delete Labels". similar Reset
None Delete

::Sggl?\T/lElg,X\SS QuickSlide Help - Elements 36
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Media Connector

Media Connector

@ Y W

QuickStart Slide  Slide Pool

v v

B o -
| IT® T Q @

o 1l K . N
Data Edit Shapes v - Text Check Send Save

v v v v v

The Media Connector is an optional additional function that can be ordered separately.

If you use a media database (e.g. MAM, DAM, image database), the Media Connector gives
you direct access to your media assets contained in your media database. You can insert
content from there directly onto a slide.

::Sggl?\T/lElg,X\SS Quickslide Help - Media Connector 38



Media Connector

Overview Media Connector

Media Connector X

Centersearchzng Q) O @ Enter search terms

Refine search results with filters

» Asset Type

» Copyright Type
LYear Title:

» Image Type Sitecore TAP Partner Logo
» Document Type

» Multimedia Type

€ View search results: if you move the mouse over the
respective thumbnail, you will receive additional information
that is stored in the medium

» Taxonomy
» Activity & Events
» Attributes

» Composition

» Human World

» Objects

» Settings & Location

9 Switch between tile and list view

© nsertselection: the medium is inserted on the previously
selected slide

o

Reset search filter ® Page 0f4 ®

::S(‘:T(R)/?\T/IEIE,X\SS Quickslide Help - Media Connector 39
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Agenda

Agenda

@ ¥© w 4

QuickStart Slide  Slide Pool Elements

v v

IT @ -2

Edit Shapes

v

"4 l'& v

Use the QuickSlide Agenda Assistant to quickly create and update
an agenda for your presentation.

An agenda can consist of an overview slide and separating slides
for the individual chapters. With the Agenda Assistant you can
create both outlines and schedules in corporate design.

A\ STRATEGY
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T Q @R =
4

Q.v
Text Check Send Save

v v v

Creating an agenda via the Assistant:

€@ Sclect agenda type, assign heading and create agenda items

@ Setting the desired options
€ Insert agenda
@ Update agenda as needed

QuickSlide Help - Agenda
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Agenda

Overview Agenda Assistant

Outline Schedule

Agenda Assistant X Agenda Assistant X
Agenda o hd 9 Options = Timeline a h 4 9 Options =

Outline 9 Schedule e Start (000 (D & End: 0930
m Chapteﬂ

1.1. Subchapter

start end duration Topic person location

09:00 @ < 09:30 @ < 00:30 G) 3| Subject Person Location . Q0+

1.2, Subchapter

09:30 09:30 00:00 Subject Person Location
2. Chapter 09:30 09:30 00:00 Subject Person Location
3. Chapter
4, Chapter
5. Chapter

e Insert w e Insert w

@ Select agenda type

@ Assign heading of agenda slides
€ Set the options

O cait agenda items

© Add/update/save/load agenda
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Agenda

Creating, saving and loading agendas

Agenda Assistant »

Agenda

Outline

(1 Rd

Options =

n Chapted

© IS

Inzert

Mew

Load b

Save »

Insert

A\ STRATEGY
N7 COMPASS

@ Agenda type: Choose from different types of outlines (e.g.
with/without picture, many/few chapters) and schedules. The
possible agenda types are predefined individually for your
company

@ Heading of the agenda slides
€ Agendaitems
¢ Add agenda item

® Delete agenda item
% Convert an agenda item to a submenu item and vice versa

% Move one agenda item up or down
@ Load prepared structures into the Agenda Assistant

© save your current agenda structure for reuse

QuickSlide Help - Agenda
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Agenda

Information on the options

Agenda Assistant »

Agenda hd Options <
& Include overview slide

&) Include separating slides for chapters

() Include separating slides for subchapters

() Update agenda when saving presentation

& Use chapter numbers

{(C) Use subchapter numbers

(&) Use slide numbers

() Overview slide with subchapters

(&) Show subchapters for every chapter

{_) Show only current chapter on separating slides
& Link agenda slides

(&) Show navigation bar on all slides

(C) Show navigation bar for subchapters on all slides
() Show chapter number on all slides

(&) Show chapter name on all slides

() Create sections according to chapters

The available options are company-specific.

A\ STRATEGY
N7 COMPASS

Use overview slide: Usually an overview of all agenda items is
given at the beginning of the presentation. Can be deactivated, e.g.
to save paper when printing.

Use separating slides for chapters or sections: Separating slides
are structuring elements to give your audience orientation. They

are suitable for more extensive presentations, e.g. to introduce a

chapter.

Update agenda when saving the presentation: The agenda slides
are automatically updated each time they are saved.

Show all subchapters on overview page: If this option is
deactivated, no subchapters are displayed on the overview page.
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Agenda

Information on the options

Agenda Assistant »

Agenda hd

& Include overview slide

&) Include separating slides for chapters

() Include separating slides for subchapters

() Update agenda when saving presentation

& Use chapter numbers

{(C) Use subchapter numbers

(& Use slide numbers

() Overview slide with subchapters

(&) Show subchapters for every chapter

{_) Show only current chapter on separating slides
& Link agenda slides

(&) Show navigation bar on all slides

(C) Show navigation bar for subchapters on all slides
() Show chapter number on all slides

(&) Show chapter name on all slides

() Create sections according to chapters

The available functions are company-specific.

A\ STRATEGY
N7 COMPASS

Show subchapters for every chapter: If this option is deactivated,
subchapters are only displayed on the separating slides for the
current chapter.

Show only current chapter on separating slides: If this option is
activated, only the current chapter (with its subchapters) is
displayed on the separating slides.

Link agenda slides: Links the agenda items on the overview and
separation foils with the respective chapters. This allows you to
jump directly to individual chapters when presenting.

Show navigation bar on all slides: A bar with chapter names for
navigation is displayed on all content slides of your presentation.
You need to enter short names for the chapters in the Agenda
Assistant.

Show chapter number / chapter name on all slides: The chapter
number or chapter name of the current chapter is displayed on all
content slides of your presentation.
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Agenda

Insert and update an agenda

Insert an agenda

Insert v
« The separating slides can now be placed in front of the respective chapters - PowerPoint's "Slide
sorting" view is best suited for this purpose.
Update an agenda
- To update the agenda, open the Agenda Assistant again and click "Update".
Update v « Changes on the slides themselves are not applied in the Assistant; updating must always be
performed via the Assistant.
A\ STRATEGY QuickSlide Help - Agenda
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« Creates the agenda slides and inserts them into the presentation at the previously selected point.
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Gantt

The Gantt Chart Assistant

@ Y W A4 °

QuickStart Slide  Slide Pool Elements Agendy

v v

T 2T Q@R
0 D2 -
i Shapes v o Text Check Send Save

v v v v

Gantt

Data Connector
SmartCharts
Waterfall

The Gantt Chart Assistant in QuickSlide makes it very easy to create and update Gantt charts.

Gantt charts are used in project management to display all activities of a projectin
chronological order. They provide an overview, facilitate coordination and help to stay on
schedule.

With the Gantt Assistant you can create Gantt charts according to your corporate design
specifications. When changes are made afterwards, the charts are updated automatically.

A\ STRATEGY
N7 COMPASS

QuickSlide Help - Gantt Assistant
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Gantt

The Gantt Assistant

Insert a Gantt chart onto a slide:
@ Create the project structure in the Gantt Chart Assistant
@ Assign the appropriate dates and settings

€) Create the Gantt chart and update it when changes are made

A\ STRATEGY
N7 COMPASS

Gantt Chart type 1

Title

@ Start End End*

%

Color

| New task

O @ 131219 181219 181218 0

Standard ‘

[3122018  [¥]

Date Indicator

1312, | 1412, | 1512, | 16.12. | 1712

Fit Insert e
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E

Gantt

lements of the Gantt chart

Lorem ipsum dolor

Week 25 Week 26 Week 27 Week 28 Week 29
21 ..06. 24.‘06. 27..06. 30..06. 03.‘07. 06..07. 09..07. 12.‘07. 1 5..07. 18.‘07. 21 ..07.

Task 1 I
Task 2 5
Task 3 s
Milestone Aa Q e
Task 4 | T

Task 4A ]

Task 4B | MUY

Lorem ipsum
Lorem ipsum
Lorem ipsum

Lorem ipsum
Lorem ipsum

NER>

&

STRATEGY
COMPASS

00000060 0OO

Higher-level process
Subordinate process
Process

Milestone

Milestone

Current date
Planned end

End through delay
Time scale

Legend

QuickSlide Help - Gantt Assistant
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Gantt

Creating the structure of the Gantt chart

@ select Gantt design
Gantt Chart v B .
o N s @ Create tasks and milestones
Title 4 @ Start  End End* % Color Free text | 05.10. ‘ 06.10. | 07.10. ‘ 03.10. | 09.10. ‘ 10.10. Create, move and delete tasks:
New task 9 O @ 051048 101018 10,1018 0 Standard | I e

« Arrow up / down: Change
sequence

« Arrow left / right: Change
hierarchy

4 : Insert milestone

®

x : Delete task

@ ® @ Fit Insert
 +:|nsert task
. A J
' '
Create tasks and Preview area
milestones
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Gantt

Assign options to the Gantt chart

Gantt Chart Assistant x

Gantt Chart ” v Options <

Language:

English - 9

Timeline type:

Days A

Date format: 9

DD.MM.YYYY ~ Sample: 13.12.2019

& Insert legend

(&) Show current date indicator e

Columns shown in the Gantt Chart Assistant:
(&) Option to hide tasks/milestones
(&) Option to show tasks/milestones in same line as predecessor o
() Option to add changed start date (Start*)
() Option to add changed end date (End*) 9
() Option do display percentage of completion (%) 9
()] Option to add freetext description @

Use the options in Gantt Assistants to assign
tasks and milestones to individual settings.
Open the menu under Data, click on Gantt

and on "Options >" in the upper right corner.

A\ STRATEGY
N7 COMPASS

00 00060006000

Specify design

Select the language of the scale

Define the time scale and date format for the Gantt chart

Insert legend (change text directly on the slide)
Insert a vertical line to show the current date

Hide task or milestone

Place the task or milestone on the slide on the same row as the previous one (not

displayed in the preview area)
Display a delay in completion or an earlier start date
Visualize degree of completion (in %)

Add a user-defined text to the task or milestone

QuickSlide Help - Gantt Assistant
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Gantt

Creating and updating Gantt charts

Create the Gantt Chart

» Click on "Create". QuickSlide now creates a Gantt chart according to the corporate design
guidelines on the selected slide.

« Apart from the legend, you should not make any changes in the chart on the slide, as these
will otherwise be overwritten during the update.

Fit Insert

Update Gantt chart
« Open the Gantt Assistant again and make your changes there.

« Click "Update" to overwrite the existing Gantt chart on the slide with the new chart.

Fit Update
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SmartCharts

SmartCharts

N

®@ ¥ 4

QuickStart Slide  Slide Pool Elements Agendy

v v

T 2T Q@R
0 D2 -
Edit Shapes v o Text Check Send Save

v v v v

Gantt

Data Connector
SmartCharts
Waterfall

The SmartCharts function in QuickSlide allows you to add additional information to
PowerPoint charts:

« CAGR arrows (Compound Annual Growth Rate)
« Growth rate arrows

* Deltas

» Averages

« Value lines

::S(‘:T(R)/?\T/IEI%X\SS QuickSlide Help - SmartCharts 55



SmartCharts

INsert

To insert additional mfgrmatlon into a PowerPoint 5 CAGR “Growth 5 Delta
chart, select the chart first. Then open the ) ) arrow o )
SmartCharts via "Data" in the ribbon or by right- . . . .
clicking and "Insert QuickSlide SmartCharts". Then use : : :
the drop-down menu in the SmartCharts task pane to “ 1 '
Se|eCt the addItIOnal Informathn yOU Want tO |nCIUde ) 2013 2014 2015 2016 ’ 2013 2014 2015 2016 ’ 2013 2014 2015 2016
in your chart.
: Average 5 Value line
SmartChart % Z 2
]
GrD‘W‘th Jﬂ,erw W ProductA ProductB M Product C m Product A Product B m Product C
Delta
Average This additional information is automatically calculated by QuickSlide from the
Value Line values of the chart and plotted at the appropriate location.
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Insert: CAGR (Compound Annual Growth Rate)

SmartCharts

For this additional information, the chart must contain dates (years).

CAGR is the average annual growth rate. The underlying formula for the CAGR from category A to category B is [(final value/start

value)\(1/number of years) -1]. If the years are not full, the 30/360 method is used for calculation.

SmartChart M
CAGR v
Product B

Product C a

2014 2014
2015 e » 2015

() with ellipse

Insert 4 -

() Update all Diagrams in
Presentation when saving

A\ STRATEGY
N7 COMPASS

Select the data series for which you want to calculate the
CAGR.

Determine the start and end year.

Specify whether the CAGR should be displayed in an
ellipse.

Insert the arrow and value into the chart.

o

/

B

/

2013

2014
W Product A

2015 2016

Product B ® Product C

QuickSlide Help - SmartCharts
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SmartCharts

INnsert: Growth arrow

The growth rate is the absolute or relative increase of a variable over a period of time. It is calculated absolutely as [final value - start value]
and as a percentage as [(final value - start value) / start value].

SmartChart - x @ Select the data series and years for which you want to ©
— - calculate the growth rate.

5 4°j
@ Specify how the growth rate is to be displayed.

Product B p Product B

Product C Product C .
a 9 Insert the value into the chart.

2013
2014 2014 5

) with arrow (® percentage
) with ellipse © 2bsolute
Insert e
0

(&) Update all Diagrams in 2013 2014 2015 2016

Presentation when saving

2013

[t

s

m Product A Product B m Product C
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INnsert: Delta

SmartCharts

Delta is the difference between two values.

SmartChart %
Delta v
Product B p Product B

2013 2013

2015 p 2015
2018 2018
O with arrow O Percentage
() with ellipse @ sbsolute
3 I

() Update all Diagrams in
Presentation when saving

A\ STRATEGY
N7 COMPASS

Select the data series and years for which you want to
calculate the growth rate.

Specify how the delta value is to be displayed.

Insert the value into the chart.

2013

2014

m Product A

2015 2016

Product B m Product C

QuickSlide Help - SmartCharts
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Insert: Average

SmartChart v X%

Average v

Product A

Product B 1
Product C

() with symbol 9

() Update all Diagrams in
Presentation when saving

A\ STRATEGY
N7 COMPASS

SmartCharts

Select the data series for which you want to calculate
the average.

Specify whether the average is to be displayed with the
@ icon.

Insert the value into the chart.

a+27
2013 2014 2015 2016
W Product A Product B m ProductC
QuickSlide Help - SmartCharts 60



SmartCharts

INnsert: Value line

SmartChart - x @ Specify the value you want to include. 6
Value Lie v @ Give the value a name. ;
Value: a . .
N » ¢ @ € Insert the value line into the chart.
Plan 9 4
Plan +3,5
insert (88 - 5
() Update all Diagrams in
Presentation when saving 2
1
0
2013 2014 2015 2016
m Product A Product B m ProductC
A\ STRATEGY QuickSlide Help - SmartCharts 61
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SmartCharts

Changing the additional information

SmartChart X
|
Growth Arrow v

Product A Product A
Product B p Product B

2014 2014

2015 ',2015

2016 2016

) with arrow (*) Percentage
() with ellipse @ Absolute

Update W Delete

(/) Update all Diagrams in
Presentation when saving

Modify
Average (1)

Insert new e
Growth Arrow (1.1 - 1.3)

A\ STRATEGY
N7 COMPASS

If you want to make changes to additional information inserted with QuickSlide, click on the
corresponding chart and open the SmartCharts Assistant. Then proceed as follows:

@ Select the additional information you want to edit from the list.

Make the required changes.
@ Click "Change". You also have the following options in the dropdown menu:
€ - Change: The desired changes are applied.

+ Insert new: The changed data is also entered. New additional information is added to
the overview list@.

QuickSlide Help - SmartCharts
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SmartCharts

Changes to the chart

Update Delete If the values of the chart change, you must update the additional information using the

Update all from list SmartCharts Assistant There are two ways to do this:
Update selected

€@ First select the chart whose data has changed. Then click on "Update". You also have the
following options in the drop-down menu:

Update whole presentation

(W) Update all Diagrams in

. . « Update all from list: Updates all additional information from the overview list of the
Presentation when saving

chart

« Update selected: Updates only the selected additional information of the chart
« Update whole presentation: Updates all additional information in the presentation

@ When creating the additional information, select the option "Update all Diagrams in
Presentation when saving" (set by default).

If your company uses the QuickSlide Data Connector to link presentations to Excel data,
the SmartCharts are automatically linked to it and update themselves with.
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Waterfall

Waterfall Assistant

N

®@ ¥ 4

QuickStart Slide  Slide Pool Elements Agendy

v v

IT @ -2

Edit Shapes

v

"4 l'& v

Gantt

Data Connector
SmartCharts
Waterfall

Waterfall charts show which influencing factors make up a value or
how a value changes over time. They provide a quick overview for
your viewers, e.g. of the composition of cost blocks or of
developments and forecast of an initial value.

The Waterfall Assistant makes it easy to create and update
waterfall charts.

A\ STRATEGY
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T Q @R

Text

Check

v

Send

v

Save

v

= -

L~

QuickSlide Help - Waterfall
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Waterfall

Create a waterfall chart

Waterfall Chart Assistent o

-+ o+ XS o+

Start value Change W | Subtotal n Change w | Endvalue

Label Label T Label Label
0,00 0,00 End value 0,00 0,00
() with labels

(&) with connector lines

Decimal Places: > ¢

Insert

A\ STRATEGY
N7 COMPASS

Select the slide on which you want to display your waterfall
chart.

Open the Waterfall Assistant.
Enter a start value.

Specify positive or negative values for changes. Use the plus
sign to add more fields. The final value is calculated
automatically.

For a subtotal, select "Subtotal" from the drop-down menu. It is
then calculated automatically.

In the "Label" field, add labels and check the "with labels" box.

Set the options if you want the connection lines to be displayed
and with how many decimal places your values should be
displayed.

The "Insert" function inserts your chart into your corporate
design.
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Edit

Edit

@ Y W 4 %5 R R oo T Q@R 3

L ~
QuickStart Slide  Slide Pool Elements Agenda Data Shapes v o Text Check Send Save

v v v v v v v

A professional presentation requires not only good content, but also neatly formatted slides.

With the "Edit" function, QuickSlide offers a wide range of tools to help you with your graphical work. Collected in a task pane, you will
find important standard PowerPoint functions, optimized PowerPoint functions and numerous tools only available in QuickSlide.

You can choose the appropriate view for yourself:
Basic - the most important tools, clearly labeled

Enhanced - the basic tools and numerous other tools for power users
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Edit

Click the button for Edit v X it v
| .
| . {*) Basic
which you need help. 0 o © e
O Extended celect
select Sk B
K B B -
Position / Align
Align E S T i
B S T e = ff =
On 2 il &
Center / Distribute .
el F wman
Forward / Backward me EE
r-_, .._'I Dfn r|:| O = %
ore :E (& O0f &7
4 Uk Ui
RIS = 1o
Size F % 0r Ik
B & 0 &7 =T
Group P—*‘?dif}i .
oI [T . s =T
Ih | £
Modify A 3
g p 2 Q 2 Q
Basic Extended
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Edit

Basic

0 Select: Use the Shape Finder (SF) and Color Finder (CF) to find objects with the same shape or color on your slide. Edit v X

|
@ Basic

@ Align flush: Use these functions to align objects flush with each other. © Extended

Select

h o

© center/distribute: Use these functions to distribute objects evenly or center them. .

B S M i

O Forward/Backward: Select an object and move it to the front or the background. Center / Distribute

0+ ot T

Forward / Backward
m W R

© Grid: QuickSlide uses its own grid to align objects flush on your slide.

Grid
(6 Adjust size: Scale objects to slide size or equal in size with a single click.

W
Size
o) Group: Group or ungroup elements on a slide. =N
Group
H O
© Modify: Change the appearance of objects by adding or removing parts. o o
Modify
g b 2 Q
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Edit

Extended

@ select: Select objects on the slide. Edit v X
|
{*) Basic

@ Extended

Select
FIE A N

e Size: Change the size of objects. Q Position / Align

@ Position / Align: Align objects flush with each other or the grid.

@ Modify object: Change the appearance of objects.

g m Nk B

PR

e &
i T
F w0 K
=]

=
o
=3
=y

—
&1 oo

"

e8> H
@ % i
*

[
+
1
1
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Back to the overview of buttons

2h

Before

First selected
object

First selected
object

A\ STRATEGY
N7 COMPASS

Edit

Use the ShapeFinder (SF) to select all
objects on the slide that have the same
shape type as the first selected object (for
example, all squares).

The ColorFinder (CF) selects all objects on a
slide that have the same fill color as the
first selected object.
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Edit

Back to the overview of buttons

Selection range
B‘k Selection % This function displays all elements of the

| Show All || Hide Al | [2][+] current slide. You can select elements that
4 Group 14 lie behind other objects or move layer
ovel @ sequences. You can also hide objects.
Rectangle 7
Graphic &
Picture 4

Slide Mumber Placeholder 12
Footer Placeholder 11

Date Placeholder 10

Text Placeholder 2

Title 1

) 129999999

- Before After Use these functions to align objects flush
El with each other.

E.g. Align links to the first selected object

First selected
object

Select at least two objects and align them
flush with the left edge of the first selected
object.
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Edit

Back to the overview of buttons

Before After Use these functions to align objects

-l-[|-l- centered to each other.

E.g. Align object center horizontally to first
selected object

&
: First S;|ected . e colected Select at least two objects and align them
| obec | ) object - horizontally centered on the first selected
. object.
Before After Use these functions to distribute objects

D‘I]'l] evenly.

E.g. Distribute Horizontally

Select at least three objects and distribute

> . . them horizontally at regular intervals.
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Edit

Back to the overview of buttons

Before After Use these functions to align objects. E.g.
Dock to the right of the first selected
object

First select a reference object by clicking on
SelFércStgd : it. Then select the object to be moved. Then
object click on the button and the desired object

moves to the left to the right edge of the
first selected reference object.

Before After Use these functions to align objects to
: I guidelines.

E.g. Move left side to the guideline left

Clicking this button will move your selected
object to the left until you reach the next
QuickSlide guideline.
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Edit

Back to the overview of buttons

Before After Use these functions to bring objects to the

I-_—_-l front or background.

E.g. Bring to front

The selected object is brought to the front
by clicking on it.

Selected
object

Selected
object

Before After Use these functions to bring objects to the
.I_‘| front or background.
E.g. Bring Forward

The selected object is brought forward by
clicking on it.

Selected
object

Selected
object
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Back to the overview of buttons

[

M|\ STRATEGY

Reference
object

NP COMPASS

Before

Edit

After

Use these functions to place objects in the
same position.

For example, copy position of objects

Select a reference object by clicking on it. By
clicking the function, QuickSlide remembers
the position of this object (measured from
the top left) and moves the selected objects
to the same position. Another click on the
button deactivates this function again. You
can use this function, for example, to
ensure that objects are positioned in the
same place across several slides, so that
they do not "jump".
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Edit

Back to the overview of buttons

Show and hide QuickSlide grid Align with gridlines Snap to shape
\ N

NN QuickSlide uses its own grid, which was n Align objects to the gridlines . Align objects to other objects
created for your corporate design. This stored in the master. (without guides).
grid consists of guides on which you can
align objects on your slide to the nearest
guide. This makes it easier to create
slides with a consistent look.

- Before After Swap objects

AW

Select two or more objects. By clicking the
"Swap objects" button, the objects swap
positions.

@
@
o
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Edit

Back to the overview of buttons

Before

L

Before

A\ STRATEGY
N7 COMPASS

After

First selected object

After

4

Use these functions to scale objects in
width and height.

E.g. Adjust width to first selected object: If
you want to distribute objects on a slide, it
is often useful to adjust the size of the
objects beforehand. Select at least 2
objects. Clicking this function will give all
objects the same width as the first selected
object.

Use this function to scale objects to slide
size.

Scale image/object size to slide
width/height

For example, if you insert images on your
slide, they are often much larger than the
slide. Use this QuickSlide function to resize
your image to fit the slide.
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Back to the overview of buttons

Before

First
selected

object

Before

First
selected
object

A\ STRATEGY
N7 COMPASS

Edit

After

After

Use these functions to scale objects in
width and height.

E.g. Extend left edge to the right edge of
the first selected object

First select a reference object. The object
that you then select will expand to the right
edge of the reference object after clicking
on the button.

Use these functions to scale objects in
width and height.

E.g. Extend to left edge of the first
selected object

First select a reference object. The object
that you then select will expand to the left
edge of the reference object after clicking
on the button.
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Back to the overview of buttons

Edit

Before

Distribute objects

Distance (cm):

rF
w

0K

Cancel

A\ STRATEGY
\#COMPASS

Before

Scale object

{2) Resize element: custom width x height
4669 | " 3504 | oM
@ scale element
hd
() Delete Text
Apply

Cancel

Use these functions to define distances
between objects

E.g. Set horizontal distance between
objects First select the objects between
which you want to set a certain distance.
After clicking the button an input window
appears in which you enter the desired
distance. When you click "OK", QuickSlide
sets the desired distances by keeping the
outer objects in place and adjusting the
object sizes to the desired distance.

Scale object

Scale an object proportionally incm or as a

percentage. At the same time, you can
delete the text from the object. This
function is suitable, for example, for
creating a pictogram from a chart.

QuickSlide Help - Edit
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Edit

Back to the overview of buttons

- Before After Group or ungroup multiple objects on your
!'El slide.
E.g. Group

Select several objects and group them. This
way, you can treat all objects as one
element. This makes it possible to move,
enlarge or reduce the whole group and
maintain the proportions.

Before Restore the last grouping.

Restore grouping Previously grouped
objects can be grouped again with this
function after the grouping has been
removed. To do this, select one of the
previously grouped objects and then click
"Regroup".

$%T5/?\T/IE§;\SS QuickSlide Help - Edit 82



Edit

Back to the overview of buttons

Before After Use this function to duplicate objects on
D’El your slide.
Copy objects M Copy object
et () to the right

S Select the object to be copied and click the

O upward button. Now an input window appears, in
d d . .
o Ddemed which you can enter the desired number,
Mumber of copies 2 v . . .
- = the distances and the direction of the
pacing (cm) 0,50 v

copies. With this function you can easily
create tables from rectangles, for example.

‘B Before After Use these functions to mirror objects on

your slide.
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E.g. Flip Horizontal

Select one or more objects and click the
button. The selected objects are rotated
around the vertical axis and thus mirrored.
Fonts are not mirrored horizontally.




Back to the overview of buttons

ah

I}

A\ STRATEGY
N7 COMPASS

Before

Before

Edit

After

After

Use these functions to rotate objects.
E.g. Rotate Right 90°

Rotate your selected object 90° to the right.
The pivot point is the center of your object.

You can use this function to hide unwanted
parts of an image or graphic to show only a
specific section.

Crop

Select the image you want to crop and click
"Crop". With the black markers now
displayed, you can select a section of the
image.
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Back to the overview of buttons

arrows on a slide is often difficult. With this
function, you can adjust the arrow angles of
several block arrows at 20° intervals.

D Before After Adjusting the different angles of block

Adjust arrow angles

Adjust the arrow angle The "Adjust arrow
angle" function adjusts the arrow angles for
these. You can now change the arrow
angles at 20° intervals: 70°, 90°, 110°, 130°,
150°.

A fixed angle may also be predefined for
your company in this function. QuickSlide
will then only allow these angles to be
selected.
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Back to the overview of buttons

Before After This function adjusts the corner curves of

ﬂ all selected objects.

@ i i Adjust rounding of corners

Before After This allows you to edit individual points of a
<Z geometric shape.

Add Point Edit points
Delete Point
Open Path Select the shape you want to change. After
Close Path you have clicked on the button, the
Smooth Point % individual points of the shape are

) it:jf::'?: displayed. Take a point and move it, the
- shape changes. You can also delete or add

points.

Simply select all objects with a round
corner on your slide. Clicking on the button
adjusts the corner rounding for all selected
objects.
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Back to the overview of buttons

Before After Increase or decrease the fill of a selected

O+ Harvey Ball.

R
S E.g. Harvey Ball +1/8 fill

Place a Harvey Ball from the QuickSlide
Q elements. Click the button to increase the

fill by 1/8 (45°). Only Harvey Balls created

with QuickSlide can be modified with this

function.
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Edit (others)
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This area contains important PowerPoint functions such as "Copy", "Paste", "Transfer format",
fill and line color. You will also find the QuickSlide function "Format diagram in Corporate
Design" here.
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Transfer Formats

¥ Transfer Format

You use this function to transfer the formatting of an object to other objects.
Select the object with the required formatting. Click on the brush icon and then on all objects you want to reformat.
To format individual words, select the correctly formatted word, click the brush icon, and then select the words you want to reformat.

Press the ESC key to exit the function.

i’} - Format chart in corporate design
Use this function to transfer PowerPoint charts into your corporate design.

Select a chart and click the button. Select the desired type. The chart then automatically changes formatting.
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Restricted colors

Some QuickSlide versions have a reduced color palette, i.e. the PowerPoint standard colors are not offered. Your color palette will then
only show the colors that your corporate design specifies and allows.

Color series for design colors:
B R €@ Background 1, Text 1, Background 2, Text 2

@ Accent 1-6 (automatically used for charts, for example)

9 Additional colors (so-called user-defined colors)
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Shapes

Shapes
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Send
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QuickStart Slide  Slide Pool Elements Agenda Data Edit Shapes v o Text Check
[ ] Insertrectangle
T3 Insert textbox
*. Insert line
[ Shapes *
With the "Shapes" menu you can insert the standard
shapes that are part of the master. Furthermore, you O
can insert an optimized text box. "Position customer -

logo" (optional) places a logo you have selected on a
slide, on all slides in the correct position.
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Save
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Shapes

Insert rectangle: Inserts a rectangle in the middle of the slide. It uses the formatting that has
been defined in your master.

Insert text box: Inserts a text box in the middle of the slide. This text box already contains
your company’s text level formatting as it is defined in you master.

Insert line: Inserts a line in the middle of the slide. It uses the formatting that has been
defined in your master.

Shapes: Inserts a standard PowerPoint shape.

Format Object: Opens the PowerPoint task pane for formatting objects.
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Position customer logo (optional)

Insert rectangle
Insert textbox

Insert line

&y @ O

Shapes *

@tinn customner logo #

*EF Format Object...

A\ STRATEGY
N7 COMPASS

Insert colored logo

Insert grey logo

This function places a logo in a predefined position and predefined size on all
slides of the presentation. The function is optional and must be configured for
your company.

First insert the desired logo on a slide. Now click on "Shapes" and select under
"Position customer logo" whether the logo should be inserted in color or in
grayscale. The logo will now be inserted into your presentation at all points (e.g.
large on the title slide and smaller on the remaining slides).

You can delete a logo that was inserted using this function by clicking on "Remove
logo".
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Text
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The "Text" section summarizes important text formatting tools
from PowerPoint and offers the following additional functions of
QuickSlide:

T2 Insert text box / apply standard formatting Inserts formatted
text box or formats for the selected text box bullets, indents and
text according to the design guidelines.

Symbols: Provides the most important special characters clearly
(Yranged for insertion into text boxes
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B
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Text A - - E NG
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[]pen Sans (1~ Q =T
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F K x, X = = gv
heck Send Save

v v v

20 =
4

4

T €

HHE

$- 4= Increase/decrease list level: Use these buttons to switch
between the different text layers. Bullets, indentations and font
are adapted according to specifications. Use this function for
placeholders and text boxes optimized with QuickSlide. Do not use
the bullets/numbering function from the PowerPoint Start menu.
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Check
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The "Check" menu contains functions with which you can finally
check and optimize your finished presentation in order to ensure
high quality and consistency in terms of corporate identity.

Quality Tracker: Supports quality management when several
people work on a presentation.

Corporate Design Check: Checks your presentation for
compliance with your corporate design specifications.

Consistency Check: Analyzes your presentation for inconsistencies
independent of the corporate design specifications.
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Check

T

Text

QY@ H 3.
.Q. -
Check Send Save
Check consistency
Cluality Tracker (3

Corporate Design Check

Consistency Check

Corporate Wording Check

Set Language for Spell Check g

Spelling...

Header & Footer...

Feset / delete labels...
Frepare to send

Weight Watcher

Remove all notes

Properties

Optimize presentation for black-and-white printout  #
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Check

Corporate Wording Check: Checks your presentation for compliance with your corporate wording specifications.

Set Language for Spellcheck: Unifies the language setting for all objects in the presentation so you can use spell checking correctly.
Spelling: Starts the Spell Check.

Header and footer: Opens the PowerPoint dialog for headers and footers.

Reset/delete labels: Manages your QuickSlide labels that you have already placed on slides.

Weight Watcher: Reduces presentation size by finding and compressing large images.

Remove all notes: Removes all notes from your presentation.

Properties: Displays the file properties.

Optimize presentation for black-and-white printout: Displays your presentation in grayscale or optimizes it for black and white printing.
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Quality Tracker

If several people are working on a presentation, there are often several rounds of coordination until all slides
are finished. Often a person collects, merges and updates all slides. In order not to lose the overview,
QuickSlide provides you with an Assistant that records exactly which slides have already been adjusted and
which have not. All slides are provided with stickers in the area to the right of the slide. If a sticker is visible,
something must be coordinated for this slide:

Stands for the contents of the slide: Check the box if the content of this slide has been reviewed and
approved.

% Stands for the formal inspection of the slide: Check the box when all listed tests have been carried out.

The two icons in the task pane turn green as soon as all checks have been successfully completed. If you insert
a new slide into the presentation, it is automatically marked as unchecked.

A\ STRATEGY
N7 COMPASS

Quality.. ¥ %
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Presentation
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Current Slide
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Corporate Design Check

The Corporate Design Check checks your slides for compliance with your corporate design
specifications. Uniformly implemented corporate design guidelines ensure a professional
appearance and save rework when merging different presentations.

@ Select options and start check.
@ Select deviations from the corporate design specifications to be processed.

€ Correct or ignore deviations. Most deviations are corrected by the Corporate Design
Check by clicking on "Change". Some changes, however, you make manually.
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Corporate Design Check ~ %

() selected slide(s) only a
() Basics only

Check / Refresh

4 2 - Overview
Unknown layout
4 3 - First Slide
Slide title not in correct position / size
Incorrect title font size
Incorrect title font color
Mon consistent word formatting e
Mon consistent word color(s)
Shape not within content area
4 4 - Second Slidewith too muchrows
Incorrect title font size
Incorrect title font color
To many title lines
Incorrect shape fill color
Incorrect bullet format

Suggestions:

Background 1

Prexti
Background 2

PWrexz

W Accent 1
Accent 2

W Accent 3
Accent 4

B Accent 5

W Accent 6

M blackboard

W rink

W spring
W foagy blue 9
Ignore Change

Ignore all Change all
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Select deviations from the corporate design specifications to be
processed

Depending on the individual configuration, the Corporate Design Check checks whether
« the right master and the right layouts are used

 the titles and subtitles of the slides are set correctly

« the colors correspond to the corporate design specifications

« the fonts correspond to the corporate design specifications

« all contents are within the type area or the predefined area

« the lines correspond to the corporate design specifications

If you select the option "Basic check only", only the most important checks for master, layouts, type area, colors and font are performed.
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Manual corrections

&I Unknown master / design: The Corporate Design Check checks whether the correct master
e is stored in your presentation. If this is not the case, you can either use QuickStart to call a
el current master or apply the correct design to the current presentation.

Unknown slide layout: Even if the correct master is used, it is still possible that the use of

Al Hide Slide
e om0 slides from another / older presentation may lead to strange / old layouts in your
| - | presentation. Please assign a suitable layout from the stored master to the slides in your
TitLea\c:liizghmcuoLodred Jaiilsg\’:’grnc;l:nr;i ;'aitlewith colored  Title with picture presentation (image)'
- I HESSS |EEpE Shape not within content area: Placeholders can be corrected automatically by clicking
Title and ¢ | tle and Content (500 Title and two Only title " " . . .
contents  contents with he.. change". Text boxes and shapes that are not placeholders require manual correction. Slide
| the object into the content area marked with QuickSlide guides.
Only title with FL!Ilscr.een picture  Fullscreen picture Agenda with . .
b | ey After you have made manual corrections, update the Corporate Design Check and check the

= other errors.

Section- Empty Slide SlideDoc, slim SlideDoc, 3
picture, title, con... columns
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Consistency Check

The Consistency Check analyzes your presentation for inconsistencies, independent of the
corporate design specifications.

« Uniform use of page numbers
« Uniform use of punctuation marks at the end of the slide titles
» Double blanks

« Check whether opened parentheses are also closed
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Consistency Check %
|
Check / Refresh

Slide numbers used inconsistently
Punctuation marks in title used inconsistenly
4 2 -lorem
Parentheses don't match (unequal number...

-----

Suggestions:

3 slides have slide numbers.

1 slide doesn't have slide number.

What would you like to be the standard for
this presentation?

(Layouts that don‘t contain slide number...

(O Don't show on title slide
‘With slide numbers () Without slide numbers

Ignore Change

lanore all Change all
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Corporate Wording Check

Uniform standards in corporate wording ensure a consistent brand appearance and save
rework when merging different slides.

In QuickSlide, uniform spellings can be stored for your organization. You can then apply these
with the Corporate Wording Check. It checks your presentation for spelling errors and offers
suggestions for corrections.

The terms for the Corporate Wording Check are stored by the QuickSlide-Admins.
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Corporate Wording Check ~ %
() Selected slide(s) only
Check / Refresh
4 2 - First Slide.
Qs
Powerpoint
Suggestions:
Ignore Change
Ignore all Change all
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Header and footer

Header and Footer

Slide Notes and Handouts

Include on slide

|:| Date and time

Update automatically

13.12.2019 i
Language: Calendar type:
German (Germany) v | |Gregorian
Fixed
13.12.2019
Slide number
Footer

QuickSlide Help — Check

iDon't show on title slide

Apply

Preview

------

Apply to All

Cancel
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Check

When you select this menu item, a PowerPoint dialog opens. Here
you can enter the footer, the page numbers and the date. The field
for the footer always displays the text from the footer of the
currently selected slide.

Use the "Apply" command to apply the settings to your current
slide.

Use the "Apply to all" command to apply the header and footer to
all slides. This does not work when the title slide is currently
selected.

You can hide the header and footer on the title slides.
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Weight Watcher

Presentations require a lot of storage space due to inserted images or embedded Excel data.
Weight Watcher helps you find elements that make your file unnecessarily large. You can
then specifically compress individual images.

@ n the Weight Watcher window, specify whether you want to search for images and/or
charts in your presentation.

@ Enter the minimum size of the content to be searched for.

€ Click "Refresh”. Weight Watcher now shows you in the upper part of the window on which
slides the large contents are located.

@ sSelect an image from the list. QuickSlide automatically jumps to the selected image and
highlights it.

© Compress the images and delete invisible image areas. For PowerPoint presentations 150
dpi are usually completely sufficient.

@ Update to display the result.
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a@ Pictures

Greater than

? Compress

4 2 - Picture Slide

Weight Watcher M

e Picture size: 4567 KB
4 3 - Chart Slide
Workbook size: 10 KB

() Diagrams

p v

Refresh

KB

?@

QuicksSlide Help - Check

108



QUICKSLIDE HELP



Send

Send
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Send selected slides as PPTX
Send selected slides as PPSX

Send selected slides as PDF

With "Send" you can send selected slides directly from PowerPoint QuickSlide automatically opens a new message in your default

by email. mail program and inserts the selected slides as a presentation as

: . : an attachment.
You have the option to send your selected slides as PowerPoint

presentations (PPTX), PowerPoint Show File (PPSX) or PDF.
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Save

Save
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Save

Save As...

Save selected slides as PPTX
Save selected slides as PPSX

Save selected slides as PDF

Under "Save" you can save the selected presentation as usual. You can also save selected
slides as PowerPoint presentations (PPTX), PowerPoint Show file (PPSX) or PDFs. To do this,
select the required slide(s) in the Slide Sorter and then select the required option.
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Learn

Learn
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QuickStart Slide  Slide Pool Elements Agenda Data Edit Shapes ¢ - Text Check Send Save Guidelines
v v v v v v v Dos & Don'ts 01 - Content
Dos & Don'ts 02 - Visualization & Design
Dos & Don'ts 03 - Text
Dos & Don'ts 4 - Diagrams
Dos & Don'ts 05 - Pictures & llustrations
QuicksSlide Coach

The "Learn" menu provides access to various learning content for using QuickSlide and First Steps

creating better presentations. Help
Video Tutonals

» Guidelines: Space for customer-specific learning content, instructions and guidelines (cf. QuickTips

Help sections for Admins). Experience level v
» QuickSlide Coach: The presentation "First Steps" for QuickSlide, direct links to the online

help portal and video tutorials.

* QuickTips: Experience level settings to display the appropriate QuickTips.
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QuIickTips

QuickTip i e What is QuickSlide? @ Open QuickTip... @ w

QuickTips give you useful hints about QuickSlide presentations. The bar appears below your QuickSlide ribbon. A maximum of five
QuickTips are displayed.

@ Arrows to navigate between the five QuickTips
@ Title of the QuickTip
€ Open the QuickTip as a PowerPoint presentation and set the future display of it

If you have already watched a QuickTip, other QuickTips will appear the next time you start PowerPoint. A QuickTip with an exclamation
mark must be read before another can be displayed.
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Open QuickTip...

Open QuickTip...
Always show this QuickTip
Don't show this QuickTip again

Don't show any more QuickTips

A\ STRATEGY
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Learn

You have the following options in the drop-down menu:
Open QuickTip: Opens the displayed QuickTip as a PowerPoint Show.

Always show this QuickTip: Always displays the QuickTip in the selection bar; it is marked
with an asterisk.

Do not show QuickTip again: No longer displays the active QuickTip.

Do not show QuickTips again: Closes the QuickTips bar permanently. You can display the
QuickTip bar again by clicking on "Show QuickTips" under "Learning".

Close with the x sign: The QuickTips remain closed until PowerPoint is restarted.

QuickSlide Help - Learn
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QuickTips Experience Levels

Guidelines You can choose whether you want to see tips for

Dos & Don'ts 01 - Content beginners or experts.
Dos & Don'ts D2 - Visualization & Design

Dos & Don'ts 03 - Text Examples of tips for beginners:

Dos & Don'ts 04 - Di .
I « Correct handling of the master

Dos & Don'ts 03 - Pictures & [llustrations

QuickSlide Coach « Benefit from slide templates
First Steps « Format text boxes correctly
Help

« Use placeholders
Video Tuterials

QuickTips « Check spelling more easily

Experience level v Beginner

Advanced

Examples of expert tips:

« Make slides visually appealing
« Create outlines automatically
« Create project plans automatically

« Manage slides centrally in the team
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QuickSync

QuickSync

QuickSlide QuickSync synchronizes QuickSlide content from your central location to your computer. The data is usually copied locally into
a "QS_Content" folder in the user profile, which ensures faster access. Above all, you can access your QuickSlide content on the go
without network access.

QuickSync compares at defined intervals which changes have been made to the central content and synchronizes them to your
computer. Thus you are always up to date.

The QuickSyncicon appears at the bottom of your Windows task bar and indicates the status of the synchronization.

@ A green check mark means that the last synchronization was successful.

@ A red cross means that the last synchronization was not successful. QuickSlide will try to synchronize again at regular intervals. This
is typically because there is no connection to the central storage location or because it has been interrupted.

@ A blue gear wheel indicates that the synchronization is currently in progress.
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Starting QuickSync manually

The QuickSync usually starts automatically when you start up your computer and works in the background. If you start PowerPoint for
the first time after installing QuickSlide and there is no content (e.g. no master) yet, you have to start the QuickSync manually once. To do
this, click on "Start QuickSync" in the QuickSlide ribbon under Options. If QuickSync is already visible in the Windows task bar, click

"Synchronize".

@ uwE 4 SR (TR :ET Q@R I

QuickStart Slide  Slide Pool Elements Agenda Data Edit Shapes ¢ - Text Check Send Save Quickslide
’ ’ ’ ’ ’ ’ . Simple Ul
Sync 4 Start QuickSync
4 Synchronize
License
Info
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QuickSync Options

Synchronize With a right click on the QuickSync icon, you also have the following options:
Pause Pause: Pauses the current synchronization.
Restart
Restart: Restarts the synchronization.
Options . . . . T
e Options: Determines which user groups are synchronized. You can exclude individual groups
nto . . . .
from synchronization (for example, if they require a lot of storage space or are not relevant to
Close you) or activate synchronization for other available groups.

Exit: Exits QuickSync.

::S(‘:Tg?\T/IEIg;\SS Quickslide Help - QuickSync 121



QUICKSLIDE-ADMINS




Who is the Admin?
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There are two types of users in QuickSlide: "Normal Users" and
"Admins". Normal users work with QuickSlide and use the
predefined contents and settings. Admins, on the other hand, can
manage the content and change some of the settings.

Whether a user can be an admin depends on his or her
permissions. If he has write access to the content drive or folder
for a user group, he can be an admin, if he only has read access,
he is always a normal user.
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Admins

T Q @R I
>
Q.v
Text Check Send Save
. . . For admins
o2
Quickslide
Simple Ul
Sync 4

License

Info

If you have write access, you can switch to Admin mode, making
the admin functions available to you in QuickSlide. If you do not
have write access to any folder (content or user group), the "Admin
mode" button does not exist in your QuickSlide.
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What can an Admin do?

As an Admin, the following additional options are available to you compared to normal users:
« Manage Slide Pool

« Manage Elements

« Managing terms for the Corporate Wording Check

« Manage Flight Mode terms

« Customize the "Learn" section

« Manage additional masters (optional)

« Manage additional corporate designs (optional)

As soon as you switch to Admin mode, you no longer work locally, but directly on the central content in the network.

All changes you make are displayed in All user's QuickSlide after the next synchronization.
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Admins

User groups
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User groups enable you to create folders for the Slide Pool and Elements, and to make
these folders available only to certain staff members, allowing you to manage content e.g.
within your team.

To create, update, move or delete user groups, you will need write permissions to the
directory in which the group folders are saved. Within the user-group folder, a distinction is
made between admins (with write permissions) and normal users (with only read
permissions). The read and write permissions are established on the group folder and
adopted by QuickSlide.

Older versions of QuickSlide do not offer the option of managing user groups. If you wish
to work with user groups in this case, please contact your IT department or Strategy
Compass.
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o v

For admins

v Admin mode

QuickSlide
Simple Ul
Sync 4
User groups » Create / modify user groups
License

Info
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Creating and managing user groups

User groups management X
+
i Group2 Displayed group name | Group2] |
B strategyCompass
Group directory name (keep short

I 5C Marketing P W (keep ! “
B Grouwp Synchronization path
Il <C Training () Synchronize

E Use group for @ slide Pool (& Text elements

3 (@ Pictures @ Diagrams

@ Labels @& Objects
Cancel Create

Click the "Add Group" button to create a new user group.

User groups are available both in the Slide Pool and in Elements.

Click the "Add Library" button to integrate an existing folder
(Windows folder, SharePoint library) into QuickSlide as a user
group. Libraries are currently only available in the Slide Pool.
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Displayed group name: Assign a name to the group folder
here.

Group directory name (as short as possible): Enter the path to
which all group members have access here. To do this, select an
existing folder or create a new one. The path for group folders
may be predefined. In this case, stay in the directory that is
automatically displayed.

Synchronization path: The path for the local copy (synced files)
is entered automatically. You may also change the path if
necessary.

Synchronize: If this box is checked, the group folder is selected
for group members in the SyncService options, and is thus
copied locally.

Use user group for: Select the areas of QuickSlide for which you
wish to use the group folders. Libraries can only be displayed in
the Slide Pool.
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Providing and updating content for user groups

Content can be added and updated through the QuickSlide Slide
Pool or Elements. For this, read the help section under Upload

(options).

Group members see the changes to the content or settings after a
Slide Pool update (only if changes are made in the Slide Pool), after
the next sync, or when PowerPoint is restarted.

If user groups are deleted, they are no longer visible in the Slide
Pool or Elements. The folders containing the content are kept,
however, and need to be deleted separately.

For more information for IT Professionals, please visit our Help
website at Managing user groups.
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Admins

Manage Slide Pool

The QuickSlide Slide Pool provides presentations and slides within the company and within user groups (if applicable) and offers
numerous options for easy administration and maintenance.

As the admin, you have the possibility to manage the Slide Pool. You can:

About the Slide Pool, Windows Explorer and the user groups (further
information in the "User groups" chapter)

Via the Slide Pool and Windows-Explorer

« Add/delete folders

N

« Upload/replace/delete presentations/slides
« Add update information to presentations/slides
- Link slides to other presentations Via the Slide Pool

« Update the Slide Pool
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Uploading

Upload

Upload (options)...
Modify...

New Folder
Delete

Update Slide Pool
Edit tags

Upload =

To upload a slide to the Slide Pool, first select the desired slide in
the slide selection on the left side of the screen. Now open the
Slide Pool and click on the folder into which you want to load the
slide. Click on "Upload". The slide is uploaded to the selected
folder.
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By clicking on the drop-down menu, you also have the following
options:

Upload: Uploads the selected slide(s).

Upload (Options): You can enter further information for this
slide/presentation, e.g. name, keywords, update information. You
can also upload presentations as a whole.

Modify: You can subsequently change or replace the information
in a slide/presentation.

New folder: Create a new folder in the previously selected folder.
Delete: Delete the selected slide/presentation/folder.

Update Slide Pool: Update information for the Slide Pool.
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Upload (Options)

© sclected slide(s) O O upastable @ You can choose whether you want to upload selected slides
@ O wisiices orall slides as a slide collection in a folder, or the entire
(9 Add as presentation presentation.

sidename @) | upload (Options) Enter the name of the slide. This is displayed in the Slide Pool.

Tags select tag(s) v

Enter optional keywords. These are used for searching the
Slide Pool.

Tags (free text) tags separated by comma

Hide Upload

Decide whether slides/presentations should be provided with
the information "Updatable".

Upload the slide(s)/presentation.

You can also save presentations directly in Windows Explorer. To do this, go to the central storage location. The folder "Slides" contains
another folder, which is typically labeled with your company name (Corporate Folder). You can copy presentations to this folder or create
new sub-folders. Make sure all new content is put inside the Corporate Folder, not on the same level or elsewhere. Next, go to the Slide
Pool. Click on "Update Slide Pool" in the drop-down menu. QuickSlide updates the data and creates thumbnails.
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Create keywords or categories

|| Tables

Ik Diagrams

[} Processes & Timelines
Upload Ehips
Upload (options)...
Modify...

Mew Folder
Delete

Update Slide Pool
Edit tags

Upload | v

4 Client industry
Auditing and Consulting

Slide Pool x
Edit tags
0 ® @v «B

Apply

As an admin you have the possibility to define keyword categories
for slides and presentations.

These categories help the users to provide their slides with a

unified keyword. This allows all users to find content more quickly.

The administrator is responsible for the structure and designation
of the categories and keywords. The individual user simply selects

the keyword when uploading the slides.
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By clicking on the drop down menu of "Upload" you can select the

option "Edit keywords":

You can add a category with @

You can create nested layers with the arrows © &

The keywords entered here appear in "Upload (Options)" and in

the Advanced Search.
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Changing or exchanging a slide/presentation

Title with coloured Back.. Title with coloured Back.., Title with coloured Back..,
() Updatable
Presentation name Title with coloured Background and accent line
Tags select tag(s)
Tags (free text) tags separated by comma
Hide Replace

Apply
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If you want to change a slide, first select it in the Preview Window.

Then click on "Change". You can now change the information for
this slide: Updatability, name, keywords. Accept the changes by
clicking on "Apply".

If you want to change a slide, select the slide to upload in your
presentation. Open the Slide Pool. In the Preview Window, select
the slide you want to replace. Select the "Change" option. If
necessary, you can now edit the information for this slide. Then
click on "Replace". You do the same with presentations.
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"Updatable" option

You can also provide slides with update information, a kind of invisible time stamp. When users use such slides in their presentations and
you later make changes to the slides in the Slide Pool, users automatically receive a message when they open a presentation that
contains obsolete slides. This ensures that the current slides from the Slide Pool are actually used.

You can also link updatable slides within the Slide Pool. If a slide is used in several presentations in the Slide Pool, it is sufficient to
maintain the original slide. The linked copies in the Slide Pool are automatically updated by QuickSlide.
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Link slides to another presentation/manage copies in the Slide
Pool

If an updatable slide from the Slide Pool is used in several If you would like to upload this presentation to the Slide Pool
presentations, you only need to maintain the original in the Slide afterwards, QuickSlide will offer you to upload the contained

Pool. You can upload the other copies as a "linked copy". These are  updatable slides as "linked copies".
then automatically updated if something changes in the original.

Upload presentation

To do this, proceed as follows:
At least one slide is based on an original in the Slide Pool and already contains
« Upload the slide into the Slide Pool. Make sure to check respective update information. The presentation will be uploaded as an
independent original. However, you can upload the slides as linked copies.

"Updatable". This slide is now your original.
& Keep links to the original slides and upload slides as linked copies. An

* Insert this slide from the Slide :00l into a presentation. update of an original will automatically lead to an update of the linked copy.
® Remove link to the original slides and upload slides as independent originals
with new update information.

| Upload ‘ Cancel

If you disconnect the original slide, updates are not applied to the
presentation.
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Manage elements

In QuickSlide you can provide elements such as text boxes, icons
or images centrally in the company and within user groups (if
available).

As admin, you have the possibility to manage the elements. You
can:

} About the Elements and user groups
(further information in the "User groups" chapter)

« Add/modify/delete elements } About Elements

« Add/modify/remove folders
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Upload elements

Upload
Upload (options)...
Modify...

Mew folder

Delete

Upload n

To upload an element, first select the desired element on your
slide. Then select the category (text element, icon, image) and the
folder into which the element is to be uploaded (alternatively, you
can create a new folder). Click on "Upload".

Elements are inserted later in the position and size on the slide in
which they were uploaded.
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By clicking on the drop-down menu, you also have the following
options:

Upload: Uploads the image without further information

Upload (Options): You have the option of naming the element.
This is displayed in the preview window.

Modify: You can subsequently change the name of an
element/folder. Select it first in the preview window.

New folder: Creates a new folder in the previously selected folder

Delete: Deletes the selected element/folder
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Manage terms for the Corporate Wording Check

You can set the definitions for the Corporate Wording Check using the following file, which is stored in your central storage location
(usually in the "QS Content" folder): wordingDefinitions.csv

The best way to open this file is with Microsoft Excel or a text editor.

Instructions for Excel:

The first column of a line contains the wrong spelling of the respective word.

Several variants of an incorrect spelling are separated by double hashtags (##). The second column contains the correct spelling.

Instructions for Word/text editor:

The firstword in a line is the wrong spelling of the respective word. Several variants of an incorrect spelling are separated by double
hashtags (##). This is followed by a semicolon, and the correct spelling.
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Manage Flight Mode terms

You can set the definitions for the Flight Mode using the following file, which is stored in your central storage location (usually in the
"QS Content" folder): flightModeDefinitions.csv

The best way to open this file is with Microsoft Excel or a text editor.

Instructions for Excel:

The first column of a line contains the word to be replaced in Flight Mode. The second column contains the word to be used instead.
Instructions for Word/text editor:

The first word of a line is the word to be replaced in Flight Mode, followed by a semicolon. This is followed by the word that should be
there instead.

Do not use any replacement terms that actually occur in the language (e.g. replacing your company name with "Company"). Use fictional
terms. Otherwise, undesired replacements may occur when the Flight Mode is switched off again.
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Adding guidelines

1-‘-#\

Dos & Don'ts 03

QuickSlide Coach
First Steps
Help
Video Tutorials

QuickTips

Experience level

< Guidelines
[os t= 01 -

Dos & Don'ts 02 -

Content

Visualization & Design

- Text
Dos & Don'ts 04 -
Dos & Don'ts 05 -

Diagrams

Pictures & lllustrations

A\ STRATEGY
N7 COMPASS

Admins

You have the option to store guidelines under "Learn" in the QuickSlide ribbon. This can be
help or information for QuickSlide users, e.g. Dos & Don'ts for better presentations.

To provide such presentations, go to your central storage location. In the QuickSlide folder
(usually called "QS Content") you will find a folder "Guidelines". Save the presentations in this

folder as .ppsx files. They will be displayed to QuickSlide users under "Learning" after the
next synchronization.

IMPORTANT: The extension must be ".ppsx", not ".PPSX".
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Manage masters (optional)

For admins Manage Slide Masters %
v Adminmode :
4 Corporafe Design New Master New Group
< Manage corporate masters... :i (] strategy Compass 16:9
. - Group [QEITS _ Rename Delete
Manage corporate designs... ame
(B Strategy Compass
QuickSlide
Simple Ul
Sync b
User groups »
License
Info
=

With this function you can insert additional masters (.potx files)
under QuickStart or in the startup screen and make them available
to all QuickSlide users. Go to "Options" and select "Manage
corporate masters...".
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Use the "New Master" button to upload a master file (.potx). Click
on the "New Group" button under QuickStart to create a group to
which you can then upload masters. These groups do not
correspond to the user groups in QuickSlide, the masters are
visible to all users.

To change group or master names, use the "Rename" button.

Masters that are uploaded here cannot use some QuickSlide
functions, e.g. the Corporate Design Check, which is specially set
up for the respective master. In order to use these functions with
such masters, add a "Corporate Design" under "Manage Corporate
Designs".
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Manage corporate designs (optional)

L You can use QuickSlide to work with To add or delete designs, open the design manager in the
v Admin mode . . " . " . . " . "
P . additional corporate designs, e.g. for Options" menu by clicking "Manage corporate designs...".
< Manage corporate designs... :D CUStomerS/ partnerS, or fOF add|t|ona”y TO add a new deS|gn, C||Ck on uCreate deS|gn". NOW you can enter
QuickSlide H
omple U uploaded masters. To do this, setup a the settings for this corporate design. The easiest way is if you
Syne b Corporate Design for each additional have already opened a presentation in the new design. Many
User groups ' master. These designs are then values can then be picked automatically ("Pick" button).
License displayed in the QuickStart menu under . o _ ,
Info e . o Edit the individual tabs and follow the instructions there.
Switch Corporate Design Settings".
Master ;T_:iiit;:g:h colors are part of the design. Only these will be permitted in

Fonts N

‘m’ Pick colors from current presentation

. ~———
Grid
Text and Background

CW Check H B

F|ight Mode Accent colors

Agenda
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Creating an agenda design

As part of a Corporate Design you can define an agenda design,

Provide an agenda for this design. After closing the Design Manager window, an WhICh yOU can then use Via the QUICkSIIde Agenda ASSiStant.
Master agenda template will open which you can edit according to your design standards.
Colors To do this, tick "Provide agenda for this design" under "Agenda". If
_ o no agenda has been created for this design, click Save and close
Fonts ) Provide agenda for this design he Desi M A d | icallv i
O Center agenda items on slide vertically the Design Manager. An agenda template opens automatically, in
Grid which you can create your agenda templates graphically. Follow
W Checy  OPen agenda template for editing the instructions on the first slide.
Flight Mode When you have finished customizing the agenda presentation,
simply save and close it. You can reopen it later by clicking on the
"Open agenda template for editing" button in the Design Manager.
Cancel Save
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