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Efficient Elements for presentations

Getting Started
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Efficient Elements helps to create more professional
presentations in less time E

Product and value proposition

What is Efficient Elements for presentations?

= Efficient Elements for presentations is an add-in for Microsoft
PowerPoint that helps to create more professional presentationsin
& less time.

= What are the key benefits?

= Increased quality of your presentation

* = Improved adherence to your Corporate Design with no additional
effort (or actually, even less effort)

= More precise alignment and sizing of slide elements

= Reduced effortin slide creation
= Astudy with more than 100 users shows a time saving of more
than 2 hours per week for an average user?

Efficient Elements. Click. Done.



Efficient Elements is located on a task pane on the
right side of your screen

&

Overview

Open a new file, check presentation, mail and save selected slides —

Create agendas, set master options, insert and save elements, insert text snippets, |
apply predefined formats

Align, dock, stack and switch objects —

Align sizes, stretch objects, fill gaps and apply the magic resizer

Adjust process chains, pentagons, block arrows and rounded rectangles —

Use customized color palette, pick colors, switch between theme and fixed colors —

Apply text options, split/merge text boxes, set language, apply bullets and numbers —

Jump to slide, jump back- and forwards, hide and unhide elements —

EE vx

[€) New  ~ [v]Check ~

8i% E-mail v Sl Save ~

Agenda ~ Master
[E| Element  [abl] Text

[[] Format
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Expert Tools ¥

Efficient Elements. Click. Done.




You can adjust the Efficient Elements user interface to

) fficient
fit your personal needs lements
Set Language & User Interface Mode | Assign Shortcuts T: - x
7] Choose your language setting. Right-click on button to be o[5) New  ~ 7] Check ~
— sert Desi There will be more languages assigned - choose to assign T3] Assign Shortcut

File Home .
! available soon!

English Q—J

oy 1

|
LI

-

i

— N =Ha
Efficient Faste - q
Elements - - Format Faing Deutsch
Q Show Task Pane [N Francais
Language v I 0 Haliano
User Interface Mode 4 Basic

v  Expert @

Admin

Choose the interface that suits

you:

= Expert - the default setting
displaying all functions

= Basic - display only the most
important functions

= Admin - includes additional
functions for customizing EE

If you have closed the EE
task pane you can open
it again by clicking on
“Show Task Pane”

or remove shortcut

Assign desired shortcut ” - |

I—‘stign Shortcut =]

Please choose a shortcut for feature 'New
E Presentation’. The shortcut will have priority over any
built-in shortcut.

el Car skt (v -

Assign Shortout Cancel

v
Mew Presentation

Open a new presentation based an
one of your corporate design's =
templates. ) =l

The assigned shortcut
isindicated in the
button’s tooltip

Efficient Elements. Click. Done.
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In the “Presentation” section you will find functions
pertaining to the presentation file

&

€] New Presentation

Select a template to start a new
presentation. The available
templates depend on your individual
customization.

If you are working on an outdated
presentation, update the design by
clicking on “Apply template to entire
presentation” in the dropdown

E-Mail Selected Slides

Select slides in the slide sorter and
attach them to a new email either as

= PowerPoint file or
= PDF file

V] Check Presentation

Clean up your presentation with a
click of a button. Remove

= Speech notes
= Animations
= Unused master designs

A corporate design check will be
available in a future update

W Save Selected Slides

Select slides in the slide sorter and
save them as

= New PowerPoint file or
= PDF file

Hint: By saving to the clipboard you
will be able to paste them to an
existing email

EE vx

[€] New ~ [v]Check ~

8i% E-mail v cid Save ~

Efficient Elements. Click. Done.
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3.2 Master Wizard
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The “Wizards” section provides you with a variety of
powerful functions E

Agenda Wizard Master Wizard

Generate the agenda or content page Insert/remove elements in/from the
for your presentation: slide master:
= Show time slots or page numbers = Confidentiality note 2l Agenaa 11 Master
= Multiple agendas per presentation = Status note E|Beneit 12 7ed
= Insert line-breaks = Logos orimages [=] Format
= Automatically hide sub-items ..

Element Wizard abl]  Text Wizard _|Format Wizard
Insert elements from a Insert text snippets in Apply predefined
comprehensive library the current text range formats/positions to
in the current slide any given element
= My Elements | My Texts | My Formats
Easily reuse and manage your own favorite slide elements, text snippets and
formats

Efficient Elements. Click. Done.



With the Agenda Wizard, you can create and update

i ) fficient
even complex agenda slides in seconds lements
3.1 Agenda Wizard - Basic functions

Agenda Wizard =]

Mew Agenda +

Agenda Name  |New Agenda Actions =

Title Quick Tour Content
Subtitle
Layout EE - Sizing Mode | Fit to Slide Auto Collapse Font Size |16 -
Columns Responsible Time Slat ] Page Number [] Free Column
Set time fo rmat and starttime ——————@TmeFormat |24h v| StartTime |09:00 | EndTime 1300  StartItem MNo.
Add dait Contents # | Topic Responsible
agen alitem ? 1 Introduction
Add Ttem

Move items up and down

2 | Presentation

. . i i d
Decrease/increase indent level ——¢ 3 | Woards
= = Gl Agenda Wizard
3.2 Master Wizard
&
. 3.3 Element Wizard
Delete agenda item — ral Tetwmrd
Delete Item
3.5 Format Wizard
Hints: e
= Use “tab” / “shift+tab” to ju mp Create [ single Agenda Slide (w/o highlighting) Agenda Separating Slides [[] PowerPaint Sections

between cells
= Click in an empty row to

12:30 — 13:00 | [] O
|—ﬁsmmm

13
Min. | Time Slot |11 @ | 2]

30| 09:00 -0%:30 | ]
30{09:30 - 10:00 | []

30| 10:00 - 10:30 | []
30{10:30 - 11:00 | ({4

30| 1100 - 12:30 | ]| | ]
30{11:30 - 12:00 ||
30{12:00 - 12:30 ||

Backup Slide

OK |  Cancel

create a new agenda item
= Click “Enter” to insert a line
break

Set the duration of the
agenda item

Efficient Elements. Click. Done.
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With the Agenda Wizard, you can create and update
even complex agenda slides in seconds

3.1 Agenda Wizard - Advanced functions

Agenda Wizard

Insert new agenda

—_—
Mew Agenda +

Delete, import and export agenda

Agenda Name | New Agenda Actions ¥
Pick layout and sizing mode e Qe Tour Content
(e.g. auto collapse sub-items) — L
Layout EE v | SizingMade |Fitto Slide Auto Collapse +|  FontSize |16 =
Select the desired columns ——®@columns Respansible Time Slot [ Page Mumber [ Free Column
Time Farmat | 24h v| StartTime |om:00 2| EndTime |13:00|  StartItem M.
Contents # | Topic Responsible

1 Introduction
Add Item
2 | Presentation

H i nts. Y 3 | Wizards

Gl Agenda Wizard

Min. | Time Slot |11 @ | 2]
30| 09:00 -0%:30 | ]
30{09:30 - 10:00 | []
30| 10:00 - 10:30 | []
30{10:30 - 11:00 | ({4

= Page numbers will be automa- . 3.2)  Master Wizard 30| 11:00 - 11:30 | ]| 2|
tically updated upon saving 3.3|  Element Wizard 30| 11:30 — 12:00 | ]| [« | ]
= U he “F Col ) dd e 3.4 TextWizard 30| 12:00 - 12:30 |[] O
) se the ) ree Column”to a 3.5  FormatWizard 30| 12:30 - 13:00 | | b1 | ]
information such as ¢ WD I
participants or location
= When moving agenda items Create [ single Agenda Slide (w/o highlighting) Agenda Separating Slides [[] PowerPaint Sections Backup Slide
. ° ° °
up or down the corresponding —
. . dnce
content slides will be moved
as well ! !
« - Generate Generate  Create Power-Point Create  Select break, show
= Use the “Backup” slide to . . . .
. agenda separating sections foritems backup agendaitem, generate
separate back-hand slides . . . . .
overview slides slide separating slide

Efficient Elements. Click. Done.
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Insert optional content in the slide master with

a single click of a button

fticient
lements

3.2 Master Wizard

Insert optional content in the slide master with a

A | Agenda ~ Master

[Mone] Confidentiality 4
Marmal Format

For internal use

Confidential

Strictly Confidential

. ] ficient
single click of a button lements
Master Wizard
Efficient Elements. Click. Done. Confidential © 2014 Efficient Elements GmbH 13

Hints:

= The content of the Master
Wizard depends on your
individual customization

= Contactusin case you would
like to customize the Master
Wizard

Efficient Elements. Click. Done.
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Insert layout elements such as boxes, processes or o
maps formatted in your corporate design lements

3.3 Element Wizard

\ | Agenda -~ Master
|E| Element  [abl] Text

Basics 1
Layouts 1
Wiuiehd 2 Alnca Processes 1
Org |
Tables 1
Logos 1
Woerld, regions 1 Maps 1
World, regions w/ subdivisions 4 Flags 1
) _ Countries 4 E My Elements <
el Ansbrol Countries wy subdivisions 1
,g.,_ Add Selection to "My Elements"...
T Manage "My Elerments"...

Hints: = Usethe “My Elements” feature to store and
reuse elements you have created yourself
= Click on “Manage My Elements” to export and
import collected elements

Efficient Elements. Click. Done. 13




Insert special text symbols or characters and store -
your own text snippets lements

3.4 Text Wizard

| Agenda ~ Master
'E| Element  [abl] Text

| |

| |

| |

| | Quotations 1
| |

! © } £ Copyright Symbols 1
| |

i i ® Registered Trade Mark DY My Texts -
- | ™ Trade Mark il

““““““““““““““ _ &4 Add Selection to "My Texts"...
+ Plus/minus

&4  Manage "My Texts"...

% Per mil

¢ Inverted question mark

i Inverted exclarmation mark
Arrow

Bold arrow

Less than or equal to

Hints:

= Use the “My Texts” feature to store and reuse text
snippets you have created yourself

= You can store text snippets with or without formatting

= Click on “Manage My Texts” to export and import
collected text snippets

Greater than or equal to

El E

Efficient Elements. Click. Done. 14



Apply pre-defined formats to any given object and o
define your own formats lements

3.5 Format Wizard

i fficient
Title lements
Subtitle | Agenda ~ Master
[E| Element  [bl] Text
[[] Format
[ Title ]
| Subtitle ]
Sticker
[ Source/Footnote ]
& My Formats 1
&4 Add Selection to "My Formats”...
2% Manage "My Formats"...
Source
Efficient Elements. Click. Done. ©2014 Efficient Elements GmbH 17

Hints: = Usethe “My Formats” feature to define your own formats

= You can define attributes for position, size, shape, format, text options, paragraph, font and bullets
= Click on “Manage My Formats” to export and import collected formats

Efficient Elements. Click. Done. 15
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The “Master Shape Concept” makes alignment of

. .. fficient
shapes much more precise and efficient lements
Master Shape Concept
The shape that is selected last is called "Master Shape"

and serves as a reference point for many alignment and sizing functions
|(— -;i it ik
@ Ir 5" °w ﬁ W
(i Master JIN e = °% k.
[:8 Shape Click - ' It
Click *
N <Shift> 4 By L. .
<Shift> - An ke Ve
G% =
Click =
+

<Shift>

Efficient Elements. Click. Done.
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The “Master Shape Concept” makes alignment of

. .. fficient
shapes much more precise and efficient lements
Master Shape Concept

& PowerPoint Efficient Elements
Master
Shape & 3
e sl w Y
i & °%
H B L .
»R DA A
The standard PowerPoint functions do not Efficient Elements lets you choose a reference =l
allow for an alignment of objects with respect ~ object in respect to which all other objects will =

to another specific object be aligned

Efficient Elements. Click. Done.
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The “Position” section allows you precisely arrange

elements on a slide

fticient
lements

5 Align right

Master
Shape

il Distribute horizontally

.

s Dock right

Master
Shape

& Switch

a
.

4" Stack horizontally
Click

RN

“; Align in Golden Canon

-

Master
Shape

Efficient Elements. Click. Done.
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The “Size” section provides you with all tools needed o
for adapting the size of your elements lements

Lad Align width - Stretch right d Fill right

Master Master
Shape Shape

Master
Shape
i
g Magic Resizer
Large font
Medium font Large font
Medium font
Smauhnt | o

Small font

Vv

'

' ' 1 | : ;

' ' ' H ! H

| I I -
: ' ' Large font
. : : Medium font

30% Smallfont

1 ' 1

' ' '

! ! !

Efficient Elements. Click. Done. 20
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The “Shape” functions empower you to make

fficient

adjustments you would not be able to do manually lements

=+ == Align Angles | Process Chain

Master '
Shape .

Master
Shape

Align Block Arrows

—}
)

Master
¥ Shape

Adjust Pentagon Header

Align Rounded Rectangle Radius

Master Shape

.

Efficient Elements. Click. Done.
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Find all colors allowed by your corporate design in the
“Color” section

&

Set Color
™ Fill color
.#" Line color

A Font color

Color Palette =]
P Na Fill

Theme Colors
H O EEN o
Recent Colors
AEEEEN

Shades of red

N

Shades of grey Traffic light

EEE EE

Select color from
palette and apply it to
selected element

Available colors depend
on your individual
customization

/" Pick Color

Pick colors from
virtually any place on
your screen

Pick Color from Screen =]

Click to pick a color
from screen. ..

R 200

G 204

B 209

+ |&H2| A
Recent Colors

Reset Close

Either apply color
directly or storeitin
the recent color
palette for later use

% Convertto RGB

Make color independent
of master template

sh Theme Caolors
ape NN

1
v
Therﬁ CD|D: _—
x

& Convertto Theme

Assign matching colors
to theme color palette

e Theme Colors
P EOEEE

x
v
Theme Colors
1

Efficient Elements. Click. Done.
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Functions needed to format text fields and boxes can
be found in the “Text” section

&

Text Options Split | Merge Text Boxes
The text options give you quick ABCD EFG HI
: ABCD EFG HI
access to frequently used formatting 29 | JKLM NO JKLM
. . U0
functions: PQRST UVW NO PQRST
=] Improved margins setting JVW
ABCD EFG HI
L “Fit Form to Text” - Button JKLM ABCJDK'EEAG HI
O
(3 “Wrap Text in Form” - Button 3 NO PQRST NO PQRST
uvw uvw

Bullets & Numbering Set Spell Check Language

:= Show/hide bullets You can set the spell check language
= Show/hide numbering either for

"= Decrease indent level - EUSTEngE

. ) = aselection of elements

‘5 Increase indent level - = selledtion of lides

= Format existing bullets or = all slides atonce

numbering

i B
i
IRE
Yl &3
*2: QO

" W
=
m
=

Efficient Elements. Click. Done.

25



fficient

Quick Tour - Contents lements
1 Introduction 2
2 Presentation 6
3 Wizards 8
4 Position | Size | Shape 16
5 Color 22
6 Text 24
7 Navigation & View 26
Efficient Elements. Click. Done. 26



Navigate long presentations quickly with the

13 . . 9 . 'H:iCienT
Navigation” functions lements
v X
Navigate presentation & Hide Selected Objects
€] New v Check ~
~ Enter number to jump to slide Hide objects that obstruct access to T I
& Jump back to previous slide other objects
Agenda ~ Master
% Jump forward to next slide T
} | | Format
Shape to Shape to
be edited be edited
Corrant — 4 Unhide Selected Objects s
slide =
Once you have finished editing
unhide the hidden shape
» (& A B
3 025 5:0 B
5 2 B8
Finished Finished Navigation & View
shape shape €I x>
Expert Tools ¥
Efficient Elements. Click. Done. 27



flicient
Thank you! e

lements

Any further questions?

Contact

sales@unitedaddins.com
www.unitedaddins.com

Phone  +389 (0)70 30 82 82
Fax +389 (0)22 461 951
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