
Keep the margins clear and use guides for 
alignment on the slide:
Keep the text and content inside the margins and use 
the guides/lines to align the elements. How do I do? 
→Choose “View” from the top menu and then check 
the boxes “Ruler” and “Guides” to view with grid and 
ruler.

Logo or lifebuoy-icon:
The Tryg-logo should always appear on the 
Frontpage and Main Section or divider pages. 
The lifebuoy-tag should only appear on 
secondary pages. Do not place elements 
over the company-logo or lifebuoy-icon. This 
is the company signature on the slide.   
Keep clear!

Date, text and page number in footer:
In order to see todays date, have a fixed 
date, text or page number go to “Insert” in 
the top menu, click “Header & Footer”. 
Click “Apply to All”.

Divider/Title/Picture B

Subtitle/lead paragraph: 
Recommended 1-5 lines

Tryg Imageshop:

→Click on the picture box (Not the icon).
→Choose “Insert” from the top menu.
→Click on “Open Imageshop”  all the way 
to right on the menu. Log-in with your 
Tryg-user.*
→Choose/search an image and click 
“Insert”.

NB! If the picture is placed in front of the 
logo or lifebuoy-icon. Choose “Home” on 
the top menu and click the “Reset” button 
in the top Ribbon. The logo will appear 
and the master elements will snap back in 
correct position.

*If you are not already registered as a 
Tryg-user you can do this by visiting: 
tryg.imageshop.org. You can only use 
your Tryg-email.

PS! If the text is longer than the 
recommended number of lines, 

either shorten the text or consider 
adjusting the font-size or the size 

and position of the textboxes.

Title: 
Recommended 1-3 lines
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Section/Title/Content

Title: 
Recommended 1-2 lines

Section Title: 
Max. 1 line

Text and levels: Use the Indent 
buttons for different levels of text. 

Indent level 4 can be used for subtitles

Remove arch: 
You can delete the arch if it doesn’t fit the 
lay-out. Simply select it and delete it.

Columns: 
You can add or remove columns in the 

textbox by clicking the columns icon. 

Insert object: You can click on a icon 
in the placeholder to insert different 

objects like pictures, icons, smart-art, 
tables, graphs etc.

NB! If the picture is placed in front of 
the logo or lifebuoy-icon. Choose 

“Home” on the top menu and click the 
“Reset” button in the top Ribbon. The 

logo will appear and the master 
elements will snap back in correct 

position.

PS! If the text is longer than the 
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either shorten the text or consider 
adjusting the font-size or the size 

and position of the textboxes.
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Divider/Title/Picture

Title: 
Recommended 1-6 lines

Tryg Imageshop:

→Click on the picture box (Not the icon).
→Choose “Insert” from the top menu.

→Click on “Open Imageshop”  all the way to 
right on the menu. Log-in with your Tryg-user.*
→Choose/search an image and click “Insert”.

NB! If the picture is placed in front of the logo 
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You can only use your Tryg-email.

PS! If the text is longer than the 
recommended number of lines, 
either shorten the text or consider 
adjusting the font-size or the size 
and position of the textboxes..
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