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INTRODUCTION

This is an introductory course aimed at those with no experience of using
PowerPoint to create presentations.

Knowledge assumed

experience of using a computer, for example the
keyboard and mouse

experience of using Windows; icons, loading software
and click boxes

Areas covered

creating a presentation

creating a screen show using transitions and
animations

applying designs

master slides

slide layouts
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Document signposts

Instructions for you to type

Bold text
Shortcuts
Reminders
i
Notes
Exercises
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GETTING STARTED

The aim of this document is to guide you through creating and modifying a
screen show.

However, before you begin, you should take a look at the layout of the
PowerPoint window so that you know where to find the tools you will be using.
To see this window you must open PowerPoint:

> Double click the Microsoft PowerPoint 2007 shortcut icon on the :
desktop s

or Microsoft
PowerPoink

Click the Start button 2007

All Programs

>

>

» Microsoft Office
» Microsoft Office PowerPoint 2007
>

The PowerPoint opening screen is displayed.

Microsoft Office Tabs Ribbon Title slide
button

View buttons
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THE OFFICE BUTTON

The Office Button lists the commands that allow you to open and save a
presentation as well as print it. It also includes a list of recently used files.

> Click the Office Button @

At the bottom of the dialog box is the PowerPoint Options button. When you
click this you have access to several settings within PowerPoint that you can
change.

41

2

@
I Recent Documents
Hew
1 TheIce-Cream Factory.pptx =

~ ; e : !
7 Open 2 OnlineTrainingMaterials. pptx =]
o 3 HealthAndSafety.pptx [=
=

&

Save

Save As ¥

= Print »
%] Prepare
_ﬁ send

L/ Publish ¥
[ =]

*
_| Close

Ii_] PowerPoint Options | i)( Exit FowerPoint i

» Click the PowerPoint Options button
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The PowerPoint Options dialog box is displayed initially showing the most
popular items that you might like to change.

PowerPoint Options

Popular |
Pracfing

Save

Advanced

Customize

Add-Ins

Trust Center

Resources

Ty
7@, Change the most popular options in PowerPoint.

Top options for working with PowerPoint

Show Mini Toolbar on selection
Enable Live Preview (i

[] Show Developer tab in the Ribbon &/
Always use ClearType

Color scheme: | Blue v|

ScreenTip style: | Show feature descriptions in ScreenTips -

Personalize your copy of Microsoft Office

User name: ‘Othsr

Initials: A |

Chaose the languages you want to use with Microsoft Office: | Language Settings...

» Select one or two of the other option groups on the left side of the dialog box
to see what changes can be made.

PLEASE DO NOT CHANGE ANY OF THE SETTINGS.

» Click Cancel to close the PowerPoint options dialog box
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THE QUICK ACCESS TOOLBAR

To the right of the Microsoft Office Button is the Quick Access Toolbar.
R B

Initially the Quick Access Toolbar contains only three commands but you can add
the commands that you find most useful.

» Click the down arrow to the right of the toolbar

d9-0
Customize Quick Access Toolbar
MNew
Open
v | Save
E-mail
Quick Print

Print Preview

Spelling
v | Undo
v | Redo

S5lide Show From Beginning
More Commands...
Show Below the Ribbon

Minimize the Ribbon

A menu is displayed showing a short list of commands. The commands already
on the toolbar have a tick to the left.
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» Click More Commands ...

PowerPoint Options E|E|

Popul L : i
anuiar - Customize the Quick Access Toolbar.

Proofing

Choose commands from: Customize Quick Access Toolbar (i
Save i Popular Commands ~ ‘ For all documents (default) i |
Advanced )
’m <Separators ~ = save
&y Acion ¥) Undo 4
Add-Ins [y Bring Forward ) Redo

Bring to Front
Custom Animation...

Trust Center

Resources Draw Table
Draw Vertical Text Box

Duplicate Selected Slides

E-mail

Format Background...

Format Shape
Group =

Insert Hyperlink

Insert Picture from File

Layout »
New

New Slide L&
Open

Paste Special..

Print Preview

PELICTEPESST IR &S

&
o
€

=
=
2

3 Redo

ﬁ“ Regroup

=] Reuse Slides...

~

|:| Show Quick Access Toolbar below the Ribbon

A list of popular commands is displayed.
To add the Open command to the toolbar:

> Scroll down the list on the left hand side and select the |
shortcut for Open

> Click Add>>
> Click OK

The Open command has been added to the Quick Access Toolbar.

o9 OF )+

» Customise the Quick Access Toolbar and remove the Open command by
deselecting it from the menu

» Customise the Quick Access Toolbar again and click More Commands
Only the most popular commands are shown on the list that you are looking at.
To see a more comprehensive selection:

» Click the down arrow to the right of the Choose commands from: box
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> Choose All Commands

Choose commands from: G
All Commands W

Popular Commands A
Commands Mot in the Ribbon

All Commands
Macros

Office Menu

» Every available command is listed

» Click Cancel to close the dialog box

If you see a shortcut on the ribbon that you would like to add to the Quick
Access Toolbar:

» Point to the shortcut
» Click the right mouse button

» Choose Add to Quick Access Toolbar

If you prefer, you can reposition the Quick Access Toolbar to display below the
ribbon.
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THE RIBBON

The Ribbon is designed to help you quickly find the command you need to
complete a task. The commands are organised in logical groups which are
collected together under tabs. For example, when you first open PowerPoint
the Home tab is the one that is selected. This contains the most commonly used
commands.

Dﬂ d g - Presentationl - Microsoft PowerPaint - 8 Xx
j:/‘ Home Insert Design Animations Slide Show Review View Add-Ins L7]
j b J (_E'[Layuut' rewaiesl |lh} LT‘}’. D_é ' Shape F 24 Find

1 B Reset = o 7 Shape Outline 23 Replace -
Pavste glﬁis:"- * Delete i e e e el = Shavpes Arravnge e : Ly Select ~
Clipboard ™ Slides Font Paragraph Dr‘awmg Editing

Within each selected tab, the commands are placed in groups so that those used
for a similar purpose are together. For example the Slides group includes New
Slide, Layout, Reset and Delete.

J _EI Layout =

|25 Reset
MNew
Slide - % Delete

Slides

When you select a different tab the ribbon shows you different groups of
commands.

> Click the Insert tab

o) )~ Presentation - Microsoft PowerPoint
23
—/ Home Insert Design Animations Slide Show Review View Add-Ins
ElE 4 'T_ X = = N | e

ENEESE - AVR=0" " = E BN w) | &5 ¢
Table Picture Clip Photo Shapes SmartArt Chart Hyperlink Action Text Header WordArt Date Slide Symbol Object Movie Sound

= At Album~ ¥ Box & Footer i & Time Mumber = i
Tables Hlustrations Links Text Media Clips

Now you see commands relating to Tables, Illustrations, Links, Text and Media
Clips.

» Look at the other tabs to see what they include
There are also tabs that display only when they are needed, for example if you

select a picture or Word Art in your presentation. These are called contextual
tabs. We will look at these later in the training course.
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HELP

If you have an internet connection on your computer, when you use on-line help
you will automatically connect to the Internet where more help is available.

» Click the Microsoft Office PowerPoint Help button above and to the 7]
right of the ribbon

PowerPoint Help is displayed.

€ PowerPoint Help - o X
- b N =
X)) ot i3 M@ & =
+ B Search -
~
Creating support materials
Add sounds or movies
Work with photo albums
Saving and printing
Collaboration Accessibility
Security and privacy jorking in a different language
Add-ins Macros w
All PowerPoint \ " Connected to Office Online  .:

The help window displays a series of links to allow you to browse through
different topics. Or you can type criteria in the Search window to pinpoint
information that may be useful to you.

» Type adding a new slide into the Search window

> Click Search

@) PowerPoint Help o =i
x (% &AM e @ o

adding a new slide| ~ B search ~
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A list of subjects related to your search is displayed.

) PowerPoint Help

il Sl g He
adding a new slide + J Search -
PowerPoint Home A

Searched for: "adding a new slide”

Page: [1123 4 ® Next=

@ Add a slide from another presentation file
Help > Creating a presentation

@ Add a new slide with a built-in layout
Help = Creating a presentation

@ Demo: Add slide transitions to your presentation
Help > PowerPoint Demos

'@ Add slide or page numbers or the date and time
Help > Format slides or presentations

@ Change the order of your slides
Help > Creating a presentation

'@ Demo: Add headers and footers to a presentation
Help > PowerPaint Demos

'@ Create a new custom layout
Help = Creating & presentation

'@ Add one or more content placeholders to a layout
Help > Creating a presentation

@ Show the slide number and total number of slides on every
slide

Help = Customizing
All PowerPoint | o

Help is available in three forms, a hyperlink, a demo, or training.

HYPERLINK

Click on a hyperlink to display step by step instructions on how to complete a
specific job.

» Click Add a New Slide with a Built-in Layout

Tags inserta slide; new page; presentation

'@ What are tags?

1. Onthe View tab, in the Presentation Views group, click
Normal.

ra

In the pane that contains the Outline and Slides tabs, click
the Slides tab, and then click a location between two
slides where you want to add a new slide.

) -6 )¢
ZJJ Home Insert

(B (=

1 Re
Paste - New

Slide - = D¢

Clipboard T Slides
| Shides { Qutiine x
R —— ]

» Scroll down the instructions where you will find links to related subjects and
a button enabling you to view a short demo
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» Click the Back button to return to the previous screen

DEMO

» Click the third link in the list Demo: Add slide transitions to your presentation

"\@ Demao: Add slide transitions to your presentation
Help = PowerPoint Demos

This link takes you to a new screen which invites you to play a short demo
explaining, in this case how to add a transition to your slides.

@) PowerPoint Help - = X
OO0 aME e 5
adding a new slide +~ J Search -

PawerPuint Home > PavwerPaint Demas ~

Demo: Add slide transitions to
your presentation

Download the 2007 Ofiice release

Play Demo (&)

(You may experience a
delay while the demo is
loading.} -

H
j With a few clicks, you
can add cool transition
effects to the slides in your presentation. Choose among an array of
effects, such as fades and dissolves, wipes, and stripes and bars.
This demo shows you how to add a transition to one or more slides,
setthe transition speed, add scunds, and remaove the effects. Watch
the demao to see how easy itis

How to do it (text version):

All PowerPoint

49 &3

Don’t play the demo yet. You may understand it a little more if you look at this
later in the training session.

» Click the Back button to return to the previous screen

TRAINING

» Scroll down the list of links to find Discover the power of custom layouts

QJ Discover the power of custom layouts
Training
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> Click the link

» The computer links to the Internet

(= Overyiew - Training - Microsoft Office Online - Windows Internet Explorer,

ﬁ@ - |E] http:foffice . microsoft, com/training training, aspx ?Asset ID=RC 102296661 0338pid=CR 1 0065457 1033 V| 42| % |Livs Search ‘ peabs

File Edit View Favortes Tools Help

w

— . »
Eﬂ Qweryiew - Training - Microsoft Office Online I l @ - B @ ~ [k Page - 3 Tools ~

United Kingdom (change) | All Microsoft Sites ==

Ol v )
L;E.Offlce Online Sign in to My Office Online (What's this?) | Sign in

Home Products | Help and How-to Downloads Clip Art Templates Microsoft Office Live
Training

- Home > Help and How-p > Training > PowerPoint 2007
Discover the power

of custom layouts

— Overview
The power of layouts
Feedback
Ef Quick Reference Card _- Learn how to use custom layouts to keep your slide
y customizations.

= Length: 3040 minutes
= Rating: #0057 (962 votes)
= Applies to: Microsoft Office PowerPoint 2007

(e @ e |

ABOUT THIS COURSE o Try it now €

After completing this course you will be able to: This course includes S e e

One self-paced lesson and one practice how working
session for hands-on experience. Practice togetherjust
requires Microsoft Office PowerPoint 2007 aot simple.

€D Internet H o0 v

= Create a custom slide layout

= Add a picture {logo} to your layout

As the screen opens the training course is displayed and, if you have sound,
there is also narration.

» Take a minute or two to look at the training screens
» Close the Internet window

» Close Help
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CREATING A NEW PRESENTATION

When you start PowerPoint a new presentation is opened automatically and you
see the Title Slide which is the first in the presentation.

In order to experience starting a presentation once PowerPoint is open, close
the presentation that is displayed.

» Click the Office Button

» Choose Close

» If you are asked to save the presentation click No
You are left with an empty work area.

D) 2 s Microsoft PowerPaint - 7 X

Home Insert Design Animations Slide Show Review View Add-Ins L

Clipboard ™ Slides Font Drawing Editing

The presentation that you are going to create during this training course is about
endangered species of animals. It will be only a short presentation but you will
include images, a chart and various effects. To begin the new presentation:

» Click the Office Button

> Choose New j Mew
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The New Presentation dialog box is displayed showing blank and recently used
templates as well as giving access to many other groups of templates.

New Presentation |Z|E|

Templates ~ | | =) |

Blank and recent

Installed Templates Blank and recent

P

Blank
Presentation

Blank Presentation

|

Installed Themes
My templates...

Mew from existing...

Microsoft Office Online

Featured Recently Used Templates

Agendas

Award certificates
Calendars Quiz Show -
Content slides

Design slides 5

Diagrams b
Quiz Show Pitchbook

Invitations

Flans

Presentations
Reparts D |

Resumes and CVs

Schedules ” b

» Choose Blank Presentation

€

> Click Create

A new presentation is opened showing the Title Slide.

Placeholders
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The Title Slide is normally the first in the presentation and is used to introduce
yourself and the subject you will be talking about. However, if you choose, you
can use title slides throughout the presentation to introduce new topics.

SLIDE LAYOUTS

The Title Slide is one of nine built-in slide layouts available for use. You can
also create your own customised layouts.

A slide layout can include several elements including a title placeholder, subtitle
placeholder, and other placeholders for objects such as images, charts and
media clips.

» Position the insertion point in the title placeholder

» Type the title for the presentation, Endangered Species

» Position the insertion point in the subtitle placeholder
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» Type your name

Endangered Species

®
Q- mmmmm e e TR o
i Ann Otheﬂ !
| i
H i
i a
e B e e

Next you will add a new slide to the presentation:
» Ensure the Home tab is selected

» Click the bottom of the New Slide button to see a list of layouts to choose
from

> Select Title and Content

=] Layout
= e

o=| Reset

H | Mew |
Click slide ~ | % Delete

Office Theme

Title Slide Title and Content Section Header

Two Content Title Only

Blank Content with Picture with
Caption Caption

7] Duplicate Selected Slides

Slides from Cutline...

[

Reuse Slides...

A second slide is added to the presentation.
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Click to add title

* Clickto add text

e

Notice that, as you add slides to the presentation, thumb nail images are also
shown in the Slides tab to the left of the screen (in Normal view).

Slides Cutline x

» Position the insertion point in the title placeholder

» Type the slide title Terms
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» Position the insertion point in the main placeholder

» Type the following list (don’t worry about the indenting):

e Vulnerable species

— Low or declining numbers
e Threatened species

— Has problems but in no immediate danger
e Endangered species

— In immediate danger of extinction

To indent the text to create a second level, use either:
the Tab key on the keyboard E or

the Increase List Level button on the Home tab =|

You slide should look like this:

Terms

* Vulnerable species

— Low or declining numbers
* Threatened species

— Has problems but in no immediate danger
* Endangered species

—Inimmediate danger of extinction
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» Select the six lines of text in the main placeholder
» On the Home tab, click the drop arow to the right of the Font Size button

» Move the mouse pointer slowly up and down the list of sizes - the text on the
slide changes with each fond size selected

» Select 32 point from the list

> Add another term to the bottom of the list:

e Extinct species
— No longer living

Notice that the lines of text have been automatically adjusted to make room for
the new lines

IMPORTANT TO REMEMBER

Be aware that, while the text has adjusted to fit into the placeholder, the text
in the same level of bullet point may not be the same size.

As you start to type the last line, an AutoFit Options button is displayed next to
the placeholder.

o e e e e ]

AutoFit Options

» Click the drop arrow to see the options

(=) AutoFit Text to Placeholder
(' Stop Fitting Text to This Placeholder

Split Text Between Two Slides
Continue on a Mew Slide

Change to Two Columns

Control AutoCorrect Options...

e | <0

You can see the Autofit Text to Placeholder option is selected by default.
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» Click away from the list

You can control the fit of the text in the placeholder yourself by changing the
line spacing between lines of text in the list. The line spacing button is in the
Paragraph group of the Home tab.

» Click the Line Spacing button

:,l

S
v [ 10
1.5

2.0

2.5

3.0

Line Spacing Options...

» Fine tune the spacing by selecting Line Spacing Options... at the bottom of
the line spacing list

Paragraph

Indents and Spacing

General

Alignment:  JEZ3 w

Indentation

Before text: Spedial: w

4

Spacing
Before: 7.2pt
After: Opt

Line Spacing: |Single

4[4

CoJ o

Adjust the spacing Before or After a paragraph (text with a paragraph mark
(where you have pressed the Enter key) at the end) to get the desired gap
between the points.

To the inexperienced, when you adjust point size between the lines of text it is
difficult to judge the space that will be added. You might have to find the right
amount by trial and error.

> Click OK
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Changing the style of the bullet

To emphasise the first level of bullet point you will change the style of the
bullet and embolden the text.

» Select the first line of text - Vulnerable species

» On the Home tab click the drop arrow to the right of the Bullets button on

the ribbon
Mone .
u D o:o
n | o
n d e
3 v
= v
3 v
:= | Bullets and Numbering...

» Move the mouse pointer over the different styles of bullets to see the change
on the slide

Choose a different style of bullet, for example the hollow square bullets

While the first line is still selected, embolden the text by clicking the Bold
button in the Font group on the ribbon

» Select each main bullet and change the style to match the first one

» Change the style of bullet for the second level headings to the hollow round
bullet

> Format the text as italic
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Your slide should look similar to this.

Terms

UVulnerable species

o Low or declining numbers
UThreatened species

o Has problems but in no immediate danger
(JEndangered species

o In immediate danger of extinction
UExtinct species

o No longer living

» Save the presentation with the name EndangeredSpecies in the PowerPoint
2007 folder on drive C:

» Add a new slide as slide 3 - choose the Title and Content layout
> In the title placeholder type the heading - Vulnerable Species

> In the main placeholder click the Insert Picture from File icon

> Locate the PowerPoint2007 folder on drive C
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» Select the image of the Spotted Bat

Insert Picture E]
Lok in: |@ PawerPaink2007 v‘ @-0h | X &~
D My Recent
Documents
@'Desktnp
e
Dacuments
My
:g Computer GreenPitcherPlant.jpg Indigasnake.jpg Redkangarao.jpg
‘a My Hetwork
Plares
SiberianTiger .jpg
File pame: | v ‘
Files of type: |AI\ Pictures (*.emf;* wmf;* jpo; * jpeg;* jfif;* . jpe;™ png;* bmp; *.dib;* rle;* bmz;*, g *.of 2, *.emz v‘

> Click Insert

The bat image is added to the slide. To include the name of the species of bat
you will add a text box to the slide.

> Select the Insert tab

» Click the Text Box button in the Text group

5| Quick Parts ~ [ Signature L
A wordart - [5), Date & Tim
;g:tv AS prop Cap kgd Object -
Text

Text Box

Insert preformatted text boxes.

» Draw a text box in the centre of the slide above the picture
» Type Spotted Bat

» Centre the text within the text box by clicking the Centre button in the
Paragraph group of the Home tab
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Your slide should look something like this.

Vulnerable Species

Spotted Bat

» Add a new slide to the presentation - choose the Content with Caption
layout

> In the title placeholder enter the text Threatened Species

» The text needs to match the heading on the previous slide so format it as
44pt, not bold

Now that you have changed the size of the text the placeholder is not deep
enough to hold both lines, so it overflows the top of the placeholder.

_i'_é_«‘:i' ened |
. Ispecies

=
2

- ——

L_________ S

You can either resize the placeholder manually to hold the text or use the
Autofit Options to allow PowerPoint to resize the text to fit the placeholder.

» Use the Autofit Options and choose Autofit Text to Placeholder
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You need to adjust the size of the title placeholder and the placeholder below it
to make room for the larger text.

Threatened
Species |

]
1

[ T L T I, """HJ

» Drag the top edge of the lower placeholder down to make more space above
it

» Drag the lower edge of the title placeholder down to make it deeper

Now that the title placeholder is bigger, the Autofit Text to Placeholder option
allows the heading text to change to the required size.

S S IPPPPP

Click to add text

» In the lower placeholder add the text Red Kangaroo
» Format this as 18pt

» On the Home tab use the Align Text button =" inthe Paragraph group of
the ribbon to align the text to the bottom of the placeholder
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Your slide should look something like this:

Threatened  « Clickto add text
Species |
?
| i
| |
| |
| |
- o
| |
| |
| |
i |
| |
ARedKangarod bl

> Insert the picture of the Red Kangaroo from the PowerPoint 2007 folder on
drive C

» Select the picture of the kangaroo

While the picture is selected, the Picture Tools tab is displayed. This is a
contextual tab which is only shown when the picture is selected. This tab gives
you access to formatting options that you can use on your picture.

Presentation2 - Microsoft PowerPaoint Picture Toals - o X
Animations Slide Show Review View Developer | Format @J
_JJ Picture Shape ~ | L& Bring to Front ~ |3~

E AN —1 . — —— el ::-]l'j 4l 312.cm
| | :‘ o | 0 Picture Border = || B Send to Back ~ [F]
.-‘. | =4 a 1329

& Crop =
T o Picture Effects + || Hi; Selection Pane  Sh~ o 294 cm

]

Picture Styles F} Arrange Size

» Click away from the picture and the Picture Tools tab disappears

» Click on to the picture again
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Now that the picture of the kangaroo has been inserted into the slide you can
see that it is quite small. It would look better if the picture was a similar size to
the picture of the bat on the previous slide.

» Using the Shape Height option in the Size group of the Picture Tools tab,
change the height of the picture to 8 cm.

The width of the picture will change automatically to ensure the picture remains
in proportion.

The Picture Styles group on the ribbon shows different effects that you can apply
to the picture.
Scroll bar

— v Ly Picture Shape ~

;, ; d —; ; d % EPictureB-::rder*

" Picture Effects =

Picture Styles

» With the image selected, move the mouse pointer over the different styles on
the toolbar to view the effect of each style on the kangaroo picture

» Use the scroll bar to see more options

» Note that there are also Picture Shape, Picture Border, and Picture Effects
options available

» Choose the Reflected Rounded Rectangle as the picture style for the picture
of the kangaroo

PowerPoint 2007 (010408) 28 ©De Montfort University, IT Training 2008



Your slide should look something like this:

Threatened
Species

Red Kangaroo

» Select slide 3 and change the height of the image to 8 cm
> Apply the Beveled Oval, Black picture style

» Add a new slide to the end of the presentation by clicking the top half of the
New Slide button in the Slides group of the Home tab

A new slide has been added but it has the same layout as the previous slide. You
don’t want this type of layout so you need to change it.

> With the new slide selected, click the Layout button in the B
Slides group

A list of layouts is displayed.

» Choose Title Only

» In the title placeholder type the heading Endangered Species

Although you did not choose a slide layout that includes the option to insert a
picture, you can still add one to the slide.

> On the Insert tab, in the Illustrations group click the Picture aal
button Picture

» Choose the picture of the Siberian Tiger from the PowerPoint2007 folder on
drive C
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> Click Insert

This picture is much too big for the slide.
» Select the picture and change the height to 8 cm

» Position the picture in the middle of the slide

» Insert a text box between the title and the picture to include the sub heading
Siberian Tiger

Your slide should look something like the one below:

Endangered Species

Siberian Tiger

To change the shape of this picture to a 6-Point Star:
» With the picture selected, click Picture Shape

> In the Stars and Banners section choose 6-Point Star

If the Picture Tools tab does not show automatically when you select the
picture, click the Picture Tools button.
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Add a new slide to the presentation

Choose your own layout and use the following information:

Title: Extinct Species
Sub heading:  Dodo
Picture: Dodo from PowerPoint2007 folder

Add another slide to the end of the presentation
Make the layout Title and Content

The slide title is Causes of Endangerment

>
>
>
>

The bullet text is:

e Habitat destruction

e Over exploitation

¢ Introduction of exotic species
e Disease

e Pollution

Change the style of the bullets

Centre the bullet text vertically in the placeholder
Add a final slide to the presentation

Make the layout Title and Content

The slide title is What can we do

YV Vv VYV VvV VYV V

The bullet text is:

e Conserve habitat

¢ Make space for wildlife

e Recycle, reduce and reuse
e Plant native plants

e Join an organisation

e Make your voice heard
» Change the style of the bullets
» Change the line spacing of the bullet points to 1.5

» Save the presentation in the PowerPoint2007 folder using the name
Endangered Species
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VIEWS

When working on the presentation you have a choice of which view to use.
However, what you are doing with the slides dictates the view you use. For
example, by default the presentation is displayed in Normal view which is used
to create and edit slides.

You can switch from one view to another using the view options on the Status
Bar at the bottom of the screen.

oo
B oo Z |

Slide Slide Fit slide to current
Normal Sorter Show Zoom window

SLIDE SORTER VIEW

> Click the Slide Sorter button

@- H2-4)+ Endangered Species.pptx - Microsoft PowerPoint - 7 X
foay p——
Home  Insert  Design  Animations  SlideShow  Review | View | AddIns 2]
HE E T [] Ruler Color 51 & Amange an
)5l 5 BT o) E=
I ! s [ Gridlines = Grayscale Py cascade =3
| Mormal | Slide | Notes Slide Slide Handout MNotes || | Zoom Fitto . Mew ) Switch Macros
| Sorter | Page Show | Master Master Master || | MessageBar || Wmdow;‘EPU"BthandWh"e:}Wmdﬂw [ Move Split Windows - | |
| |
| Macros |

Presentation Views || snowpide || zoom | ColonGrayscale || Window.

vulnerable Species

Slide Sorter | "Office Theme™ | gﬁ English (UK) |

You see the slides in the presentation as thumb nail images.

The slide with the orange outline is the one that is selected.
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Use Slide Sorter view to rearrange the order of the slides in the presentation.

» Select slide 3 and drag it over to the left

As you move the mouse pointer a line is displayed between the slides to show
where the slide would move to if you released the mouse button.

wulnerable species

Threatened
Species
Endangered Species

-

1

st

wulnerable S pecies Terms

Endangered Species @

1 2| 3 4]

Threatened
Species

B

» Move the slide back to its original position

NORMAL VIEW

If you want to edit a slide you must change to Normal view.

Either:

» Using the left mouse button, double click the slide you want to work on
or

> Select the slide and click the Normal button at the bottom of the [E
screen

SLIDE SHOW

Click the Slide Show button to run the presentation from the selected slide.
» Select slide 1

> Click the Slide Show button

This starts the slide show from the slide that is currently selected.
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To advance through the presentation press:
» The space bar
or
» The Enter key
or
» The left mouse button
or

» The right arrow key

To go back a slide press the:

» The left arrow key

To stop the presentation press:

» The Esc key

ZOOM TOOL

The Zoom slider allows you to see the slides at different magnifications.

» Adjust the slider to 40% magnification

You can also change the magnification using the Zoom button which is A’
on the View tab. Zoom
Zoom 3

Zoam ko
Percent:
U= )
O 100%
) 66%
() 50%
) 33%
[ oK ] [ Cancel ]

» Use the View tab to change the magnification back to 60%
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OUTLINE VIEW

Another view you may be interested in is the slides tab at the left of the screen.

You can see a thumb nail image of the slide that you are working on in Normal
view

Slides | Outline x

[
=4 Thrcalice

or you can choose to see an Outline of the presentation.

Slides Outline
1, | Endangered Species
ann Other
2 Vulnerable Species
E Terms
OVulnerable species
o Low or dedlining numbers
OThreatened species
o Has problems but in no immediate danger
OEndangered species
o In immediate danger of extinction
QExtinct species
o Ne fenger living
4 Threatened Species
Red Kangaroo
5 Endangered Species

You can use both Slides and Outline to rearrange the order of the slides.
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BACKGROUND COLOURS

Try adding a colour and shading to the background of the slides to see how they

would look with more colour.

» In Normal View choose the Design tab

» Click Background Styles in the Background group

|{5j Background Styles '|

|

L d

<4 Format Background...
q‘_] Reset Slide Background

on the selected slide

Click Format Background...

Select Gradient fill

Move the mouse pointer over the Background Styles palette to see the effect

Move the dialog box to the side so that you can see the slide underneath

Format Background E| El

Fill

Fill

Ficture

O Picture or texture fil
[] Hide background graphics

Preset colors:

Type: Linear w
Direction:
Angle: 45° £
Gradient stops
Stop 1 | v [ Add ] [ Remove
Stop position: U 65% %
Color:
Transparency: J 0% -
ResetBackground | | Close ] [ applywal
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The dialog box expands to give more options.

» Click the arrow next to the Type box and select Shade from title to see the
effect

» Try some of the other options to see the effects in the preview

» Before closing this dialog box click Reset Background

> Click Close
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SLIDE DESIGNS

In the centre of the Design tab is the Themes group. These are ‘built-in’ designs
for you to apply to format all of the slides in your presentation instantly.

Click here to see
more themes

» Move the mouse pointer over the themes to see an example on the selected
slide

» Select one of the themes to apply to your presentation

Be aware that some of the themes will resize the pictures and text on your
slides. Check headings to ensure they have not been split over two lines.

COLOUR SCHEMES

A colour scheme is a set of eight co-ordinated colours that are used in the design
of the slide.

» Click the Colors button in the Themes group to see a selection of colour
palettes that you could choose to apply to your chosen theme

» Move the mouse pointer over the palettes to see a preview of the colour
change

» Click on the selected slide (away from the Built-In colour list) to hide the list
of palettes

» Select the first slide in the presentation

» Using the Slide Show button at the bottom of the screen, view the
presentation
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SLIDE EFFECTS

SLIDE TRANSITIONS

A slide transition is a special effect used to introduce a slide during a slide show.
For example, a slide can fade on to the screen, can appear from a corner or you
can choose to have the slides appear with a random effect. You can select the
transitions you want from a comprehensive list, and vary the speed of each.

» Use Help to view the short demo on adding transitions to your slides (see
page 12)

> Select the Animations tab

» Move the mouse pointer over the transition styles in the Transition to This
Slide group

él_'; Transition Sound: | [No Sound]

’ i _I =I £_| £| :ﬁ‘ 2 iH Transition Speed: | Fast

i3l Apply To Al
Tra

sition to This Slide
Click here to see more
transition effects

> You will see an example of the effect of the transition on the selected slide

» Click the scroll bar to the right of the transitions to see more effects

Mo Transition —

[

) () (- () [
==llE L =00
=l (= | =] ) Sl | soron b
e (et (=) ] SV e L
o (R == (== (1 1) IR
| Call] T (md) (] 62

» Click the slide to hide the transition dialog box
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Using Sound

As well as using a special effect when the slide is displayed you can add a sound.
The default is no sound.

> Select slide 2

» To see what sounds are available, click the down arrow to the right of
Transition Sound (No Sound)

é{; Transition Sound: | [Mo Sound] &

[Mo Sound]

[5top Previous Sound]
Applause

Arrow

Bomb

Breeze

Camera

Cash Register
Chime

Click

Cain

Crrum Rall
Explosion
Hammer
Laser

Push

Suction
Typewriter
Vaoltage
Whoosh
Wind

Other Sound...

Loop Until Mext Sound

» Choose one of the sounds from the list and it will be added to the slide
» Select the slide containing the picture of the tiger

» Add a sound but this time choose Other Sound... from the list

>

Select TigerGrowl from the list of sound files in the PowerPoint folder on
drive C

» Run the presentation from the previous slide to hear the effect
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Transition Speed

You can vary the speed of the slide as it appears on the screen.

» Click the Transition Speed option to see a list of choices

E_i,]_ Transition Speed: | Fast =
Medium

Slow ‘

Fast

Advancing the slide automatically

Earlier in the exercise you ran the presentation and advanced the slides by
either clicking the mouse or pressing the space bar or Enter. In the Advance
Slide section of the ribbon you have the opportunity to advance the slide
automatically after a set time.

This option is useful if the presentation has been created to run on its own, for
example at an open day or exhibition. Use it carefully if you are presenting the
information as, if you are interrupted, the presentation may continue before you
are ready.
Advance Slide
¥ On Mouse Click
Automatically After: 00:00

-
*

You can use different transitions for each slide but if you wish to keep .5l apply To Al
the presentation in a uniform style click the Apply to All button.

» Set the slide to advance automatically after 10 seconds (00:10)
» Click Apply to All

» Run the presentation to test the timing

To ensure future exercises in the course work, disable the automatic timings.

» Deselect the Use Rehearsed Timings option in the Set Up group of the Slide
Show tab
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CUSTOM ANIMATION

In addition to using a transition when the slide is displayed you can animate
text, graphics, sounds and other objects on your slides so you can focus on
important points, control the flow of information, and add interest to your
presentation.

You can have each main bullet point appear independently of others, or you can
have each object appear progressively, one after the other.

> Select slide 1
» Position the insertion point in the slide title - Endangered Species
» Select the Animations tab

» Click Custom Animation in the Animations group

-3 Animate: Mo Animation -
of) Custom Animation

Animations

The Custom Animation task pane is displayed.

Custom Animation ¥ X

= add Effect «

Salect an efement of the side, Ehen
ik “Add Sffect” fo add animation,

4 +

AuboPrevisw
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> Click the Add Effect button

» Choose Entrance

&' Add Effect -

S Entrance 3
‘Ef? Emphasis 3
¥ Exit v
<%= Maotion Paths »
5 addEffect +
& 1. Blinds ¢ Entrance b
a' 2. Box ‘i& Emphasis 3
Z 3. Checkerboard = Exit 3
Z 4. Diamond %= Mation Paths »
#F sFyn
Maore Effects...

» Choose Diamond (you might have to click More Effects... to see it)

The effect is previewed.

The slide title is numbered 1 - the first effect, and is added to the list of effects
in the Custom Animation task pane.

Custom Animation v x
[Eﬁ Add EFfect vJ [K_-u Remave J
Muodify: Diamond

Start: 3 on click |
Direction: |In Z |
Speed: |Medium v |

“ 13 2k Tite 1: Endangere.., v||

» Add a different entrance effect to your name
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| /-

)\ | See more animations by clicking the More Effects... option on the list of entrance
=/ effects.

The second effect is added to the list.

13 E Title 1: Endangered Sp...

2*h  Ey ann Other

:‘é IMPORTANT TO REMEMBER

If you add an effect that you don’t want you need to remove it
. " . X
(select the effect in the list and click the remove button) before
adding another. If you are not careful you can unintentionally add several
effects to one placeholder.

When you have added an effect to one of the placeholders you can modify the
way it appears.

» Click the drop menu for your name

143 3 Title 1 Endangered Sp...
I z¥3 3 ann Other &
¥3| start On Click

Start With Previous

D Start After Previous
Effect Options...
Timing..

Show Advanced Timeline

BEemove

» Choose Effect Options...
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The relevant effect options dialog box is displayed showing three tabs: Effect,
Timing and Text Animation.

Plus @@ Plus @@| Plus @El

EFfsct | Timing | Text Animation Effect | Timing | Text Animation Effect | Timing | Text Animation

Settings

Stark:

Direction: n . Delay: 0 3| seconds [ automatically aftsr
Enhancements Speed: | 2 seconds (Medium) v

Sound: [No Sound] [1n reverse arder

¢ Repeat: | (none) v

After animation: | Don't Dim tw [rewind when done playing

Animatetext: | Al at once v

» Look at the options and try one or two: for example under the Effect tab
animate the text By letter instead of All at once

» Click OK to close the Effect Options dialog box
» Select slide 2

> Add an entrance effect to the slide title

Animating a bulleted list

You can add an effect to a bulleted list as a group or to the bullets individually.

Adding bullets as a group

To apply an effect to the bullets as a group:
» Select the text holder for the bullets

» Click Add Effect

» Entrance

» Choose and apply an effect

The slide effects are shown as a preview.
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When the preview has finished the slide is displayed showing numbers listing the
order that the bullets on the slide will be presented.

lerms

Vulnerable species
Low or declining numbers

Threatened species

Has problems but in no immediate danger

Endangered species 1

Inimmediate danger of extinction
Extinct species

No longer living

They are also shown in a list in the Custom Animation task pane.

145 #7 Tite 1: Terms
| z "’& v yulnerable species w

I e Low or declining numb. ..

| 3“3 3k Threatened species

I Z Has problems but in na...

| 4 ‘ﬁ e Endangered species

| ¢ Inimmediate danger o...

| 5 "ﬁ % Extinck species

I e o longer living

» Click the Play button at the bottom of the Custom Animation task pane to
see the effect again
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Adding bullets as individual lines

Now you will try adding effects to individual bullet points.
> Select Slide 7

» Click the first bullet symbol to select the first point

- {abitat destruction

i
|
: .
i - Over exploitation

> Choose an entrance from the Custom Animation list

> Select each of the other main bullets in turn and add an effect

The slide will be numbered in the same way as the one shown at the top of this
page.

The slide will preview automatically but the bullets will appear all together. To
see the proper effect of the animations you need to see the slide as part of a
slide show.

With the slide selected:
> Click the Slide Show button on the task bar at the bottom of the screen
» Click the left mouse button to display each of the bullets in turn

» When all of the bullets have been displayed, press Esc

Remember that when the custom animation effects have been added to the slide
you can modify them individually, for example the speed they appear, using the
Effect Options dialog box shown on page 44.

After the animation

When you are running your presentation you might like to hide the bullets after
you have spoken about them. You now have a choice. You can hide them when
the next bullet appears or add another animation effect to exit the text.

To hide a bullet when the next is displayed:
In the Custom Animation task pane:

> Select the first animation Habitat Destruction
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» Click the down arrow to the right

[ 1“5 3 Habitat destruction & Click
4 start On Click

Start With Previous

D start After Previous
Effect Options...
Timing...

Show Advanced Timeline

Remove

» Choose Effect Options

Effect | Timing
Settings
Direckion: |In R |
Enhancements
Sound: |[N0 Sound] L | ‘\E
After animation: | Don't Dim b |
Arnimate bext: | | HE
More Colars... s
Don't Dim

Hide After Animation

. h ancel l
Hide an Mext Maouse Click

» Click the down arrow to the right of the After animation window
» Select Hide on Next Mouse Click
» Repeat the process with the line Over Exploitation

> Run the slide show to see the effect

> Add the same effect to bullets 3, 4 and 5

Alternatively you can include an exit effect on the bullets. If you choose to use
these effects, take care that they are included in the list in the correct order.

> For this exercise select slide 8

PowerPoint 2007 (010408) 48 ©De Montfort University, IT Training 2008



» Add the Flip entrance effect to each of the bullets individually

6

What can we do

< Conserve habitat

+ Make space for wildlife

+ Recycle, reduce and reuse

+ Plant native plants

++Join an organisation

<» Make yourvoice heard

» Select the first bullet point on the slide

> Click the Add Effect button

> Choose Exit

> Choose an effect to add to the text

» Select each bullet in turn and add an exit effect

&' add Effect -

Entrance r
Emphasis r
Exit b
Motion Paths »

The list of effects in the Custom Animation task pane should look something like

this:

» Make sure that each effect has an entrance and an exit

%

.f Conserve habitat

2B
3G
+B
F
F
7B
F
EheF
10+
1143
125

x Conserve habitat
.f Make space For wildiife
x Make space For wildiife

.f Recycle, reduce and r...
'& Recycle, reduce andr. ..

.f Plant native plants
x Plant native plants
.f Jain an organisation
x Jain an organisation
.f Make wour waice heard
x Make wour voice heard
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» If they are not in the correct running order, rearrange
them using the Re-Order buttons at the bottom of the (4] Re-Crder &
task pane

> With the slide selected, view the slide show to see the effect

» Work through the rest of the slides adding Custom Animation effects to text
and pictures

» Save the presentation
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RUNNING THE SLIDE SHOW

You are now ready to consider how you will present the slide show.

USING THE SLIDE SHOW BUTTON

As you have worked through this document you have tested the slide show =
using the Slide Show button at the bottom of the screen.

This is the quickest way to launch the slide show but it always starts from the
selected slide.

» Click the Slide Show button
» Click the left mouse button to advance through the slide show

» To exit the slide show, press Esc

ADDING TIMINGS TO SLIDES

If you intend to present the slide show yourself, you are likely to need to explain
and discuss topics as they arise. In this case it is best to advance the slides
manually.

You can set the slide show to run automatically by either using the timing option
to include a time on the slide transitions (see page 41) or you can use the
rehearsal feature and record timings automatically.

» Choose the Slide Show tab
> Click the Rehearse Timings button & rehearse Timings
The first slide of the show is displayed, together with a timer.

The window at the centre of the timer shows the length of time the current slide
has been displayed.

Length of time current
slide has been displayed

Advance to next Length of time the slide
slide or bullet show has been running

Pause Start timing on
current slide again

When you feel that it is time to proceed to the next bullet point or slide, either:
» Click the left mouse button to advance

or

PowerPoint 2007 (010408) 51 ©De Montfort University, IT Training 2008



> Press Enter

If the slide contains bullet points, the next bullet point is shown. However, if
there are several bullet points on the slide, the time shown reflects the slide
time, not the individual bullet points.

The time to the right of the timer shows the total time the slide show has been
running.

To pause the presentation:
» Click the Pause button

If necessary, repeat the timing of the current slide by clicking the Repeat
button.

» Continue through the slide show adding timings to each slide

At the end of the slide show, you will be asked if you would like to record the
timings to be used when viewing it.

Microsoft Office PowerPoint

\i) The total time For the slide show was 0:01:27, Do you want to keep the new slide timings to use when you view the
slide show?

> Click Yes

(If you click No, the timings will be deleted and you will need to repeat the
process.)

PowerPoint 2007 (010408) 52 ©De Montfort University, IT Training 2008




Look at the slides in Slide Sorter View and you will see that the timings are
displayed beneath them.

Oa) H9-v - Endangered Species - Microsoft PowerPoint - = X
o)y ——
| Home l Insert Design Animations Slide Show Review View Developer @
g === it~
J* = e e I R
, = ,,|BIUauaAV\ _jJ g
| Paste Ml = Shapes Arrange Quick Editing
‘ - sndev H I~ » Styles~ =i~
Cllpboard (Fi Slides Font F} Drawing (Fi

Threatened
Species
ENDANGERED SPECIES

00:03

Bauses of

Slide Sorter | “Apex” | English (LK) |

Once the timings have been saved, the only way to change them is to redo the
timings for the entire slide show.

SET UP SHOW

Before you run the slide show you should open the Set Up Show dialog box to

check the settings. This can be done in advance so that it is ready when the
presentation begins.

» Ensure the Slide Show tab is selected

> Click the Set Up Slide Show button %]
Set Up
Slide Show
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The Set Up Show dialog box is displayed.

Set Up Show ?X]

Show tvpe Show slides
(%) Presented by a speaker (Full screen) (= all
) Browsed by an individual {window) Cierom: || *\Ta %

) Browsed at a kiosk (Full screen)

Show options Advance slides

[JLoop continuoushy until 'Esc’ () Manually

[]show withaut narration (%) Using timings, if present
[ show without amimation Mulkiple: monitars

Pen color: | G

Performance

[Juse hardware graphics acceleration
Slide show resalution: | Use Current Resolution w
Ok ] ’ Caniel ]

The Show type options are:

0 Presented by a speaker - a traditional full screen slide show. You can
advance the slides manually, or set automatic timings.

0 Browsed by an individual - runs the slide show in a standard window with
custom menus and commands enabling an individual to browse your
presentation.

0 Browsed at a kiosk - runs the slide show full screen as a self-running show
that restarts after 5 minutes of inactivity. The audience can advance the
slides but cannot modify the presentation.

» Ensure that Presented by a speaker is selected
You use the Show slides section to specify which slides you want to include.
» Ensure that All is selected

In the Advance slides section you can choose to run the slide show using the
timings you have set up, or manually. If you choose the latter, you advance
them by clicking the mouse.

» Ensure that Using timings is selected
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The Show options are:

0 Loop continuously until ‘Esc’ - the slide show plays continuously in a loop
until the Esc (Escape) button on the keyboard is pressed to end the show.

o Show without narration - runs the show without the recorded narration
being played back. (Check the on-line help for more information on
adding narration to your presentation.)

o Show without animation - plays the slide show without any of the
animation such as slide transitions, animation schemes etc.

Ensure that Loop continuously until ‘Esc’ is selected
Click OK

Select slide 1

YV V VYV V

Click the Slide Show button

The presentation is displayed, starting from the selected slide, using the timings
you have just recorded.

» When you have viewed the presentation, press Esc

ACTION BUTTONS

An action button is a ready-made button that you can insert into your
presentation and assign an action to.

For example, you could use it to jump to another slide, to the end of the show,
to a URL, a Word document, or another presentation.

The button can have two actions associated with it, one started by the mouse
moving over the button (mouse over), and the other when the mouse button is
clicked (mouse click).

If you are using the button as a link to something else, it may be better to use
mouse click rather than mouse over.

Ensure you are in Normal view

Select slide 2

Select the placeholder holding the bullet points
Choose the Insert tab

Click the Shapes button in the Illustrations group L

YV V VYV V VYV V

Scroll to the bottom of the list to see the Action Buttons
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> Choose the Action Button: Forward or Next

Forward or Next

» Move the mouse pointer (now shaped like a +) on to the slide

» Click the mouse to produce a button

The Action Settings dialog box is displayed, giving you the opportunity to specify
what the button is to be linked to.

Mouse Click | Mouse Over

Action on click,

() Hyperlink ta:

O Bun prograrn:

[CIPlay sound:

Notice that you need to choose the relevant tab depending on whether you want
to use Mouse Click or Mouse Over to initiate the hypertext link.

» Ensure that the Mouse Click tab is on top
» Click the Hyperlink to button
» Click on the down arrow at the side of the box

> Choose Last Slide

(%) Hyperlink to:
Mext Slide w

(7 fMext Slide ~
Prewvious Slide

Firsk Slide

Last Slide

Last Slide Wiewed

End Show M

» Click OK
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> Use the Slide Show tab to run the slide show from the o
beginning Beginning

» When Slide 2 is displayed, click the action button to make sure it works

HYPERLINKS

As an alternative to Action Buttons you can include hyperlinks to move quickly to
other slides, the Internet, or to a document stored on your computer.

You are going to create a hyperlink to the Internet from Slide 7.
» In Normal view select slide 7

> At the bottom of the bulleted list type the text Link to Earth Trust to use as a
prompt for a hyperlink

» Select the text that you have just typed (Link to Earth Trust)
» Click the Hyperlink button in the Links group of the Insert tab

The Insert Hyperlink dialog box is displayed.

Link to: Text to display: |Link to Earth Trust
Look in: | PowerPoint2007 hd
Existing File or |
Current

ksl] Endangered Species
Folder —1 g "

@ S Redkangaron
Flace in This g1 Redkangaron
Dacument Browsed S SiberianTiger
Pages | siberiantigers
¥ spottedsat
Create New Regent kf] The Ice-Cream Factory
Docurnent Files

Address: http: ffearthtrust.org w

E-mail Address

[o]4 ] [ Cancel

While you can link to a hyperlink using an Action Button, when you use the Insert
Hyperlink option you can select text and create a Screen Tip to act as a prompt.

> In the Address window type http://earthtrust.org

» Click OK
» Run the slide show and test the hyperlink
>

Press Esc to end the slide show
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HIDE SLIDE

If your presentation is required to last for a specified length of time, you can
hide a slide which, if time allows, you can use to expand a point, or if time is
short, you can ignore it.

» Select Slide Sorter view

» Select slide 2

» Select the Slide Show tab

» Click the Hide Slide button in the Setup group

The slide number is displayed crossed through like this |:|

» Run the slide show from the beginning to see the effect

You are now going to run the slide show again, but this time showing the hidden
slide.

This will be easier if you set the slide show to advance manually rather than
automatically.

Choose the Slide Show tab

Click the Set Up Slide Show button in the Set Up group
In the Advance Slides section select Manually

Click OK

Start the slide show again from slide 1

Click the left mouse button to display the presentation title and your name

YV Vv VY V¥V YV V V

Move the mouse pointer over the lower left corner of the slide and four
buttons are displayed (faintly)

Back Forward

Pen  Navigation
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» Click the Navigation option

Mext

Previous —
| v | 1 Endangered Species

{2} Terms

3 Vulnerable Species

Goto Slide

4 Threatened Species
FEIRED 5 Endangered Species
Help & Extinct Species
Pause 7 What can we do

End Show & Causes of Endangerment

» Choose Go to Slide

» (2) Terms

The second slide is displayed.

» Press Esc to stop the presentation

» To unhide slide 2 - right click the thumbnail and choose Hide Slide
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ADDING A MOVIE TO A SLIDE

Depending on the subject matter of your presentation, adding a short movie clip
could enhance its impact.

» Ensure you are in Normal view
Choose slide 4

>

» Select the Insert tab

» Click the bottom of the Movie button in the Media Clips group
>

Select Movie from File

L
[‘Movie|

*

£ Movie from File...

Movie from Clip Organizer...

» Choose RedKangaroo from the PowerPoint2007 folder on drive C
» Click OK

As the video clip inserted into the slide a dialog box is displayed to ask how you
want the clip to start.

Microsoft Office PowerPoint

\y How do wou want the movie to skart in the slide show?

Show Help ==

[ Autornatically l [ When Clicked

» Choose When Clicked

» Rearrange the picture and the movie on the slide so that they are side by
side

» View the slide using the Slide Show button

» Press Esc to stop the show
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On your own:

» Insert the movie named siberiantigers into slide 5

» Start the movie Automatically as the slide appears on the screen
» Rearrange the movie and the image so that they fit on to the slide

» Run the presentation to check that the movie works
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SMARTART

When you include a list of points in your presentation you might like to make

them more interesting by using SmartArt.

CONVERTING EXISTING TEXT TO SMARTART

> Select slide 2

> Delete the Action Button

With the insertion point in the bulleted list:

» Click the right mouse button

> From the shortcut menu choose Convert to SmartArt

omms B ===
[rrn— = ‘
[ - [~ .
. BF Hi
- Q. R
@- - [ | X
@° o ¥ =
ea. maa =
(-] - -
e e @
-—T\J Moare SmartArt Graphics...

68

&® =Y e

& &

Paste

Exit Edit Text

Fant...

Paragraph...

EBullets

Humbering
Convert to SmartArt
Hyperlink...
Synanyms

Farmat Text Effects...
Farmat Shape...

A list of examples is displayed.

» Click More SmartArt Graphics at the bottom of the example window
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Choose a SmartArt Graphic

Basic Block List

Use to show non-seguential or grouped
blocks of information. Maximizes both

List ]
[FEETR—
8= st ]==| HE o - g‘
_l. ] =
=¥ Process ] -. — A
o
¥ Cyde
= ——— - e @
by Hierarchy ;‘
Relationship
o m g8s EEE
A Pyramid --n II‘
(A == ! "] )
I:- ‘ ' shapes,
[ ==
= = .

horizontal and vertical display space for

» Scroll down the examples to see what else is available

» Scroll back to the top and choose the Vertical Block
List in the third column of the fourth row

Vertical Block List

» Click OK

!Type your text here X

* Yulnerable species

* Threatened spedes

® Has problemsbut in no

|
* Low ordeclining numbers
immediate danger

* Endangered species

species

sp Q.
Threatened

species

Velnerable |

i Low or declining numbers

* Has problems but in no immediate
danger

text pane - ;
* Inimmediate danger o q -
- b Endangered + Inimmediate danger of extinction
. inct species SPEC]_BS
= Mo longerliving
Vertical Block List... ||
Text can be entered or edited using the text pane or the bulleted list.
» Close the text pane by clicking the cross at the top right
= . Al
= The text pane can be opened by clicking the control at the centre on the -‘l

left of the slide.

Alternatively, click the Text Pane button on the ribbon.

» Once the text pane is open, click away from the bulleted list and it is hidden

» Click on the list and the text pane is displayed again
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When you select the SmartArt graphic, the SmartArt Tools contextual tab is
displayed showing the Design and Format tabs.

SmartArt Taols
Ty - ——
Home Insert Design Animations Slide Show Review Developer ] Design ~ Format
35 Add Bullet 8 Promate | .| =
| = Rightto left | & Demote | IS > =
i (1 | Change .| = Reset
Shape = &, Layaut - @j-Tﬂﬂ'Pﬁm] | Calors - § 7! || Graphic

Create Graphic Layouts SmartArt Styles | _ Reset

To add another point to the list, promote the level of the bullet. Try this now
by using the existing text to create another point at the bottom of the list.

» Position the insertion point at the beginning of the text ‘No longer living’

species

» Select the Design tab (part of the SmartArt contextual tab options)

» Click the Promote option in the Create Graphic group

«A Promote

= Demote

The text “‘No longer living’ becomes a fifth point in the list.

: ————t————————————————————————.
VS eI e oo o Low or declining numbers
T R T T e
* Has problems but in no immediate danger
species

B B AL B 5 2% 275 |

: Endangered
i species

» Inimmediate danger of extinction

» Return the slide to its former state by demoting the level of the final point
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Endangered
species

Extinct
species

» Ensure the Design tab is still selected

* No longer living

» Click the More button in the SmartArt Styles group

J Design |

Format

* Inimmediate danger of extinction

More

Best Match for Document

1. -|
l|

A collection of alternative styles is displayed.

» Hover the mouse pointer over the styles and your SmartArt graphic will
change so that you can preview the difference

» Choose a different style for the SmartArt on the slide

> Select the Format tab

@ Change Shape = ﬁ Shape Fill =

% Larger
m Smaller

Shapes

= | & Shape Effects =

Shape Styles {F]

Design ] Format |

o A TextFil - [ ‘fi

“as
. 13’ Shape Outline ~ A & gTex‘t Outline = || | -
||"_' A Arrange Slze

= | [0\ Text Effects =
WaordArt Styles [F]
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» Experiment with the options on the Design and Format tabs to change the
look of the slide

ADDING ANIMATION TO SMARTART

Add a little extra interest to the SmartArt by including an animation that will
‘build’ the chart one piece at a time.

» Ensure all parts of the SmartArt graphic are included by clicking on the
border around its edge

> Select the Animations tab

» Click the down arrow to the right of the Animate option in the Animations
group

» Hover the mouse pointer over the One by one option on the menu to preview
the effect

|

14 Animate: One by ane s

Mo Animation

Mo Animation
Fade

As One Chject

All At Once

One by one

By level at once

By level one by one
Wipe

As One Object

All At Onee

One by one

By level at once

By level one by one
Fly In

As One Chject

All At Once

COne by one

By level at once

By level one by one
Custom

Custam Animation..,

» Click the One by one effect to select it

» Use the Slide Show button to preview the slide, clicking the left mouse
button to advance the points
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INSERTING SMARTART INTO A NEW SLIDE

» Add a new slide to the end of the presentation
Choose the Insert tab
Click SmartArt in the Illustrations group

Select the Process group

vV VYV V VY

Scroll down the list and choose Funnel

» Click OK

Type your text here

® [Text]
® [Text]
® [Text]

Funnel...

» Enter the following list of points:
0 Habitat destruction
o Over exploitation
o Pollution

0 Extinction
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Type your text here

» Habitat destruction
= Over Exploitation
* Pollution

* Extinction

Extinction

e

» Try one or two of the other SmartArt Styles on the slide

» Save the presentation
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NOTES PAGES

THE NOTES PANE

You can create notes pages as notes to yourself while giving your presentation,
or print them as handouts for your audience. The notes pane is not displayed
during the slide show, but you have the option to choose whether to include the
notes when the slides are printed.

Use the Notes pane in the Normal View to type notes about each slide in the
presentation.

> Select slide 1

Notes
pane

If you cannot see the Notes pane, point to the bottom of the slide window and
drag the window up to reveal it.

» Increase the size of the Notes pane by dragging the pane border up towards
the slide
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» Click into the Notes pane and type the following:
Welcome to my presentation on the important subject of ‘Endangered Species’.
I hope that you will be able to support the cause.

» Change the font to Trebuchet 12 pt

To preview the Notes Page:

> Select the View tab

» Click the Notes Page button in the Presentation View group

‘wigloome to my presentation on the important subject of “Endangsrsd
specisst.

| hops that you will be able to support the causs.

You can add charts, pictures, tables or other illustrations to a slide while in
Notes Page view. However, they will not be visible when the slide show is run or
the slides are printed.

> Click Normal
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HEADERS AND FOOTERS ON NOTES AND HANDOUTS

Headers and footers can be included in slides and/or notes pages.
» Choose the Insert tab
» Click the Header & Footer option in the Text group

> Notice that there are two tabs in the dialog box, one for slides and one for
notes and handouts.

> Ensure the Notes and Handouts tab is selected

glide | Motes and Handouks

Apply to All

[ Header T

Page number
|:| Footer

You can see that there are a number of options available which you can select
for inclusion in notes and handouts.

Date and Time

Update the date automatically

This is a useful option if you intend to use the presentation several times.
Remember though, that the date is updated when you load the file into your
computer and print it, not the day you intend to present it.

Bear in mind that if you intend to use copies of the same handouts for several
presentations, when lecturing for example, you might not want to include a date
at all as it would mean reprinting the handout before each lecture.
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Fixed date

If you want the date on the notes pages and handouts to represent a specific

day, use this option.

If you want a Page number on your Handouts or Speaker notes (sometimes handy
for you or the audience to be able to follow/organise), ensure that the Page

number check box is ticked.

» Click Header and enter your name

Click Footer and type Endangered Species

>
» Click Date and Time and insert a date that is updated automatically
>

Ensure that the date is in the correct format by choosing English (U.K.) as the

language

Slide | Motes and Handouts

Include on page

I

() Update automatically
14092007
Language:
English (LLE.)

) Fied

Header

Ann Other
Page number
Enater

Endangered Species

Apply ko All

» Click Apply to All
To see the header and footer:
> Select the View tab

» Click Notes Page
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Ann Other 20 February 2008

Endangered Species

Ann Other

‘weloome to my presentation on the important subject of ‘Endangered
Speciss’.

| hope that you will be able to support the cause.

Endanzerad Specins 1

Return to the editing screen by clicking the Normal button

» Save the presentation
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FOOTERS ON SLIDES

YV ¥V ¥V V V V

Choose the Insert tab

Select Slide number

Header and Footer,

Slide | Nokes and Handouts

Select Footer (add the text Endangered Species)

Choose the option Don’t show on title slide

Click the Header & Footer option in the Text group

Ensure the Slide tab is selected in the dialog box

Include an slide

[t

Apply to All
Apply

i
[
=]
o
R

Slide number
Foater

|Endangered Species

Dion't shaws on bitle slide

» Click Apply to All

> Run the slideshow to check that the information has been added to the slides
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TABLES

A table is a useful tool that can be used for presenting information in either a
grid format or, if the lines are hidden, as a place-holder for text and pictures to
achieve a more complex layout on the slide.

» Add a new slide at the end of the presentation
» Add the heading The size of big cats
As the default slide layout is Title and Content you are ready to insert the table.

» Click the Insert Table option in centre of the slide

Insert
Table

The Insert Table dialog box is displayed.

Insert Table ?]X]
Nurmber of colurmns:
Number of rows:

[ Ok ][ Cancel ]

> Select 3 columns and 7 rows
> Click OK

A table is displayed on the slide.

Thesize of big cats
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The table has been formatted to match the other slides.

> Type the following into the table:

Type of cat Weight (Ibs) Approximate length (feet)
Siberian Tiger Up to 700 10+

Indonesian or Bali Tiger Up to 200 Upto7

Cougar 75-250 5-9

Leopard 250-400 Upto7

Ocelot 17-24 4-55

Lion Up to 550 Upto8

(Taken from: http://www.bigcatrescue.org/catfacts/catfacts.htm)

» Centre the column headings

» Ensure that all the text is displayed on a single line in each cell by changing
the column widths if necessary

Thesize of big cats

)
Siberian Tiger

Indonesian or Bali Tiger

Cougar
Leopard
Ocelot

Lion

» Save the presentation

Upto oo
Upto 200
757250
250-400
1724
Upto 550

Upto 7
5-9
Upto 7
4755
Upto 8
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When the table is selected the Table Tools contextual tab is displayed.

Table Tools

Design Layaut

» Click the Design tab

Table Toals

-

— Home Insert Design Animations Slide Show Review View Developer Design Layout
W| Header Row First Column % ; é - T ﬁ :_T

Total Row Last Column || F=———| ——=——= g E 1pt =
F——m = Quick Draw  Eraser
¥| Banded Rows Banded Columns T T Styles = = -# Pen Color = Table
Table Style Options Table Styles WordArt Styles = Draw Borders

» Move the mouse pointer over the Table Styles and see an example of each as
the format of your table automatically changes

» Use the More button to the right of the Table Styles group to see more styles

> Select a different style

» Try using the tick boxes in the Table Style Options group to see the
difference they make to the design

» Click the Layout tab to see further tools and options that you could use to
format the table

Table Tools
&'ﬂ/ =
— Home Insert Design Animations Slide Show Review View Developer Design Layout @)
L@ E (5% Eﬁl B Insert Below slime | === ‘“A 8] Height: 721 em 3 T
‘EI ENIREY - = =E =
A nsert Left 1l o9 Width: (2286 em 3

Select | View Delete | Insert . lerge  Split T17E2em : == Sii= Text Cell . i Arrange

- |Gridlines - Abave [ Insert Right Cells  Cells . o ==d Direction ~ Margins = Lack Aspect Ratio i

Table Rows & Columns Merge Cell Size Alignment Table Size
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CHARTS

> Insert a new slide at the end of the presentation

» Click the Insert Chart option in the centre of the slide

Insert Chart

The Insert Chart dialog box opens.

Insert Chart [X
[ Templates Colum_rl : : : . . : A
ﬂkfm - Mﬁ \mﬂ \Lﬁﬁ \Wﬁ |E@ |E@ |M
& Pie T T T 1 g g g
i = |J4_’[iﬂi \h‘:ﬂ \L@H Hﬁiﬁi |lfﬁ-fﬂ |L‘_‘£ | A
@) Ssurface Line = = - -
vl | S S
i Radar Pie

Ml ] o] AR [an] o] v
[ banage Templates... | [ Setes Default chart |

The types of chart are listed in the left hand column.
> Select Bar

> Click OK to select the default Bar Chart offered

oy =0 oT oy ol S

| v T | | | e | Bt 30| At | Pt | 4 3 [ aink| P ie  Prmin| D | i| Vi | B | W = 0 2¢
- = = g h e - -l A T
rel] R s <d B

SN 2 Rk e O e G

L A it San || v | v S | |
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You can see that the screen has split into two panes showing a default chart on
the left and related data in an Excel worksheet on the right.

» Enter the following data into cells A2:B7

Lion 550
Ocelot 24
Leopard 400
Cougar 250
Indonesian tiger 200
Siberian tiger 700

> Delete the data in cells C2:D5

A | B C D
1] Seriesl  Series2  Series 3
2 |Lion 550
3 |Ocelot 24
4 |Leopard 400
3 |Cougar 250
6 |Indonesian tiger 200
7 |Siberian tiger 700

» Notice that the chart in the left window has changed to match the data

> Click into the chart and add the slide title Maximum weight of some cats

Maximumweight of some cats

Lion
Ocelot
Leopard

Series legend

Indonesian tiger

Cougar ‘

Siberian tiger

200

» Close Excel (the right window) and the slide expands to fit the screen
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The Series Legend is not needed on this chart:

» Select the Series Legend and press Delete

Alternatively to edit the layout of the chart, with the chart selected, choose the
Layout tab which is part of the Chart Tools contextual group of tabs.

Chart Tools

Design Layout Farmat
{P;;t;:l::at Selection - l—l LI_:_Ill M J J ﬂ M ﬂ ﬂ M M J

- Picture Shapes Text Chart  Axis Legend Data Data Axes  Gridlines Plat = ; Trendline - )
&H Reset to Match Style - Box Title = Titles = -  Labels~ Table~ - - Area~ 3-D Rota - ] Error Bars ~

Current Selection Insert Labels Axes Eackground Analysis

To edit the chart data:
> Select the chart

» Press the right mouse button to display the shortcut menu

Delete
&9 | Reset to Match Style
ni‘i Change Chart Type...

H EditData..

P Format Plot Area...

> Choose Edit Data...

The screen splits into two again and displays the data used to create the chart.
» Make any changes to the data

> Close the Excel window

ADDING ANIMATION TO A CHART

Adding animation to the chart gives you time to speak about each part before
displaying the next.

> Select the chart
> Select the Animations tab

» Click the drop arrow next to the Animate option in the Animations group
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» Choose By Category in the Fade section of the list

By Category

Mo Animation

Mo Animation
Fade

A5 One Object

By Series

| By Category

Ey Element in Series

Ey Element in Category
Wipe

As One Object

By Series

Ey Category

Ey Element in Series

By Element in Category
Fly In

As One Object

Ey Series

By Category

By Element in Series

Ey Element in Category
Custom

Custom Animation...

=

» Click the Slide Show button to see the effect

» Click the left mouse button to display each bar on the chart

This effect is particularly good if you have a chart that displays a comparison
between several items.

» Add a new slide at the end of the presentation

» Create a Clustered Cylinder chart using the data supplied with the chart

EL"Iid\' to add title

Category1

Categoryz

Category 3

Categoryg
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» Add an animation to the chart but this time choose to animate By Series
» Click the Slide Show button
» Press the left mouse button to display each series in turn

> Delete the last slide
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SPELLING CHECKER

When you create a presentation it is wise to check the spelling before showing
it.

Although the spelling checker provided with PowerPoint is a useful tool,
remember that it is not foolproof. Occasionally it will pick up words that are not
necessarily misspelled, and it will not flag up words which may have been
mistyped, for example “contact” instead of “contract”.

> Click the Review tab

.‘j’:'
o Home Insert Design Animations Slide Show Review View Developer
v (o . ! ~ . L,
\/ L= & % L4 & L " ._J ] _._I| __1 Fﬁ“l
Spelling Research Thes Transiat iMgL3 : Mew f (= - Protect
i Comment Cco ent Presentation =
Proafing Comments Protect

» Click Spelling in the Proofing group
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PRINTING

You can print your presentation in several formats.

PAGE SETUP

» Select the Design tab
» Choose Page Setup in the Page Setup group

The Page Setup dialog box is displayed.

Page Setup E]@

Slides sized Far: Crienkation
Oon-screen show (4:3) P Slides
Wiidth; ) Portrait
254 % em (%) Landscape
Height.: - Motes, handouts & outline
19.05 || cm Ly (%) Portrait
Murmber slides From: O Landscape

1 v

» As you are going to print handouts, use the drop arrow on the Slides sized for
window and choose A4 paper

If you are creating transparencies for an overhead projector choose Overhead
from the drop list.

Remember to load transparencies into the printer.

Ensure that you use transparencies recommended for use in laser printers.
Check the user’s manual for your printer to make certain that you are using
suitable media.

» Click OK
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PRINTING HANDOUTS

You can print handouts with multiple slides on a page.
> Click the Office Button

» Choose Print

] He Preview and print the document
HNew
In_lnl. Print
~y "gé Select a printer, number of copies, and
Open other printing options before printing.
{—% Quick Print
| I Save Send the presentation diractly to the
] T default printer without making changes.

= _ I Print Preyiew
Iil‘i saveds b | | W Preview and make changes to pages before

printing.
ik
W H Print »
?/ Prepare  »

Publish  #

|2_] PowerPoint Options i :X Exit PowerPaint |

» Choose Print again
The Print dialog box is displayed.
» Click the drop arrow in the Print what section and select Handouts

» In the Handouts section, select how many slides you want to be printed per
page

Print what: Handaouts

Handouts I Slides per page: |6 W %%
Colorfgrayscale: Order: (%) Horizontal () Vertical e
Color w

If you choose 3 slides per page, a lined notes area is provided for your audience
to make their own notes.

> Click OK

The presentation is printed.
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PRINTING NOTES PAGES

» Use the Office Button to display the Print dialog box

w | Properties

Frinter

Mame: | ® HP LaserJet 4200 PCL &
Skatus: 1dle

Type: HP Laserlet 4200 PCL &
‘Where: IP_146,227.16.62

Cormment:

Prink range

@ al O Current slide

() Selection

Find Prinker. ..

[ Printk o File
Copizs

Mumber of copies:

Custam Show: ‘

|

) slides: ‘

1,3,5-12

Slides |»
Slides

otes Pages

Qutline Wiew

Preview

Enter slide numbers andjor slide ranges. For example, lﬂl lﬁl

Print what: Handouts

[ 5cale ta fit paper
[CIFrame slides
Print comments and ink markup

Callate

1 [
|
Horizonkal Yertical GG

Print hidden slides
[High quality

» Click the drop arrow in the Print what section and select Notes Pages

> Click Preview

Sperier

Ensenzerea sonces

Welzame t my sresentation on the imgartant susjestof ‘Enngered

Iape that youwill be et spport the ome.

> Click Close Print Preview on the ribbon

» Save the presentation

Close the presentation:
» Click the Office button

» Choose Close
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THE SLIDE MASTER

When you are creating a presentation, it is important that its design makes a
good impression on your audience. Ideally you should settle on a particular style
and follow it through on each of the slides.

PowerPoint offers you a number of ways to control the appearance of your
slides: templates, themes and masters. Although there are three types of
master - Slide Master, Handout Master, and Notes Master, we will investigate
only the Slide Master.

To open a new presentation:
Click the Office button
New

Select Blank Presentation
Click Create

Select the View tab

YV V YV V VYV V

Click the Slide Master option in the Presentation Views group

= T =
=] || = E]
= == p /
Mormal| Slide MNotes Slide Slide |Handout Motes

Sorter Page Show | Master Master Master
Presentation Views

The Slide Master view is displayed.

Slide Master

Subordinate Placeholders

layout
masters
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The slide at the top of the list is the Slide Master (numbered 1). The slides
listed below it are subordinate masters, one for each style of layout.

The Slide Master includes five preset placeholders: Title, Text, Date, Slide
Number, and Footer.

Click to edit Master title style <« Title
* Click to edit Master text styles
— Second level
* Third level < Text
— Fourth level
» Fifth level
Date Footer Slide Number

When you open a new presentation, you see the title and text placeholders
immediately, but the date, footer and slide numbers are seen only when you
choose to add text to them using the Header and Footer option.

You can change the appearance of the Master Slide by formatting or moving a
placeholder, even removing it altogether if you like. When you make changes
they are filtered down to the other layouts.

When you apply a theme to your presentation, the Master Slide is automatically
updated to include it and this is cascaded down to the other slide layouts. You
can make changes to the theme in the Slide Master and again the other slide
layouts will be updated.

» Click the Close Master View button to the right of the ribbon
» Apply a Theme to the presentation

» View the Slide Master again to see that all of the slide layouts have updated
to show the theme

With the Slide Master displayed:
» Use the options in the Edit Theme group to change the theme slightly

As you select the changes you will see that the subordinate layout slides change
too.
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CREATING A SECOND SLIDE MASTER

Depending on your presentation, you may want to use more than one theme for
the slides. Up to now each time you have made a change to the theme all of the
slides have changed. If you want to use a second theme for your slides, you
need to make a second Slide Master.

With the Slide Master displayed:
» Click the Slide Master tab
» Click the Insert Slide Master in the Edit Master group

A new Slide Master (numbered 2) and subordinate masters are added to the list
of slides.

> Notice that Slide Master 2 has a check mark below the master number

Preserved check mark

The check mark indicates that this Slide Master is preserved.

A Slide Master is transient and will be removed from the list of choices unless
you have used it in your presentation. As you created the second Slide Master
yourself, it is automatically preserved so that it cannot disappear from the list of
layouts.

If you want to ensure the default Slide Master is not lost, you can preserve it
too. To preserve the original Slide Master:

» Scroll up to the top of the list of slides
» Select the original Slide Master
» Click the Preserve button in the Edit Master group

A check mark is now displayed beside Slide Master 1.
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While the Slide Master is preserved, you can, in Normal view, modify the
colours, fonts and effects in a theme. You can’t change the complete theme
unless you take the preservation status off.

> Select Slide Master 2

Prepare the slide to be edited by removing the preservation status of the slide.

» Click the Preserve button in the Edit Master group

As you have not applied this Slide Master to a slide in your presentation, when
you remove the preservation PowerPoint asks if you would like to delete this set

of masters.

> Click No

> Add a theme to the slides

> Preserve the Slide Master

> Close the Master View

To select a Slide Master to apply to a slide:

> Click the Home tab

» Choose Layout in the Slides group

|7 Layout ~

Apex

Comparison Title Only

Picture with
Caption

Opulent

ection Header

Caption

You see the slide layouts for each of the themes that you have chosen for your

presentation.

» Click the theme and slide layout that you want to use for the selected slide

PowerPoint 2007 (010408)

90

©De Montfort University, IT Training 2008



CREATING A CUSTOM LAYOUT

Apart from modifying the existing slide layouts you can create a new one of your
own design so that it is available each time you create a presentation.

» Display the Slide Master

» You are going to add your layout at the end of those displayed so select the
last slide in the list

» Click the Insert Layout option in the Edit Master group

A new slide is added to the list ready for you to select the components that you
want to include in the new layout

Click to edit Master title style

» Click the bottom half of the Insert Placeholder button in the Master Layout
group

7 Tnsert 7|
Flaceholder =

.......
.......
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» Select the SmartArt placeholder and position it on the bottom right of the
slide

CLICK TO EDIT MASTER TITLE
STYLE

‘© SmartArt
graphic

Footer | | Date

» Add a Picture placeholder below the Title placeholder on the right

» Add a Text placeholder below the Title placeholder on the left

Your Slide Master should look similar to the one below.

CLICK TO EDIT MASTER TITLE
STYLE

® Click to edit Master ‘@ Picture

text styles
Second level

Third level
Fourth level
Fifth level ;
- ® SmartArt
. graphic

Footer | | Date

» Click the Rename option in the Edit Master group
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By default the new layout will be called Custom Layout so you need to change
the name to something more meaningful.

» Insert a suitable name for the new layout

Rename Layout

|F'i|:ture, Smartirt, and Text

Cancel

» Click the Rename button

> Close the Master View

Check that the layout is ready for use:

» Click the Layout option in the Slide group

» Scroll to the bottom of the list to see your slide layout

Picture with Picture, SmartArt,
Caption and Text

» Click away from the layouts

The redesigned Slide Masters will only be available in the current presentation.
If you would like to use them again, you need to save them as part of a
template.
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TEMPLATES

SAVING A PRESENTATION AS A TEMPLATE

A template may contain basic slides to start your new presentation, custom
layouts, colour schemes or simply an empty presentation with customised Slide
Masters.

If you would like to preserve the new designs you can save the current
presentation as a template.

> Click the Office Button
> Choose Save As

> Choose Other Formats

" = g s
&
—
j New Save a copy of the document
IIL_‘T PowerPoint Presentation
~ Save the presentation in the default file

Open format.

re PowerPoint Show

Save Save as a presentation that always opens in
= Slide Show view,

T

Lfﬂ PowerPoint 97-2003 Presentation

Save a copy of the presentation that is fully
compatible with PowerPaint 97-2003.

Save As

=N
vl
e

L

Find add-ins for other file formats

a. Learn about add-ins to save to other
formats such as PDF or XPS.

Prepare » I'E_: Other Formats
] Open the Save As dialog box to select from

all possible file types.

Print [ S

@ N g

Send 4

Publish ¥

Close

k >

| jj PowerPoint Options | | X Exit PowerPoint.

The Save As dialog box is displayed.

» In the Save as type: window choose PowerPoint Template
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» The Templates folder is automatically displayed

Save in: |B My Docurnents v| ] o X (=] |j‘

@My Recent | () My Music
Documents EMy Pickures

@ Desklop

an
Documents
My
Computer

‘-:! My Metwork
Flaces

File name: Presentation

5ave a5 EYPE! | powerPoint Presantation

FowerPoint Presentation
PowetPoint Macro-Enabled Presentation

FowerPoink 97-2003 Presentation

Po sink Template

PowerPoin Macro-Enabled Template
PowetPoint 97-2003 Template

AL |3

Cancel

<

» Name the template My Two Slide Master Template
» Click Save

» Close the presentation
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USING A TEMPLATE

To use the template that you have just saved:
» Click the Office Button

> New

New Presentation |E| I'XI

Templates A | ‘ B |

Blank and recent

Installed Templates

Blank Presentation

Blank and recent

|>

Installed Themes

| My templates... | r’ ] 1

MNew fi

W rom) My templates.. Blank
Microsoft Office Online Presentation
Featured Recently Used Templates
Agendas
Award certificates
Calendars Quiz Show
Content slides

Design slides

Diagrams =5
Training presentation: Quiz Show
Invitations General

Plans

Presentations

Reports |
Resumes and CVs
Schedules - 3B

» From the Templates list on the left choose My templates...

(£

New Presentation El

My Templates |

][ =t

Presview

Ok ] [ Cancel

» Select the name of the template that you want to use
» Click OK

» Check the list of Layouts to see that the new one that you created is in the
list

» Close the presentation without saving
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USING AN INSTALLED TEMPLATE

PowerPoint comes with six installed templates but many others are available
through the Internet.

> Click the Office Button
> New

» From the Templates list on the left select Installed Templates

New Presentation E‘El
Templates ‘ © [ =] ‘ Classic Photo Album
Blank and recent

[ installed Templates Installed Templates ‘

Installed Themes =
My templates...

New from existing...

Microsoft Office Online

Featured

Agendas

Classic Photo Album | Introducing PowerPoint
Award certificates

Calendars
Content slides
Design slides . !0?4,‘

L
Diagrams #

Invitations

Plans

Contemporary Photo Pitchboak
Presentations

Reports

Resumes and CVs

Schedules
Stationery
More categories e

» Choose Quiz Show

> Click Create

This template contains eight slides. Slide 2 describes how to use the template
and the other slides are examples of what can be achieved using the template.

» Run the slide show to see the effects

» Try editing a slide or two adding questions and answers of your own

There are two more quiz templates to choose from:
» Display the New Presentation dialog box
» Choose More categories

» Quizzes and tests

» Close the presentation without saving
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Downloading a template from the Internet

There are many more templates available for you to download from the
Internet.

Open a new presentation:

» Click the Office button

> New

In the Microsoft Office Online section of the Templates list choose:
» Presentations

A list of categories is displayed in the centre of the dialog box.

MNew Presentation @
(@5 oo ona]]

Templates

1>

Blank and recent

Installed Templates Presentations

Installed Themes Academic

My templates... Business

New from existing... Desian

Microsoft Office Online Healthcars

Featured Training

Agendas 2007 Microsoft Office System training pr)|

Microsoft Office System 2003 training pr|
Award certificates

Other presentations
Calendars
Content slides
Design slides
Diagrams
Invitations
Plans

| Presentations |

Repaorts -

Presentations
Resumes and CVs
Schedules ~

» Choose Training

Cancel

New Presentation E]

Templates & | (:(E) | ce s ter[ 3] | Staff training presentation

Blank and recent Microsaft Corporation

Installed Templates Training W?”@‘ 55 KB (<1 min @ 56 Kbps)
~ AT (89 Votes)

Installzd Themes

My templates i i g
New fram existing... i y o

Microsoft Office Qnline

Featured
Agendas

Staff training Training presentation:
Award certificates presentation
Calendars

Content slides

Design slides —
Diagrams .

Invitations
Flans
- Sales training Training presentation:
|sPresentations. presentation Excel 2003—Create your
first workboak
Reports =

Resumes and CVs

Schedules

== v

(£

Download Cancel
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The Training templates are shown in the centre of the dialog box. To the right is
information about each selected template.

» Choose Training presentation: General

> Click Download

The presentation is downloaded to your computer and is immediately ready for
you to use.

The next time you create a new presentation this template will be listed in the
Recently Used Templates section. If you would like to use it again:

> Click Download

Tale of Traring Presentation

To remove a template from the list:

» Display the list of templates

» Select the Training presentation: General template
» Press the right mouse button

» Choose Remove template

+ Blank Presentation

» Click Cancel to close the New Presentation dialog box
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SAVING AS 2002 FORMAT

If you are sharing your presentation with other people, or are intending to send
a copy to someone else, it is wise to ask what version of the software they are
using.

With this in mind you need to know how to save your presentation to an earlier
version but note that some of the effects you may have used in your
presentation (for example SmartArt) will not work. So, you need to check the
presentation before passing it on to anyone else.

To save the open presentation to one compatible with PowerPoint 97-2003:
» Click the Office Button
» Save As

> PowerPoint 97-2003 Presentation

&
r_/"
j Hew Save a copy of the document
I“_j PowerPoint Presentation
~ Save the presentation in the default file
7 DOpen format.

r PowerPoint Show

} I Save Save as a presentation that always opens in
(] N Slide Show view.

-_J = PowerPoint 97-2003 Presentation

[ Save fs |k Save a copy of the presentation that is fully
| compatible with PowerPoint 97-2003.

L) 5 )

J:,U Print ’ Find add-ins for other file formats

,'-, Learn about add-ins to save to other
formats such as PDF or XP5,
[rg¥
ﬂ Prepare » E:l Other Formats
L, Open the Save As dialog box to select from
all possible file types.

_Sﬁ Send 4
Publish  »
L
v Close

zj PowerPoint Options | | 2 Exit PowerPaoint

When the Save As dialog box is displayed:

» Save the new version of the presentation in the PowerPoint2007 folder on
drive c

» Change the name of the presentation (if desired)
» Check that the Save as type is PowerPoint 97-2003 Presentation (*.ppt)

> Click Save
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As the presentation is saving, it is checked for compatibility with the version you

are saving to. If there are any features that could be lost they are listed for you
to check.

Microsoft Office PowerPoint Compatibility Checker E'E'

The following features in this presentation are not supported by earlier
versions of PowerPoint, These features may be lost or degraded when you

@ save this presentation in an earlier file format, Click Continue to save the
presentation anyway. To retain all of your features dick Cancel and save in
one of the new file formats.

summary Mumber of occurrences
A chart in this document may contain data in cells outside of the row 1
and column ymit of ﬁ1e. selected file format. E)a_ta be‘r:ond 256 (IV) Helo
columns by 65,536 rows cannot be saved. (Slide 12)

The shape and any textin it cannot be edited when using earlier g
versions of PowerPoint, (Slide 1, 2, 3,8, 7, &, 8, 11, 12) Heln

The SmartArt graphic and any textin it cannot be edited when using 2

earlier versions of PowerPoint. (Slide 2, 10) Help
Animations on uneditable ;Ijapes may be removed when using earlier 2w

Check compatibility when saving in PowerPoint 97-2003 formats.

[ Continue | [ Cancel

» Click Continue to finish the save

PowerPoint 2007 will automatically open a presentation created in an earlier
version of the software. So if you use PowerPoint 2002, you need not worry

about the format if you are passing the presentation on to someone who uses a
later version.
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CHANGING THE DEFAULT FORMAT FOR SAVING FILES

If you need to regularly save your presentations in an earlier format you may
consider changing the default format that is used for saving.

» Click the Office Button
» Click the PowerPoint Options button at the bottom of the menu
» Choose Save in the list on the left of the dialog box

» Change the Save Files in this format: option to PowerPoint Presentation
97-2003

PowerPoint Options EWZ‘

Popular
P H Customize how documents are saved.
Proofing
Save Save presentations
Advanced Save files in this format: | PowerPoint Presentation w
Customize Save AutoRecaver inf PowerPaint Presentation
Default file locati PowerPoint Macro-Enabled Presentation
€Tau 1le location:
Add-Ins - PowerPoint Presentation 97-2003
Trust Center Offline editing options for document management server files
Resources Save checked-out files to:(

@ The server drafts location on this computer
O The web server

Server drafts location: | C\Documents and Settings'\ppayne\My Documentf‘ [ Browse...

Preserve fidelity when sharing this presentation: hs‘lj Presentationd

D Embed fonts in the file :

» Click OK

» Close the open presentation without saving
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EXERCISE

You are representing the Management Committee of the 2012 Olympics in
London. You have information on:

¢ the technology that will be used during the Olympics
e the Olympic Park
e transport

There are pictures available in the PowerPoint 2007 folder for each of the
subjects.

You have to prepare a short presentation to ‘sell’ the project to a group of
journalists who will be reporting on the progress of the venture.

The presentation should contain a minimum of five slides and should be fairly
dynamic. Choose the information you would like to use from the items below.

Olympics 2012 - London
Technology

Technology will play an important role in both the build up to 2012 and the
Games themselves.

We will be working closely with our partners to ensure we use existing and
emerging technologies in innovative and powerful ways.

Operational technology

When it comes to staging the Games, technology will play a bigger part than
ever before.

It will be central to the ways we capture scores, timings and performance in the
sports competitions.

Inside the venues, technology will feed back information to officials, spectators,
venue staff and volunteers.

And it will help with all levels of decision making during the Games, from
separating a photo finish to managing the flow of people to and from the Park.

Business technology

Technology is not just relevant to the delivery of the Games.
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It will be instrumental in our planning, procurement and other business activities
in the run up to 2012.

From the way we share information with multiple stakeholders to modelling data
such as pedestrian flows in the Olympic Park, technology will help us run a
world-class programme.

Communications technology

Technology will transform the way people engage with the Games. It is not just
about receiving information - it will also be about reacting to it.

Digital channels such as the web and mobile phones will be the number one way
for everyone to access, share and participate in the 2012 Games.

In the run-up to the Games, we will be offering people ways to get closer to the
action, interacting with our data and sharing their own.

Come 2012, there will be new ways to interact with events, whether it is
through spectator services in the Olympic Park or interactive technologies in UK
towns and cities.

Our plans
We will be using mature and advanced technologies in the Games.

We are looking at existing, proven systems already in use. But this is also an
opportunity to push boundaries, and work with leading suppliers and developers
to create new applications.

We will be ensuring our technological solutions are reliable - able to perform on
the day, in all kinds of places and under extreme conditions.

And we will be re-deploying some of the technology solutions used during the
Games to the lasting benefit of local communities after 2012.

Of course, technology is not an end in itself. Our focus is the Games and the
people who will take part, as spectators, volunteers or competitors.

But using it imaginatively will help to create a Games excitingly relevant for a
21st-century audience - a ‘Games for a connected world'.

Olympic Park

The focus of the London 2012 Games will be the Olympic Park in east London,
which will house the new sport venues.

The Park is located in the Lower Lea Valley - an area of great untapped
potential.
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After the Games the area will be transformed into the largest urban park
created in Europe for more than 150 years.

There will be a huge amount of activity up until the Beijing Games in August

2008, to get the site ready for the construction work that will start in earnest in
the summer of 2008.

Construction hotline
You can call the Olympic Delivery Authority's Community Relations team about

any questions or concerns you have about construction works in general on 08000
722 110, 24 hours a day, seven days a week.

Transport

We’re aiming for 100 per cent of spectators to get to the Games by public
transport, cycling or on foot.

Approximately seven million tickets are available for sale for the London 2012
Olympic Games.

Eleven days of competition during the Paralympic Games will bring 1.5 million
spectators.

Our transport plans for the Games will help transform the Lower Lea Valley into
one of the best connected areas in the capital, bringing economic and social
benefits that go far beyond 2012, and far beyond sport.

(Taken from the www.london2012.com)
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