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Technology Training Services Vision & Mission

Vision Technology Training Services improves employee job
performance at all levels by exceeding expectations in the areas of
technology training, instructional design, and customer support.

Technology Training Services (TTS) provides leadership and
support to the Maricopa Community College District as we
implement new technologies that address challenging
administrative needs and educational standards. We design,
develop, and deliver the highest quality in-service technology
training, materials, and support to all of the employees of the
Maricopa Community Colleges.

Mission

To fulfill this mission we:

e Provide responsive and accessible technology training on a
variety of administrative systems and desktop applications.

e Design and develop comprehensive training and reference materials.

e Provide technology training support in a variety of ways
including telephone helplines, one-on-one assistance, online
help, troubleshooting, consultation, and referral services.

e Support the colleges' technology training efforts by delivering
on-site technology training, delivering Train-the-Trainer
sessions, and providing training materials.

e Provide leadership and support to the teams implementing new
technologies and administrative systems within the organization.

¢ Cultivate positive partnerships with our colleges to meet and
exceed their training needs and expectations.

e Collaborate with organizational teams to develop strategies to
meet future technology training needs.

e Chair and host the Regional Training Committee (RTC) to
collaboratively develop training strategies, maintain technology
training consistency, and overcome the challenging technology
training needs throughout the District.

e Expand and update our knowledge and skills in the areas of
technology, training, and instructional design.
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PowerPoint Training Objectives

This workshop has been designed to present the following competencies:

1.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.

Plan a presentation.

Describe the new Fluent User Interface of PowerPoint.

. Create a new presentation.
. Apply a Theme and Quick Styles for a professional, consistent presentation.

2
3
4
o.
6
7
8
9

Insert and format text.

. Add, edit, duplicate and delete slides.

. Work with different slide layouts and views: Normal, Slide Sorter, Notes, Slide Show.

Insert SmartArt graphics, WordArt, and Shapes.
Insert and format images.

Insert sound.

Insert digital video.

Insert and format a table.

Insert an Excel chart.

Use and edit the Slide Master.

Omit or change the slide background.

Import Slides from another Presentation.
Navigate in Slide Show View.

Rearrange the slide order in Slide Sorter View.
Insert hyperlinks: To files, slides, and web pages.
Add and customize text animation.

Add and customize slide transitions.

Use the Spell Check.

Insert headers and footers for slides and handouts.
Describe and view the options for printing handouts.
Set up a continuous presentation.

Describe the different save options.




Plan a Presentation
|

PowerPoint

First Step —
Planning!

Purpose

Audience

Content!

Delivery

Presentation

Preparation
and Practice

Do a Dry Run!

PowerPoint is a robust presentation software used to create
professional looking electronic presentations, paper-based handouts,
and note taking options for the presenter and audience.

Before you begin working on your presentation in PowerPoint, it is
important to go through some planning steps first. “Planning is
probably the most important step in creating a successful presentation
of any kind” says Wendy Russell of About.com. Following is some
information from “The Key to Creating an Effective Presentation:
Planning is the First Step to a Successful Presentation.”
http://presentationsoft.about.com/od/powerpointtips/gt/planningppt.htm

Determine the purpose of the presentation.

e Is your presentation meant to inform, persuade, motivate to action,
sell, teach or train?

e What do you want your audience to walk away with?

e What outcome do you want from your audience?

Know your audience.

e Who are they? What do they bring to the table? How can you relate to them?

Your content is the most important part of your presentation!
o Keep your content straightforward and concise.
e Use relevant graphics, photos, charts, and audio whenever possible.

e Learn as much about your topic as possible.

Determine how your presentation will be delivered.
e Will it be delivered by a “stand up” presenter? Is it a self-running
presentation delivered via a Kiosk? Ona CD?

Be consistent in background colors, fonts, transitions, and animations.

Effective prep and practice result in confidence and excellent delivery!

e Establish a positive and confident mind-set. Know everything you
can about your topic, and don’t be afraid not to know everything.

e Review your information and visuals for clarity, relevancy, eye-
appeal, visibility, quality, and importance.

e Practice the presentation before someone. Receive feedback on your
opening, key points, sequence, clarity, distracting mannerisms, etc.
Act on the feedback — improve your presentation and delivery.



http://presentationsoft.about.com/od/powerpointtips/qt/planningppt.htm
http://presentationsoft.about.com/od/powerpoint101/ss/background.htm
http://presentationsoft.about.com/od/powerpoint101/ss/change_font.htm
http://presentationsoft.about.com/od/t/g/transition.htm
http://presentationsoft.about.com/od/a/g/animation.htm

Exercise - Plan a Presentation

Use this table as a guideline to help you plan your presentation.

Purpose

Audience

You may want to plan your information on index cards to simulate
slides. You can get a visual of how to set up your presentation.

Information

Delivery

Prep & Practice




PowerPoint 2007 — The New Look

The New Look!

Ribbon

Tabs

Galleries

Office Button
Cla
il

'l

PowerPoint
Options

Quick Access
Toolbar

Title Bar
Screen Tips
Ruler

Status Bar

Scroll Bars

Previous/Next Slide

PowerPoint
Help

Microsoft PowerPoint 2007 has a new look which is called a Fluent
User Interface. The new interface includes the Ribbon with its Tabs
and Galleries, the Office Button, and the Quick Access Toolbar.

The Ribbon is the largest new component of the Fluent User interface.
It provides a graphical representation of tools and replaces the
traditional menus and toolbars in earlier versions. The Ribbon is task-
oriented and groups like-functions in Tabs.

The Tabs group like-functions together and replace the menus found in
previous versions. Some tabs, such as Table Tools and Picture Tools,
only display when a table or picture is selected. These are
“contextual” tabs; they display only when needed — in context.

The Galleries are groups of like-commands within each Tab. Some
galleries include a down-arrow button with additional options.

The Office Button provides a central location for common commands
and includes additional PPT options. It also lists your most Recent
Documents for easy access. It replaced the File Menu of earlier versions.

Additional PowerPoint Options found in the Office Button allow you
to manage your preferences for a number of functions including PPT
options, proofing, viewing, editing, printing, and saving.

The Quick Access Toolbar keeps a customized set of common
commands handy. It always displays, regardless of what tab is
selected on the Ribbon, and even when the Ribbon is minimized.

The Title Bar displays the name you give a document after you save it.

As you position your mouse over each button on the toolbars and hold
your mouse still, a Screen Tip (previously known as a Tool Tip)
displays the name and description of the button.

The Ruler is used to change indents and set tabs within a document.
The View Ruler command is in the View tab.

The Status Bar is the blue bar displayed at the bottom of the
PowerPoint screen that displays the current slide number and the total
number of slides in the presentation. It now includes shortcut buttons
for the presentation views and a handy Zoom Slider to adjust the on-
screen size of your slides.

Horizontal (bottom of window) and Vertical (right side of window)
Scroll Bars may be used to scroll through the presentation.

Use the double arrows (lower right) to page up or down.

PowerPoint Help contains information and demos on the PowerPoint
features and functions. It’s a great resource! It also includes links to a
multitude of online help topics. There’s a variety of search options, too.




Exercise - Identify PowerPoint 2007 Screen Components

Office Quick Access Toolbar Title Bar PowerPoint Help
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Open PowerPoint and move your mouse around, resting on different components to see
screen tips that identify that component.

1. From the Start menu, select PowerPoint.
e A new presentation is automatically created when PowerPoint is opened.

e If PowerPoint is already open, create a new presentation by clicking the Office
Button, selecting New and then Blank Presentation.

2. For a Screen Tip, place the mouse over the Office Button and pause.
3. Select PowerPoint Help.

4. Close the PowerPoint Help window.

5. Let’s take a look at the specific tabs on the Ribbon next.




The Ribbon and Tabs

Ribbon

Minimize the
Ribbon

Tabs

Home Tab

Insert Tab

Design Tab
Animations Tab
Slide Show Tab

Review Tab

View Tab

Developer Tab

Contextual Tabs

The Ribbon replaces the traditional menus and toolbars found in
earlier versions of Office. The Ribbon is task-oriented. Tabs are used
instead of menus. Commands are put in groups called galleries.
Several galleries include a down-arrow button for additional options.

The default display of the Ribbon includes all commands on all tabs
being visible at all times. You can minimize the ribbon by double-
clicking any tab to hide the commands. To restore the Ribbon,
double-click any tab.

The tabs are task categories on the ribbon which are organized into
related groups called galleries. Click on a tab to view all its features.
The tabs in PowerPoint 2007 include the Home, Insert, Design,
Animations, Slide Show, Review, View, and Developer tabs.

The Home tab is displayed by default when a new or existing
document is opened. It includes clipboard commands such as cut,
copy, and paste; text formatting commands such as font size, color,
type; paragraph formatting commands such as text alignment, line
spacing, borders and shading; styles such as titles, subtitles, and
headings; and editing commands such as find and replace.

The Insert tab includes commands for various items that are inserted
into documents such as, tables, charts, shapes, pictures, links, objects,
symbols, headers and footers, etc.

The Design tab includes commands associated with the page setup,
slide design themes, and the page background.

The Animations tab includes commands associated with the transitions
between slides and custom animations for individual objects on the slide.

The Slide Show tab includes the commands associated with slide show
setup, display, and monitor resolution.

The Review tab includes the proofing commands associated with
spelling and grammar tools, thesaurus, language tools, etc.; comments,
tracking changes and comparing documents.

The View tab includes commands associated with multiple ways of
viewing your document, showing and hiding the ruler and other tools;
switching windows and viewing and recording macros.

The Developer tab includes commands associated with creating and
designing forms, macros and document security.

Contextual tabs are tabs that display for a specific purpose. They are
used “in context”. For example, a Picture Tools Tab displays when
you insert a picture. A Drawing Tools Tab displays when you insert
and draw a shape.




Exercise — Access and View the Different PowerPoint Tabs
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Access and View the different tabs on the Ribbon. Also minimize and restore the Ribbon.

1. Select each tab on the Ribbon, and view the different galleries.
2. Double-click on any tab to minimize the Ribbon.
3. Double-click any tab to restore the Ribbon.




Apply Themes and Quick Styles

Themes
Design Tab

Live Preview

Apply a Theme

Themes

Customize Your
Own Theme

Quick Styles

T n Colors = -

—allAa |[Aa Aa||Aa [ I alronts~
L L L] L L L1 L L] u Ll -IE EEEEEE o e Effects —

* )

A theme is a set of preformatted choices for your presentation that
includes theme colors, fonts, and effects, as well as background style
and text placement. Themes are used to quickly and easily format an
entire presentation at one time. Themes give your presentations a
professional, modern, and consistent look. You can apply a theme to
your presentation at any time. Themes are found under the Design
Tab in the Themes gallery. (Themes replace Design Templates.)

Live Preview is a new feature in Office 2007 that shows you how
formatting options will look in your presentation before you actually
apply them. Roll your mouse over different themes to see how they
will look in your presentation.

: : Quick
| 1. On the Design Tab, in the Theme gallery, select a theme. | Styles

»
Insert @ Animations Slide Show Review View

h-

I
More themes are available under the more button.

Your theme is applied throughout your presentation.

You can create your own custom theme by making and saving changes
to any theme colors, fonts, effects, or background. Once saved, you
can apply your custom theme to other presentations.

1. On the Design Tab, in the Themes gallery, make your changes.
2. Inthe Themes Gallery, click the More button.

3. Select Save Current Theme.
4

Name your theme, select a Save location, click Save.

Quick Styles change how the different colors, fonts, and effects are
combined in a theme and which one is dominant. When you place
your mouse pointer on a Quick Style thumbnail you can see how the
new style will affect your presentation, or graphic, or shape.




Exercise — Apply a Theme

Apply a theme that will give your presentation a consistent look.

1. On the Ribbon, click the Design Tab.

}j/ Home Insert Design nimations Slide Show Review View Developer (]
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2. To display additional themes, select the more button in the Themes Gallery.

e The more button is located in the lower right corner of the Themes Gallery.
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More Themes on Microsoft Office Online...

(&) Browse for Themes...

[Ty save Current Theme...

Roll-over several themes to see their different color schemes and formatting options.
4. Select a theme of your choice by clicking on it. I’1l select Solstice.

To view and select different Quick Styles, click the down arrows next to the Colors,
Fonts, or Effects Quick Styles.

x

Home Insert Design Animations slide Show Review  View Developer

From the Quick Access Toolbar, select the Save icon.

®

Aa Aa
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*\ta _ | A ) Background Styles
- -| [A]Fonts - |
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< N
=| [©] Eftects - Hide Background Graphics

Page Setup Themes Background

In the left portion of the Save As window, click on the My Documents button.
Double-click the PowerPoint 2007 folder.

In the File name field, type: [ Your name] Presentation.

10. Click Save.

© o N o

e Every slide created is going to be saved under one file as one presentation. Save often!




Insert Text

The Question The question is not how to add text, but should you add text?
Keep in mind that people learn best with visual ques. Images, charts,
clip art, photos, and video are much better ways of communicating
your information than text and bullet points.

Ways to Add When text is needed, you can add text to a slide in several ways: using
Text placeholders, text boxes, shapes, Smart Art Graphics, and WordArt.
In this section, we will focus on using placeholders.

Text vs Graphics Text added in a placeholder can be seen on the Outline tab while other
text cannot. This is because the text entered in placeholders is “real”
text while text entered using graphic options is actually a graphic.

Placeholders Entering and formatting text in placeholders works in the same way as

Click to Add entering text does in Word. By default, prompts within placeholders
tell you to: Click to add title/subtitle/content. Most slides will contain
a title in the upper portion and bulleted explanatory text or additional
content in the lower portion of the slide. When you click in the
placeholder and enter text, the original prompt words disappear.

Themes When using a Theme, your text is automatically formatted with the
Auto Format theme’s color, font, and style. Although a Theme’s format is already
set, you can still change it using Quick Styles or customizing it.

Text Tips e One topic per slide. Keep it simple! Present in bite size chunks.

e Use different slide layouts, or SmartArt or WordArt, to display and
highlight information. Not everything is a bullet point!

e Use a san-serif font such as: Verdana, Arial, Tahoma, or
Trebuchet MS. These font styles are more readable in a
presentation format than serif fonts such as Times New Roman.

e Avoid using too many different font styles or formatting.

e Avoid using all uppercase letters. They are difficult to read on the
projection screen and are often construed as shouting.

e Avoid italics; they’re hard to read.

Important! Keep in mind that the most important thing in your presentation is
your content! You don’t want to detract from your message’s
importance by overusing formatting effects or being too wordy.
Again, use a visual, or other media, whenever possible.

10



Exercise — Insert Text

. ) Title
Click to add title Placeholder

Click to add subtitle

Subtitle
Placeholder

A

Enter the text for your Title slide. Your title slide may look different than mine
depending on the Theme you applied.

Click in the “Click to add Title” placeholder and enter: Technology Training Services.
Click in the “Click to add subtitle” placeholder and enter Maricopa Community Colleges.
Press Enter and type District Office.

Press Enter and type Your Name

o ~ w npoE

Press Enter and type 2008-2009.

Technology Training Services
Maricopa Community Colleges

Criserict Office

Paula Conners

20:08- 2009

11



Add Slides

What is a Slide?

Home Tab
Slides Gallery

Add a New Slide
=]

Mew
Slide =

New Slide

Slide Content

A PowerPoint presentation is comprised of individual slides. Each slide
should deliver one main idea. Your information may consist of content
and media. Slides can be added, deleted, re-sequenced, and reformatted.

The Slides Gallery is on the Home Tab.

7
- @Iﬂsen Design Animations Slide Show Review  View Format

- = = —_— A, - i
5 J .JLayout ansansgoc- [+ [0 B B t.EIE'I“‘“ ﬂu |]_| L shapeFill # Find
g Reset = - E_/’Shape Qutline ~ | 2 Replace =

Paste New 8§ . LA -|I== =R Shapes Arrange Quick
J | slider 3 Delete BIU&S§ S a4 EE E * Styles~ = ShapeEffects™ | g Select ~

(Clipboard M Slides Font [ Faragraph [ Drawing [ Editing

There are various ways to add new slides to your presentation:

e Onthe Home Tab, in the Slides Gallery, click New Slide.

e On the Slide tab, in the thumbnail pane on the left of the screen,
select the slide that the new slide will follow, and press Enter.

e Press Control + M on the keyboard.

Note: A new slide follows the current slide.

Click to add title

» Click to add text

The Content Slides contain icons for the different types of content you can
add. To insert content to your slide, click on the respective content icon.
Once you do that, you’ll need to locate and insert your information.

Table

Picture ClipArt Media Clip

Chart SmartArt Graphic

12




Exercise — Add a New Slide

Add a new slide to your presentation with bullet text items.

1. On the Home tab, in the Slides Gallery, click the New Slide button. Or press Ctrl+M.
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e A slide with the Title and Content layout is inserted.

Click to add title

» Click to add text

2. Click in the “Click to add title” placeholder and type: Training Services Mission.
3. Click in the “Click to add text” content placeholder, and type the following text:
Deliver technology training. (Press Enter twice.)
Develop end-user materials. (Press Enter twice.)
Provide post-training help and support.

e Your slide should look like something like this:

Training Services Mission

o-————-——— e —O)

» Develop end-user materials.

* Provide post-training help and supportl i

4. Click the Save icon in the Quick Access toolbar.

13




Add Duplicate Slides

Duplicate Slides There may be times when it is easier and more time efficient to
duplicate slides rather than inserting blank new ones.

1. Inthe Slides pane on the left, select one or more slides to
duplicate.

2. On the Home tab, in the Slides Gallery, click and hold on New
Slide.

3. Select Duplicate Selected Slides.

Insert Design Animations Slide Show

J = Layout ~ e
=53 gReset
ard M Solstice

Title Slide Title and Content Section Header
] ]
Twao Content Comparison Title Only

Elank Content with Picture with
Caption Caption

< 2] Duplicate Selected Slidgs
0= Slides from Outline...

=] PReuse Slides...

e The new, duplicate slides are entered into your presentation behind
the original slides.

4. Save your presentation.

14



Exercise — Add Duplicate Slides

Duplicate the two slides you have so far.
1. Inthe Slides pane on the left, select one or more slides to duplicate.
o Shift+Click to select multiple slides.
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- dEF L
Slide Training Services Mission
Pane

» Deliver technology training.
= Develop end-user materials.

= Provide post-training help and support.

| Click b aad notes
e 2ofF | Seishine o

BRSO

2. On the Home tab, in the Slides Gallery, click and hold on New Slide, and select
Duplicate Selected Slides.

=y
:—::) Home ) Insert Design Animations Shde Show Review Wiew Developer
ki o e | === = 11 & = L% Shape Fill - 2
| NJ Reset " A ”_)I I: ___”: .-_F_lm_tj @ l-a o I shape Outiine - || 4,
Sli;:, 1 Delete B ke B M| A-f| [E 5SS (| g, || Shames Amange 3;,'!.?‘. ) Shape Effects = || [3
L Larw LD o
L Tehecio ¥
Ea‘;; Tithe Slide Section Header N . . . .
- __pining Services Mission
—— Deliver technology training.
,:: Two Content camparimn - T:lleonly
_|Pevelop end-user materials.
E3E Coptent it pawe v rovide post-training help and support.
2] Duplicate Selected Slides
= (3 e ..
‘=l | Beuse Slides..,

The new, duplicated slides are entered into your presentation behind the original slides.
3. Save your presentation.
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Delete Slides

Delete Slides

Select Slide First!
Normal Vi

Home Tab

Slide Sorter View

(mm]
oo

Caution!

Undo/Redo

There are a few ways to delete a slide from your presentation.
Keep in mind that the current slide is the slide that is deleted.

Always select your slide first.
In Normal View, in the Slide pane, select the slide, and press Delete.

)

oo

L)

sert  Design  Animations  SlideShow  Review  View  Developer e
&y

In
IJ 55 Layout ~ # Find
New

(S|
4 Reset. v H e || %, Replace -

B 7 Uk & 2 Ar| A

Home
4
]
7’

Faste

Slide - % Delete
Clipboara sues Font

H9-0ESY LG
| Sides - Qutine x|

I selea~
Editing

Slides

Technology Training Services
Maricopa Community Colleges

District Office

Paula Connors

2008-2009

On the Home tab, in the Slides Gallery, click the Delete button.
Be aware of the selected slide. That’s the one that will be deleted.
‘%—hy‘ Hu;b Insert Design Animations Slide Show Review View Format —
R ICSES e = |5 @
paste Jew (B 7 U s - || 21apes Amange Qe ) shape etrects + || [y select -
In Slide Sorter View, select the slide, and press the Delete key.
When deleting slides, PowerPoint does not give you any warnings!
The slide is simply gone! However, IF you haven’t saved, you can undo.
You can use the Undo/Redo buttons to get rid of, or repeat, a previous
action before you save the presentation.
FIONOFERETEE
Undo Redo
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Exercise — Delete Slides

Delete the slides you duplicated.
1. Inthe Slide pane on the left, select the slides, and press Delete.

=) =
Home | Inse  Design  Animations  SiideShow  Review  View  Developer |
=TI’} |55 Layout ~ FaC 1A shape Fill A Fina
B .. ~ | - || = o
e 2| o Syt ¢ " 7 snape Outiine - || %, Replace =
aste ew & A 5 o nge Cuick ;
e 7| i o | [BUE T s &S Aa [ \” E= = | | e e s ShapeErtects + || |3 Setect=
Clipboara Suges Font 5 Drawing 5| Emuag

HY-0lI3Y A&+
[swm (oime ]

" Technology Training Services
Maricopa Community Colleges
District Office
Paula Connors
2008-2009

2. Click the Save icon in the Quick Access Toolbar.
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Change Slide Layout

Slide Layout

= Layout -

Home Tab -
Slide Gallery

The slide layout is the structure of the slide. The layout determines the
type of content the slide can contain and how the content is viewed.
When you add a new slide, the layout is the same as the previous slide.
The default slide after a Title slide is Title and Content.

When adding a new slide, you can select its layout. You can also
change a slide layout at any time.

If you’re adding a New Slide using the Home tab, click and hold the
New Slide button and select a slide layout.

Layout Button

=] Layout -

= =
- Qome Insert  Design  Animations  SlideShow  Review  View Format @
=1 % =) Layout - oo ~ ) 1 Shape Fill - Find
B |5 tavau Gill sans MT (Boc ~ |32~ | A" a7|| 2% || | DpEE 44 Fin
) | Reset = [ Shape Outline ~ | 4} Replace ~
Mew 8 AV ax-|[A - rrange Quick
I siide - Pl Delete e o i e = AarllA ~ Syles~ =) ShapeEffects~ | ¢ Select -
lclipboard = ides Font Drawing || Editing

J 5= Layout - e
l“‘_;] Reset E— = I
SI;:;;vv 4 Delete B 7 U abe 8§ 2V- Ay \
Sol

Title Slide

Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption
iZ] Duplicate Selected Slides
05 Slides from Qutline...
=] | Reuse Slides...

To change the slide layout at any time:
1. Select the slide.

2. Onthe Home Tab, in the Slides Gallery, click the Layout button, and
select a different slide layout.

You’ll see the same layouts as you do in the New Slide button.
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Exercise — Change the Slide Layout

Add a new slide like the one below. The new slide will have a different layout — a two
column content layout. Add the text in its respective column.

Training Classes Available

+» Office Suite * Admin Systems
> Access > CFS
> Excel - HRMS
> Word > Calendar

1. On the Home tab, in the Slides gallery, click and hold the New Slide button.

=)
,Qme )lnsert Design  Animations  Slide Show  Revie

@

B [Fltayout = o o~ |32 - |[& &7|[@ - ’T‘V D—I‘l! = <4 shape Fill - 4 Fing
] P= Reset [~ ~#" [ Shape Outline ~ || 33, Replace ~
Paste HNew AV pl- E Shapes Arrange Quick
- V4 lide = Delete B 7 U S T Aa ﬁ ~ .p vg 2 ~ =/ Shape Effects ~ Select =
Styles %
lclipboard = Jides Font o Drawing 7] Editing

2. For the Slide Layout, select Two Content:

Sol;ﬂ%e
i |
Title Slide Title and Content Section Header
. - —
Two Content /Comparlson " Title Only

Elank Content with Picture with
Caption Caption

The new slide displays.
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Exercise — Slide Layout Continued

Click to add title

s Click to add text s Click to add text

3. Click in the title placeholder and enter: Training Classes Available.

4. Click in the respective columns, and type in the following text:

Office Suite Admin Systems

(Tab) Access (Tab) CFS
Excel HRMS
Word Calendar

e Your end result should look close to this:

Training Classes Available

» Office Suite * Admin Systems
- Access = CFS
> Excel > HRMS
> Word 0 Calendaﬂ

———————————————————————————

5. Click the Save icon on the Quick Access Toolbar.
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Slide Views

Slide Views

Normal View

Slides Tab

I Slides [ Outline x
Outline Tab

I slides [_Outline x

Slide Sorter View

oo
[=]=]

Slide Show View

=

Notes Page View

Views Toolbar

EEE

View Tab

You can work in PowerPoint in different views. The view you choose
depends on your purpose and preference. The viewing options include
Normal View, Slide Sorter View, Slide Show View, and Note Page View.

By default, PowerPoint opens in Normal View. Normal View is also
known as the “Slide” view. On the left is the task pane that contains
the Slides tab and the Outline tab. To the right of the task pane is the
slide working area. At the bottom of the slide is the notes thumbnail
pane which is used for typing presentation notes.

In the task pane on the left, the Slide tab displays thumbnails of each
slide. Use the Slide tab to select, add, delete, and rearrange slides.
Included in this view is the option to toggle to the Outline tab.

In the task pane on the left, the Outline tab displays the editable text
(not the graphical text) of each slide. The Outline tab is a text-based
view where you can work on your presentation in outline form. Use
the Outline tab to move content, insert and format text, and move
slides. Included in this view is the option to toggle to the Slide tab.

Slide Sorter View displays your entire presentation in slide miniatures.
In this view, you can rearrange the slide order or edit the transitions
between slides. Transitions are discussed in more detail later.

Slide Show View is your “presentation” view. It shows the slides full-
screen on your computer. This feature is also used to preview and test
your presentation. In this view, you can advance slides by clicking the
left-mouse button or pressing any key on the keyboard. You can exit
the slide show by pressing the Escape key.

Notes Page View displays your slide and presentation notes in a print
layout. You can add, edit, and view notes for any or all of your slides.
Use the Zoom feature on the View tab to enlarge your notes area. You
cannot work on slides in Notes View — only on your notes. The Notes
View is not available from the Views Toolbar.

You can change views by clicking on the corresponding button in the
Views toolbar in the bottom right of the screen.

All the views are in the View Tab, in the Presentation Views gallery.

T )
- Home Insert Dresign Animations Slide Show Review

= —1t i - T
Elll=E] Ruler &) A color
) =[] —{F) . 2 |

= Gridlines = Grayscale
Mormal| Slide Motes Slide Slide Handout Motes Zoom Fitto

Sorter Page Show | Master Master Master Window || il Pure Black and White

Show/Hide Zoom

Color/Grayscale

Presentation Views
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Slides
and
Outline
Tabs

Exercise — View Different Slide Views

Training Classes Available

» Office Suite ¢ Admin Systems
> CFs
> HRMS
> Calendar

° Access

= Excel
= Word

Views Toolbar

‘ Click to add notes
Slide30f3 | “Solstice” | (ﬁ |

So far, you have been working in Normal View. Try different slide views.

Outline

=

In the task pane on the left of the screen, click on the Outline tab

2. Inthe task pane on the left of the screen, click on the Slides tab ' Slides .

3. On the Views toolbar, in the bottom right of the screen, click the Slide Sorter View .

4. On the Views toolbar, in the bottom right of the screen, click the Slide Show View .

5. Click the mouse, or press the down arrow, until you get to your last slide.

e You are back in Normal View .

6. Make sure you are on your last slide.
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SmartArt, WordArt, and Shapes

SmartArt

WordArt

4

WordArt

Shapes

Shapes

Graphics not Text

Important!

SmartArt Graphics let you visually represent a variety of concepts and
ideas — whether it’s to better represent your concept or to add some
visual appeal to your content.

. Add new slide: Home Tab > Slide Gallery > New Slide > Blank or Title.
Insert Tab > Illustrations Gallery > SmartArt.

Select a Category. (Select All to see all the SmartArt graphics.)

1
2
3
4. Select a SmartArt graphic and read its description.
5. Click OK to insert it.

6

. Add text to your graphic.

WordArt is used to insert decorative text.

Add a new slide: Home Tab > Slide Gallery > New Slide > Blank.
Insert Tab > Text Gallery > WordArt.
Select a text format.

Enter your text.

o &~ 0D P

To make formatting changes, select the text and on the Home tab, apply
options from the Font gallery.

Shapes can be added to emphasize certain aspects of your content.
Shapes include rectangles, circles, arrows lines, flowchart shapes,
stars, equation symbols, action buttons, and callouts.

1. Insert Tab > Illustrations Gallery > Shapes.

2. Select a shape. (Your mouse is now a drawing tool.)

3. Press, drag, and release your mouse to draw the shape.

4. To add text, right-click on the graphic and select Edit Text.

5. Enter your text.

6. Format your shape with the options on the contextual Drawing Tools tab.

When text is inserted in a WordArt or in a shape, it is considered a
graphic and not text. The text will not show up in the Outline tab.

Keep in mind that your content and your message are the most important
aspects of your presentation. Any graphics or images should enhance
your message — not take away from it!
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Examples of SmartArt, WordArt, and Shapes

SmartArt:

Technology Training Services

.Support

.Materials

.Training

WordArt:

Questions
2na
ANSWErs

Shape:

Training Classes Available

¢« Office Suite ¢ Admin Systems
> Access = CFS
> Excel = HRMS
= Word = Calendar

[Free to all employees!] <
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Exercise — Insert a SmartArt Graphic with Text

Insert a SmartArt graphic to replace our current “Mission” slide. Bullets are boring!
1. Add anew slide: Home Tab > Slide Gallery > New Slide (hold it a bit) > Title Only.

—.'j/ Home Insert Design Animations Slide Show Raview Views Developer
= & =] Layout - - A |1 e i ] ) o 3 Shape Fill #Hi
B 2 | B Reset . | o =) Ul (= L/ shape Out -
Paste 9 SINH::\.' Y Deiete B 7 U b @28 A== = =88] Shapes Arange L : ks
Clipboard & o J Paragragh Drawing Ed|
d q i arvaserasd
Slides "l Dut]
Title Siide Title and Content  Section Hegder .
ining Classes Available
- "
ice Suite « Admin Systems
:::T Two Cantent ."Cu.;n;a.n.ns.n.)n Title Only Access - CFS
Excel HRMS
‘|| Word = Calendar
Elank Lt Contentwith  Picture with
Caption Caption
%] Duplicate Selected Slides
5] slides from Outfine..,
5 Reuse Slides..
The new Title Only slide displays:
Click to add title
2. Insert Tab > lllustrations Gallery > SmartArt [Smartart|.
Ty
Home Q'_ert) Design Animations Shde Show Review View Developer
ElE ] ) . =t = o)
DJEE P20 @ L 24300 8
Table Pictwre Clip  Photo Shapel Smartart |Chart | pernk Actian Text Header Worddrt Dake  Shide Symool Object | Mowie Sound
" At Album - = Box & Foaker - & Time MNumber o =
Tables Hlustrations Liniks Text Media Clips

The SmartArt Graphic window displays.
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Exercise — SmartArt Graphic Continued

Choose a SmartArt Graphic

Huerarchy
Relationship

SE PG LN

=
Matrix
TERTR L -
) Use to show non-sequential or grouped
‘ J biodks of nformaton. Maxmizes both
U harizontal and vertical display space for
] shapes,

Pyramid

I

[ o« || comen |

3. Inthe left pane, click on the Process category.

4. Scroll down a bit and select the upward arrow and read its description.

Choose a SmartArt Graphic

sin Herarchy
g4 Relationship
&

/-

4 Matriv
1 . d Upward Arrow
— = Use to show 3 progression or steps that . .
trend upseard in a task, proceseg
vrrkfiow, Bisch of Bt Bret five bnes of Descrlptlon

Lewel L text correspends to a point on
the anmow. Works best with minimal text.
Unused text does not appear . but
remains availsble if you switch layouts.

|

[ o || comen |

5. Click OK to insert it.
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Exercise — SmartArt Continued

Click to add title

= .|_Text]
[Text]

TText]II'

In the Title placeholder, enter Technology Training Services.
In the SmartArt graphic, in the first text box (the bottom one), enter Training.

In the second text box (the middle one), enter Materials.

© © N o

In the third text box (the top one), enter Support.

10. Enlarge the graphic to cover your entire slide by clicking and dragging its lower right
corner downward and to the right.

Technology Training Services

.Support

.Materials

'Training

11. Save your presentation.
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Exercise —

Insert WordArt

Add a new “Questions and Answer” slide with WordArt

1. Add anew slide: Home Tab > Slide Gallery >New Slide (hold it a bit) > Blank.

2.

Insert Tab > Text Gallery > WordArt [WerdArt ],

4

=" 1

Table Ficture  Clip
- Art

Tables

]
Fj Home nsert

Design Animations Shide Show Review View Developer

) B3 () Pl @ A 214 [E & Q&

Pnoto Shapes SmartArt Chart k Act Text Header |Wordart | Date  Shide Object
Album - = Eox & Footer = Time Mumber
Hlustrations Liniks Text

2

Maowie Sound

Media Clips

The WordArt options display:

(S8
Al 5 |
MordArt| Date  Slide L
- -\éc‘me HumBer
g

A
A

A\

A A A
A A A

AA

w) & ¢

Object Movie Sour

> T f.l’-

A

A
A

Select a text format. It’s inserted into your slide:
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Exercise — WordArt Continued

4. Enter the text “Questions and Answers”.

]

—

Questions
 And

bt

5. Make any formatting changes. First, select the text.

Home Tab > Font Gallery > Font Size. (I picked 96.)

6. Click in the middle of your WordArt and reposition it on the slide.

e

Ana

7. Save your presentation.
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Exercise — Insert a Shape with Text

Insert a Shape, then add text and color to it.

1. On the task pane, click on Slide 3 — Training Classes Available

Training Classes Available

» Office Suite » Admin Systems
> Access > CFS
> Excel > HRMS
> Word > Calendar

2. Insert Tab > Illustrations Gallery >Shapes.
f-]‘} Home @ Dresign Animations Slide Show Review View
.—JBJ = 1 G ] A 3
| o) B Y2 « ASINIS|
Table Ficture Clip Photo |Shapes [SmartArt Chart Hyperlink Action Text Header W
4 Art Album ~ ~ Box & Footer
Tables Illustrations Links
The shapes display:
=R IR
Shapes|SmartArt Chart i

RNJ%)‘ Used Shapes

ZI“*. -._\':I: ':ﬁ—l_—l_,,l-:}'\/r_l
L IRAS RS
Limes

-.__‘. % T

- =
w

]
L INAY
W = - e e - L3

Rectangles
[ (& & & (& (3 [E 6 E]
Basic Shapes
EoAMROLCT OO E
@GOOOr ks
O0@PHO RO
I 0 4 %

Block Arrows

.y T e
AT

3. Select a shape.

e Your mouse is now a drawing tool.
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Exercise — Shape Continued

4. To draw the shape, press and drag in a downward-right stroke, and release your mouse.

Training Classes Available

« Office Suite » Admin Systems
- Access = CFS
Excel HRMS
- Word = Calendar

L} L

5. To add text, right-click on the graphic and select Edit Text.

Training Classes Available

& | Cut
153 | Copy
» Office Suite B e
Access @>
> Excel - )

13 | Bring to Fiont

Word 4| Sendto Batk ¥
& | Hyperink...

Save as Picture...

Set as Default Shape
¥l size ana Postion..,

3;. Farmat Shape...

GillSans = |18 = | A% a7
B EEEA-

O— il K?

6. Enter “Free to all employees!”
7. Format your shape with the options on the contextual Drawing Tools tab.

ClassPresentation - Microsoft PowerPoint Drawing Toals
sign Animations Slide Show Review View Format |

& Shape Fill » A - || £3 Bring to Front ~ |2 Align ~

- 0=3
Abc | = L shape Outline - A j\l # & - || By sendtoBack - [F] Group
— I\ r

T | i Shape Effects = = % Selection Pane Sy Rotate -
Shape Styles (P Wordart Styles (F] Arrange

A4

8. Save your presentation.
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Images and File Formats
_____________________________________________________________________________________________________________________________|

Pictures vs Text

Digital Pictures
||

Copyright©

File Formats

Insert Options

Relevant pictures, images, and clip art are a great way to enhance your
content. People are naturally drawn to images. When a picture
conveys your message better than words, use it!

A digital picture can be an image you have on a digital camera or on a
cell phone, or an image you have scanned and saved on your computer
or a flash drive, or an image you have downloaded from the Internet.
Digital images are usually saved in a JPG format and are larger file
sizes than clip art and drawings.

When downloading images from the Internet, or obtaining them from
another source, be mindful of copyright compliance.

When importing images, artwork or other visuals, make sure
PowerPoint supports the file format. These formats are supported:

File Extension File Format
Jpg Joint Photographic Experts Group
.gif Graphics Interchange Format
.png Portable Network Graphics
.bmp, dip, .rle Windows Bitmap
.emf Enhanced Metafile
wmf Windows Metafile Graphics
.cgm Computer Graphics Metafile
.pct Macintosh PICT
tif Tagged Image File Format
vml Vector Markup Language

Images and Clip Art are inserted from the Insert tab or straight from
the content placeholder on a content slide. Your slide layout must be a
Content slide.

Home Insert Design Animations
Ellgl T3 :
a5 | 8 Y 72D nll

Picture|| Clip Photo Shapes SmartArt Chart
At |Album ~ v ]
INustrations .
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Insert Images

Insert Image

Picture Tools
Contextual Tab

Picture Galleries

1. Newslide: Home Tab > Slides Gallery > New Slide > Content.

2. Click on the Picture icon in the content placeholder.

&

Or: Insert Tab > Illustrations Gallery >Picture.

Home @ Dresign Animations

els T 2 :
oflB0 B (Y 22
Picture| Clip Photo Shapes SmartArt Chart
At Album~- -

Illustrations .

3. Inthe Look In field, click the down arrow to locate your picture.

4. Double-click your picture to insert it.
5. Save your presentation.

When you insert a picture, the Picture Tools contextual tab displays.
This tab contains features and editing options specifically for pictures.
This tab only displays when you have a picture selected.

(= -GS ¢ ClassPresentation - Microsoft PowerPoint Picture Tools -

—' " Home Insert Design Animations Slide Show Review Wiew ormal

% Brightness = 1 Compress Pictures [P Picture Shape ~ | €J Bring to Front = |2+
s = — &

w— - “— _E;Js.sz‘

~ [ Picture Border - || B3 Send to Back ~  [27
= oo =
Crop 1683

(D Contrast~ Bl Change Picture
g Recolor = %1 Reset Picture T O Picture Effects - || By Selection Pane Sk~
Adjust =) C Arman ge )

The Picture Tools Galleries include:

e Adjust: includes several photo editing options.

e Picture Styles: includes frames, borders, and effects.

e Arrange: includes options for the order of your pictures.

e Size: includes cropping and sizing options.
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Exercise — Insert a Picture

Insert a new “Meet the Trainers” slide and insert a staff picture.

1. Onyour slide pane on the left, click on your last slide (Questions & Answers).
2. Add anew slide: Home Tab >Slides Gallery > New Slide > Title and Content.
3. Click in the Title placeholder and enter “Meet the Trainers!”
4

Click in the Content placeholder and click on the Insert Picture icon.

-

The Insert Picture window displays. You have to locate and select your picture.

Ye-a xum-

Em

In the Look In pane on the left, click My Documents.
On the right side, double-click on the PowerPoint folder.
7. Double-click on the Staff photo.

Meet the Trainers!

8. Save your presentation.
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Images — Photo Editing

Photo Editing

Select First!
Picture Tools

Contextual
Format Tab

Galleries

Editing Features

Picture Options

Picture Styles
Live Preview

PowerPoint 2007 includes some limited photo editing features for the
most common photo edits. Having these options available in
PowerPoint makes it so much easier and convenient to work on your
images right in your presentation without having to work in a different
photo application!

Before you can work on your image, it needs to be selected!

The picture commands, including the editing options, are all found in
the contextual Format tab.

Note: You must click the Picture Tools tab to access the contextual
Format tab that contains the photo editing options.

Do)\ 2" O BHE ) - ClassPresentation - Microsoft PowerPoint
) )

-

& Brightness ~

(» Contrast ~
Gpg Recalor ~

Home

Insert Design Animations Slide Show Review View

H e Pict [y Picture Shape = | £ Bring to Front = |2~ T oe
3 compress Pictures (p Picture Shape 3 Bring to Front = |2 [J. <] 562

— = S S —
B3 Change Picture ]| | el el el - gl - 2 Ficture Border~ | By SendtoBack - L] =+

Crop 1683

g Reset Picture | b Picture Effects - || By Selection Pane Sk~
Adjust Picture Styles & Arrange

The Galleries include: Adjust, Picture Styles, Arrange, and Size.

The editing features found in these galleries include crop, resize, order,
brightness, contrast, recolor, compression, borders, effects and shapes.

Some options in the Adjust Gallery make working with pictures easy!

e Compress Picture — reduces a picture’s size without changing it.

e Change Picture — changes or replaces the current picture with a
different picture while keeping the formatting and size of the
current picture.

e Reset Picture — discards any formatting changes that have been
applied and restores your original picture.

Live Preview shows you how picture styles (frames) will look in your
presentation before you actually apply them. Roll your mouse over
different picture styles to see how they will look in your presentation.
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Exercise — Edit a Digital Image

Make some changes to your staff picture and add a color picture frame.

1. Select the “Meet the Trainers” slide.

Meet the Trainers!

2. Click on the staff picture.

e The contextual Picture Tools tab displays above the contextual Format Tab.
COTITOTSFTESEME0OT - WICTOS0TT FOWEr FomT \_ FITOrE Toan ) =

o " =
/j Hame Insert Design Animations Slide Show Reviewr Wimw Developer Format LY

# Brightness = 13 Compress Pitures [ Picture Shape = || G Bring to Front =[S~

— — —] —_ — = L T sas
(B Contrast = I Change Picture d ] ‘ ‘ d =| & Picture Border = || B Sendto Back »  [F]

- orop (4|7
f}_ﬁkf.‘n or= ‘I‘j Reset Picture = = Picture Effects ~ || &y Selection Pane Sk~ s

Adjust Picture Styles T Arrange Size ]

3. Click the Picture Tools tab to display the picture editing options.
e Crop the excess “stuff” out of the picture.

4. On the Picture Tools Format tab, in the Size Gallery, click the Crop tool.

| m ] CONMTOTSPTESEMETOT - INICTOSOTT PROWETr POt FITTOTE TOOTS -
= -
Hame Inzert Design Animations Slide Show Review View Developer Format
# Brightness = 1, Compress Pictures — — —] — = [ Picture Shape = . | (G Bring to Front = |3 i /s.25
— ad =
() Contrast = F‘- Change Picture |d | d ‘ ; ‘ d = |£ Picture Border = || Bl Send to Back = [7]
o . N erdp — -
B Recolor= g Reset Picture ™| ' Picture Effects = || &y Selection Pane Sk~ |l
1 ] T <k
Adjust Picture Styles I Arrange !

5. Using the dark crop handles on the picture, drag the picture borders in to crop off what
you don’t want.
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Exercise — Edit a Digital Image

Meet the Trainers!

6. To get rid of the crop tool, click anywhere outside the picture.
e Enlarge the new version of the picture to fill most of the slide.
7. Click on the picture. Press and drag the corner handles to enlarge it.

8. Move the picture: Click in the middle of the picture and drag it to the middle of the slide.

9. Add a picture frame: Picture Tools Format Tab > Picture Styles > More Button.

Animations Slide Show Review View | Format

— 4:? Picture Shape ~

-,d - - ‘ ﬂ L& Picture Border ~
Picture Effects =

[
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Exercise — Edit Image Continued

ol i i ol o
DR EoE=E]
[ = = = =
N
Y~ f-

10. Roll-over different Picture Styles to preview them. Click on one to apply it.

Meet the Trainers!

e Select a color for your border.

11. Picture Tools Format Tab > Styles Gallery > Picture Border.

PFicture Tools
| Formak
[ Picture Shape = || gy Bring 1
| Picture Border| | 2 Send t
Theme Colors

EShndard Colars
u EEEER

He Outlineg

2 More Qutling Colors..

= Wright r

Dashes
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Exercise — Edit Image Continued

e Compress your picture.
12. Make sure your picture is still selected.

13. Picture Tools Format Tab > Adjust Gallery > Compress Pictures.

Dn \ TOTITOTSFTESENETOT - WICTOSOTT FOWeT Fomit FITTOTE TOOTS
- [ Format |
Hame  Insert Design  Animations  Slide Show  Review  View Developer Format
# Brightness goe= | ¥ Picture Shape - || 10 Bring to Front - [~ V| s
R = A
¢} Contrast - d =| 2 Picture Border - || B4 Send to Back + ] _ i
— " Crap ="
g Recolor~ g Reset Picture %| D Picture Effects = || By Selection Pane Sk~ el
Adijust Ficturs Styles (5 Arrange Size

| options... | [ ok ] [ canesl |

14. In the dialog box, click options and view your choices.

Compression Settings |E|E|

Campression cotions:
[#] automaticaly perform basic compression on save
[#] Delete cropped areas of piclures
Target output:
{_:J Print {220 ppi): excelent quality on most printers and soreens
) Screen (150 ppi): good for Wb pages and projeciors
() E-mail (5% ppi): minmize document size for sharing

o J Cema )

15. Keep the default options by clicking OK, then click OK again.

Meet the Trainers!

16. Click the Save icon in the Quick Access Toolbar.
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Insert Clip Art

Insert Clip Art
el
&

Clip Art is another way of providing visual ques of your topic to your
audience. Clip Art consists of drawings that don’t take up a lot of file
space. Microsoft has lots of free Clip Art in the Clip Art Organizer.

1. Insertanew slide: Home Tab > Slides Gallery > New Slide.

N

Click on the Clip Art icon in the content placeholder:

@

3. Or: Insert Tab > Illustrations Gallery > Clip Art.

Home @ Dresign Animations
Elgl =H :
| | B8 | S8 (P 2 il

Picture| Clip Photo Shapes SmartArt Chart
At |Album~ -

Illustrations .

e The Clip Art pane displays on the right.

Clip Art v
Search for:
Search in:
Al collections v
Results should be:
Selected media File bypes A

4. In the Search For field, enter your search criteria and press Enter.

e All the found ClipArt displays.

Click on a drawing to insert it into your presentation.

To move the clip art, press and drag it to the new location.

To resize clip art, click on it, press and drag a selection handle in or out.
Close the ClipArt pane.

© o N o O

Save your presentation.
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Exercise — Insert ClipArt

Insert Clip Art on an existing slide.

1. Inthe Slide pane on the left, click the Questions and Answers slide.

Questions
And
ANSWErs

2. Insert Tab > Illustrations Gallery > Clip Art.
e The Clip Art pane displays on the right:

W90 BET A
o Ee, x|

e
Selecked media file bypes L

Questions
Anal
AANSWErs

i
3. In the Search For field, type “question mark” and press Enter.
o All the found clip art displays.
Click on a question mark drawing to insert it into your slide.
To resize the clip art, click on it, and press and drag a selection handle in or out.
To move the question mark clip art, press and drag it to the new location.

Close the ClipArt pane.

© N o o &

Save your presentation.
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Exercise — Insert ClipArt

Add clip art to the “Training Classes Available” slide. The clip art will help distinguish
between the two types of training classes offered: Office Suite (Desktop Productivity)
and our Maricopa Administrative Systems. See slide below:

Training Classes Available

» Office Suite + Admin Systems
Access CFs
- Excel - HRMS
Word Calendar

1. Inthe Slide pane on the left, select the Training Classes Available slide.

Training Classes Available

» Office Suite » Admin Systems
= Access - CFS
Excel HRMS
= Word » Calendar

Free to all employeas!

2. Delete the “Free to all employees” shape: Click on it and press Delete.
3. Click in front of Office Suite and press Enter 3 times.

4. Click in front of Administrative Systems and press Enter 3 times.

5

Click in column one again — Office Suite.
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Exercise — ClipArt Continued

6. Insert Tab > Illustrations Gallery > Clip Art.

- , ik (=]
Training Classes Available st
Al collections - -

o 5 Resutsshoddber < C“p Art Task Pane
i f Selectedmedafletypes 1w
| | ;
| i mrelEre
! ! A | |
i » Office Suite i+ Admin Systems :|\ o .|\ —
¢ Access .E. CFS
- Excel : HRMS -
Lo Word E * Calendar ;&é ;&;
! !
i 0| wh
4 ! 8 ;&]— I

S
%| (8] Organize dps...

“Bs Cln et oo OFfirs Onine

7. Inthe Clip Art Pane on the right, in the Search for field, erase question mark and type desk.
8. Scroll down a bit to see people working at their desks. Click on a graphic to insert it.

9. Resize and move the desk graphic above Office Suite.

Training Classes Available

al

= Office Suite = Admin Systems

= Access = CFS
Excel HRMS
= Word « Calendar

10. Now enter a Maricopa MCCD logo for the Administrative Systems.

11. Insert Tab > Illustrations Gallery > Picture > My Documents > PowerPoint 2007 > MCCDlogo.
12. Press and drag the MCCCD logo to the top of Admin Systems.

13. Close the Clip Art pane.

14. Save your presentation.
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Digital Video

Very Effective!

File Formats

Codecs

Can |l play a
video DVD?

Video Increases
File Size

Go for it!

Optimize

Video is a great way to bring people into your presentation! A video
allows your audience to see expressions, hear tone, laughter, sincerity,
and passion. The video makes everything more real and personal. It
connects your audience to your topic.

For example, a video of your college president discussing the
attributes of the college is much more effective than quotes on a slide.

The compatible video file formats for PowerPoint include: asf, avi, mpg,
mpeg, wmv. If you do not use one of these formats, your video will not
play. You will have to convert it to one of these formats using add-ins or
applications like the resources listed below. Conversion applies to Flash
videos as well since Flash videos do not play in PowerPoint.

Sometimes getting a video to play is as simple as having the right
codecs. A codec is software used to compress or decompress a digital
media file. When you play a digital media file, Windows Media Player
uses a codec to decompress the file. Codecs are used to create and
play nearly all music or video files on your computer or on Web sites.
Microsoft has free codecs for download on their site.

No. Itis not possible to play a digital clip from a video DVD in a
PowerPoint presentation. However, some third-party applications or
add-ins give you the ability to do this. You may want to check out
some of these resources to further research this: PPT Tools:
http://www.pptools.com/index.html; Uberdownloads:
http://www.uberdownloads.com/14585/details-mediacoder-universal-
media-transcoder.html; and PFCPro: http://www.playsforcertain.com/

When inserting video, be aware that the larger the video file, the
longer it will take to load, and the bigger your presentation will be.

Don’t let the size of your presentation limit media in your presentation!
Whenever possible, use images, videos, music, and sounds to relay
your information to your audience. Media makes your presentation so
much more interesting! Optimizing solves the size problem.

Optimizing is the process of compressing your presentation. It makes
your presentation smaller without changing any data or sacrificing
quality. Optimizing removes the “dead weight” from your
presentation. It reduces high resolution images down to size, and it
converts space-hogging pasted graphics and data to PowerPoint native
images. Be sure to optimize media-rich presentations - especially if
you’re going to distribute them or run them on the Internet.
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Video Continued

Optimize
Resources

Computer
Considerations

Content Layout

Insert Tab

Movie Tools
Toolbar

Insert a
Video

Some free optimize resources can be found at:
http://www.uberdownloads.com/list.php?match=Exact&search=Title&
active=1&string=optimize

Keep in mind that whenever you insert a video file into your
presentation, the file must always accompany the presentation in order
for it to play in your presentation. Save the video file in the same
folder as your presentation.

Video must be inserted into a Content Layout.

Video is inserted from the Insert Tab, on the Media Clips gallery.

—@/ Home @ Design Animations Slide Show Review View
TEEEr2 @ el HD 430098

Table Picture | Clip Photo Shapes SmartArt Chart Hyperlink Action Text Header WordArt Date Slide Symbol Object Maovie pound

Art |Album~ ¥ Box & Footer v & Time Mumber
Tables Hlustrations Links Text Media Clips

When you insert a video, a contextual Movie Tools toolbar displays.
This toolbar contains options for working with your video.

t?ta -3 .:,‘u HEE - ClassPresentation - Microsoft PowerPoint Picture Tools ( Movie Tools
) S
4 Home Insert Design Animations Slide Show Review View Format Options
D d 5\ (¥ Play Movie: | When Clicked ~ Loop Until Stopped 1 [
“ull i
Selection  Align 22 width: (333"
Pane -

= = .
e 2] Height: 2.5°
Hide During Show Rewind Movie After Playing |
Preview || Slide Show

Volume ~ Play Full Screen

Play Movie Options fa Arrange Size )

Add a new slide: Home Tab > Slides Gallery > New Slide > Content.
Insert Tab > Media Clips Gallery > Movie > Movie from File.

w np e

Locate your digital file on your computer.

Your video file must be saved in the same folder as your presentation.
Select the file and click OK.
Select the play option that works best for you in this presentation.

o &

Automatically — video will play as soon as the slide displays.

e When clicked — video won’t play until you click the video box on the slide.

Preview the video in Normal View by double-clicking on the video box.

Be sure to also test the video in Slide Show view. Remember to click on the

video box in Slide Show view if you chose “When clicked.”
8. Press the Esc key to exit the presentation and return to Normal View.
9. Save your presentation.
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Exercise — Insert a Video

Add a slide and insert a video of one of our students promoting the Maricopa Colleges
The video of our student impacts your audience like a slide with text can’t.

1. On the Slide pane on the left, click on your last slide (Meet the Trainers).

Meet the Trainers!

Slide & of 6 | “Solstice” | ¢

2. The first thing to do is add a new slide for the video:

Home Tab > Slides Gallery > New Slide > Title and Content Layout.

Click to add title

e text

Delete the Title placeholder: Click on its border and press delete.

Insert Tab > Media Clips Gallery > Movie > Movie from File.

L.
Home(| Insert ) Design Animations Slide Show

3| (=l

Tab\e Picture

Review View

AP aul @ L A3 4EO 098

Photo Shapes SmartArt Chart Hyperlink Action Text Header WordArt Date Slide Symbol Object
Album~ -

Box & Footer v & Time Mumber
Dlustrations Text

Crrp
Art

Movie |Sound
Tables

Links

Media Clips
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Exercise — Insert a Video Continued

5. In the My Documents, in the PowerPoint folder, double-click the “Rosa” file.

Lok © DassFies ¥ @-d XLm@-

o MyRecer | Ross
I pacuments

[} Deshzop
1My
S ocuments
3 'gmpute
Iy Mebwcrk.
“hiaces

File name:
Fles o DB ol Fles

(| Cance

o Before the video is inserted, you have to select Start options.

Microsoft Office PowerPoint

-
\14) How do wou want the movie ko start in the slide show?

Show Help ==

[ Automatically ] [ when Clicked ]

6. For the Start option, select Automatically so the video starts to play when this slide is displayed.

7. Resize the black video box to fit most of the slide.
8. To preview the video, double-click on it.

9. Test your video in Slide Show view: Click the Slide Show View in the lower right corner.
10. Press the Esc key when finished to return to Normal View.
11. Click Save in the Quick Access Toolbar.
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Digital Audio (Sound)

Audio Adding sound to your presentation can help convey your message
more effectively. You can add someone’s voice, music, special effects
sounds, and other types of audio to your presentation. Audio can be
added to one slide, to multiple slides, or to your entire presentation.

File Formats Compatible audio formats: aiff, au, mid, midi, mp3, wav, and wma.

Embedded Only wav sound files that are less than 100 KB can be embedded into
vs Linked your presentation — all other file types, and wav files bigger than 100
KB, are linked to your presentation. Once embedded, the .wav file
becomes part of your presentation.

Linked Linked audio files are files located somewhere on your computer that
Audio Files are inserted into your presentation, while maintaining a connection
between the audio file and your presentation.

Keep Files in When you insert a linked sound file, PowerPoint creates a link to the

Same Folder sound file’s current location. If you later move the sound file to a
different location, PowerPoint cannot find it when you want the file to
play. It is a good practice to copy the sounds into the same folder
as your presentation before you insert the sounds. PowerPoint
creates a link to the sound file and can find the sound file as long as
you keep it in the presentation folder, even if you move or copy the
folder to another computer.

Insert Tab Video is inserted from the Insert Tab, on the Media Clips gallery.

—@/ Home @ Design Animations Slide Show Review View
Mggm P24 @ Ll 83 4 BE Qs &9

Table Picture | Clip Photo Shapes SmartArt Chart Hyperlink Action Text Header WordArt Date Slide Symbol Object Movig Sound

Art |Album~ o~ Box & Footer v & Time Mumber
Tables Hlustrations Links Text Media Clips

Sound Tools When an audio file is inserted, PowerPoint displays a contextual
Toolbar Sound Tools toolbar. This toolbar contains options for working with
your audio.

Do) -0 HLT 7 ClassPresentation - Microsoft PowerPaint Picture Tools (( Sound Tools

,/ Home Insert Design Animations Slide Show Review View Format Options

[> “E"D'I] Hide During Show (Bl Play Sound: | Automatically - FJJ D—Ij Fjl‘\; |:_IJ 1 3] Height: 0.33°

Preview || Slide Show Loop Until Stopped | Max Sound File Size (KB): 100 = || Bringto Sendto Selection Align  Group Rotate | T3 width: 0337
Volume ~ Front~ Back~ Pane -

Play Sound Options (F] Arrange Size ]
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Sound Continued

Insert Sound

Audio Button
«,

Hide Audio
Button

1. If necessary, add a new slide, or select the slide to contain sound.
2. Insert Tab > Media Clips Gallery > Sound > Sound from File.
3. Locate your digital file on your computer.

Your audio file must be saved in the same folder as your presentation.
Select the file and click OK.
Select the play option that works best for you in this presentation.

AN

Automatically — the sound will play as soon as the slide displays.

e When clicked — the sound won’t play until you click on the sound icon
on the slide.

6. To preview the sound in Normal View, double-click on the sound icon
on the slide.

7. Be sure to also test the sound in Slide Show view. Remember to click
on the sound icon in Slide Show view if you chose “When clicked.”

8. Press the Esc key to exit the presentation and return to Normal View.

9. Save your presentation.

When you insert an audio file, a sound icon displays on your slide.
This icon is always displayed in Normal View. You can hide the sound
icon in Slide Show View so that your audience doesn’t see it.

Hide your sound icon only if you have set the sound to play
automatically. If the sound is set to play “when clicked”, and you
delete the sound icon, there won’t be a play trigger to play the sound!

1. Select the sound icon| ¥
2. On the Sounds Tools toolbar, click the Options tab.
3. Inthe Sounds Options gallery, click the Hide During Show checkbox.

[ENEEEEET: =B ClassPresentation - Microsoft PowerPoint Ficture Toolsf| Sound Tools
) —

Home Insert Design Animations Slide Show Review View Format Options

[> Em] | |:| P 5
gl Hide During Show | (B Play Sound: | Automaticall e 2|] Height: 033"
By [ e sumssvon] 2 ” B 2 5 e 0 Heis

Preview || Slide Show Loop Until Stopped < Max Sound File Size (KB): (100 & ||| Bring to Send'to Selection Align  Group Rotate | =1 width: [0.33°
Volume * Front~ Back~ Pane -

Play Sound Options e} Arrange Size &
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Exercise — Insert a Picture and a Sound File

Add a slide and insert a picture of our Chancellor. Then insert an audio file to accompany
the picture. The audio file is the Chancellor’s Welcome to Maricopa translated into Spanish.

1. The first thing to do is add a new slide for the picture and audio file:

Home Tab > Slides Gallery > New Slide > Title and Content Layout.
2. Click in the Title placeholder and enter “Chancellor Rufus Glasper”.

3. Click in the Content placeholder and click on the Insert Picture icon

Chancellor Rufus Glasper

-
. d@
Ry Sy | Wy ——

4. Locate the picture: My Documents > PowerPoint Folder > RufusGlasper

Chancellor Rufus Glasper
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Exercise — Insert Picture Continued

5. Crop and resize the picture: Picture Tools Tab > Size Gallery > Crop.

] COTTOTSPTES TR = WICTTS0TT FOwerFamT PRTLTE TH0TS =
- | ‘
Hame  Insert  Design  Animations  SlideShow  Review  View  Develop Format £
# Brigntness ~ J3[ Compress Pctures — = S e - | [ FicTOTE SFiape - || 1 Bning to Front - | ' 525"
() Contrast = Fy cn Picture |d | il | <l ; ‘ d =| [ Picture Border + || B Sendto Back + 1] — _
d _ . Top =3 7
g Recolor~ g Reset Picture =| 2D Picture Effects ~ || By Sele ane Sk~ el
Adjust Ricture Styles ng

6. Drag the left, middle handle to the right to crop off the excess orange space in the picture.

Chancellor Rufus Glasper

7. Click outside the picture to deselect the Crop option.

8. Resize the picture and move it to the center of the slide.

Chancellor Rufus Glasper

9. Compress the Picture: Click the picture: Picture Tools Tab > Adjust Gallery > Compress Picture.
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Exercise — Insert a Sound File
|

Now that the picture has been inserted, we’ll continue with inserting the sound file.

Chancellor Rufus Glasper

1. Insert Tab > Media Clips Gallery > Sound > Sound From File.

2. Locate the sound file: My Documents > PowerPoint Folder > ChancellorWelcomeSpanish.

Microsoft Office PowerPoint

1 J Howe do yow wank the sound to start n the shde show?

Show Help ==

| muvomasicaly | | when cliked |

3. Select Automatically so the audio starts to play when this slide is displayed.

Chancellor Rufus Glasper

There’s the sound icon.

To preview the sound, double-click on the sound icon.
Test the audio in Slide Show View.
Press the Esc key when finished to return to Normal View.

N o o &

Click on the Save icon in the Quick Access Toolbar.
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Insert a Table

Table

Media

Tables are used to organize and align information. They’re great for
presenting a mix of information in an organized fashion. Tables are
made up of cells in which vertical columns and horizontal rows meet.

Whenever possible, add relevant media such as images, movies,
sound, WordArt, or SmartArt in your tables.

For example, the following table describing flowers includes Clip Art,
WordArt, and bulleted text:

Column

e Fragrant

Row

Table Tools

Design

Classic
Fall

Rose -

Suntlower -

Gorgeous

Summer

e Sweet

Tulip -

e Spring

Beautiful

When a table is inserted, a contextual Table Tools toolbar displays.
The Table Tools include many table options having to do with the
structure, design, layout, and format of your table.

CEECET TR

Home  Insert  Design

ClassPresentation - Microsaft PowerPoint Table Toals -

el R

Eraser

® x

Animations  Slide Show  Review  View Design | Layout

EFEEER | === ——— — - - — & v A
= | EEEEE! ;
===== - 1R &~ || 1p
5 | EEEEE = Quick
s~
styl

— Draw
SSS5| = < - - Z Pen Color*  Taple

¥| Header Row First Column

Total Row Last Column

¥| Banded Rows Banded Calumns

Table Style Options

Table Styles J \Wordart sl & Draw Borders

On the Table Toolbar, on the Design tab, in the Table Styles gallery,
there are several different styles you can apply to your table. If you
roll-over the different styles, Live Preview shows you their effects.
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Tables Continued

Layout Tab

Columns and
Rows Gallery

Insert a Table

The Layout tab contains galleries that have to do with the table
columns, rows, and cells plus the cell text and table size.

D
A & nsert Below p i ‘
5\/\\2 /ﬁ ﬁ TI A nsert Left . Ij‘ illzs 2lEE

i erge Split | =1[333 Bkl e = RES Cell B
- |Gridiines + | above EBInsertRight || cons cens | ¥ S —[wemanvr.wargmsv Lock Aspedt Ratio H, Seledtion Pane

-G EHE ClassPresentation - Microsoft PowerPoint

esign Animations Slide Show Review  View

4]l Heignt: 7.5
£ Width: 107

Table Rows & Columns Merge Cell Size Alignment Table Size Arrange

There are many table options on the Table Tools Layout tab. Among
them are the options for working with the table columns and rows
found in the Columns and Rows gallery. These options include:
inserting and deleting rows and columns and deleting the entire table.

?( % lﬁ Insert Below
] Insert Left
Delete Insert
- Above O Insert Right
Rows & Columns

Add a new slide: Home Tab > Slides Gallery > New Slide > Blank.

Insert Tab > Tables Gallery > Table > Insert Table.

Insert Table @g|

Mumber of columns: |3

4x[|4r

Mumnber of rows: 3

I (]9 ][ Cancel ]

Enter the number of table columns and rows, press Enter or click OK.

Enlarge the table by clicking on its selection handles and pressing and
dragging outward.

If you want a different style, click the Design tab, and from the Tables
Styles gallery, select a style.

If you don’t want a style at all, select the No Style Table Grid

Enter your information.
You can insert images, media, text, WordArt, etc. into your table.

Click the Save icon in the Quick Access Toolbar.
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Exercise - Insert a Table

Insert a “Help Lines” slide. Instead of simply having a slide with bullet items listing
names and numbers, we’ll add a table that includes pictures of the trainers, their training
expertise, and their names and numbers. The end result will look like this:

Access Pamela
Excel Williams
Dreamweaver 18284
HRMS Heidi
Word Little
PhotoShop 18304
CFS Paula
Calendar Connors
PowerPoint 18289

A combination of elements was used on this slide: a table, images with a border added, and
WordArt with the names in a different color for emphasis. This table connects with your
audience way better than a text slide with bullets! Now your audience can put a face to a
name! They’ll “see” this trainer when they call for help. They will feel a connection to the
trainer even before they attend class!

1. Add anew slide: Home Tab > Slides Gallery > New Slide > Blank.
2. Insert the table: Insert Tab > Tables Gallery > Click Table > Insert Table.

Insert Table

Iumbsar of golumns: |3 =
Tumbsar of powees: |3 =

| o || comce |

3. Enter 3 columns and 3 rows, and press Enter.

60



Exercise - Insert a Table Continued
|

4. Enlarge and move the table to cover the entire slide:

5. If you want a different table style: Design tab > Tables Styles Gallery.

=)

o)

o Home Insert Design Animations Slide Show Review View Daveloper Layout L
¥| Header Row First Cohumn oooea | oooss Soosa Ssoos SSosa < - j —d

Tetal Row Last Calumn A FEEEE B PP R B 1 & Lok il = —

______________________________ Quick Draw rase
V| Banded Rows Banded Columns = - Styles ~ & Pen Caln Toblc
Tabile Style Options Tabile Styles dart Styl.. Barder

6. If you don’t want a style at all, select the No Style Table Grid

7. Enter Pam’s picture: Insert Tab > Picture > My Documents > PowerPoint 2007 > Pam.

e The picture is inserted in the middle of the table.
8. Click on the picture and press and drag it to the first cell in the table.
9. Resize the picture to fill most of the first cell. (Do not resize too much or it will get distorted!)

10. To make column one thinner, click on the column line and press and drag it left.
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Exercise - Insert a Table Continued

11.
12.

13.
14.

Notice the first column is now thinner and the middle column is wider.

Follow the same steps for Heidi’s picture.

Insert Tab > Picture > My Documents > PowerPoint 2007 > Heidi.

Move and resize Heidi’s picture to the second cell in column one.

Follow the same steps for Paula’s picture.

Insert Tab > Picture > My Documents > PowerPoint 2007 > Paula.

Add a border to each picture: Click on a picture: Picture Toolbar > Picture Styles Gallery.

=
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Exercise - Insert a Table Continued

15. Enter their training expertise in the second column and their names and phone numbers in
column 3, as pictured below.

Access Pamela
Excel Williams
Dreamweaver 18284
HRMS Heidi
Word Little
PhotoShop 18304
CFS Paula
Calendar Connors
PowerPoint 18289

e When you enter the text, it will be quite small and it will be right up against the
column lines. It will look like this:

Access Pamela Williams
Exeel | 8284

Dreamweaver

§ HRMS Hesdi Litthe

Word 18304

PhotoShop

CF5 Paula Connors
Calendar [1e283

PowerPoint
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Exercise - Table Continued

16. After entering the text, select it, and apply formatting options from the Home tab.

—/J - Insert Design  Animations  Slide Show Review  View Develaper

Layout * = i= | amlr= 1 =N ¥ Shape Fil Find
—I o A || = 4= || EE|[fs |I'lu ||_JJ j_j i &
B Reset B . E s ut il Replace -
Paste ot == EEE Shapes Arrange Cuick
= j 5|,r_,c. ] Drelete (Bt Aol = e Lo ._-f‘.'., -/ Shape E L Select -
Clipboard s Slides Font Paragraph Drawiing Editing

17. Inthe Font Gallery, select a large font.

—/J Home Insert Design Animations Slide Show Review View Developer Design Layout |
= = = _ra— = - v & Fill - in
B ) ] S 0wt~ | (G cane i Boc - |16 [l AS 7|25 (2 'Iuﬁ LHJ =g | 50 Shape Fill 4 Find
- g =) Reset . [ - — = ¥ Shap . . Replace *
Paste Mew B 7 U e “Rha- - Shapes Arrange Qi
- 7 | s oat CIER M S PS e s

Styles ecs ~ || [ Select -
liphoard 4 Slide: Fo{ 10 “ Paragraph u Dray 5 Editing

TR J@J?A-zl: =

Pamela Williams

18284

Dreamweaver
| HRMS Heidi Little

18304

Paula Connors

18289

18. To fix the “crowded issue” of the text being right up against the column lines, click in
front of your text, and from the Paragraph Gallery, click the Indent Tab icon.

= —:U Home Insert Design Animations Slide Show Feview View Developer
= 8 = Layout - e o ) i | = 13 [ =y 23 shape Fi # Find
A ||| fz=1=| )= - .
& g3 J B Reset A I e l_:_ |—J) {=l s I ., Replace =
Pafte 7 sw:\:r o Delete |B 7 U e 8 - pg|| A == S = 5I|i_lrues mri_l'nae .j:’l.lllr:" s o [ Select
Clipboard s Slides Font Paragraph Drawing Editing
Access Pamela
Williams
Excel
Dreamweaver 18284
HRMS Heidi
Little
Word

PhotoShop 18304

CFS Paula
Calendar Connors
PowerPoint 18289

19. Click the Save icon in the Quick Access Toolbar.
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Charts

Charts Charts are used to display data in an easy-to-read graphical format.
Charts make it easier to understand large quantities of data and the
relationship between different series of data.

Chart Example i .
P Access: Class Evaluations

25

20
B OExcellent
g 15 1
E B Good
® 40 OAverage
[
o OFoor
I

5 1

Sl S . il

Materials Content Instructor Timing
Component

|

Although PowerPoint does have charting capabilities, it’s much easier,
and more efficient, to insert or link to charts that have been created in
Excel. Excel is a spreadsheet application used for numerical
calculations and the analysis of data.

Chart Tools Whenever you insert, or select, a chart, PowerPoint displays a
Toolbar - contextual Chart Tools toolbar and Design Tab. This Design tab
Design Tab contains the Type, Data, Chart Layouts, and Chart Styles galleries.

O ClassPresentation - Microsoft PowerPoint
)
— Home  Insert

Design Animations Slide Show Review View

Ezzz ==z
il ug Cu i KR al = |
5 select Eat Retresn ||| AHES| | [ =l

==

Layout

Format
Change  Save As Switch I|I|HI|I||L ‘ ‘ =
Chart Type Template | Row/Column Data Data Data i

Type Data Chart Layouts Chart Styles

Insert Methods There are 3 main ways in which to insert charts into PowerPoint:
e Linking the chart in PowerPoint to the Excel worksheet.
e Embedding the Excel chart in PowerPoint.

e Pasting a static graphic of the Excel chart in PowerPoint.

Best Way? Which is the best method? It depends on your needs. Each of the
methods has its pros and cons — depending on how you see it!
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Ways to Insert Charts

Linking

Embedding

Pasting

Linking is having a hyperlink in your PowerPoint presentation to the
Excel workbook that contains the chart. The Excel information (the
source file) is used to display the chart in PowerPoint (the destination
file). This is useful when:

e You want to have your presentation automatically update when
ever you change the data or charts in the Excel worksheet.

o Every time you open the PowerPoint presentation, you’ll be
asked if you want to update your links.

o You can also update information any time you are currently in
your presentation by clicking the Refresh Data icon in the
Charts Design Tab.

e You want to resize your data once it's in PowerPoint. (Embedded
data doesn't scale as well as linked data.)

e You don't mind ensuring that the linked Excel files travel with
your PowerPoint presentation when you use another computer.

e You want to give people a copy of the PowerPoint presentation,
but don’t want them to see or have access to the Excel worksheet.

Embedding is copying and pasting the Excel data into your
PowerPoint presentation. The entire Excel workbook, not just the
chart data, is now part of your presentation. This is useful when:

¢ You want the PowerPoint presentation to be a self-contained
package that includes your Excel data.

e You don't want to worry about file management issues - making
sure your Excel files travel with your PowerPoint presentation.

e You want to be sure that anyone who opens your presentation can
edit the Excel data you've included in the PowerPoint presentation.

e You don't mind the added file size or the fact that anyone who
opens the PowerPoint presentation will have complete access to
the original Excel worksheet data as well.

Pasting is pasting the Excel chart into your PowerPoint presentation as
a static Microsoft Office Graphic Object. The chart is now treated as
any other graphic. This is useful when:

e You don’t want to bother with the Excel data at all.

¢ Youdon’t need the chart data to be updated.
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Inserting Charts Continued

Insert a Chart

Eal A

© N o O

10.

11.

Add a new slide: Home Tab > Slides Gallery > New Slide > Blank:
In Excel, open the workbook that contains the chart.
Select the worksheet with the chart.

Save the workbook: Click the save icon in the Quick Access Toolbar, or
from the Office Button, select Save.

Select the Chart.
Copy the chart: Home Tab > Clipboard Gallery > Copy.
Exit Excel: Office Button > Exit Excel in the lower-right corner.

In PowerPoint, on your new blank slide, insert the chart: Home Tab >
Clipboard Gallery > Paste.

The chart is inserted with a Paste Special icon in the lower-right corner.
Click the Paste Special icon.
E -

(¥ Chart (linked to Excel data)

Excel Chart [entire workbook)

Paste as Picture

O O 0O

Eeep Source Formatting

)

! Use Destination Theme

Select the method in which you would like your chart inserted.
Chart (linked to Excel data = Linking

Excel Chart (entire workbook) = Embedding

Paste as Picture = Static Picture

Save your presentation.

68




Exercise - Insert an Excel Chart
|

Insert a chart displaying the feedback regarding your Access training. A chartis a
much better way of conveying participant feedback than a slide filled with numbers!
1. Add anew slide: Home Tab > Slides Gallery > New Slide > Blank.
¢ In Excel, open the workbook that contains the chart.
2. From the Start menu, select Excel.
3. From the Office Button, select Open.
4. Locate the Excel Chart: My Documents > PowerPoint 2007.
5

Double-click Training Evaluations.
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Save the workbook: Click the save icon in the Quick Access Toolbar.
Click on it to select the Chart.
Copy the chart: Home Tab > Clipboard Gallery > Copy.

© o N o

Exit Excel: From the Office Button, click Exit Excel in the lower-right corner.
10. In PowerPoint, on your new blank slide, insert the chart:
Home Tab > Clipboard Gallery > Paste.

4,

=" | Home | Insert Design Animatons  Shide Show Review  View Develaper 7
. == Layoul - = =i Thi | |. gl 3 Find
= Ey * By Reser - = o faq Replace ~
Paste Mew O abe & AY - 4 \ == == Snapes Amange
- /7 || slige- x Delete Minelinsllote = =l & - Selec
Clipboard = Slicles Font P " Drawing diting
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Exercise - Excel Chart Continued

e The chart is inserted with a Paste Special icon in the lower-right corner.

Aooess: Class Evaluations

BEne

Hof Budents
- ® &

=
(a*4% Chart (linked to Excel data)
(' Excel Chart [entire workbook)
() Paste as Picture
»

Keep Source Formatting

Use Destination Theme

12. Select Paste as Picture.

13. Save your presentation.
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Edit and Format Charts

Chart Data Edits

Linked or
Embedded Data

Static Picture

Format Changes

Text Formats

The way you change your chart data depends on the way you inserted it.

If you linked, or embedded, your chart, you must make the changes in the
Excel worksheet. Any changes made to the Excel worksheet will display
in your PowerPoint chart — after you update your links.

1. Open Excel.
Make your changes.
Save the Excel workbook.

2
3
4. In your PowerPoint presentation, select the chart.
5

From the Chart Tools Design tab, click Refresh Data.

If you pasted a static graphic, you can’t make data changes to it. You
have to start over with it.

1. In PowerPoint, delete your chart.

Open Excel; make the data changes; and save the workbook.

2
3. Select and copy the chart; then exit Excel.
4

Paste the static Chart graphic in PowerPoint. (See previous pages.)

Formatting your chart is easily done in PowerPoint.

1. Right-click on your chart.

Delete
&5 | Reset to Match Style
“i'] Change Series Chart Type...
@ Edit Data..

Add Data Labels
Add Trendline...

%P Format Data Series...

2. Select the appropriate option.
3. You may also use the options found on the Chart Tools Design tab.

Note: The chart options are not available for the “picture” chart.

You may have to format the chart text to make it more readable.

1. On the chart, select a text box.

2. From the Home tab, on the Font gallery, select appropriate options.
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Exercise - Format a Chart
|

Move and resize your chart to fill the entire slide.

1. Click on the middle of the chart and drag it to the upper-left corner of the slide.

2. Click the selection handle in the lower-right corner of the chart, and press and drag to the
lower-right corner of the slide.

3. Click the bottom middle selection handle, and press and drag down to the bottom of the slide.

Access: Class Evaluations

25
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w
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E E Good
g 10 O Average
H* O Poor
5 4 |
0 L | : | I

Materials Content Instructor Timing

4. Save your presentation.
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Import Slides from Another Presentation

Import Slides

There may be times when you need to bring in information that is
already included in another presentation. Rather than re-doing things
like re-typing text, or re-inserting images, video, etc., you can simply
import those slides into your current presentation.

1. Inyour current presentation, on the left pane, click the Slides tab.
2. Click where you want to insert a slide from the other presentation.

e Click in between your slides. You’ll see a horizontal line where the
“new” slides will be inserted.

3. On the Home tab, in the Slides group, click (and hold your click for a
bit) on New Slide, and then click Reuse Slides.

4. In the Reuse Slides pane on the right, below the Insert Slide From
field, click the Browse button, then click Browse File.

= Reuse Slides - x

=| Insert slide from:

=

_ Browse Slide Library...
You can reuse slides from 5l

PowerPaint files in your ope Browse File.. %

Qpen a Slide Library
Open a PowerPoint File

5. In the Browse dialog box, locate and double-click the presentation that
contains the slide(s) you want to insert.

¢ Inthe Reuse Slides pane, the presentation slide thumbnails display.
6. Rest the pointer on a thumbnail to see a larger version of it.

e If you want the inserted slide to maintain the formatting of its original
presentation, check Keep Source Formatting (at the bottom of the
pane) before you add the slide to your current presentation.

e If you want the inserted slide to adapt the formatting of your current
presentation, do not check Keep Source Formatting.

7. To add a single slide, click the slide.

8. To add all the slides, right-click on a slide, and click Insert All Slides.
9. Save your presentation.

10. Close the Reuse Slides Pane.
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Exercise - Import Slides from Another Presentation

Import the CFS Resources slide from the CFS Objectives presentation into your
current presentation.

1. Inyour current presentation, on the left pane, click the Slides tab.
2. Click in between the Help Lines and Chart slides. (Slides 9 & 10.)

e You’ll see a horizontal line where the new slides will be inserted.

Access

Excel

Dreamweaver

Pamela

Williams

18284

HRMS

Word

PhotoShop

Heidi
Little

18304

CFS

Calendar

PowerPoint

Paula
Connors

18289

Slide, and then click Reuse Slides.

On the Home tab, in the Slides group, click (and hold the click for just a bit) on New

e This option is the last option in the New Slide gallery.

e The Reuse Slides Pane displays on the right.

FERE-EE AT T

|

Access

Excel

Dreamweaver

Pamela
Williams

18284

HRMS

Word

PhotoShop

Heidi
Little

18304

CFS

Calendar

PowerPoint

Paula
Connors

18289

Reuse Shies - x
Insert slide from:
€:\Documents snd Settings\ConnarsP My | ¥

“ou can revse sides from Slide Libraries or other
FowerPaint files in your open presentation.

Open a Slide Lbrary
weerPioint Fi

Lesn mere adout reusing shdes,

Open
Fsobiscives
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Exercise - Importing Slides Continued

4. In the Reuse Slides pane on the right, below the Insert Slide From field, click the Browse
button, then click Browse File:
Reuse Slides v
Insert slide from:
| v
(Bmwse - )
You can reuse slides from 5 Browse Slide Library...
PowerPoint files in your op€ Browse File...
/ﬁg
Qpen a Slide Library
Open a PowerPoint File
5. In the Browse dialog box, follow this path: My Documents > PowerPoint 2007.

6. Double-click CFS Objectives.

¢ Inthe Reuse Slides pane, the presentation slide thumbnails display.

Hdo 0@ Ivaa -
= E k3 Reuse Slides X
[e— Insert shde from:
= = Access Pamela | C:ibomuments and Setongs ConnorsP iy % | [3]
Williams
" Excel Sices: 8
~
Dreamweaver 18284 :"’ " |wecome o crse. |
HRMS Heidi
Lictle

Word

PhotoShop 18304
CFs Paula 1
Connors = Madfying Racuii..

Calendar

PowerPoint 18289

Managing Requisit...

o

| Click to add notes

Stide 9 of 10 | “Solstice™ |

Rest the pointer on a thumbnail to see a larger version of the slide.
Click the “CFS Resources” slide to insert it.

e You may have to make adjustments to the new slide.

Change the title text from CFS to PowerPoint.

10.
11.

Save your presentation.
Close the Reuse Slides Pane.
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Slide Show View

Slide Show View

View Toolbar

View Tab —
Presentation
Views Gallery

Home Key

Navigate in Slide
Show View

End Slide Show

Testing, Testing

Slide Show View

Slide Show View is used to view, preview, and test the presentation.
This view is also referred to as Presentation View. This view displays
your slides full-screen.

You can access Slide Show view from the Views toolbar in the bottom
right of the screen or from the View Tab, in the Presentation Views Gallery.

EEE

= ERE

Mormal| 5lide MNotes Slide Slide Handowt Motes
Sorter Page Show | Master Master Master

Presentation Views

Any time you go into Slide Show View, the current slide will display
first. To see the presentation from the first slide, press the Home key.
The Home Key will get you to the first slide in any of the views.

There are several ways to advance to the next slide during a Slide Show:

Press Enter/Return on the keyboard.
Click the left mouse button once.
Press the Space Bar.

Press the Page Down key.

Press the Right or Down Arrow.

To return to a previous slide during a Slide Show:

e Press the Page Up key.
e Press the Back or Up Arrow.

To end the slide show, press the Escape Key.

Many of your presentation options like hyperlinks, text animations,
and slide transitions must be tested in Slide Show View. You apply
these options in one of the other Views, but they have to be tested in
the presentation view.

Save your presentation.
Press the Home Key.
Select the Slide Show View on the Views toolbar.

Advance through the slides using one of the methods above.

a & w0 N e

Press the Escape Key (esc) to exit the presentation.
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Exercise - Navigate in Slide Show View

Technology Training Services

Maricopa Community Colleges
District Support Services Center
2008-2009

Paula Connors

Run through your presentation and see what it looks like. Are there any changes you’d
like to make? Are the video and sound working correctly? Do the images look right?

1. Press the Home key. This takes you to slide one in your presentation.

Click on the Slide Show View button at the bottom left of the screen.

N

e This puts your presentation in full-screen.
Press the enter key to advance to the next slide.
Press the down arrow to advance to the next slide.
Press the page up to go to the previous slide.
Continue viewing the rest of your slides.
Press the Escape button on the keyboard to end the show.

Make any necessary corrections to your presentation.

© o N o g ~ W

Save your presentation.
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Use the Slide Master

What is the Slide
Master?

More than one
Master

THE Slide Master

View Tab —
Presentation
Views Gallery

Use the
Slide Masters

The Slide Master is used to make changes on all the slides in your
presentation at one time. For example, if you want a company logo, a
footer, or graphics to appear on all of your slides, you insert that
graphic or text on the slide master.

You can also define format and position of text for slides in the
presentation. For example, if you want to center all the titles of your
slides. You can do it once on the slide master and all of your titles will
be centered. The Slide Master saves you lots of time and it ensures
consistency throughout your presentation.

Something that’s new with the Slide Master in PowerPoint 2007 is that
there’s more than one. In previous versions, there was one Slide
Master per presentation. Now, you have a Slide Master for each
different slide layout that you’re using in your presentation. Roll-over
each slide master for a screen tip regarding the slides that are affected
by that particular Slide Master.

The very first Slide Master displayed, is THE Slide Master for the
presentation. It affects all of your slides in your presentation.

The Slide Master is on the View Tab, in the Presentation Views Gallery.

Bl[= | EEEE ™ [
= = 1 LB
Mormal| Slide Motes Slide Slide \Handout Motes

Sorter Page Show I‘-.-1aster'\ Master Master
Presentation Views l,\-.:

Roll-over the different masters to see which slides they affect.

w e

Click on a Slide Master to select it.

e Select the very first Slide Master for changes to affect all of your slides

in your presentation.
e Select separate Slide Masters for different slides.

4. Make any formatting changes you want applied to those slides:
Select the text, then on the Home Tab, select formatting options.

5. Insert any images or graphics using the Insert Tab.
You will probably have to move it and resize it.

6. Click Normal View in the View toolbar to return to your presentation.
7. Check your changes. You may have to make more changes!
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Exercise - Use the Slide Master

Use the Slide Master to center the titles on your slides and to enter a logo on all of your
slides all at one time.

1. View Tab > Presentations Views Gallery > Slide Master.

S ]
—'} Home Insert Dresign Animations Slide Shaw Review Wiew Deweloper

SliEE e ] e =y (o ;. B Amnge A >
@_4 s EEREl T e =" 2 S O

Maormal Slide  Motes  Slide Slide |Handout Maotes Zooam  Fitto 5 MNew 5
Sorter Fage Show | Master] Master Master I Pure Black and White || window [0 Move Split | windowrs -
Presentation Views Fy

Message Bar Window

ShowsHide Zoam Coloar/Grayscale Windaw Macros

o All of the Slide Masters display in the left pane.

d9- o[BSV LG

Click to edit Master title style

- » Click to edit Master text styles

> Second level

Third level
* Fourth level
* Fifth level

Slige Master | “Solstice™ (B |

2. Roll-over the different masters to see which slides they affect.

3. Click on the first Slide Master to select it.
e Any changes made to this slide affect your entire presentation.

Click to edit Master title style %

¢ Click to edit Master text styles

> Second level

Third level
* Fourth level
* Fifth level
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Exercise - Slide Master Continued

e Center the title text on all of your slides.

In the left pane, select the very first Slide Master.

Click in the title placeholder.

Home Tab > Paragraph Gallery > Center Alignment .

o g &

e Add alogo to your slides.
7. Insert Tab > Illustrations Gallery > Picture.

8. Locate and insert the Maricopa M logo: My Documents > PowerPoint 2007 > In the Files of
Type field, click the DownArrow, and select All Files > MaricopaM.

e The logo is inserted in the middle of the Slide Master.

Click to edit Master title style

* Click to edit Master text styles

Second level
Third level

* Fourth level
Fifth level 'A' <

9. Click in the middle of the logo and drag it to the lower-right corner of the slide.
10. Return to Normal View. Click Normal View in the Views toolbar in the lower-right corner.

Technology Training Services
Maricopa Community Colleges

District Office

Paula Connors

2008-2009

(o)
e Notice that the M logo is now on all of your slides. If you don’t want it on certain slides,
you’ll have to delete the logo from the first Slide Master and add it individually to the

Slide Master(s) you do want it on. Some of the slides don’t show the logo because we
covered the entire slide when we resized certain items.

12. Click the Save icon in the Quick Access Toolbar.
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Omit/Change the Background of a Slide

Omit the Slide
Background

Design Tab —
Background
Gallery

Background
Colors and
Effects

Steps to Omit or
Change the
Background

Caution:

Sometimes slides can become too ‘busy” cluttered with information
and graphics. Sometimes a slide may look much better if the design
template were omitted. You can omit the background from select
slides so the information can be more easily viewed, and retain the
design template on the remaining slides.

For example, you may not be able to read a chart very well with the
original design template graphics in the background. Remove the
background, and the chart information is more visible and readable.

nsert Design Animations slide Show Review  View Develo|

—" Home I per
ST "

Aa a Aa
Fage  Slide wow o ST mma mmam
Setup Orientation ™ -
Page Setup Themes

Colors ~

5] Background Styles -

- [A]Fonts -
= | [©]erfects - @ﬂde Background Graphics

Az

Aa

Background

After omitting the slide graphics, you can add a solid color background
to the slide to replace the default white background. You can also add
multiple colors/gradients, patterns, and textures. When adding these
changes, be careful not to take away from your information. You
don’t want to have too many distracting elements.

1. Omit the background graphics for one slide:

e Select the slide whose background you want to omit.

e Design Tab > Background Gallery > Hide Background Graphics.
2. Change the background color for one slide:

e Design Tab > Background Gallery > Background Styles > Format
Background.

e Choose a color. Select a theme color to stay consistent with your
presentation.

e Click Close.
4. Change/format the background fill:

e Design Tab > Background Gallery > Background Styles > Format
Background.

e Choose a color, gradient or texture. Customize as necessary.
5. Click Close to apply to the selected slide.

6. Save your presentation.

If you click Apply to All, your formatting selections will be applied to
all the slides in your presentation, not just the selected slide.
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Exercise — Omit and Change the Background of a Slide

Remove the background and add a solid color to the slide with Dr. Rufus Glasper on it.

1. Select the slide that has Dr. Glasper on it.

Chancellor Rufus Glasper

¢ Notice that the background graphics, the side scroll panel and the M logo, distract
from his picture. So, let’s remove them. (The sound graphic will always be visible in
Normal view. It does not display in Slide Show View.) We’ll also add a solid color
background to this slide to make it more visually appealing.

2. Design Tab > Background Gallery > Hide Background Graphics Checkbox.

Review

View

d

o
—/ Home Insert @ Animations Slide Show
kS — —]
—, I-Ii Aa a Aa
Page Slide - mmm |

Aa

Setup Orientation ~
Page Setup

Themes

Dreveloper

Age—

®

Col B
.:l lers {2] Background Styles =

= Fonts'
— Effects . @ﬁde Background Graphics

Background (F

3. If you want to change the background color — for only this slide:

Design Tab > Background Gallery > Background Styles.

A

~",'-’_f'| Format Backgraund...

1
pw
]

Select a color. (These are theme colors so your presentation stays consistent.)

If your title isn’t very visible, you may have to change the font color. Select the title first,

Home Tab > Font Gallery > Font Color.

Click the Save icon on the Quick Access Toolbar.
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Rearrange Slides

Moving Slides While creating or viewing your presentation, you may decide to
change the order of the slides to better sequence your information.
To rearrange slides, you must be in Slide Sorter or Normal View.

Slide Sorter View 1. Click the Slide Sorter View button located in the Views toolbar at
the bottom right of the screen.

e In Slide Sorter View, all of the slides are shown as thumbnails.

2. Click and press and drag the slide to the desired location.

3. When the vertical insertion line displays in the space where you
want to move the slide, release the mouse button.

Normal View In Normal View, you change slide locations in the Slides pane.

1. Click the Normal View button located in the Views toolbar at the
bottom right of the screen.

2. On the left Slides pane, click and press and drag the slide to the
desired location.

A9- 0 BEYAS
Outiin x

Slides

- Technology Training Services

Slide Pane | - "__ M?riécpa Community Colleges
District Office

Paula Connors

2008-2009

Click to add notes

3. When the horizontal insertion line displays in the space where you
want to move the slide, release the mouse button.
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Exercise - Rearrange Slides

@ ClassPresentation - Microsoft PowerPaint - = x .
L (5) —
SI -d Home  Insert  Design  Animations  Slide Show Rw\:‘w@ o VleW Tab
1de E [EE| E B Ruler q & color 1 = amangeall % " 1
< l==]] [1== IS_ B =
== ridlines [ Grayscale B cascade
Or er notmalf Siide |Notes Siide | Slide Handout Motes | Zoom Fitto New Switch || Macros
Sorter | Page Show | Master Master Master Message Bar Window || [l Pure Black and White | window -7} Move SPIIt | Windows +
Button Presentation Views Show/Hide Zoom Color/Grayscale window Macros
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Technology Traiming Services cp
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Slide Sorter
View Button

Slide Sorter | “Solstice” | 5 |

Rearrange some of your slides. Move the Questions and Answers slide to be last. Move
the Help Lines slide to be the second to last slide in your presentation. Move the “Meet
the Trainers” slide to be the third slide after “Training Services Mission”.

/o = |
1. Click Slide Sorter View [=2] in the Views toolbar in the bottom right corner .
2. Click the Questions and Answers slide and press and drag it to the end of your slides.

3. When you see the vertical line display (indicating the insertion point), release the mouse
button. The Question and Answer slide is now last.

4. Click the Help Lines slide (the one with the table with the trainer pictures), and press and
drag the slide to the second to the last slide of the presentation.

5. When you see the vertical line display (indicating the insertion point), release the mouse
button. The Help Lines slide is moved to its new position.

6. Click the Meet the Trainers slide, and press and drag it after slide two (Training Services
Mission).

7. Click the Save icon in the Quick Access Toolbar.

8. Check out your presentation in Slide Show View: Click the Slide Show button in the
| | | [E=()
View Toolbar in the bottom right corner ==
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Insert a Hyperlink

Types of
Hyperlinks

Respective
Information

Hyperlink Object

Test Hyperlinks

Hyperlink Text
or Object

&

=)
Hyperlink

Another way of presenting information is by adding Hyperlinks that link
to a variety of items when clicked. There are four types of Hyperlinks:

Existing Files or Web Page: links to existing files, such as Word
documents, Excel spreadsheets, PowerPoint presentations, pdf
documents, or a web page.

Place in this Document: links to slides within the presentation.

Create New Document: links to a file that you will create either at the
same time as the presentation or at a later date.

Email Address: links to an email address, and opens the user’s default email
system, so users can send a message.

For each of these types, you will have to enter the respective information
to which this hyperlink will link. For example, if you want to insert a link
to the Training Services website, you will select Existing Files or Web
Page, and then enter the entire url and the hyperlink text to display.

You can make any text or graphic a hyperlink; or you can insert the site’s
url into a blank slide. The slide layout must be a Content layout for a url.

Always test your hyperlinks in Slide Show View.

1. Select the text or object that will represent the link.

2. Orin the case of linking to a website, if you would like the url of
the website to display on your slide (rather than an image or text),
you need to make sure your cursor is in the content section of the
slide. PowerPoint will automatically enter the url into your slide.

On the Insert tab, in the Links Gallery, select the Hyperlink button.
4. Inthe Insert Hyperlink window, select your hyperlink type:
e Existing File or Web Page
e Place in This Document
e Create New Document
Email Address.
Enter the respective information for that particular link type.
Click on OK.
Test your link in Slide Show View.

© N o o

Save your presentation.
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Exercise — Insert a Web Page Hyperlink

(2 Maricopa Community Colleges - Technology Training Services - Windows Internet Explorer
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S x| B

Fle Edt View Favortes Tools Help
Liks [g| CFSProd ] CF5 Training ] Directory *f Google @] 715 [l HRMS Training B HRMS Prod B mccco [ my.Maricopa >

w IEE]' l Maricopa Community Callege. .. [Q Maicopa Commurity Coll... 3¢ I I

fp - B v [hPags - (FTook <

[*

Technology Training Services

Welcome

Vision & Missian

Schedule & Online
Registration

Training Materials

Tachnology Tesining Servicas » 210, |4th Street » Tampe Sz 8528 « ABO 738287

1 —

. b
Done % € Intemet H100% v

Insert a new slide with a link to the Training Services website.

1. Add anew slide: Home Tab > Slides Gallery > New Slide > Title and Content.

=| Layout '|

| IEEER N B

Solstice

Title Slide

Twao Content Comparison Title Cnly

Blank Content with Picture with
Caption Caption
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Exercise — Web Page Hyperlink Continued

Click to add title

» Click to add text

2. Click in the title placeholder and type: “Visit Us Online!”
Click in the content area.
4. From the Insert Menu, select Hyperlink.
fﬁ/. Home Dresign Animations Slide Show Review View Developer Format
S = ! =0k || (o
OdEmE P2l Qi 2430w &3¢
Table Picture Clip Photo Shapes SmartArt Chart | Hyperlink| Action Text Header WordArt Date Slide Symbol Object
kS At Album~ T Box & Footer K & Time Mumber
Tables Tllustrations Links Text
o.

On the left pane, select Existing File or Web Page.

Insert Hyperlink

Link ko

| ScreenTip. ..

Text to display: |

Look in: |uﬂ Class Files v|
wisting File or :
Web Page kel] ~4ClassPresentation -~ Bookmark. ..
Current 1] CFsObjectives
Folder ]
|41 chancelorwelcomespanish
Place in This k+l] ClassPresentation
Document Browsed |f.| Heidi
Pages ] maricopati
&) Pam
Create MNew Recent lﬂ Paula
Dacument Files |E| Rosa
™| RufusGlasper v
Address: dl/ 5 vl
E-mail Address

6. Inthe Address field, type in the entire address (the url) for the website:
http://www.maricopa.edu/training.
e Always start url’s with http://

7. Click OK.
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Exercise — Web Hyperlink Continued

Visit UsQOnIine!
QT Do |’ ””””” 9
; 2

8. To remove the bullet, click the Home tab, in the Paragraph Gallery, click the Bullet List icon.

=)
._/@ Insert Design Animations Slide Show Review View Format
=L = A
=| Layout ~ ] = = st = =
B . (=) Lay Gill Sans MT (Boc ~ |32 ~ | A" & ||ﬁ”l = =l
o) | =

Ep| o5| Reset

Mew == ===
J || slide~ % Delete =
Clipboard Slides Font ) Paragraph F}

Paste

LE‘P lj_li‘ |_f| &Shape Fill —

- N Q_"ér: 7 shape Outline = | 23, Replace ~
apes Arrange ulicl

Styles ~ = Shape Effects =

Drawing

P

34 Find

b Select =
Editing

@

9. To test the link, click the Slide Show View button in the Views Toolbar .

10. Click on the hyperlink.

e The web page opens in a separate window.

& Maricopa Community Colleges - Technology Training Services - Windows Internet Explorer E\@\E|
CIEM 3[4 | |E2E
File Edit Wiew Favortes Tools Help
Links [ CFSProd ) CF5Training [V Directory *§ Google @] 775 [ HRMS Traning B HRMS Prod B mcccn [ my.Maricopa

. — — — »
v d |8E.'|'|Manmpa Community College. . ‘Q Maricopa Commurity Call... 3 ‘ | fr - Bl @ v [rPage v () Tack -
A~
Technelegy Training Services
Welcome
Visien & Missien
Schedule & Online
R.egistration
Training Materials
Technolagy Teaining Servicas « 221V |dth Street « Tamps, Az 85281 + 4807218287
Gougle
L ] powered by S
N e S e P o~ . . ]
Done L& € mternst H100% v

11. Close the web page to return to your presentation.

12. Press the Escape key on the keyboard to end the show and return to Normal View.

13. Select Save from the Quick Access Toolbar.
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Exercise — Insert a File Hyperlink

Add a hyperlink to a pdf document. The hyperlink will be an object on your slide
1. In Normal View, on the left Slide pane, click on the Questions and Answers slide.

o
~ Questions
and

AANSWErs

nnnnnn

uestions
2na
IARASWEFS

3. Onthe Insert tab, in the Links Gallery, select the Hyperlink button.

Home Insert

Dresign Animations Slide~=

TLFEAMQ@QK 12 4dEHOQss &8¢
Table Picture  Clip Photo Shapes SmartArt Chart | yperlink /Action
ke Art Album -

Text Header WordArt Date Slide Symbol Object Mavie Sound
S Box & Footer ke & Time Number S
Tables Tllustrations Links

Text

Developer Format

Media Clips
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Exercise — File Hyperlink Continued

4. On the left pane, select Existing File or Web Page.

Link, to:

Text ko display: ‘

‘ ScreenTip, ..

Existing File or
Web Page

Place in This
Document

Create New
Daocurment

E-mail Address

Look in! |@ Class Files

v @

kel ~4ClassPresentation
Current E_j CFSObjectives
Folder

& chancellorwelcomespanish
h_:_l] ClassPresentation
Browsed Ltﬂ Heidi
Pages lf.] maricopat]

Ltﬂ Parn

e Bookmark. ..

Recent Ltj Paula
Files |E| Rosa

%] RufusGlasper A

Address: || v‘

Cancel

5. Inthe Look in: field, click the down arrow.

Insert Hyperlink |E|E|

Link, to:

Existing File or
Web Page

Flace in This
Dacument

Creake Mew
Document

E-mail Address

Text to display: |

‘[ ScreenTip, .. ]

Look ind ‘ () Class Files

@] ~$ClassPresentation
Current @ CFSObjectives
Folder
|| chancellorwelcomespanish
hj!lj ClassPresentation
Browsed | ] Heidi
Pages L‘.] maricopal

@2
~ Bookmark. ..

Ltj Pam m
Pt Ltj Paula
Files |E| Rosa

™| RufusGlasper ~

Address: || v/

Cancel

6. Navigate to the PowerPoint 2007 folder.
7. Double-click on the FAQs document.

Edit Hyperlink RX

Link kot

Existing File ar
Web Page

Flace in This
Document

Create New
Dacument

E-mail Address

Text to display: |

| ScreenTip...

Laak in: |@ Class Files

v @

Eet] ~§ClassPresentation

Current i crstbjectives

Folder .
& chancellorwelcomespanish

EsH] ClassPresentation

EBrowsed
Pages | || Heidi
cﬂ maticopah

Recent ij Pam
Files ] Paula
| Rosa

S Bookmark. ..

Address: |FAQs.de

w
w | Remove Link

© ®

10. Close the pdf document.

Deselect the Question Mark graphic.
To test the link, click Slide Show =] in the Views Toolbar.

11. Press the Escape key to end the show and return to Normal View.
12. Click the Save icon in the Quick Access Toolbar.

93



Add and Customize Text Animation

What is Text
Animation?

Normal View

Animations Tab

Custom
Animations
Task Pane

Animation
Options

Animation refers to the way text or objects move onto or off of a slide.

Animation can be applied to select slides, all slides, or the slide

master. This feature can be used to show a sequence of information or

to show motion in a dynamic concept.

Animation can be added in either Normal View or Slide Sorter View.

To apply animations, select your text or object first, then on the

Animations tab, in the Animations Gallery, click Custom Animation.

=
Home  Inset  Design

I

Animations | ) SlideShow  Review  View  Developer Format
R 1o cimction - 5 4, Transition Sound: | [No Sound]  ~ | | Advance Siide
J -! i, - & - 3 Transition Speed: |Fast - | ¥ On Mouse Click
preview | @ = =
it om-Animatia = | 430 Apply To All Automatically After: 0000 = ||
Preview Animatians Transition to This Slide

The Custom Animations Task Pane displays on the right.

)
7 Wome et Design | Amimatons | SideShow  Review  View  Developer Format @
23 Animste: | Ho Animation = < Transition Sound: [No Sound] - | Advance Slide
i -! i, - q—_ﬁ - * Transition Speed:  Fast ~ | ] on Mouse Click
Frevie =
~ 30 Apply To All Automatically After. 00:00 5 |

Preview Animations Transition to This Slide
H9-02@as -

= x

Trainin%) Classes Available

?
SN

Select an efement of the siie, then
otk A EFfect” to add animation.

» Office Suite = Admin Systems
& ° Access b = CFS
> Excel > HRMS
> Word > Calendar

+ ad
> Slide Show

[ AwtoPreview

[EEE e o

| Click to add notes
Slide d of 10 | “Solstice” | 35

o

Animation options include:
Select the text or objects on a slide that are to be animated.
e Select the animation effect.
e Determine the order of the animation effects.
e Select the start method of the animation.
e Set the direction of the animation.
e Determine the animation speed.

e Remove or change the animation.
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Animation and Effects Continued

Animation
Effects

Preview

Change
Animations

Remove
Animation

Always Test!
Don’t go

overboard!

Add Text
Animation
and Effects

Animation Effects include:

Entrance: add an effect to content as it enters the slide.
e Emphasis: add an effect to content currently on a slide.
e Exit: add an effect as content leaves the slide.

e Motion paths: add an effect that makes content move in a pattern.

Click the Play button at the bottom of the Customize Animation Pane
to see a preview of your animation.

To change animations, you must delete the original animation before
applying another one, or you’ll end up with both animations.

To remove animation, select the text or object with the animation, in
the Custom Animation Task Pane, click the Remove button.

Always test your animations in Slide Show View.
Only add animation if it makes sense! Keep in mind that animations

should enhance your presentation, not detract from it. Your content is
the most important part of your presentation — not your special effects!

Select Normal View %[Q Eg = )

Select the slide to which you want to apply an animation.

Select the text or object to be animated.

Animations Tab > Animations Gallery > Custom Animations.

On the Customize Animations Task Pane, click the Add Effect button.
Select an effect; then select the specific animation effect.

N o g bk~ wbdhe

In the Customize Animation Task Pane, click the down arrow on each
text or object and customize the start, direction, speed, and order.

. = .
8. Click the Play button at the bottom of the Customize
Animation pane to see a preview of the animation.

9. Test your animation in Slide Show View.

10. Press the Escape key to exit your presentation.

11. Close the Animation pane.

12. Save your presentation.
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Exercise - Add Text Animation

Add text animation to the Training Classes Available slide. Set the animation so the

text comes in from the bottom one at a time.

Training Classes Available

+ Office Suite » Admin Systems
- Access - CFS
Excel HRMS
- Word - Calendar

/A

1. In Normal View, in the Slides pan, select the “Training Classes Available” slide.

2. Select the classes in column one — Access, Excel, and Word. Do not include Office Suite.

3. Animations Tab > Animations Gallery > Custom Animations.

Custom Animation -

.
Training Classes Available
L

«—

) ommenITY S| et an elment o the sidk, Hien
cotLieocs ik *Adkt EFfact" to acid animation.

» Office Suite » Admin Systems
Access CFs
Excel HRMS
Word - Calendar

+

4
>

Animations
Task Pane
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Exercise - Add Text Animation Continued

4. On the Customize Animations Task Pane, click the Add Effect button.

S 1 Blinds
S ZBox

-'__;* 3. Oheckerbaard
& 4. Diamond

& S Fyln

Mare E[;E—r.h...

[

e e

Custom Animation

Entrance

Emphasis

Motlon Paths

Salct a0 adamant of tha stas, than
sl Sl CFEm e Fy el mngmabing

]

]
Exot L] i

L]

 x

5. Select Entrance; then select Fly In.

8. Click the Play button

Click the Play button

preview of the animation.

at the bottom of the Customize Animation pane to see a

Notice that all the classes come in at one time. Change that so that each class comes in

on a separate click.

In the Customize Animation Task Pane, click in each class field. Then customize the
start, direction, and speed of the animation using the options right above the text fields.

Cursbom A makion o
S Add Effect 'l P‘: Ramova
Muodify: Fly In
art e
Direction: Fram Botbom o
Spesad: Wery Fast >

1""} # Acoess
#* Excal
M Ward W

|

Custom Animation Options

Text Fields (Classes)

®

@)

Notice the way the text is now numbered on your slide and in the Animation pane:

Slide

- Access
Excel
3 Word

» Office Suite

preview of the animation.

Animation Pane

*audify: Fly In

2 1@ On Oick “;
PEEIONS  From Battom w
peed Fask W
ﬁ ¥ Decess

2 | # e
[5G/ # woed v |
N7

at the bottom of the Customize Animation pane to see a
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Exercise - Text Animation Continued

e Apply the same animation to the classes in the second column.
9. Select the classes in column two — CFS, HRMS, and Calendar. Do not include Admin Systems.

MARICOFA
EOMUARITY
€OLLEGES

» Admin Systems
CF5
HRMS
Calendar

10. On the Customize Animations Task Pane, click the Add Effect button.

Customs Animsation * x
I

S 1. Blinds Sk Entrance ¥
& 2Bm '.';3 Emphasis ¥
FH 3 Checkerboard ¥ Ext ] i
P 4. Diamond +r  Motion Paths »
& syl

Mare El;'-';-r.h... : | Salact a0 alemant of the side, than

— ok el TR Rim " By ok mngmaking

11. Select Entrance; then select Fly In.

12. Click the Play button at the bottom of the Customize Animation pane to see a
preview of the animation.

¢ Notice that the Office Suite classes come in one at a time. Change the Admin Systems
classes so that each one comes in one at one time, too.

13. In the Customize Animation Task Pane, click in each class field. Then customize the
start, direction, and speed of the animation using the options right above the text fields.

Custon Animation v X

|E{;§ Bedd EFfect vl lx..-' Remove

Modify: Fly In
Stark: o
FIEEEEN | From Botom - Custom Animation Options
speed: Wery Fast ~
1 M Access
24y & Excel
34y M woard
q

“a o oFs
::::;r = } Text Fields (Classes) @
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Exercise - Text Animation Continued

e The text on your slide should look like this:

» Office Suite » Admin Systems
: Access * CFS
: Excel ° HRMS
. Word - Calendar

e The numbers to the left indicate the display order.

e The animation pane should look like this:

Custom Animabion il 4

2 change =) (% Remove |

Modily: Fly In
Stark: '-"":I on Cick. "
Girectiont | From Bottom W

Speed: Fast -

14 hocess
2 ¥ Euel
2y ;* etord
4 M Fs
ol HRMS
[6G & cakrdar ~|

14. Click the Play button at the bottom of the Customize Animation pane to see a
preview of the animation

EEE

15. Test your animation in Slide Show View.

16. Press the Escape key to exit your presentation.
17. Close the Animations pane.
18. Save your presentation.
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Add and Customize Slide Transitions

What are Slide
Transitions?

Slide Sorter View

Animations Tab

Slide Transition
Options

Consistency
Apply to All

Slide transitions are the way one slide moves to the next. Transitions
can include movement and sound. Transitions add professionalism to
your presentations.

It is best to be in Slide Sorter View when applying transitions to slides.
When you add slide transitions in Slide Sorter View, a small icon
representing the transitions displays in the lower left corner of the slides.

Techmology Tining Serices Mo the vt i sble
.
H
8 Vv E
- o gl
*Matartai —
g '] -
tatdtpeon
@) : @)
ncease: Ciasa Evalutions seass Pam R Vit Us ninet
&
Excel 177 S uastions
— i | el
EE 3E = = and
] [T — Answers
SESS cre 18389

Slide Transition options are found in the Animations tab, in the
Transition to this Slide Gallery.

=

WJJ

Q;u

Format |

<y Transition Sound: | [No Sound] - || Ad:
- || [¥/ ©On Mouse Click

_1 Transition Speed: Fast

ance Slide

Automatically After: 00:00 7 ||

Transition to This Slide

Click the more button in the transition types for more options.

The options to apply and customize the slide transitions include:
e Select a slide that is to have the transition.

e Select the transition style.

e Select and apply a sound to the transition.

e Select the advance method of the transition — on a mouse click or
automatically after a certain amount of time.

o Determine the transition speed. (slow, medium, fast, very fast)
e Remove or change the transition.

It is good design to use one transition style throughout your
presentation. This maintains professionalism and the transitions won’t

detract from the message. After applying a slide transition:
Animations Tab > Transition to this Slide Gallery > Apply to All.

a
2 Home Insert Desig

N Fer—
WJJQJJWW

Tral t n to This Slide

Format |

& Transition Sound: |[No Sound]  ~ | | Advance Slide

1. Animate: No Animatio
“# Transition Speed: | Fast + || [#] On Mouse Click

Automatically After: 00:00 2

100



Slide Transitions Continued

Change To change a slide transition, select the slide, then choose another
Transition transition style from: Animation Tab > Transition to this Slide Gallery.

Remove To remove a slide transition, select the slide, then:
Transitions Animations Tab > Transition to this Slide Gallery > No Transition

a7
—" Home  Inset  Design (: nnnnn @ Slide Show  Review  View  Developer Farmat &

&y, Transition Sound: | [No Sound] - | Advance Slide

{4 Animate: No Animation T L g
_ I A | {& - i Transition Speed: | Fast - || ¥ On Mouse Click
=30 Custom Animation

7| i3l Apply To All Automatically After: 00:00 o
Preview || Anima tions Transition to This Slide

Preview Slide To preview the transition in Slide Sorter view: Animations Tab > Preview

Transit
ransitions —"  Home  Inset  Design | Animstions | ShideShow  Review  View  Developer Format g
= i, Transition Sound: | [No Sound] - || Advance Slid
\ 1. Animate: No Animation - i i R 0 ~und nenceslae
L P‘l _| cﬁ - 3 Transition Speed: | Fast ~ || [¥| On Mouse Click
- S 3 A = -
iRt m.Animatiog = i3 Apply To All Automatically After: 00:00  *
Preview || Animal tions Transition to This Slide
Preview

You can also preview the slide transition by clicking on the transition
icon in the lower-left corner of the slide thumbnail in Slide Sorter view.

Training Classes Avadable

o

;;;;;;

Test Transitions Always test your slide transitions in Slide Show View.

Don’t go Keep in mind that transitions should enhance your presentation, not
overboard! detract from it. Your content is the most important part of your
presentation — not your special effects!

Add Slide

> Select Slide Sorter View.
Transitions

Click on the first slide — or press the Home key.
Animations Tab > Transition to this Slide Gallery > More button.
Select a transition style.

o ~ WD oE

On the Animations Tab, in the Transitions Gallery, select transition

options for sound, speed, and advancement.
6. Animations Tab > Transitions Gallery > Apply to All.
7. On the Animations tab, click the Preview button.
8. Test in Slide Show View.
9. Press Escape to exit the show.

10. Save your presentation.
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Exercise — Add A Slide Transition

Add a slide transition that will advance your slides in a consistent, professional manner.

1. Click the Slide Sorter View icon in the lower-right corner of the screen.

2. Click on the first slide — or press the Home key.
3. Animations Tab > Transition to this Slide Gallery > More button.

(S ) e —— B
- Home  Tnsen  Design (| Animstions | )Slide Shew  Review  View  Developer L
D (R [p—— - - th Transition Sound: [Ma Sound] - Adwance Slide
! '{‘_} I - - E - ¥ Transition Speed:  Fast = | ¥ OnMouse Click
Preview || 234 Custom Animatian  Apply To All Automatically Atter: DB:00 T
Preview Animatians Transition Lo This Slide

The transition options display:

Animations Slide Show Review View Develaper

] :

=k k=1

| I e
e =S
] ) [ ) Y
3 == 1)
e LA

4. Select a Transition.
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Exercise - Slide Transitions Continued

5. To see a preview of this transition, click the animation icon below slide one. It looks like
a little star.

1 Apply To Al
6. Click the Apply to All button M in the Transition to This Slide gallery.

S )
= Home  Insert Design Amimstions | Slide Shaw Review  View Developer i
TR (|3 Animates | custom dni. — - -—~ ] - : <l Transition Sound: (Mo Sound] - | Advance Slide
| - #_' l E - ¥ Transition Speed:  Fast - || ¥/ On Mouse Clik
Preview || <3 Custom Animation 2 -
= ApplyTa All Automatically After 00:00 %
Préview Animatiani Transition Lo This Slide

7. Click the animation icon below the “Training Classes Available “slide.

e You'll see a preview of the slide transition along with a preview of the text animation.
8. Select Slide Show View to test your Transitions.

¢ When finished, you are back in Slide Sorter View.
9. Select Normal View.

10. Click on the Save icon in the Quick Access Toolbar.
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Check Spelling

Spell Check Spell Check is used to correct typos, identify misspelled words, and
offer suggestions for corrections. Spell Check can reduce the amount
of time needed for proofing. PowerPoint identifies misspelled words
with a red, wavy underline.

Normal View The Spell Check works in Normal View.

Use Spell Check .
1. Select the Spell Check icon < from the Quick Access Toolbar.

e If the icon is not showing in the Quick Access Toolbar, click the
Down Arrow in the Quick Access Toolbar and select Spelling.

e The first incorrect spelling or unrecognized word will show in the
Spelling window in the Not in Dictionary field.

e Suggestions will display any recommended changes for the word.

e To change the word, select a replacement word from the
Suggestions list and click Change or Change All.

e To edit the word yourself, click on the word in the Change to
field, edit the word, and click Change.

e Toignore the word and continue, click Ignore All.
e To add the word to the Custom Dictionary, click Add.

e To add the word to a list of words and phrases that are
corrected automatically as you type, click AutoCorrect.

e To stop the Spell Check, click Close.

1. When PowerPoint has finished checking the entire document, it
displays the prompt, “The spelling check is complete.”

2. Click on OK.

Spell Check is usually a default setting in Microsoft. However, if your
PowerPoint does not activate the Spelling icon, set it up in options.

Set Spell Check

in PowerPoint )

Click the Office Button = .

Click the PowerPoint Options button in the lower-right corner.
Select Proofing in the left task pane.

Place a checkmark in the Check spelling as you type box.

Click OK.

o ~ w npoE
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Exercise - Check Spelling

Check the spelling of text in your presentation. Keep in mind that the Spell Check will
not check graphic text — like Word Art. It will check text in SmartArt graphics and text
inserted into shapes.

1. Select Normal View.
2. Inthe Slide pane, click the first slide, or press the Home key.

3. Select the Spell Check icon ?-' from the Quick Access Toolbar.

e If the icon is not showing in the Quick Access Toolbar, click the Down Arrow in the
Quick Access Toolbar and select Spelling.

Customize (uick Access Toolbar
Hew

¥ || Open

v | Save

E-mai

Quick Prirt

Print Prewiew

Spelling

Undo

] ]

Redo

Slide Show From Beginning
Kore Commands...

Shawr Above the Ribban

kinimize the Ribbon

e The first unrecognized word the Spell Checker finds is “Photoshop.”

Spelling
ok in Dictionary; Fhotashop
Change bo: Fhotoshop | [onore | [ Ionore Al ]
Sugpestions: Photoshog
[ e | [ chages |
| fuds |[ Suggest ]
Options, ., | AutoCarrect | l Cose J

4. Click Ignore All.
e  When the Spell Checker is finished, a “complete” message displays.

Microsoft Office PowerPoint

-
»!,-) The speling check is complete,

o]

5. Click OK.
6. Save your presentation
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Add a Header and Footer

Headers & Footers

Insert Tab —
Text Gallery

Slide and
Handout Options

Header & Footer
Slide Options

Handouts
Options

Add a Header
and Footer

Headers and Footers refer to the text located at the top and bottom of
PowerPoint slides and/or handouts. A header may consist of the name
of the presentation or presenter. The footer may consist of the title,
date, and slide number of a presentation. You can include footers on
the slides and headers and footers in the handouts.

Headers and footers are found on the Insert Tab, in the Test Gallery.

A = :I - i
ATl S (4 8 & ]
Text | Header |WordArt Date Slide  Symbol Object
Box |& Footer ~ & Time Mumber
Text
e
Header and Footer, EB|
Slide | Motes and Handouts
Incude on page
Prewview
[header 5 L T_he Preview box
' v displays where
[#] Page number the information
O Ecoter § 5 will be placed.
\_ _/

Slide options include date and time, slide number, footer text, and the
option to exclude these slide footer options from the title slide. You
decide whether to apply the slide footer information to all of your
slides or just to the current slide.

Handout options include date and time, header text, page number, and
footer text. The text can be anything you want.

A w0 N

Insert Tab > Text Gallery > Header & Footer.
Click the Slide or Notes and Handouts tab.
Select the desired options, entering any necessary text.

Apply the header/footer to all or some of the slides or handouts.
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Exercise - Add a Header & Footer to Handouts

Add a header and a footer to the handouts for this presentation.

1. Onthe Insert tab, in the Text gallery, click the Header and Footer button.
2. Select the Notes and Handouts tab.

Header and Footer

Slide | Mokes and Handouts
Include on page
[JDate and fime
| |
| || |
| | Presviem
[Header :"-l-'----:
| 1] '
[] Page number :.:_—:_—_—_-_-_-_-_:
[Eoater H i
| [ N L

Select Date and Time, then select Fixed and enter July 15, 2009 as your fixed, presentation date.
Select Header, and enter your name, Maricopa Community Colleges.

Select Page number and Footer.

In the Footer field enter: Summer Training Week, District Office.

Click the Apply to All button.

© N o o oA w

Click the Save icon in the Quick Access Toolbar.
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Print Options

Presentation
Handouts

Printing
Handouts

Printing Slides

Printing the
Notes Pages

Printing the
Outline

Printing Options

Handouts can be an integral part of an effective presentation. They
serve as a platform for note taking and expansion on the presentation.
Handouts also allow the audience members to take materials with them
to share with their co-workers.

There are several printing options available in PowerPoint; one of the
most flexible is Handouts. The Handouts option allows you to select
the number of miniature slides that display on a page of a handout.
You can print 1, 2, 3, 4, 6, or 9 slides per page. | have found that 2
slides per page work best for readability.

The Printing Slides option allows you to print a full landscape version
of each slide in the presentation. You may want to print the slides if

you are using them as a static presentation to be posted on display or if
you are printing onto transparencies to show on an overhead projector.

The Printing Notes pages option allows you to print a miniature
version of each slide with notes from the Notes Page beneath it.

It may be a good idea to print a Notes Page version of your
presentation to assist you with concepts or ideas you want to cover
more extensively than the notes included on the PowerPoint slides.

The Printing Outline option prints only the text included in the Outline
tab of the presentation. Note: No graphics print in this format.

Regardless of the type of handouts you print, these are other printing
options available: Color, Grayscale, Pure Black and White and Scale
to fit paper, Frame slides, Include comment and ink markup, and Print
hidden slides (if any).

Print @g|
Frinter
Hame: ‘;;f printsry 1yPrinter 0060 ~3
Sl e Find Printer...
Type: HP Color Laserlet 4650 PCL &
Where: DOV312E Tag - 112055
Comment: DOV31ZE Tag - 112055 D Print ko File
Print range Copies
@ All O Current slide O Selection Mumber of copies:
i ~
() Slides: 11
Enter side numbers andfor slide ranges. For example,
1,3,5-12
Collate
Print what: Handouts
Handouts * | Slides pey page: |2 v l:l
Colorjgrayscale:
Color v
[15cale to fit paper
Frame slides [ High quality
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Print Preview

Print Preview

Preview
then Print

Print Preview shows you a preview of the handouts before you print.
Print preview is always a good idea before printing! ©

1.

In Normal or Slide Show View, click Print Preview in the Quick
Access Toolbar.

If Print Preview is not showing on the Quick Access Toolbar, click
the Down Arrow in the toolbar and select Print Preview.

The Print Preview Tab displays.

i

F N - *
Eh Dy | print what L |- L Next Page .
ngl =] b ] a *
Print  Options ||| 5jides - || Orientation || Zoom  Fit to Previous Page | Close Print
- Window B Preview
Print Page Setup Zoom Preview

In the Print What field, click the Down Arrow and select an option:

]

‘ﬂ E.‘j; Print What: _i‘;‘ —\' (§ Next Page

Print  Options | Handouts (2, rientation = Zoom  Fitto Page | Close Print
- Window B Preview

Print Sldes Zoom Preview
Handouts (1 Slide Per Page)
H Lg )< | & Handouts {2 Slides Per Page}

Handouts 3 Slides Per Page)]
Handouts (4 Slides Per Page)
)
)

Handouts 6 Slides Per Page
Handouts (9 Slides Per Page
Motes Pages

Qutline View

Once you decide on your handout, click the Print Button in the
Print Preview Tab.

7

—-/ Print Preview

d [y, S T

5 %% print what L L Next Page .

=g 4 [ * g X

Print_Aptions || gjides - || Orientation || Zoom  Fit to Previous Page | Close Print

- Window B Preview

Print Page Setup Zoom Preview

In the Print window, make your print selections. (Your Print
Preview selections should already be entered.)

Click OK.
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Exercise — Preview Your Handouts

Preview the different printing options.

1. In Normal or Slide Show View, click Print Preview in the Quick Access Toolbar.

2. If Print Preview is not showing on the Quick Access Toolbar, click the Down Arrow in the
Quick Access Toolbar and select Print Preview.

3. The Print Preview Tab displays.

=7
—/J Print Preview

1 % [y T
=Y 0 | printwhat Y L Next P
el [ | Printwns { (ZH | b Nextpage
Print  Options ||| 5lides - Zoom Fitto Previous Page | Close Print
v Window B Preview
Print Page Setup Zoom Preview

4. Inthe Print What field, click the Down Arrow and select different options to view.

a
— Print Preview

i b
= |: ) o3
Print  Options | Handouts [2( t jfrientatmn

Print Slides
Handouts (1 Slide Per Page)

Handouts {2 Slides Per Page}
Handouts (3 Slides Per Page

Q

Zoom Fitto
Window

Zoom

H9-0 5

Page | Close Print
Preview

_ij Mext Page

Preview

Handouts & Slides Per Page
Handouts (9 Slides Per Page
Motes Pages
QOutline View

)
Handouts (4 Slides Per Page]
)
)

B

5. Once you decide on your handout, click the Print Button in the Print Preview Tab.

7
—-'/ Print Preview

s
f__l‘ XLk Print What:

Print

ptions | | sjiges -

Print Page Setup

Zoom
Window

Zoom

[ T
—{ _ip Mext Page

Fit to Previous Page

Clase Print
Preview

Preview

6. In the Print window, make your print selections. (Your Print Preview selections should

already be entered.)

7. Click Cancel; we won’t print in class.

110



Notes Page

111



Set Up a Continuous Presentation

Looping for
Display Purposes

Media
Considerations

Test!

SetUp A
Continuous
Presentation

You can set up a presentation to automatically run in a continuous
loop. Once the presentation reaches the last slide, it will loop back to
the first slide and play again. This feature is perfect for Display and
Information Tables at conventions or kiosks and other types of
“information shows.” To set up a loop for the last slide, go to the Slide
Show tab and select Set Up Slide Show.

If your presentation contains videos and sound, make sure they are set
to “automatically start” rather than “start on click.” All of your media
will run completely before the timing starts to go to the next slide.

Always test your continuous presentation in Slide Show View.

1. Select Slide Sorter View, and select the first slide.

2. Set timings for your slides: In the Animations Tab, in the Transition to
this Slide Gallery, in Advance Slide, deselect On Mouse Click and click
“Automatically After”, and enter the amount of time to wait before the
next slide displays.

3. Inthe Transitions Gallery, click Apply to All.
4. Slide Show Tab > Set Up Gallery > Set Up Slide Show.
5. In the Show Type, select Browsed at Kiosk.

Set Up Shaw 75

Show type Shaw shdas
(") Bresented by a speaker (full screen) ®al
() Browssad by amindreidual (randos] I From: = | Te: =
Shiow opbions Sivanca shdas
e | ) Marudly
[ Shiones wikhout paretion (=) Using imings,  prasen: €———f—
D Shie without animation Muliple montors
I
Parformance
[ use hardware graphics accelaranon Tops
Side show resclution: |Lse Coment Resolton W
[ oe || coen |

3. Some options are auto-selected with the Kiosk option
6. Click OK and Save.

7. Test your presentation in Slide Show View.
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Exercise — Set Up Your Presentation in a Continuous Loop
_____________________________________________________________________________________________________________________________|

Set up your presentation to run in a continuous loop.

1. Select Slide Sorter View, and select the first slide.

iear oy e e e Traning Classes featable.

2. Set timings for your slides: Animations Tab > Transition to this Slide Gallery >Advance Slide:
deselect On Mouse Click, click “Automatically After”, and enter 5 seconds for the amount of
time to wait before the next slide displays.

Tod —
\—/ Home Insert Design a Animations b Slide Show Review View Developer

E& Transition Sound: | [Mo Sound] Advance Slide

= 430 Apply To All
Preview Animations Transition to This Slide

) | e e [ . |
134 Animate:
Ig @ - - E ) ﬂTransition Speed: Fast [ On Mouse Click
Preview || =%, =
20 S T V| Automatically After. 00:05 <=

3. Inthe Transitions Gallery, click Apply to All.
4. Slide Show Tab > Set Up Gallery > Set Up Slide Show.

ol
___) Home Insert Design Anmmations Slide Show Review View Developer e
E-P CE} | El;]- F _T;l' w3 Record Marration &l Resolution: Use Current Resolution = 1
= ﬁ Rehearse Timings o7l Show Presentation Omn;
From From Custam SetUp Hide |
Beginning Current Slide | Slide Show = | Slide Spow | Stige ¥ Use Renearsed Timings Use Presenter View
Start Slide Show Set Up Monitors
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Exercise — Continuous Loop Continued

Set Lip Show 7
Shiow type Shaw shdas
(3 Presented by a speaker (Full screen) @4
(3 frowsed by an irdrvidual (rindie) ) From: |10 -
Shicy opbions Aivanoa sldas
—_— O Marualty
[ shcwss wikhout parration (%) Using timings, i proser; €————f—
[ Sricess wikthiowt animation Mukiple montars
|
Parformance
|| s hardweare qraphics acoeleration Tps
Slide showw resclubion: | Lise Cumrene Ressolobion w
[ ox || coaed |

5. Under the Show Type, select Browsed at Kiosk.

4. When Browsed to Kiosk is selected, the “Loop continuously” option under Show Options
and the “Use timings if present” option under Advance Slides are automatically selected.

6. Click OK.
7. Test your presentation in Slide Show View.

5. Notice that the entire video and sound files will play before PowerPoint starts counting the
time to advance to the next slide.

8. Save your presentation.
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Save Your Presentation

Why Save You will need to save your presentation differently based on how your
Differently? presentation will be viewed and used.
Package for CD If you will be showing your presentation on a computer that doesn’t
have PowerPoint 2007, save using the Package for CD feature. The
Package for CD feature will package your presentation and media
links for burning to CD. This feature has replaced the Pack and Go
feature in previous versions.
As a Show If you are going to share your presentation with other people for
viewing purposes, save your presentation as a Show. You need
PowerPoint or the PowerPoint Viewer to view Shows. If someone
opens the Show within the PowerPoint application, s/he can make
changes to the presentation.
As a PDF If you want to share your presentation for viewing and printing
Document purposes, but you don’t want the presentation to be modified, save
your presentation as a pdf document.
Microsoft You will need to download the pdf-add in from Microsoft at:
PDF Add-In http://www.microsoft.com/downloads/details.aspx?Familyld=4D9519

11-3E7E-4AE6-B059-A2E79ED87041&displaylang=en

Previous Version If your presentation will be opened or modified using an earlier

version of PowerPoint, save your presentation down to that version.
Be aware that the 2007 features will not work in previous versions.
Web Page If you’re going to be showing your presentation over the Internet, save

it as a web page or a pdf document.

All of the save options are in the Office Button under Save As or Publish.

Office Button

. - — = — —
F, E"’:I i) Classk o) Class
2 & &
ol J '
__;/ e Save a copy of the document New Distribute the document to other people
L‘x_‘ PowerPoint Presentation | & Package for CD
~ Save the presentation in the default file | ~ Copy the presentation and media links to a
7 Qpen format. / Open folder that can be burned to a CD.
= PowerPoint Show | = ‘ Publish Slides
G Save as a presentation that always opens in H Save —__| Save slides to a Slide Library or ather
- Slide Show view. location to reuse later.
[3] & PowerPoint 57-2003 Presentation rl cvene I“'E{ by Create Handouts in Microsoft Office Word
Saveds | b Save a copy of the presentation that is fully = $55| Open the presentstion in Word and
compatible with PowerPaint 97-2003. prepare custom handout pages.
y - PDF or XPS f—'g primt » | [747 Document Management Server
- _; Publish a copy of the presentation as a PDF | . _ ihare tmtp"“e”tat"’"tby saving it toa
or XF5 file, ocument management server,
5ﬁ Prepare b Other Formats | 5: Prepare | [@L  Create Document Workspace
= B ‘_l = 3_., Create a new site for the presentation and
Open the Save As dialog box to select from keep the local copy synchronized.
all possible file types, 2 cend »
O : d
_ad Send »
Publish ¥
i/ Publish »
==
L3 a Close >
| Close
i ‘ ] PowerPoint Options ||X Exit PowerPoint
|g PowerPoint Options ‘ ‘X Exit PowerPoint
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Saving Continued

Package for CD i .
1. From the Office Button, select Publish, then select Pack and Go.

2. Follow the instructions.

Save as a Show )
From the Office Button, select Save As.

Select PowerPoint Show.

Navigate to the appropriate folder on the computer.

A w npoE

Provide a file name and click on the Save button.

Save to an From the Office Button, select Save As.
Earlier Version

of PowerPoint Select PowerPoint 97— 2003 Presentation.

Navigate to the appropriate folder on the computer.

> w0 N

Provide a file name and click on the Save button.

Save for Web

. From the Office Button, select Save As.
Viewing

Select Other Formats.
Navigate to the appropriate folder on the computer.
Provide a file name.

Select Save as type: Web Page

© g ~ w bd P

Click on the Save button.

From the Office Button, select Save As.
Select PDF or XPS.

Save as a PDF
Document

Navigate to the appropriate folder on the computer.

0w DR

Provide a file name and click on the Save button.

Close Presentation To exit your current presentation, click on the close button [XI.

Exit PowerPoint If you have more than one presentation open, you will have to click the
close button[>] for each presentation. Or, from the Office Button,
select Exit PowerPoint.

117



Exercise - Save as a PowerPoint Show

Save your presentation as a Show, then view it.
1. From the Office Button, select Save As, and select PowerPoint Show.

Fawe a copy of the document

5= PowerPoint Presentation
Save the presentation in the default file
Open tormat,
=3 PowerPoint Show

Save 1 Sawe as a presentation that ahways opens in
Slide Show tﬁ“

Save 3 copy of the presentation that is fully
compatible wath PowerPoink 97-2003
" EDF or XPS

il
..'.ﬂ FowerPoint 37-2003 Presentation
ik
— Fullish a copy of the presentation as a POF
or XPS file,
i
Frepare | I l Other Formats
] Open the Save As dialog box to seled from
all passible file types.

—'-ﬂ' Send

Pubish  *

LClase

=] PowerPaint Options | | 2 Exil PawerPainl

2. Navigate to the PowerPoint 2007 folder.
3. Inthe File name, enter Show after your file name.
6. PowerPoint Show is already entered as the file type.
4. Click on the Save button.
From the Office Button, select Exit PowerPoint.
7. View the PowerPoint Show.
On your Desktop, navigate to your show: My Documents > PowerPoint 2007 > Show.
Double-click on it.
e The show will display full-screen and your slides will automatically advance.

e Keep in mind that if someone opens the PowerPoint application first, then opens the
Show, the presentation will open in “edit” mode, not in “show” mode. Changes can
then be made and saved to the presentation.

8. Press the Escape key to exit the show.
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