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POWERPOINT 2016

CHAPTER -1- GETTING STARTED WITH POWERPOINT
Introduction

PowerPoint is a presentation program that allows you to create dynamic slide presentations. These presentations can
include animation, narration, images, videos, and much more. In this lesson, you'll learn your way around the PowerPoint
environment, including the Ribbon, Quick Access Toolbar, and Backstage view.

Getting to know PowerPoint

PowerPoint 2016 is similar to PowerPoint 2013 and PowerPoint 2010. If you've previously used these versions,
PowerPoint 2016 should feel familiar. But if you are new to PowerPoint or have more experience with older versions, you
should first take some time to become familiar with the PowerPoint 2016 interface.

The PowerPoint interface

1.When you open PowerPoint for the first time, the Start Screen will appear. From here, you'll be able to create a new
presentation, choose a template, and access your recently edited presentations. From the Start Screen, locate
and select Blank Presentation to access the PowerPoint interface.

o« | 2.Click the buttons in the interactive below to become familiar
Merced Fiores with the PowerPoint interface.
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Working with the PowerPoint environment

Side [ ol & Enginh Rinfed Saiey Wit Wcaeeesh [[H = W

The Ribbon and Quick Access Toolbar are where you will find the commands to perform common tasks in
PowerPoint. Backstage view gives you various options for saving, opening a file, printing, and sharing your document.

Ribbon Mongibello About Us - PawerPaint
1.PowerPoint uses a tabbed Ribbon Insert Design  Transitions  Animations  SlideShow  Review  View Format
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commands for formatting text in your
document.
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arrow in the bottom-right corner that you
can click for even more options.

Showing and hiding the Ribbon

The Ribbon is designed to respond to your current task, but you can

lick at the top
[} o S22 shal of the app to show it.
= = sha

choose to minimize it if you find that it takes up too much screen space. P el == Show Tabs

Styles ~ && Shal Show Ribbon tabs only. Click a

Click the Ribbon Display Options arrow in the upper-right corner of the Drawing fo2 to shew tne commend
Ribbon to display the drop-down menu. ==

Show Ribbeon tabs and
commands all the time.
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Auto-hide Ribbon: Auto-hide displays your workbook in full-screen mode and completely hides the Ribbon.

To show the Ribbon, click the Expand Ribbon command at the top of screen.

Show Tabs: This option hides all command groups when they're not in use, but tabs will remain visible. To show the
Ribbon, simply click a tab.

Show Tabs and Commands: This option maximizes the Ribbon. All of the tabs and commands will be visible. This
option is selected by default when you open PowerPoint for the first time.

Us.ng the Tell me feature Mangibello About Us - PowerPoint i3l =
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The Quick Access Toolbar

Located just above the Ribbon, the Quick Access Toolbar lets you access common commands no matter which tab is
selected. By default, it includes the Save, Undo, Redo, and Start From Beginning commands. You can add other
commands depending on your preference.

To add commands to the Quick Access Toolbar:

L] ayout ™
1.Click the drop-down arrow to the right of the Quick Access Toolbar. | Ij B
Mew

'f:l Reset
Paste
= Slide ~ O Section~
2.Select the command you want to add from the drop-down menu. To choose

from more commands, select More Commands.

Clipboard = Slides

3.The command will be added to the Quick Access Toolbar.
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PowerPoint includes several tools to help organize
and arrange content on your slides, including B
the Ruler, guides, and gridlines. These tools B D
make it easier to align objects on your slides. - : :
Simply click the check boxes in the Show group
on the View tab to show and hide these tools.

Thumbnails
3
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Zoom and other view options
PowerPoint has a variety of viewing options that change how your presentation is displayed. You can choose to view your

presentation in Normal view, Slide Sorter view, Reading view, or Slide Show view. You can also zoom in and out to
make your presentation easier to read.

Switching slide views
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Switching between different slide views is easy. Just locate and select the desired slide view command in the bottom-
right corner of the PowerPoint window.

Hw
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Zooming in and out

To zoom in or out, click and drag the zoom control slider in the bottom-right corner of the PowerPoint window. You can
also select the + or - commands to zoom in or out by smaller increments. The number next to the slider displays the
current zoom percentage, also called the zoom level.

»
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Backstage view

Backstage view gives you various options for saving, opening, printing, and sharing your presentations. To access
Backstage view, click the File tab on the Ribbon.
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Click the buttons in the interactive below to learn more about using Backstage view.
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Presentation] - PowerPoint

Protect Presentation
Control what types of changes
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presentation.

Inspect Presentation
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CHAPTER -2- UNDERSTANDING ONEDRIVE
Introduction
Many of the features in Office are geared toward saving and sharing files online. OneDrive is Microsoft’'s online storage
space that you can use to save, edit, and share your presentations and other files. You can access OneDrive from your
computer, smartphone, or any of the devices you use.

To get started with OneDrive, all you need to do is set up a free Microsoft account if you don't already have one.

Once you have a Microsoft account, you'll be able to sign in to Office. Just click Sign in in the upper-right corner of the
PowerPoint window.

Shape Fill A2 Find
Shape Outline EEC Replace -
Shape Effects [E Select~
Editing ~

Benefits of using OneDrive
Once you're signed in to your Microsoft account, here are a few of the things you’ll be able to do with OneDrive:

Access your files anywhere: When you save your files to OneDrive, you'll be able to access them from any computer,
tablet, or Smartphone that has an Internet connection. You'll also be able to create new presentations from OneDrive.

Back up your files: Saving files to OneDrive gives them an extra layer of protection. Even if something happens to your
computer, OneDrive will keep your files safe and accessible.

Share files: It's easy to share your OneDrive files with friends and coworkers. You can choose whether they can edit or
simply read files. This option is great for collaboration because multiple people can edit a presentation at the same time
(also known as co-authoring).

Saving and opening files

When you're signed in to your Microsoft account, OneDrive will appear as an option whenever you save or open a file. You
still have the option of saving files to your computer. However, saving files to your OneDrive allows you to access them
from any other computer, and it also allows you to share files with friends and coworkers.

For example, when you click Save As, you can select either OneDrive or This PC as the save location.

Mongibello Pasta - PowerPaint

OneDrive - Personal Older
(& [fillory@hotmail.com
% Documents
— Julia Fillory's OneDrive » Documents
This PC
E;I Pet Photos

Julia Fillory's OneDrive » Pet Photos

o= Add aPlace

Julia Fillory's OneDrive
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CHAPTER -3- CREATING AND OPENING PRESENTATIONS
Introduction
PowerPoint files are called presentations. Whenever you start a new project in PowerPoint, you'll need to create a new
presentation, which can either be blank or from a template. You'll also need to know how to open an existing
presentation.
To create a new presentation:
When beginning a new project in PowerPoint, you'll often want to start with a new blank presentation.

1.Select the File tab to go to Backstage view.

2.Select New on the left side of the window, then click Blank
Presentation.

Presen
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[ Layout ~ PO
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A new presentation will appear.
To create a new presentation from a template:

A template is a predesigned presentation you can use to create a new slide show quickly. Templates often
include custom formatting and designs, so they can save you a lot of time and effort when starting a new project.

Click the File tab to access Backstage view, then select New.

1.You can click a suggested search to find templates or use the search bar to find something more specific. In our
example, we'll search for the keyword chalkboard.

MeEw 2.Select a template to review it.
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3.A preview of the template will appear, along with additional information on how the template can be used.

Click Create to use the selected template.

A new presentation will appear with the selected template.

It's important to note that not all templates are created by
Microsoft. Many are created by third-party providers and even
individual users, so some templates may work better than others.

1 Morelmager b
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To open an existing presentation:

In addition to creating new presentations, you'll often need to open a presentation that was previously saved. To learn
more about saving presentations, visit our lesson on Saving Presentations.

1.Select the File tab to go to Backstage view, then click Open.
2.Click Browse. Alternatively, you can choose OneDrive to open files stored on your OneDrive.

3.The Open dialog box will appear. Locate and select
your presentation, then click Open.

Open
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Most features in Microsoft Office, including PowerPoint, are geared toward saving and sharing documents online. This is
done with OneDrive, which is an online storage space for your documents and files. If you want to use OneDrive, make
sure you're signed in to PowerPoint with your Microsoft account

To pin a presentation:

If you frequently work with the same presentation, you can pin it to Backstage view for easy access.

Select the File tab to go to Backstage view, then click Open. Your Recent Presentations will appear.

Hover the mouse over the presentation you want to pin, then click the pushpin icon.
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The presentation will stay in the Recent presentations list until it is unpinned. To unpin a presentation, click the
pushpin icon again.
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To pin a presentation:
1.If you frequently work with the same presentation, you can pin it to Backstage view for easy access.
Select the File tab to go to Backstage view, then click Open. Your Recent Presentations will appear.
Hover the mouse over the presentation you want to pin, then click the pushpin icon.
DDE‘F‘I 2.The presentation will stay in the Recent
presentations list until it is unpinned. To unpin a
U1 Recem Taday presentation, click the pushpin icon again.
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To convert a presentation:

If you want access to all PowerPoint 2016 features, you can convert the presentation to the 2016 file format.

Note that converting a file may cause some changes to the original layout of the presentation.

1.Click the File tab to access Backstage view.

2.lLocate and select the Convert command.
Family Tree [Compatibility Mode]

Insert Design Transitions Animations Sli

Family Tree [Compatibility Made] - PowerPoint
|:| Layout =

alls P
D % Century Gothic ~ 40 - A" A A
Egy - N 1] Reset

Info
Paste . B I U § acM-pa- A-
- Slide ~ O Section Family Tree
Clipboard Slides Font P

\\psf » Home » Documents » Presentations

@ Compatibility Mode
) Some new features are disabled for improved compatibility
Coment with previous versians of PawerPoint. Upgrading to the current
[y file format will enable these new features. Affected objects
include charts, diagrams, and media abjects.

Protect Presentation

» Control what types of changes peaple can make ta this
Protect presentation.
Presentation ™

3.The Save As dialog box will appear. Select the location where you want to save the presentation, enter a file name,
and click Save.

[ save As x
T <« Documents > Presentations ~ @/ | Search Presentations L
Organize v New folder = (7]
. =
Microsoft PowerP Name Date modified Type
[3¥] AdWorks Proposal Microsaft P
7@ OneDrive
%] Employee Orientation Microsaft P
[ This PC ¥ Shelbyfield Adoptable Pets Microsoft P
[ Desktop @ Vacation Photos Microsoft P
Documents
¥ Downloads
B Movies
b Music
o v € >
File name: 1 -
Save astype:  PowerPoint Presentation v
Authors:  rthinson Tags: Addatag
A Hide Folders Tools  ~ Cancel

The presentation will be converted to the newest file type.



SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme) -8-

CHAPTER-4- SAVING PRESENTATIONS
Introduction

Whenever you create a new presentation in PowerPoint, you'll need to know how to save in order to access and edit it
later. As with previous versions of PowerPoint, you can save files to your computer. If you prefer, you can also save files
to the cloud using OneDrive. You can even export and share presentations directly from PowerPoint.

Save and Save As

PowerPoint offers two ways to save a file: Save and Save As. These options work in similar ways, with a few important
differences.

Save: When you create or edit a presentation, you'll use the Save command to save your changes. You'll use this
command most of the time. When you save a file, you'll only need to choose a file name and location the first time. After
that, you can just click the Save command to save it with the same name and location.

Save As: You'll use this command to create a copy of a presentation while keeping the original. When you use Save As,
you'll need to choose a different name and/or location for the copied version.

About OneDrive

Most features in Microsoft Office, including PowerPoint, are geared toward saving and sharing documents online. This is
done with OneDrive, which is an online storage space for your documents and files. If you want to use OneDrive, make
sure you're signed in to PowerPoint with your Microsoft account. Review our lesson on Understanding OneDrive to
learn more.

To save a presentation:

It's important to save your presentation whenever you start a new project or make changes to an existing one. Saving
early and often can prevent your work from being lost.
You'll also need to pay close attention to where you
save the presentation so it will be easy to find later.

Presenta

Insert Design Transitions Animations

1.locate and select the Save command on % ‘:, [El Layout - -

the Quick Access Toolbar. h B - N 1] Reset

Paste

ew J e AV
= Slide~ O Section ¥ BIUSa*

Clipboard =& Slides Font
2.If you're saving the file for the first time, the Save As pane will appear in Backstage view.

You'll then need to choose where to save the file and give it a file name. Click Browse to select a location on your
computer. Alternatively, you can click OneDrive to save the file to your OneDrive.

SaVe AS 3.The Save As dialog box will appear. Select the location where you want
to save the presentation.
Z&, OneDrive - Personal Enter a file name for the presentation, then click Save.
flores. merced@yahoo.com
= i EE save As >
L hisec e o - o [ Do s P 6] [ precemmions -
Organize ~ MNew folder == - [ =]
+ Add a Place E OneDrive -~ MName - Date meodified Type
8 This PC [@*) AdWorks Proposal 216/ PM Microsoft P
- @Y Employee Orientation PM Microsoft P
Browse % [ Desktop 6] Vacation Photos ana Microsoft P
*5] Documents
- Downloads
B Movies
b rausic
==| Pictures
e 1 ncal Disk (O ~ < >
File name: | Adoptable Pets| —
. . Save as type: | PowerPoint Presentation ~
The presentation will be saved. You can e e Ter= G
click the Save command again to save your
~ Hide Folders Tools  ~ Cancel

changes as you modify the presentation.

You can also access the Save command by pressing Ctrl+S on your keyboard.
Using Save As to make a copy
If you want to save a different version of a presentation while keeping the original, you can create a copy. For

example, if you have a file named Client Presentation you could save it as Client Presentation 2 so you'll be able to
edit the new file and still refer back to the original version.
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To do this, you'll click the Save As command in Backstage view. Just like when saving a file
for the first time, you'll need to choose where to save the file and give it a new file name.

To change the default save location:

If you don't want to use OneDrive, you may be frustrated that OneDrive is selected as the default location when saving.
If you find this inconvenient, you can change the default save location so This PC is selected by default.

1.Click the File tab to access Backstage view

2.Click Options.

Design Transitions Animations

3.The PowerPoint Options dialog box will appear.

LT I:lLayout' . .
0 o = &0 A A Select Save, check the box next to Save to Computer
SR I eset
Paste New  cetion- | B I U S af.pa-|A by default, then click OK. The default save location will
- Slider O T
Clipboard 1 Slides Font be changed.
PowerPoint Options. 7 x
General E Customize how documents are saved. =
Proofing
Sooz Save presentations
Language Save files in this format: PowerPoint Presentation -
Advanced | Save AutoRecover information every | 10 %] minutes
Customize Ribbon /] Keep the last autosaved version if | close without saving
. AutoRecover file location: C:\Users\AppData\Roaming\.
Quick Access Toolbar
Don't show the Backstage when opening or saving files
Add-ins 7] Show additional places for saving, even if sign-in may be required.
Trust Center %Sava to Computer by default
Using AutoRecover D¥ault local file location: C\Users\Documents\
Default personal templates location:
. . . oK Cancel
PowerPoint automatically saves your presentations to a

temporary folder while you are working on them. If you forget to save your changes or if PowerPoint crashes, you can
restore the file using AutoRecover.

To use AutoRecover:
Open PowerPoint. If autosaved versions of a file are found, the Document Recovery pane will appear.
1.Click to open an available file. The presentation will be recovered.

By default, PowerPoint autosaves every 10 minutes. If you are editing a presentation
Document Recovery for less than 10 minutes, PowerPoint may not create an autosaved version.

PowerPoint has recovered the following
files. Sawe the ones you wish to keep.

Available Files 2.If you don't see the file you need, you can browse all autosaved files
@4 Adoptable Pets.pptx [Orid from Backstage view. Just select the File tab, click Manage Presentation, then
Wersion created last time t .
anzols tssem T choose Recover Unsaved Presentations.
A Inspect Presentation

= Before publishing this file, be aware that it contains:
Check for

Document properties, author's name and
Issues ~

cropped out image data
Content that people with disabilities are unable
to read

&) Which file do | want to save?

Close ’_E] Manage Presentation
(@]) Check in, check out, and recowver unsaved changes.

Manage

) There are no unsaved changes.
Presentation -

Recowver Unsaved Presentations
Browse recent unsaved files

Exporting presentations

By default, PowerPoint presentations are saved in the .pptx file type. However, there may be times when you need to
use another file type, such as a PDF or PowerPoint 97-2003 presentation. It's easy to export your presentation
from PowerPoint in a variety of file types.

PDF: Saves the presentation as a PDF document instead of a PowerPoint file

Video: Saves the presentation as a video

Package for CD: Saves the presentation in a folder along with the Microsoft PowerPoint Viewer, a special slide show
player anyone can download

Handouts: Prints a handout version of your slides

Other file type: Saves in other file types, including PNG and PowerPoint 97-2003

To export a presentation:

In our example, we'll save the presentation as a PowerPoint 97-2003 file.
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1.Click the File tab to access Backstage view.

Click Export, then choose the desired option. In our example, we'll select Change File Type.

3.The Save As dialog box
then click Save.

Export

Create PDF/XPS Document
Create a Video

Package Presentation for CD
Create Handouts

Change File Type l}

2.Select a file type, then click Save As.

Change File Type

Presentation File Types
-

I

Presentation

Uses the PowerPoint Presentation format

OpenDocument Presentation

Uses the OpenDocument Presentation
format

)

PowerPoint Show

Automatically opens as a slide show

Image File Types

e PMNG Portable Metwork Graphics

=l print quality image files of each slide

Other File Types

P‘ Save as Another File Type
2z

=2

Save As

ﬁ 97-2003
(=] Uses the 97-2003

format

Template

Starting point for new presentations

PowerPoint Picture Presentation

| Presentation where each slide is a picture

JPEG File Interchange Format
Web quality image files of each slide

I
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will appear. Select the location where you want to export the presentation, type a file name,

@ Save As
4

« Documents » Presentations

Organize v Mew folder

& OneDrive Name

Family T
I ThisPC ) Famiy Te

[ Desktop
Documents
; Downloads
B Movies

ﬁ Music

[&] Pictures

i lncallisk ) ¥ <

v 0

Date modified

2/29/16 1:48 PM

Search Presentations

File name:

Save as type: | PowerPoint §7-2003 Presentation

Authors: Merced Flores

A Hide Folders

Tags: Addatag

x| 4.You can also use the Save as type drop-down menu in
the Save As dialog box to save presentations in a variety of file
L types. Be careful to choose a file type others will be able to
=+ @ | open.
Type
3 Save As X
Microsoft P
4N <« Documents » Presentations v O Search Presentations o
Organize = Mew folder B ~ 0
S
B Movies ~ Name Date medified Type
J’ Music @Adoptablel’ets 3118 Microsoft P
=] Pictures %] AdWarks Proposal 2/16/16 4 Microsoft P
‘e Local Disk (C:) Iﬂ" Employee Orientation 2/25/16 400 PM Microsoft P
> = Staff on ‘psf' (X;) ﬁ Vacation Photos 2/26/16 10:40 AM Microsoft P
v‘ == My Passport on
S == Homeon 'psf' (z
|_ﬂ Network
v £ >
Cancel File name: | Adoptable Pets -
Save as type: | PowerPoint Picture Presentation v
Authors: PowerPoint Presentation
YO powerPoint Macro-Enabled Presentation
PowerPoint 7-2003 Presentation
~ Hide Folders XPS Document
PowerPoint Template

Office Theme
PowerPoint Show

PowerPoint Macro-Enabled Template
PowerPoint 97-2003 Template

PowerPoint Macro-Enabled Show
PowerPoint 97-2003 Show

PDF: Saves the presentation as a PDF document instead of a PowerPoint file

video: Saves the presentation as a video

Package for CD: Saves the presentation in a folder along with the Microsoft PowerPoint Viewer, a special slide
show player anyone can download

Handouts: Prints a handout version of your slides

Other file type: Saves in other file types, including PNG and PowerPoint 97-2003
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Sharing presentations
PowerPoint makes it easy to share and collaborate on presentations using OneDrive. In the past, if you wanted to
share a file with someone you could send it as an email attachment. While convenient, this system also creates multiple

versions of the same file, which can be difficult to organize.

When you share a presentation from PowerPoint, you're actually giving others access to the exact same file. This lets
you and the people you share with edit the same presentation without having to keep track of multiple versions.

In order to share a presentation, it must first be saved to your OneDrive.
To share a presentation:

Click the File tab to access Backstage view, then click Share.

The Share pane will appear.

Click the buttons in the interactive below to learn more about different ways to share a presentation.

Share

Adoptable Pets Share with People

Merced Flores's OneDrive » Documents Send invitations and get sharing links.
&%

Sha re Share with
People

:‘,.. Share with People
[% Email
.E'?l) Present Online

[Zg Publish Slides

Present Online

From here, you can share your presentation online as a live presentation. PowerPoint will generate a link that others
can open in their web browser.



SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme)

Introduction

CHAPTER-5-
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SLIDE BASICS

Every PowerPoint presentation is composed of a series of slides. To begin creating a slide show, you'll need to know the
basics of working with slides. You'll need to feel comfortable with tasks such as inserting a new slide, changing the
layout of a slide, arranging existing slides, changing the slide view, and adding notes to a slide.

Understanding slides and slide layouts

1.When you insert a new slide, it will usually have placeholders to show you where content will be placed. Slides have
different layouts for placeholders, depending on the type of information you want to include. Whenever you create a new
slide, you'll need to choose a slide layout that fits your content.

Office Theme

[

H H

Title Slide

Title and Content

Section Header

Two Content Comparison Title Only
Elank Content with Picture with
Caption Caption

2.Placeholders can contain different types of content, including
text, images, and videos. Many placeholders have thumbnail
icons you can click to add specific types of content. In the
example below, the slide has placeholders for

the title and content.

Click to add title

* Click to add text

To insert a new slide:

Whenever you start a new presentation, it will contain one slide with the Title Slide layout. You can insert as many
slides as you need from a variety of

layouts. Home Insert Design Transitions Animations Slide Show Review View
sl C’ [ Layout - oA == =i
i D A A = = =
1.From the Home tab, click the bottom pact N ] Reset
- aste ew e BV . A
half of the New Slide command. - Slider O Section ERLURUIISIE - A
Clipboard & l}SIides Font Paragraph

2.Choose the desired slide layout from
the menu that appears. 3.The new slide will appear. Click any placeholder and begin
typing to add text. You can also click an icon to add other types of

content, such as a picture or a chart.

Click o add tithe

= ik b ke vt

19

click the Layout command, then choose the desired layout.

5.To quickly add a slide that uses the same layout as the selected
slide, click the top half of the New Slide command.

| Home Insert Design Transitions Animations 9
e il % DLayout' A a
D ~n A K
1 fy - ] Reset
Paste New | — ) I U § abc AV . Aa A
- - Slide~ [JSection~
Clipboard Slides Font
3 |
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Organizing slides

PowerPoint presentations can contain as
many slides as you need. The Slide "

Navigation pane on the left side of the m
screen makes it easy to organize your -

slides. From there, you
can duplicate, rearrange,
and delete slides in your presentation.

Working with slides
Duplicate slides: If you want to copy and paste a slide quickly, you can duplicate it. To duplicate slides, select the slide
you want to duplicate, right-click the mouse, and choose Duplicate Slide from the menu that appears. You can also

duplicate multiple slides at once by selecting them first.

Move slides: It's easy to change the order of your slides. Just

Loty - I Cul click and drag the desired slide in the Slide Navigation pane to
!" fm  Copy the desired position.
T Paste Options:
o -
11

Flewe Slide

(I -
1 B - sr dl -
: e e—— — i ! Delete slides: If you
P R ’ want to remove a slide

-
= Adod Section
' .—= Pubilish Slides - !" | | from your presentation,
12 = you can delete it.
B ] Laveus . Simply select the slide
p —_1 © aT—— you want to delete,
- - A% Format Background... then press
= the Delete or Backspa
shide 1O or 13 Erglish (Linit - 4  Hide Slide 1 12 ce key on your
keyboard.
To copy and paste slides:

If you want to create several slides with the same layout, you may find it easier to copy and paste a slide you've already
created instead of starting with an empty slide.

1.Select the slide you want to copy in the Slide Navigation pane, then click the Copy command on the Home tab.
Alternatively, you can press Ctrl+C on your keyboard.

B m 2.1n the Slide Navigation pane, click just below a slide (or between two slides) to
T | B choose a paste location. A horizontal insertion point will appear.
vt WG] e g
Clipbssnd /v “"'-:.'....: I “ wo- NI 3.Click the Paste command on the Home tab.
8 . Alternatively, you can press Ctrl+V on your keyboard.
- [ Paure [ e E
= b
£ RS e BT - EESMESE 4.The slide will appear in
it =

- pubtd = the selected location.
g S o

sl PAES

Sometimes you may find that a slide layout doesn't exactly fit your needs. For example, a =
layout might have too many—or too few—placeholders. You might also want to change how the placeholders are arranged
on the slide. Fortunately, PowerPoint makes it easy to adjust slide layouts as

needed.

Customizing slide layouts

Fz
| %1
! ot

Adjusting placeholders Shelbyfield /&?\'imal Rescue

Adoptable Pets I
1.To select a nlaceholder: Hover the mouse over the edae of the nlaceholder I
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2.To move a placeholder: Select the placeholder, then click and drag it to the desired location.

3.To resize a placeholder: Select the placeholder you want to

resize. Sizing handles will appear. Click and drag the sizing handles until
the placeholder is the desired size. You can use the corner sizing handles to
change the placeholder's height and width at the same time.

Shelbyfield Animal Rescue

Adoptable Pets

) Shelbyfield /%Qimal Rescue

% i

To delete a placeholder: Select the placeholder you want to delete, then press the Delete or Backspace key on your
keyboard.

Adoptable Pets

To add a text box:

Text can be inserted into both placeholders and text boxes. Inserting text boxes allows you to add to the slide layout.
Unlike placeholders, text boxes always stay in the same place, even if you change the theme.

1.From the Insert tab, select the Text Box command.

2.The text box will appear. To add text, simply click
the text box and begin typing.

Q Tell me..

Transitions ~ Animations  SlideShow  Review  View

Design

Q D Ff‘gonlmePlctum () Shapes b - D D 4 i

= g Screenshot SmartArt
New | Table | Pictures b Add- Links - Comment Tact Headzr WordArt ?
Sider v Bpnato Album + ] Chatt st v Box KFooter - 9 o
Slides | Tables Images llustrations Comments Text
0 o
o 6

Using blank slides

If you want even more control over your content, you
may prefer to use a blank slide, which contains no
placeholders. Blank slides can be customized by adding
your own text boxes, pictures, charts, and more.

Paste
2

To insert a blank slide, click the bottom half of the New
Slide command, then choose Blank from the menu that
appears.

While blank slides offer more flexibility, keep in mind

e
36
BE@-

Clipboard

Q

> Sllde -

=

=] Layout —
Reset

= Section ~

Office Theme

Transitions

B

Animations

B

Title Slide

Title and Content

Section Header

Two Content

Comparison

Title Only

= |

that you won't be able to take advantage of the —
predesigned layouts included in each theme. All e Ception Ception
- =) Duplicate Selected Slides
[y sSlides from Outline...
To play the presentation: (3 Reuse Slides...

Once you've arranged your slides, you may want to play your presentation. This is how you will present your slide show

to an audience.

Click the Start From Beginning command on the Quick Access Toolbar to see your presentation.

L c% |:| Layout =
N Em - ¥ Reset
Paste W
- Slide - Esectiﬂ-n'
Clipboard 1 Slides

The presentation will appear in full-screen mode.

You can advance to the next slide by clicking your mouse or pressing

the spacebar on your keyboard. Alternatively, you can use the arrow keys on
your keyboard to move forward or backward through the presentation.

Press the Esc key to exit presentation mode.

You can also press the F5 key at the top of your keyboard to start a presentation.
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Customizing slides

To change the slide size:

mewhat you want to do... Merced Flores &, Share

By default, all slides in PowerPoint 2013 use a 16- _| ID @
by-9—or widescreen—aspect ratio. You might mmmsm mmmmm - Shide  Format

Size» Background

know that widescreen TVs also use the 16-by-9 — .
aspect ratio. Widescreen slides will work best with | | standaraas) <
widescreen monitors and projectors. However, if ;

you need your presentation to fit a 4-by-3 screen, [J| Widescreen (16
it's easy to change the slide size to fit. Custom Slide Size...

To change the slide size, select the Design tab, then click the Slide Size command. Choose the desired slide size from
the menu that appears, or click Custom Slide Size for more options.

To format the slide background:

By default, all slides in your presentation use a white background. It's easy to change the background style for some or
all of your slides. Backgrounds can have a solid, gradient, pattern, or picture fill.

1.Select the Design tab, then click the Format Background command.

s ,QrShare 2..The Format Back.grou.nd pa.ne will appear on the
right. Select the desired fill options. In our example,

lﬁ @ we'll use a Solid fill with a light gold color.
i h The background
EEEEEE Ll . EI B Slide.  Format Format Background e style of the
>

Size Background selected slide

Variants Customize A = will update.
= Solid fill
3.If you want, you can click Apply to All to apply the same Sradient fill
Picture or texture Fill
Pattern fill
background style to all slides in your presentation. Hide background graphics
Color Ty -
i L Transparen Bnto et
-~ Theme Colors
| L 8 B | . .
ri ! Lt
A Gold, Accent 4, Lighter 8095
- : CEEEEEFEEEE
Standard Colors
N | HEENEN
wa® More Colors...
Apply to All £* Eyedropper

To apply a theme:

A theme is a predefined combination of colors, fonts, and effects that can quickly change the look and feel of your
entire slide show. Different themes also use different slide layouts, which can change the arrangement of your existing
placeholders. We'll talk more about themes later in our Applying Themes lesson.

1.Select the Design tab on the Ribbon, then File Home raert RCEUNN  Trsnsfiors  Animetons  SkdeShow  Revew  View
click the More drop-down arrow to see all of

the available themes. Aa Aa 3 ] mﬁ “ Ag 22 .....
pmmemn ||| mumenn | | el | m—" - -

2.Select the desired theme.

Themes

| o e | NSNS 3. The theme will be applied to your entire presentation.

i Frossatilon

e, | . Try applying a
= M few different
b | el . themes to your
| presentation.
[ = _ Some themes
“ E_ n- [ P _ will work better
than others
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CHAPTER -6- TEXT BASICS
Introduction

If you're new to PowerPoint, you'll need to learn the basics of working with text. In this lesson, you'll learn how
to cut, copy, paste, and format text.

To select text:
Before you can move or arrange text, you'll need to select it.

Click next to the text you want to select, drag the mouse over the text, then
release your mouse. The text will be selected.

Copying and moving text

PowerPoint allows you to copy text that is already on a slide and paste it
elsewhere, which can save you time. If you want to move text, you can cut and paste or drag and drop the text.

To copy and paste text:

1.Select the text you want to copy, then click the Copy command on the Home tab.

2.Click the Paste command on the Home tab.
Home
ol ) .

E=1- Reset The copied text will appear.
Paste E{} MNew = X [-JLayout ~
. ¥ lide ~ [ Section - @ - ~
; ; EE Reset
Clipboard Slides Paste New 5

- % lgjlide - "= Section ~

Place the insertion point where you Clipboard T~ Slides
want the text to appear.

To cut and paste text:

1.Select the text you want to move, then click the Cut command.

Home

'B'D “=lLayout ~
=23 - ] Reset
Paste New

« ¥ glide - [iSection -
Clipboard I« Slides

2.Place the insertion point where you want the text to appear, then click the Paste command.

Home

= X | =l Layout ~

Df—] 2 - ¥Reset
Paste New

« ¥ glide~ CiSection -
Clipboard T Slides

The text will appear in the new location.

You can access the cut, copy, and paste commands by using keyboard shortcuts. Press Ctrl+X to cut, Ctrl+C to copy,
and Ctrl+V to paste.
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To drag and drop text:

1.Select the text you want to move, then click and drag the text to the desired location.

DID YOU

‘et owners experience
benefits such as:

Social opportunities

Exercise
Stress relief
Lower blood pressure

Companionship

i Pet owners experience
benefits such as:

Exercise
Stress relief

Lower blood pressure

Formatting and aligning text
Formatted text can draw your audience's attention to specific parts of a presentation and emphasize important
information. In PowerPoint, you have several options for adjusting your text, including size and color. You can also adjust

the alignment of the text to change how it is displayed on the slide.

Click the buttons in the interactive below to learn about the different commands in the Font and Paragraph groups.

booul Gl S T <18 < & & e S 15 « o} Tust Dirweticnn -
Pant P ¥ ; B us i « |ilign Teal
oo "‘ RS PO R . :
T Convant to SmartAn

Align Text

You can use these commands to align your text at the top, middle, or bottom of a placeholder or text box.
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CHAPTER-7- APPLYING THEMES
Introduction
A theme is a predefined combination of colors, fonts, and effects. Different themes also use different slide layouts.
You've already been using a theme, even if you didn't know it: the default Office theme. You can choose from a variety
of new themes at any time, giving your entire presentation a consistent, professional look.
What is a theme?
In PowerPoint, themes give you a quick and easy way to change the design of your presentation. They control your
primary color palette, basic fonts, slide layout, and other important elements. All of the elements of a theme will work

well together, which means you won't have to spend as much time formatting your presentation.

Each theme uses its own set of slide layouts. These layouts control the way your content is arranged, so the effect can
be dramatic. In the examples below, you can see that the placeholders, fonts, and colors are different.

MONGIBELLO
ARTISAN PASTA

ALTUT UK BFSIHESS

If you use a unique slide layout—such as Quote with Caption or Name Card—and then switch to a theme that does
not include that layout, it may give unexpected results.

Every PowerPoint theme—including the default Office theme—has its own theme elements. These elements are:
Theme Colors: There are 10 theme colors, along with darker and lighter variations, available from every Color menu.
Theme Colors

. . . . . . Theme Fonts: There are two theme fonts available at the top of the Font
menu under Theme Fonts.

. IIIIIIII Theme Fonts -

T Corbeal iHeadings)
Standard Colors T Corbel {Body)

H EEEENE -, .

vy More Colors... T lgency FB
.ﬁf’! E}.-EEIFCPPEF T .A.L'EERIM

a4

Theme Effects: These affect the preset shape styles. You can find shape styles on the Format tab whenever you select
a shape or SmartArt graphic.

+| £ shapeFill -

Abc a - EShapeOutline'

@ £¥ Shape Effects ~
Shape Styles I

When you switch to a different theme, all of these elements will update to reflect the new theme. You can drastically
change the look of your presentation in a few clicks.

If you apply a font or color that isn't part of the theme, it won't change when you select a different theme. This includes
colors selected from the Standard Colors or More Colors options and fonts selected from All Fonts. Using non-theme
elements can be useful when you want certain text to be a specific color or font, like a logo.
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Applying themes

All themes included in PowerPoint are located in the Themes group on the Design tab. Themes can be applied or
changed at any time.

To apply a theme:
Select the Design tab on the Ribbon, then locate the Themes group. Each image represents a theme.

Click the More drop-down arrow to see all available themes.

File Home Insert Design Transitions Animations Slide Show Review

Aa Aa VAa j .

Themes

Select the desired theme.

This Fresentatian [=]

Hfice

e e ) -
e | e | RN e B
O e |
== — |- § =

) Browse for Themes

Pl Seve Cumera Theme...

-19 -

The theme will be applied to the entire presentation. To apply a different theme, simply select it from the Design tab.

| Mongibello Artisan
Pasta

Once you've applied a theme, you can also select a variant for that theme from the Variants group. Variants
use different theme colors while preserving a theme's overall look.

| - |-

Themes Warsants

Mongibello Artisan

Pasta

About Our Business
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CHAPTER-8- APPLYING TRANSITIONS
Introduction

If you've ever seen a PowerPoint presentation that had special effects between each slide, you've seen slide transitions.
A transition can be as simple as fading to the next slide or as flashy as an eye-catching effect. PowerPoint makes it easy
to apply transitions to some or all of your slides, giving your presentation a polished, professional look.

About transitions

There are three categories of
unique transitions to choose from, all

of which can be found on Subtle
the Transitions tab. D @ H
MNene Cut Fade Wipe Split Reveal Random Bars

1.Subtle: These are the most basic

types of transitions. They use simple @ :I
Cowver

animations to move between slides. Shape Uncover

-
s >
&

Flash

Exciting
2.Exciting: These use more complex @ @ H
. tions to transition between slides Fall Over Drape Curtains Fracture Crush Peel Off
anima .
While they're more visually interesting E

than Subtle transitions, adding too many can
make your presentation look less [E E

professional. However, when used in

moderation they can add a nice touch E

between importa nt slides. Doors Box Comb Zoom Random

Flip Gallery Cube

3.Dynamic Content: If you're transitioning between two slides that use similar slide layouts, dynamic transitions will

move only the placeholders, not the
slides themselves. When used correctly,

dynamic transitions can help unify your
slides and add a further level of polish to B E m

your presentation. Pan Ferris Wheel  Conveyor Rotate Window Orbit Fly Through

Dynamic Content

Transitions are best used in moderation.
Adding too many transitions can make your presentation look a little silly and can even be distracting to your audience.
Consider using mostly subtle transitions, or not using transitions at all.

To apply a transition:
1.Select the desired slide from the Slide Navigation pane. This is the slide that will appear after the transition.
2.Click the Transitions tab,

then locate the Transition
to This Slide group. By

default, None is applied to 0 D @ @ @ -

File Home  Insert  Design [ICISWGGENM Animations  SiideShow  Review  View

each slide. Previe None Cut Fade Push Wipe Split Effect
Click the More drop-down %OPUCHE
arrow to display all Preview Tiansition to This Slide
transitions.
3.Click a transition to apply it to iz
the selected slide. This will D @ @ @
automatically preview the transition. None Cut Fade Push [\ Wipe Splt Reveal  Random Bars
o « o

4.You can use the Apply To Shape Uncaver Cover Flash

All command in the Timing group to apply the same transition to all i

slides in your presentation. Keep in mind that this will modify any @ H E E

other transitions you've applied. Follver  Drape  Cutsins  Wind  Prestige  Fractwre  Csh  PeelOff

L]

£y

M

T ]
E— _ = «
Transitions Animations Slide Show Tl Page Curl Airplane Origami Dissolve  Checkerboa.. Blinds Clock Ripple
4, Sound: |[No Sound]  ~ l
el @ @ = T B X EEESLD
- - Effect Duration: oo . Honeycomb ~ Glitter Vortex Shred Switch Flip Gallery Cube
Fade Push Wipe Split = =E

Options~ I3 Apply To All . E
Transition to This Slide I} Timing

Try applying a few different types of transitions to various slides in Dyf::";c“m o Come
your presentation. You may find that some transitions work better
than others, depending on the content of your slides. .

H
[
=

B
El
7
El

=
=

Orbit Fly Through

z
o
=
5
g
2

Pan Ferris Wheel  Conveyor
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To preview a transition:
1.You can preview the transition for a selected slide at any time using either of these two methods:
Click the Preview command on the Transitions tab. 2.Click the Play Animations command in the Slide

Navigation pane.
File Home Insert Design Transitions

o wm = PR

pre"'ie"lf\@ MNone Cut Fade Push
Preview Transition to This Slide
Modifying transitions
To modify the transition effect:
Transitions Animations Slide Show Review View 2 Tell me...
You can quickly customize the look of a - : 4L Sound: |[No Sound] -
transition by changing its direction. e Puch Spiit T Effect g‘ i”'alt'f‘r”’ml e -
. : o - o
Select the slide with the transition you want ameition fo Thie Shee Option==|_—>2PPY o
to modify. @ From Bottom °
Click the Effect Options command and [ 2
. . . . = From Left
choose the desired option. These options will ! L&
vary depending on the selected transition. E From Right
The transition will be modified, and
a preview of the transition will appear. [ Fromzor

Some transitions do not allow you to modify
the direction.
To modify the transition duration:

"’L Sound: [Mo Sound] = Advance Slide
(D) Duration: 00.50 E | On Mouse Click

Select the slide with the transition you want to modify.
In the Duration field in the Timing group, enter

f - . X ' Effect
the desired tl_me for the transition. In this example, we'll Optil:;s' 2 Apply To All k- After: |DD:00.00 2
decrease the time to half a second—or 00.50—to make the .
transition faster. Timing
"’_3 Sound: [No Sound] - Adwance Slide
2 Duratior [Mo Sound] = Click
To add sound: T Apply T [Stop Previcus Sound) ‘oo.00 =
Select the slide with the transition you want to modify. —— s
Click the Sound drop-down menu in the Timing group. Cooh Regiseer
Click a sound to apply it to the selected slide, then preview the Slick
transition to hear the sound. Drum Roi
Sounds are best used in moderation. Applying a sound between every v

Laser

slide could become overwhelming or even annoying to an audience
when presenting your slide show.
To remove a transition:

Select the slide with the transition you want to remove. LeoR Unti pie Sound

Choose None from the Transition to This Slide group. The transition will be removed.
To remove transitions from all slides, apply

Dh DJ . the None transition to a slide, then click

Preview None Cut Fade Push Wipe spit |- Effect the Apply to All command.
Options
Preview Transition to This Slide
Advancing slides

Normally, in Slide Show view you would advance to the next slide by clicking your mouse or by pressing the spacebar or
arrow keys on your keyboard. The Advance Slides setting in the Timing group allows the presentation to advance on

its own and display each slide for a specific amount of time. This feature is especially useful

for unattended presentations, such as those at a trade show booth.

To advance slides automatically: € Sound: | 1 ag -

Select the slide you want to modify. 3 0unc: |Lamera vance slide

Locate the Timing group on the Transitions tab. Under Advance — (O Duration:  00.50 % On Mouse Click
Slide, uncheck the box next to On Mouse Click. Options ~ T2 Apply To Al 7] After: Ek‘
In the After field, enter the amount of time you want to display the

slide. In this example, we will advance the slide automatically after 1
minute and 15 seconds, or 01:15:00.

Select another slide and repeat the process until all slides have the desired timing. You can also click the Apply to
All command to apply the same timing to all slides. If you need to advance to the next slide before an automatic
transition, you can always click the mouse or press the spacebar to advance the slides as normal.

Timing
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Introduction

As you add more slides to a presentation, it can be difficult to keep everything organized.

CHAPTER-9-

MANAGI

tools to help you organize and prepare your slide show.

About slide views

PowerPoint includes several different slide views, which

are all useful for various tasks. The slide view

Click to ad

commands are located in the bottom-right of the
PowerPoint window. There are four main slide views.

NG SLIDES

d notes

W Comments B 55 B =|-—1 +

= Notes

SHELBYFIELD

Normal view: This is the default view, where you create -
and edit slides. You can also move slides in the Slide = ﬂ. I“IHnl n Esn"!
Navigation pane on the left.

Slide sorter view: In this view, you'll see a thumbnail

version of each slide. You can drag and drop slides to

reorder them quickly.

SHELBYFIELD
ANIMAL RESCUE

Slide show view: This is the view you'll use to pre

B
3 |

Pl

ADOFTARLE FITE

-22 -

Fortunately, PowerPoint offers

3

Reading view: This view fills the PowerPoint window

SHELBYFIELD

ANIMAL RESCUE

ADOFTABLE FETH

with a preview of your presentation. It includes easily
accessible navigation buttons at the bottom-right.

the current slide. You can also press F5 on your keyboard to start from
the beginning. A menu will appear in the bottom-left corner when you
move the mouse. These commands allow you to navigate through the
slides and access other features, such as the pen and highlighter.

Outline view

SHELBYFIELD

ADGETARLE FETS

sent to an audience. This command will begin the presentat.ion from

Outline view shows your slide text in outline form. This allows you to quickly edit your slide text and view the content
of multiple slides at once. You could use this layout to review the organization of your slide show and prepare to deliver

your presentation.

To view an outline:

1.From the View tab, click the Outline

View command.

An outline of your slide text will appear
in the slide navigation pane.

2.You can type directly in the outline to
make changes to your slide text.

Slide notes

You can add notes to your slides from
the Notes pane. Often called speaker notes, they can help you deliver or prepare for your presentation.

Home Insert

EEEEE

Mormal |Qutling| Slide

View | Sorter Page View

Presentation Views

1CJSHELBYFIELD ANIMAL

RESCUE
ADOPTABLE PETS

OUR MISSION

...to rescue, rehabilitate, and re-home
stray or unwanted pets.

The volunteers of Shelbyfield Animal
Rescue are dedicated to helping
animals in need and finding you the
perfect pet for your home.

DID YOU KNOW?

Pet owners experience benefits such
as:

= Companionship
- Social opportunities
= Exercise

Design

Motes Reading

Transitions Animations Slide Show Review

w 3 Q
i Gridlines = _
Slide Handout MNotes ) MNotes Zoom Fitto
Master Master Master Guides

Master Views Show ] Zoom

SHELBYFIELD
ANIMAL RESGUE

ADOFPTAEBLE PETS

‘\‘ri = E

. Colar

o= Graysc

Window | = Black:

Color/G

3
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To add notes:

1.Click the Notes command at the bottom of the screen to open s“EI'BYFIEI'n

the Notes pane. A“IMAI. HESG“E

2.Click and drag the edge of the pane to resize it if desired.

ADOPTABLE PETS

= Notes[y Wcomments [[E 32 B T -1 + % B

3.Click the Notes pane, and begin typing to add notes.

SHELBYFIELD =

w

Click to add notes ji
ADOFPTABLE PETS =
=
= Notes Wl Comments B 5 B 7 -+ + 36 [
Welcome and intro
Find picture for slideﬂ T
P = Motes W Comments = 28 B = -—t + 36% [
4.You can also access Notes Page view to | javgr  Tranations  Animatons  Side Show  Review -]
edit and review your notes. Just click =1 g
Horrnal = Foc ——
the Notes Page command from ' a Wormboo | I Blanck

the View tab. From there, you can type
notes in the text box below each slide. SHELBYFIELD

ANIMAL RESCUE

Slide sections

Welcome and intro

If you have a lot of slides, you can organize Find picture for slide?
them into sections to make your presentation easier to navigate. Sections can be collapsed or expanded in the Slide
Navigation pane and named for easy reference.

To create slide sections:

In our example, we will add two sections: one for dogs that are available for adoption, and another for cats and other
pets.

1.Select the slide you want to begin a section.

«  2.From the Home tab, click the Section command, then choose Add Section from the drop-
down menu.

“ . 3.An Untitled Section will appear in the Slide Navigation pane.
& Y s

4.To rename the section, click
the Section command, then
choose Rename Section from the
drop-down menu.

Past _. e ] A 4 Untithed Section
b

sy % Layoaut =
B - | Reset
Paste R
- Slicle - Sectan -
1t et
4 Untitled Section =l Bsnsms Section

L3

MAN'S BEST
FRIEND
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5.Type the new section name in the dialog box, then click Rename.

Rename Section ? ot

Section name:

Dogs|

Eename k‘ Cancel

Repeat to add as many sections as you need.

6.In the Slide Navigation pane, click the arrow next to a section name to collapse or expand it.

I Dogs (3) -
Cats and S5mall Pets
Collapse Section
THE LITTLE
WL T
¢ -

7.To remove a section, click the Section command, then click Remove Section. You can also click Remove All
Sections to remove all sections from your slides.

Home Insert Design Transiti

£ X [=] Layout ~
D Bz -~ ] Reset
Paste Mew = -
- Slide ~ | =] 9ection ™
Clipboard r
b Dogs (3) ®[ Rename Section

4 Cats and Small Pets iEECE BRI

9

X

F;'.; Rermove All Sections
B9 Callapse Al
4
 comn |

Expand All
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CHAPTER -10- USING FIND & REPLACE
Introduction
When you're working with longer presentations, it can be difficult and time consuming to locate a specific word or phrase.

PowerPoint can automatically search your presentation using the Find feature, and it allows you to quickly change words
or phrases using the Replace feature.

To find text: shape | S Find.
shaps Chutlin s Replace -
1.From the Home tab, click the Find command. e Shinc selacts
Editing -

2.A dialog box will appear. Enter the text you want to find in
the Find what: field, then click Find Next.

Find 3 % 3.If the text is found, :
' it will be selected. Newoﬂfflcer Announcement

Find what: i n:Twmr 1 J
2015-2016 ¥ —lp— You can also access 18 School Year
(] Match case | the Find command by

[ Find whell words oy Beplace pressing Ctrl+F on

your keyboard.

To replace text:

At times, you may discover that you've repeatedly made a mistake throughout your presentation—such as misspelling
someone's name—or that you need to exchange a particular word or phrase for another. You can use
the Replace feature to make quick revisions.

F_L Share

From the Home tab, click the Replace command.

e Fill L Find
e L ] =
A dialog box will appear. Type the text you want to find in the Find ape Outling g place
what: field. Shape Effects = | [ Select -
Editing L

Type the text you want to replace it with in the Replace with: field, then
click Find Next.

Replace 7 x If the text is found, it will be selected. Review the text to make sure you
want to replace it.
Fipxd what: Ewﬂl
2015-2016 ¥ If you want to replace it, select one of the replace options. Replace will
Regilace with: — replace individual instances, and Replace All will replace every instance.
20162017 " Regilace In our example, we'll use the Replace option.
L Match case Replace &ll R . =
[2] Fired wehole words nly " )
Fird what:
. Replace waih: B
The selected text will be replaced. 2016-2017 . Boplace -
W
- |_] kiatch case Replace &l
Elections wercl T T emmm—m,

for new Band Boosts

2016-2017 sq
,- n
Figal whiat Find Mot
Replace with: i
201162017 “ | Bepace 13
[C] match gase Replace Al L t
[ Find shvole words onty b

PowerPoint will move to the next instance of the text in the presentation. When you are finished replacing text,
click Close to exit the dialog box.

When it comes to using Replace All, it's important to remember that it could find matches you didn’t anticipate and
might not actually want to change. Only use this option if you're absolutely sure it won't replace anything you didn’t
intend it to.
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CHAPTER -11- PRINTING
Introduction

Even though PowerPoint presentations are designed to be viewed on a computer, there may be times when you want
to print them. You can even print custom versions of a presentation, which can be especially helpful when presenting
your slide show. The Print pane makes it easy to preview and print your presentation.

Print layouts

PowerPoint offers several layouts to choose from when printing a presentation. The layout you choose will mostly depend
on why you're printing the slide show. There are four types of print layouts.

1.Full Page Slides: This prints a full page for each slide in your presentation. This layout is most useful if you need
to review or edit a printed copy of your presentation.

2.Notes Pages: This prints each slide, along with any speaker notes for
the slide. If you've included a lot of notes for each slide, you could keep a
printed copy of the notes with you while presenting.

vy
Texlahoma High School

Tervies T it

3.0utline: This prints an overall outline of the slide
show. You could use this to review the organization of Leshta will b I the Torry the Terier couturne to help pump up the crowd|
your slide show and prepare to deliver your

presentation.

4.Handouts: This prints thumbnail versions of each slide, with optional space
Band Boosters Meeting for notes. This layout is especially useful if you want to give your audience
July 1,2016 a physical copy of the presentation. The optional space allows them to take

2 Agenda notes on each slide.
« New Officers
“Elections and Thank You
<+Announce New Officers
< Distribute Officer Contact Info -
« Fundraising e 0 High Schoot
<+Past and Present Ideas =
“+Review Yearly Results

3 New Officer Announcement
2016-2017 School Year

4 Elections and Appreciation

To access the Print pane:

1.Select the File tab. Backstage view will
appear.

Transitions
=-
A
N =
Paste New B I U § ab &Y . A3
© Slide~ O7 o
Clipboard Slides Font

2.Select Print. The Print pane will appear.

3.Click the buttons in the
interactive below to learn 'l wigh Schaal
more about using the Print
pane.
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Slide Selection

You can click the arrows to view a different slide in the Preview pane.

You can also access the Print pane by pressing Ctrl+P on your keyboard.

To print a presentation:

1.Select the File tab. Backstage view will appear.

o 115 - 2.Select Print. The Print pane will appear.

Insert Design Transitions

oy ¥ =~ .
A=~ A
New

EE]
Paste B I U § abe AV A3
- ¥ Slider O - o
Clipboard Slides Font

3.Choose the desired printer and print range.

Chose the desired print layout and color settings.

Printer
Lexrmark MX310dn

'% Ready T

Printer Properties

Settings
Iﬁ Print &ll Slides -

Print entire presentation

Slides: |

Full Page Slides
Print 1 slide per page

Collated
123 123 123

Color -

CJEIR
4

4.When you're done modifying the settings, click Print.

Print

Copies: |1 -

=
Print I}
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CHAPTER-12- PRESENTING YOUR SLIDE SHOW

Once your slide show is complete, you'll need to learn how to present it to an audience. PowerPoint offers several tools
and features to help make your presentation smooth, engaging, and professional.

Presenting a slide show

Before you present your slide show, you'll need to think about the type of equipment that will be available for your
presentation. Many presenters use projectors during presentations, so you might want to consider using one as well.
This allows you to control and preview slides on one monitor while presenting them to an audience on another screen.

To start a slide show:
There are several ways you can begin your presentation: H ® =
File Home Insert Design Transitions
1.Click the Start From Beginning command on the Quick Access e - \:I = Layout~
Toolbar, or press the F5 key at the top of your keyboard. The i Copy 5 Reset
) ) A ) o y
presentation will appear in full-screen mode. aste Earrrost: Feiier S“::' = Section ~ I
Clipboard ] Slides

2.Select the Slide Show view command at the bottom of the
PowerPoint window to begin a presentation from the current slide.

_ 3.Go to the Slide Show tab on the Ribbon to access even more
options. From here, you can start the presentation from the
. current slide and access advanced presentation options.
¥

= Motes Bl Comments B 55 & ‘?L\’- 1 + 8%

Home Insert Design Transitions Animations Slide Show

EQ) '@' E'@ E |:‘> L—| Ay [ Play Manations
L) = & )
Fm h F_ P C .Els-l'd Si .I%r Hid Ri ho Ri : ;/SI d ) Use Timings
- . rom rom resent Custom Slide et Up ide ehearse Record Slide
To advance and reverse slides: Beginning Current Slide  Online~  Show = SlideShow Slide  Timings  Show=- /) Show Media Cont
Start Slide Show Set Up

You can advance to the next slide by clicking your mouse or pressing the spacebar on your keyboard. Alternatively,
you can use or arrow keys on your keyboard to move forward
or backward through the presentation.

You can also hover your mouse over the bottom-left and click
the arrows to move forward or backward.

To stop a slide show:

1.You can exit presentation mode by pressing the Esc key on your keyboard. Alternatively, you can click the Slide Show
Options button in the bottom-left and select End Show.

Last Viewed 2.The presentation will also end after the last slide. You can click the mouse or
press the spacebar to return to Normal view.
Show Presenter View

Screen 4

End of slide show, dick to exit.

Arrow Options L4

3

Help

End Show k

Presentation tools and features

PowerPoint provides convenient tools you can use while presenting your slide show. For example, you can change your
mouse pointer to a pen or highlighter to draw attention to items in your slides. In addition, you can jump around to
slides in your presentation or access other programs from your taskbar if needed.

To show the taskbar:

Sometimes you may need to access the Internet or other files and programs on your computer during your presentation.
PowerPoint allows you to access your taskbar without ending the presentation.

Locate and select the Slide Options button in the bottom-left corner.



SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme)

1.Select Screen, then click Show Taskbar.

2.Your taskbar will
appear. Choose a program Ohio State Marching Band Full ..
you want to open, such as
a web browser. When
you're done, close the

Show Presenter View

Screen v Black Screen

‘White Screen

Arrow options ¥ window or click the
velp Show Taskbar [y, PowerPoint icon on the
taskbar to return to the
End Show presentation.
Slide options Last Viewed

See All Slides

Zoom In

You can also access any of the menu items above by right-
clicking anywhere on the screen during your slide show.

Show Presenter View
Screen

Pointer Options
Help

To skip to a nonadjacent slide:

End Show

You can jump to slides out of order if needed.

Locate and select the See All Slides button in the bottom-left corner.

Thumbnail versions of each slide will appear. Select the slide you
want to jump to.

The
selected
slide will
appear.

To access drawing tools:

Your mouse pointer can act as pen or highlighter to draw attention to items in
your slides.

# Laser Pointer
Locate and select the Pen Tools button in the bottom-left corner. # Pen

s

# Highlighter
1.Select Pen or Highlighter based on your preference. You can also choose a

different color from the menu.

2.Click and drag the mouse to mark your slides. You can also press Ctrl+P on your
keyboard to access the pen tool while presenting your slide show.

3.You can also use the laser pointer feature to
draw attention to certain parts of your slide. Unlike the pen and highlighter, the laser
pointer will not leave markings on your slides. To use the laser pointer, select it from
Pen Tools, or press and hold the Ctrl key and the left mouse button.

Laser Pointer I},
Pen
Highlighter

Eraser

Erase All Ink on Slide
HE N HEEEN
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To erase ink markings:

-30-

Locate and select the Pen Tools button in the bottom-left corner.

1.Select Eraser to erase individual ink markings, or select Erase All Ink on Slide to erase all markings.

A

Laser Pointer

Pen

LY

Highlighter

Eraser

Al

Erase All Ink on Slide L\’
HEEE EEEEN

Presenter view

Microsoft PowerPoint

2.When you end a slide show, you'll also have the option to Keep or Discard any ink
annotations made during your presentation. If you keep ink markings, they'll appear
as objects on your slides in Normal view.

| Want to keep your ink annotations?

Discard

If you're presenting your slide show with a second display—like a projector—you can use Presenter view. Presenter view
gives you access to a special set of controls on your screen that the audience won't see, allowing you to easily
reference slide notes, preview the upcoming slide, and much more.

To access Presenter view:

1.Start your slide show as you normally would, then click the Slide Options button and select Presenter View.
Alternatively, you can press Alt+F5 on your keyboard to start the slide show in Presenter view.

Show Presenter View

Screen 4

Arrow Options L4

Help

End Show

Slide show setup options

2.Click the buttons in the interactive below to learn more about using Presenter view.

=

Texlahoma High Schonl
g

PowerPoint has various options for setting up and playing a slide show. For example, you can set up an unattended
presentation that can be displayed at a kiosk and make your slide show repeat with continuous looping.

To access slide show setup options:

1.Select the Slide Show tab, then click the Set
Up Slide Show command.

The Set Up Show dialog box will appear. From
here, you can select the desired options for your presentation.

=]

= ]

= Band Bo
File Home Insert Design Transitions Animations Slide Show Review View
= = T | Play Narrations
D ¥ B B N4 B o U
o/ = (@
= = Er Eh S @ /| Use Timings
From From Present Custom Slide Set Up® Hide Rehearse Record Slide
Beginning Current Slide  Online~  Show ~ Slide Show Slide  Timings  Show~ ) Show Media Contral:
Start Slide Show Set Up

2.Click the buttons in the interactive below to learn about various options for setting up and playing a slide show.

Set Up Show
Show type

(@) Presented by a speaker [full screen)
() Browsed by an individual jwindaow)
() Browsed at a kiosk (full screen)

Show options

[] Loop continuausly until ‘Esc’

[ show without parration

[ show without animation

[] Disable hardware graphics acceleration

D~
2~

Pen color:

Laser pointer color:

Show slides
® an
O Erom: [4 2] 1o [11 z

Custom show:

Advance slides

) Manually
(®) Using timings, if present

Multiple monitors

Slide show monitor:

Automatic ~
Resolution:

Use Current Resolution

[ use Presenter View

Cancel

Multiple Monitors

If you have more than one monitor, you can choose which one
to display the slide show on. It's usually best to leave this
setting on Automatic.

To advance slides automatically, you'll need to customize the
slide timing on the Transitions tab

@ "’l, Sound: Camera v Advance Slide
@ Duration: On Mouse Click
Effect

Options = T3 Apply To Al | After. Ek

-

0050

Timing
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CHAPTER -13- LISTS
Introduction

To create effective PowerPoint presentations, it's important to make your slides easy for the audience to read. One of
the most common ways of doing this is to format the text as a bulleted or numbered list. By default, when you type
text into a placeholder, a bullet is placed at the beginning of each paragraph—automatically creating a bulleted list. If
you want, you can modify a list by choosing a different bullet style or by switching to a numbered list.

To modify the bullet style:
Select an existing list you want to format. E—
= A.
1.0n the Home tab, click the Bullets drop-down arrow. B ERI— . 5 I=-
A
Mone
i =N 5= 1= I}- |E [ ¢ 2.Select the desired bullet
=T L style from the menu that
A-B= - J: { appears.
Paragraph Hollow Square Bullats
Bullets )
Create a bullatad list. The bullet style will appear }
in the list. 5

Click the arrow to change the look
ofthebullet. e

Bullets and Numbering

To modify a numbered list:

Select an existing list you want to format.

1.0n the Home tab, click the Numbering drop-down arrow. e 1 - E

2.Select the desired numbering
option from the menu that
appears.

Naone

The numbering style will appear in
the list.

Bullets and Mumiss ing

To change the starting number:

By default, numbered lists count from the number 1. However, sometimes you may want to start countlng from a
different number, like if the list is a continuation from a previous L = o p— x
slide.

Select an existing numbered list.
On the Home tab, click the Numbering drop-down arrow.

1.Select Bullets and Numbering from the menu that appears.

(] B lETs Sl L. [

2.A dialog box will appear. In the Start At field, enter the desired starting =
number. N :'
Highlightis

Buiists snd Surnbering = i,

IR pana—

3.The list numbermg will | Inmiglt from soergy policy |
change. O awperts o

Ewmerging teohnalogies i
renwrw bl sy

il Loy

Sies B0 1wt e Fr— = Koaynuta: T
Alter Envegy

Croes {f

Holutions]
o L o
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Modifying the list's appearance

Whether you're using a bulleted or numbered list, you may want to change its appearance by adjusting the size and color
of the bullets or numbers. This can make your list stand out and match the appearance of your presentation.

To modify the size and color:

Select an existing bulleted list. Yy = - B
A -

1.0n the Home tab, click the Bullets drop-down arrow. . Mone

2.Select Bullets and Numbering from the
menu that appears.

o b =] . 3.A dialog box will appear. In the Size field, i
4= N i setthe bullet size. i
Faragraph | |
:l.l"il! o Bulleds and Nurbaring T 4 = Bullets and e,
reate a bulleta 5t J S
o — 4.Click ot
Click the amow to change the loak the Color drop-down box and select a color.
af the bullst e
wiin Nane
Bullets and Murm bering ? ot

frdbited Bumbensd

[ —

Theme Colors

v H ENEEEEN

goe @ T it Bitu IIlII'.III

i Standard Colors
Ctaniny. L] ] fEEEEE

Rucait Colors

[ |
= > | = Sz g pore Coloss. Pture.

-
bl - Customize. .

Cokr Ch=

Rzt L Canced

Click OK. The list will update to show the new bullet size and color.
Customizing bullets

Customizing the look of the bullets in your list can help you emphasize certain list items or personalize the design of your
list. A common way to customize bullets is to use symbols.

To use a symbol as a bullet:
Select an existing bulleted list.

1.0n the Home tab, click the Bullets drop-down arrow.

2.Select Bullets and Numbering from the menu that appears.

Paragraph

Bullets

Create a bulleted list. MNone

Click the arrow to change the laok

of the bullet.
(S LN
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3.A dialog box will appear. On the Bulleted tab, click Customize.

Bullets and Mumbering ? *
Bidlated  Wumibered
Mone
Size- B0 = Mot bedt Bicture.,
Lotr El Customize.. |\,
Resset 0K Cangel

The Symbol dialog box will appear.

4.Click the Font drop-down box and select a font. The Wingdings and Symbol

Select the desired symbol.

Symital T g

frme el it}

Lt

Syme GeommrT Shape

g L[ k[d[8 -

4k i bt s it 8

i . - SRR Y
vao BN EEIr

Ercortly usad winbalu

ez ¥|e/e ™ =)<z +]x|x/n

Uik nEme e mtn | v ot

Elsrke Mughi . P g Pranier

(24 Canred

5.Click OK. The symbol will now appear as the selected bullet option in the Bullets and Numbering dialog box.

Bullets and Mumbening ? )(
Bulleted  Hiimbeosod
Mone
Sige: (B0 = ol e Hcture..
Color LA™ Cusbomize._ 1
Rgsi v 3 | Cangel

Click OK again to apply the symbol to the list in the document.

To change the distance between the bullets and the text, you can move the first-line indent marker on the Ruler.
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CHAPTER -14-

Introduction

-34 -

INDENTS AND LINE SPACING

Indents and line spacing are two important features you can use to change the way text appears on a slide. Indents
can be used to create multilevel lists or to visually set paragraphs apart from one another. Line spacing can be adjusted

to improve readability or to fit more lines on a slide.

To indent text:

Indenting helps to format the layout of text so it appears more organized on your slide. The fastest way to indent is to
use the Tab key. An alternative method is to use one of the Indent commands. With these commands, you can

either increase or decrease the indent.

1.To indent using the Tab key: Place the insertion point at the very beginning of the line you want to indent, then

press the Tab key.

2.To indent using
the Indent
commands: Place the
insertion point at the
very beginning of the
line you want to
indent. From

the Home tab, select
the Increase List
Level command.

Energy will be the
immadiate tesl of our ability i
unite thia nation, and if can
celee e the standard around
which we rally.

O the batilefield of energy, we
(e rl'n;.ll lr:'ifl:lll'f Hl'ﬂln;l'.lrﬂ o e
canfidence, and we can seize
control again of aur comman
destiny.

To decrease an indent, select the desired line, then
press Shift+Tab or the Decrease List
Level command.

Indenting lists and paragraphs

. T —
o gt e

Energy will be the
immedicte fest of our abdlity to
urntte this nation, and it can
also be the standard aranned
twehich we rally.

O the battlefield of
ENergy, e Oarg fTRIE ] .I"r'rr Lelily
ration a nete confidence, and
e can seize control again of
o common deastiny.

Indenting will give different results, depending on whether you are working with a list or a paragraph.

Paragraph: Indenting the first line of a paragraph using the Tab key creates a first-line indent. This helps to separate

paragraphs from each other, as in the examples above.

1.List: Indenting a line of a list creates a multilevel list. This means the indented line is a subtopic of the line above
it. Multilevel lists are useful if you want to create an outline or hierarchy.

Featured Speak%rs

Keynote: Tanisha Lowery-Crews (CEO, Alter Energy Solutions)

Panel: Examining the Clean Power Plan
Colleen Norton (Chair, Harmon Energy Consortium)
Trevor Garza (Founder, Garza Biotech Group)
Hank Hathaway (COO, Alter Energy Solutions)
Dr. Rachel Fleming (Director, Packard University Biotechnology
Program)
Q&A: Tricia Nguyen (Director, Sanders Research Center)

Workshop: Trevor Garza (Founder, Garza Biotech Group)

Fine-tuning indents

Sometimes you may want to fine-tune the
indents in your presentations. You can do this
by adjusting the indent markers on

the Ruler. By default, the Ruler is hidden, so
you'll first need to show the Ruler.

To show the Ruler:
Select the View tab on the Ribbon.

In the Show group, check the box next
to Ruler. The Ruler will appear.

Ruler =] B color L—'TJ B arange 21 o
= = [mi
Gridlines = Grayscale ) Cascade i
Slide Handout Notes Notes Zoom Fitto ew Switch
Master Master Master || Guides Window mml Black and White  yindou, [ Move Split  \indows ~
Master Views Show IF) Zoom Color/Grayscale ‘Window
! 3 I 5 I 4 1 3 1 2 I 1 I 0 I 1 1 2|

2.0nce you've created a multilevel list, you may want to choose
a different bullet style for different levels of the list to make them
stand out even more

Keynote: Tanisha Lowery-Crews (CEO, Alter Energy Solutions)

Panel: Examining the Clean Power Plan
Colleen Norton (Chair, Harmon Energy Consortium)
Trevor Garza (Founder, Garza Biotech Group)
Hank Hathaway (COO, Alter Energy Solutions)
Dr. Rachel Fleming (Director, Packard University Biotechnology
Program)

Q&A: Tricia Nguyen (Director, Sanders Research Center)
Workshop: Trevor Garza (Founder, Garza Biotech Group)

Clean Energy Conference - PowerPoint

Transitions Animations Slide Show

Featured Speakers

Keynote: Tanisha Lowery-Crews (CEO, Alter Energy

Panal- Fvaminine tha (Maan Pawewr Plan
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Indent markers
Indent markers are located to the left of the horizontal ruler, and they provide several indentation options.

1.First-line indent marker: Adjusts the first line of a paragraph

2.Hanging indent marker: Adjusts every 1 | L |
1 % e I 1 line of a paragraph except for the first %
1 line :
1
3.Left indent marker: Moves both the first-line indent and hanging = : v

indent markers at the same time, indenting all lines in a paragraph
To indent using indent markers: !
Place the insertion point anywhere in the paragraph where you want to indent, or select one or more paragraphs.

1.Go to the desired indent marker. In our example, we'll use the left indent marker.

2.Click and drag the indent marker as needed. When you're done, the
selected text will be indented.

Energy will be the

immediate test of our ability to
unite this nation, and it can
also be the standard around
which we rally.

On the battlefield of
energy, we can win for our
nation a new confidence, and
e can seize control again of
pur common destiny.

Energy will be the
immediate test of our
ability to unite this nation,
and it can also be the
standard around which we
rally.

On the battlefield of
energy, we can win for our
ation a new confidence,
and we can seize control

again of our common
destiny.

Customizing bullet spacing

When working with lists, PowerPoint allows you to fine-tune the space between bullets and text by using the first-line
indent marker or the hanging indent marker.

To change the bullet spacing:

1.Select the lines you want to change, then go to the desired indent marker. In our example, we'll use
the hanging indent marker.

2.Click and drag the indent

marker as needed. When Featured Speakers
Featured Speakers ! &
° p youre done, the bullet ? Keynote: Tanisha Lowery-Crews (CEO, Alter Ene

Keynote: Tanisha Lowery-Crewso(CEO, Alter Enexf spa ci ng Wi || be adjusted .

Panel: Examining the Clean Power Plan

Colleen Norton (Chair, Harmon Energy Consortium)
Trevor Garza (Founder, Garza Biotech Group)

Hank Hathaway (COO, Alter Energy Solutions)

Dr. Rachel Fleming (Director, Packard University Biot|

Panel: Examining the Clean Power Plan

Colleen Norton (Chair, Harmon Energy Consortium)
Trevor Garza (Founder, Garza Biotech Group)

Hank Hathaway (COO, Alter Energy Solutions)

Dr. Rachel Fleming (Director, Packard University Bid
Program)

Q&A: Tricia Nguyen (Director, Sanders Research
Q&A: Tricia Neuyen (Director, Sanders Research

. Workshop: Trevor Garza (Founder, Garza Biotech
arkshop: Trevor Garza (Founder, Garza Biotech H

=

Line spacing

PowerPoint allows you to adjust the amount of space between each line in a list or paragraph. You can reduce the line
spacing to fit more lines on a slide, or you can increase it to improve readability. In some instances, PowerPoint may
automatically change the font size when you adjust the line spacing, so increasing the line spacing too much may cause
the text to be too small.
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To format line spading:

1.Select the text you want to format.

2.0n the Home tab, locate the Paragraph group, click the Line Spacing command, then select the desired line
spacing option from the menu.

Drawing Tools

Farmat Tell me what you want

= “ﬂ Text Direction ~
W=

[t I

1.0

— Arrange Quick
b+ 4 M Styles~

13
Pa [ Drawing
20 |} = =
4 1 3 1 | | e 1 1 2 1
25 ' . ' ' '
3.0

Line Spacing Options...

3.The line spacing will be adjusted.

-

dred of our chility do unife s
marion, oeed i can wlio be the

o
Energy will b the immedimle

4.If you want to adjust the line spacing with even more precision, select Line Spacing Options from the drop-down

atomdord orond which we rally.

O the hattlefarld of emergy.,
B can i for our safion o s
oficdimer, mad e can seize
ool agaim of our commaon
iy

Jimmy Carter
30ch 115, President

o @
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menu. The Paragraph dialog box will appear, allowing you to fine-tune the line spacing and adjust the paragraph

spacing, which is the amount of space that is added before and after each paragraph.

Paragraph

Indents and Spacing

General

Alignment: | Left
Indentation

Before text: m Special:
Spacing

After: 1zpt 13

Eefore: 14 pt lil Line Spacing: Multiple At

? X

monel [9] 5x [ %]
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CHAPTER -15- INSERTING PICTURES
Introduction

Adding pictures can make your presentations more interesting and engaging. You can insert a picture from a file on
your computer onto any slide. PowerPoint even includes tools for finding online pictures and adding screenshots to
your presentation.

Toinserta piCture from afile: Insert Design Transitions Animations Slide Show Review

lj D ,j‘:l B+ @ r<‘>‘7::| rl:l I I ﬁStore

1.Select the Insert tab’ then click New Table  Pictures Online Screenshot Photo  Shapes SmartArt Chart & My Add-ins ~
the Pictures command in the Images group. Shide~ - [yPictures = Album~- -

Slides Tables Images Nustrations Add-ins

2.A dialog box will appear. Locate and select the desired image file, then click Insert.

et e v 3.The picture will appear on the currently selected slide.
b R ot el _ 4.You can also click
[T -1 8 New Wellness Program the Pictures command in
Wi * a placeholder to insert images.

Geb BioFuels will be
imglementing Ibs mew

Wellnass Program in

%
A
¥,

¥ toria Jarvary, » Click to add text
e k M The program will provide _.3 y
Veic ressurces and
J' seod poreat bt % e by wopartanities for
E hawl employees to improve
thazir awerall kealth,
s Locill[) »
Fleeams i

Ufiwn ¥ %
= E o Pictures

Inserting online pictures

If you don't have the picture you want on your computer, you can find a picture online to add to your presentation.
PowerPoint offers two options for finding online pictures.

1.0neDrive: You can insert an image stored on your OneDrive. You can also link other online accounts with your
Microsoft account, such as Facebook or Flickr.

2.Bing Image Search: You can use this option to search the Internet for images. By default, Bing only shows images
that are licensed under Creative Commons, which means you can use them for your own projects. However, you should
go to the image's website to see if there are any restrictions on how it can be used.

iy mim ;"'7,':‘:"-
ki S o

o e ek 4 b ol ek e,

To insert an online picture:
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Design

Transitions

Animations

-38 -

Slide Show Review

1.Select the Insert tab, then click the Online
Pictures command.

MNew Table
Slide~ -
The Insert Pictures dialog box will appear. Slides | Tables

Pictures  Online Screenshot Photo
Pictures <

Images

Alburn ~

Shapes SmartArt Chart

INustrations

2.Choose Bing Image Search or your OneDrive. In our example, we'll use Bing Image Search.

‘j D E hm+ @ ’-Z)‘_) rl:l |I il store

& My Add-ins ~

Add-ins

Press the Enter key. Your search results will appear in the dialog

box.
i [Dirg Image Saarch [Ire— 3.Select the desired image, then click Insert.
@ o
B )
—— e __;" ;

4.The image will appear on the currently selected |
slide.

Healthy Weight Seminars

# Hutrition education
# Heslthy focd preparation
* Foad shoppéng tips

1
k-
1
a
L]
-

Wi @l e rudH

5.You can also click the Online
Pictures command in a placeholder to

» Responsible weight-loss 4 . . .
planriing / insert online images.
& Tips far long-term weight A
management
Moving and resizing pictures

Camoe

» Click to add text

Online Pictures

Once you've inserted a picture, you may want to move it to a different location on the slide or change its size.
PowerPoint makes it easy to arrange pictures in your presentation.

To select a picture:

Before you can modify a picture, you'll need to select it.

Simply click to select a picture. A solid line will appear around a selected picture.

To resize a picture:

Click and drag the corner sizing handles until the
picture is the desired size.

The corner sizing handles will resize a picture while preserving

its original aspect ratio. If you use the side sizing handles, the image will become distorted.

To rotate a picture:

Click and drag the arrow above an image to rotate it right or left.

Hold the Shift key on your keyboard when rotating an image to snap it to angles in 15-degree

increments.
To move a picture:

Click and drag to move a picture to a new location on a slide.

4 ~
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To delete a picture:

Select the picture you want to delete, then press
the Backspace or Delete key on your keyboard.

Format Q Tell me what y

You can access even more picture formatting options — - ZP"“’EB‘""E" = Bring Forward - _;_'
- Pi Eff: - Send Backward ~ L1
from the Format tab. We'll talk more about these fctureBffects T | 0 vend Backiar

= - Crop 55 |a62"
. . . . = | 5L Picture Layout = [l Selection Pane S~ L. ¥
options in our lesson on Formatting Pictures.

[F} Arrange Size [F}
Inserting screenshots

Screenshots are basically snapshots of your computer screen. You can take a screenshot of almost any program,
website, or open window. PowerPoint makes it easy to insert a screenshot of an entire window or a screen clipping of
part of a window in your presentation.

To insert screenshots of a window:

Select the Insert tab, then click the Screenshot command in the Images group.

1.The Available Windows from your desktop will appear. Select the window you want to capture as a screenshot.

m e PTERRNE R 2. The screenshot will appear on the currently selected slide.

__ |_| |_| E o+ ._-

Hew Tlhlt Pictures  Online Screenchot Photo  Shapes

web Tools for Tracking Your Health Goals

Slide = Pictures = Album -
sndes | Tables N Awslable Windows
+ T
- =
| L

s Soreen Chpping

5 Y

To insert a screen dipping:

1.Select the Insert tab, click the Screenshot command, then select Screen Clipping.

m 2.A view of other open windows will appear. Click and drag to select the area you
want to capture as a screen clipping.

File [ Insert

SN - B

Hew  Table Pichores Onine Screenshol Photn  Shapes

Slidke - - Factures - Album-
Sides | Tables 11 Availsble Windows |
s oo s ¢ r
4 E=——
. =

SuperTracker: )

My foods. My fitness. My haalth

B et pinad P NSRS FeATIIE A1l vy RECE ACIITy AN

= Teach yoae frody gnd Dhysics acEes T b mow Ty BIBTE UD

& Clt e arnl mappunrt b Fasip s vk Bamalibkas i sl plan shsd

-
4
]
i
1]

3.The screen clipping will appear on the currently selected slide.

Web Tools for Tracking Your Health Goals

» Learn about free online tools that can help you
keep track of your goals.

e SuperTracker: Ly

=l My focds. My Siness. My haalth
5 et g e e e
R S e -
L
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CHAPTER-16- FORMATTING PICTURES
Introduction

There are a variety of ways to format the pictures in your slide show. The picture tools in PowerPoint make it easy
to personalize and modify the images in interesting ways. PowerPoint allows you to change the picture
style and shape, add a border, crop and compress pictures, add artistic effects, and more.

To crop an image:

When you crop an image, a part of the picture is removed. Cropping may be helpful when a picture has a lot of content
and you want to focus on only part of it.

Picture Tools
Select the image you want to crop.
The Format tab appears.

@ Tell me what you want t

— gr— zplcture Border - .1 Bring Forward ~ [ H:; EI] 3.05" -
) [ | ~ | & Picture Effects ~ 0 Send Backward = L - )
On the Format tab, click the Crop command. - = = i - i . 169\%;; =70 -
= 5L Picture Layout = 5[; Selection Pane k- o [ he
re Styles ] Arrange Size [F]

Health and Wellness Screenings

(- 7'
. ; . . 5 far bload
Cropping handles will appear around the image. Click and drag : pf:::::‘lim;r haart _i
one of the handles to crop the image. Make sure the mouse is right attack/stroke risk, ‘a
. ' . diabetes, and more -
over the black cropping handle so you don't accidentally select a ) o
. * Provided by University
resizing handle. Hospital Community

Outreach and Health

Click the Crop command again. The image will be cropped. Education Programs

To crop an image to a shape:

Select the image you want to crop, then click the Format tab.

1.Click the Crop drop-down arrow. Hover the mouse over Crop to Shape, then select the desired shape from the drop-
down menu that appears.

2.The image will appear formatted as the shape.

Format
—— [ Picture Border 11 Bring Forward = [ - i:,,\'_! EL 158" -
| E = L Picture EMecis - T Send Backward = [ _d- .
T I8, Picture Layout = 5l Selection Pane "k e You may want to crop the
i & Crop image to the desired size
Rectangles f . itt
- - 5 CroploSheps b before cropping it to a
[ | ] o
shape.

- Basit S hapes . Aspect Ratio  #
Screen@gse Ao -
| L =l Fi
r L i

. ST
ifamnnrrm

To add a border to an image:

1.Select the image you want to add a border to, then click the Format tab.
Click the Picture Border command. A drop-down menu will appear.
From here, you can select a color, weight (thickness), and whether the line is dashed.

—— # Picture Border = -1 Bring H
= " Theme Colors H
- H E= NN

hre Styles

. Standard Colbors
ness Screeniram PEEEEN

Recent Colors

|
part

Mo Outline

More Outhne Colors

Eyedropper

X Weight 3

it
¥ Dashes )
-
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Image adjustments

H

PowerPoint offers several options for
changing the way images appear in your
slide show. For example, you can add

a frame, make image corrections,
change the image's color or brightness,
and even add some stylish artistic
effects. These options are located in

the Adjust and Picture Styles groups on
the Format tab.

ame Insert

Corrections *

Color~

Adjust

When you're ready to make adjustments or experiment with the look of an image,

these options from the Format tab.

2] Artistic Effects

-41 -

Geb Biofuels Wellness - PowerPaint

Design ~ Transitions ~ Animations  SlideShow  Review  View

:lZl: Compress Pictures e e

Eg Change Picture = aad IE| -

L] Reset Picture ~ .
Picture Styles

select the picture and choose one of

Corrections: This command is located in the Adjust group. From here, you can sharpen or soften the image to adjust
how blurry or clear it appears. You can also adjust the brightness and contrast, which controls how light or dark the
picture appears.

EEE Mt | o e e e e .-_. ol P
[ — =~ | il el s = - P
L8 S o
T T
[ —
..t 3 1‘: t L fealth and Wellness Screenings
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prassure, cancer, heart
attack/stroke risk,
diabetes, and more

= Provided by Umiversity
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Education Programs

m (0 A

Artistic Effects: This command is located in
the Adjust group. From here, you can add artistic effects
such as pastels, watercolors, and glowing edges.

Color: This command is located in the Adjust group. From
here, you can adjust the image's saturation (how vivid the
colors are), tone (the temperature of the image, from cool to
warm), and coloring (changing the overall color of the
image).
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Picture Styles Group: This group contains a variety
of styles you can apply to your picture, such as
frames, borders, and soft edges.
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Compressing pictures

If you want to email a presentation that contains pictures, you'll need to monitor its file size. Large high-resolution
pictures can quickly cause your presentation to become very large, which may make it difficult or impossible to attach to
an email. Additionally, cropped areas of pictures are saved with the presentation by default, which can add to the file
size. PowerPoint can reduce the file size by compressing pictures, lowering their resolution, and deleting cropped
areas.

To compress a picture:

Select the picture you want to compress, then click the Format tab.

Click the Compress Pictures command.

Geb Biofuels Wellness - PowerPoint Picture Tools

Home Insert Design Transitions Animations Slide Show
Corrections - :E|: Compress Pictures

Color~ E‘g Change Picture
23 Artistic Effects~ il Reset Picture = -

]
b

-
==

kj
ki
(!
|

Adjust Picture Styles

A dialog box will appear. Place a check mark next to Delete cropped areas of pictures. You can also choose whether to
apply the settings to this picture only or to all pictures in the presentation.

Choose a Target output. If you are emailing your presentation, you may want to select Email, which produces the
smallest file size. When you are done, click OK.

Compress Pictures ? *

Compression options:
[] Apply only to this picture
Delete cropped areas of pictures
Target output:
HD (330 ppil: good quality for high-definition (HD) displays
Print [220 ppi): excellent quality on mast printers and screens
O Web (150 ppi): good for web pages and projectors
%g-mail (96 ppi): minimize document size for sharing

Use document resalution

Compressing your pictures in PowerPoint may not reduce the file size enough for your needs. For better results, you can
use an image editing program to resize the image before you insert it in your presentation.
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CHAPTER -17- SHAPES
To insert a shape:

Select the Insert tab, then click the Shapes command in the Illustrations group. A drop-down menu of shapes will
appear.

1.Select the desired shape.

[ _Fie e R ansitons ) 2.Click and drag in the desired location to add
E o gl @i B A4 T gl dse the shape to the slide.
Pbew  Tebde | Pictures Ordine Screenshet Phots  Shepes Smahe Chan gy gy sdd-ing - E
Shecda = - Pictsss - Adsam = -

Shiden  Table Image R el Usnd Shapes - Lirika
- - A .
1 F _ e Stress Management Tips
a
’ Sl Rnam s lent’
# Relaxation technigues
& Pesitive communication
+ Time management
& Establishing prionties
b Confliet raclution
¥ Cournaling programs

R A
bopaation Shapas
i g ——

Modifying a shape or text box

When you click a shape or text box, handles will appear that let you manipulate the
shape. There are several types of handles. ‘

1.Sizing handles: Click and drag the sizing handles until the shape or text box is the ] [
desired size. You can use the corner sizing handles to change the height and width at

the same time. ) ‘,
\ 4

2.Rotation handle: Click and drag the rotation handle to rotate the shape.

3.Yellow handles: Some shapes have one or more yellow handles that can be used
to customize the shape. For example, with the sun shape, you can change the
proportions of the shape.

&

b 4
:'.‘:

In addition to resizing, customizing, and rotating

Ty . - shapes, you can align, order, and group them.
AW

Formatting shapes and text boxes

PowerPoint allows you to modify shapes and text boxes in a variety of ways so you can tailor them to your projects. You
can change shapes and text boxes into different shapes, format their style and color, and add effects.

To change the shape style:

Choosing a shape style allows you to apply preset colors and effects to quickly change the appearance of your shape or
text box. These options will depend on the colors that are part of your current theme.

1.Select the shape or text box you want to change.

On the Format tab, click the More drop-down arrow in the Shape Styles group.

Geb Biofuels Wellness - PowerPoint

ransitions Animations Slide Show

= | £2shapeFill -
Bz A A S
T L Shape Effects ~
Shape Styles = Wordart
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2.A drop-down menu of styles will appear.
Select the style you want to use.

The shape or text box will appear in the
selected style.

To change the shape fill color:

Format

_44 -

Theeme Styles

G E
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¥
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iy Tt Fill -
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= B Vet EMects ~
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w1 A

loraat Styles

l

7]
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Select the shape or text box you want to change.

On the Format tab, click the Shape Fill drop-down arrow. The Shape Fillmenu appears.

Move the mouse over the various colors. Select the color you want to use. To view more color options, select More Fill
Colors.

WordArt Styles

27 Shape Fill - [ A Text Fill - LB
Theme Colors A A - | L2 Tewt Outline ~ 0 54
H EEEEEEE T | A Text Effects~ Gl Se

=

The shape or text box will appear in the selected color.

Standard Colors

mmmmmm 11PS
Meren P

Yellow

|

Mo Fill
B @  More Fill Colors...
o Eyedropper

1 Picture... % %

If you want to use a different type of fill,
select Gradient or Texture from the drop-down menu.
You can also select No Fill to make it transparent.

|
=]

Gradient 3

Texture »

ct resolution

rl.i ng programs

To change the shape outline:

1.Select the shape or text box you want to change.
On the Format tab, click the Shape Outline drop-down arrow. The Shape Outline menu will appear.
Select the color you want to use. If you want to make the outline transparent, select No Outline.

The shape or text box will appear in the selected outline color.

Format

% Shape Fill ~
[# Shape Outline -

A A A -

WordArt Styles

A Test Fill -
L2 Text Outline -
{24 Text Effects~

5}

2.From the drop-down menu, you can change the

|III|||EJ-

Orange, Accent4 4, Lighter 40%
Standard Colors

[ | fEEEEN
Recent Colors
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To add shape effects:

1.Select the shape or text box you want to change.
On the Format tab, click the Shape Effects drop-down arrow. In the menu
that appears, hover the mouse over the style of effect you want to add, then

select the desired preset effect.

Swibape bl -

Format Shape

Shape Options
<>

I Shadow

Text Options

1

_45 -

At b smgrems 2,TO further adjust your shape b Reflection
7 Shaps Duiira - A A &EI{'. + Tt D= | S B - 4 Glowr
s C e e €ffects, select Options at the end of
ST e e : ~ each menu. The Format Shape pane o
will appear, allowing you to o
[ ; Size A
_.mt Tips customize the effects. Transparency —— 1
o - I Soft Edges
| :_.l Lol - I 2-D Format
s — I 2-D Rotation
- e
| _j 3.0 Retetion *
eling programs L
[
[ ——— 5 Changs Shaps T A A J.':E
* ok Prints o o e Y [
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To change to a different shape: < 4 r\IHJ & [wlslolo I
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1.Select the shape or text box you want to change. LI nt Tips _
. Block Arrows "
The Format tab will appear. o o b e offe 7 (D o B
CIwvnehp e
On the Format tab, click the Edit Shape command. !qu;:‘sw
In the menu that appears, hover the mouse 2o o = n O
over Change Shape and select the desired shape. s d
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2.The new shape will appear.

Stress Management Tips _

Relaxation technigues

g

3
¥ Pozitive communication
¥ Time manageament

¥ Establishing pricrities
+ Conflict resolution

» Counseling prograrms.
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3.If you want, you can enter text in a shape. When the shape
appears in your document, you can simply begin typing. You can
then use the formatting optionson the Home tab to change the
font, font size, or color of the text.

Stress Management Tips

» Relaxation techniques
Positive communication

"
b,

» Time management ¥ ”Or;ﬁ

» Establishing pricrities {"'Urhga %e

» Conflict resolution ffh,r

» Counseling programs
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CHAPTER -18- ALIGNING, ORDERING, AND GROUPING OBJECTS
Introduction

In PowerPoint, each slide may have multiple items, such as pictures, shapes, and text boxes. You can arrange the objects
the way you want by aligning, ordering, grouping, and rotating them in various ways.

Aligning objects

When you move objects in PowerPoint, alignment
guides and spacing guides will appear as dashed
orange lines and arrows around the objects to help
you align them. However, if you have many different
objects on a slide, it may be difficult and time
consuming to get them perfectly aligned. Luckily,
PowerPoint provides you with several alignment
commands that allow you to easily arrange and
position objects.

To align two or more objects:

1.Select the objects you want to align. To select multiple objects at once, hold the Shift key while you click.
The Format tab will appear.

2.From the Format tab, click the Align command, then
select Align Selected Objects.

Picture Tools B -

Format Q Tell me what you want to do... Merced Flores

D Picture Border = .1Bring Forward = [ Align =
- - - Picture Effects - Send Backward ~ [& Al
3.Click the Align command again, then select one of the = - P Pictue Effcts= | F Send Bacwerd = 2 Align Let

s | ET 347

SiX a|ignment options M l;‘- Picture Layout ~ EQSeIection Pane £ Align Center

] Armange S Align Right
= — I Align Top
Merced Flores o Align Middle
S ZPictureBorder' .1 Bring Forward ~ |: Align = sl | #iaa7 il Allgﬂﬁot‘tom
| - G Picture Effects~ '3 Send Backward ~| [ Align Left 1o H
M E‘E,PlctureLayout' El}.Selectn:m Pane & Align Center é Distribute V.
C Arenge | S| Align Right N Align to Slide
" Align Tep i ./ Align Selected Objects
ot Align Middle Iy
s Align Eottom
W Distribute Horizontally 4.The objects will align based on the option you selected.
li:' Distribute Vertically
E} Align to Slide
@ +  Align Selected Objects
To align objects to the slide:

Sometimes you may want to align one or more objects to
a specific location within the slide, such as at the top or
bottom. You can do this by selecting the Align to Slide option before aligning the objects.

1.Select the objects you want to align. To select multiple objects at once, hold the Shift key while you click.

2.From the Format tab, click the Align command, then select Align to
Slide.

[y Ty r— | Brivny Furvenr "
b Pecturs Effacns - 1 Swnd Beckward
T = T T a

3.Click the Align command again, then
select one of the six alignment options.
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D Picture Border ~ 1 Bring Forward ~ \: Align -
“ - L2 Picture Effects ~ 0O Send Backward ~

¥ E‘- Picture Layout = EQ.SE\E(tiDn Pane

Align Left
Align Center
| Align Right

o o @

[Fl Arrange

Align Top
Align Middle

=)

e Align Bottom
0 Distribute Horizontally
= Distribute Vertically
+  Align to Slide

Align Selected Objects

To distribute objects evenly:

If you have arranged objects in a row or column, you may want them to be an equal distance from one another for a
neater appearance. You can do this by distributing the
objects horizontally or vertically.

L# Picture Border~ | 'y Bring Forward ~ | |2 Align~

Select the objects you want to align. To select multiple objects = - T O Picture Effects - | [ Send Backward - [ Align Lekt
. ) A ~ | &L, Picture Layout = 5f; Selection Pane & Align Center

at once, hold the Shift key while you click. . avange| = agn Right

T Align Top
1.From the Format tab, click the Align command, then al Align Midele
Wl Align Bottom

select Align to Slide or Align Selected Objects.

Distribute Horizontally

He B |

Distribute Vertically
Align to Slide
~  Align Selected Objects N

2.Click the Align command again, then select Distribute
Horizontally or Distribute Vertically from the drop-down menu that appears.

3.The objects will distribute evenly.

= _

Picture Tools

Q@ Tell me what you want to do...

Format Merced Flores

D Picture Border = .1 Bring Forward ~ ‘: Align ~

= - 3 Picture Effects ~ O Send Backward ~| [ Align Left

T BL Picture Layout~  5[; Selection Pane & Align Center

L8N Get Acth

I Arange | S| plign Right
0t Align Top
Align Middle

Align Bottom

B 2 g
=

Distribute Horizontally

ik | &

Distribute Vertically

Align to Slide

v Align Selected Objects

Grouping objects

You may want to group multiple objects into one object so they will stay together if they are moved or resized. This is
often easier than selecting all of the objects each time you
want to move them.

Animations Sliddg

=2 |0

Shapes SmartArt Chart

-

Design Transitions

5 Bl e L =

New Table | Pictures Online Screenshot Photo
Slide ~ - Pictures v Alburn ~

Slides  Tables Images Ilustrations

Pictures, shapes, clip art, and text boxes can all be grouped;
however, placeholders cannot be grouped. If you will be
grouping pictures, use one of the commands in

the Images group on the Insert tab to insert pictures instead
of the picture icon inside the placeholder.

To group objects:

1.Select the objects you want to align. To select
multiple objects at once, hold the Shift key while you
click. The Format tab will appear.

B

2.From the Format tab, click the Group command, then select Group.
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3.The selected objects will now be grouped. There will be

a single box with sizing handles around the entire group
- to show that they are one group. You can now move or

zPicture Border ~ .1 Bring Forward - 5 Align -

= ; resize all of the objects at once.
IE' - &F Picture Effects - 01 Send Backward ~ LJ1 Group = ;"4
-

- E‘r;. Picture Layout ~ EL\, Selection Pane IH Group

Arrange % R %

Q Tellm vant to do...

ki

Fa

group, double-click to select the object. You can then edit

4.If you want to edit or move one of the objects in the L
it or move it to the desired location.

5.If you select the objects and the Group command is disabled,
it may be because one of the objects is inside a placeholder. If
this happens, try reinserting the images by using

the Pictures command on the Insert tab.

Insert Design Transitions Animations Slidg
SR ldbkd a. B Bl

Mew Table  Pictures Online Screenshot Photoe  Shapes SmartArt Chart

Slide ~ = h Pictures < Album ~ =
To ungroup objects: Slides | Tables Images INlustrations

Select the object group you want to ungroup.

1.From the Format tab, click the Group command, then select Ungroup.

zPicture Border ~ 1 Bring Forward ~ [ Align ~

——
- i - - 3 - L
— | - & Picture Effects 0O Send Baclkward IH Group e
_ |=| 5L Picture Layout Sl Selection Pane s
= Arrange %
'} Ungroup

Ordering objects

In addition to aligning objects, PowerPoint gives you the
ability to arrange objects in a specific order. The ordering is important when two or more objects overlap because it
will determine which objects are in the front or the back.

Understanding levels -
When objects are inserted into a slide, they are
placed on levels according to the order in which ]
they were inserted into the slide. In our example, ‘||
we’ve drawn an arrow on the top level, but we _ _ -
can change the level to put it behind the other h”'

objects.

To change the ordering by one level: 3
1.Select an object. The Format tab will appear.

2.From the Format tab, click the Bring

Forward or Send Backward command to change
the object's ordering by one level. If there are
multiple objects on the slide, you may need to click the command several times to achieve the desired ordering.

Format rou want to do...

A Text Fill ~ 1 Bring Forward ~ |2 Align~

e glam 2
A A - ﬂT&u‘tDut\ine' 0 Send Backward z|l-a'l_ Group
— . -
T A TextEffects - Eh Selection PJ%& Sk Rotater | *¥ 11.25 M
WordArt Styles [F] Arrange Size [F]

To bring an object to the front or back:



SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme) -49 -

If you want to move an object behind or in front of several objects, it's usually faster to bring it to front or send it to
back instead of clicking the ordering commands multiple
times.

;ant to do...

Select an object.
A Text Fill - 1 Bring Forward ~ [ Align -

1.From the Format tab, click the Bring A A -| & Text Outline - , 18 Group

Forward or Send Backward drop-down arrow. =] A TextEftects~ | I Selection Pane  "S%A Ratate -

WordArt Styles [P} Arrange

2.From the drop-down menu, select Bring to
Front or Send to Back.

3.The objects will reorder.

vhat you want to do...

A Text Fill - .1 Bring Forward = |3 Align ~
A A - ﬂTeu‘!:[lutlinev 0 Send Backward ~ EGroup
|71 [\ Text Effects~ O Send Backward i Rotate =

WordArt Styles = O Sendto Back I}
. A Tews ¥ - ek Rl 8 s
4.1f yo.u have sevgre_al objects placed (_)n Fo_p of each A dﬁh it S st
other, it may be difficult to select an individual B Tt Effurns - IR " Retnse - -
object. The Selection pane allows you to easily S : o R - =
drag an object to a new location. To access the Serlection =
el &I phaa AN - -

Selection pane, click Selection Pane on the Format
Tab.

Fctum 4
Stripad Right o #

Rotating objects

If you need to turn an object so it faces a different direction, you can rotate it to the left or right or flip it
horizontally or vertically.

To rotate an object:

1.Select an object. The Format tab will appear.

2.From the Format tab, click the Rotate command. A drop-down
menu will appear.

ia

Merced Flores

Select the desired rotation option.

vy z Picture Border .1 Bring Forward = |z Align ~ [
= IEI - & Picture Effects - O Send Backward - E-E'I:Group' Er-:: ; -
~ | BL Picture Layout~ | E[; Selection Pane "k Rotate - 5 O 284
3.The object will rotate. = Arrange | %\ Rotate Right 90°

Rotate Left 90°

iIjp223

-
r

A

Flip Vertical
4 Flip Horizontal h

More Rotation Options...
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CHAPTER -19- ANIMATING TEXT AND OBJECTS

In PowerPoint, you can animate text and objects such as clip art, shapes, and pictures. Animation—or movement—on
the slide can be used to draw the audience's attention to specific content or to make the slide easier to read.

The four types of animations
Entrance
There are several animation effects you can choose from, * ) * e
. . N 14 o
and they are organized into four types. Appear Fade FiyIn Elost In Split Wipe
= et 3 =
1.Entrance: These control how the object enters the slide. ﬁ * ~ ** ’ﬁ‘ ¥
. . h . j Shape Wheel Random Bars  Grow & Turn Zoom Swivel
For example, with the Bounce animation the object will x
"fall" onto the slide and then bounce several times. . Y
CuUnce

2.Emphasis: These animations occur while the object is on the slide, often triggered by a mouse click. For example,
you can set an object to spin when you click the mouse.

Emphasis 3.Exit: These control how the object exits the slide. For example, with
the Fade animation the object will simply fade away.
Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate
k k k % Exit
L 14l n
Darken Lighten  Transparency Object Color  Compleme..  Line Color L k * r 1r
Disappear Fade Fly Qut Float Qut Split Wipe
h, A A U B B s A Spw
Fill Color w »* = y ¢ b %
Shape Wheel Random Bars  Shrink & Tu... Zoom Swivel
A
¥
Bounce

4.Motion Paths: These are similar to Emphasis effects, Motion Paths
except the object moves within the slide along a
predetermined path, like a circle.

—
|

¥

W

' l L) OO

— *
Lines Arcs Turns Shapes Loops Custom Path

To apply an animation to an object:

Select the object you want to animate.

Home Insert Design Transitions Animations Slide Show Review View
1.0n the Animations tab, click the More ¥ - W Y | Gl
drop-down arrow in the Animationgroup. Preview None Ap;;ear Fade Fly In Float In Split % Effect

@ Options
2.A drop-down menu of animation effects ey Anmeron
will appear. Select the desired effect.
Hera fuan Dmign  Tuuscrs [JESR SceThow  Redes W 3.The effect will apply to the object. The object will have a

small number next to it to show that it has an animation. In the
Slide pane, a star symbol also will appear next to the slide.

4.At the bottom of the menu, you can access even
more effects.

Exit

: g 3% r )L ¢ d
Disappear Fade Fly Qut Float Out Split Wipe
Iy 5o, 8 R
Shape Wheel Random Bars Shrink & Tu... Zoom Swivel
¥,
Bounce
Motion Paths
— .
Fam 3
S
Lines Arcs Tums Shapes Loops Custom Path |+

% More Entrance Effects...
More Emphasis Effects...

More Exit Effects...

el

More Motion Paths...
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Effect options 1 ™ #r

Some effects will have options you can change. For example, with

the Fly In effect you can control which direction the object comes
from. These options can be accessed from the Effect Options command
in the Animation group.

From Left
L

To remove an animation:

Select the small number located next to the animated object.
Press the Delete key. The animation will be deleted.

Animations are best used in moderation. Adding too many animations q Who was the first

can make your presentation look a little silly and can even be DEerson to walk on the
distracting to your audience. Consider using mostly subtle animations,
or not using animations at all.

moon?

Working with animations
To add multiple animations to an object:

If you select a new animation from the the menu in the Animation group, it will replace the object's current
animation. However, you'll sometimes want to place more than one animation on an object, like an Entrance and
an Exit effect. To do this, you'll need to use the Add Animation command, which will allow you to keep your current
animations while adding new ones.

Select an object.

Click the Animations tab.

In the Advanced Animation group, click the Add Animation command to view the available animations.

1.Select the desired animation effect.

2.If the object has more than one effect, it will have a
different number for each effect. The numbers indicate
the order in which the effects will occur.

th was the first

person to walk on the
moon?

To reorder the animations:
1.Select the number of the effect you want to change.

2.From the Animations tab, click the Move Earlier or Move
Later commands to change the ordering.

thD was The fIrST E.‘Animation Pane Start: | On Click * | Reorder Animation
: person T'CF \,.*.,."le on The e Trigger ~ (5 Duratior: 00,50 % & Move Earlier
mccng Animation ~ (T_-)Dela}f: 0000 .| ¥ MoveLater
Advanced Animation Timing

To copy animations with the Animation Painter:

In some cases, you may want to apply the same effects to more than one
object. You can do this by copying the effects from one object to another
using the Animation Painter. In our example, we want to copy an animation
from one slide to another because they have similar layouts.

1.Click the object that has the effects you want to copy. In our example,
we'll click our answer text.
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2.From the Animations tab, click the Animation Painter command.

RO Siide Show  Review  View Format TREIEERE  3.Click the object you want to copy the effects to. In our
O— : & Animation Pane example, we'll click the answer text on the next slide.
ﬂ 119 w - == Trigger - Both objects now have the same effect.
Fly In Float In Split +| Fffect Add
Options - Animation - | % ¢ Animation Painter

ation F} Advanced Animation
[ 1

| Answer: Mercury- |

To preview animations:

Any animation effects you have applied will show up when you play
the slide show. However, you can also quickly preview the animations for the current slide without viewing the slide

show.

. . . Fil Home Insert Design Transitions Animations
Navigate to the slide you want to preview. = &
. s
From the Animations tab, click the Previ d. Th o x Y
rom the Animations tab, clic e Preview command. The
K X re ) Preview Swivel Bounce Pulse Color Pulse T
animations for the current slide will play. <
Preview Animation

The Animation Pane

The Animation Pane allows you to view and manage all of the effects that are on the current slide. You
can modify and reorder effects directly from the Animation Pane, which is especially useful when you have several
effects.

To open the Animation Pane:
1.From the Animations tab, click the Animation Pane command.

Animations Slide Show Review View Q Tell me what you want to do... 2.The Animation Pane will open on the rlght side of the

02— | o ey e window. It will show all of the effects for the current slide in
. Trigger = the order in which they will appear.
lor Pulse Teeter Spin - Effect Add
Options ~  Animation ~ .
ation I Advanced Animation * A Animaton Pane W Sl O Chok Rearder Animatis
Triggper - Duration
B Dy

3.If you have several animated objects, it may help to
rename the objects before reordering them in the
Animation Pane. You can rename them in the Selection
Pane. To open the Selection Pane, click an object, then
from the Format tab click Selection Pane. Double-click
the name of an object to rename it.

Q' Tell ma wlisd yrm mant 80 do

To reorder effects from the Animation Pane:

On the Animation Pane, click and drag an effect up or
down.

Start:  On Click Reorder Animation

-
T

J Duration: “ Mowe Earlier

B -
=

! Delay:

Timing -~

Animation Pane T %

I Play From -

1 v Question text:... [[]
2 Question text:... [ ]
3 9y Ans| text: ...
by 0
4 o Astronautgra.. [ ] -

The effects will reorder themselves.
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Reorder Anirmation

To preview effects from the Animation Pane:

1.From the Animation Pane, click the Play button. All

»
1 Duestion test... [0

2.The effects for the current slide will play. On the right side of the
Animation Pane, you will be able to see a timeline that shows the
progress through each effect.

3.If the timeline is not visible, click the drop-down arrow for
an effect, then select Show Advanced Timeline.

Rearder Animation

Start: | On Click - Reorder Anirmation
Timing G Duration : I & Move Eardier
- . . ) Delay 0.0 - * PAowe Later
Animation Pane ~ % Teming ~
Stop Animation Pane o G
1 Question text:... [] Play From = | +
2 CQuestion text:... 1 Cruestion text: Who wa..
3 Astronaut gra... - Bl Sl
tart I
4 Answer text: ... []

Effect Optons...

Timing

Show Advanced Timeline
e

To change an effect's start option:

By default, an effect starts playing when you click the mouse during a slide show. If you have multiple effects, you will
need to click multiple times to start each effect individually. However, by changing the start option for each effect, you
can have effects that automatically play at the same time or one after the other.

1.From the Animation Pane, select an effect. A drop-down arrow will appear next to the effect.

Start On Chck = Rearder &rimation

Diusation ¥ - & Mowve Earlier

2.Click the drop-down arrow and select one of the three desired start

options. Start on Click will start the effect when the mouse is

clicked, Start With Previous will start the effect at the same time as the
v X previous effect, and Start After Previous will start the effect when the
previous effect ends.

) Delay: COLDD . * bowve Later

1 sticm bext
a Start: On Click = | Reorder Animation
24 Cuestion test:.., - — =
I (%) Duration: |00 - # Move Earlier
Astronaut gra... L = o
':'_-:' Delay: - * Mowve Later
4 Answer text |_|

Timing -~

-

Animation Pane ~ *

Play From - ] -

1 Question text:... []

2. Ouestion text:... %
M| Start On Click

Start With Previous

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

Hide fidvanced Timeline

Remove

When you preview the animations, all of the effects will play through automatically. To test effects that are set to Start
on Click, you will need to play the slide show.
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The Effect Options dialog box

From the Animation Pane, you can access the Effect Options dialog box, which contains more advanced options you can
use to fine tune your animations.

To open the Effect Options dialog box:
From the Animation Pane, select an effect. A drop-down arrow will appear next to the effect.
1.Click the drop-down arrow, then select Effect Options.
Start: | On Click - Reorder Animation 2.The Effect Options dialog box will appear. Click the drop-down menus

and select the desired enhancement. You can add a sound to the
animation, add an effect after the animation is over, or animate

() Duration: | 00,50 & Move Earlier

-
-

(™ Delay: 00.00 v Mow - )
o Dely: e Move Later text in a different sequence.
Timing -~
-
L .
Animation Pane ¥ * Pulse 7 X
b Play From | Effect  Timing Text Animation
14 Question text... [] Enhancements
2+ Question text:... [ | = Sound: {No Sound] ] 2
Lr'r-:| Start On Click After animation: | Don't Dim L
Start With Previous Animate text: All at ance w
(@  Start After Previous B

Effect Options... Ik‘
Timing...
Hide Advanced Timeline

Remove

Cancel

Some effects have additional options you can change. These will vary depending on which effect you have selected.

To change the effect timing:

1.From the Effect Options dialog box, select the Timing tab.

Pulse ? X
Effect  Timing,  Text Animation 2.From here, you can add a delay before the effect starts, change
- the duration of the effect, and control whether the effect repeats.
start: ' on Click v
Delay: ] 5| seconds Pulse ? »
Duration: | 0.5 seconds (Very Fast] |«
Repeat: | [none) v Effect  Timing  Text Animation
DRewmd when done playing start: .JE on Click -
Triggers + =
Delay: 2.5 5 seconds
Duration: | 3 seconds [5Iow]|
Repeat: [none}
|:| Rewind when done playing
Cancel Triggers +
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CHAPTER-20- INSERTING VIDEOS
Introduction

PowerPoint allows you to insert a video onto a slide and play it during your presentation. This is a great way to make
your presentation more engaging for your audience.

You can even edit the video within PowerPoint and customize its appearance. For example, you can trim the video's
length, add a fade in, and much more.

To insert a video from a file:

In our example, we'll insert a video from a file saved locally on our computer. If you'd like to work along with our
example, right-click this link to our
example video and save it to your

computer. 'E:j D 4 ;@ TC m ‘)) S

1.From the Insert tab, click Hyperlink Action Comment  Text Header WordArt = Equation Symbol | Video Audio  Screen
- B & Foot - - - ~  Record
the Video drop-down arrow, then o sreo georeng
Links Comments Text Symbaols Ea, Online Video...

select Video on My PC.

] Videoon MyPC... h
2.Locate and select the desired video file, o
then click Insert.

[ Insert Video X 3.The video will be added to the slide.
&« v « Documents » videos v O Search videos p-l
Organize » MNew folder =~ [@ o
& Downloads  # *  Name Date medified Type
=] Pictures # butterfly 2/2/161200PM  MP4File
Instructor
PowerPoint 201€
PP2016
Word 2016

m Microsoft PowerP

¢@ OneDrive
[ This PC
[ Desktop
Drsames 4.With the Screen Recording feature on the Insert tab,
B YOS *| you can create a video of anything you are doing on your
Lienane ttertly v Video ies | | computer and insert it into a slide.

A 2
D 4 |Z| m ‘)) LR
Text Header WordArt = Equation Symbol | Video Audio | Screen

Box & Footer - v = Recording
Text Symbols Media

To insert an online video:

Some websites—like YouTube—allow you to embed videos
into your slides. An embedded video will still be hosted on its
original website, meaning the video itself won't be added to your file. Embedding can be a convenient way to reduce the

file size of your presentation, but you'll — + i 7

also need to be connected to the |!| L; D 4 & m ‘)) =4

Internet for the video to play. Hyperlink Action Comment  Text Header WordArt Equation Symbol | Video Audio Screen
Box & Footer - B b ~  Recording

Working with videos Links Comments Text Symbols E’é Online Video...

To preview a video: B3 Video on My PC...

Click a video to select it. .
1.Click the Play/Pause button below the video. The video will begin playing, and the timeline next to the Play/Pause
button will advance.

2.To jump to a different part of the video, click anywhere on
the timeline.
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To resize a video:
Click and drag the corner sizing handles until the video is the desired size.

The corner sizing handles will resize a video while preserving its original aspect ratio. If you use the side sizing
handles, the video will become distorted.

To move a video:

Click and drag to move a video to a new location on a slide.

To delete a video:

Select the video you want to delete, then press the Backspace or Delete key on your keyboard.

Editing and formatting videos

The Playback tab has several options you can use to edit your video. For example, you can trim your video to play an
excerpt from the original, add a fade in and fade out, and add bookmarks that allow you to jump to specific points in

the video.

Most of the features on the Playback tab can only be used with videos that are inserted from a file. They will not work
with embedded videos.

To trim a video:

i . E Bk .@ - Attracting Pollinators - PowerPaint Video Tools
Select the video, then click

the Playback tab on the
Ribbon. ’ ’_T+ S=F  Fade Duration ! [ Start: |On Click

-

Home Insert Transitions Animations Slide Show Review View Format

File Design Playback

Loop until Stopped

o o " = |} [4Fadeln: (0000 - Play Full Screen
. i 1 ay Emove nm " olu . i X i
1_CI'Ck the Trim Bookmark Bookmark | Video| P]FadeOut 0000 2| Hide While Not Playing Reandiaieg
Video command.
Preview Bookmarks Editing Video Options

2.A dialog box will appear. Use the green handle to set the start time and the red handle to set the end time.

Triem Widao. [ Bl
Dty Drurwhion: O0c 84.3332
3.To preview the video, click the Play button.
00:26.064
00:11.532 = P » 00:26.064 =
Start Time End Time
Play QK Cancel
!_30 1axz
& - When you're done trimming the video, click OK.
0017, 332 H =T h‘ i D0 28 et -
ot Time Erel Time
—==1 £anoe
To add a fade in and fade out:

H %0 .@ v Adtracting Pallinatars - PowerPaint

On the Playback tab, locate the Fade File

In: and Fade Out: fields.

Home  Insert  Design  Transitions  Animations  SlideShow  Review  View  Format [EEVGENS

’ E‘ F | Fade Duration \\I [ Start: On Click Loop il Sopped
) @radein: 0125 [\ M ] payFullereen
Type the desired values, or use Py  Add  Remove  Trim Volume ‘y ) ) Reind ate Playing
the up and down arrows to adjust the fade Bookmat Bookmark  Vieo | BJFedeQut 0075 3| ] ide WhilNotPlying
times. Preview Bookmarks Editing Video Options

To add a bookmark:

1.Click the timeline to locate the desired part of the video.
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2.From the Playback tab, click the Add Bookmark command.

3.The bookmark will appear on the timeline. Click
the bookmark to jump to that location.

File

Mtracting Pallinators - PowerPoint

Farmat

View

Review

Slide Show

Animations

Transitians

Insert

Home

Design Playback

V' Fadz Duraton 3 0 Stat On Click
;e {

Loop unti Stopped
I|| P PP

Volume
« | Hide While Nat Playing

E [ Fadeln: 0125

Play Addh Remove | Trim
Bookmatk Bookmark  Video B Fade O 0075

Preview Bookmarks Editing Video Options

. Play Full Sereen

Rewind after Playing

| ! - e piial -

Video options
inators - PowerPoint
There are other options you can set to control how your b Slide Show i Format Playback
video will play. These are found in the Video ‘1\ [P¥ Start: |On Click - _
Options group on the Playback tab. il T — Lz Uil Sizpread
VOIUME | ide While Not Playing [znivd et Mg

Volume: Changes the audio volume for the video it St e
Start: Controls whether the video starts automatically or when the mouse is clicked

Play Full Screen: Lets the video fill the entire screen while playing

Hide While Not Playing: Hides the video when not playing

Loop until Stopped: Replays the video until stopped

Rewind after Playing: Returns the video to the beginning when it is finished playing

Formatting the appearance of a video

Like pictures, PowerPoint allows you to format the appearance of a video by applying a video style, adding a border,
changing the shape, and applying various effects.

To create a poster frame:

You can add a poster frame to a video, which is the placeholder image your audience will see before the video starts
playing. The poster frame is usually just a frame taken from the video itself.

Click the timeline to locate the desired part of the video.
1.From the Format tab, click the Poster Frame command. Select Current Frame from the menu that appears.

2.The current frame will become the poster
frame.

'(')1-_@:

Attracting Pollinators - PowerPaint ]

Home  Insert  Design  Transitions  Animations  SlideShow  Review  View [EEIEal Playback

f‘nj = = @Video&hape‘
d ‘i andl el g Q ] @ + L% Video Border
Corrections Color |Poster  Reset - — Z
. + Framer Design™ " Q3 Video Effects
Adju @ Current Frame [} Video Styles

= ImagefromFile..

[ Pedler Frame Set 4 ¢ OxDODO o

If you want to use a picture from your computer, select Image
from file.

To apply a video style:

Select the video, then click the Format tab on the Ribbon.
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1.In the Video Styles group, click the More drop-down arrow to display available video styles.

Attracting Pollinators - PowerPoint

ransitions Animations Slide Show i Playback
Vi <
- - < Video Shape
ol el ol ol | - | L Video Border -
’ﬂ@ Video Effects -
Video Styles P}

2.Select the desired style.

Attracting Pollinators - PowerPoint

ransitions Animations Slide Show i Playback

Subtle [&) Video Shape -
— r— — E‘JideoBorderv
et 1 il g e L Video Effects ~
M
—
ot
Moderate
o—
e
e [ r—
= ==
—

Rotated, White

1hY

b

b n
YRR
b L

UD 0L

F——

TRRRR TN
TR

3.The new style will be applied to the video.

| Posber Frame St 4 [+ ompooo s

-58 -
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CHAPTER -21- INSERTING AUDIO
Introduction

PowerPoint allows you to add audio to your presentation. For example, you could add background music to one slide,
a sound effect to another, and even record your own narration or commentary. You can then edit the audio to
customize it for your presentation.

To insert audio from a file:
In our example, we'll insert an audio file saved locally on our computer. If you'd like to work along with our example,

right-click this link to our example file and save it to your computer (music credit: Something Small
(Instrumental) by Minden, CC BY-NC 3.0).

-1

T QO DM ..

1.From the Insert tab, click the Audio drop-down arrow, then

select Audio on My PC. Equation Symbol | Video [Audio Scree.n
= = =  Recording
Symbols o) Audio on My PC...
i o i Eecorhudio...
2.Locate and select the desired audio file, then click Insert. I ,
3 Insert Audio > | 3.The audio file will be added to the slide.
-« ~ 4 b > ThisPC » Music » v O Search Music o
Organize ~ Mew folder =~ M @
5 3 Quick access Name - Date modified Type
m M £t P, p iTunes 2/29/16 3:39 PM File folder
(crosett Fower [&] minden_something_small 21816 10:37 AM  MP3 File
> 4@ OneDrive
~ [ This PC
> [ Deskiop 00:00.00 =3
> Documents
> b Downloads
> B Movies
> b Music
» [&=] Pictures
> im Local Disk (T) , N
File name: | minden_something_small ~| [Audio Files v]
Tools v [ Insent N | canca |

Recording your own audio

Sometimes you may want to record audio directly into a presentation. For example, you might want the presentation to
include narration. Before you begin, make sure you have a microphone that is compatible with your computer; many
computers have built-in microphones or ones that can be plugged in to the

computer. T[ Q m ‘D 'EI'+

To record audio: Equation Symbol | Video Audio  Screen
= *  Recording
1.From the Insert tab, click the Audio drop-down arrow, then select Record SRmEEh ) Audio on MyPC...

Audio. — Ay

2.Type a name for the audio recording if you want.

Record Sound ? % 3.Click the Record button to start recording.
Name: |S|ide2] I | Record Sound 7 » 4.When you're finished recording, click
Total sound length: 0 the Stop button.
™ EI Name: |slide 2 |
Total sound length: 3 Record Sound ? b%
o

Name: | Slide 2 |
Total sound length: 0

5.To preview your recording, click u @
the Play button. oy

: u
[ ok ]| canea |

Record Sound ? % 6.When you're done, click OK. The audio file will be inserted into the slide.

Name: |Slide 2 |
Total sound length: 8

B

|| Cancel |
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Working with audio

To preview an audio file:

Click an audio file to select it.

Click the Play/Pause button below the audio file. The sound will begin
playing, and the timeline next to the Play/Pause button will advance.

To jump to a different part of the file, click anywhere on the timeline.
To move an audio file:

Click and drag to move an audio file to a new location on a slide.

To delete an audio file:

Select the audio file you want to delete, then press the Backspace or Delete key on your keyboard.

Editing audio

You can modify your audio files using the commands on the Playback tab. For example, if you add a song to a slide you
can trim it to play only a brief section. You can also add a fade in and fade out and can add bookmarks that allow you
to jump to specific points in the audio file.

To trim an audio file:

1.Select the audio file, then click the Playback tab on the Ribbon.

2.Click the Trim Audio command.

3.A dialog box will appear. Use

i ’E ,: Fade Duration i
| X ‘) .1 the green handle to set the start time and
[ Hide During Show 4?‘ TN il Fadeln: 0000 '
Add  Remove | Tim = the red handle to set the end time.
(] Rewind after Playing Ne Play in Bookmark Bockmark | Audip Il FadeOut: 0300
Style  Background Eookmarks Editing
Audio Styles Trim Audio ? X
minden_something_small Duration: 00:11.660
4.To preview the audio file, click the Play button. :ﬂ”-&‘ﬂ
[ |
Al L4
Trim Audio ? = < <
i 0017660 > »
omonoon o= o Start Time End Time
L |
Enl ]
Start Time End Time
ox

Adjust the handles again if necessary, then click OK.

To add a fade in and fade out:

IE* E)‘( ‘ir;—i' Fade Duration

On the Playback tab, locate the Fade In: and Fade Out: fields. Jl Fade ln: 00,00

-
-

Type the desired values, or use the up and down arrows to Add Remaove Trim =
adjust the times. Bookmark Bookmark | Audip I Fade Qut: nk_
To add a bookmark: -

Bookmarks Editing

1.Click the timeline to locate the desired part of the audio file.
2.From the Playback tab, click the Add Bookmark command.

‘ 3.The bookmark will appear on the timeline.
m Ex ‘)) Fadz Durton Click the bookmark to jump to that location.

h ol Fade e (0000
Add b5 Remave  Trim

Bookmark Bookmark  Audio I Fade Out: 0300
Bookmarks Editing

4 kA4
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Audio options

) [ start: | On Click "[7] Hide During Show
There are other options you can set to control how your audio Vo|::1le [ Play Across Slides — _
file will play. These are found in the Audio Options group on ~ [] Loop until Stopped Rewind after Playing
the Playback tab. o T B e

Volume: Changes the audio volume

Start: Controls whether the audio file starts automatically or when the mouse is clicked

Hide During Show: Hides the audio icon while the slide show is playing

Play Across Slides: Continues playing the audio file across multiple slides instead of just the current slide
Loop until Stopped: Replays the audio file until stopped

Rewind after Playing: Returns the audio file to the beginning when it is finished playing

To change the audio icon:

By default, an audio file will appear as a speaker icon in the slide. If you want, you can change the icon to a different
picture.
ome  Inset  Design  Transitions  Animations  SlideShow  Review  View [JEIESM Playback

Select the audio file, then click =
the Format tab. Corrections ~ :El:CompraSP\cturs — el o 2
Calor~ E% Change Picture anll andl _adl |§| - Q

1.Click the Change Picture command. ! ' i
9 Art\stm Effects~ ‘% Reset Picture r‘,:,

Adjust Picture Styles

ki
ki

2.The Insert Pictures dialog box will appear. Click Browse to select a file from your computer. Alternatively, you can
use the online image search tools to locate an image online. In our example, we'll search using the phrase music
note.

Insert Pictures

Browse *

:h From a file

Browse files on your computer or local network

b Bing Image Search

. . x
Search the web MUsIc N’ el I

fa@a ©OneDrive - Personal

flores.merced @yahoo.com

Browse ¥

Also insert from:

3.Locate and select the desired picture, then click Insert.

X

b bing  music note CCOnly - n | 4.The icon will change to the new picture.
See= Type~r Cokr-

'¥ou are resporsible for respecting othees’ nghtts, including copyright. Leam mone hare

S Al W it

S |
Searth results ane images tagged with Creative Command license, Leam mare heve Insert Cancel
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CHAPTER -22- TABLES
Introduction
Tables are another tool you can use to display information in PowerPoint. A table is a grid of cells arranged

in rows and columns. Tables are useful for various tasks, including presenting text information and numerical data. You
can even customize tables to fit your presentation. >

Transitions|

Toinsert a table: = | EE =
MNew Table Pl(tul’S Online Screenshot Photo
Slide ~ - Pictures - Album ~

1.From the Insert tab, click the Table command.

Hover the mouse over the grid of squares to select the desired
number of columns and rows in the table. In our example, we'll
insert a table with six rows and six columns (6x6).

2.The table will appear on the currently selected slide. In our
example, that's slide 3.

Click anywhere in the table, and begin typing to add text. You can
also use the Tab key or the arrow keys on your keyboard to navigate through the table.

3.You can also insert a table by clicking the Insert Table command
in a placeholder.

|'* CCE = 400 TEXT

Modifying tables

PowerPoint includes several options for customizing tables, including moving and resizing, as well as adding
rows and columns.

To move a table: "
MONTHLY SALES BY GENRE

Click and drag the edge of a table to move it to a new location on
a slide.

Toresize a table:

Click and drag the sizing handles until the table is the desired
size.

MACINTHLY SALES BY GENRE
To add a row or column:

1.Click a cell adjacent to the location where you want to add a row
or column. In our example, we'll select the cell that says Mystery.
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2.Click the Layout tab on the right side of the Ribbon.

Locate the Rows & Columns group. If you want to insert a new row, select either Insert Above or Insert Below. If
you want to insert a new column, select either Insert Left or Insert Right.

E - @ v Crown and Griffin Books - PowerPaint Table Tools 3.The new row or column will appear.

File Home  Inset  Design  Transions  Animations  SlideShow  Review  View  Design

[% E Dq m EKLD B’ % £ Height 059 % B Distibute Rows

Select V\ew Delete  Insert Insert Insert In.sert I'i_\ert_\e Split ﬁWidth: 16"
= Gndines - Above Below Left Right Cels Cells

Table Rows & Columns Merge Cell Size

. E'j' Distribute Columns

To delete a row or column:

2.From the Layout tab in the Rows & Columns group, click
the Delete command, then select Delete Rows or Delete
Columns from the menu.

H ©-¢2 @ B Crown and Griffin Books - PowerPoint Table Tools

File Home Insert Design Transitions ~ Animations  Slide Show Review  View Design
A i Faelo i s . =

L % E F}Q U III (D E}) % % EHHEIght: 059" + B Distribute Rows B= =

Tourg AdE Select | View  Delete Insert Insert Insert Insert —Merge Split EW\dthl 160" * H Distribute Columns = [E] (=]

- Gridlines @ Above Below Left Right Cells Cells

Table % Delete Columns s Merge Cell Size
- Pevifeoeloo g [EERY SRR ERRE! 12

% Delete Rows

5'; Delete Table
CROWN AND

SRIFFIN BOOKS
3.The selected row or column will be deleted.

4.You can also access the Insert and Delete commands by
right-clicking a table.

n r o= L . . Jasrt Debets

12 22500 2232400
22440000
) Fa, 37000 BAOET00
To delete a table: =
Ec £1, 730050 A1, 10900

Click the edge of the table you want to delete, then press the Backspace or Delete key on your keyboard.

Modifying tables with the Layout
tab

When you select a table,

the Design and Layout tabs
will appear on the right side of
the Ribbon. You can make a
variety of changes to a table
using the commands on

the Layout tab.

Y SALES BY GENRE

Click the buttons in the
interactive below to learn
about the different commands
on the Layout tab.

Chasice $L.234.00 $22748.00

Ahystary T, §3.440.00 52.985.00 $3,428,00
REormancs 33 Z36.00 $2.390.00 23,033 DD FA.00%.00 B2 47200
3eiF L Pandery 30,730.00 $1,730.00 $1.10%.00 $1.3585.00 31 ,684,00

Fourg Adull 3125800 37.&85.00 $1.8%3.00 3204500 52.388.00
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Customizing tables

PowerPoint makes it easy to change the look and feel of your tables. For example, you can quickly apply different table
styles and customize the table borders.

To apply a table style:

Crown and Griffin Books - PowerPaint Table Tools

1.Select any cell in your table,
then click the Design tab on the
right side of the Ribbon. SssEs =S===s

Transitions Animations Slide Show Review

Locate the Table Styles group,
then click the More drop-down Table Styles
arrow to see available table styles.

2.Select the desired style.

Crown and Griffin Books - PowerPoint Table Tools

Transitions Animations Slide Show Review

All -

Best Match for Document

To change table style options:

You can turn various options on or off to change the appearance of the table. There are six options: Header Row, Total
Row, Banded Rows, First Column, Last Column, and Banded Columns.

Select any cell in your table.

From the Design tab, check or uncheck the desired options in the Table Style Options group.

E ©- 0 @ = Crown and Griffin Books - PowerPoint Table Tools

File Home Insert Design Transitions Animations Slide Show Rewview

¥'| Header Row First Colurmn -

Total Row Last Column -

v| Banded Rows Banded Columns -
Table Style Options Table Styles

These options can affect your table style in various ways, depending on the type of content in your table. You may need
to experiment with a few options to find the exact style you want.
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To add borders to a table:

You can add borders to help define different sections of a table. Certain table styles may include borders automatically,
but it's easy to add them manually or customize them. You can control the border weight, color, and line style for
some or all of a table.

Select the cells where you want to add borders. In our example, we'll select every cell in our table.

From the Design tab, select the desired Line Style, Line Weight, and Pen Color.

Table Tools

’; Tell me what you want to do...

--------- A
Hh. Draw  Eraser

Epen Color= Table

ble Styles WordArt Styles o Draw Borders

Click the Borders drop-down arrow, then select the desired border type.

able Tools
Layout & Tell me what you want to do...

n 1] x
__________ E - 2 Shﬂlﬂlﬂg = lﬁ“ A = = / BE 4
——————————————— - Borders = -~ - % pt -
———— | e Olssiinta Draw  Eraser

N Mo Border L Pen Color~ Table
sle Styles FH Al Borders Draw Borders

[ Outside Borders
+  Inside Borders [:}
Top Border
Bottom Border
| Left Border
Right Border
Inside Horizontal Border

ES BY GENRE i nside erica Border

Diagonal Down Border

- 1 Diagonal Up Border

The border will be added to the selected cells.

Classics
My slony
[T

Sci-Fi & Famdosy

Faung Aduit

To remove borders, select the desired cells, click the Borders command, and select No Border.
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CHAPTER -23- CHARTS
Introduction

A chart is a tool you can use to communicate data graphically. Including a chart in a presentation allows your

audience to see the meaning behind the numbers, which makes it easy to visualize comparisons and trends.

PowerPoint has several types of charts, allowing you to choose the

one that best fits your data. In order to use charts effectively,

you'll need to understand how different charts are used. y (
_

Click the arrows in the slideshow below to learn more about the
types of charts in PowerPoint.

PowerPoint has a variety of chart types, each with its own

advantages. Click the arrows to see some of the different types of charts available in PowerPoint.

5140000 §140.000

Types of charts

s120000 §120000
$100.000

= Classics u Classics
580,000 Mystery 580.000 Mystery
 Romance = Romance

= Sci-Fi & Fantasy 60000 = SchFi & Fantasy
= Young Adult = Young Adult
0000

. I | I 1Fhaln inl I o
o o

2012 2008 009 2010 1 o
Classics,
$18,580

Bar

» Classics 11—

Mystery - » Classics
 Romance — Mystery
" SchFI& Fantasy o.— ] ¥ Romance

———  SckFi & Fantasy
— # Young Adult

# Young Adult

EY $20,000 $40,000 $60,000 $80,000 $100000 5120000 5140000

—_—iie. 00

2008 2009 2010 2011 2012

Surface

$300,000

250,000
» Classics
$200,000 Mystery
= Romance
$150,000 » Sci-Fi & Fantasy
= Young Adult

$100,000

$50,000

s0
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Identifying the parts of a chart

In addition to chart types, you'll need to
understand how to read a chart. Charts contain
several different elements—or parts—that can
help you interpret data.

Click the buttons in the interactive below to learn
about the different parts of a chart.

Legend

-67 -

Book Sales

-
4
=
= 4
T e

. ™ | | | I T | I (] |

Classics Systery Romance Sc-F & Fantasy  Young Adult

Gefire

Wianuary W FPebnzary Widarch WApril Wby

The legend identifies which data series each color on the chart represents. In this example, the legend identifies the

different months in the chart.

Inserting charts

PowerPoint uses a spreadsheet as a placeholder for entering chart data, much like Excel. The process of entering data

is fairly simple

Toinsert a chart:

1.Select the Insert tab, then click the Chart command in the Illustrations group.

Transitions Animations

Design

r—
. , a. == = | I
res Online Screenshot Photo Shapes SmartArt| Chark
Pictures = Album ~ =
Images llustrations
[ 5 4

3.A chart and a spreadsheet will appear. The

data that appears in the spreadsheet

is placeholder source data you will replace

with your own information. The source data is
used to create the chart.

(1]

v )
T Category | il 14 i
1 Cotageryd FE i ]
& Lpegory 3 1% 18 3
5 Categary 4

5.0nly the data enclosed by the blue lines will
appear in the chart, but this area will expand
automatically as you continue to type.

A ! B < D r + F =
[lanuary  Fetnasey  March
Classies 43 2.4

1

2

3 Renance 5 4.4
4 5ciFi & Fail 35 1.8
5 Mhystery 45 2.8
& voung Adult
!
3
%

W kR

2.A dialog box will appear. Select a category from the left pane, and
review the charts that appear in the right pane.

Select the desired chart, then click OK.

Ingan Chart T >

3-D Clustered Column 30 Chusiered Solumn

O Canced

4.Enter data into the worksheet.

A B s o E F -
ISI.-rit-s 1 Series 2 Series 3
Classics 4.3 2.4 2
Romance 2.5 4.4 2
| Sooi-Fi 8 Fanl_:as-v 1.8 3
Category 4 4.5 2.8 5

- - BV R R R TR TR

6.When you're done, click X to close the spreadsheet.

| ey February  Mlarch April Fa |
| [ST— (& 24 2 b
Rornards 2.5 4.4 2
Sci-Fi & Fa 3.5 1n a
Pliyanary 4.5 ] 5

Foung Adult

R E S bW R —
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L 3
Chart Tifle

7.The chart will be completed.

8.You can edit the chart data at any time by
selecting your chart and clicking the Edit
Data command on the Design tab.

9.You can also click the Insert Chart command in a
placeholder to insert a new chart.

m - witch Rowy/ Select Edit Ref

Data Data = Data
Data

Creating charts with existing Excel data

If you already have data in an existing Excel file you
want to use for a chart, you can transfer the data by copying and pasting it. Just open the spreadsheet in Excel, select
and copy the desired data, and paste it into the source data area for your chart.

You can also embed an existing Excel chart into your PowerPoint presentation. This may be useful when you know you'll
need to update the data in your Excel file and want the chart to automatically update whenever the Excel data is
changed.

Modifying charts with chart tools

There are many other ways to customize and organize your charts. For example, PowerPoint allows you to change
the chart type, rearrange a chart's data, and even change the layout and style of a chart.

To change the chart type:

If you find that your data isn't well suited to a certain chart, it's easy to switch to a new chart type. In our example, we'll
change our chart from a column chart to a line chart.

1.Select the chart you want to change. The Design tab will appear on the right side of the Ribbon.

2.From the Design tab, click the Change Chart Type command.

Eclit ’ - esig it to do Clenna Mason

Switch Rowy/ Select

Column Data Data -
Crats
i} 1 2 i 4 / I I
v Select Edit Refres Chmgel"\ﬂ'
Data Data~ Data Chart Type
Data Type

Chart Titke .

Lire
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To switch row and column data:

Sometimes you may want to change the way charts group your data. For example, in the chart below the book sales
data is grouped by genre, with lines for each month. However, we could switch the rows and columns so the chart will
group the data by month, with lines for each genre. In both cases, the chart contains the same data; it's just organized
differently.

1.Select the chart you want to modify. The Design tab Design Format ¢ Tell me what you want to do..
will appear.
Ll
From the Design tab, select the Edit Data command in _ = - = '4"-3
the Data group. i . Select Edit
1 Data Data -
2.Click the chart again, then select the Switch Data

Row/Column command in the Data group.

3.The rows and columns will be switched. In our example, the data

Format is now grouped by month, with lines for each genre.

i o o ‘C’ Z
=il _ Switch Row/ Select  Edit

Culumn[_Dn-.d Data ~
" Data

To change the chart layout:

Predefined chart layouts allow you to modify
chart elements—including chart

titles, legends, and data labels—to make
your chart easier to read.

Home Insert Design  Transitions  Animations  Slide

1.Select the chart you want to modify.

The Design tab will appear. | L -:- m -
Add Chart| Quick Chanige e Select

From the Design tab, click the Quick Elamanit ~ Layout s Colan - Data
Layout command. s L Chant Styles

2.Select the desired predefined layout from the menu that appears.

3.The chart will update to reflect the new layout.

-
Quick  Change b

Layout = Colors - Chart Title

-

4.To change a chart element (such as the chart title), click the element and begin typing.

o
.Soles by Genre||
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To change the chart style: Design  Transitions  Animations  Slide Show  Review  View
1.Chart styles allow you to quickly modify the —
look and feel of your chart. ; : =
Select the chart you want to modify.
The Design tab will appear. 1 = Select
From the Design tab, click the More drop-down Data
arrow in the Chart Styles group. ol

Chart Styles [iata

2.Select the desired style from the menu that appears.

Design  Transitions  Animations  Slide Show  Review  View Design

= _[|_|| ol

3.The chart will appear in the selected style.

-
Sales by Genre

4.You can also use the chart formatting shortcut buttons to quickly add chart elements, change the chart style,
and filter the chart data.
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CHAPTER -24- SMARTART GRAPHICS
Introduction

SmartArt allows you to communicate information with graphics instead of just using text. There are a variety of styles to
choose from, which you can use to illustrate different types of ideas.

To insert a SmartArt graphic:
1.Select the slide where you want the SmartArt graphic i Design  Transitions  Animations  Slide Show
to appear. —
pp D L_| Online Pictures ’__|<>'_| rl:l I I ﬁStore
4 Screenshot -
From the Insert tab, select the SmartArt command in ~ ji** Tl P"“"“ ) Photo Album - P PAtA Chart | gy wy Addins -
the Illustrations group. Siides | Tables Images Hlustrations Add-ins

2.A dialog box will appear. Select a category on the left, choose the desired SmartArt graphic, then click OK.

Choose a SmartArt Graphic 7 X 3.The SmartArt graphic will appear on the current
slide.

Al

S List I =

P Process o 5

b Cyde B l o | l o ‘

2. Hierarchy Coa8 T —_

E] Relationshi

. = - r-r- e

é Pyramid Z ierarch ] |

El Picture E‘E‘% EE :: :setu:‘:’owmerarcmcalre\ationships 1 [TeXt] ‘ [TeXt] ‘

& Office.com progressing from top to bottom. | l"i l"i

l [Text] l [Text] l [Text] ‘

o | 3 ) 8 J

. T .

4.You can also click the Insert a SmartArt
Graphic command in a placeholder to add SmartArt.

. I
To add text to a SmartArt graphic: <) %

S
nsert a SmartArt Graphic

1.Select the SmartArt graphic. The text pane will appear to
the left

(=} o

Enter text next to each bullet in the text pane. The text will
appear in the corresponding shape. It will be resized automatically to fit inside the shape.

I 2.You can also add text by clicking the desired shape and

[ * then typing. This works well if you only need to add text to
T | ¢ ke O Kei' a few shapes. However, for more complex SmartArt
* Chistng Narage] | graphics, working in the text pane is often quicker and
it Owner .
MTet] easier.
* Ta] D —
* [Ted] I ) i
- - Type your bt s x|
) Christine, 7|t Kei,
Q [TEXT] o Civictws Mansger
Manager R Owner
» e Saleg Bupancinbe
& [T
- ch
: risting
Hierarchy P IT'E-H]
e [Text] [Text] Manager
Learn more about SmartArt graphics
0 0 _
ot . Jeff, Sales | § Alex, Sales | Tex]
To reorder, add, and delete shapes: : Aﬂmiatell

It's easy to add new shapes, change their order, and even
delete shapes from your SmartArt graphic. You can do all of this in the text pane, and it's a lot like creating an outline
with a multilevel list. For more information on multilevel lists, you may want to review our Lists lesson.
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1.To demote a shape, select the desired bullet, then press the Tab key. The bullet will move to the right, and the shape
will move down one level.

|
Type your text here

il * Kej, Owner

* [Ted]

* Christing, Manager
o Jeff, Sales Assaciate

Te Wtex, Sales

Associate

Christine,
Manager

2.To promote a shape, select the desired bullet, then press

the Backspace key (or Shift+Tab). The bullet will move to the
left, and the shape will move up one level.

* [Ted]

l‘lﬁ

Hierarchy

Use to show hierarchical relationships
progressing from top to bottom,

Learn more about SmartArt graphics

Jeff, Sales
Associate

l [Text] ‘

Alex, Sales

Associate

3.To add a new shape, place the insertion point after
the desired bullet, then press Enter. A new bullet will
appear in the text pane, and a new shape will appear in the graphic.

Trpe v texthere K
® ki Dwrer
® Chicte Vit
el ks Bl
e, by, den ity
[
o [Tmt]
w [Tt] (Christine,
Manager

IJeﬁ.SaIu |A.Ia|.5als
Assodate Associate

Organizing SmartArt from the Design tab

If you'd prefer not to use the text pane to organize
your SmartArt, you can use the commands on

the Design tab in the Create Graphic group. Just
select the shape you want to modify, then choose the desired command.

1y-e|-ou'mxl-w
= Chighse Mg
* b, Rales Sqpadisie
Toe Jeten s tssncione
® [Tat]
= [Tesl]
Hiy
Ust 1 thew bisuschicsl misiambug
|:-;|- 1ing o o 18 BaToE

1
Type your text here

Kei,

* Kej, Owner
* Christing, Manager
» Jeff, Sales Associate
® Alex, Sales Associat&

Hierarchy

Use to show hierarchical relationships
progressing from top to bottom,
Learn more about SmartArt graphics

Christine,
Manager

Owner

[Text]

| leff, Sales Iﬁ.le: Sales |
Associate [Text]

4.To remove a shape, keep pressing Backspace until the
bullet is deleted. The shape will then be removed. In our
example, we'll delete all of the shapes without text.

Associate

Christine,
Manager

Jeff, Sales

Alex, Sales
Associate

1.Promote and Demote: Use these commands to move a shape up or down between levels.

E - ]
File Home  Inset  Design  Transi
T Add Shape ~| € Promote | T Movelp
E;:'\dd Bullet < Demaote 4+ Maove Down
BjTEId Pane ('.) Right to Left % Layout
Create Graphic
Customizing SmartArt

After inserting SmartArt, there are several things you might want to change about its appearance. Whenever you select a

2.Move Up and Move Down: Use these commands to change the order of
shapes on the same level.

CICE

File Home Insert

1] Add Shape = € Promote

[£=] Add Bullet

ED Text Pane

2 Demote

Transi

L
4 Move Down

Design

(__) Right to Left = Layout

Create Graphic

Home

3.Add Shape: Use this command to add a
new shape to your graphic. You can also click
the drop-down arrow for more exact
placement options.

Insert

T Add Shape “ Promote T Move Up
E“ Add Shape After te 4+ Move Down
t, AddShapeBefore  foLeft & Layout

‘tm pdd Shape Above  [@Phic

5 Add Shape Below

i ]

HIF:

SmartArt graphic, the Design and Format tabs will appear on the right side of the Ribbon. From there, it's easy to edit
the style and layout of a SmartArt graphic.
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SmartArt Tools

Design Format 2 d

= |- ele —
1.There are several SmartArt styles, which allow you to | || Crange l:lglﬂ l:% Egﬁ l% I% B
quickly modify the look and feel of your SmartArt. To . e Smartirt Styles
change the style, select the desired style from Subtle Effect
the SmartArt styles group. ;
2.You have a variety of color schemes to use with
SmartArt. To change the colors, click the Change .
Colors command and choose the desired option from the Christine,
drop-down menu. Manager

Format Q@ Tell mew
= == - | [= [= — 3.You can also customize each shape independently. Just
%% % - Cha.nge | n[nl ales| D—g—% % select any shape in the graphic, then choose the desired
| (Colors — option from the Format tab.
ayouts Primary Theme Colors [«]
=
]
5l
()
Colorful
i =] o o o ] - N Z» Shape Fill - A Text Fill -
KEI, = == == = == | apc | |- | [ Shape Outline - A A A - | B Text Outline -
Owne Colortal - Accent Colors | o o —— ImSSISEEEEEY 2 A=
| ccent 1 WordArt Styles =
- o = =) = 0 Preset g
| | |} |
| ) [l [
1 ] [ ] sradow .
. .. | Accent2 | L @
Christin 2 o - = [ ] Reflection »
Managi BB B8 B  BH
[
\‘—|— Accent 3
N ]
[ . 5 i 5 5
' == i .
Jeﬂ:’ S_ales 8 Recolor Pictures in SrartArt Graphic
Associate | | | eeeuiae

To change the SmartArt layout:
Org Chart - PowerPoint

If you don't like the way your information is organized

L . Animations Slide Show
within a SmartArt graphic, you can always change
its layout to better fit your content. = — = - - EEE | . ‘. |
Bl =R = — == = B [ L ] 2
1.From the Design tab, click the More drop-down oD CEes = = = F[g Change E
arrow in the Layouts group. Colors -

2.Choose the desired layout, or click More Layouts to see even more options.

3.The selected layout will appear.
Org Chart - PowerPaint SmartArt Tools

ons Animations Slide Show

=== EEE = Z 2 - U es Change E | R ) mﬁ |
Colars = Ked, Dwner Christine, Manager
O |—= = = | EIEE | ' | Mexsles
D oD|Ega E (== Ik Assaciate
OO0 | CEEE EEE R =
—] — Horizontal Organization Chart

]
[]
L] [
oo
(@
i
0
o
[

ﬁ More Layouts...

If the new layout is too different from the original, some of your text may not appear. Before deciding on a new layout,
check carefully to make sure no important information will be lost.
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CHAPTER -25- CHECKING SPELLING AND GRAMMAR
Introduction

Worried about making mistakes when you type? Don't be. PowerPoint provides you with several proofing features—
including the Spelling and Grammar tool—that can help you produce professional, error-free presentations.

To run a spell check:

& =

Home Insert Design Transitions Animations Slide Show

1.From the Review tab, click

View
the Spelling command. ‘:f}: ﬂ) a’};) ﬁi tj =

Spelling Thesaurus =~ Smart | Translate Language Mew Delete Previous Mext Show Compare
Lockup = = Comment Comments =~
Proofing Insights Language Comments

2.The Spelling pane will appear on the right. For each error in your presentation, PowerPoint will try to offer one or
more suggestions. You can select a suggestion and click Change to correct the error.

3.PowerPoint will move through each error until you have reviewed them all.
After the last error has been reviewed, a dialog box will appear confirming
that the spelling check is complete. Click OK.

Spelling Ve

Funraising

lgnare lgnore All Add
— Microsoft PowerPoint >
Fundraising
Fun raising
Fundraisings o Spell check complete, You're good to go!

Change Change All . ) .
If no suggestions are given, you can manually type the correct spelling on

the slide.
Ignoring spelling "errors"

The spell check is not always correct. It may sometimes think a word is spelled incorrectly when it's not. This often
happens with people's names and proper nouns, which may not be in the .
dictionary. If PowerPoint says something is an error, you can choose not to Spelling e

change it using one of three options: Candygrams
lgnore lgnore All Add

Ignore: This will skip the word without changing it.

Candy grams
Ignore All: This will skip the word without changing it, and it will also skip all
other instances of the word in your presentation.
Add: This adds the word to the dictionary so it will never come up as an error
again. Make sure the word is spelled correctly before choosing this option. Change | Change All

Automatic spell check

By default, PowerPoint automatically checks your presentation for spelling errors, so you may not even need to run a
separate check using the Spelling command. These errors are indicated by red wavy lines.

To use the automatic spell check feature:
Right-click the underlined word. A menu will appear.

Click the correct spelling from the list Elections and Appreciation
of suggestions. o

Elections wefll's- held in june

for new Band Boosters officers fo
2016-2017 school year,

Before we welcome our new off
we want to give a huge

The correction will appear in the presentation.

You can also choose to Ignore an underlined word
or Add to Dictionary.

Lo our previous year's officers for a spectacules
year and for all their hard work!
L]
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Modifying proofing options

PowerPoint allows you to modify the proofing options, giving you more control over how it reviews your text. For
example, you can customize the automatic spell check to change the way PowerPoint marks spelling errors. You can
also enable the grammar check option to help you find and correct contextual spelling

errors (like their vs. they're).

To modify proofing options:

Click the File tab to access Backstage view.

Presen
Insert Design Transitions Animations
¥ I:lLag,.routv « v op
A A
Emy ] Reset
PeEe New B I U S acf-p-|A

Slide~ O Section >
Clipboard & Slides Font

Select Options. A dialog box will appear.

Account

Options ..‘

Select Proofing, then customize the options as needed. When you're finished, click OK.

PowerPoint Options ? X
General When correcting spelling in Microsoft Office programs "
Proofing Ignore words in UPPERCASE
Save Ignore words that contain numbers
Language Ignore Internet and file addresses

¥
Advanced Flag repeated words

[] Enforce accented uppercase in French

Customize Ribbon [ Suggest from main dictionary only

Cuick Access Toolbar Custom Dictionaties...

Add-Ins French modes: |Traditiona| and new spellings

Trust Center Spanish modes: |Tuteo werb forms only

When correcting spelling in PowerPoint

%Check spelling as you type
Hide spelling and grammar errors

[] Check grarnmar with spelling

Recheck Document

| 0K | | Cancel

Modifying settings in PowerPoint Options—including proofing—will affect any presentation you edit in PowerPoint, not
just your current presentation.
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CHAPTER -26-

Introduction

-76 -

REVIEWING PRESENTATIONS

Before delivering your presentation, you might ask someone else to review it and give you feedback on your slides. You
might even work with a collaborator to create a presentation together. If you were revising a hard copy, you could
add comments in the margins or compare your rough and final drafts side by side. You can do these things in

PowerPoint using the Comments and Compare features.

Commenting on presentations

When revising or collaborating on a presentation, you might want to make notes or
suggestions without actually changing the slide. Leaving a comment allows you to take
note of something without altering the slide itself. Comments can be added and read by

the original author or any other reviewers.

To add a comment:

1.Select the text or object (or click the area of the slide) where you want the comment

to appear.

2.Go to the Review tab, then click the New Comment command.

H Internet Safety - PowerPaint

Animations Slide Show

RN

Transitions

2

File Home Insert

Design

L P & & l

Spelling Thesaurus  Smart | Translate Language Delete Previous Next Show Compare
Lookup 9 @ Comment - Comments =
Proofing Insights Language Comments

4.The comment will be represented by a small icon on the slide.

Comiments

T M

Awviar Plores  Folbrusey T35, 2008
IR Do o think thie e e dangt
L e ——
hara?

how to use the Internet! —

# bulla Fillary | misasta sgo

g Consal sunkmsti

»ofing

Insights Language

Viewing comments

You can view or reply to any comment—
including other reviewers’ comments—by
returning to the Comments pane. Simply
click a comment icon on the slide, or
click the Show Comments command on
the Review tab.

use

To edit a comment:

1.In the Comments pane, select the
comment you want to edit.

4 Julia Fillory February 25, 2016 ><

Original slide was too long -
divided

Reply...

Transitions

% Translate ~
Ep Language -

ey —

= revealing
e R e

{iters and =etings on socil netwerting stes i i the amunt of
Enformation you share with st

2.Type your desired changes, then
press Enter or click anywhere outside the
comment box. Your changes will be applied.

to uga the Internet!

3.The Comments pane will appear. In our example,
it contains an existing comment by another review
(Javier), plus a space for your comment.

Type your comment in the box, then press Enter or
click anywhere outside the box to save the
comment.

Comments = £
)

Javier Hores February 25, 2016
+ Do you think this is too long?
Should | try to change anything
here?

Reply...

< Julia Fillory A few seconds ago

a Cool robot!

Reply...

Internet Safety - PowerPaint

Animations Slide Show Julia Fillory £ Shd

Compare & Previous —

. 4| D
Accept - 27 Next o 5

tart

Reject [E Reviewing Pane pg = A

Compare Ink

[ 2 >
222
) Comments
Comments N

Julia Fillory February 25, 2016
[\ Eeman i =

‘Guard your personal information. Reply...

D Julia Fillory February 25, 2016

| changed this SmartArt to the

solid 2D version, hope that's

oK.

Javier...  February 25, 2016
Ilove it! | think it matches
the rest of the
presentation much better.

Reply...
- Julia Fillory February 25, 2016

FS Original slide was too lang -
divided

«

4 Julia Fillory February 25,2016 X

& Original slide was too lang -
divided into two slides| |

Reply...
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To reply to a comment:
1.In the Comments pane, click Reply below the comment you want to respond to. Comments —
Comments S
-« Javier Flores February 25, 2016
Do you think this is too long?

“R¥ Should | try to change anything
here?

2.Type your response, then press Enter or click
anywhere outside the box. Your comment will appear
below the original comment, and an additional icon will

4 Javier Flores February 25, 2016
{3 Do you think this is too long?
"8 Should | try to change anything

here?

JuliaF... A few seconds ago
O D (el g

. Reply...
be added to the slide.
Reoiy. ] Julia Fillory 10 minutes ago
@ Cool robot!
Julia Fillory 9 minutes ago
Reply...

@ Cool robot!

Reply..

Deleting comments

1.To delete a comment, select the comment you want to delete, then go to the Review tab and click
the Delete command.

2.To delete multiple comments, click the drop-down
arrow below the Deletecommand. You can delete

Internet Safety - PowerPoint

Transitions Animations Slide Show

¥ £Fae Bl Compare <] Previous + comments from your current slide or from the entire

L"j a% L"] E Accept Next o] .

Mew  Delete Previous Mext Show . . End Start presentat|on_

Comment Comments~ Reject Reviewing Pane Review | Inking
Comments Compare Ink ~
5 - i =
COETS - x Internet Safety - PowerPoint
Transitions Animations Slide Show D Tell me...

Previous

Sl on oo

El [EH Compare

Accept
Show
Comments ~

4 Julia Fillory February 25, 2016
& No robots on this slide?!

MNext
New

Comment

Delete Previous MNext

EJ Delete

5 Delete All Comments and Ink on This Slide

Reject Reviewing Pane

personal information.

Compare

Reply..

nments
2% Delete All Comments and Ink in This Presentation

[ ew |
There are situations in which you might end up with more than
one version of the same presentation. For instance, you could create multiple drafts, or a collaborator or coworker could
save their own unique copy.
You can easily compare and combine multiple versions using PowerPoint's Compare feature. This allows you to see the
differences between two versions of the same presentation, so you can decide which changes to include in the final
version.
To compare two presentations:
In this example, we'll be comparing two versions of the Internet Safety for Everyonepresentation. To follow along,
you'll need the original practice presentation (powerpoint2016 reviewing practice), plus a version that's
been slightly altered: internet safety - tim's edits.
Open one version of the presentation you want to compare.
In this example, we'll start
with powerpoint2016_reviewing_practice.
1.From the Review tab, select the Compare command.

Comparing presentations

powerpoint2016_reviewing_practice - PowerPoint
itions
tJ
New
Comment

Q Tell mev

Animations Slide Show View

o = IR
Delete Previous Next Show
@ Comments =

Previous
B MNext
Compare| Accept Reject
Reviewing Pane

Comments Compare

2.A dialog box will appear. Select the second version of the presentation you want to compare, then click Merge. In
this example, we'll choose internet safety - tim's edits.

39 Choose Fie to Merge with Curent Presentation x 3.The Reylsmns pane will appear, allowing you to compare the two
presentations.
€ = v M L]« Desktop > Intemet Safety v b Search Intemet Sfety P Click the buttons in the interactive below to learn how to review
O Newfoe Bem @ changes using the Compare feature.
LockedDown A HName . Date modified Type
mMicrosoftPowerP @mtemetsafety-limwsedns 3/14/161:21 PM Microsoft PawerP 3 I_ J J:D J}_‘x A:-_ i = ™ ,.- B tomin 2
& Gnedive IﬁpowerpomtlmE\_veviewmg_pvactice 3/14/16 1:3PM Microsoft PowerP|  pruieng Trsmarss .::,I, S — _-J-':\_,H —li e r.,.:::.-.: Aigrp :v::-_"h r‘:..l, :,.-.1
T e v —— = il
3 ThispC 2 - | e K
[ Desktop i [T
[E Documents v < oA i
A 1B o ek el o kg U
File name: ‘mtemetsafe‘fy-t\m‘sedits V‘ ‘AII PowerPoint Presentations V| 4 - L Pk e, 0 e o
3 e Contaanet
Took > o - But | already know how to use the Internat! T e
—_nn s _nn _n The . i . . TE :2".‘.’.‘:'..".':.‘1‘.'..""..'.'.':'.
<=""1i="" style="margin: Opx; padding: 0px; e v e
border: Opx; outline: Opx; font-weight: inherit; ir= P
font-style: inherit; font-size: 20.32px; font- - -y | -
. . - . . . i L)
family: inherit; vertical-align: baseline;"> e o T e s P i By Pt L
Next mange 10 = e o b i . E TARRD wumrni_m-m b Vi e e
L Ta#1ed b Tem Camged J
Use the Next command to view the next change | . -
in the presentation. You can also i
click Previous to go back to the previous one. ') B o :
e 2 1 Ehewi Wooeeed: B ¥ T -1 + e
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Introduction

-78 -

INSPECTING AND PROTECTING PRESENTATIONS

Before sharing a presentation, you'll want to make sure it doesn't include any information you want to keep private. You
may also want to discourage others from editing your file. Fortunately, PowerPoint includes several tools to

help inspect and protect your presentation.

Document Inspector

Whenever you create or edit a presentation, certain personal information may be added to the file automatically—for
example, information about the document's author. You can use Document Inspector to remove this type of

information before sharing a presentation with
others.

Because some changes may be permanent, it's a
good idea to use Save As to create a backup copy
of your presentation before using Document
Inspector.

To use Document Inspector:
1.Click the File tab to go to Backstage view.

From the Info pane, click Check for Issues, then
select Inspect Document from the drop-down
menu.

2.Document Inspector will appear. Check or
uncheck the boxes, depending on the content you

Document Inspector

To check the document for the selected content, click Inspect.

Comments and Annotations
Inspects the document for comments and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

Content Add-ins
Inspects for Content add-ins saved in the document body.

Task Pane Add-ins
Inspects for Task Pane add-ins saved in the document.

Embedded Documents

Inspects for embedded documents, which may include information that's not visible in
the file.

Macros, Forms, and ActiveX Controls
Inspects for macros, forms, and ActiveX controls,

Custom XML Data
Inspects for custom XML data stored with this document.

Close

When you're done, click Close.

Protecting your presentation

Account

Options

Mangibello About Us - PowerPaint

Info

Mongibello About Us

Merced Flores's OneDrive » Documents

Protect Presentation
Control what types of changes people can make to this presentation.
Protect
Presentation ~

Inspect Presentation
Before publishing this file, be aware that it contains:
Comments

Document properties, author's name and cropped out image data

Inspect Document es are unable to read

Check the presentation for hidden properties
or personal information. s

Check Accessibility

Check the presentation for content that people
with disabilities might find difficult to read.

sed changes.

Check Compatibility
Check for features not supported by earlier
versions of PowerPoint.

want to review, then click Inspect. In our example, we'll use
the default selections.

3.The inspection results will show an exclamation mark for
any categories where it found potentially sensitive data, and it
will also have a Remove All button for each of these
categories. Click Remove All to remove the data.

Document Inspector

Review the inspection results,

1

0 0 0 0o

Comments and Annotations
The following items were found:
* Comments

Remave All

Document Properties and i
The following document information was found: IS

* Document properties

* Author

* Picture crop information

Content Add-ins
We did not find any Content add-ins.

Task Pane Add-ins
‘We did not find any Task Pane add-ins.

Embedded Documents
Mo embedded documents were found.

Macros, Forms, and ActiveX Controls
Mo macros, forms, or ActiveX controls were found.

Note: Some changes cannot be undone.

Beinspect

Close

By default, anyone with access to your presentation will be able to open, copy, and edit its content unless you protect it.
There are several ways to protect a presentation, depending on your needs.

To protect your document:

Click the File tab to go to Backstage view.

From the Info pane, click the Protect Presentation command.
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In the drop-down menu, choose the option that best suits your needs. In our example, we'll select Mark as Final.
Marking your presentation as final is a good way to discourage others from editing the file, while the other options give
you even more control if needed.

Meongibello About Us - PowerPoint

Info

Mongibello About Us

Merced Flores's OneDrive » Documents

Protect Presentation
» Control what types of changes people can make to this presentation.

D Mark as Einal
2 Let readers know the presentation is
finaland make it reac-only. |

En(rypt ‘with Password ware that it contains:
' Require a password to open this
presentation. lisabilities are unable to read
Restrict Access  removes properties and personal
@& Grant people access while removing ~ » S saved
their ability to edit, copy, or print. e saved in your file

Account Add a Digital Signature

£ Ensure the integrity of the presentation

Options by adding an invisible digital signature. N
=y Checkin, check out, and recover unsaved changes.
Manage =

Presentation =

A dialog box will appear, prompting you to save. Click OK.

Microsoft PowerPoint >

| This presentation will be marked as final and then saved.

oK L\\ Cancel

Another dialog box will appear. Click OK.

Microsoft PowerPoint *

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

o When a document is marked as final, the status property is set to "Final” and typing, editing commands, and proofing marks are turned off.
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar.

D Don't show this message again

The presentation will be marked as final. Whenever others open the file, a bar will appear at the top to discourage them
from editing the document.

Maengibello About Us [Read-Only] - PowerPoint

Home Insert Design Transitions Animations Slide Show Review View ';-' Tell me|

Marking a presentation as final will not prevent someone from editing it because they can just select Edit Anyway. If you
want to prevent people from editing it, you can use the Restrict Access option instead.
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CHAPTER -28- MODIFYING THEMES
Introduction
Let's say you really like the style of a theme, but you'd like to experiment with different color schemes. That's not a
problem: You can mix and match colors, fonts, and effects to create a unique look for your presentation. If it still
doesn't look exactly right, you can customize the theme any way you want.

To select new theme colors:

1.If you don't like the colors of a particular theme, it's easy to apply new theme colors; everything else about the
theme will remain unchanged.

From the Design tab, click the drop-down ) ] |
Aa ¥ . _—

arrow in the Variants group and rhd

select Colors.

2.Select the desired theme colors.

The presentation will update to show the
new theme colors.

To customize colors:

Sometimes you might not like every color included in a set of theme colors. It's easy to change some or all of the colors
to suit your needs.

Orange [
Orange Red

Red Orange

Red

Red Violet

Violet -~

1.From the Design tab, click the drop-down arrow in
the Variants group.

Customize Colors...

Select Colors, then click Customize Colors.

Reset Slide Theme Colors

2.A dialog box will appear with the 12 current theme colors. To edit a color, click the drop-down arrow and select a
different color. You may need to click More Colors to find the exact color you want.

Create Mew Therme Colars 7 x 3.In the Name: field, type the desired name for the theme
colors, then click Save.

Theme coliors
Test/Background - Dark 1 | = Criate Maw Thamsa Colors 7 =
Teal/Background - Light1 [ =
Thisma calors Saimpls

TestBackground - Cork 2 [ ™

TestsBackgrours] - Dark 1 [ ™
Test /Background - Light 2 -

Text/Backgrours - Light 1 [ -

Accent 1 R TesvBackgroursd - Dark 2 [0 =
Acrent 2 Theme Calars TestRackgrours - Light 2 | -
H B EEEEEEE
Aropnt Accent | [ R
po— Accent 2 [~
AL [ =
Accens T —
Accent 4 LI
Agoent & Standard Calars
Accent 5 | -
Hypetink | | PfEEEEm -
_ & More Colors - freanth -
Eidlliswsend Hygpralink: — Burplo Hyperink [~
Forlormind Hypirbrik -
Mama:  Custom 4
Bame: Adworks Coloss T
Besat Sawe Cancel

Breaet Gave Cancel

The presentation will update to show the new custom theme colors.

With some presentations, you may not notice a significant difference when changing the theme colors. For example,
a textured background will not change when theme colors are changed. When trying different theme colors, it's best to
select a slide that uses several colors to see how the new theme colors will affect your presentation.
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To select new theme fonts:

It's easy to apply a new set of theme fonts without changing a theme's overall look. The built-in theme fonts are
designed to work well together, which can help to unify your presentation.

1.From the Design tab, click the drop-down arrow in the Variants group and select Fonts.

2.Select the desired theme fonts.

The presentation will update to show the new theme fonts.

RKS AGENCY
YEE ORIENTATIC

ertising on Target

To customize theme fonts:

1.If you have specific fonts in mind for a presentation, it's easy to
choose your own theme fonts.

From the Design tab, click the drop-down arrow in the Variants group.

Select Fonts, then click Customize Fonts.

Craate Maw Theers Fanis 7 oo
Aok Foals3 2.A dialog box will appear with the two [y P
Tahorma current theme fonts. To change the bl “ | H
A . eading .
: gt fonts, click the drop-down arrows and Hoeky Fost: Eo dty text ok be: Body
select the desired fonts. s Light 11 -
Adiorks Foatsd
Tahorma : Sedhorks Fomt
A In the Name: field, type the desired name e eI
for the theme fonts, then click Save. [sm | coma
Custom 1
As ::f';r 3.The presentation will update to show the new Corbel 60 A& Bt
' o " custom theme fonts. Theme Fonts® =
Customize fants.. 1. T Corbel (Headings)
s Changing the theme fonts will not necessarily T Eras Li {Bdy)
update all text in your presentation. Only text using the current theme All Fents
fonts will update when you change the theme fonts. T &gency F
T ALGERIAN

To select new theme effects:

1.PowerPoint makes it easy to apply new
theme effects, which can quickly change
the appearance of shapes in your
presentation.

From the Design tab, click the drop-down
arrow in the Variants group and

select Effects.

2.Select the desired theme effects. Al

Animatians

Transitiors

3.Applying new theme
effects will change
different shape

styles from

the Format tab when
editing a shape or SmartArt
graphic. It's important to
note that this change will
only apply to shapes using
the Subtle

Effect, Moderate Effect,
and Intense Effect.

-

i

oEeeb

08>
sam
.
2a%

1T I RN

ranepen |
BEEE0

D8RP E0

AR

we Effect - Purple, Accer 1

The presentation will update to show the new theme effects.



SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme) -82 -

Background styles

To further customize your slides, you can change the background color by choosing a different background style. The
available background styles will vary depending on
the current theme.

To apply a background style: Aa

1.From the Design tab, click the drop-down arrow ——— [ _ —— _

in the Variants group.
2.Select Background Styles.

I I 3.Select the desired style. The available styles will change
] - depending on the
_ mm———— _ current theme

AnFmatians

Themes

B colos +  colors.
A | Fonts L
) Effects ¥
T Background Styles r\*

4.The new background will appear in each slide of your

presentation. I I .
T R
——— - L
If you want even more control over the background, click " %izo - Background
the Format Backgroundcommand on the Design tab. o A

Saving custom themes

Once you've found settings you like, you may want to save the theme so you can use it in other presentations. If you
only want to use the theme in the current presentation, you won't need to save it.

To save a theme:
1.From the Design tab, click the drop-down arrow in the Themes group.

2.Click Save Current Theme.

Ty Prowmnistion

-
3.A dialog box will appear. Type a file name, then click Save. == ""1 mm— E e

E e |
P — " —— | —— pe—— - |

e |
T ]

Crganios - M dolder - @
— — T
Cr wssmple e Doba Freaid i i | —— o .
Legos Tearra Codies 234FM
Snucce Tharra Efficti 106 1 B

B izt Pomeric [P Farts *.; Save Cusert Thama [

& Cneliriew 4.When you click the drop-down arrow in

= Tha Fe the Themes group, you'll see the custom theme

b ‘| under Custom.
Filw e sehWoks Thime
Sarew o typee Office Tharms

This Preasntation
Authoes  Lisa Roscoa Tags: Add aiag

e e Tk = cance
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CHAPTER -29- SLIDE MASTER VIEW
Introduction

You may have noticed that when you select a different theme in PowerPoint, it rearranges the text on your slides and

adds shapes to the background. This is because each theme has built-in slide layouts and background graphics. You
can edit these layouts with a feature called Slide Master view. Once you learn how to use Slide Master view, you'll be
able to customize your entire slide show with just a few clicks.

Insert Transitions

What is Slide Master view? = w=] = EEL;E

Master  Layout TF Preserve

Slide Master view is a special feature in PowerPoint that allows you to Fe e T
quickly modify the slides and slide layouts in your presentation. From there, ! e A e e e
you can edit the slide master, which will affect every slide in the =
presentation. You can also modify individual slide layouts, which will
change any slides using those layouts. e e e e e e
For example, let's say you find a theme you like but you don't like a few of
the slide layouts. You could use Slide Master view to customize the layouts to
look exactly the way you want.

In Slide Master view, the Slide Master tab will appear first on the Ribbon,

but you'll still be able to access commands on different tabs as normal.

CLICK T ERIT
MASTER IITLE
STYLE

Using Slide Master view

Whether you're making significant changes to your slides or just a few small tweaks, Slide Master view can help you
create a consistent, professional presentation without a lot of effort. You could use Slide Master view to change just about
anything in your presentation, but here are some of its most common uses.

Modify backgrounds: Slide Master view makes it easy to customize the background for all of your slides at the same
time. For example, you could add a watermark or logo to each slide in your presentation, or you could modify the
background graphics of an existing PowerPoint theme.

Rearrange placeholders: If you find that you often rearrange the placeholders on each slide, you can save time by
rearranging them in Slide Master view instead. When you adjust one of the layouts in Slide Master view, all of the slides
with that layout will change.

Customize text formatting: Instead of changing the text color on each slide individually, you could use the Slide Master
to change the text color on all slides at once.

Create unique slide layouts: If you want to create a presentation that looks different from regular PowerPoint themes,
you could use Slide Master view to create your own layouts. Custom layouts can include your

own background graphics and placeholders.

To make changes to all slides:

*
1.If you want to change something on all slides of your presentation, you can edit |@ i l! ; O}ngbgllg

the Slide Master. In our example, we'll add a logo to every slide. If you'd like to
work along with our example, right-click the image below and save it to your

computer.
2.Select the View tab, then click the Slide Master command. =] ¢ B = Mongibelo Pasta - Par
File Home Insert Design Transitions Animations Slide Show Review Q Tell me wh
The presentation will switch to Slide Master view, and EENEE! IEINES El g - Q & :z““y“
the Slide Master tab will be selected on the Ribbon. B e e oo Ce | R Ve | Dloude | O i | o lack and White
P s Soo B e T

3.In the left navigation pane, scroll up and select the first slide. This is the slide master.

o B - 4.Make the desired changes to the slide master. In our example, we'll insert a

Slide Master Home Insert Transitions. Animatians] picture Of the Mongibello Iogo.
& B B w o

e o B | (ot 1 Footers | Themes =] 6 B - 5.Move, resize, or delete slide objects

Master Layout Edit Theme
= File Slide Master ~ Home 5 Transitions  Animations|

Edit Master

as needed. In our example, we'll resize
the logo and move it to the bottom-right

D BQ @ Q‘> Dl corner.

New  Table Pictures Online Screenshot Phato  Shapes SmartArt Ch
ter: used by slide(s) 1-2 Slider  + Pictures~ + Alwm+ -+

Slides  Tables Images lllustrations

1 = Edit Master text styles
‘Click 1o edit Master title style - Second level

Glick o edit Master Tt shie

Click to edit Master title style

CLICK TO EDIT
IASTER TITLE STYLI

- Fourth level
= Fifth level

I b

= Third level
BT
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6.When you're finished, click the Close Master View command on the Slide Master tab.

Mongibello Pasta - PowerPoint Pict 7.The change will appear on all slides of the
FIYYEES  Home  Insert  Transitions  Animations  Review  View Format o presentation_
= =) % Delete B Colors- &3] Background Styles
= & E m o . L1 3
I3 Rename [A]Fonts - Hide Background Graphics &

Insert Sl Insert Master  Insert Footers | Themes Slide Close

Master  Layout # PFESEIve | auqut Placeholder - [O] effects Size~ | |Master View Hormsmade Groos i
Edit Master Master Layout Edit Theme Background ral Size Close

[~ QT

Frumh Torimiis

Customizing slide layouts

You can use Slide Master view to modify any slide layout in your n
presentation. It's easy to make small tweaks like adjusting background
graphics and more significant changes like rearranging or deleting
placeholders. Unlike the slide master, changes to a slide layout will only

be applied to slides using that layout in your presentation.

P JLTIEP T
To customize an existing slide layout:

In our example, our newly added logo is

hidden behind the photo in the Picture with o B = Mongibello Pasta - Por

Caption Layout. We'll customize this layout Home  lInsert  Design  Transifons  Animations  SlideShow

to make room for the logo. EENEE EE| ] T Ruler I color
== == == . =
[ Gridlines &= Grayscale
Normal Outline Slide Motes Reading | Slide Handout Notes O Motes  Zoom Fitto E
: A : View Sorter Page View | |Master Master Master Guides Window Black and White
1.Navigate to Slide Master view. .
Presentation Views Master Views Show F] Zoom Color/Grayscale

2.locate and select the desired layout in the left navigation pane. You can hover the mouse over each layout to see which
slides are currently using that layout in the presentation.

3.In some layouts, the background graphics may be hidden. To
show the graphics, uncheck the box next to Hide Background
Graphics.

Mongibello Pasta

Slide Master Home Insert Transitions Animations Review View _ Tell me what yo

— = . .
IIJ |_;| = Delete & Tile B Colors~ &3] Background Styles

15 Rename [A]Fonts - Hide Background Graphics
Picture with Caption Layout: used by slide(s) 2-3, 5| Insert Slide Insert = Master Insert Footers = 'hemes
T Master Layout % Preserve | | auout Placeholder = - [Oeffects -
Edit Master Master Layout Edit Theme Background &

{Click to edit Waster it siie

4.Add, move, or delete any objects as desired. In our example,
we'll delete the gray background shape.

Click icon to add picture
5.If you want to change the arrangement of the placeholders,
you can move, resize, or delete any of them. In our example,
we'll move our text placeholders and the black bar to the
right side, and the photo placeholder to the left side.

a

Ciiclficon to 2dd picture

a, Click to edit
Master title
style

Edit Master text styles.

Ll

6.When you're finished, click the Close Master View command on
the Slide Master tab.

Maongibello Pasta - PowerPoint Pictu

@ Mongsbello .
ey RO LHVESEE Home  Inse ransiions  Animations  Review  View orma ¥ Tell me what you want to
ml= ; 7 Slide Mast H Insert  Transit Animat R y Format Tell me what it
- : e L T = [l . . —
\ﬂ E| 5 Delete E = e I Colors~ &) Background Stytes [D m
EI,Rename Foms' Hide Background Graphics
Insert Slide Insert Master ~ [nsert Footers | Themes Slide Close
Master LayOLJtE'p’“‘*"’e Layout Placeholder o @Eﬁem' Size~  Master View

Edit Master Master Layout Edit Theme Background Ll Size Close
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7.All slides using the layout will be updated.

Our Team

You can also move placeholders on the slide
master, which will move the placeholders on
multiple slide layouts at the same time. However,
some slide layouts may still need to be adjusted

manually.
T ke
@ Mongibedlo
- . ] CERITS
Customizing text formatting T Califomian F3 []
_ ] Click to edit Master title sty cafiorr |,

1.You can also customize the text formatting from T Cambria
Slide Master view, including the font, text T Cambria Math
size, color, and alignment. For example, if you R e :SA”;%;
wanted to change the font for - Second level i Contas
every title placeholder in your presentation, you 3 IR T Century

. - . - Fourth fevel .
could modify the master title style on the slide i T Century Cothic
master. T Century Schoolbook

2.Each title placeholder is connected to the master title style on the slide master. For example, take a look at the slides
before changing the title font.

3.Now look at the same slides after changing the title font.

4.Instead of customizing individual placeholders,
Aﬂ?gﬂf&i‘;% you could change the theme fontsfor a
T MONGIBELLO presentation. From the Slide Master tab, click

ARTISAN PASTA the Fonts command in the Background group,
T then select the desired fonts.

Mangibello Pasta - PowerP

Onir Msaahn

UINEECEN Home  Inset  Transitions  Animations  Review  View A

Crar Bdission = Delete Bl colors~ ) Bacy -
| ground Syles

= =2 4 Ttk L]

5 Rename [AlFonts~ [ Hide Background Graphics

Insert lide. Insert Master  Inset 7] ppopers | Themes —

Master Layout '# PIESEVE oy out Placeholder = [~ sizer

Edit Master Master Layout Edit Theme Office il size
[+] . Calibri Light
Calibri

[t R PEEE

- © Mol B pere 8 e 00
O Team : MASTER TITLE calibi

Oma Tiam

STYLE

Office

Aa

Aa

. Calibri
Calibri

Aa v [y

Arial
Arial

Aa | e
Corbel

Corbel B

2 | Cortel L

& Ll

Creating new slide layouts

One of the most powerful features of Slide Master view is
the option to create new slide layouts. This is an easy
way to add interesting and unique slide layouts to an
existing theme. You could even use this feature to design
an entirely new theme, as in the example below.

CLICK TO EDIT MASTER TITLE STYLE E

CLICHTO ZDIT MASTER SUBTITLE STYLE

To insert a new slide layout:

1.Navigate to Slide Master view. From the Slide Master tab, click the Insert Layout command.

Transitions

=] | P 2] Titte
: =i Rename
Insert Shide | Insert Master Insert

Master  Layout Preserve | | ayout Placeholder -
Edit Master Master Layout

~| Footers
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2.The new slide layout will appear.

3.The layout will include title and footer placeholders by default. Click the Title
and Footers boxes in the Master Layout group to toggle these placeholders on and off.

 MASTER TITLE |
STYLE

4.You can now add background graphics,
shapes, and pictures to the slide layout.
Slide Master Home Inset  Transitions  Animations EEEAVACYTRrGrY oW1 (o) move, adjust, and delete the
o = -
e — |£| Q [ Delete T eX|'st|ng pIacehoIqers. In our example,
i 15 Rename Gk we'll move the title placeholder to the
Insert Slide Insert Master  Insert Themes : '

Preserve | |- ¥ Footers T bottom-right corner. We've
Iy Master  Layout Layout Placeholder | h d th li
Custom Layout Layout: used by no slides Edit Master Master Layout Editheme O ?O c _ange_ the text a ignment to

align right instead of align left.

5.To add new placeholders, click the bottom half of
the Insert Placeholder command, then select the desired placeholder
type. In this example, we'll use the Picture placeholder.

= © - s s
File Slide Master Home Insert Transitions Animations ((ib
Delete n ge n
| ] Title Click to edit Master title style
5L Rename
Insert Slide  Insert Master Insert | Footers = Themes
Master Layout Preserve | | ayout Placeholder = - o @ Mongibello
Edit Master Edit Theme e 1 Frer -

Content -

Click to edit Master tit Text

6.Click and drag to draw the placeholder on the slide.

Picture %

Chart
B

H MAST ---@ Online Image
= -Erll-"l S = I Click to edit Master title style

@ Mongibello

To rename a custom layout:
When you're done designing your custom layout, you'll want to give it a unique name so it will be easy to find.

1.From Slide Master view, select the desired layout, then click

the Renamecommand. Rename Layout 7 w
o) 2.A dialog box will appear. Type the Layout name:
desired name, then click Rename. Product Slide
Slide Master Hame Insert Transitions
|‘:’ PR | Title
- 'E'I,Rename
Insert Slide Insert = J% Master Insert VIIEDDiees
Master  Layout (=0 Layout Placeholder ~
Edit Master Master Layout

To use a custom layout:

Once you've created a custom slide layout, it's easy to add a new slide with that layout or apply it to an existing slide.
If you're currently in Slide Master view, click the Close Master View command on the Slide Master tab.
1.From the Home tab, you can insert a new slide with the custom layout or apply it to an existing slide. In our
example, we'll select the Layout command and apply the new style to slide 6.

= :

- v ] -

PowerPoi
nt also
allows
you to
add new
placehold
Homemade Gooochi ers

to existin
g slide
layouts.

1 Mliagpri s
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Using custom layouts in other presentations

-87 -

When you modify the slide master or slide layouts in Slide Master view, you're actually creating a custom version of the
current theme. If you want to apply the theme to other presentations, you'll need to save it.

To save a theme:

From the Slide Master tab, click the Themes command, then select Save Current Theme from the drop-down menu.

= 5 e Bt ] Backgeound Styles - | i H
i — laRename - [&]Fores - ide Background Graphics .
Iripesrt Sl |t . i Irepert  Fooler | hEmes | ke Close
Masier  Layout o PISSEnee | | ot Placehokdes - ] Effmcts - o~ | Wb i
Edit biather Masier Lapout P This Prewemtstion = pge
-
Dffice
..... Aa [
e e e e e e ] | —— St [
| -
B Mungibess 4
G a———
-Au Iﬁ
...... ﬂ - m \—‘---
Bcrwrist Fer Themes.
Al 'w.'.-
- e e T &

if you're not in Slide Master view, you can save the theme from the Design tab. Just click the drop-down arrow in

the Themes group, then select Save Current Theme.

This Fresentation
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Oifice

A [l ) e
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o
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CHAPTER -30- HYPERLINKS

Introduction

Whenever you use the Internet, you use hyperlinks to navigate from one webpage to another. If you want to include
a web address or email address in your PowerPoint presentation, you can choose to format it as a hyperlink so a
person can easily click it. It's also possible to link to files and other slides within a presentation.

About hyperinks

Hyperlinks have two basic parts: the address of the webpage, email address, or other location they are linking to, and
the display text (which can also be a picture or a shape). For example, the address could
be https://www.youtube.com, and YouTube could be the display text. In some cases, the display text might be the

same as the address. When you're creating a hyperlink in PowerPoint, you'll be able to choose both the address and the
display text or image.

To insert a hyperink: i
1.Select the image or text you want to make a hyperlink.
Right-click the selected text or image, then click Hyperlink.

Alternatively, you can go to the Insert tab and click
the Hyperlink command.

2.The Insert Hyperlink dialog box will open.

Irma ryparknk 7 ®
If you selected text, the words will appear in the Text to display field at
:L:.’. g M= the top. You can change this text if you want.
Sz
N Thin ™
:::J-:" Type the address you want to link to in the Address field.
o e
N - _ _ ) )
Buwien . Click OK. The text or image you selected will now be a hyperlink to the
fp e - web address.

To insert a hyperink to an email address:
Right-click the selected text or image, then click Hyperlink.
The Insert Hyperlink dialog box will open.

1.0n the left side of the dialog box, click Email Address.

et Hypedink 7 % | 2.Type the email address you want to connect to in the Email
Address box, then click OK.
Link i Ttk hespiary: Wyia Dien p——
4
Insirt Hypsilivk i x
Emgfleor agie (W el B :
L = I
u 'il-unggwp «| e Link ny Tient ta display; Wegion Gen P
Plce i it Comesl oy Libraries il
= ’ Fader "Nem'\c Epwang Fleor | E-mad sddes
- ':3‘" Thic e Wl Pl e e adwork o
Creats b Dosiioz Dags Placein Ths | Setyert
Dooment | g |0 Escel G A
. & Liss Raigoe Frgpniy used o-rail admue:
i Creaie how
[MJ] Lt & Onzliove: Dexument
. Powerdicimt 20116
Woed 2104 : Il
3 Paralals Shared Folders - e
kg
Lol
(L Carcal

PowerPoint often recognizes email and web addresses as you type and will format them as hyperlinks automatically after
you press the Enter key or spacebar.




SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme) -89 -

RESOURCES - To open and test a hyperink:

After you create a hyperlink, you should test it. Right-click the
hyperlink, then click Open Hyperlink.

Your web browser should open and then navigate to the linked
page. If it doesn't work, check the hyperlink address for any
misspellings.

_ To open a hyperlink while viewing your slide show, click the
hyperlink.

RESOURCES

To remove a hyperlink:
Right-click the hyperlink.

Click Remove Hyperlink.

More hyperlinks

In PowerPoint, you can use hyperlinks to link to resources that are not online. To create a quick way to refer to another
slide in your presentation, you can create a hyperlink to that slide. If you need to access a file stored on your computer,
you can create a hyperlink to it. Additionally, PowerPoint allows you to format pictures and shapes as hyperlinks.

Using shapes and pictures as hyperinks

o Cut
Copy
Sometimes you might want to format objects—including shapes, text boxes, and - F.,',,; aptions:
pictures—as hyperlinks. This is especially helpful if you want the object to act like w)
a button. To do this, right-click the desired object and select Hyperlink from the #olit Text
menu that appears. Click the object during the presentation to open the A Font_
hyperlink. Change Shaps k
] Add Shape B
- Hypartink.. -
Saruw an Picty
To insert a hyperink to another slide: Reset
s | Sizge and Position..
Right-click the selected text or image, then click Hyperlink. %4 Farmat Shags_
The Insert Hyperlink dialog box will appear.
1.0n the left side of the dialog box, click Place in this Document.
It Hyperink roox 2.A list of other slides in your presentation will appear.
Lkt iyl Acbirta Erplyse ot e — Click the name of the slide you want to link to.
i}
Ewsting Fibe or | Sckect a plage in this donument Shke prevew Insart Hypaink H %
W Pagpe Pravicus Shde -
Slide Thies Link: Tow w0 clsplay: Aafsinas Errploves Berdis Gaskde ST
Pacein 1 1. Bdhwcrks Agency Mew Employ, i}
DWI"-"' £ || 2 Topics i Fle or | Skt plage it this doourmest Sk prien:
i % Getting bz Knarw the Compemy Webt Rt | prvicus Side -
Crmae tiew & Meou Mmerks 4] Side Thles
Deoursn Py T —— Plygain This 1. Atk Aguny Maw Enpliy
'-IJ B Ovginitatasn ij-' L
£l Ao 7. Warking mith Chents 3. Getting to Kraw thi Compam,
' B Understarding Your Bered s Lr:::n?-: m
8. Hilth Insurands __ﬂ : ;‘t\g‘:’"r""“‘f"h
- Nz 0N
! 10. Loz Tima . A E-mall Ao 1. Warking with Chants
A Urderstanding ¥our Benef
3. Hudih Insurane
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3.Click OK. The text or image will now be a hyperlink to the slide you selected.

TOPICS

Adding a hyperlink to a shape is similar to creating an action button. We'll talk more about how to turn a shape into a
button in our Action Buttons lesson.

To insert a hyperink to another file:
Right-click the selected text or image, then click Hyperlink. The Insert Hyperlink dialog box will appear.
On the left side of the dialog box, click Existing File or Webpage.

Click the drop-down arrow to browse for your file.

Irgel Hpperhnk ? k4
Linik 1o Jumt e liplary: Aefiorkes Ervsliryis Bursalis Capdhe Scrvenilig -
] :
tating Pl o | ki e [+]
Ll LY ] =
Y Curen & Ver s
Place in This Pkl il Orelivie
[iom varmemt i Libraries
‘J o g
[ Beowsed Iwsting Mors
e ] Pagad Escell 296
Puwesfunt 36
L Woed M6 b |
-l A
Ruscoam Pt
Addrgn -
u Tancel
Select the desired file.
Inzert Hyperlink ? =
Linik to: Lot by fsplay: AdWorks Employee Benefits Guide SemenTig..
Eaisting Fike o | pook i ™ ThisPC w| fa &
Wiebs Poge .
4 1 DVD Dvive (D) Pavallels Tools Al ey
Place in This Cument. | _8 Flappy Disk Drive (4]
Document FORIEr |5 Local Disk {C
U B Mowies
Creale Hew Beorvesed & Music
MR e Pagis & Pictures
'
E-mmi @' bock sales

@ Thank ¥ou Letter - ariginal

Rgent Filis
2 Thank You_reviied

Adddrpss ChUserroscosippDataRoaming! MicrosoffWindows\Metwork Shorlouts «

Click OK. The text or image will now be a hyperlink to the file you selected.
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CHAPTER -31- ACTION BUTTONS
Introduction

Another tool you can use to connect to a webpage, file, email address, or slide is called an action button. Action
buttons are built-in shapes you can add to a presentation and set to link to another slide, play a sound, or perform a
similar action. When someone clicks or hovers over the button, the selected action will occur. Action buttons can do many
of the same things as hyperlinks. Their easy-to-understand style makes them especially useful for self-running
presentations at booths and kiosks.

Inserting action buttons

You can insert action buttons on one slide at a time, or you can insert an action button that will show up on every slide.
The second option can be useful if you want every slide to link back to a specific slide, like the title page or table of
contents.

To insert an action button on one slide:

Click the Insert tab.

1.Click the Shapes command in the Illustrations group. A drop-down menu will appear with the action buttons located
at the very bottom.

2.Select the desired action button.

—
. @, == = 1l e Insert the button onto the slide by clicking the desired location.
B SRS Smarths Chart g My Ad-ins - The Action Settings dialog box will appear.
- Rectangles Select the Mouse Click or Mouse Over tab. Selecting the Mouse Click
= tab means the action button will perform its action only when clicked.
asic Shapes
Selecting the Mouse Over tab will make the action button perform its
action when you move the mouse over it.
I Block Arraws I Arction Settings 7 x
Mouse ik [ Ches 3.In the Action on
Fectican e clice click section, select Hyperlink
NI O Hone to:, then click the drop-down
Phearchart 1 {®) Hypsrlink 1o arrow and choose an option from
M Slida - the menu.
17 Bun prosgram

Stars and Banrwri | BrowIE. Actien Sanings [} b
I Mose ChE Roase e

Callwts R Action o (hek

2 bone:
. Auln.: Humn-m" . [ pay sound: 1% Hyperink to
It r et Hide 4
Mo Sound] B

4.Check the Play Sound box if you want a [ ok | conce

sound to play when the action button is
clicked. Select a sound from the drop-down menu, or select Other sound to use a

End Sk

Custom Show..

sound file on your computer. When you're done, click OK. slida
JRL
Other PowePoint Presemtation.
Actian Settings 7 2 | othar File
L P L W Ppe——_p— {ighligh

At
Lany 1
[ e T

a3 Cancal

Pt i

3 s program

To insert an action button on all slides:



SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme) -92 -

If you'd like to add an action button to every slide, you can do this with a feature called Slide Master view. However,
using Slide Master view can be tricky if you've never used it. If you're going to edit your slides this way, you may want to
review our Slide Master View lesson first.

Click the View tab.

1.In the Master Views group, click the Slide Master command. In the left navigation pane, scroll up and select the first
slide.

Go to the Insert tab and select an action button from the bottom of
the Shapes menu. Click on the slide to add the action button, and choose the

& Auler -
10 il O\ = :uw,! desired options from the dialog box that appears.
kg Husdool Motes — . Wodwe Toom Flis
- Pt Maridar Wisckrw W Elack and W
M Views Show s o wemaess 2.Return to the Slide Master tab and click Close Master View. The new action

button will now be on every slide.

Sida Master View

colors, fonts, backgrownds, effects,
alde Mastar

and just shout everything o ek RV t
- B . .
i & chage or 2 loge on A Ef{llﬁls Saq-.n.;-{uuudwus. B
far wanngle, g it ZRename Fants = i nekg | Graphics
i1 showup o e dide e insert Master et oo Themes igype Slide | el
arcratial Lirgast # Presere Layycud Placal b Size = Masher \Naw
Eif Mt inta: Lagmt kil Thare Eackground »  SiEe Cloie

To edit, move, or delete an action button inserted this way, click the View tab, then Slide Master. Click Close Master
View after making any desired changes.

Slicke Mariter ] Trangibans  Animabians  Review  View

3.If you notice that an action button isn't = i colors - ) Backoyound Stylas -

appearing on certain slides, you may need — Rename | Tikla B [A o - T‘;KIP Background Graghics
to uncheck the Hide Background rour Shd Ineert . (Master  Wed (] poor | T R - L

. Master Layoui  # vl Place holder = -
Graphics box. Edfin baster Plasiner Layout Echt Themi Bacdogroined

To test an action button:

After you create an action button, you should test it.

Click the Slide Show tab.

1.In the Start Slide Show group, click From Current Slide.

2.After you have tested it, right-click anywhere on the

Gl O — : %, [ play Mamatiors screen and select End Show.
‘ = F 5 i o .I -
From From [ Poesent Custom Side SetlUp  Hide Rehearse Recore Slide
Bagining Curmant Shde Cnfine - Show - Slide Show Slide  Timings  Show - ¥ Show Media Comtrols
St Sk Show Sl U

Shde Show

+ Ly Timings

If your action
button did not

= intended,
R follow the
Zoam I instructions
below
Show Pramnter View to edit |t.
SLieTy
. . Poiter Options
To edit an action button: -
Select the action button. Ered Show

Click the Insert tab.

In the Links group, click the Action command. The Actions Settings dialog box will appear.

— ™ =] F r
b Ee Sa 1l @ an A i . . .
5 Criise Scoptshon Pho Shepes Smatiit Chit oy uig e - Hivedii Mmoot Tan Hese Wi Edit the action or hyperlink, then click OK.
Fichares . Meumn - v A Boa B Fogier -
- Beivibons o ik r— o

Faat sarvple, Jous cOn haras? orast s

chbisc to ump to the e dida, or
apsm up @ new Progeem whan you

i it

To change the appearance of an action button:
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1.Select the action button.

Click the Format tab.

Acflor

Review Wiew Furnat[é

L Edit Shape - — - Z3Shape Fill - |
- % | Tawt Box [.ﬂ.bc . - e Shape Outling - A @ . |
v CMenge Shapes — = Shagpe EMecis = ¥
Shapes Shape Shles - Wonddrt Shfes

2.To change the button style or color, use the tools in the Shape Styles group.

= b Shapa Fill -
- zshape Cuthne - A A
|_| wuf Shape Effects -
Shape Shles - ‘Wordhrt Style
More

Cuickly add a visual style ta the
selected shape or line

Each style uses & unique
combnation of celars, lines, and
ather effects to change the shape's
appearance, Hover over a Quick
Stybs in the gallary to preview your
new laok

3.To change the shape of the action button, click Edit Shape in the Insert Shapes group. Select a new shape from the
drop-down menu.

_TI

£ Edit Shupe - P r— et L
| Changs Shape ¥ Rectamgles A ﬁ:}l
Exclit Psints
B Banic Shapes WerArt

|
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Chapter -32- Rehearsing and Recording Your Presentation
Introduction
There are many things to keep in mind when preparing to give a presentation. How long will it last? What will you say?
Fortunately, PowerPoint offers several tools that can help you rehearse your slide show. You can even record a copy
with voiceover narration, allowing viewers to watch the presentation on their own.
Rehearsing slide show timings
Rehearsing timings can be useful if you want to set up a presentation to play at a certain speed without having to click
through the slides yourself. It also gives you the opportunity to practice your talking points. Using this feature, you can

save timings for each slide and animation. PowerPoint will then play the presentation automatically using these timings.

Rehearsing is often one of the last steps in creating a polished presentation. If you've never presented a slide show, you
may want to review our lesson on Presenting Your Slide Show to become familiar with the basics.

Tore rse timings: i & Internet Safety for Everyone - Powerl
. ) Home Insert Design Transitions Animations Slide Show
1.Go to the Slide Show tab, then click
- . = o Ll 5 | Play Marrations
the Rehearse Timings command. » @ S@ EET D‘; )
= X i . ¥ Use Timings
From From Present Custom Slide SetUp Hide Rehearseé Record Slide X
Beginning Current Slide  Online~  Show Slide Show Slide  Timings ~ Show- | Show Media Controls
Start Slide Show Set Up

2.You'll be taken to a full-screen view of your presentation. Practice presenting your slide show. When you're ready to
move to the next slide, click the Nextbutton on the Recording toolbar in the upper-left corner. You also can also use
the right arrow key on your keyboard.

x 3.When you reach the end of the show, a dialog box will appear with
2 I 00012 (6 o002 the total time of your presentation. If you're satisfied with your timings,
Next click Yes.
Micresoft PowerPoint >

o The total time for your slide show was 0:02:53. Do you want to save the new slide timings?

(] [

The timings will be saved. The next time you present, PowerPoint will use these timings to advance the
slides automatically.

4.If you need more than one try to get the timings just right, the Recording toolbarcan be used to take a break or start
over on a slide. To pause the timer, click the Pause button. No actions taken while the timer is paused will be included in
the timings. To re-record the timings on the current slide, click the Repeat button.

x
> m 0:00:07 0:01:14

Recording your slide show

The Record Slide Show feature is similar to the Rehearse Timings feature, but
it's a bit more comprehensive. If you have a microphone for your computer, you
can record voiceover narration for the entire presentation. This is useful if you
plan to use your slide show as a self-running presentation or video.

To record a slide show: g - T -

= Internet Safety for Everyone - PowerPoint

File Home Insert Design Transitions Animations Slide Show

1.From the Slide Show tab, select the Record Slide E -|§|- E'@ EET D“g s P e e i

Show drop-down arrow, then choose either Start Fom  From  Present CustomSide | SetUp  Hide Rehearse RecordSide * o 0 i
- - - . Beginning Current Slide  Online~  Show - Slide Show Slide  Timings | Show= | Show Media Controls

Recording from Beginning or Start Recording e — St Recording from Begiming |

from Current Slide. 1 = &b Start Recording from Current Slide...

Clear

2R

2.A dialog box will appear. Select the desired options, then click Start Recording. Remember, you can only record
narration if you have a microphone attached to your computer.

Record Slide Show ? >

Select what you want to record before you begin recording.

slide and animation timings Your presentation will appear in full-screen view. Perform your slide
Narrations, ink, and laser pointer show. Make sure to speak clearly into the microphone if you're

recording narration.
Start Recording k‘ Cancel
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Recordin -

= 11 0:00:10 € 0:00:10

3.When you're ready to move to the next slide, click the Next button
on the Recording toolbar or use the right arrow key.

When you reach the end of the show, PowerPoint will close the full-
screen view.

4.Your slide timings and narration are now part of your presentation. The slides with narration will be marked with
a speaker icon in the bottom-right corner.

Bl | already know how Lo use the Internet!
Internet Safety

for Everyone

& e i B B

e

5.In recorded slide shows, the mouse pointer isn't visible in the finished product; therefore, if you want to point
something out, you'll need to use the laser pointer feature. Simply hold Ctrl on your keyboard while you click and hold
your mouse. The cursor will appear as a small red dot.

What to look for in

an antivirus program:

Antivirus Anti-spyware Firewall
Specifically Protects against Screens out
protects against malicious software that threats that try to

viruses may be gathering your reach your
. information without your computer over
knowledge the Internet

To remove slide timings or narration:

If you change your mind about including slide timings or narration, you can easily remove one or both. You can clear
them from the entire presentation or just the current slide.

To do this, simply go to the Slide Show tab, click the Record Slide Show drop-down arrow, hover over Clear, then
choose the desired option from the menu.

Internet Safety for Everyone - PowerPoint

Animations Slide Show i Tell me what you want t

g o i
L Rlafblauation E;-‘ Monitor: | Automatic -

Use Timings
Hide  Rehearse Record Slide
Slide Timings | Show~ Show Media Controls

["] Use Presenter View

&b Start Recording from Beginning... Maonitors

&b Start Recording from Current Slide...

Clear L4 I Clear Timing on Current Slide
Clear Timings on All Slides

Clear Narration on Current Slide

Clear Narrations on All Slides
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SHARING YOUR PRESENTATION ONLINE

PowerPoint offers several options to enhance or even totally change the way you deliver presentations. Instead of
presenting your slide show normally, you can choose to present it as a video, or you can even present it live online so
others can view it remotely. No matter how you choose to give your presentation, you can enhance it

by customizing your slide show to remove or reorder slides. All of these options can help you give a polished and

professional presentation.

Exporting a presentation as a video

The Create a Video feature allows you to save your presentation as a video. This can be useful because it lets your
viewers watch the presentation whenever they want. To make sure your viewers have enough time to view each slide,

you might want to rehearse the timings
or record your slide show before using this feature.

To create a video:
1.Click the File tab to access Backstage view.

Select Export, then click Create a Video. Video
export options will appear on the right.

2.Click the drop-down arrow next to Presentation
Quality to select the size and quality of your video.

Presentation Cuality
Largest file size and highest quality (1920 x 1080)
Presentation Cuality
Largest file size and highest quality

¥
Internet Quality
Madium file size and modaerate quality (1280 = T20) [%

1520 ¥

el ]

Export
Creis #IN %PS Cocurment

w__ Criie s Vi a1 &l mirm e wre 1 ma e g
v

S Packge Frewrmiation for (B

ER  Cresie resdom

H hngs Fs Tiges

3.Select the drop-down arrow next to Use Recorded Timings
and Narrations. Choose Don't Use Recorded Timings and

Narrations if you don't have or don't want to use recorded
timings. You can also choose Use Recorded Timings and
Narrations if you have already recorded timings and
narrations and want to use them in your video.

v Il (W pe

Low Quality

Smallest file soe and lowest guality (B52 x 480

Click Create Video. The Save As dialog box will appear.

4.Select the location where you want to save the
presentation, then enter a name for the presentation.

[ JEP— »
+ s PC ¢ Docermants &
ceganze Hapw Azdcse L]
L= - .
Fogne Slieem
Croturmants
= Pictum
Acadanis Fapss
Crusbes garpin
Logaan

[

Py vl Sslety li s
Saww bk e PTG 4 Videa

= ki Faien E

Presenting your slide show online

ke

LE

-

4

s Aprnirles [ominign and et
o i

[ e
L Barmrded Pimmiega goed Mmarrallong -
e ot Brengn sl L T Uefe] Aeamon e D T ive 000 rduciel (1IN B Sl DOITIEE gl

5.Click Save. As PowerPoint creates your video, a status bar
will appear at the bottom of the PowerPoint window. When the
bar is complete, your video is ready to view, send, or upload.

Creating wideo Intemet Safity for Everyone mp [N x

= Notes W Comments

Presenting a slide show online is surprisingly easy. All you and your viewers need is an Internet connection—they don't
even need PowerPoint. Once your viewers are connected, you can start the presentation as you normally would.

Please note that you cannot edit your presentation or mark it with a highlighter or pen while you are presenting a slide
show online. You also cannot use PowerPoint to speak to your audience. Plan to communicate with your viewers through

teleconferencing, or pre-record your narration.

To present online:

Select the Slide Show tab, then locate the Start Slide Show group.
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1.Click the Present Online command.

2.A dialog box will appear. Click Connect. A status message
- wy  Will appear as PowerPoint prepares your online presentation.

> _— e .
ar X Bl =a g s . =
Fram Fram Prasent Custoen Slide SetUp  Hide Rehesrse Racond Slide N
Beginning Cumert Slide Cndine = Show - Shde Show Slide Timings  Show - % 5h
Siw Shibe Show et Up %
- Present Online B . ) )
N Prasant th slidi shew ordives with Present Cnline A link will
 the defmult presentation senvice .
L]
2y - e oifles - appear. If it's
| o = Thea CHfics Priciitintion Surecn is a bew, pobibe sandce thal coses mth not already
3 = H L] Missantt Gfice. You can use this senice to present 1o pecple who can maich
A £} i wiks begwsar and downbead i comant. Yeu wil reed & Micesslt socoun selected,
4 m- b= riart the onlire precsnishon. Select the

- s Infosmaton

link.

Eralshs emoli viswers 1o download the prisestation

By chrking Connect, o sgres tn the following feme

Servis Agresment

CO"‘H«lllﬂi-.‘\:I CANCIL

3.Click Copy Link to make a copy of the link, which you can paste just about anywhere—including Facebook, a blog, or
an email. You'll just want to make sure each of your viewers receives a copy of the link before you begin your
presentation.

Present Online

Shana this link with remote viewers and them start the presaniation

|

T Comsgpnk

S T Emma

STKET PRESEMTATICN

Click Start Presentation.
4.Present the slide show as you normally would, using the mouse or keyboard to advance the slides.

When you are finished, click End Online Presentation.

Presert Online

T = Moniton Automatic . Ei 25 ED:'

From + L Prasanbar View Share Meatng  Send hdfmll.m

Curmant Slide Mebes © Imdtalicns Praseeiatian
ke Show Monitzn Fremet Cnlire
- 5 4 A z 1 End Onlire Presentstion

Erd the anline presentation and
discannact all peopk.

5.A dialog box will appear to confirm that you want to end the presentation. Click End Online Presentation.

Microsoft PowerPoint X

| Everyone viewing this online presentation will be disconnected if you continue. Do you want to end this online presentation?

End Online Presentationh‘ | Cancel
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