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Chapter-1 Getting to Know PowerPoint

Introduction

PowerPoint 2013 is a presentation software that allows you to create dynamic slide presentations. Slideshows
can include animation, narration, images, videos, and much more.

Opening PowerPoint 2013

When you open PowerPoint 2013 for the first time, the Start Screen will appear. From here, you'll be able to

create a new presentation, choose a template,
i i - for anline templates a ier Fl

and access your recently edited presentations. PowerPoint Search atesa D J.V.m‘wﬂ!a?gfﬁffi !%

Switch account

T - B X

Suggested searches:  Business
Calendars  Charts and Diagrams

1. From the Start Screen, locate and Recent Eraie) ekl oo
select Blank Presentation. e
- Takea (=@
Open Other Presentations
et b tour
‘Welcome to PowerPoint v
2. A new presentation will appear.
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HOME IMSERT DESIGMN TRANSITIONS ANIMATIONS SLIDESHOW REVIEW VIEW Javier Flores ~ %
= X | =) B e e
Do He srusan e
M Drawing Editing

Paste ew o
- Side~ B~ A - Aa A AR

Clipboard & Slides Font Paragraph

16 1514131211100 112131415161
1D
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Working with the PowerPoint environment

If you've previously used PowerPoint 2010 or 2007, PowerPoint 2013 will feel familiar. It continues to use features
like the Ribbon and the Quick Access toolbar—where you will find commands to perform common tasks in
PowerPoint—as well as Backstage view.

The Ribbon BHS O 5- Presentation1 - PowerPaint DRAWING TOOLS
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PowerPoint 2013 uses a tabbed ‘“‘D % =
Ribbon system instead of traditional By -
menus. The

Ribbon contains multiple tabs,
each with several groups of
commands. You will use these tabs
to perform the most common Each tab is divided Click a tab to see
tasks in PowerPoint. into groups more commands
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&
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Contextual tabs will

Click an arrow for more .
appear when certain

group commands

items are selected
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Exploring the Ribbon

BHS- B = Presentation] - PowerPoint TABLE TOOLS
. HOME | INSERT ~ DESIGN  TRANSITIONS ~ANIMATIONS ~SLIDESHOW  REVIEW VIEW  DESIGN  LAYOUT
You'll need to move between tabs . -
. s - - e - B -
to perform common tasks in O =] E' Calibri (Body) ~|18 =| A" & Ae T -3z . &= (= ”: Q‘> DD L
PowerPoint. KnOWing where to Paste : New i I U §aM-pa- A- = Ll Shapes Arrange Cuick a
find the right command will make N Slide~ N T Styles
. . Clipboard T Slides Font ] Paragraph ] Drawing ]
PowerPoint easier to use.-
'.I'he Home tab gives you access to the BEHS- % = Presentation] - PowerPaint TABLE TOOLS
most commonly used commands HOME  INSERT = DESIGN  TRAMSTIONS ANIMATIONS —SUDESHOW  REVIEW VIEW  DESIGN  LAYOUT
’
including copy and [:& Online Pictures 3 Shapes - A B o
paste fgormpa‘:ting and the New = D = g Sereenshot- T Smartart " L D 4 B
. ! ! ; New  Table Pictures Appsfor Links  Comment Text Header WordArt Symbaols
Slide command. The Home tab is Sider - i Photo Album - 1]l Chart Office = Box &Footer - -
Selected by default Whenever yOU Open Slides = Tables Images lllustrations Apps Comments Text
PowerPoint.
The Insert tab allows you to m H o '@ s Presentation] - PowerPoint TABLETOOLS
insert pictures, charts, tables, shap HOME  INSERT | DESIGN =~ TRAMSTIONS ~ ANIMATIONS SLIDESHOW  REVIEW VIEW  DESIGN  LAYOUT
es, and videos, which can help you
communicate information visually and Aa Aa Aa
add style to your presentation. — — —— [e— [em—
Themes Variants
You can apply themes from the EHS © = Presentation! - PowerPoint TABLE TOOLS
Design tab. A theme is a predefined HOME  INSERT ~ DESIGN | TRANSITIONS =~ ANIMATIONS SLIDESHOW  REVIEW VIEW  DESIGN  LAYOUT
combination of colors, fonts, and D 4, Sounc: [NoSound] = | Advanc
effects that can quickly change the , D _ oy O Duston [a200 4 on
i i review - ec
Io_ok and feel of your entire slide show. Nane Cut Fade Push Wipe |5 optone- B AppiyTo Al Afte
Different themes also include
R - Preview Transition to This Slide Timing
different slide layouts.
-0 = Presentation - PowerPoint TAELETOOLS
EH o
You can apply slide transitions from HOME  INSERT  DESIGN ~ TRANSITIOMS = ANIMATIONS =~ SUDESHOW  REVIEW  VIEW  DESIGN  LAYOUT
the Transitions tab. Transitions are — 8, 0 P
s 1* & Animation Pane Start Rel
the movements you see between * * -
lid h ti lid h _ O 1 Trigger Duration
slides when presenting your slide show. | preview None Appear Fade [7] Eifect Add ; i
. ! d "1 Options = | Animation+ T Animation Painter (@ Delay v
Preview Animation Advanced Animation Timing
The Animations tab allows you EHS® 0F- Presentation - PowerPaint TABLE TOOLS
to_ animate text and qb]ects such as HOME  INSERT ~ DESIGN ~ TRANSITIOMS ~ ANIMATIONS ~ SLIDESHOW  REVIEW VIEW  DESIGN  LAYOUT
clip art, shapes, and pictures. -
Animations can be used to draw » @ E® EEF Big A [CL) ghy Pl Nomtons & Actornatic |
attention to specific content or make X o ., ¥ UseTimings
th lid . t d From From Present CustomSlide  SetUp  Hide Rehearse Record Slide : [7] Use Presenter Vi
e slide easier to read. Beginning Current Slide  Online~  Show+  SlideShow Slide  Timings Show- Y Show Media Controls
Start Slide Show Set Up Monitors
When you're ready to present your slide
show, the Slide Show tab gives you EHS- B = Presentation1 - PowerPoint TABLE TOOLS
tools to make your presentation smooth HOME  INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS  SLIDESHOW | REVIEW ~VIEW  DESIGN  LAYOUT
and professional, including the option ABC i"Q D °3 Translate = ) [EH Compare £ Previous
to rehearse timings and record narra v @ Language - Accept Next
. Spelling Research Thesaurus New Delete Previous Next Show Enj
tion. Comment Comments - ] Reject Reviewing Pane g,
Proofing Language Comments Compare
You can use the Review tab to access - -
PowerPoint's powerful editing features, m H - @ s Presentationl - PowerPoint TABLE TOOLS
including spell check and comments. HOME  INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS  SLIDESHOW  REVIEW | VIEW — DESIGN  LAYOUT
These _features make it €asy [ Slide Sarter Shde Master | Ruler Q B r’ﬂ E DD’-]
to review and collaborate on = = | It
) Notes Page Handout Master Gridlines X
presentatlons. Normal Outline o otes Zoom Fitto Colar/ New Switch
View JEE] Reading View NotesMaster Guides Window Grayscale Window ¥ Windows ~
Presentation Views Master Views Show 7] Zoom Window
The View tab allows you to switch between several different views for your presentation, including Outline
Viewl Slide Sorter, and Slide Master. m H - ™ = Presentation1 - PowerPoint TAELE TOOLS
These views can help ; . HOME  INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS SLIDESHOW  REVIEW  VIEW | DESIGN = LAYOUT
you prepare and organize your slide
show. | Header Rowr First Column | ppep EErEm SoEse cosea Q - A’ A - N
Total Row Last Column E E ﬂ * o ipt ]
Quick o
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Contextual tabs will appear on the Ribbon when working with certain items like tables, shapes, and pictures.
These tabs contain special command groups that can help you format these items as needed.
To minimize and maximize the Ribbon:

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

choose to minimize it if you find that it takes up too much screen space. | f== Auto-hide Ribbon

| Hide the Ribben. Click at the top
:‘Shi of the application to show it.
[ shg

? - 0 x

1. Click the Ribbon Display Options arrow in the upper-right — Show Tabs
corner of the Ribbon. & Shq Show Ribbon tabs only. Click a

tab to show the commands.

g = Show Tabs and Commands
2. Select the desired minimizing option from the drop-down menu: ks Show Ritibioiitabs atid
commands all the time.

o Autohide Ribbon: Autohide displays PowerPoint in full-screen mode and completely hides the
Ribbon. To show the Ribbon, click
the Expand Ribbon command at the top @ X
of screen.

N

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

o Show Tabs and Commands: This Ribbon is hidden and Click the Expand
option maximizes the Ribbon. All of the PowerPoint appears Ribbon command to
tabs and commands will be visible. This in full-screen mode show the Ribbon
option is selected by default when you
open PowerPoint for the first time.

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, Repeat, and Start Presentation commands. You can
add other commands depending on your

preference.
BEHS O @E}
To add commands to the Quick Access HOME INSE Customize Quick Access Toolbar AN
toolbar: M
ey El L s L
- — L A
D Bz 2 Ry Open
Paste . Mew _ s s b
- Slide~ O 5 ave
) ) Clipboard & Slid Email
1. Click the drop-down arrow to the right o e . }
- L
of the Quick Access toolbar. 1 QuickPrnt
2. Select the command you want to add Print Preview and Print
from the drop-down menu. To choose from Spelling
more commands, select More Commands. v Undo
—_—_
« Rede
+ Start From Beginning
Touch/Mouse Mode
More Commands...
Show Below the Ribbon
3. The command will be added to the Quick Access toolbar.

DESIGHM

-
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The Ruler, guides, and gridlines HOME INSERT ~DESIGN  TRANSITIONS ~ANIMATIONS SLIDESHOW  REVIEW | VIEW
Slide Sorter [ Slicle Master [/ Ruler Q = =
1] =
. . Motes P Handout Mast Gridl

PowerPoint includes several tools to Normal Outlin e andout Master 7] Gridines |10 e | Color | Window M
help organize and arrange content on view (1] Reading View . [ Notes Master uldes Window | Grayscale| -

B . . Presentation Views Master Views Show [F] Zoom Macrc
your slides, including PO o e PP

the Ruler, guides, and gridlines.
These tools 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.

t e Vetical Guide

Thumbnails  ~

[EEEE FRRNRTIY; POTIORT IRRNRRT IOSTRRS: NN

Simply click and drag to move the T : : : m >
horizontal or vertical guides to a new ) S UUUNE SUURNL SUPRUEPUVRUL SPRUOE DUVRUE SURDUESURUUE] ST SO SO
position. Horizontal Guide : : i : : :

Backstage view

Backstage view gives you various options for saving, opening, printing, and sharing your presentations.

To access Backstage view:

1. Click the File tab on the Ribbon.

EH S O 3-s

m HOME INSERT

sy W i =] Layout -
Ne. =

] Reset
Paste Mew i .
- o Slide = [1ection~
Clipboard s Slides

3. Backstage view will appear.
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ter-2 Creating 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.
BEHS OT3-

To create a new presentation: m HOME IMSERT

1. Select the File tab to go to Backstage view. - ¥ |_| Layaut »
D B 5] Reset
Paste | MNew o )
2. Select New on the left side of the window, then click Blank - ™ Slide~ [ 9ection~
Presentation or choose a theme. ; ;
Clipboard Slides
New
Search for online templates and themes 2
Suggested searches:  Business  Calendars  Charts and Diagrams  Education  Medical  Mature
Phato albums
v ] 'ﬁff YNV ANYZANYZANYANT AN
oropier - Feeteletetets
N INTEGRAL E
Droplet 7 Integral
Account |
— O { | BANDED
Click Blank Presentation - —— - _
or choose a theme ierin 1 R
3. A new presentation will appear.
To open an existing presentation:
1. Select the File tab to go to Backstage view.
2. Select Open.
3. Select Computer, then click Browse. Alternatively, you can choose OneDrive (previously known as

SkyDrive) to open files stored on your OneDrive.

Open

4, The Open dialog box will appear. Locate

B3 computer and select your presentation, then
@ Recent Presentations — click open.
Recent Folders
X
@ avier Flores's OneDrive My Documents P
Desktop 4 L « MyDocuments + AdWarks v| & | Search AdWorks P
El‘;l G Organize v New folder =y @ @
] Recentplaces A [ Name ‘ Date modified Type
Add a Place Browse Download:
o ) & Duwrlozds [F16¥] Regionel Sals Report 702013 £02PM Microsoft PowerP..
[ Libraries
|5 Documents
J Music
=] Pictures v < >
File name: | Regional Sales Report v‘ |AIIPuwerPuium=nmium v|
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Open

If you've opened the desired presentation recently,
you can browse your Recent
Presentations instead of searching for the file.

& Javier Flores's OneDrive -

@ R B iins Recent Presentations

Regional Sales Report
My Documents » AdWarks

El:l Computer New Employee Orientation
p| |1y, Documents » AdWaorks
- Company Workflow
Wy Dacuments » AdWarks

To pin a presentation:

If you frequently work with the same presentation, you R TP PR
can pin it to Backstage view for easy access. ecent rresentations
1. Select the File tab to go to Backstage view. - Regional Sales Report

Click Open. Your Recent Presentations will appear. My Dacummentsss AdWWatks
2. Hover the mouse over the presentation you want

to pin. A pushpin icon ™ will appear next to the .....rf;'..".‘a':!l New Employee Orientation

presentation. Click the pushpin icon. JHacE e odiior -E
3. The presentation will stay in Recent Presentations. - Company Workflow

To unpin a presentation, simply click the pushpin icon My Documents » AdWorks

again.

Recent Presentations
) ) You can also pin folders to Backstage view for easy
New Employee Orientation b access. From Backstage view, click Open, locate

= My Documents » AdWarks the folder you want to pin, then click the pushpin icon.

- Regional Sales Report O en
WMy Documents = AdWorks p
@ Recent Presentations EI‘;I CompUter
- Company Workflow Recent Folders
My Documents » AdWorks &, lavier Flores's OneDrive AdWorks -
My Documents » AdWorks S
_ My Documents
E;l Computer Desktop
o= AddaPlace
Using templates s

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.

To create a new presentation from a
template:

Search for online templates and themes P

1. Click the File tab to

Suggested searches: Busini Calendars ~ Charts and Diagrams
access Backstage view. Nat

Education  Medical Phato albums

2. Select New. 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 Business presentations.

BANDED

Blank Presentation Banded
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ﬁ Home

Business

3. Select a template to review it.
:es?um:ﬂmw
4. A preview of the template will
appear, along with additional

information on how the template
can be used.

% me Es @ &
— — — — —
O R

Lo

Business strategy prese... Business cards, vertica...

Title Layout
-
. =/
5. Click Create to use the selected Business plan presentat... Business contrast presentation (... Business plan presentat...
template.

Business strategy

presentation
Provided by: Microsaft Corparation

Propase a new business strategy with this
template. Each slide has background
photo of a high-rise office building, with slides
reviewing the vision statement, goals and
objectives, available options, and business

More Images

recommendations.

Dawnload size: 288 KB

Rating: ¥ ¥ % % v (27Votey)

Compatibility mode

6. 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.

Sometimes you may need to work with presentations that were created in earlier versions of PowerPoint, such as
PowerPoint 2003 or PowerPoint 2000. When you open these types of presentations, they will appear

in Compatibility mode.

Compatibility mode disables certain features, so you'll only be able to access commands found in the program
that was used to create the presentation. For example, if you open a presentation created in PowerPoint 2003,
you can only use tabs and commands found in PowerPoint 2003.

In the image below, you can see that the presentation is in Compatibility mode. This will disable some PowerPoint

2013 features, such as newer types of slide transitions.

BHS 0=

Gardening Presentation |[Compatibility Made] | PowerPoint

FILE HOME  INSERT DESIGN | TRANSITIONS | ANIMATIONS  SLIDESHOW  REVIEW  VIEW

Eu Subtle

~lE W E
. None Cut Fade Push
Preview
, 4

Uncover Cover
=
2 Exciting
£

o [ "]
=
= I

Dissolve  Checkerboa... Blinds Clock

4 & W o

Wipe Split Randem Bars Shape

=

Comb

Random
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To exit Compatibility mode, you'll need to convert the presentation to the current version type. However, if
you're collaborating with others who only have access to an earlier version of PowerPoint, it's best to leave the
presentation in Compatibility mode so the format will not change.

You can review this support page from Microsoft to learn more about which features are disabled in
Compatibility mode.

To convert a presentation:

If you want access to all PowerPoint 2013 features, you can convert the presentation to the 2013 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.
EHS 03 -
HOME INSERT

ey W |:|Layout'
B S
N

Y] Reset
Paste N ew . _ )
2 > Slide~ O section~
Clipboard Slides

2. Locate and select the Convert command.

Gardening Presentation - [Compatibility Mode] - PowerPoint

Info

Gardening Presentation
Desktop

@ Compatibility Mode

B Some new features are disabled for improved compatibility
with previous versions of PowerPoint. Upgrading to the
current file format will enable these new features, Affected

L\\?‘ objects include charts, diagrams, and media objects.

Protect Presentation

o Control what types of changes people can make to 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.

@ * A |l « Documents » AdWorks » v & Search AdWorks

Organize Mew folder

~ . Sales

= Libraries @ Company Workflow
@ Documents @ Mew Employee Orientation

& Music [@¥|Regional Sales Report
[E=] Pictures

ﬂ Videos
v

File name: | Gardening Presentation I

Save as type: | PowerPoint Presentation

Authors:  Add an author Tags: Add atag

= Hide Folders

4. The presentation will be converted to the newest file type.
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ter-3 Saving and Sharing

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.

OneDrive was previously called SkyDrive. There's nothing fundamentally different about the way OneDrive works; it's just
a new name for an existing service. Over the next few months, you may still see SkyDrive in some Microsoft products.

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.

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.

5S-G B -
1. Locate and select the Save command on HOME INSERT
the Quick Access toolbar.
Q ke }(_ ElLa}routY
. . . . D Ba] ) Reset
2. If you're saving the file for the first time, the Save As pane Paste - Mew .
will appear in Backstage view. - Slide - T Section
3. You'll then need to choose where to save the file and give it Liptoard & Slides

a file name. To save the presentation to your computer, select Computer, then click Browse.
Alternatively, you can click OneDrive to save the file to your OneDrive.

Sa\/e AS 4. The Save As dialog box will appear.
Select the location where you want to
= save the presentation.
; ; E:I Computer ) )
& Javier Flores's OneDrive = 5. Enter a file name for the presentation,
Recent Folders then click Save.
E Computer © AdWorks »3 x
i WMy Documents » AdWorks
© = v t L « Documents » Adworks v & | Search AdWorks P
My Documents
+ Add a Place ; Organize v New folder Ee @
Desktop .
B Desktop " Name Date modified Type
4 Recent places ) Company Workflow I 01TAM  Microsoft PowerP.)
8. Downloads ) New Employes Orientation J/2013 1017 AM  Microsoft PowerP.|
N 5] Regional Sales Report 10/2013402PM  Microsoft PowerP )
13 Libraries
5 ocoments Choose a location and
o) Music then enter afile name

=] Pictures
-V\dem v < - >
6. The presentation will be saved. You can click File name: v

the Save command again to save your changes as you Save sstype PowerPoin Presenation
modify the presentation.

Authors: Add an author Tags: Addatag

You can also access the Save command by i
pressing Ctrl+S on your keyboard.




SARVA EDUCATION (SITED) (An LT & Skill Advancement Training Programme)

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.

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:

210 -

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 it inconvenient to select Computer each time, you can change the default save

location so Computer is selected by default.

P3

1. Click the File tab to access Backstage view.
m HOME IMSERT

H S O s

2. Click Options. ‘_D N |_| Layout -
Ex — Y] Reset
Paste . Mlew )
& > Slide = Ol 3ection =
Clipboard Slides
3. The PowerPoint Options dialog box will appear.

Select Save, check the box next to Save to Computer by
default, then click OK. The default save location will be changed.

Account

General

Proofing

Save
Language‘\

Advanced

Options

Customize Ribbon
Cuick Access Toolbar
Add-Ins

Trust Center

Using Auto Recover

E Customize how documents are saved.

Save presentations

| PowerPoint Presentation

Click Save, then
check the box ormation every minutes

osaved version if | close without saving

utoRecover file location: | C\Users\AppData\Reaming',

[I] Don't show the Backstage when opening or saving files
Show additional places for saving, even if sign-in may be required.

ave to Computer by default

Default local file location: | Ci\Users\Documents',

Default personal templates location: |

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 Auto Recover.
To use Auto Recover:

1. Open PowerPoint 2013. If auto saved versions of a file
the Document Recovery pane will appear.

Document Recovery

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

Awvailable Files

@ Regional Sales Report.pp...
are found Wersion created from the I...
! T/11,2013 1:59 PR

@ Regional Sales Report.pptx ..
Wersion created last time t...

2. Click to open an available file. The presentation will be recovered. 7/11/2013 1:02 BM

By default, PowerPoint auto saves every 10 minutes. If you are editing a
presentation for less than 10 minutes, PowerPoint may not create an auto

saved version.
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If you don't see the file you need, you can browse
all auto saved files from Backstage view. Just
select the File tab, click Manage Versions, then
choose Recover Unsaved Presentations.

Exporting presentations

By default, PowerPoint presentations are saved in

Sl -

&
Check for
Issues ~

Inspect Presentation

Before publishing this file, be aware that it contains:

¥ Document properties and author's name

= Content that people with disabilities are unable to read

Versions
@ Today, 1:11 PM (autosave)

Recover

Browse recent unsaved files

Unsaved Presentations

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
o 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.

1. Click the File tab to access Backstage view.

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

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

Change File Type

Presentation File Types

Presentation
Uses the PowerPoint Presentation format

OpenDocument Presentation
Uses the OpenDocument Presentation

format
@ PowerPaint Show
4| Automatically opens a5 a slide show

Image File Types

]"'_| PNG Portable Network Graphics
S22 print quality image files of each slide

Other File Types
E. Save as Anather File Type

= —

Sweks 3

ﬁ PowerPoint 37-2003 Presentation
Uses the PowerPaint 97-2003 Presentation
farmat

‘-. Template ‘

= Starting point for few presentations

E:{ PawerPoint Picturg Presentation
=

C = Presentation wherdeach slide is & picture

|'-?‘ IPEG File Intercharige Format
=" Web quality imaggfiles of each slide

Choose afile type,

then click Save As

[y Create PDF/XPS Document
l% Create a Video

1 .

() Package Presentation for CD
I"T% Create Handouts

B Change File Type

4. The Save As dialog box will
appear. Select the location where
you want to export the
presentation, type a file name,
then click Save.

Pl

@ * 1 | « Documents » AdWorks v G

Organize *  New folder

A Name Date modified

7 Libraries
@ Decuments
J Music
&= Pictures
B Videos

Na iterns match your search,

L Computer
Gose v«

Search AdWorks

File name: | Regional Sales Report

Save astype: | PowerPoint 97-2003 Presentation

Authors: Javier Flores Tags: Add atag

' Hide Folders
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P3 2
®© = T L « Documents » AdWorks v e Search AdWorks o
Organize ~ Mew folder = - @
A Name - Date modified Type
59 Libraries
=) Documents
You can also use the Save as type: drop- & Music
down menu in the Save As dialog box to save i) Pictures
presentations in a variety of file types. Be B video:
careful to choose a file type others will be able
1% Computer
to open. i os(0) v < >
File name: | Regional Sales Report -
Save as type: | PowerPoint Presentation v
| PowerPoint Presentation
AUERSTS o verPoint Macro-Enabled Presentation
PowerPoint 97-2003 Presentation
= Hide Folders XPS Document
- PowerPoint Template
PowerPoint Macro-Enabled Template
PowerPoint 97-2003 Template
Office Theme
PowerPoint Show
PowerPoint Macro-Enabled Show
PowerPoint 97-2003 Show
PowerPoint Add-In
PowerPoint 97-2003 Add-In
PowerPoint XML Presentation
MPEG-4 Video
‘Windows Media Video
Sharing presentations GIF Graphics Interchange Format

JPEG File Interchange Format
PNG Portable Metwark Graphics Format

PowerPoint 2013 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 2013, 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:

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

2. The Share pane will appear.

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

Share

Regional Sales Report Invite People
Javier Flores's SkyDrive » Dacuments Type names or e-mail addresses
28 E] -
Share ‘ \xg‘ [EE] |Can edit
Include a personal message with the invitation
..‘?. Invite People
@D Get a Sharing Link

[ Require user to sign in before accessing document.

(ﬁ Post to Social Networks

e
[ o4
[&l Email Share
.E@ Present Online
Shared with

(5o Publish Slides Q Javier Flores

| Owner
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Chapter-4 Slide Basics

Introduction

PowerPoint presentations are made up of a series of slides. Slides contain the information you will present to
your audience. This might include text, pictures, and charts. Before you start creating presentations, you'll
need to know the basics of working with slides and slide layouts.

Understanding slides and slide layouts Click to add ti“ek_
me]  Click and begin

5y typing to add text 3

Click to add text
When you insert a new slide, it will usually

have placeholders. Placeholders can contain
different types of content,

including text and images. Some placeholders
have placeholder text, which you can replace with
your own text. Others have thumbnail icons that
allow you to insert pictures, charts, and videos.

Placeholders
E
A~ 048 -s
Click an icon to
insert other content

Office Theme

.
Title Slide 1§ Title and Content  Section Header

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.

Two Content Title Only

Blank Picture with

Caption

Content with
Caption

Duplicate Selected Slides
Slides from Outline...

Reuse Slides...

El@‘i—J

To insert a new slide:

FILE HOME

Whenever you start a new presentation, it will contain one slide with INSERT L

the Title Slide layout. You can insert as many slides as you need from a ey I:, [=] Layout
variety of layouts. D g 2] Reset
Paste . Mew
: . - Slide - L4E Section -
1. From the Home tab, click the bottom half of the New Slide command. _ ]
Clipboard Slides

l; [E] Layout

Choose the desired slide layout from the menu

24 A A
12 Reset that appears.
AV . .
Slide~ O Section~ B I U § abeils- Aa
Office Theme The new slide will appear. Click

Title Slide

Title and Content

Section Header

Two Content

Title Only

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 to add title

Blank

O (1 @

Beuse Slides...

Content with
Caption

Slides from Outline...

Picture with
Caption

Clicka
placeholder
or anicon

~ Click to add text

=5 |
/'Q
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To change the layout of an existing slide, click
the Layout command, then choose the desired

layout.

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

S 14 -

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SL
£ > = - - s
D % — [Etayout 1 IV . B
EER Office Theme
Paste New E
= Slide ~ .
Clipboard 1
peeernennsseececoccccceeceed
1 Title Slide Section Header
2 Title Only

Organizing slides

Two Content % Camparison

Blank Content with Picture with
Caption Caption

E' - PowerPoint presentations can contain as many slides as you need. The Slide
— Navigation pane makes it easy to organize your slides. From there, you

Ea] can duplicate, rearrange, and delete slides in your presentation.
. W g -
- Shde~ O
Clipboard s slides I

Working with slides
° Duplicate slides: If you want to copy
and paste a slide quickly, you
can duplicate it. To duplicate slides,

*— Slide Navigation
pane

Franny

Female 301bs.

Whippet 5 years old

Likes: Long walks on the beach
Dislikes: Drama

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.

Clipboard & D Paste Options:

Sneibyfies anim

Duplicate Slide D?
. Delete Slide

Add Section
Publish Slides

eck for

Layout [
Reset Slide i

Format Background...

4] Hide Slide

o h’t-:'l ‘

Move slides: It's easy to change the order of your
slides. Just click, hold, and drag the desired slide in
the Slide Navigation pane to the desired position.

° Delete slides: If you want to remove a slide from
your presentation, you can delete it. Simply select

the slide you want to delete, then press

the Delete or Backspace key on your keyboard.

gyt els dmme Fescae
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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.

2. In the Slide Navigation pane, click just below a slide (or between two
slides) to choose a paste location. A horizontal insertion point will
appear.

3.
1

Shaibytisid Animal Rescus

FILE HOME

Click
the Paste command on
the Home tab.

INSERT

FILE HOME

Z15-

IMSERT
i =] =~
(3 By -~ —— ey
Paste %} Mew =
' ¥ Slide~ X7

Clipboard L Slides

1

Sheinytietd Animal Rescus

4. The slide will appear in
the selected location.

e, N ] =~
2| o — o
Paste " MNew _
- Slide- O 1
Clipboard Slides
Shedytield Animal Rescus
3
2
3
Customizing slides
To change the slide size: 4
By default, all slides in PowerPoint 2013 use a 16 by 9—or widescreen—
aspect ratio. You might know that widescreen TVs also use the 16-by-9 aspect
ratio. Widescreen slides will work best with widescreen monitors and projectors.
However, if you need your presentation to fit a standard 4-by-3 screen, it's
easy to change the slide size to fit.
° 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.

DESIGN TRANSITIONS

AMIMATIONS

SLIDE SHOW REVIEW VIEW

Aa

2 |

__§

1emes

Variants

Javier Flores - %
Slide
Size > Background

Format

l:l Standard (4:3)

|:| Widescreen (16:9)

Custom Slide Size...
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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

DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW
the Format Background command.

-
—————— ———— F Slide  Format

Size = Background

2. The Format Background pane will )
appear on the right. Select the bemes Manan Sustomze
desired fill options. In our example, we'll use a Solid fill with a light gold color.

Format Background Mo 3. The background style of the selected slide will update.
{) 4. If you want, you can click Apply to All to apply the
same background style to all slides in your presentation.
4 FILL
(® Solid fill 2
Y Format Background ™ %
_ Picture or texture fill &
~) Pattern fill
!
[ Hide background graphics Zooey ‘ ‘ 4 FILL
Color S~ Male 81os. @ Solid fill
: Sorder ColieMix 2monthsold | . } 0 Giadi
Iransparenc Autemaie Likes: Cookies 3 St
Theme Colors il ) | Picture or texture fill
Dislikes: Fruits and vegetables =
H EEEESEE ) Pattern fill
I 101 [ ] Hide background graphics
Gold, Accent 4, Lighter 80% =
amnnnnunif Color E
Standard Colocs Transparency ‘ ® :1
HE fEEEERE v
i;'.v Moaore Colors... 2
¥ Eyedropper ¥ App[ytoAHlk Res

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 FILE HOME INSERT DESIGM TRANSITIONS ANIMATIONS SLIE

Ribbon, then click the More drop-

down arrow to see all of the Aa Ma ’Aa ’_‘
2. Select the desired theme. Themes
This Presentation [+]
Aa 3. The theme will be applied to your entire
I presentation.
Office ] 6 15 1413121118 1112131415161

A |.

fa

SHELBYFIELD ANIMAL RESCUE

Facturad Adoprabls Fets

Browse for Themes...
FE Save Current Theme...
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Try applying a few different themes to your presentation. Some themes will work better than others,
depending on your content.

Customizing slide layouts

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.

Adjusting placeholders ] )
Shelbyfield Ainlmal Rescue

° To select a placeholder: Hover the mouse over Featured Adoptable Pets
the edge of the placeholder and click (you may need
to click on the text in the placeholder first to see the
border). A selected placeholder will have
a solid line instead of a dotted line.

=

Shelbyfield Animal Rescue

° To move a placeholder: Select the placeholder,
then click and drag it to the desired location. L W
Featured Adoptable Pets l i
° 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.

° To delete a placeholder: Select the
. . placeholder you want to delete, then
Shelbyﬁeld Anlmal Rescue press the Delete or Backspace key on
& your keyboard.
% Featured Adoptable Pets g

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. HOME | INSERT = DESIGN  TRANSITIONS ~ ANIMATIONS  SLIDESHOW  REVIEW  VIEW

Hd bl 220 8 @ D E

1. From the Insert tabr select Table Pictures Online Screenshot Photo  Shapes SmartArt Chart  Appsfor  Hyperlink Action  Comment Tad:
the Text Box command. - Pictures  +  Album<+ - Office ~ Box
Tables Images lllustrations Apps Links Comments

2. Click, hold, and drag to draw the text box on the slide.

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

° 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 that you
won't be able to take advantage of the predesigned layouts
included in each theme.

To play the presentation:

S18-

=] Layout ~ 2 iR

2] Reset
B I U § a3k - A3 A

Srpde - [ Section~

Office Theme

: i

Title Slide Title and Content Section Header

La) e el L mnl L

Two Content Comparison Title Only

s

Picture with
Caption

Content with
Caption

Blank

1] Duplicate Selected Slides
% Slides from Outline...

15 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.

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

B H S O I -

FILE HOME
It -,

IMNSERT L

cﬁ, |:—, E| Layout =

|_-| Reset
Paste
# 5 t -
- 5|I1E|E" & 2ection
Clipboard Slides
2. The presentation will appear in full-screen mode.
3. 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.
4. 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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Chapter-5 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, format, and find and replace text.

To select text:

Franny
Before you can move or arrange text, you'll need to select it. S SR .
i Female 30 pounds |
° Click next to the text you want to select, drag the mouse §Whippet 5 years old
over the text, then release your mouse. The text will be e g
selected. i Dislikes: Drama

Likes: Long walks on the beach

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.

HOME INSERT

To copy and paste text:

-B-D & cut Q
1. Select the text you want to copy, then click Paste ER Copy, ~ New
the Copy command on the Home tab. . VForm%Painter Slide -
Clipboard [F]
2. Place the insertion point where you want the text to appear.
3. Click the Paste command on the Home tab.
HOME IMSERT
4. The copied text will appear. X Cut —
%EE Copy -
Past: Mew
- ~ Format Painter Slide -
Clipboard [F]
HOME INSERT
To cut and paste text: X Cut% t—l
. D ER Copy” ~
1. Select the text you want to move, then click Paste ” ] MNew
the Cut command. - Format Painter  gjige +|
Clipboard P
2. Place the insertion point where you want the text to appear, then click the Paste command.
HOME INSERT 3. The text will appear in the new location.
L] (E; Cut You can access the cut, copy, and paste commands by
_ = using keyboard shortcuts. Press Ctrl+X to cut, Ctrl+C to
EF_éi Copy - copy, and Ctrl+V to paste.
Past: _ Mew
- ~ Format Painter Slide -
Clipboard ra




SARVA EDUCATION (SITED) (An LT & Skill Advancement Training Programme)

To drag and drop text:

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

2. The text will appear in the new location.

Benefits of Pet Ownership

= Companionship

* Stress Relief

* Exercise

* Social Opportunities

* Save Animals from Pounds and Shelters

* Lower Blood Pressure

. . . » ™ s
Formatting and aligning text BB D
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW
) “D 3" =l EIL‘“”‘"' Calibri Bady) -4 | A A B iZ
Formatted text can draw your audience's Pt EE‘ - T e A R
attention to specific parts of a presentation and = % s 9% ot S

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

220 -

Benefits of Pet Ownership

(&

1

=
'+ Companionship
+ Stress Relief

»+ Lower Blood Pressure

|+ Exercise
?- Social Opportunities

'+ Save Animals from Pounds and Shelters

Sransez nimy Rasnie

o

| Qur Mission...

to change how it is displayed on the slide.

Click the buttons in the interactive below to

&

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

learn about the different commands in 3
the Font and Paragraph groups.

Using Find and Replace

dedicated to helping
animals in need, and
— helping you find the
perfect pet for your

home.

REVIEW  VIEW
4= |Ifi Text Direction ~
" []AignText~
B Convert to SmartArt =

Paragraph 3

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:

VIEW
In our example, we'll use the Find feature to look for specific dog I ]
breeds in our presentation. @ D'I:I a2 % Find
& [« . | 2B, Replace -
Shapes Arrange Quick
1. From the Home tab, click the Find command. g *  Styles- = [y Select~
2. A dialog box will appear. Enter the text you want to find in Dawing EdRing

the Find what: field, then click Find Next.

Find what: Find Next

|retriever

|:| Match case Elos

|:| Find whole words only

4. Click Find Next to find further instances. If
none are found, a dialog box will appear.
Click OK.

o That was the last match we found.

If the text is found, it will be selected.

Salinger

@
5 I
iMale 72 pounds

Golden Retriever 3 years old
| Likes: Filthy tennis balls

i Dislikes: Clean tennis balls

[[] Find whole wards only

[retriever =1 L3
) e
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5. When you are finished, click Close to exit the dialog box.

You can also access the Find command by 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. In our example, we'll replace with word pounds with the

abbreviation Ibs.
VIEW
y =3, &~ i
1.  From the Home tab, click the Replace command. @ DS'D | 4 i#h Find
&7 [ . |3 Replace ~
Shapes Arrange Cuick
. . . X - v Styles~ Q- [3 Select~
2. A dialog box will appear. Type the text you want to find in ) A -
the Find what: field. RrwinG & EWitinG

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

4. If the text is found, it will be selected. Review

Find what the text to make sure you want to replace it.

5. If you want to replace it, select one of
the replace options. Replace will replace
individual instances, and Replace All will replace
|'b5- every instance. In our example, we'll use

Match the Replace option.
[ Match ase Replace All P P

D Find whole words only
Khan &

Bagheera ¢

|pounds

Replace with:

o

| Male and Female 7 & 5 pounds
‘shorthair
Likes: Clay pots

6 months old

Find what:

|pounds
Replace with:

(i [w] Replace |\
[ Match case

[] Find whole wards anly

6. The selected text will be replaced.
Male and Female 7 & 5 pounds
Shorthair 6 months old

Likes; <
. .| Male and Female 7 &5 Ibs.
Disli

Shorthair 6 months old
Likes: Clay pots

Dislikes: Pans

7. 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.

You'll need to be careful when using the Replace All option. In the example below, changing the
word Pounds to Ibs. would have been incorrect in this context. You can click Find Next to skip to the next
instance without replacing the text.

Benefits of Pet Ownershi

[}
* Companionship Find what: m
+ Stress Relief [pounds [v] d
Replace with: Close
* Lower Blood Pressure [1os.
. Replace
* Exercise [ waten case Rel
place All
. e |:| Find whole words only
* Social Opportunities

* Save Animals from Pounds and Shelters
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Chapter-6

Introduction

Appl

ing Themes

-2 -

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.

Theme elements

Every PowerPoint theme—including the default Office theme—has its

own theme elements. Those elements are:

° Theme Colors: There are 10 theme colors, along with darker
and lighter variations, available from every Color menu.

Theme Colors

Standard Colors
FEEEEN

¥a# More Colors...

Z¥ Eyedropper

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.

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

Gabilight -0 | A A fe Z-i=|

Theme Fonts = E

i Calibri Light (Headings)

T Calibri (Body)

All Fonts

B Aardvarh; Cafe

O Acid

Shape Styles

+|1£2 shape Fill -
ﬂ Abc E M [# Shape Outline »

L Shape Effects ~

Why use themes?

If you're using a theme, you'll probably find that
your presentation looks pretty good. All of the
colors will work well together, which means you
won't have to spend as much time formatting
your presentation. But there's another great

About Our Business

Q@

4

Waqgibl_fi{a

ABOUT OUR BUSINESS

wa augilello

reason to use theme elements: 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.

In our examples above, you can see the effect of applying different themes to the same slide—each theme uses
its own fonts and colors. But you may have also noticed that the font and colors of the logo in the bottom-right
remained unchanged: This is because they're Standard Colors and Fonts rather than theme elements. Colors
and fonts will only update if you're using Theme Fonts or Theme Colors.

Themes and slide layouts

As you can see from the two different Title
Slides above, themes can also change
various slide layouts. Some themes, like
the Wisp theme in the example below, even
include additional layouts.

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.

Wisp

]

Integral

Title and Content.

Section Header

Title Slide

Title and Content

Section Header Two Content

Title Slide

Comparison

Title Only

Blank

Content with
Caption

=11 |\

\
Picture with
Caption

Title and Caption

i

Quote Name Card

True or False

4 \
Quote with Name Card

Caption

Two Content

Comparion

Title Only

Blank

Contentwith
Caption

Picture with

Caption
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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:

1. Select the Design tab on the Ribbon, HOME ~ INSERT  DESIGN | TRANSITIONS — ANIMATIONS  SLIt
then locate the Themes group. Each
image represents a theme. Aa Aa

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

3. Select the desired theme.

This Presentation

[+ 4. The theme will be applied to the

o entire presentation. To apply a different theme,
i simply select it from the Design tab.

Office

k. 16 ﬂ
u

About Our Business

> OMongibells
Tﬁ Browse for Themes...

Bg Save Current Theme..

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. Some variants also use
different textures, as in the example below.

DESGM THAMSITIONS AMNINATIONS SLIOE SHCW HEVIENW YIEW
Aa Al mfll] ! k..
RSN 1 1 %] " - - 8 1 1 B

Themes Vanarts

About Our Business

O ongbete
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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
the Transitions tab:

Subtle
° Subtle: These are the most basic
types of transitions. They \:' @ El E’
use Simple animations tO move MNone Cut Fade Push Wipe Split Reveal Random Bars

between slides.

‘o
5
g
:
A
-

Exciting
° Exciting: These use @ \El @ \El ¥ @ E
more Complex animations tO Fall Over Drape Curtains Wind Prestige Fracture Crush Peel Off
o ) : e =
tran§|t|on betw_een sll(_jes. Wh_lle E \i| ﬁ E
they're more visually interesting PageCull  Airplane Origami Dissolve  Checkerboa..  8linds Clock Ripple

than Subtle transitions, adding too
many can make your presentation
look less professional. However,
when used in moderation they can

&
2]
[
B
L
7]
al
=

s
5
]
2
A
g
3
£
@
F
o
=
5
a
e
v
g
m
o
2
H
5
o
5

Gallery Cube

8
H
W
i
)

add an nice tOUCh between Doors Box Comb Zoom Random
important slides.
° Dynamic Content: If you're Dynamic Content

transitioning between two slides that

use similar slide layouts, dynamic A

transitions will move only B E |E|
the placeholders, not the slides ) . }
themselves. When used correctly, Pan FemsWheel  Comveyor  Rofate Window Orot — Fly Through
dynamic transitions can

help unify your slides and add a further level of polish to your presentation.

To apply a transition:

1. Select the desired slide from the Slide Navigation pane. This MAN'S BEST FRIEND | Aderiesic©
is the slide that will appear after the transition.

| FRANNY

2. Click the Transitions tab, then locate the Transition to This
Slide group. By default, None is applied to each slide.

3. Click the More drop-down arrow to display all transitions.

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS

IO & 8§ =

Preview Mone Cut Fade Push = Effect

%Optionz

Preview Transition to This Slide
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Subtle
C m
Mone Cut
]
Shape Uncover
Exciting
4, Click a transition to apply it to the @ \§|
selected slide. This will automatically Fall Over Drape
preview the transition. @ \i\
Page Curl Airplane

Doors

Dynamic Content
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Pan

You can use the Apply To All command in
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the Timing group to apply the same transition to all slides in your presentation. Keep in mind that this will

modify any other transitions you've applied.

DESIGM TRANSITIONS AMNIMATIONS SLIDE SHOW REVIEW
G el
J ’z Effect © Duration: [1 K R
Fade Push - =
Options ~ I3 Apply To All

Transition to This Slide Timing

To preview a transition:

You can preview the transition for a selected

Try applying a few different types of transitions to
various slides in your presentation. You may find that
some transitions work better than others, depending
on the content of your slides.

slide at any time using either of these two
methods: HOME INSERT DESIGN TRANSITIONS | ANIMATIONY
° Click the Preview command on L‘ ‘ EI H
the Transitions tab. Prewew{}i Nane Cut Fade Push Wipe
Preview
° Click the Play Animations command in the Slide 23
Navigation pane. *
Modifying transitions
DESIGN = TRANSITIONS = ANIMATIONS  SLIDESHOW  REVIEW
4, Sound: [Mo Sound] -
L
To modify the transition effect: @ F E)] ®© Duration: 0100 -
Fad Push || FHffect
- = Options~ T3 Apply To All
You can quickly customize the look of a transition by changing Transition to This Slide Timing

its direction.

Select the slide with the transition you want to modify.

Click the Effect Options command, and choose the
desired option. These options will vary depending on the
selected transition.

From Right
@ From Top
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The transition will be modified, and a preview of the transition will appear. Some transitions do not
allow you to modify the direction.

To modify the transition duration:

1. Select the slide with the transition you want to E_:)] 4L Sound: [[Mo Sound]  ~| Advance Slide
modify. Er © Duration: 0200 3 On Mouse Click
2. In the Duration field in the Timing group, enter ect "
. h e S . E :
the desired time for the transition. In this Options~ == Apply To Al L] After
example, we'll increase the time to two seconds—or Timing

02.00—to make the transition slower.

‘Q,Sound: [Mo Sound] -  Advance Slide

@ Duratior [Mo Sound] = Click
'E')ApplyT- [Stop Previous Sound] 00,00
To add sound: Applause
Arrow
Bomb
1. Select the slide with the transition you want to modify. Bresze
Camera
2. Click the Sound drop-down menu in the Timing group. Cash Register L%
. . . . Chi
3. Click a sound to apply it to the selected slide, then preview Ch::e
the transition to hear the sound. Cain
Drurm Roll
Explosion
Hammer
. . . L
Sounds are best used in moderation. Applying a sound between .
every slide could become overwhelming or even annoying to an Suction
audience when presenting your slide show. Typewriter
Voltage
Whoosh
Wind

Other Sound...
Loop Until Mext Sound

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW

4}, Sound: |[No Sound] -
\j h @ @ ’Z ‘ ‘ [C] D:::t\on: : :L:J:o .

To remove a transition:

- . Preview Effect
1.  Select the slide with the e || Mane cut Fade Push Optione - | 2 Apply To Al
transition you want to remove. Preview Transition to This Slide Timing
2. Choose None from the Transition to This Slide group. The transition will be removed.

To remove transitions from all slides, apply the None transition to a slide, then click the Apply to All
command.

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 settings 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:

T L 3 - 2
1. Select the slide you want to modify. | | % Sound: |(No Sound] Advance Slide
L. © Duration: Auto 2| [l On Mouse Click
2. Locate the Timing group on Effect =
the Transitions tab. Under Advance Slide, Options~ | =3 Apply To Al After: | 01:15.00 I
uncheck the box next to On Mouse Click. Timing
3. 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.

4., Select another slide and repeat the process until all the 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.
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Chapter-8 Managing Slides

Introduction

As you add more slides to a presentation, it can be difficult to keep everything organized. Fortunately,
PowerPoint offers 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
commands are located in the bottom-right of the
PowerPoint window. There are four main slide views:
Click to add notes

= NOTES Bl COMMENTS E aa Bl B 4

° Normal view: This is the default view, where you create and edit slides. You can also move slides in
the slide navigation pane on the left.

° Slide sorter: In this view, you'll see
a thumbnail version of each slide. You can
drag and drop slides to reorder them quickly.

RENEFITS OF PET OWNERSHIP

& SHELBYFIELD | r.co.
ANIMAL RESCUE | Adeptotic pus

P s

w  SHELBYFIELD | featured
ANIMAL RESCUE | Adoptable Pets

FRANNY

° Reading view: This view fills the PowerPoint window
with a preview of your presentation. It includes easily accessible navigation buttons at the bottom-
right.
m PowerPcint Sl de Show - [Shelbyfield Pet Rescuz] - PowerFoint -0 X
° Play slide show: This is the view you'll use

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

2" SHELBYFIELD | rores
ANlMAL RES(UE Adoptable Pets

SUDET0F 11 (0} %k B a®g

2" SHELBYFIELD oo

Adoptable Pets

ANIMAL RESCUE

utline view

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.
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To view an outline:

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW
1. From the View tab, o EsideSorer  SlideMaster [ Ruler = B
click the Outline — = =
View command. - MNotes Page Handout Master || Gridlines ] %
Normal Qutline - Mates ~Zoom Fitte ~ Color/ New
View Reading View MNotes Master [ Guides Window Grayscale™ Windaw E{l
2. An outline of your slide Presentation Views Master Views Show I Zoom Win
text will appear in the slide navigation pane.
1 SHELBYFIELD
ANIMAL RESCUE
Featured
Adoptable Pets
3. You can type directly in the outline to make changes to your 2 MISSION
S| |de text m ...to rescue, rehabilitate, and re-home
- stray or unwanted pets. We are
dedicated to helping animals in need,
and helping you find the perfect pet
faor your home.
Founder Aurelia Cerda
and her faithful friend, Coco
3] BENEFITS OF PET OWNERSHIP
Companionship
Slide notes Stress Relief
Lower Blood Pressure
Exercise
R Social Cpportunities
You can add notes to your slides from the Notes pane. Often Save Animals from Pounds and
called speaker notes, they can help you deliver or prepare for your i’I'IE“E'SRer T
ergy ief

_28-

presentation.

To add notes:

2.

Introduce Aurelia, Coco and Dr. Giuliani. Don't forget to leave 12|
training treats behind the podium. Dr. Giuliani will give an D
overview of proper ~

pe. E|Q B B
. . . Mormal Outline Slide |Nm5%ead|ng Slide Handout Notes Motes  Zoom Fitto L5 2
You can also access Notes Page view to edit and review View Sorter | Page | View  Moster Master Master L Guides Window | e Blsck and Whi
your noteS. JUSt C”Ck the Notes Page Command frOm Presentation Views Master Views Show il Zoom Color/Grayscale

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

Slide sections

If you have a lot of slides, you can organize 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.

Click the Notes command at the bottom of the screen to
open the Notes pane.

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

MISSION

...t rescue, rehabilitate,

and re-home stray or

unwanted pets. We are

dedicated to helping

animals in need, and

helping you find the

perfect pet for your ; 2

home. Foundes Aurelia Cerda
‘and hes faifhfel friend, Coco

pet care. I
= noTEs  BRCOMMENTS B

MiSSION

...1o rescue, rehabilitate,
and re-home stray or
unwanied pets. We are
dedicated to helping
animals in need, and
helping you find the
perfect pet for your
home.

= NOTESK B COMMENTS

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

om

MISSION

...to rescue, rehabilitate,
and re-home stray or
unwanted pets. We are
dedicated to helping
animals in need, and
helping you find the
perfect pet for your 2

HOME  INSERT  DESIGN  TRANSITIONS ~ ANIMATIONS — SLIDESHOW  REVIEW  VIEW

MISSION

.10 rascus, rahabilitcte,

MAN'S BEST FRIEND |
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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.
HOME INSERT DESIGM TRAM 3. An Untitled Section will appear in the slide
ey X \:, [l Layout - navigation pane.
h By - 7] Reset 4 Untitled Section
Paste New : B I U §
- - Slide~ [ Section ) 4
Clipboard ra = Add Section I}

| BEMEFITS OF PET OW|

NS BEST FRIEND

| FRANNY

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

"D 3t — [ElLayout~
Paste B2 - Mew m Rt r I U S &
= : Slide ~ L Bection = = :
Clipboard = 2 t Ft
4 Untitled Section | 0 Rename Section % .
4 = Remove Section
E.; Remove All Sections
5 Collapse All
4= Expand All

MANS BEST FRIEND | 5. Type the new section name in the dialog box,
then click Rename.

Rename Section ?
6. Repeat to add as many sections as you need.
i i i . Section name:
7. In the slide navigation pane, click the arrow next to a Dogdl
section name to collapse or expand it.
Eename% Cancel
I Dogs (4)
Ahfatsand Other Pets
(5]

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.

Collapse Section

LT 4 [ Layout =
ALL CREATURES GREAT D B -
AND SHALL | obes v e T | e MR .
= Slide ﬁSection' ) = = "

Clipboard ra

Lower Blocd Prossrs
Exorceo

| KHAN &
EAGHEERA

Eename Section

Social Oppartmitics

Sove Animols from Found

Allargry Palof

Remove Section %

Remuowve All Sections

07 0 >

Collapse All

4= Expand All
- xpand A
4 Cats and Other Pet. —

> Dogs (4)
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Chapter-9 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 includes several layouts when printing a
presentation. The layout you choose will mostly depend
on why you're printing the slide show. There are four
different print layouts:

° Full-page slides: This prints a full page ‘;*'!
for each slide in your presentation. This layout would TexlahomaHigh School

be most useful if you needed to review or edit a Teyvier Tought
printed copy of your presentation.

Band Boosters Meeting
July 1, 3

° Notes: 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.

° Outline: This prints an overall outline of the
slide show. You could use this layout to review the
organization of your slide show and prepare to

',;! deliver your presentation.

Texiahoma High School
Term

1[0 Band Boosters Meeting
July 1, 2013

Meeting Goals: 20 Agenda

* Thank previous year’s officers ONew Of_flcers

« Introduce new officers #Elections and Thank You
+ Discuss yearly fundraising goals “Announce New Officers

. 4 Distribute Officer Contact Info
¢ Plan for next meeting .
OFundraising

“Past and Present Ideas
“Review Yearly Results
30 New Officer Announcement
2013-2014 School Year

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

4 [ Elections and Appreciation

5[0 New 2013-14 Band Booster Officers

6] Fundraising
Past and Future

7] Possible Fundraising Projects

New Officer Announcement
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To access the Print pane:

[E] Layout
1. Select the File tab. Backstage view will appear. e pacat
Paste | New
. . ) 2 - Slide~ O Section~
2. Select Print. The Print pane will appear.
Clipboard = Slides

To print a presentation:

E Layout
1. Select the File tab. Backstage view will appear. ! e Recet
Paste i New .
) R Slide~ O Section~
2. Select Print. The Print pane will appear. Clipboard & it

5. When you're done modifying the settings,

click Print.

HOME IMSERT

See Print pane Below-

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

Print
Ié! | copies: [1 =

Print

1]

Printer

; HP Color Laserlet 2600n -
=P Ready
Printer Properties
Settings
Print All Slides STt
[ERE Texianoma High Senool
Slides: | |®
|:| Full Page Slides - Band Boosters
Print 1 slide per page July 1

Collated
123 123 123

==
- Color -

Find more print settings
Edit Header & Footer

a1 Jefr11 » L S E— |

HOME INSERT

Choose the desired printer and print range.
Chose the desired print layout and color settings.

Printer
7 Lexmark X422 (MS) -
@ Ready
Printer Properties
Settings

’ﬁ Print &ll Slides -

Print entire presentation

Slides: | o

|:| 3 Slides -
Handouts (3 slides per page)

Print

|:| Print One Sided
Only print on one side of th...

= Collated
||=|:||D 123 123 123 M

D Portrait Orientation -
- Colar -

Edit Header & Footer
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Chapter-10 Presenting Your Slide Show

Introduction

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.

mE('J"-"lf_D:

HOME ;&RT i

To start a slide show: LT 4 [ Layout =
D Egy - ] Reset
. . . Paste New
° Click the Start From Beginning command on the Quick & Slide~ O Section~
Access toolbar, or press the F5 key at the top of your Clipboard & Slides

keyboard. The presentation will appear in full-screen mode.

You can also click the Play Slide

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

Click the Slide Show tab on the
Ribbon to access even more

options. From here, you can start EI% .gr E@ EET E@

the presentation from the

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW

+| Play Marrations

- /| Use Timings

N From From Present Custom Slide SetUp  Hide Rehea-r;e Record Slide -
current slide and Beginning Current Slide  Online~  Show~  SlideShow Slide  Timings  Show~- 0 Show Media Controls
access advanced presentation Start Slide Show Set Up
options.

To advance and reverse slides:
° 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:

° You can exit presentation mode by clicking the Esc key on your
keyboard. Alternatively, you can click the Slide Show

Show Presenter Wiew

Options button in the bottom-left and select End Show. SErEen :
Arrow Options E
The presentation will also end after the last slide. You can click the
mouse or press the Help

spacebar to return to End of slide show, click to exit.

Normal view.

Pause

End Show

A

L
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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 access drawing tools:

Your mouse pointer can act as pen or highlighter to draw attention to

items in your slides. A Laser Pointer

;_’; Pen L\\,
1. Locate and select the Pen Tools button in the bottom-left corner. 2 diahliaht
ighlighter
2. Select Pen or Highlighter based on your preference.
3. 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.

2011-2012 5 Yea 2012- School Year

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 the Pen Tools, or press and hold

the Ctrl key and the left mouse button.

# Laser Pointer L\\)

.’-_’) Pen

# Highlighter

To erase ink markings:

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

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

# Laser Painter

5_‘5 Pen

# Highlighter

When you end a slide show,
you'll also have the option

to Keep or Discard any ink
annotations made during your JL\.
presentation. If you keep ink =
markings, they'll appear 5 -
as objects on your slides in D&? Discard
Normal view.

Want to keep your ink annotations?
Eraser

[@ Erase All Ink on Slide L\)
| B ] | EEEERE

To skip to a nonadjacent slide:

You can jump to slides out of order if needed.

1. Locate and select the See All Slides button in
the bottom-left corner.
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2. Thumbnail versions of each
slide will appear. Select the
slide you want to jump to.

New Officer Announcement

] e Vet

3. The selected slide will appear.

(hoose 2013-20M Projects

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.

1. Locate and select the Slide Options button in the bottom-left corner.
2. Select Screen, then click Show Taskbar.

3. Your taskbar will appear. Choose a
program you want to open, such as a web
browser. Click the PowerPoint icon to
return to the presentation.

Last Viewed

Show Presenter View

3
Sereen Black Screen

White Screen

New Officer Announceme

Arrow Options

Help

Show Taskbar Ié

2013-2014

End Show

Slide options
Mext
You can also access any of the menu items above by right- Previous
clicking anywhere on the screen during your slide show. st Wieied %

See All Slides

Zoom In

Show Presenter View

Presenter view
Screen

Paointer Options

If you're presenting your slide show with a second display—like a
projector—you can use Presenter view. Presenter view gives you Help
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. End Show
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To access Presenter view:
Last Viewed
° 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 SIS
the slide show in Presenter view. Screen
Arrow Options ’
See Presenter view below- Help
End Show
Pods Fundnaising Resdls
Slide show setup options
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: HOME  INSERT ~ DESIGN  TRANSITIONS — ANIMATIONS  SLIDESHOW  REVIEW
B = o L A | Play Narrations
1.  Select the Slide Show tab, then =(») @- E E'I;f B—?_,\-r% P d e !
i H = = = = = - - | Use Timings
click the Set Up Slide From From Present Customn Slide Setlp  Hide Rehearse Record Slide g
Show command. Beginning Current Slide  Onliner  Show+  SlideShow Siide  Timings Showr /) Show Media Controlg
Start Slide Show Set Up
2. The Set Up Show dialog box will appear. From here, you can select the desired options for your

presentation.

See various options for setting up and playing a slide show below-

Show type

8 Presented by a speaker [full screen)

Browsed by an individual (window])

() Browsed ata kiosk (full screen)

Show options

D Loop continuously until 'Esc’
|:| Show without narration
[] show without animation

|:| Disable hardware graphics acceleration
-

Laser pointer color: & =

Pen color.

Show slides
@ Al
) From: 4 X

Custom show:

Advance slides

7 Manually
(® Using timings, if present

Multiple manitors

Slide show monitor:
Automatic

Resolution:

Use Current Resolution
Use Presenter View

o]

Cancel

DESIGN

Fade

Transition to This Slide

TRANSITICNS

To advance slides automatically, you'll need to customize the
slide timing on the Transitions tab. Review our Chapter
on Applying Transitions to learn how.

ANMATIONS — SUDESHOW — REVIEW — VIEW
"I; Sound |[NoSound] | Advance Slide
v ODuaton: (000 | L OnMouse Click
sh = Efect E, . . N
Qpon C3 Apply To Al Y| Aiter: 011500 ,%
Timing
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Chapter-11 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.

TRANSITIONS ~ AMIMATIONS  SLIDESHOW  REVIEW  VIEW
— 1— m— =— — A'
To modify the bullet style: &) |4 - AN B Sz == s l[l%
I S acMN-pa- A E === =~ ;E'
1. Select an existing list you want to format. Font - beragraph .
2. On the Home tab, click the Bullets drop-down arrow. L oz Bullets
Create a bulleted list.
3. Select the desired bullet style from the menu that Clickthe arrow to change the look
appears. of the bullet.
ANIMATIONS ~ SLIDESHOW ~ REVIEW  VIEW FORMA
A
SN e' = ;E' =3 1=. HuTextDlrectlon' R R R
* e 4. The bullet style will appear in the list.
a- A~ . o — 4
m MNone . o =
. o
. | — A
. | J— A
. | — A
N
_ )3 [ g— Star Bullets
o P d
> P
'E Bullets and Mumbering... e
ANIMATIONS SLIDE SHOW REVIEW VIEW A
A‘ A' e' i L lim . = o= "'E,uﬂ' \\l:l
T - A
To modify a numbered list: — _I}_ . E- A1 L
fa- A~ =E=== =- - 9 O
1. Select an existing list you want to format. ] Paragraph F]
2. On the Home tab, click the Numbering drop- 2 : I Numbering
down arrow. Create a numbered list.
Click the arrow for more numbering
formats.

4.

The numbering option will appear in the list.

3. Select the desired numbering option from the menu that appears.
ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW FORMAT
5 x| b || == - WTebredon-  [H
- _! [ . T T, acd A —L
2 | A | B L—| 9—| B3
o None 2. — 2) —
3 3)
b
L — A a) 123)
0 — B. — b) —
nm. — c — c) —
a — i —
. b
b — i — .
Cc. — . —
EE Bullets and Mumbering... n(
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To change the starting number: ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW FORMAT
SNEIEEE == S Ié' ||f} Text Direction |E|
By default, numbered lists count from the number one. | e /
However, sometimes you may want to start counting [a- A~ = 1. — 1) —
from a different number, like if the list is a continuation I None 2 — 2) —
from a previous slide. [ — 3) —
Select an existing numbered list. L — A — a) —
2. On the Home tab, click the Numbering drop-down I B — b) —
arrow. . — C.— o —
3. Select Bullets and Numbering from the menu that a e
appears b P |
_ _ _ c — i —
4. A dialog box will appear. In the Start At field, enter r
the desired starting number. = Bullets and Numbering...
Mumbering Settings
[Gutetea | Numberea | 5. The list numbering will change.
— 85— V.
None 6. — 6 — M. — ) o
7 N v 5) Global Biofuel Initiatives
c ) 6) Renewable Fuels for Aircraft and Spacecraft
L e) — e — v, ——
[ - [— Vi —— 737 Emerging Technologies
G— o9— g i — 8) Algae-based Fuels
: 3| % of text startat:| |§ Ef?

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.

TRANSITIONS ~ ANIMATIONS — SLIDESHOW  REVIEW
To modify the size and color: — AL
v ) | KA A :&;:vggx;.ﬂ‘u
G-
L. . ] S abe AV . Aa- I E=E==|=-
1. Select an existing bulleted list. - 4 o-
. Font Fl P h Fl
2. On the Home tab, click on & 2ragiap E
L e o0 oo
the Bullets drop-down arrow. Bullets
Create a bulleted list.
Click the arrow to change the look
of the bullet.
3. Select Bullets and Numbering from the menu that appears.
ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW FOR 4, A dialog box will appear. In the Size field, set the
Ao e BN 25 = E' “ﬁTeﬂD\rection' bullet size.
e
ha- A - . L
& None . —_—
. _ Bulleted | pumbered
. [ J— CA— . P .
. a-— - Mone . o —— =
. o— & - o — -
. ¥ o -— < o v
g Py 1 o - > v
> v o-— - o P
— | . %6 of text "
:= Bullets and Numbering... Size: orte
Reset OK | | Cancel |
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5. Click the Color drop-down box and select a color.

6. Click OK. The list will update to show the new

bullet size and color.

+Global Biofuel Initiatives
«Renewable Fuels for Aircraft and Spacecraft
«+Emerging Technologies

+Algae-based Fuels

stomizing bullets

Bulleted | Numbered

B Automatic
Theme Colors
H EEEEENE

v
Vv

|| Cancel |

- —
g I I I | et
Red, Accent 2, Lighter 40%

Standard Colors -
| | FEEEER

= Colors...

OK

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:

1. Select an existing bulleted list.
2. On the Home tab, click the Bullets drop-down arrow.
3. Select Bullets and Numbering from the menu that
appears.
ANIMATIONS SLIDE SHOW REVIEW VIEW FOR
MLl =S ||£} Text Direction ~
2= SRS = L
ha - A - S .
I None — e

Bullets and Mumbering...

TRANSITIONS  ANIMATIONS — SLIDESHOW  REVIEW  VIEW
by) -|24 | A A e =T == E
) S s M- Aa- A~ E%%é =-
Font [F] Paragraph [F]
L2 Bullets

Create a bulleted list.

Click the arrow to change the look
of the bullet.

4., A dialog box will appear. On the Bulleted tab,

click Customize.

umbered

—
| Bulleted

Size:

ot

Color

Reset

The Wingdings and Symbol fonts are good choices because they have a lot of useful symbols.

5. The Symbol dialog box will appear.
Click the Font drop-down box and select a font.
7. Select the desired symbol.

Eont |Wingdings [~]

OO A |4 x| = %% |=|=|e|>|x|e|a|x|ole
|| O|C|@| ||| T|P| S| 9 @ |2 |E
2 X[EH S RN I8 | S| 9| Q<6 < > | A
conoearrwbszzuq%_hws
AN 0|D oSN |F e | o x|v
[El=]EE] S

Recently used symbols:

2> |22 Mo =]+]x]o

=[o]™]

Unicode name:
‘Wingdings: 232

Character code: from: | Symbol (decimal| v |
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8. Click OK. The symbol will now appear as the selected bullet option in the Bullets and Numbering dialog
box.

Bulleted | pumberad

O —
O —
:| R

e ]

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

= Global Biofuel Initiatives
-+Renewable Fuels for Aircraft and Spacecraft
-~ Emerging Technologies

- Algae-based Fuels

To change the distance between the bullets and the text, you can move the First Line Indent marker on the ruler.

T ] FistLine K
:thle Keynote Indent marker
L. iTheathers . .k
' -D Colleen Morton (keynote): Chair, Harr
 Consortium

é = Dr. Maia Wynn-Ward: Director, Shelb

. Biotechnology Program

-I} Trevor F. Garza: Founder, Garza Biote

. i'l'here will also be a panel discussion
i Richards, Melanie Cobb Fitzgerald, T
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ter-12 Indents and Line S

Introduction

Indentation and line spacing are two important features you can use to change the way text appears on a slide.
Indentation 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 the 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 of creating an indent is to use one of the Indent commands. With

these commands, you can

either increase or decrease the indent. = & a

= The VP of Geb Biofuels, Sloane Rivera, will be one of
the keynote speakers.

° 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.

= The other speakers will include:
_’ . kolleen Norton (keynote): Chair, Harmon Energy
Consortium
= Dr. Maia Wynn-Ward: Director, Shelbyfield University
Biotechnology Program

= Trevor F. Garza: Founder, Garza Biotech Group

° 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, press

SLIDE SHOW REVIEW VIEW FORMAT

_ |If} Text Direction - s~ OoO-| O D 2 Shape Fill -
[5] Align Text ~ AL L[ N o Q‘_”k L# Shape Outlind
TE Convertto Smartart - |8 1\ L} Fy|v Ao Styl::' Q3 Shape Effects

the Increase Indent or Decrease Patagraph = - Drawing
Indent command. Increase List Level S o
Increase the indent level. els, Sloane Rivera, will be one of

the keynote speakers.

+ The other speakers will include:

'+ Colleen Norton (keynote): Chair, Harmon Energy

| Consortium

To decrease an indent, select the _eb . ‘Dr. Maia Wynn-Ward: Director, Shelbyfield University
desired line, then press Shift+Tab. Biotechnology Program

= Trevor F. Garza: Founder, Garza Biotech Group

Indenting lists and paragraphs

The VP of Geb Biofuels, Sloane Rivera, will be one of
the keynote speakers.

. . . . . The other speakers will include:
Indenting will give different results, depending on Colleen Norton (keynate): Chair, Harmon Energy

whether you are working with a list or a paragraph: Consortium
Dr. Maia Wynn-Ward: Director, Shelbyfield University

Biotechnology Program
L] List: Ind enting a line of a list creates Trevor F. Garza: Founder, Garza Biotech Group

a multilevel list. This means the indented line is a - ) o

) . R . h ere will also be a panel discussion with Charde
SUthpIC of the line above it. Multilevel lists are Richards, Melanie Cobb Fitzgerald, Trevor F. Garza and
useful if you want to create an outline or hierarchy. Colleen Norton.

¢
G rfhe Clean Energy Conference 2013 G
i will be hosting a diverse array of i
| distinguished speakers representative of the |
{ biotech industry, energy companies, and i
| other organizations. The talks will cover

i some of the most important developments

! in clean energy over the last few years.

° 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. If you
want to indent all of the lines of a paragraph, you can
use the Indent commands.

Q For the fifth year in a row, Geb Biofuels

| will be sending representatives to the i
! conference, including Sloane Rivera, who
is one of the keynote speakers. i
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« TheVP of Geb Biofuels, Sloane Rivera, will be one of
the keynote speakers.

The other speakers will include:

3 Colleen Norton (keynote): Chair, Harmon Energy
Consortium a

= Dr. Maia Wynn-Ward: Director, Shelbyfield University
Biotechnology Program

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

3 Trevor F. Garza: Founder, Garza Biotech Group

There will also be a panel discussion with Charde
Richards, Melanie Cobb Fitzgerald, Trevor F. Garza and
Colleen Norton.

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.

TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW
V‘Ruler Q . Color DE
| T"Gridlines - = Grayscale
h h ler: Handout Notes . Motes Zoom  Fitto . New
To show the ruler: Master Master [ Guides Window E Black and White  window
paster Views Show [F] Zoom Color/Grayscale
1. Select the View tab on the Ribbon. [4] Ruler (Shift+Alt+F9) -

Show rulers next to your document.

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

Featured 9

You can see and set tab stops, move
table borders, and line up objects in
the document. Also, you can
measure stuff.

1= -

Indent markers

Indent markers are located to the left of the horizontal ruler, and they provide several indenting options:

° First-line indent marker [&: Adjusts the first line of a L.
paragraph

IF] Pavagra/ [Fl

QRVOFRERESEE Hanging Indent Marker

° Hanging indent marker [, Adjusts every line of a
paragraph except for the first line

o Left indent marker [El: Moves both the first-line indent
and hanging indent markers at the same time; this will
indent all lines in a paragraph

To indent using the indent markers:

1. Place the insertion point anywhere in the paragraph where you
want to indent, or select one or more paragraphs.

juciion
' 'L‘

E‘ WELCOME AND GOCOD MORN|
| The Clean Energy Conference 2
i hosting a diverse array of disting
| speakers representative of the H
| industry, energy companies, an
1 org-:anizations. The talks will cowi
theimost important developme
4 energy over the last few years.

2. Click, hold, and drag the desired indent marker. In our example,
we'll drag the hanging indent marker.

3. Release the mouse. The paragraph will be indented.

auction
i WELCOME AND GOOD MORNING STAFF!
he Clean Energy Conference 2013 will be
hosting a diverse array of distinguished
speakers representative of the biotech
industry, energy companies, and other
organizations. The talks will cover some

of the most important developments in
clean energy over the last few years.

For the fifth year in a row, Geb Biofuels
will be sending representatives to the
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Customizing bullet spacing

When working with lists, PowerPoint allows you to adjust the space between a bullet and the text by using
the first-line indent marker or the hanging indent marker. The ability to increase and decrease the indentation
allows you to customize lists to meet your needs.

B First Line
Indent marker

the keynote

To change the bullet spacing: . iThe other sp

-:} Colleen Norton (keynote): Chair, Hary]

1. Select the lines you want to change. i Consortium
2. On the ruler, drag the first-line indent marker to the , 9 Dr. MaiaWynn-Ward: Director, Shelb|
right or left. The bullet will move independently from Biotechnology Program

the text. Alternatively, you can drag the hanging
indent marker to move the text without moving the

bullet. . i’l’here will also be a panel discussion
Richards, Melanie Cobb Fitzgerald, T}

-I} Trevor F. Garza: Founder, Garza Biote]

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.

SLDESHOW  REVIEW  VIEW FORMAT
P Ig.Uﬂ' B~ ~Ooo-| O DQShapeFiu- i Find
:E‘ e G |- U QJ ZShape Outline~ 25 Replace -
To format line spacing: E== = - ) g [7|Arenge S‘;,“‘;". Q@ Shape Effects = [ Select~
Paragraph 2-0 % Drawing [F} Editing
1.  Select the text you want to S R T S T B e
format. . yauction
2. On the Home tab, locate Line Spacing Options...
the Paragraph group, then click WELCOME AND GOOD MORNING STAFF!
the Line Spacing command. { The Clean Energy Conference 2013 will
3. Select the desired line y ) )
spacing from the menu that Ul A / be hosting a diverse array of
appears. .‘“ ” /. ‘ distinguished speakers representative of

If you want to adjust the line spacing with even more precision, select Line Spacing Options from the drop-
down menu. The Paragraph dialog box will open, allowing you to fine-tune the line spacing and also adjust
the paragraph spacing, which is the amount of spacing that is added before and after each paragraph.

Indents and §

Paragraph Line
General spacing spacing

Alignmen

Indentation

Beforetet: |0° | |3] Speciak inone) _Il :
Spacing

Before: iﬂeSpacing:r Multiple At m
LAy

After

I
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Introduction

_43 -

Chapter-13 Inserting Pictures

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.

To insert a picture from a file:

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

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

3. The picture will appear on the currently

selected slide.

New Wellness Program

» Geb BioFuels will be
implementing its new
Wellness Program in
January.

» The program will provide
resources and
opportunities for
employees to improve
their overall health.

a placeholder to insert images.

Inserting online pictures

HOME INSERT DESIGN TRAMNSITIONS
EH igd @i & &
Table Ptcturﬁ Online Screenshot Photo  Shaped
Slldev T Pictures T Album = T
Slides Tahbles Images
+ 4} « Misc » Healthy Foods v & Search Healthy Foods r
Organize ~ New folder =~ 0 @
[ Microsoft pwerpc_ﬁ O Name
checkup
U Favorites V= fruit R
B Desktop peppers e
"l Recent places =] yoga
i Downloads
|#) Photo Stream ¢ >

File name: |fmi't v‘ |AII Pictures

You can also click the Pictures command in

* Click to add text

B8
e

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:
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° OneDrive: You can insert an image stored on
your OneDrive (previously called SkyDrive). You
can also link other online accounts with your
Microsoft account, such as Facebook or Flickr.

[ ]

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

«BACKTO SITES

OneDrive - Persanal
All folders » Pictures

Palm trees :
2128 x 2832 1 item selected. Insert Cancel

B

on how it can be used.

4 BACK TO SITES
E Bing Image Search

exercise
23500 search results for exercise

Select animage

B " emn e B e Y

1o ensure you can comply with it. = Show all web results

Click the URL to go to

the image's website

external image  Exercise jpg

450 x 399 - mrscadxbim\ug[.wildspa(is‘mm

Cancel

P

Search resuits are images licensed under Creative Commans, Please review the specific licanse for any image you want to use X

x
Previously, you also had the option to
insert clip art images from Office.com, but
this service has been discontinued.
Instead, you can use Bing Image Search

A to find images for your presentation.

[

v

To insert an online picture:

FILE HOME

INSERT DESIGN TRANSITIONS

1.  Select the Insert tab, then click the Online S E = r"_}
Pictures command. ;’ - [:3 =+ =ﬁ] <>
New  Table Pictures Online Screenshot Photo  Shapes
Slide~ x Pictures ¥ Album = i
The Insert Pictures dialog box will appear. Slides  Tables Images
3. Choose Bing Image Search or your OneDrive. In our example, we'll use Bing Image Search.
x 4. Press the Enter key. Your search
Insert Pictures results will appear in the dialog box.
5. Select the desired image, then
Bing Image Search — I - click Insert.
Search the web
OneDrive - P I
e MermitEgmalion et ”
4BACKTO SITES
Bing Image Search ) aercice
=l 23300 search results for exercise
... N ——
A
Koo THRT i
6. The image will appear on the currently selected slide. mf“ 5

Employee Fitness Center

» Flexible Hours
» Multiple TVs
» Group Classes

» New Machines

B "7 en. P oeem ol

Search results are images licensed under Creative Commons. Please review the specific icense for any image you want touse X

‘to ensure you can comply with it. | Show all web results

extenal image  Exercise jpg

450 x 399 - mrscadybiology.wikispaces.com Cancel

1 item selected. Insert
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You can also click the Online Pictures command in a placeholder to insert online images.

* Click to add text

Online Pictures

When adding images, videos, and music to your own projects, it's important to make sure you have the legal right to use
them. Most things you buy or download online are protected by copyright, which means you may not be allowed to use
them

Web Tools for Tracking Your Health Goals

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

~N o SuperTracker: &

My foods. My fitness. My health.

& Gal your parscnalited nutrition and physical sctivity plan,

® Track your foods and physical activities to see how they stack up.

® Get tips and support to help you make heatthéer choloes and plan ahead.
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Chapter-14 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.
VIEW FORMAT

L# picture Border= '3 Bring Forward ~ [~ "': m--l]
= . _J:} 5.ll]425" A

&3 Picture Effects~ ') Send Backward ~ ] -

: Crop =1 " -
L Picture Layout~  5f; Selection Pane "k - o

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

2. On the Format tab, click

Al

the Crop command. : el Arange Size MR
E' . : . i ; Crop ﬂ
: . . . Crop your picture to remove any
[ unwanted areas.
3. Cropping handles will appear around the image. Click, hold, and drag a handle to crop the image.

4. Click the Crop command again. The image
will be cropped.

The corner handles are useful for simultaneously
cropping the image horizontally and vertically.

Drag the
handies to
crop the image

¥

VIEW FORMAT

2 Picture Border = .1 Bring Forward ~ |: - I;‘

i
et 1021
& Picture Effects 01 Send Backward ~ [F] I

To crop an image to a shape: Crop =
5L Picture Layout~  jf; Selection Pane "k ~ . _

. ) 7] Arrange H Crop V

1. Select the image you want to crop, then click 3 !

the Format tab. Rectangles LY CroptoShape »
2. Click the Crop drop-down arrow. Hover the DRLOLOLOOO AspectRatio

mouse over Crop to Shape, then select the | ireimyas s Fill

desired shape from the drop-down menu that SNlocANOOACOOR ® g

appears. Godarngyooaan -

O@®AHEVXEG C3N()

3. The image will appear formatted as the shape. oo

You may want to crop the image to the desired size before cropping
it to a shape.
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To add a border to an image:

1. Select the image you want to add border to, then click
the Format tab.

2. Click the Picture Border command. A drop-down menu
will appear.

3. From here, you can select a color, weight (thickness),

and whether or not the line is dashed.

4. The border will appear around the image.

Image adjustments

_47 -

REVIEW

g =g

VIEW FORMAT
Z Picture Border = | Brl'n__g H
Theme Colors B

SCreemm=

L] --%ﬂ---sk

Standard Colors
PEEEEN
Recent Colors

Mo Cutline

More Outline Colors...
Eyedropper
Weight
Dashes

PowerPoint offers several HOME  INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS  SUDESHOW  REVIEW  VIEW FORMAT
options for changing the way :Q: ; ;
images appear in your slide  Carrections = Compress Pictures - — e < P
show. For example, you can = . I : f ™ ; ' ml N
add a frame, make & Color- B Change Picture il || |l _‘ st = Pict
image corrections, change the 2 Atistic Esfects | G Reset Picture. = ", Pict
image's color or brightness, :

Adjust Picture Styles

and even add some

stylish artistic effects. These

options are located in the Adjust and Picture Styles groups on the Format tab.

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

one of these options from the Format tab:

HOME  INSERT  DESIGN  TRANSITIONS ~ ANIMATIONS  SLIDESHOW  REVIEW  VIEW

Eﬂ Conections® [ = =1 |

o 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.

X Sharpen/Soften

¥ Brightness/Contrast

e I.

W

| 2Ta

Background 4] i 1 9 -
R AR A R A
=

T
NN by University

} &} v Community
¥, *_1and Health

Ilﬁ”"jl\" | n Programs
i h ’ﬁ L

8 Picture Comections Options...

| §
g4

FORMAT
(2 PictureBorder~ [y Bring Forward + [

[~ ik,
— *| & Picture Fffects~ (3 Send Backward - 1] C
* B Picture Layout = EJ SelectionPane %k -

Picture Styles ]

Arrange

Sharpen: 50%

m lgl *nd Wellness Screenings

| ‘
l l&!“j &
-IH@@?

gs for Blood

, Cancer, Heart
“troke Risk,

" and more
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FILE
=

Background

o
-

I

o 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).

[

in

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

FILE HOME  INSERT ~ DESIGN  TRANSITONS ~ ANIMATIONS  SLIDESHOW  REVIEW  VIEW FORMAT
L;I Corrections | LZ Picture Border » :Js.ingiemrd - |Z I;
(&l Color+ pe| |. Q Picture Effects 73 Send Backward - (5] "
gackg,w,,d [ Atistic Efects~ ‘Tg 7 B PictureLayout = SelecionPane k-
Picture Styles & Amange
H: Y [ ol

e MR
.‘lﬂi £ 4 ic and Wellness Screenings

Paint Brush| . -
e & 7 lings for Blood

ﬁ{%w

2

gﬁ

.. re, Cancer, Heart
/Stroke Risk,
«es and more

ed by University
al Community
ich and Health
iion Programs

L by Aistic Effects Options..

-i

1
i

firs

Compressing pictures

HOME

e

| % St Transparent Color

S48 -

INSERT ~ DESIGN

=
LF]

TRANSITIONS SLIDESHOW ~ REVIEW  VIEW FORMAT

ANIMATIONS
| L2 Picture Border= 1)) Bring Forward ~ [T =

; [+ G picture Effects= 7y Send Backward

L ‘ L, Picture Layout = l; Selection Pane

5

Corrections ~
[a Color™
Color Saturation

—
r_

Arrange

Color Tone

U%{@{@KHMMMWW
S O -
ot ) T
ﬂmﬁ&llﬁw'

l'l-kl&l\‘l&l !&ls
¥ JW?WI‘N%

##  More Variations

&y Picture Color Options...

° Picture Styles Group: This group contains
a variety of styles you can apply to your
picture, such as frames, borders, and soft

edges.

BIGN TRANSITIONS SLIDE SHOW REVIEW VIEW FORMAT

%1 Bring Forward + |2
't Send Backward =
Et; Selection Pane

ANIMATIONS
L# Picture Border~

[ =
| | = | G Picture Effects =

K BL Picture Layout ~

-
J—

Picture Styles 13 Arrange

[SIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

=Border ~
= Effects -

11 Bring Forward -
0 Send Backward -
Bl Selection Pane

i
ki

ki

l

1

sLayout~
I'u

[
O
]

TYR YRV}

Arrange
=

[Ty

Ak ki RGO

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 b

ecome 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 DESIGN  TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW FORMAT
: _ # pi
:EtComprﬁs Pictures : ‘ 2 = g - L# Pic]
To compress a picture: K& Change Picture | ol | o] | |t P e : ’g &P Pict
] Reset Picture ~ T Lg‘,—E,Pict
) Picture Styl
1. Select the picture you want to - IdutE Sl :
compress, then click Compress Pictures :
the Format tab. Compress pictures in the document |
i to reduce its size. !
2. Click the Compress I '
Pictures command.
3. A dialog box will appear. Place a check mark next
to Delete cropped areas of pictures. You can also Compression options:
choose whether to apply the settings to this picture [] spply only to this picture
only or to all pictures in the presentation. Delete cropped areas of pictures
4. Choose a Target output. If you are emailing your Target output:

presentation, you may want to select Email, which
produces the smallest file size. When you are done,
click OK.

() Print (220 ppi): excellent quality on most printers and screens

() Screen (150 ppi): good for Web pages and projectors

&

E-mail (26 ppil: minimize document size for sharing
Use document resolution
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Removing the background from an

image

With Background Removal,
PowerPoint uses special algorithms
to determine which parts of the
image are the background and then
removes these areas from the
image. This can give your images a
cleaner appearance and will allow
the slide background (or other
objects) to show through.

Some images do not work as well
with Background Removal, and they may require extra time and
effort to get good results. Generally, it's more difficult if the image has a complex background or if the
foreground and background blend together.

FILE HOME INSERT DESIGN

To remove the background from an image: EE % Corections = J&l, r
Re-m:ve [&&] Calor~ E‘g |
1. Select the desired image, then click the Format tab. Background 5] Artistic Effects = “0 -
2. Click the Remove Background command. Adjust

Remove Background

Automatically remove unwanted
portions of the picture.

3. PowerPoint will try to guess which part of the image is the If needed, use marks to indicate
background, and it will mark this area with a magenta fill. It areas to keep or remove from the
picture,

will also place a box around the image with selection handles.
e Tell me more

4. Drag
the selection handles until all of the foreground is inside the
box. After you do this, PowerPoint may readjust the
background.

5. At this point, you may need to help PowerPoint decide
which parts of the image are foreground and which parts
are background. You can do this by using the Mark Areas to
Keep and Mark Areas to Remove commands:

o If PowerPoint has marked part of the foreground
magenta, click Mark Areas to Keep and draw a line in
that region of the image.

o If part of the background has not been marked
with magenta, click Mark Areas to Remove and draw a line in that region of the image.

BACKGROUND REMOVAL SLIDE SHOW VIEW FORMAT

—
=1

p 4 5.3 1) «
" =/

Mark Areas Mark Areas Delete  Discard All  Keep

toKeesp toRemave [Mark  Changes Changes
Refine Close

Draw a line to
mark areas of
the image
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6.

7.

8.

After you add your marks, PowerPoint will readjust the image.

When you're satisfied with the image, click Keep Changes.

FILE BACKGROUND REMOVAL SLIDE SHOW VIEW FORMAT

© & ©
- @ & g
Mark Areas Mark Areas Delete  Discard All  Keep

toKeep to Remove Mark Changes Changes
Refine

Close

Close Background Remowal and Keep Changes

- Close Background Removal and keep all
changes.

The background will be removed. You can adjust the image at any time by clicking the Remove
Background command again.

250 -
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Chapter-15 Shapes and WordArt

Introduction

There are many features and commands you can use in PowerPoint to create visually appealing slides. Two of
these features are WordArt and shapes. WordArt allows you to create stylized text with effects such as
textures, shadows, and outlines. You can also insert and modify a variety of shapes like rectangles, circles, lines,
arrows, callouts, and stars.

About WordArt

PowerPoint allows you to add effects to the text inside of a text box, which is known as WordArt. For the most
part, the types of effects you can add are the same as the ones you can add to shapes and text boxes (shadow,
bevel, etc.). However, with WordArt, you can also Transform the text to give it a wavy, slanted, or inflated look.

To apply a WordArt style to text:

A WordArt Style will automatically apply several
effects to your text at once. You can then refine the SLIDESHOW  REVIEW  VIEW FORMAT
look of your text by adding or modifying text effects. | shaperil~ A TextFill = .1 Bring Forwar

Shape Outline ~ A A A ‘ & Text Qutline~ " Send Backwal

1. Select a text box, or select some text inside of |Sreefffecsw L K A TedEfecs- Bl Selection Pan)
the text bOX. y 0 re IIWardArtT‘s;Ij?_ . [F] Arir
2. On the Format tab, click the More drop-down |/ 3 ¥ [ Iy !
. i [° | Add some artistic flair by choosing
arrow in the WordArt Styles group. - [ between predefined text styles.
REVIEW  VIEW FORMAT 3. A drop-down menu of WordArt Styles will appear. Select
P Bring Forv the style you want to use.

"L Send Back
playsekecton 4. The text will appear in the selected style. If desired, you

A A A

A A ,f;‘ A I ‘ can change the font or font color from the Home tab.
A % A A

A A A

Ap  Clear WordArt

To add or modify text effects:

1. Select a text box, or select some text inside of the text box. The Format tab will appear.
2. On the Format tab, click the Text Effects command in the WordArt Styles group.

3. A drop-down menu will appear showing the

different effect categories. Hover the mouse over REVIEW! “WIEW FORKIAE
an effect category, then select the | A TextFill - 11 Bring Forward
desired effect from the menu that appears. A A A s [+ & TextOutline~ 't Send Backward ~
: ) Text ﬁecis' Dh Selection Pane
WordArt Styles Arrange
VIEW FORMAT o gt T || 4
A Text Fill - LEr E o | | TextEffects
A A | £ Text Outline - Fij se  abede E "ﬂ { | Turn your werk into a work of art.
T 6\ Text Effects~ | Hi; Se E | - ‘-' |
WordArt Styles n Tosw Lt E - | | Add avisual effect such as shadow,
A Shadow Pt :cqe; ,‘f;t;’,, == r || glow or reflection to your text.
a . e E S —
/A Refiection  » deac™” Tuyat ot : Fr =
- L 4. The effect will be applied to your text. If you
] 3o 2\ glow " abcde abcde abcde “bcde want, you can combine several different
/ A Beve s effects.

| 3 abcde abcde =i €%

i’ A 2-D Rotation »

] ¢ o =B .e ,ﬁ; - tﬂv&
!mvg @E%y @

abcde abcae abcde abede

| ‘. abede abede abcde abede
. T |
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Working with shapes and text boxes

REVIEW VIEW FORMAT
A TextFill > .1 Bring Forward ~ [Z
In the WordArt Styles group, you can also use A A 2 Text Offne - | 7 Send Backward - 15
the Text Fill and Text Outline drop-down boxes to =& Text Effects~  Lf; Selection Pane "k
modify the fill and outline color. WardArt Styles - Kecange
Text Fill

Fill the text with a solid color,
gradient, picture, or texture, ]

ErEry TH

PowerPoint's large shape collection allows you to organize and design the image you want. While you may not
need shapes in every presentation you create, they
can add visual appeal.

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW ]

J%Flm 220 8 €

Table  Pictures Online Screenshot Photo  Shapes Smartart Chart  Appsfor | Hyperlink
sr.dev - Pictures - Album~ Office -

Slides  Tables Images :R,e(emJ’UsedShapes =
= ENNO0DAL LR LG
Enay;
| Lines
|\\\—L—|-,'"L.l LHENE G
Rectangles
Basic Shapes
IIEIOAILUDOOQ@@.
@eoooarLyoaan
|D©.ﬁD©Q?%o (@I
1o

To insert a shape:

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

2. Select the desired shape.

3. Click, hold, and drag in the desired location to | Bk o
add the shape to the slide. H |§§3g?g£§gg%£
) .‘.‘"' ™. _,?‘.1! Doa %

‘ “ If desired, you can enter text in a shape. When the shape

; appears in your document, you can simply begin typing. You can
s then use the formatting options on the Home tab to change
the font, font size, or color of the text.

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:

° Sizing handles: Click, hold, 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.

° Yellow handles: Some shapes have one or
more yellow handles that can be used to customize the
shape. For example, with arrow shapes you can adjust the
width of the line and arrow tip.

° Rotation handle: Click, hold, and drag
the rotation handle to rotate the shape.

In addition to resizing, customizing, and rotating shapes, you can
align, order, and group them. To learn more, visit our lesson
on Arranging Objects.
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Formatting shapes and text boxes

-53-

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 shadow effects.

1.

To change to a different shape. HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
D00 - Eedtshpes. [ — —— —— | RShapeFi-
> {5~ £ Change Shape > | Rectangies A A A ;ﬂ
it Points o | i L o e o AT
Select the shape or text box you want to fangant e e oA
change. The Format tab will appear. CALLOOOCQOCOOE
co0OrLZooBa0

On the Format tab, click the Edit
Shape command. In the menu that appears,

hover the mouse over Change Shape and —

select the desired shape. 5

0@®ADOYYE TN | ,
Sy | oo [
Block Arrows "y ) R

COLOTEEPRAS |
PG HD>RYON | % / s

pa |

The new shape will appear.

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.
Quickly add a visual style to the
selected shape or line.
1. Select the shape or text box you want to change. Each style uses a unique |
combination of colors, lines, and
2. On the Format tab, click the More drop-down arrow in other effects to change the shape's |
appearance. Hover over a Quick |
the Shape Styles group. Style in the gallery to preview your I
new look. |
|
3. A drop-down menu of styles will appear. Select the style you want to use.
4. The shape or text box will appear in the
TRANSITIONS ~ ANIMATIONS ~ SLDESHOW  REVEW  VIEW FORMAT selected style.
ATe
(= ] =] = = ]
T
L LY
Abc Al Abc Abc
. . . a . . ANIMATIONS SLIDE SHOW REVIEW VIEW
L —
Abc | ™ || Theme Colors
Other Theme Fills \\ntense Effect - Orange, Accent 4 . H EEE - LB
Wit leoieton el
IRERF R, = oS Shape Sy WIII I |Gold Accent3| iy
To change the e
) ) EE"Y SDEEEEN
fill color: Recent Colors e
— ‘
Mo Fill
1. Select the shape or text box you want to change. =
. . ap More Fill Colors...
2. On the Format tab, click the Shape Fill drop-down arrow. 7 B
The Shape Fill menu appears.
p pp Picture...
3. Move the mouse over the various colors. Select the color you @ Gradient
want to use. To view more color options, select More Fill Colors. -
4. The shape or text box will appear in the selected color. ! e

TRANSITIONS ~ ANIMATIONS  SLIDESHOW  REVIEW  VIE
| £ shape Fill - —
@@ A
QShapeEﬂ‘eds' R S

Shapestyles )

More

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.

shape
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To change the shape outline:

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

2. On the Format tab, click the Shape Outline drop-down
arrow. The Shape Outline menu will appear.

3. Select the color you want to use. If you want to make the
outline transparent, select No Outline.

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

color.

From the drop-down menu, you can change the
outline color, weight (thickness), and whether or not it is a dashed line.

To change shadow effects:

_54 -

ANIMATIONS

SLIDE SHOW REVIEW

£ Shape Fill -

QEM, A

Fheme Colors

Shape Styles |

ik

‘ Standard Colors | G

Recent Colors

‘ No Outline
More Qutline Colors...

Eyedropper
Weight »

= Dashes

VIEW

FORMAT

A A

WordArt Styles

AT
L 7d
AT

cent 3, Darker ZS%L .

HEN EEEEER T

Adding a shadow to a shape can make it appear as though it is floating above the page, and it can help to add
contrast between the shape and the background.

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

2. On the Format tab, click the Shape Effects drop-down arrow.
In the menu that appears, hover the mouse over Shadow and

select the shadow you want to use.

3. The shape will appear with the selected shadow.

To adjust the shadow color, size, and distance, select Shadow
Options from the drop-down menu. The Format Shape pane will
appear on the right side of the PowerPoint window, allowing you to

customize the shadow.

VIEW

g Forward =
1d Backward = !

ER= -

ection Pane

Ar_ra nge

.
Intersect "(“"'

Size [E] Vectors -~

4
X

Format Shape

SHAPE OPTIONS  TEXT OPTIONS

D O o=

4 SHADOW [=]
Fobe
S

Transparency ——+—

e —
Blur —+—— [1apt _:T\}
angle
Demnce b

ANIMATIONS

SLIDE SHOW

£ Shape Fill -

0 o
— D Shadow
] pemns
() sow

[ s

(7] 30 rotation

3

3

e

JL'_I'—'"'W_M

REVIEW

Quter

-

VIEW

SR & &
Y I EwE W

T W -

FORMAT

— o A Te
L# Shape Outline ~ A A A i
=| I3 shapeErfecis No Shadow Fe

Shape Styles

—

I
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3D effects

There are two types of effects you can apply to your shapes and text boxes to give them a 3D appearance: Bevel
and 3-D Rotation. Bevel adds thickness and a rounded edge to shapes, but it doesn't work with every type of
shape. 3-D Rotation gives the appearance that you are viewing the object from a different angle, and it can be
applied to any shape.

ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
T | LrshapeFili- | A TextFill -
- | LZ Shape Outline - - | L Text Outline
To add a bevel: = Ca Shap Erre A A A EﬁTexlEﬂeds
Shape Styles. D Pt )l WordArt Styles
1. Select the shape or text box you want to change.
-4 Shadow » | NoBevel L
2. On the Format tab, click the Shape Effects drop-down
arrow. In the menu that appears, hover the mouse Reflection  » |

over Bevel and select the desired bevel preset. Bee
= [ 1 1
| | SoftEdges » ;
3.  Thesh I the selected bevel effect. U E -D
. e shape will appear in the selected bevel effec
- D“M'DQL_JQ

54\ b=

If you want, you can customize the bevel effect. Select 3-D Options from the drop-down menu. The Format
Shape pane will appear on the right side of the PowerPoint window. From here, you can modify the width,
height, and depth of a bevel. You can also change the shape's material to give it a metal, plastic, or
translucent appearance, as well as choose the lighting type to change how the shape is illuminated.

VIEW FORMAT H
ng Forward ~ [§ = -niz_gﬁ, - | &r
nd Backward « 5]

=31 " =| | |mtersect
lection Pane Chow | e 330 = @&

Arrange Size L] Vectors: -
(=
Format Shape s
SHAPE OPTIONS  TEXT OPTIONS

Sy O =

- 3-D FORMAT
lnp bewel

; Width | 10pt =
- _— .

Bottom bewvel
 — 4 Wickth Jr_" Bt T|
|:| Height | 0pt 5
Dapth
=] see [opt -
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To add 3-D Rotation:

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

2. On the Format tab, click the Shape Effects drop-down arrow. In the menu that appears, hover the
mouse over 3-D Rotation and select the desired 3D effect.

ARIRAA | Sy, EE R AR5 [LIRUTRET) W [ERIL T N]

T

| Bre 1.0 lesatian Qptione
[T ———— -

3. The shape will appear in the selected 3D rotation.effect.

If you want, you can customize 3-D Rotation. Select 3-D Rotation Options from the drop-down menu, and
the Format Shape pane will appear on the right side of the PowerPoint window. From here, you can adjust
the rotation values.

WIEW FORMAT H

g Forward = [F - 1 lzee - - W
id Backward = IE1- :

= = - = Intessetl
=ction Pane Sk~ | Wu¥ @ L)
Airange Side = Wedlors e

Format Shape X

SHAPE OPTIONS  TEXT OPTIONS
—
S O m
I 3-D FORMAT =]
4 30 ROTALION
Bresets ‘ | | =
X Rotation Eal = E ::1“_
¥ Rotation 10t = &) [S]]
=
-

D Z Rotation 35867 3

Pecspective [ 85 I I
e 3
'*-l_ LI Keep text fit [Widen field of view|
ES Distance from ground | opt x

HReset —
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Chapter-16 Arranging 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 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. Click and drag your mouse to form
a selection box around the objects you

want to align. The Format tab will appear.

2. From the Format tab, click the Align command, then select Align Selected Objects.
3. Click the Align command again, then
VIEW FORMAT . - -
= select one of the six alignment options.
- B L PictureBarder = [ Bring Forward + [C Align+ [ 1 Tl |
== ~| & Picture Effects~ ") Send Backward ~ B Align Left o
= E—::,P\:tuveLayout' E'ﬁSe\ect'\anPane & Align Center 4 i T
] Arange | S| pjign Right
1\ ign Rig == L# Picture Border~ "1 Bring Forward ~ |7 Align= [ | el
v Ahg"IEfp |3 [+ Q@ Picture ffects~ | Ty Send Backward B Aliga Left
o Alai Middle i E—‘E,P\dure\_ayout' Eh&\enion?ane & Align Center
e Align Battom %
L Amrangdl & align Right
Il Distribute Horizontally
i[*  Align Top
& Distribute Vertically
bunts o} Align Middle
Align to Slide
i
« Align Selected Objects £é Algn Baticm
. [l Distribute Horizontally
nts & Distribute Vertically
4. The objects will align based on the option you Align to Side
selected. - v Align Selected Objects
I M T .nr-ﬁj- ?i Thsi bt n-;l- .I' 55;'.1-;' fr
@}L @L T e ol I% o o 11 o Ul
VIEW FORMAT

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 simply selecting the Align
to Slide option before you align the objects.

1. Click and drag your mouse to form a selection
box around the objects you want to align.
2. From the Format tab, click the Align command,

then select Align to Slide.

E Picture Border ~
7] 3 Picture Effects -

E—l'ﬂ Picture Layout ~

unts

[P

‘.1 Bring Forward ~
O Send Backward ~

E[} Selection Pane

]
&
Arrange E=|

[+

F & 3

< Mk 2

| Asign -

[ #Ninser

Align Left

Align Center

Align Right

Align Top

Align Middle

Align Bottem
Distribute Horizontally
Distribute Vertically
Align to Slide

Align Selected Objects
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VIEW FORMAT

2 Picture Border - .1 Bring Forward -

p—
=3 E ’Z Q3 Picture Effects~ I3 Send Backward ]

L Picture Layout = S[f; Selection Pane

Align Left

& Align Center

&l Arangell & Align Right

3. Click the Align command again, then select T Align Top
one of the six alignment options. o} Align Middle

v Align Bottom
o Distribute Horizontally
ntS & Distribute Vertically
1 v Align to Slide
4. The objects will align based on the option you ‘ Align Selected Objects
selected. -

N s s st .

To distribute objects evenly:

If you have arranged objects in a row or column, you VIEW, | EORMAE
may want them to be an equal distance from one —_ L Picture Bocder~ | M Bing Fonward ~ [EEAMOTS | (]| T
another for a neater appearance. You can do this - E g""‘““ﬁ“"' FSen it By Al et =
by distributing the objects horizontally or vertically. PRRLRAT | P P:"e 5| Align Center 1
gl range | 5| Align Right
mF Align Top
1. Click and drag your mouse to form a selection o} Align Middle
box around the objects you want to align. ile Align Bottom
. . Qe Distribute Horizontall
2. From the Format tab, click the Align command, & Diim;vmm; ’
then select Align to Slide or Align Selected wunts Ahgntoil;ie
Ob]eCts' ‘ « Align Selected Objects
3. Click the Align command again, then select Distribute Horizontally or Distribute Vertically from

the drop-down menu that appears.

VIEW FORMAT

=B

= E—L Picture Layout ~ Eh&ledlon Pane & Align Center

I Armange | S align Right I
W% Align Top
o Align Middle A l ‘
s 0
illy  Align Bottom :

ou n ts I]g Distribute ﬂorizonta”yh

Distribute Vertically

7 Picture Border | s Bring Forward + |5 Align* 4. The objects will distribute evenly.

Q@ Picture Effects - [y Send Backward = | B Align Left ' |

Align to Slide

. | v Align Selected Objects

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.

WIILIILY TELALIIL IO 1T YYOLL LU
o
L

L Y L

Understanding levels T

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 the image below, the rectangle is on the top level,
but we can change the level to put it behind the other objects.
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To change the ordering by one level:

1. Select an object. The Format tab will appe

-59 -

OTTCITCy T C T TC S TYC VY S TC TOCT
&

g LY I

ar.

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 desi

red ordering.

VIEW FORMAT 3. The objects will reorder.
. . ————
.| A TextFils L1 Bring Forward = [} Align - il 4
g - *.
A A Fﬁmmnw 0 Send Backward + 2 Group -
] =
| B TextBifects~ 5 Selection Pate  “hRotate~ ¥
WordArt Styles I Arrange

Send Backward

Send the selected object back on
level so that it's hidden behind
more objects,

e

To bring an object to the front or back:

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.

Select an object.

2. From the Format tab, click the Bring
Forward or Send Backward drop-down
box.

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

4. The objects will reorder.

VIEW FORMAT

Text Fill = "1 Bring Forward ~  [Z Align ~ 1 -
P e e

4

A Text Outline~ | ] Send Backward + [Z1 Group -

= = " ~| Inters
T B\ Text Effects = 0 Send Backward \ Rotate = ‘“’El
WordaArt Styles 5| By Sendto Back Size ]
. | k 1

‘ Send to Back

Send the selected object behind all
other objects.

If you have several objects placed on top of each other, it
may be difficult to select an individual object.

The Selection Pane allows you to easily drag an object to
a new location. To access the Selection pane,

click Selection Pane on the Format Tab.

WEN FORBMAT
| - | - O ey |
- 1 Hrang Foraard RS 7]
% - - iend facnaand e
Thgy - PGSR . el STl g
& ™ Areange Sxe = Vedorns -~
[=
Seleclion =ik
S Al | Vncte Al | ==

Picture 13

Titn 1 B s
Pcntunglhs 3

Snip Single Covner Rectengle
feup Simghe [ rrnar Rectsngle

Enip Singhe Curnwn Rucbangle
Snip Singhe Cosner Rectengle

Y hingie ©nenar Rectangle
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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.

VIEW | FORMAT

To rotate an object: E -| LZ Picture Border~ 1 Bring Forward ~ .|§'-Ali9n' o | 27 heig m;[
E pr EI «| 3 Picture Efects ?’DSend Backward - FE'lGroup' _C# -
. =] far » . e rop =lur
1. Select an object. The Format tab | B e Loyout | B slectionpane  PhRotmes] " et [
will appear. Ficture Styles [ A!ra_ngei A Rotste Right 90° '
2. From the Format tab, click £ Rotete Left 90°
the Rotate command. A drop-down ; < Flip Vertical
menu will appear. 4. Fiip Horzontal
3. SP:Iect the desired rotation More RefStion Options...
option.

4. The object will rotate.

RS RAS EELR A EAE S A oo

HOME | INSERT = DESIGN  TRANSITIONS

Grouping objects

3 e 2|
Pictures Online Screenshat Photo | Shapes
T Pictures *  Album<| -

Slides ~ Tables Images |

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 Slide -
than selecting all of the objects each time you want to move them.

Pictures, shapes, clip art, and text boxes can all be grouped together; 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. Click and drag your mouse to form a selection box around the objects
you want to group. The Format tab will appear.
2. From the Format tab, click the Group command, then select Group.
VEW  FORMAT
L¥ Micturs Boeder= %3 Bring Fanward = [ Align= | ) Hira :] S

— 1 . .
s S e B e '
= Bl picturs Layout - Ef; S=iection Pane |;E] Graig e
5 ﬁlunqrifﬁ Regivup Size =

Ursyrens &

3. The selected objects will now be grouped. There will be a single box with

S
sizing handles around the entire group to show that they are one group. You _
can now move or resize all of the objects at once. —

L yu)



SARVA EDUCATION (SITED) (An LT & Skill Advancement Training Programme) -61 -

If you want to edit or move one of the objects in the group,
double-click to select the object. You can then edit it or Double-click

move it to the desired location. to selectan
option

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.

HOME  INSERT DESIGN TRANSITIONS

H o g a0 B

Table Pictures Online Screenshot Photo  Shapes
i Pictures T Album = =

Slides  Tables Images

To ungroup objects:

1. Select the grouped object you want to ungroup.
2. From the Format tab, click the Group command, then select Ungroup.
WIEW FORMAT
| oy Tt Fil - i Biing Foreard + [ Align - flae = ]
| B - : . i — !
A .& |: £ Tent Outine 1 Send Backowand - [EGrovps el
|| A TetEfferts- | JhSelecionPane | TH o - i)
‘Wordhrt Styles o Ma'nnrl.'ﬁ fzgroup Size R et
!’E: gww
Ungroup
Break the cannpction between
greupsd chjects s that you can

e Hhern intveidually agaim,

3. The objects will be ungrouped.
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Chapter-17 Animating Text and Objects

Introduction

S62 -

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

There are several animation effects you can choose from, and they are organized into four types:

° Entrance: These control how the Bihance
object enters the slide. For example, T
with the Bounce animation the * i ﬁ \ 1
; S NES N : PN \ i ‘;f 1r ~
object will "fall" onto the slide and Airssai Fade Fiv I Float In - Wipe
: W
then bounce several times. i = E E
° Emphasis: These animations occur Emphasis
while the object is on the slide, often
triggered by a mouse click. For ! |
exam_ple, you can Se_t an object Pulse Color Pulse Teeter Spin Grow/Shrink  Desaturate
to spin when you click the mouse.
. Exit: These control how the object =5
exits the slide. For example, with U k ,'&', " Yo b
the Fade animation the object will St 2
simply fade away. Disappear Fade Fly Out Float Out Split Wipe
. o Motion Path
° Motion Paths: These are similar arom et
i R e VY z
to Emphasis effects, except the L l { ] OO0 =
: . ; - R S
object moyes within the Sllde_ along a Lines Arcs Turns Shapes Loops Custom Path
predetermined path, like a circle.
To apply an animation to an object: HOME  INSERT  DESIGN  TRANSITIONS = ANIMATIONS = SLIDESHOW  REVIEW  VIEW
\hr | + 51Animatio
; *x Ok r W W = A
1. Select the object you want to Previ : Add Trigger
. Teview MNone Appear Fade Fly In Float In .
animate. - L N Ot Animation ~ HI
23
- - . P Al i Adh d Al it
2. On the Animations tab, click the e o i
More drop-down arrow in 1 Wore
- - Pick an animation to apply to
the Animation group. objects selected on this slide. To
add multiple animations to the
. . same object, click Add Animation,
3. A drop-down menu of animation
effects will appear. Select the desired effect.
HOME  INSERT  DESIGN  TRANSITIONS = ANIMATIONS = SLIDESHOW 4. The effect will apply to the object.
The object will have a
*’, Nawe small number next to it to show
Preview \* that it has an animation. In the Slide
2 e pane, a star symbol also will appear
Efvews next to the slide.
I Entrance
* r | WK W O %k
Appear Fade FlyIn Float In Split Wipe
Fly In )
3 ',_) A
pm X kX O O¥ X 0%
7 Shape Wheel Random Bars  Grow & Turn Zoom Swivel
¥
Bounce
3 .
. Emphasis
Pulse Color Pulse Teeter Spin Grcw_;’.Shrink Desaturate
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Exit
3¢ +
. k5% - ) . ¢
Disappear Fade Fly Out Float Qut Split
A i 2N
» » T %
At the bottom of the menu, you can access even more Wipe Shape Wheel  Random Bars Shrink & Tu...
NAE
effects. ;ﬁ %’ *{
Zoom Swivel Bounce -

# More Entrance Effects...
More Emphasis Effects...

* More Exit Effects...

s_‘k More Motion Paths...

ANIMATIONS SLIDE SHOW REVIEW VIEW

_ ¢ ‘i’* % Animatic
W -| CF Trigger ~
Floatln [=| Effe Add o
Options > Animation =

Direction wnimati

¢ From Bottom

z From Bottom-Left

9 From Left

N From Top-Left

U MIGHT
v

Effect options

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 Top

To remove an animation

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

Working with animations

To add multiple animations to an object:

If you select a new animation from the menu in the

’ . Lo . ANIMATIONS  SLIDESHOW  REVIEW  VIEW
Animation group, it will replace the object's

current animation. However, you'll sometimes i ¢ ﬁ* G Animation Pane P Stat: OnClick | Reorder Anim
want to place more than one animation on an W Ir Trigger ~ O Duration: (0050 5| & M
object, like an Entrance and an Exit effect. To do Floatin || Fflet | Add g g -
h ' Options~  Animation » e Delay: oo .
this, you'll need to use the Add : . * - ]
. . . . Fl 4 C ot
Animation command, which will allow you to keep 3}5\ * {(
your current animations while adding new ones. i Swivel Boince
Emphasis
1. Select an object.
Click the Animations tab. g
Pulse Color Pulse Teeter Spin Grow/Shrink
In the Advanced Animation group, click
the Add Animation command to view the k’ i’
available animations. Desaturate Darken Lighten ~ Transparency Object Color
4, Select the desired animation effect. DU MIGHT RECQ i, f? i, B A
Compleme..  LineColor  Fill Color
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5. 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.

To copy animations with the Animation Painter:

_64 -

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 text to appear on our

banner shape, so we've added a text box on top of the banner. We'd like the text to appear using the same

effects we used on the banner, so we'll use the Animation Painter to copy the effects from the banner to the text

box.

1. Click the object that has the effects you
want to copy. In our example, we'll click our

banner shape.

Bewitche

3. Click the object you want to copy the effects to. The effects

| Shy guy Dick York starred as Darrin Stephens in
L ]

d from 1964-196¢

command.

are applied to the object. In our example, the effects from the

2. From the Animations tab, click
the Animation Painter
REVIEW  VIEW FORMAT
fé* 24 Animation Pane » Start |On C
Trigger~ @ Duration: .
Add shape are applied to the
simation = *¥ Animation Painter @ Delay:

Advanced Animation
Animation Painter (Alt+Shift+C)

Like the animation of a particular
object? You can apply that effect to
other objects in your presentation.

To get started:

1) Select the object with the
animation you like

2) Click Animation Painter

3} Select something else to
automatically apply the animation

F¥l: To apply the animation to
multiple objects, double-click
Animation Painter.

same
i\ starred

Jwhat popular primet

Shy guy Dick York starred a:

hed from 18

To reorder the animations:

1. Select the number of the effect you want to change.

Shy guy Dick¥

Bewitched fron

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

To preview animations:

text box.

Both object
nowhavethe T RECOGNIZE ME FROM...
- effects

as Darrin Stephens in
ime TV series?
e

-

3 Darrin Stephens in

P Start: | On Click - | Reorder Animation

@ Duration: (00,50 | & MoveEarlier
® Delay: 00.00 | = Move Later
Timing
Move Later

Move the current animation to play

o

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.

1. Navigate to the slide you want to preview.

2. From the Animations tab, click the Preview command. The
animations for the current slide will play.

FILE HOME INSERT DESIGM
b <5
> e %
Preview Swivel Bounce P
Preview

Preview Animations

Play the animations on this slide.
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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.

ANIMATIONS SLIDE SHOW REVIEW VIEW

7 Animation Pane Start

To open the Animation Pane:

Advanced Animation

Animation Pane

1. From the Animations tab, click the Animation

P d Open the Animation Pane to view
ane command. and edit the timeline of animations

on this slide.

2. The Animation Pane will open on the right side of the
window. It will show all of the effects for the current slide in the order in which they will appear.

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

Animation Pane ~ %

b Play an
19 Horizontsl Scr...[] BIVEW  VEW CRMAT
2 Horizontal Scr...[[] E =
i Bring | . Ao - ;
34 Tet Placehol... [ i e i s
4+ Text Placehol... [ iF i ezl o i = e | . ub
Fardirt Style i Amangs Size 7] Weckors 3

show il || Hoz Al | &) w

| arsvoer test] : =~
Title & b
Test Plecehalder 5 = i
Feoeizomtal Scroll 34 i
P Start |On Clrick ~ | Reorder Animation
To reorder effects from the Animation Pane: @ Duration: |D0.50 | 4 Move Earlier
B Delay: | 00.00 = ¥ Mowve Later
1. On the Animation Pane, click and drag an effect up or Timing ~
down. = 5 2
Animation Pane ™ *
) P Play From | [=]]
2. The effects will reorder themselves. - i | et
19 Banner |:|
2 Banner E -

3 9 Answer text: S... [0
4 Answer text: 5. []

Ly

To preview effects from the Animation Pane:

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

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.

Reorder Animation

Timing -

Reorder Animation

Animation Pane ¥ %

P Play All
Timing -~
19 Banner ]
24 Answertext: 5. [
3 Answer text: 5...[]

4 Banner ]

Animation Pane — *
= stop |
1 o Banner

2 o Answer text: S...
Answer text: S..

<4 Banner
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P Start | On Click Reorder Animation
© Duration: |00.50
B Delay: 00.00 = * Mowve Later

“. Mowe Earlier

Timing -~

- : 3 S
If the timeline is not visible, click the drop-down arrow srmstion. Bome

for an effect, then select Show Advanced Timeline. b Play From ==

“# Banner

1Y
290 o Answer text: Shy g.
] start on Click '
Start With Previous
X Start After Previous

Effect Options...

Timing...
To change an effect's start option: Show Advanced Timeline
Remowve
By default, an effect starts playing when you click the
mouse during a slide show. If you have multiple effects, i
you will need to click multiple times to start each effect P Start: [On Click - | Reorder Animation
individually. However, by changing the start option for @ Duration: |00.50 | 4 Move Earlier
each effect, you can have effects that automatically play at ® Delay: 0000 °| + MoveLater

the same time or one after the other.
Timing s

1. From the Animation Pane, select an effect. A drop- Animation Pane ™ *
down arrow will appear next to the effect. [ PiagEom ==
19 Banner [ ]
2 Banner El -
39 Answer text: S... [0 %
4 Answer text: 5. []

2. Click the drop-down arrow. You will see three start
OptiOnS: P Start |On Click ~| Reorder Animation
s Click hi il h £ h @ Duration: | 00.50 Z| & Move Earlier
o tart_ on_ ick: This will start the effect when ® Delay: 50000 || v Moo ater
the mouse is clicked.
Timing s
o Start With Previous: This will start the - : ]
effect at the same time as the previous effect. Animation Pane ¥ %
o Start After Previous: This will start the P Play From il 15
effect when the previous effect ends. e 0

2 Banner L] %
Start On Click

Start With Previous

3. Select the desired start option.

(& Start After Previous

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.

Effect Options...
Timing...
Hide Advanced Timeline

Remove

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.

P Start: | On Click ~ | Reorder Animation
& Duration: -1}0.50 : & Move Earlier
B Delay: 00.00 : w Mowe Later
To open the Effect Options dialog box: Timing S
i i Animation Pane ™ *
1. From the Animation Pane, select an effect. A drop-down . )
arrow will appear next to the effect. B Fay B |
2. Click the drop-down arrow, then select Effect Options. e a
2 Banner El
3 % Answer text: S... |:| El

Start On Click

Start With Previous

(] Start After Previous
Effect Options...
Timing... I}.
Hide Adwvanced Timeline

Remowve
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trfect | Timing I Text Animati

3. The Effect Options dialog box will appear. From here, you settings
can add various enhancements to the effect: Digection: |From Battom [v]
o Sound: Adds a sound effect to the animation smooth start: || 0sec =
o After animation: Changes the color or hides the Smooth end: U
object after the animation is over Boinceenit U 0sec H
o Animate text: AI.Iows you to animate text .all at Enhancements
once, one word at a time, or one letter at a time
Sound: ||Dlun Rall
After animztion: | I | v |
Animate test: | By letter [v]

Some effects have additional options you can change. These

% delay between letters
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.

Delay: seconds

Duration: | 0.5 seconds (Very Fast) |

Repeat: | [none) |

|:| Rewind when done playing

Triggers ¥

2. From here, you can add a delay before the effect starts, change the duration of the effect, and
control whether or not the effect repeats.

Effect | Timing | Tewt Animation
stat fj Ondiick [v]
Delay: seconds
Duration: _ E
Bepeaat: | (nong) |

Triggers ¥
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Chapter-18 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:

1. From the Insert tab, click the Video drop-down arrow, then select Video on My PC.
TE O m *)) 2. Locate and select the desired video file, then
o click Insert.

Equation Symbol  Video Audio

Symbols Ea, Online Video...

@ ~ T . « MyDocuments » Misc b Trivia Night v G Search Trivia Night 2
3 video on My PC..,

|}, Organize = New folder =2~ 0 @

~

3. The video will be added to the slide. 5 Libraries

7 Documents
o Music

|| Pictures
B videos

P O > B

i 05 i

File name: | World's Fair v| |Video Files V]

Tooks - Cancel |

To insert an online video:
= i %
] [ B
T Q [[L]1©
Equation Symbol | Video Audio

- -

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 Symbols L& Online Video... [:} 1
presentation, but you'll also need to be connected to the Internet 2 Video on My PC... |
for the video to play.
Working with videos - a

| :_l’?h-', “
To preview a video: PlayiPause| 4 Timgine || ™

Click a video to select it.

2. Click the Play/Pause button below the video. The video will begin playing, r G ‘,))
and the timeline next to the Play/Pause button will advance.

3. To jump to a different part of the video, click
anywhere on the timeline.

07:06.07 =i
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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.

» | 4 Ik 032906 i

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: VIDEO TOOLS

VIEW FORMAT PLAYBACK hs

1. Select the video, then click Loop until Stopped

the Playback tab on the Ribbon. ) ]
Rewind after Playing

2. Click the Trim Video command.
WP  Fade Duration 3. A dialog box will appear. Use
’ ’_T-f - the green handle to set the start time and
Pl N : I’\\ﬁ (4 Fadeln: 0000 ° the red handle to set the end time.
ay Add Remove | Tnm -
Bookmark Bookmark  Video B Fade Out: 0000 7

Preview Eookmarks Editing

Warld's Fair Druration: 00:31.647

4. To preview the video, click the Play button.

03:50.533
T |
0318891 s ¥ » 0350558 5
Start Time End Time
Play
5.  When you're done trimming the video, click OK. et L] [ ] [0 T

oK Cancel
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To add a fade in and fade out:

,_T "=F | Fade Duration
1. On the Playback tab, locate the Fade & E [ Fadeln: 0125 |
In: and Fade Out: fields. Add  Remove  Trim 5l ' ' ~
RN Ry Fade Out (0075 -
2. Type the desired values, or use Bookmark Bookmark | Video aee e
the up and down arrows to adjust the fade Bookmarks Editing
times.

To add a bookmark:

1. Click the timeline to locate the desired part of
the video.

2. From the Playback tab, click the Add
Bookmark command.

’ |_T+ .E' 3. The bookmark will appear on the timeline. Click the
bookmark to jump to that location.
Play Add Remowve Trim
Bookmark Bookmark  Video
Preview Bookmarks

=S « > 020,22 =i

Video options

There are other options you can set to

control how your video will play. These are ;I\L E' Start: |On Click - .
found in the Video Options group on ul Loop until Stopped
the Playback tab. Vol Play Full Screen
olume : :
. Hide While Not Playing Rewind after Playing
° Volume: Changes the audio volume Video Options
for the video
° 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 effects like 3D rotation.

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

Dj — 3. The current frame will become the poster frame.
Corrections Color Poster Reset
- ~  Frame~ Design =
Adju (Bl Current Frame

= cu : If you want to use a

& Imagefrom File.. picture from your

‘g computer, select Image

from file.

’ | Poster Frame Set 4 > 00:00.00 i

To apply a video style:

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

TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT PLAYBACK

= =

Video Styles r} Arrange

[ Video Shape - .1 Bring Forward

@ F‘ E‘u‘ideo Border - 0O Send Backward

:%Q Video Effects ~ E[} Selection Pane

L i
¥
ki
ki

3. Select the desired style.
Subtle

b ki
r
L]
k]
L

Moderate

ki ki
VY TR ¥

0
L

ti O

S
= ==
- I S R A=)

=
=32 =
SE=

TRTRRR TR

SR}

b Lk

4. The new style will be applied to the video.
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Chapter-19 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: Video Audio
1. From the Insert tab, click the Audio drop-down arrow, then Me 4 Online Audio...
select Audio on My PC. | o) Audioon My PC... h:
Record Audio... |
2. Locate and select the desired audio file, then click Insert. I
3] x
® > 4 L« Music v| & | | search AdWaorks o
Organize New folder =~ I @
»  Name - Type Size
[ Libraries
B} Documents [ 2] Autumn Leaves N MP3 Format Sound 1,624 KB
J Music
[E=] Pictures
I Videos
18 Computer
£, 05(C) ©
File name: | Autumn Leaves v| | AudioFiles vl
Teols ~ | Inset |v| | Cancel |

3. The audio file will be added to the slide.

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.

To record audio:

] =)

1. From the Insert tab, click the Audio Video Audio

drop-down arrow, then select Record Audio. Me 4%, Online Audio...

o) Audic on My PC...

2.  Type a name for the audio recording, if desired. - Ker Aol TS

3. Click the Record button to start recording.

Hame: |5Iide 5 Commentary I
Total sound length: @

4. When you're
finished recording,

Mame: |SIide5Commentary click

Total sound length: © the Stop button.

»| m [e]

K

A
QK

Mame: |Slide 5 Commentary

Total sound length: 12
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5. To preview your recording, click
the Play button.

6. When you're done,
click OK. The audio

file will be inserted
Mame: |Slide 5 Commentary into the slide

Total sound length: 12

Working with audio

To preview an audio file:

1. Click an audio file to select it.

2. 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.

3. 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:

_73 -

00:00.00 )

Timeline

00:40.41 o3

° 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
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.

Rewind after Playing No Play in
. . . Style Background
2. Click the Trim Audio command. Audio Styles
5P Fade Duration . .
’_?1. *)) 3. A dialog box will appear. Use

il Fade In: |00.00
Add Remaove Trimb '

Bookmark Bookmark Audio Il Fade Out: |00.00
Eookmarks Editing

A k|4

Autumn Leaves
D0:13.859

VIEW FORMAT PLAYBACK I,\\,

Hide During Show

AUDIO TOOLS

9 @

the green handle to set the start time and
the red handle to set the end time.

Duration: 00:33.231

L H B

o gl
00:13.859
Start Time

00:47.090 =
End Time
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4. To preview the audio file, click the Play button. =
‘I ’ IP 00:47.090 o
End Time
5. dé?(]:l)slt( the handles again if necessary, then Play cancel
To add a fade in and fade out:
WP [Fade Duration
*}) ail Fadeln: (0150
. e T -
1. On the Playback tab, locate the Fade In: and Fade Out: fields. Aurlg?o It Fade Out: 0075 |2
2. Type the desired values, or use the up and down arrows to adjust the times. Taiing

To add a bookmark:

1.

2.

Click the timeline to locate the desired part of the audio file.

00:13.85 =i

From the Playback tab, click the Add Bookmark command.

p— 3.
| JRIErY E))
Play Add Remove Trim
Bookmark Ecokmark  Audic
Preview Eookmarks

The bookmark will appear on the timeline. Click the bookmark

to jump to that location.

Audio options

00:13.85 o4

There are other options you can set to control how your audio file will play. These are found in the Audio
Options group on the Playback tab.

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

Volu

-

5 ) .
) [ Start: |On Click Hide During Show
Play Across Slides
me

Loop until Stopped Rewind after Playing

Audio Options

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.

2.

Select the audio file, then click the Format tab.

Click the Change Picture command.

Corrections = :Q: Compress Pictures
Color~ E‘g Change Picture
Artistic Effects = “[] Reset Picture =

Adjust

HOME INSERT DESIGN TRANSITIONS

ki

ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
s
— e — e e F
il et P IE' - QP
hd P
Picture Styles
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3.

4.

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 click Browse.

Insert Pictures

From a file
Browse files on your computer or local network

Office.com Clip Art

Royalty-free photos and illustrations

Bing Image Search
Search the web

Javier Flores’s OneDrive
javier.flores&38@gmail.com

Also insert from:

Browse ¥

Locate and select the desired picture, then click Insert.

#

Organize =

| = Documents

J'I Busic
= Pictures

B videos

;E- Cnmpuier
B, osicy

b Libraries » Pictures » My Pictures

]

LY

Mew falder

Client idezs hisc
Landscaping

, .

Hydrangeas Lazy Bailey

File name: | [eaf

Search My Pictures

Eig Ben

w |

leaf |

Al Pictures

- I @

Chrysanthernum

Tulips

Tools - | Insert 17 Cancel

The icon will change to the new picture.
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Chapter 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, such as presenting text information and numerical
data. You can even customize tables to fit your presentation.

m HOME IMSERT DESIGM
j El 1 g_El!:n; =+
. Mew Table Pictures Online Screenshot
To insert a table: Slide ~ - Pictures -
Slides 6x5 Table
i I
From the Insert tab, click the Table command. ooon
2. A drop-down menu containing a grid of squares will appear. I
Hover the mouse over the grid to select the number D%%%
of columns and rows in the table. I:II:II:II:II:ID’EI:II:II:I
5 e
3. Click the slide where you want to place the table. The table B Insert Table
will appear. ™ Draw Table
4. Click anywhere in the table, and begin typing to add text. R Excel Spreadsheet
I You can also insert a table by clicking

the Insert Table command in
a placeholder.

Modifying tables

It's easy to modify the look and feel of any table after adding it to a slide. PowerPoint includes several options for
customizing a table, including adding rows or
columns and changing the table style.

Classics g q 2, $16,326.00 $26,134.00
Mystery 78.970.0( : ) $48.640.00 $49. $73.428.00
Romance 94, 2 : :390.00 $79.022.00 $81.474.00

To resize a table: SCIA& 61473000 $19.730.00 $12,109. 35500 $17.486.00
Fantasy
Young Adult $35358.00 $42.68500 $20.85 $16,065.00 $21,382.00

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

To move a table:

, Classics $18,580.00 $69,225.00 $16,326.00 $10,017.00 $26.134.00

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

Mystery $78.970.00 $82,262.00 $48,640.00 $4%,985.00 $73.428.00
Romance  $94,236.00 $131,390.00 §$79.022.00 $71,009.00 $81,474.00

Sci-Fi &

Fantasy $16,730.00 $19.730.00 $12,109.00 $11,355.00 $17.686.00

Young Adult  $35358.00 $42,6485.00 $20,893.00 $14,065.00 $21,388.00
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To add a row or column:

1. Click a cell adjacent to the location where you want to add a Classicd | $18,580.00 $69,225.00

row or column.

Mystery $78,970.00 $82,262.00
2. Click the Layout tab on the right side of the Ribbon.
TABLE TOOLS
3. Locate the Rows & Columns group. If you want to
REVIEW  VIEW  DESIGN  LAYOUT . )
[ insert a new row, select either Insert Above or Insert
OIF Distribute Rows === MA @ Below. If you want to insert a new column, select
4 either Insert Left or Insert Right.
E'ﬁ' Distribute Columns E[ E[ ];[ n Ta¢ Cgll
Direction = Margins = G|
Size Alignment % E >_q 'b :(- G %

Select  View Delete  Insert Insert Insert Insert  Merge Split
~  Gridlines A Above Below Left Right Cells  Cells

Table Rows & Columns Merge

4. The new row or column will appear.

Classics $18,580.00 $69.,225.00 $16,326.00 $10.017.00 $26.134.00

Mystery $78,970.00 $82,262.00 $48,640.00 $49.985.00 $73.428.00

To delete a row or column:
Romance $94,236.00 $131,390.00 $79.,022.00 $71,00%.00 $81.474.00

Sci-Fi &
1 Select the desired row or Column by Fantasy $16,730.00 $19.,730.00 $12,109.00 $11,355.00 $17.686.00
clicking any cell in that row or column, then

Young Adult $35.358.00 $42,485.00 $20,8%3.00 316.065.00 $21.388.00
select the Layout tab.

2. In the Rows & Columns group, click the Delete command, then select Delete Rows or Delete
Columns from the menu that appears.

% E S‘q m ,Il ‘EI E’ 3. The selected row or column will be deleted.

Select  View Delete  Insert Insert Insert Insert
- Gridlines v Above Below Left Right
Table % Delete Columns  hs

2x  Delete Rows
FX Delete Table

To delete a table: N

- - w1 -
Century Gethic ( - |16 A a m ’__|
Insert Delete

Classics % mmmmeen “169,225.00 $16,326.00

B I ===A"D-

° Select the table you want to delete, then press
the Backspace or Delete key on your keyboard.
Mystery 82,262.00 $48,640.00

O Paste Options:
You can also access the Insert and Delete commands

PO
by right-clicking a table. Romance 0Ol 131,390.00 $79,022.00
sciFia M et
Fantasy = Bullets v 19.730.00 $12,109.00
i=  Numbering 3
Young Aduﬁ% Hyperlink... 42,685.00 $20,893.00

Customizing tables

Synonyms »
Translate

To apply a table style:

1. Select any cell in your table, then click the Design tab on the right side of the Ribbon.
2. Locate the Table Styles group, then click the More drop-down arrow to see available table styles.

DESIGN  TRANSITIONS ~ ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW  DESIGN  LAYOUT

1pt
Quick
e Styles + A+ ¥ penColore

Table Styles WordAr Sty... & Draw Bo
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3. Select the desired style.

Best Match for Document

— 4. The selected table style will be applied.

i i o

Genre 2008 2009 2010 2011 2012

Classics $18,580.00 $69.225.00 $16.326.00 $10.017.00 $26.134.00

70.00 2. $48.6

Romance  $9423600  $131390.00  $79.02200  $71,009.00

Sci-fi &
Fantasy 0 $19,730.00 $12,109.00 $11,355.00

Young Adult  $35,358.00 $42,685.00 L $16,065.00

To change the 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.

2. From [] Header Row |+, First Column — -
the Design tab, check or uncheck the Total Row %ast Calumn -
de5|red options in the Table Style 7| Banded Rows Banded Columns - s
Options group.

Table Stxle Oetions 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 different options to find the exact style you want.

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.

Genre 2008 200% 2010 2011 2012
Classics $18,580.00 $69.225.00 $16.326.00 $10.017.00 $26.134.00
Mystery | 378,970.00 | 62 $48.,640.00 $49.985.00 $73.428.00

Romance | $94,23600 | $131,390.00  $79.02200  $71,009.00  $81,474.00

Sci-Fi 2
1. Select the cells where you want to kaniasy; AT SIE7EITT 2 $11.355.00  $17
add borders. In our example, we'll 1
select every cell in our table Young Adult | $35358.00 | $42.685.00 _ $20.893.00  $1606500  $21.388.00.

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

JLAETHIDOIS 3. Click the Borders drop-down arrow, then
DESGN | LAYOUT select the desired border type.
l_ . D/‘ D DESIGN LAvOUT
~| £2 shading - -
- i ; Draw  Eraser - B°”’=’Sg - n&)‘: z -
QD Eifects = Styles A+ |L7 pen Color~ Table [E— | No Border
WaordArt Styles T Draw Borders iti:zzr:rdem

Incside Borders [}
Top Border

Bottorm Border

Left Border

Right Border

Inside Horizontal Border
Inside Wertical Border
Diagonal Down Border

Diagonal Up Border
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4. The border will be added to the selected cells.

5. To remove borders, select
the desired cells, click
the Borders command, then
select No Border.

DESIGN LAYOUT

$73.428.00

$81.474.00

A~
&5.‘5,‘1_\,

Claiele

Mo Border

All Borders

Young Adult | $35.358.00 $42,685.00 $20.893.00 $16,065.00 $21,388.00

Cutside Borders

Top Border
Bottormn Border

Left Border

Modifying a table using 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.

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

)

@ H - ® s Sales Presentation - PowerPoint TABLETOOLS ? EH - 0O

X
G HOME INSERT DESIGN TRAMSITIONS AMIMATIONS SLIDESHOW REVIEW VIEW DESIGN ~ LAYOUT | JavierFlores - @‘

NI B e B aw m=E= ) O (=

T Insert Left

Select  View  Delete  Insert it s H HEEQ Tet Cell  Table
s o¥ | |+ - T : :
*  Gridlines - Abave [ Insert Right cells ¥ Direction ~ Margins = Size~
Table Rows & Columns Merge Cell Size Alignment

»

Genre 2008 2009 | 2010 | 2011 2012

Thumbnails

Classics $18,580.00 | $69.225.00 | $16,326.00 | $10,017.00 | $26,134.00

Mystery $78.970.00 | $82.262.00 | $48,640.00 | $49.985.00 | $73.428.00

Romance = $94.236.00 | §131.390.00 | $79.022.00 | $71.009.00 | $81.474.00

Sci-Fi &
Fantasy $16,730.00 | $19.730.00 | $12,109.00 | §$11,355.00 | $17.686.00

Young Adult  $35.358.00 | $42,685.00 | $20.893.00 | $16,065.00 | $21,388.00
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Chapter-21 Charts

Introduction

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

Types of Charts

S10000
5100000
S800
S0 "
40,00
S0

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

Types of charts

PowerPoint has many different 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. 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.

Column

$140.000
5120000

s100000

» Classics
san000 = Mystery
»Romance

S Sc-Fi & Fantasy

® I i il el I

008 200

* Young Adult

» Classics
Mystery

# Romance

# ScHFi& Fantasy

* Yourg Adt

Classics,
$18,580

»Classis
Mystey
Sci-Fi & Fantasy, # fomarce

$16,730 SckFi & Fantasy

= Young Adult

2010

—
—
1
—
I
I
—
I
]
I
—
—
—
$0 $20,000 $40,000 $60,000 $80,000 $100,000 $120,000

= Classics
Mystery

= Romance

= Sci-Fi & Fantasy

= Young Adult

$140,000

P

$350,000

$300,000

$250,000

$200,000

$150,000

$100,000

$50,000

u Classics
Mystery

# Romance

uSchFI & Fantasy

# Young Adult
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Fiction Book Sales

$120,000.00
$100,000.00
Identifying the parts of a chart o
.g $60,000.00
Click the buttons in the interactive below to £ ceomooo
learn about the different parts of a chart. &
$20,000.00
$0.00

Inserting charts

H Young Adult

Classics

W Mystery

= Romance

mSCiFi & Fantasy

2008 2008

Year

2010

PowerPoint uses a spreadsheet as a placeholder for entering chart data, much like Excel. The process of
entering data is fairly simple, but if you are unfamiliar with Excel you might want to review our Excel 2013 Cell

Basics lesson.

To insert a chart:

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

HOME

2. A dialog box will appear. Select T able
a category from the left pane, and review 5
the charts that appear in the right pane. bles

INSERT

E & @@j}ﬁllma

Pictures Online Screenshot Photo

DESIGN TRANSITIONS ANIMATIONS SLIDE

Shapes SmartArt Chart  Apps for
Album = - Office~

Apps

Pictures hd

Images Ilustrations

3. Select the desired chart, then click OK.

4.

A chart and a spreadsheet will

All Charts appear. The data that appears in
the spreadsheet is placeholder
™ Recent » | [ A R R
Templtes 2/ : j :‘/ j/\.f :\/ f‘f %\\ source data you will replace with
: — v your own information. The source
il Column Stacked Line X
s (o Stacked Line data is used to create the chart.
@ Pie
= Bor
M e Select a category and
[# XY (Scatter) then selecta chart
il stock
@ Surface
& Radar
ifly Combo
Cancel Chatin Wirszk downfoint
£ — - L
1 Tene1 lenmsz senesz ||
Catmaney 1 | 4 1A 2|
3 Cabagory I | 3 44 3
& Crbegory 3 33 1A 3
q Catmanyd | 45 EE]
I
5. Enter data into the worksheet.
X Ch, M ft P P X .
u i it mblicrosoft Foerbont 6. If necessary, click and drag the lower-
[ A | s ¢ o £ . § . = right corner of the blue line to increase
1 Series1  Series2 |Series3
2 anuary o = 3 or decrease the data range for rows and
3 |Februg 25 % 3 columns. Only the data enclosed by the
4 [March T 35 18 3 blue lines will appear in the chart.
5 |Category 4 4.5 2.8 5|
6
7 - ] “- i) Chart in Micrasoft PowerPaint X
4 3 A B C D E F G H -
] . 8 |uly $20,000
7. When you're done, click the X to close the 5 August $12,000
spreadsheet. 10 September|  $18,000
11 |October $16,000
12 November | $18,000
13 \December | $23,000,)
14 -
a4 »
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$25,000
8. The chart will be completed. $20,000

$15.000

$10,000

$5.000

2 s\ 8 8
R SR ) &
You can edit the chart data at any time
by selecting your chart and clicking —3ales
the Edit Data command on
the Design tab.

VIEW DESIGN FORMAT

[—— 7 You can also click the Insert Chart command in a
— —
Switch Row/ Select | Edh ) placeholder to
I 5| Switch Row/ Select  Edit insert a new
Column Data Data~
chart.

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.

Read our guide on Embedding an Excel Chart for more information.

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.

CHARTTOOLS

To change the chart type: REVIEW VIEW DESIGN FORMAT

' — 7
If you find that your data isn't well-suited to a certain chart, = |7 | . . y

. N , Switch Row/ Select Edit
it's easy to switch to a new chart type. In our example, we'll Column Data Data~

change our chart from a line chart to a column chart. Data

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.

T 02 LI

Switch Row/ Select Edit Refresh Change
Column Data Data~ Data  Chart Type
Data Type
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3. A dialog box will appear. Select the desired chart type, then click OK.

Change Chart Type ?

All Charts

i Recent %
Templates \_[Uﬂl \_H_H \_H_H Jd]@ l@'@ J@'@ hﬂﬂ
Column
Line Clustered Column

Pie

Bar

XY (Scatter)

Stock

Surface

Radar

lod
]
]
E
M Area
L
&
X,
il

Combo

Cancel

4. The new chart type will appear.

$25.000

$20.000

$15,000

$10,000

$5.000

To switch row and column data:

Sometimes you may want to change the way

I

charts group your data. For example, in the chart RN e
below the book sales data is grouped by genre, R 22010
with columns for each year. However, we could N 2011
switch the rows and columns so the chart will $40,000.00 2012
group the data by year, with columns
for each genre. In both cases, the chart contains $20,000.00
the same data; it's just organized differently.
$0.00
Classics Mystery Romance SctA & Young Adult
Fantasy

1. Select the chart you want to modify. The Design tab will appear.
2. From the Design tab, select the Edit Data command in the Data group.

DESIGHN FORMAT 3. Click the chart again, then select

the Switch

= r F Row/Column command in

= / the Data group.

E Select  Edit

Data Data~ . *
I 7 il
Data Switch Row/ Select  Edit Change
Column Data Data~ Chart Type
. ) Data Type

4. The rows and columns will be switched. In our example, the data

is now grouped by year, with columns for each

genre.

We've noticed that when numerical data has
been entered in the first column of the

$12 spreadsheet, switching rows and columns may
cause unexpected results. One solution is
$10 to type an apostrophe before each number,
% which tells the spreadsheet to format it
u Classics as text instead of a numerical value. For
$80.000.00 1 Mystery example, the year 2013 would be entered
u Romance as '2013. -
$40,000.00 R [l | - ] Chart in Mi
n 5cih & Fantasy A a = G
Young Adult 1 Classics Mystery | Romance
$40.000.00 2 2009 418,000 480,000 S$111,000
3 (2010 $29,000 $82,000  $100,000
4 201 515,000 543,000 585,000
$20,000.00 s 12 $8,000 $41,000 $80,000
& 013| $17.667 $22,500 S$67,000
7 |
$0.00

2010 2011
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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 G I AT W VIE VIEW  DESIG T
1. Select the chart you want m HOME  INSERT  DESIGN  TRANSITIONS ~ ANMATIONS — SLDESHOW  REVIEW  VIEW  DESIGN  FORMA
to modify. The Design tab 1 g . .
will appear. | + .

Add Chart Cuick  Change | |8

Element = Layout= Colors =

2. From the Design tab, click
the Quick Layout command.

Chart Styles

Chart Layauts
3. Select the desired predefined layout from the menu that appears.
4. The chart will update to reflect the new layout.

e |l |

Fovoi]

Chart Title

|_E|:|_[|i II li — Siposng —— - W
=T =1

E=1T—1 $100,000.00

k‘ $80,000.00

ﬂ J:I]ﬂl £ $6000000
[ 2008 ]
Jﬂﬁ J:ﬂ_ﬂl 580,00 $10.017.00
len 78.970.00 200 | ¢ 0.00 | $49.985.00

To change a chart element (such as the
chart title), click the element and begin typing.

|Sales by Genre|

Chart Title

To change the chart style:

Chart styles allow you to quickly modify the look and feel of your chart.

1. Select the chart you want to modify. The Design tab will appear.
2. From the Design tab, click the More drop-down arrow in the Chart Styles group.

DESIGN  TRANSITIONS — ANIMATIONS  SLIDESHOW  REVIEW  VIEW = DESIGN

i 7

_ Select  Edit
m Data Data~

Chart Styles Data
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3. Select the desired style from the menu that appears.

il

.I:EJ_!L

sales by Year

You can also use the chart formatting shortcut buttons to quickly add chart elements, change the chart
style, and filter the chart data.

Sales by Year

$140,000.00
$120,000.00
$100.000.00
$40,000.00
$.40,000.00
$20.,000.00
$0.00

L

00 .
m 5600 | $131.39000 o 02200 | 5710

cCCI

Young Adull $42,685.00 51-5.!365.130 5:1.3:..:..(:0
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Chapter- 22 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 many different types of ideas.

To insert a SmartArt graphic:
FILE HOME INSERT DESIGN TRAMSITIONS AMNIMATIONS

1.  Select the slide where you want the E—, % E @ E+ @ @ [:EII

SmartArt graphic to appear.
2. From the Insert tab, select Mew Table Pictures Online Screenshot Photo  Shapes SmartArt Chart

X Shide - - Pictures - Album - -
the SmartArt command in 3 e | R
the Illustrations group. fdes o ables mages Hstrations
3. A dialog box will appear. Select a category on the left, choose the desired SmartArt graphic, and

click OK.

All

List

Process

Cycle
Hierarchy

Relationship
Matrix

Pyramid
Hierarchy

Picture Use to show hierarchical relationships

Office. progressing from top to bottom,
RS Choose a category and

then select a graphic

@kl D E D e

4. The SmartArt graphic will appear on the current slide.

I [Text] [Text] I [Text]

You can also click the Insert a SmartArt Graphic command in a placeholder to add SmartArt.

S
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To add text to a SmartArt graphic:

_87-

1. Select the SmartArt graphic. The SmartArt task pane will appear to the left.

+

Type your text here x|T% 2. Enter text next to each bullet in the task
o Ted] [[ext] pane. The text will appear in the graphic
« et and will resize to fit inside the shape.
* [Ted) Type your text here x || i
* [Text]
o [Ted] ! [Text] [Text] * Nicole Ramirez, President |
* [Text] * [Ted]
* [Texd]
* [Tex]
I [Text] I [Text] ] I [Text] L I
. - : 2 » [Tex]
Hierarchy...
[ )
3. To add a new shape, press Enter. A new bullet will appear in the task pane, and a new shape will

appear in the graphic. You can delete any bullets you're not using to remove the shapes.

To convert existing text to SmartArt:

PowerPoint makes it easy to transform
traditional bullet points into an eye-catching
SmartArt graphic. If you already have text on

a slide, you can convert it to SmartArt. In our

example below, we'll change the bullet points
into SmartArt to help illustrate a process.

1. Right-click the list or paragraph you
want to convert to SmartArt.

2. Hover the mouse over Convert to
SmartArt, then select the desired
SmartArt graphic.

3. The text will appear as a SmartArt
graphic.

Type your text here x || it
- Nicole You can also add text by clicking the
* Nicole Rarnirez, President Ramires, desired shape and then typing. This
» [Ted] e works well if you only need to add text
an [ ] to a few shapes. However, for more
« [Ted] complex SmartArt graphics working in
et > [Text] the task pane is often faster.
* [Texd]
* [Ted]
[Text] [Text] [Text]
Hierarchy...
[ 1
&
I,

« Research Topic
: & Cut
5" Organize Sourc[g@ Copy

E Paste Options:

~* Write Paper

| =8, I A
B o Exit Edit Text
A Font..

E E—— = = =]
= Paragraph.. v{:} _ % &HE
2= Bullets »

=
i=  Numbering v R = E
1. BE BB
% Convert to SmartArt  »
. &= 2, = |
& Hyperink.. . @ I B=
- | EF=o=

Synonyms 3 = +© =1

Be
BEHE %Q

Translate - -
~ mesy
| 4 Format Text Effects... EEJH -

& Format Shape... =i -
£ % )= (Eﬂ% (@ B

ore SmartArt Graphics..,

Research

Topic

Organize
Sources




SARVA EDUCATION (SITED) (An LT & Skill Advancement Training Programme)

- 88 -

You can also convert SmartArt back to

DESIGN

SMARTART TOOLS
FORMAT

text. From the Design tab on the right
side of the Ribbon, click
the Convert command, then

NN S

select Convert to Text.

Smartart Styles

Javier Flares = %

Reset Convert
Graphic

Re| ~
Qorwerlto'l'm L\@ E

Conyert to Shapes

Changing the SmartArt organization

To add a shape: IV REVIEW  VIEW DESIGNI\ FORMAT
. p—
e e ; |
) ) . Q
1. Select the SmartArt graphic, then click ==
. ) ! ) Ch [ [ [
the Design tab on the right side of the Ribbon. Coli"gf JD JD Bt
SmartArt Styles
2. Decide where you want the new shape to appear,
then select an adjacent shape.
3. Click the Add
Type your text here X Shape command in
Nicole the Graphics group. A
* Nicole Ramirez, President Ramirez, drop—down menu will
President
* Brent Summerfield, VP L ) i
R appear
* Valerie Evans, Marketing ! i !
* Ryan Medford, Brent i _ m HOME INSERT DESIGM TRA
Salesperson 3 summerfield, Valerie Evans, Denise Ross, 5
_ VP Marketing HR Manager [ ]Add Shape = € Promote T Mave Up
* Denise Ross, HR Manager o i
illi i ‘ T% Q‘ Add Shape After te + Move Down
* Judy Williams, Admin
&) -+ =1 L
Assistant T i Add Shape Before to Left 5 Layout
RyaTMEdfm‘ Admin 8 Add Shape Above  [@PhIC
Hierarchy... o Assistant - P =
% Add Shape Below Iy
4. Select Add Shape Before or Add Shape After to add a shape on = Add Assist |
the same level as the selected shape. Select Add Shape i
Above or Add Shape Below to add a shape above or below the selected shape.
5. The new shape will appear.

Type your text here

#® Nicole Ramirez, President
® Brent Summerfield, VP
* Valerie Evans, Marketing

* Ryan Medford,
Salesperson

Summerfield,

Nicole
Ramirez,
President

Brent .
Valerie Evans,

VP Marketing

* Denise Ross, HR. Manager

* Judy Williams,

Acdrnin Accictant

Hierarchy...

To promote or demote shapes:

1. Select the SmartArt graphic, then click

the Design tab on the right side of the Ribbon.

Ryan

Denise Ross,
HR Manager

.

Judy Williams,

Medford, Admin
Salesperson Assistant
IV REVIEW WIEW DESIGM FORMAT
L ] ™
N R = =]
change| 1)) ) T .
Colors ~
Smartart Styles
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Type your

text here X

2. Select the shape you want to ‘

promote or demote. In our .
example, we'll demote a shape.

* Nicole Ramirez, President il

Brent Summerfield, VP
Valerie Evans, Marketing

* Ryan Medford,
Salesperson

* Opal Jones,

-89 -

Nicole
Ramirez,

President

Brent
Summerfield,
VP

Valerie Evans,
Marketing

Denise Ross,
HR Manager

Intern

y

* Denise Ross, HR Manager Ryan Judy Williams,

3. To move the shape to a higher - Medford 0, Admin

level, click _ Hierarchy... Salesperson Intern Assistant

the Promote command in L |

the Create Graphic group. To

move it to a lower level, click Demote.

HOME INSERT DESIGN TR 4, The shape will move one level higher or lower.
t]Add Shape - € Promote T Mowve Up
[=] Add Bullet > Demote 4 Move Down

EjTart Pane (__) Rightto%eft % Layout
Create Graphic

You can also demote and promote shapes from
within the task pane. With the insertion

point in the task pane, press the Tab key to
demote a shape. Press the Backspace key

(or Shift+Tab) to promote a shape. It's a lot like
creating an outline with a multilevel list. For
more information, you may want to review our
lesson on Indents and Line Spacing.

To rearrange shapes on the same level:

President

Micole Ramirez,

Brent

Summerfield,
VP

PMarketing

Valerie Evans,

Denise Ross, HR
Manager

Salesperson

Ryan Medford, Judy Williams,

Admin Assistant

Opal Jones,
Intern

1. Select the SmartArt graphic, then click the Design tab.

2. Select the shape you want to move.

Type your text here X

Nicole

* Nicole Ramirez, President Ramirez,
President
# Brent Summerfield, VP L e )
R

3. Inthe

Create

Graphic group, click Move

Up or

Move Down.

* Valerie Evans, Marketing ! !
* Ryan Medford,

Brent

m HOME  INSERT  DESIGN  TR4

7] Add Shape -
[+=] Add Bullet
E]Tart Pane

€ Promote " Move Up
2 Demate ¥ Maove Down
('.) Right to Left % Layout
Create Graphic

Valerie Evans Denise Ross,
3 \ \
Salespersen Sumn;:rﬁeld, Marketing HR Manager
* Denise Ross, HR Manager L )L )
* Judy Williams, Admin
Assistant ) S|
Ryan Medford, (s WIH_IaI'I’!S,
Salesperson pmin
Hierarchy... Assistant
L \ AN )
4. The shape will move to a new location on the same level, and

any shapes nested below it will also move.

-

Type your text here X

* Nicole Ramirez, President
® Brent Summerfield, VP
* Denise Ross, HR Manager

* Judy Williams, Admin
Assistant ¥

* Valerie Evans, Marketing

Nicole
Ramirez,
President

Brent
Summerfield,

Denise Ross,
HR Manager

Walerie Evans,
Marketing

* Ryan Medford,
Salesperson

Hierarchy...

Admin
Assistant

Judy Williams,

Ryan Medford,
Salesperson
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Customizing SmartArt

After inserting SmartArt, there are several things you might want to change about its appearance. Whenever you

select a SmartArt graphic,
the Design and Format tabs will appear on the AdWorks Employze - PowerPeint SIS
r|ght side Of the RIben From there, it'S easy to TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DESIGN FORMAT
edit the style and layout of a SmartArt graphic. - ) hﬁh B ..0. L:|_ L:I_ g
wn ﬁﬁ\:' - - -] [=]/|-
= & Ce6 [ g 10 000 OO0 O
.
Layouts Primary Theme Colors
To customize SmartArt % % N
| oo
oo
) ) ) Colorful
° PowerPoint provides a variety of color D" o =
schemes to use with SmartArt. To change %8 /] e %E
the colors, simply select the SmartArt, click Ly = [} i
the Change Colors command, and choose | Accent 1
the desired colors from the drop-down ) jm] ] |
menu. v | N || B2 2 oF
Accounting Sales Chief [ ]
\ / I Accent 2
° Color schemes use theme colors, so they will vary depending on which theme you are using. Visit
our lesson on Modifying Themes to learn more about changing and customizing themes in PowerPoint
2013.

INSERT DESIGMN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DESIGN FORMAT

Custom Z n Colors b
HCNC NN Custom? Fonts v
Office Effects ¢
B NN Office @ Background Styles »

EONENNEEN Office 2007 - 2010
EOOE NN Grayscale
HONENEEN BlueWarm
HONENEEE Blue
HONEENEE Bluel

N NENNNMN Blue Green l:e
HONETMEN Green .

BMOEENENEE Green Yellow :
Denise Ross, Desizn Tom Bridge,
EOEEEEEE Vel il | il
Ad isi
HOENNENE Yelow Orange vertising

° PowerPoint also includes several SmartArt styles, which allow you to quickly modify the look and feel
of your SmartArt. To change the style, select the desired style from the SmartArt styles group.

Matalie
Ramirez,
President

) REVIEW VIEW DESIGM FORMAT

o:. D
e e ) v

Colors -

Smarthrt Styles

Select a style or click the

Matalie
Ramirez, drop-down amrow to see
President more styles

Tom Bridge,
Head of
Advertising

Denise Ross,

Design

HR Manager Specialist
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° You can add shape effects to your SmartArt, such as beveling and 3D rotation. Select the entire
SmartArt graphic by clicking the border, select the Format tab, and choose the desired Shape Effects.
You can also click an individual shape to customize it separately.

ANIMATIONS SLIDE SHOW REVIEW VIEW DESIGN FORMAT
— £ Shape Fill = A Text Fill -
Abc Abc | Abc | | Abc | [ Shape Outline ~ A A A |z B Text Outline
= = L Shape Effects - | £\ Text Effects -
Shape Styles WordArt Styles
T pee |
() shotow  »
[ Reiection
Do
T 1
SoftEdges  +
oy Tom Bridge,
acion idg

marcus James, | 1 gob roberts, :
Accaunting Sales Chief D Bevel . . Mo Bevel

[j 3-D Rotation * | s/
l Bevel

Jim Francks,
Head
Salesperson

Beth White, Luiz Ramierez,
I son I son

Click the SmartArt border, then
choose the desired Shape Effects
from the Format tab

£+ 3-D Options...

To change the SmartArt layout:

If you don't like the way your information is organized within a SmartArt graphic, you can always change
its layout to better fit your content.

1. Select the SmartArt graphic, then [NSITIONS  ANIMATIONS — SLIDESHOW  REVIEW  VIEW DESIGN FORMAT
select the Design tab.

- _ =] = e e -
2. In the Layouts group, click the ”ﬂ - OO H ®e* I %&] &
drop-down arrow. > Sz 9% [OE=I=) = Change I i E

% Colors =
3. Select the desired layout or — —
click More Layouts... to see even more SmartArt options.
4. The selected layout will appear.
i # ? = —
hE foSEs mEE S E 2 608
EE[EE]EE =z Z = T H 1 H
Nicole Ramirez, President
= - = = ==
0 Cces | == E
o= a3 | EEE = _
— = - = Sumrr:(::ﬁel d Denise Ross, Valerie Evans,
= o = o e - . HR Manager Marketing
=1 =23 =BEE /e =S VP
% More Layouts... -
Judy Williams, Ryan

Admin Medford,
Assistant Salesperson

If the new layout is too different from the original, some of your text may not show up. Before deciding on a
new layout, check carefully to make sure no important information will be lost.
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(o F-15) {=] 2 Xc ]

Checking Spelling and Grammar

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

documents.
HOME INSERT DESIGN
ABC ra = Ly
3 &
g » A
Spelling Research Thesaurus = Translate Langi
T ” h k Proofing Language
O run a spell check: Spelling (FT) =]
Typos? Mot on our watch. Let us
- . - check your spelling.
1. From the Review tab, click the Spelling command. i 5 ’

2. The Spelling pane will appear. For each error in your presentation, PowerPoint will try to offer one or
more suggestions. You can select a suggestion and then click Change to correct the error.

e ] i R & 3. PowerPoint will move through each error
& 2 previos — : until you have reviewed all of them. After the
- ol | . . .
2 Net I last error has been reviewed, a dialog box will
R e o e e appear confirming that the spelling check is
Compare ~ complete. Click OK.
|
Spelling Tkt
) §pectaculgr )
s officers for the [tgrore | [Jgrore | [[2a ]
ool year. O R
our new officers, © | spectacular \ .
Spell check complete. You're good to go!
| Change | Changenu|
% spectacular )
REVIEW VIEW DESIGN LAYOUT m
¥ Previous T
Compare Accept Reje et End
[ Reviewing Pane Review
Compare ~
Spelling XX
If no suggestions are given, you can manually type the leePierce
R ; Resume
correct spelling in your presentation. TR TN =2
Mr. Terrance Miller -
| Corrections
Ms. Sandra Lee can be
Ms. Julia Stevens typedin
Mrs. Gwen Pierce
Ignoring spelling "errors"
This

The spell check is not always correct. It will sometimes say something is spelled incorrectly when it's not.
often happens with people's names, which may not be in the dictionary. If PowerPoint says something is an error,

you can choose not to change it using one of

three options:
TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT FT{
. . . . X €7 P b [ ) Previous
° Ignore: This will skip the word without L L LA £
e New Delete Previous Next Show  Compare Accept Reject - End

changing it. e ot e [ Reviewing Pane Reyiw

Comments Compare

° Ignore All: This will skip the word without
changing it, and it will also skip all other
instances of the word in your presentation.

Spelling

° 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.

Tullahoma

. Texlahoma High

Termer Tough!

Change | | Change All



SARVA EDUCATION (SITED) (An LT & Skill Advancement Training Programme)

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.

Previous Projects

New Project Ideas
Candy-grams for Kids

To use the automatic spell check feature:
1. Right-click the underlined word. A menu will appear.
2. Click the correct spelling of the word from the list

of suggestions.

3. The corrected word will appear in the presentation.

You can also choose to Ignore an underlined word or Add to
Dictionary.

Modifying proofing options

- 93

Previous Projects

Candy bar
Candara

Condylar

New Project

Ignere All
Candy-gr Add to Dictionary
Car Wash

PowerPoint allows you to modify its proofing options, giving you more control over how it checks your text. You
can customize the automatic spell check to change the way PowerPoint addresses spelling errors. You can also
turn on the grammar check option to help you find and correct contextual spelling

errors (like their vs. they're). PowerPoint will not notice other types of grammar errors, so you'll still need to

proofread your presentation to catch all grammatical errors.

To turn on the grammar check option:

1. Click the File tab to access Backstage view.
2. Select Options. A dialog box will appear.

Info

Band Boosters Meeting

Open
S Protect Presen
u" Control what types of
Save As Praieet
Presentation

Inspect Presen

T ‘I: .
= Belore publinhing this
L:m for Digcurmienit prope
R = Content that peo)

T, Versions

Account Q

A¥ Today 1037 AN
Plarage
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3. Select Proofing, then check the box next to Check grammar with spelling and click OK.

General Ignore words that contain numbers A
Ignore Internet and file addresses
Proofing
Flag repeated words
Enforce accented uppercase in French
Save O pp
Language [[] Suggest from main dictionary only
Customize Ribbon French modes: |Tlad'rtio|\al and new spellingslzl
Quiick Access Toolbar Spanish modes: | Tuteo verb forms only
Add-Ins When correcting spelling in PowerPoint
Trust Center Check spelling as you type
["] Hide spelling and grammar errors
r [l Check grammar with spelling l
Recheck Document
v
HOME INSERT DESIGN
== ey
o &% R
4. To run a spelling and grammar check, navigate to the Review tab and

Spelling Research Thesaurus  Translate Lang
% Proofing Language
Spelling (F7)
Typos? Not an our watch. Let us
check your spelling.

click the Spelling command. Any spelling and grammar errors will now
have a red wavy line.

To modify other proofing options:

1. Click the File tab to access Backstage view.
2. Select Options. A dialog box will appear.
3. Click Proofing. The PowerPoint Options dialog box gives you a few options to choose from:
o Check spelling as you type: Uncheck this box if you don't want PowerPoint to check for
spelling errors automatically. (This automatically checks Hide spelling errors.)
o Hide spelling and grammar errors: Check this box if you want to hide the red wavy lines

that mark spelling and grammar errors. (This option is disabled if Check spelling as you type is
unchecked.)

General lgnore words that contain numbers

‘ Ignore Internet and file addresses
rOOTIn

! Flag repeated words

Save

[] Enforce accented uppercase n French

Languaye [[] Suggest from main dictionary only

Customize Ribbon trench modes: | Iradtional and new spelllngsEI
Spanish modes: |T|.rleo verb formns only EI

Quick Access Toolbar

Add-Ins When correcting spelling in PowerPoint

Trust Center [+ Check spelling as you type

[] Hide spelling and grammar errors

[] Check grammar with spelling

Recheck Document

If you've turned off the automatic spell check, you can still run a check by going to the Review tab and
clicking the Spelling command.

Modifying any settings in PowerPoint Options—including proofing—affects all of PowerPoint, not just your
current presentation.
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Chapter-24 Reviewing Presentations

Introduction

Before presenting your PowerPoint, you might decide to ask someone else to look over it. The two of you might
even collaborate on a presentation. If you were revising a hard copy of a report, you might add comments in the
margins or compare your rough and final drafts side by side. You can also do these things in PowerPoint using
the Comments and Compare features.

Commenting on presentations

When you are revising or collaborating on a presentation, you might want to make notes or suggestions without
actually changing anything on the slide. Using comments allows you to take note of anything on a slide without
altering the slide itself. Comments can be added and read by the original author or any other reviewers.

TRANSITIONS ANIMATIONS SLIDE sSHOW REVIEW VIEW

r Do 3@ |

To add a comment:

1. Select the text or click on the area of the 1age NEW"} Delete Previous Next Compare Accept R
slide where you want the comment to appear. Comment - Comments ~
2. Select the Review tab, then locate Comments
the Comments group. Insert Comment
3. Click the New Comment command. Add a note about this part of the
document.
4. The Comments pane will appear on the right
side of the window. Type your comment.
SUDESHOW = REVIEW  VIEW Tim Dragic ~ H
£ (apreviuus
PR 3
Show Compare Accept Reject ) End .
Comments ~ - + [E Reviewing Pane Reyiew 5. Press Enter or click
Compare - anywhere on the slide
- to return to your
Comments presentation.

U
4 Tim Dragic A few secondsago X

H Do you think this is too long?
Should | try ta chl

how to use the internet!

Reply...

Comments K
U

Added comments show up as
small thumbnails rather than full-sized

notes. Tq read a comment, click the T
thumbnail to open the Comments pane. Do you think this i ta long?
Should | try to change anything
how to use the internet! et
nk Reply...

To edit a comment:

1. Select the comment you want to edit by clicking the comment thumbnail.

2. The Comments pane will appear

3. Make the desired changes.
-
. x
Click to show comments pane, Comments EOIT e -
-« Tirn Dragic 4 hours ago ><
4 Tim Dragic 4 hours ago X = |
H -_[elielshuuldadd? f
Reply...
Vi
Reply...

Click the

comment

to edit it
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4.
comment will update to reflect your edits.

To respond to a comment:

Press Enter or click anywhere on the slide,

-96 -

Comments v

and the 4 Tim Dragic 4 hours ago

H Anything else | should add?

Reply...

Click the thumbnail of the comment you want to edit. The Comments pane will appear.

The selected comment will be highlighted.

v X

Comments
fS‘New

4 Tim Dragic 4 hours ago
Do you think this is too long?
Should | change anything here?

Reply...

To respond to
the comment,

click Reply...

4. Press Enter or click anywhere on
the slide. The new comment will
appear below the original comment,
and a new thumbnail will appear on

the slide.

3.

ow to use the internet!

Click Reply...

Type your comment.

Comments v x
*3 New
“ Tim Dragic 4 hours ago

Do you think this is too long?
Should | try to change it?

Joakim ¥Yan... 1 minute ago 2%
H Mo, it looks fine|
Reply...

Comments

v X
U [one]
Tim Dragic 4 hours ago

Do you think this is too long?
Should | try to change anything
here?

Joakim Yan... 1 minute ago
H No, it looks fine to me.
Reply...
To delete a comment:
1 Select the comment you want to TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW
R A P S O
2. From the Review tab, click
the Delete command & Mew Delete Previous Next Compare Accept H
’ Comment - C{:imrm:nisv
Comments
To delete multiple comments, click
TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

the Delete drop-down arrow and

select Delete All Comments and Ink on
This Slide or Delete All Comments and
Ink in This Presentation.

Comparing presentations

If you are collaborating on a presentation or aski

WP o = 8 U

Mew Delete Previous MNext
Comment

Compare Accept R

§ Delete

éj Delete All Cornments and Ink on This Slide

Commyenls =

25 Delete All Cornments and Ink in This Presentation

ng someone else to review your presentation, you might want to

use the Compare feature. The Compare feature combines two versions of the same presentation. This allows
you to see the differences between the two and decide which changes to include in the final version of your

presentation.

To compare two presentations:
Before you start, you'll need to have one version
select the second version.

of the presentation open. When you're ready to compare, you'll
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SLIDE SHOW REVIEW VIEW

1. Select the Review tab, then locate ]
the Compare group.

2. Click Compare.

Show
Comments =

N

Cnmpale Accept Reject

-97-

"—] D :j Previous

2" Next
B Reviewing Pi

Compare

Compare

presentation.

3. A dialog box will appear. Browse for and select the desired file.

Compare and combine another
presentation with your current

Search Intemet Safety Present...

#~- O

v| Al PowerPoint Presentations v

Cancel |

T L « MyDocuments » Internet Safety Presentation v &
Organize = MNew folder
" ¥ Internet Safety Joakim's Edits |

¢ Favorites G Internet Safety Tint® Original Draft
B Desktop
& Downloads
b= Pictures ) )
L Google Drive Select afile to preview.
"2l Recent places
|8 Photo Stream
& SkyDrive
% Computer w

File name: ||
Tools = |
Click Open.
5. The Revisions pane will appear, allowing you to compare the two presentations.

See review comments and changes using the Compare feature below-

BE S & TF - Iraernet Safety = Tim's Onginal Draft - PaweiPaing

TH - 0O X

_ HOME INEERT DEZIGN TRAMSITIONS ANMATIONS SLIDE SHOW HENTEW YIEW Jpakim Yarnick = H
ABC > (— = +1 Previous

v BBl & ® 7 JI_.JE =2 W RE™ &
Spelimg Aeseorch Thovsunn Tronslabe Languege MNew  Delete Provious Mext Compare Accept Fogert End
. L. Comment = Cmm:' = i 1 Pane geon

Prosting Language Comments Compare -

- Il Revisions b
H SDES DETAIS

g
=
4m
‘=5
;- ;

respond to on ermad amking hor sy passeends of aCount numben, even §
0 coms o irusies souce

aetmi like yoar bl rame o harn ik
Fivie [hed SdSaeen

2| Nt Ring St S0 Bt the smoant of

Slide Changes

et
L2 A17: | eranged bhit Smartas,.
4 TDiX: & does look cool, bt
[2 118 Too mudh comtent her...
| Content Placeholder 3

Presentathon Changes
| [ inserthons after Slice 7
[ suded
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ter-25 Finalizing and Protecting Presentations

Introduction

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 finalize and protect your presentation.

The Document Inspector

Whenever you create or edit a presentation, certain personal information may be added to the file
automatically. You can use the 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 the Document Inspector.

@ Mongibello Artisan Pasta - PowerPoint

Info | nfo

New

To use the Document Inspector:
Mongibello Artisan Pasta

Open My Documents » Documents Library
Protect Presentation
:’ ‘Control what types of changes people can make to this presentation.
Protect
Presentation =
1. Click the File tab to go
to Backstage view. .
) 9} Inspect Presentation
2. From the Info pane, click Check for E: Before publishing this file, be aware that it contains
ISSUES, then Mf"‘ ¥ Document properties, author's name and cropped out image data
select Inspect Document from the - H  Content that peaple with disabilities are unable to read

drop-down menu.

:§ Inspect Document
Check the p ion for hidden prop
or personal information.

[\\ Check Accessibility this file.
@ Check the presentation for content that people
with disabilities might find difficult to read.

E& Check Compatibility
Check for features not supported by earlier
versions of PowerPoint.

Account

Options

3. The Document Inspector will
appear. Check or uncheck the boxes,
depending on the content you want to
review, then click Inspect. In our example, we'll use the default selections.

4. The inspection results will show
an exclamation mark for any categories
where it found potentially sensitive data, and
To check the document for the selected content, click Inspect. it will also have a Remove All button for

each of these categories. Click Remove
All to remove the data.

Comments and Annotations A
Inspects the document for comments and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document,

Review the inspection results.

Task Pane Apps @ Comments and Annotations
Mo items were found.
Inspects for Task Pane apps saved in the document.
I Document ties and i m
The following document information was found:
Custom XML Data * Document properties
* Author

Inspects for custom XML data stored with this document, * Picture crop infarmation

- X Task Pane Apps

Invisible On-Slide Content We did not find any Task Pane apps for Office.
Inspects the presentation for objects that are not visible because they have been
formatted as invisible, This does not include objects that are covered by other objedts. Custom XML Data

MNo custom XML data was found.

[ off-slide Content

Inspects the presentation for objects that are not visible because they are outside the
slide area. This does not include objects with animation effects.

Invisible On-Slide Content
Mo invisible objects found.

Presentation Notes
Mo presentation notes were found.

Presentation Notes
Inspects the presentation for information in the presenter's notes, v

! Mote: Some changes cannot be undone,
=
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Review the inspection results.

O c ts and Anr
Mo items were found.

Document Properties and Personal Information
5. When you're done, C”Ck CIOSE. Document properties and personal information were successfully removed,

Task Pane Apps
We did not find any Task Pane apps for Office.

Custom XML Data
Mo custom XML data was found.

Protecting your presentation Invisible On-Slide Content
Mo invisible objects found.
By default, anyone with access to Presentation Notes
your presentation will be able to open, Mo presentation notes were found.

copy, and edit its content unless
you protect it. There are several
ways to protect a presentation,
depending on your needs.

1 MNote: Some changes cannot be undone,

Beinspect

Mongibello Artisan Pasta - PowerPaint

To protect your document: @

Info
1. Click the File tab to go

to Backstage view.

MNew

Mongibello Artisan Pasta
2. From the Info pane, click Open My Documents » Documents Library
the Protect

; Save Protect Presentation
Presentation command. » Control what types of changes people can make to this presentation.
Save As ~ Protect
3. In the drop-down menu, Presentation -
choose the option that best Print T
suits your needs. In our EE Let readers know the presentation is
example, we'll Share final and make it read-only. I:?
Select Mark as Final. Export { gm:qutwith Password ) n.rare.th.at it contains:
Ki tati Require a password to open this lisabilities are unable to read
Marking your presentation as presentation. y removes properties and personal information

final is a good way to Sles Restrict Access
discourage others from
editing the file, while the A

. . a Digital Signature
other options give you even I:E Ensure the integrity of the presentation
more control if needed. Options by adding an invisible digital signature.  jons of this file.

wianage
Versions ~

& Grant people access while removing ~ + 1@ saved in your file
their ability to edit, copy, or print.

Account

4. A dialog box will appear
prompting you to save. Click OK.

5. Another dialog box will appear. Click OK.

EE This presentation will be marked as final and then saved.
This document has been marked as final to indicate that editing Is complete and that this is the final version of the document.

0 When a document is marked as final, the status property is set to "Final” and typing, editing commands, and procfing marks are turned off,

You can recagnize that a document is marked as final when the Mark As Finalicon displays in the status bar,

[T Dot show this message again

6. The presentation will be marked as final.

EH SO - Mongibello Artisan Pasta [Read-Only] - PowerPoint
HOME  INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW

o MARKED AS FINAL An author has marked this presentation as final to discourage editing. Edit Anyway7|

DMongibello

ARTISAR PASTA

Marking a presentation as final will not prevent someone from editing it. If you want to prevent people from
editing it, you can use the Restrict Access option instead.
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Chapter-26 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:
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.

. ) INSERT  DESIGN  TRANSITIONS ~ ANIMATIONS — SLIDESHOW  REVIEW
1. From the Design tab, click

the drop-down arrow in
the Variants group. ﬂ Aa ’Aa ]F

2. Select Colors, then hover the Themes Variants
mouse over the different theme colors to see a live preview.

3. Select the desired theme colors.
INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

4. The presentation will update to show ------ F

the new theme colors. [~ By Colors
Office [A] Eonts
Office 2007 - 2010 Effects

G |
ek ) Background Styles
Blue Warm

Blue I,\\,

Bluell

== | 'ITH CLIENTS

N  Green Yellow
ECOCEEEEE  Yelow
BMOENNEEE elow Orange

v v v ¥

To customize theme colors: e ———— o o
Orange Red = Focus on layout = Main Content
Red Orange Gt
Sometimes you might not like every color Red
included in a set of theme colors. It's easy Red Violet
to change some or all of the colors to suit e
g Wiolet Il o rtisi Media Relations
your needs. B Median .. L s i

outlers

ECONNENEE Paper
Customize Colors...

1. From the Design tab, click the drop-
down arrow in the Variants group.

Client

2. Select Colors, then click Customize Colors.
3. Adialog box will appear with the 12 current theme
.D...... Orange colors. To edit a color, click the drop-down arrow and
select a different color. You may need to click More
| W | ][] ] Orange Red Colors to find the exact color you want.

BCECWENE RedOrange
.D...... REd Theme colors

Text/Background - Dark 1 | [l ~

.D...... REd 1U[|C||Et Text/Background - Light 1

Text/Background - Dark 2

HCHEEREN Violet L oo
ECEEEEEE Vioktl

Accent 2

BCEREEENE MWedian P

Accent 4

B EEENNE Paper v Accent s

Accent &

Customize Celors... b Eypertink [Re, Hypertink
Followed Hyperlink Standard Colors
Reset Slide Theme Colors g e

Mame: |Custom 1 e |

Reset | save || cancel |
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4. In the Namae: field, type the desired name for the theme colors, then click Save.

Theme colors Sample
Text/Background - Dark 1 5. The presentation will update to show

Text/Background - Light 1 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.

Text/Background - Dark 2
Text/Background - Light 2
Accent 1

Accent 2

Accent 3

Accent 4

Accent 3

Accent &

Hyperlink

Followed Hyperlink

Mame: | AdWorks Colors J_

Reset

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.

INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

BN N o o

1. From the Design tab, click the
drop-down arrow in
the Variants group.

Themes Variants
2. Select Fonts, then hover the mouse over the different theme fonts to see a live preview.
3. Select the desired theme fonts.
INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW 4 The presentation WI” update tO ShOW

the new theme fonts.

=]

g

Themes Colors »
M3 | Times Hew Ronuan [=]/[a] Eonts ,
Calibri Light-Constantia Effects » . .
Calibri Light = PR ; To customize theme fonts:
Censtantia A
Century Gothic-Palatino ... . . .
Century Gothic OTI | I,I If you have specific fonts in mind for a
Palatino Linotype presentation, it's easy to choose your own theme
Tur Cen MT-Rockwell fonts.
TwCenMT e e e =
Rocloell
Consolas-Yerdana . . 1. From the Design tab, click the
Consolas Design/Creative Sales .
USiaies ~Focus on layout and tn Crtent drop-down arrow in
e ia .
the Variants group.
Arial Black-Arial
anal Black 2. Select Fonts, then click Customize
ral
Garamond-Trebucheths Fonts.
Garamond i
Trebuchet S L\@ Century Gothic )
Aa Century Gothic
Gill Sans MT Century Gothic
Gill Sans MT
Gill $ans MT Tw Cen MT
T Trebucheths Aa Tw Cen MT
Aa | Trebuchet s Tor en MT
Trebuchet iS5 Cambria
aml
. T, Comoe
- Aa Cambria -
Customize Fonts... |}
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3.

5.

A dialog box will appear with the two
current theme fonts. To change the fonts,
click the drop-down arrows and select the
desired fonts.

In the Name: field, type the desired name
for the theme fonts, then click Save.

The presentation will update to show the new

custom theme fonts.

Heading font:

-102 -

Sample

[rahoma

Heading

Body font:

Body text body text body

Werdana

Iﬂame: |Adworks Fonts T I
|

text. Body text body text.

Changing the theme fonts will not necessarily update all
text in your presentation. Only text using the current
theme fonts will update when you change the theme
fonts.

To select new theme effects:

o | A x

Theme Fonts

T Calibri

H Calibri Light

iHeadings)
(Baody)

All Fonts

€ Acid

T Aardvar; Cafe

PowerPoint makes it easy to apply new theme effects, which can quickly change the appearance of shapes in
your presentation.

INSERT  DESIGN | TRANSITIONS ~ ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW
1. From the Design tab, click the
drop-down arrow in ’ i | [ \ [ i
he Variants group. e |18 ]F d‘ d‘ d‘ d‘ .
2. Select Effects, then hover the Jhemes Vatwat;
mouse over the different theme effects to see a live preview.
3. Select the desired theme effects.
4. The presentation will update
JEINSERT | DESIGN ~ TRANSITIONS ~ ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW  DESIGN  FORMAT | to show the new theme
” effects.
b & ]F
: i Applying new theme effects will change
Themes & Coos the different shape styles available
Eonts ' from the Format tab when editing a
Office [O] Effects » shape or SmartArt graphic.
([ == B3] Background Styles L
-Ujflce Office 20... SLﬁtIeSD... Banded E... |ﬁset Grunge
&)@ [#]@] ITH CLIENTS s e s e
\J \
S - Lad "
Smokey G... GlowEdge GrungeT.. Frosted G... - AW = - @ @ . . . .
i - @ C Design,/Creative Sales
Top Shad... Inzet Milk Glass * Focus on layout = Main Content Abc Abc Abc Ahc Abe Abc Abc
: — s onse o Abc b Y #oc Abc e Abc
Reflection ExtremeS..  Glossy

Adveriising
* Know the target
audience
* Encompass a
compatifive adge

Background styles

Satisfied \
Client |

Media Relat

* Comtocrs medil
outlets

.

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.
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To apply a background style:

INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

1. From the Design tab, click the drop-

down arrow in the Variants group.

Sy ===

2. Select Background Styles. | hemes Yariants
[ [ [ 3. Select the desired style. The available styles
| | | will change depending on the current theme
colors.
E Colors 3
Eonts : E E
()| Effects »
@ BECkgrUund St:ﬂes % ’ E E

4. The new background will appear in each slide of your
presentation. As you can see in the example below,
changing the background style will not
affect background textures. ) Format Background...

————_
NCY

ADWORKS AGE If you want even more control over the background,

NEW EMPLOYEE click the Format Background command on
ORlENTAﬂON the Design tab.

ADVERTISING ON TARGET

| T

Size~ Background

Original background style New background style Variants Lustomize

Different themes also include different slide layouts and background graphics. We'll talk about how to
customize these in the Slide Master View lesson.
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.

HOME INSERT DESIGM TRANSITIOMNS ANIN

pa %m]i

Themes

To save a theme:

1. From the Design tab, click the drop-down
arrow in the Themes group.

2. Click Save Current Theme.

This Presentation =|

Office

Aa

Aa

Browsze for Themes...

Save Current Theme... [}



SARVA EDUCATION (SITED) (An LT & Skill Advancement Training Programme)

3. A dialog box will appear. Type a file name, then

click Save.

- 104 -

T . <« Templat.. » Document Themes ¢ Search Document Themes 2

Organize « Mew folder

2 Mame

i Libraries
@ Documents
Ji Music
[E=] Pictures

B videos

./ Theme Colors
./ Theme Effects
.. Theme Fonts

Lo Computer
i 05 (C) v <

Date modified

73042013 1:56 PM
2/4/2013 3112 PM
73042013 2:08 PM

=~ @
Type

File folder
File folder
File folder

File name: | Adworks Theme I

Save as type: | Office Theme

Authors:  Add an author

'~ Hide Folders

Tags: Add atag

4. When you click the drop-down arrow in the Themes group, you'll see the custom theme

under Custom.

This Presentation

Custom

Office | Adworks Them e |

F

ha V“j

22 -

e :

Aa

==
e | g

Custom themes have another unique and powerful feature: Any custom theme you save in PowerPoint can
actually be used in other Microsoft Office applications, such as Word and Excel.
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Chapter-27 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.

What is Slide Master view?

SLIDEMASTER | HOME  INSERT  TRAMSITIONS — ANIMATIONS  REVIEW  VIEW

Slide Master view is a special feature in = iimm ) =
PowerPoint that allows you to quickly |£’ g’ ‘R Bl L Title & ID B
modify the slides and slide layouts in your Insert Slide Insert B Master emes Background  Slide Close
presentation. From there, you can edit Master Layout # Layout N Size~  Master View
the slide master, which will affect every Edit Master Size Close
slide in the presentation. You can also ]

modify individual slide layouts, which will 1

change any slides using those layouts. ck to edit Master title st\,.rle

For example, let's say you find a theme S i— gyl Slide master sy
you like but you don't like the slide layouts.
You could use Slide Master view to

customize the layouts exactly the way you b
want them to look. :

= Fifth level

NN
In Slide Master view, the Slide
Master tab will appear first on the Ribbon, -

Slide layouts

but you'll still be able to access commands e T T e

on different tabs as normal. :

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: Rather than 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.

Some overall presentation changes—like customizing the theme fonts and theme colors—can be made
quickly from the Design tab. Review our lesson on Modifying Themes to learn more.

To make changes to all slides:

If you want to change something on all slides of your presentation, you can edit the Slide Master. In our example,
we'll add a logo to every slide.
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FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDESHOW REVIEW VIEW

1. Select the View tab, then E [ Ruler q B color
. - ==
click the Slide [ Gridlines E Grayscale
Master command. MNormal Outline Slide Notes Reading  Slide Handout MNotes ) MNotes  Zoom Fitto )
View Sorter Page View  Master Master Master [ Guides Window i Black and White
Presentation Views Master Views Show [ Zoom Color/Grayscale
2. The presentation will
switch to Slide Master view, and the Slide Master tab will be selected on the Ribbon.
3. In the left navigation pane, scroll up and select the first slide. This is the slide master.
B ER AR RS 4. Use the desired tabs on the Ribbon to make

changes to the Slide Master. In our example,
we'll insert a picture in the upper-left corner of

“j = GR Delete

=k Rename = i
Insert Slide  Insert ’:I’ Master Insert the slide.
Master Layout C# Preserve Layout Placeholder
Edit Master MMaster La m SLIDE WASTER HOME INSERT TRANSITIONS

= l ,| | (o @ r‘<>’
2 Mew  Table Pictures Online Screenshot Photo  Shapes SmartArt]

Slide - ¥ l} Pictures = Album ~ '

1 -

Wisp Slide Master: used by slide(s) 1-6/ Slides Tables Images INustration|

EE 1 -]
1

ick to ecit Moster fille:

5. Move, resize, or delete other slide objects as needed. In our example, we'll resize the background
graphic to fit below our newly inserted logo.

6. When you're finished, click the Close

@Mogireis  Click fo edit Master title style Master View command on the Slide
2T Master tab.
I
“ - Clw'c;dc e:\'i;Mtllsferiexi styles @ Background St}f|5' B
| = Second level
| = Third level ["] Hide Background Graphics
| s g P Slide Close Ly
| =l Size=  Master View
7 Background P Size Close
1
bt— o0
7. The change will appear on all slides of the presentation.

About Our Business
When you make a change to the Slide Master, it's a good idea to
review your presentation to see how it affects each slide. You may
find that some of your slides don't look exactly right. On the next

page, we'll show you how to fix this by customizing individual slide
layouts. If you're inserting a background graphic, you may want to
send it behind all other objects on the slide. Right-click the object,

Our Mission

select Send to Back, then click Send to Back. Review our lesson e
on Arranging ;m;m";;sf";;:,:m&
Objects to learn * o & | | oI
. of-orkind postos.
more Mpi@ibcife Sty!e Cr_ﬂp - :
. LiClick to edit Master fitle style /
3 Cut
B2 Copy

Paste Options: 5 sivios
<

— — —
Za 122 La
Change Picture...

Now it's your
turn! Try adding or
moving a shape on
the Slide Master
and see how it
affects the rest of
your slides.

- Our Teamn
Bring to Front »
Cramer Shel Rheingold
% {wih Manager Shefan Linn)
leadk a folented team of
Hyperlink... T Send Backward v with come 30 yacr of
experi=nce making paza
JIpgrade Media Object by hand, craffing unique
= Rovors that fartafze fhe
1 s
Save as Picture.. 1 paiate, and pushing the

| boundarias of radiional
Size and Position... erfisan pasta-making.
/

Send to Back * |24 SendtoBack

42 Format Picture...
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Customizing slide layouts

You can use Slide Master view to modify any slide layout in your 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.

To customize an existing slide layout:

In our example, our newly added logo overlaps a background graphic
in the Content with Caption Layout. We'll customize this layout to :
make room for the logo.

T

1. Navigate to Slide Master view. ;CUI"ItEI"I‘t‘V\;ith‘ Capi‘:i‘on Layout: used by sli-defs_] 2-3, 5]

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.

p— 4., Add, move, or delete any objects as desired.
B Colors - 23] Background Styles - ]G In our example, we'll move the red arrow to
Fonts = o Hide Background Graphics <iid better show our new logo.
e
- [O] Effects - ™ Size - "
_ i OMogivell 1 ik to sdit
Edit Theme Background Fl Size Master title sfyle
Click fo edit Master text
5. If you want to change the arrangement of the styles

placeholders, you can move, resize, or delete any of them. |
In our example, we'll move our placeholders down to align ||
with the red arrow. |

0 il

=

+
Click to edit &
Master Tijle style [fe ciecio esfer text styles

{ Click to edit Master text == 6. When you're finished, click
| S i the Close Master View command
| e on the Slide Master tab.
@ Background Styles = B
[] Hide Background Graphics
Slide Close
{ reeee [ Size~  Master View
Background [P Size Close

7. All slides using the layout will be updated.

To add a new slide with the customized layout,
click the bottom half of the New
Slide command, then select the desired layout.

Qur Mission

To create unique, high
quality pastas, made by
hand without addifives or
" presenvafives, for
| restaurants and individuals
| who choose to serve
‘ delicious, al-natural, one-

Our Mission

To create unique, high
quelity pastas, made by : :
hand without addifives or Title Slide Title and Content  Section Header

- Before

Two Content Comparison Title Only

Blank Ceontent wrthlé Picture with
Caption Caption
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1

You can also move
placeholders on the Slide

Master, which will move the

placeholders on multiple slide
layouts at the same time.

Click to edit Master

title style

R T

= Second level

However, some slide layouts = il
may still need to be adjusted - rm::d

- &
manually.

Customizing text formatting

You can also customize the text
formatting from Slide Master view,
including the font, text size, color,

kot aserile sy

&35 - N N EE
|| Gocn tenenigh

i Glousestes 11T Extra Condensed
T Goudy Bookletter 1911

T Goudy Old Style

= Click to edit Master text shyles

" GOUDY STOUT

and alignment. For example, if you .
wanted to change the font for ® Second level * GUl'r‘n
every title placeholder in your = Thidlevel T GQulinChe
presentation, you could modify = Eourn kel % Gungsuh
the master title style on the Slide | J PG % GungsuhChe
Master. P T Hasttensehuelor

Each title placeholder is connected to the master title style on the Slide Master. As you can see in the example
below, modifying the font on the Slide Master changed the title font on each slide.

Rather than customizing
individual placeholders, you
could change the theme
fonts for a presentation. From
the Slide Master tab, click
the Fonts command in

Oid Title Font New Title Font

About Our Business About Our Business the Background group, then
select the desired fonts.
HCOIDK' @Eackgmund Styles =
2 anls' ["] Hide Background Graphics
OMomyiefls . Arial-Times New Roman [=]
Arial
Edit Theme Aa Tirnes Mew Roman
- Cur Mission Our Mission Calibri Light-Constantia
| 1o create urigue, nigh 7o create unigus, high A Calibri Light
B e 2 | consanta
\ peRsarvoBves, for oreservativas, for
'! resEEnts ond Indivicuas resteLnts and Ingivisucs Century Gothic-Palatino ...
e chosse 1 ra chosse o .
[ ninis s e e anaas, one- A Cenfury Gothic
il [ER——— atorong posios. a Falatino Linotype
Tw Cen MT-Rockwell
Tw Cen MT
Aa Rockell h
3 Times Mew Roman-Arial
’ Times MNew Roman
Moyt Aa

Arial
l -. I

Creating new slide layouts

P Our Team

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.
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To insert a new slide layout:

FILE SLIDE MASTER

- 109 -

HOME INSERT TRANSITIO
1. Navigate to Slide Master view. i '_j = 5% Delete — [ T
2. From the Slide Master tab, click the Insert | .. = Rename . | =i
nsert Slide  |nsert aster nsert 7| Footers
Layout command.

Master  Layout 3 Preserve
Edit Master

Layout Placeholder - )
Mlaster Layout

3. A new slide layout will appear.

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.

FILE SLIDEMASTER | HOME  INSERT

TRANSITIONS ~ ANIMATIONS ~ REVIEW  VIEW

e — — 5. Click the bottom half of
\\:‘ £| Wideie; | | = ¥ e I Colors~ 33 Background Styles- the Insert Placeholder comma
||='I.Rename .Fontc‘ [ Hide Background Graphics : nd, then select the desired
Insert Slide Insert - aster  Insert Footers || Themes Slid I holder t W
Master  Layout G Preserve Layout Placeholder [l effects- Size placeholder yp_e' €
Edit Master Master Layout Edit Theme Background Lo Sz recommend using
- the Content placeholder most of
OMongibeti the time because it can be used
i i : : .
Click fo edit Master fitle style for any type of slide content.
SLIDE MASTER HOME INSERT TRAMSITIONS ANIN
ST 3k IR Delete || .
| = || g e
| IJ ’E(.Rename
| Insert Slide  Insert B Master Insert [¥] Footers Themes
| Master Layout # Preserve La},-uut:_l’iacehnifi_gl:_ | -
Edit Mast | Edit Theme
"vfm: ibel
. . RET ‘S 1 PASTI
6. Click and drag to draw the placeholder on the slide. You can

add more placeholders if desired.

CMa{zgiJ{dlln
ARTISAYT PASTA

[Click to edit Master title style

@ Online Image

|
' 7. Using the other tabs on the Ribbon,
you can also add background graphics,
shapes, or pictures to the slide layout.
To rename a custom layout:
You'll want to give your custom layout a unique SLIDE MASTER HOME INSERT TRANSITION
name so it will be easy to find. e =
I =| RDele | [g= Title
. . - 'TI. Rename
1. Navigate to Slide Master view. Insert Slide Insert J} Master  Insert [ Footers
2. Select the desired layout, then click Master Layout % Presena® Layout Placeholder v
the Rename command. Edit Master Master Layout
3. A dialog box will appear. Type the desired name, then click Rename.

Layout name:

|Mor‘|gibello Layout
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To use a custom layout:

Once you've created a custom slide layout, it's easy to add a
new slide with that layout to your presentation.

@Background Styles~ Ii E

1. If you're currently in Slide Master view, click the Close [] Hide Background Graphics Slid =
Master View command on the Slide Master tab. e ose
Size~  Master View

Background [P Size Close

2. From the Home tab, click the bottom half of the New
Slide command, then select the custom layout from the menu that appears.

Layout ~ 0 A A
" 'f:l Reset
e AV 3
Slide~ O Section~ B I USa#S-Aa A
Wisp PowerPoint also allows you to add new placeholders to
_ _ an existing slide layout. In the example below, we're
) [—— N ' adding a Picture placeholder to the Section
wim | [ : Header layout.
Title and Content Section Header
" il il i — [ Delete = . :
| =i = ATite  |Aag
i o L0 Insert Slide | G et vaste: R T
b b = e nsert Slide Insert Master nsert [/ =
Two Content Comparison Title Only Master Layout 53 Preserve Layout EREHBAHS = 1| Footers %
Edit Master e Edit Thg
= = i : Content
| | . [ 1 B T
Blank Content with Picture with e Text
Caption Caption
i
17 & i 1/ ¢ 2 E
Title and Caption Quote with Mame Card i o S
Caption ' )
: : e He :L_ i
Quote Mame Card True or False Mengibello : et
Layout h ; r‘El SmartArt k -I-O
iZ) Duplicate Selected Slides E L ]
il
Eljl Slides from Outline... E
1= BReuse Slides... E
o | S

Using custom layouts in other presentations

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.
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To save a theme:
° Select the the Slide Master tab, click the Themes command, then select Save Current Theme from

the drop-down menu.

SLIDE MASTER HOME IMSERT TRANSITIONS ANIMATIONS REVIEW VIEW

i e

|_T| TR Delete |_| 7] Title r{s\ B Colors - 3] Background Styles -

=i Rename o onts - ide Background Graphics
| TSR ; | - [A]F [] Hide Background Graph
: lnsert Master nsert @ Footers EIMES
Layout I3 Preserve Layout Placeholder - - Effects ~
Edit Master lMaster Layout E This Presentation
= _
= Aa
b
O
Office
Aa rAa

Slide
Size ~

Cl
Maste

-

-
0

| o K
| Browse for Themes...

'é'_'ﬁ Save Current Theme... Dﬁ‘

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.

FILE HOME INSERT DESIGN TRANSITIONS AMIMATIONS SLIDE SHOW

pa_ i |2Y .

Variants Customize

Themes |>\
“ HOME INSERT

This Presentation

=
= |
=

DESIGM ANSITIONS Al

Il

Aa

Office

Aa ’Aa

Browse for Themes...

’!='E Save Current Theme... [}
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Chapter-28 Hyperlinks and Action Buttons

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. It's
easy to do all of this using two tools: hyperlinks and action buttons.

About hyperlinks

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 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.

MICROSOFT OFFICE CLASSES, Ggé

To Insert a hypertink: * OFFLINE RESOURCES: SEE YOUR

1. Select the image or text you want to make a “ FINANCIAL AND RETIREMENT PLA  GetEditTet

hyperlink. A Font..
2. Right-click the selected text or image, then “ THE MOST RECENT COPY OF OU S Raragraph.. ¢
click Hyperlink. [i= Bullets v
25 Numbering 3
PE| Convert to SmartArt  »
&, Hyperlink...
3.  The Insert Hyperlink dialog box will open. You & i‘"c"‘"tm‘ "1
can also get to this dialog box from the Insert tab fm i
by clicking Hyperlink. 4 Format Text Effects...
‘?/ Format Shape...

R 4. If you selected text, the words will
eenfp.. appear in the Text to display field at

isplay: Free Onlinz Computzr Tranirg

the top. You can change this text if
lookir: ‘5 ibraies ] E D you want.

5.

Eyisting il ~ Type the addre_ss you want to link to
DL et 4 Lbraied Docurents Baoknark. ; 'nctlhek?;r_er:s Z'e“:' _
LT o - . . IC . e text or image you
Falder J Litanes usic selected will now be a hyperlink to the
iy i b Picurs web address.
en o (B bl
I Brow
Pages ® FREE ONLINE COMPUTER TRAINING: GREAT Y
B MICROSOFT OFFICE CLAER B
Create New | | Regent
Cowrent || i * OFFLINE RESOURCES: SEE YOUR MANAGER

£ Address hﬂp:{.’\wm'.;d!ea:rlree.nrﬂ y
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To insert a hyperiink to an email address:

linkto:  Textto display: || sceenTip..
1. Right-click the selected text or image, Email address:
then click Hyperlink. Evisting File |‘ |
2. The Insert Hyperlink dialog box will orWebPage | et
open. | |
3. On the left side of the dialog box, Place in This | Recently used e-mail addresses:
click Email Address. Document A
Create New
Document
.
E-mail
Address
4. Type the email address you want to ﬂ o

connect to in the Email Address box,
then click OK.

Text to display: will@gc g ScreenTip...

E-mail address: . .
Existing File | [maitto:wi@gcrieamree.org| PowerPoint often recognizes

or Web Page email and web addresses as
|_ you type and will format them
bhace e This | Recently used e-mail addresses: as hyperlinks automatically
Document after you press the Enter key
or spacebar.

Create New
Document

E-mail
Address

® FREE ONLINE COMPUTER TRAININIC-(3PF,

MICROSOFT OFFICE CLAS -
[f4 Paste Options:
“ OFFLINE RESOURCES: SEE 2 =/ “a 1
) Exit Edit Text
To open and test a hyperlink ® FINANCIAL AND RET|REM[: o
= Paragraph..

© THE MOST RECENT COPY =

1. After you create a hyperlink, you should test it. Right-
click the hyperlink, then click Open Hyperlink.

Bullets » ]

%E Numbering 3
. B Convertto SmartArt »
2. Your web browser should open and then navigate to the B i
linked page. If it does not work, check the hyperlink i
address for any misspellings. Open Hyperlink

Lopy Hyperlink
SR Remove Hyperlink

To open a hyperlink while viewing your slide show, click the

hyperlink. & Synonyms '
R Tranglate
4 Format Text Effects...
‘%J Format Shape... [
® FREE ONLINE COMPUTER TRAINING: GREAT % T T

MICROSOFT OFFICE CLA ER B. ® FREE ONLINE COMPUTER TRAINING-GRF;
¥ Cut
MICROSOFT OFFICE CLAS -, ... E

[Ty Paste Options:

“ OFFLINE RESOURCES: SEE YOUR MANAGER

° OFFLINE RESOURCES: SEE = = = [
“ FINANCIAL AND RETIREME « ri.
To remove a hyperlink: * THE MOST RECENT COPY = e+l
N
1. Right-click the hyperlink. @ Edit Hyperlink..

2. Click Remove Hyperlink. Opthipeting

Copy Hyperlink

b

Remove Hyperlink I

Synonyms »

I
B

Translate

EY

Format Text Effects..

&2 Format Shape...
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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.

Link to: Text to display: |Ahuut AdWaorks ‘ ScreenTip...

To insert a hyperlink to another slide: Select a place in this document: Slide preview:
ﬁ_i‘::il:‘gpﬁle (- Slide Titles ~
or Web Page
. . 1. Adworks Agency new em|
1. Right-click the selected text or 2. Topics
image/ then click Hyperlink - 3. Getting to know the comp
R 4. About AdWorks
2. The Insert Hyperlink dialog ZEsmeE - About Adier
box will appear - 3, Accomplishments
’ 4 ... B. Organization
3. On the left side of the dialog Create New 7. Warking with Clients
box, click Place in this Pocument 8. Understanding your benef
Document. -9, Health Insurance ¥
"] Show and return
4. A list of the other slides in your presentation will appear. Click the name of the slide you want to link to.

5. Click OK. The text or
image will now be a

Link to: Text to display: | About AdWorks Listofslidesinthe N hyperlink to the slide you
i selected.
Select a place in this document: el presentatlon
Existing File | [ & Slide Titles &
orWeb Page i i1 Adworks Agency new em|
. i 2. Topics
Ja :'i:i‘. e 3. eﬁmg to know the comp TO P | CS
= - 5. Accomplishments
)ij 6. Organization
Create New | L.7.Working with Clients
Doment 8. Understanding your benef
9 Health Insurance w
&3_ < > "] Show and retumn
E-mail
Address
Link to: Text to display: |Tl|e most recent copy of our financial report | | ScreenTip... |
Eﬂﬂ cre ||Lookin: | Corporate v D
= Libraries A
To insert a hyperlink to another file: orWenFage |l crrent % Documents Bookmark..
Folder | My Documents
Place in This L
1. Right-click the selected text or image, (e E:;:;;;-’
then click Hyperlink. The Insert 3
Hyperlink dialog box will appear. Create New Recent v
Document Files
2. On the left side of the dialog box,
click Existing File or Webpage. (| adarmss ]
. Address
3. Click the drop-down arrow to browse
for your file.
Link to: Text to display: ‘The most recent copy of our finandial report | ScreenTip...
Look in: Corporate
Existing File | |h D
. . or Web Page | Libraries\Doc My Docs Corp Accounts Bookmark...
4. Select the desired file. Cument | e Doc \My Doc Corporete\Design
| Libraries\Doc s My Doc ts\Corperate\Financial Staterr|
Place in This ibraries’ Ci
e Browsed ] I_ i \Doc \My Doci p HR )
“Pages |, Libraries\Doc My Doc \Corp \Planning
5 Click OK. The text or image will now Libraries\Documents'\My Documents\Corporate\Monthly Report
' | - - Create Ni
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E-mail
* FINANCIAL AND RETIREMENT PLANNING Address
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If you plan on displaying your presentation on a different computer than you used to create it, your hyperlink
to another file may not work. Make sure you have a copy of the linked file on the computer you are using to

present, and always test hyperlinks before giving a presentation.

Using shapes and pictures as hyperlinks

Sometimes you might want to format objects—including shapes,

text boxes, and pictures—as hyperlinks. This is especially helpful if
you want the object to act like a button. To do this, right-click the
desired object and select Hyperlink from the menu that appears.

Click the object during the presentation to open the hyperlink.

Inserting action buttons

Video: Using Action Buttons

Edit Text

Fent...

Change Shape 3
%dd Shape 3

|
|
|
|
Hyperlink... u

Sawe a= Picture...

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 button 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 moves 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.

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:

1. Click the Insert tab.

2. Click the Shapes command in the Illustrations group. A drop-down menu will appear with the action

buttons located at the very bottom.

3. Select the desired action button.

HOME INSERT DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW

E = [ Online Pictures @ . ’ =
] 2 > ]

; ctues B+ Screenshot - iy ) ool 4. Insert the button onto the slide by clicking
D P Eioto atbum - Shtpﬁ_s S %F:‘fprci iy the desired location. The Action
L Images {Eecentiriised Sy E Settings dialog box will appear.
EE~~O00O0OA L LD
= 5% AL b 5. Select the Mouse Click or Mouse
Lines Over tab. Selecting the Mouse Click tab
(™SS LLRRUARNAGSS | means the action button will perform its
[:RIKS%BDDDDDC] action only when clicked. Selecting
BacShe the Mouse Over tab will make the action
BOAMTASOOO®® button
TOP e@CocdorhFrOBe perform
DO®~DOOIF LS its action
E:.iifmis : when you - .
DECTOTEHEE ST ﬂ move the oo eiee
€E dwvndDo D[R4 | mouse ) Hone
{Pe}_ﬁl § over it. ® Hyperlink to:
{:‘“:";3" 5:"; . ! [Next Siide [v]

Flowchart !
O0orOoDescoay N
CUCIARP X € AVAD
Qs o |
Stars and Banners I
Er R alo i SN EwiOROR R DT =
€3 B8 Lk BF [T 30300

| Callouts

A0 €300 A AL g LA

| €7 4D AD O

| Action Buttons =

AMﬂm“mmwm..'

(") Run orogram:

| Erowse, .

) Run macro:

| v]
() Object actior:
| v

[] Flay sound:
||No Sound - |
Highlight click
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6. In the Action on click section, select Hyperlink to: then click the drop-down arrow and choose an
option from the menu.

7. Check the Play Sound box if you want a sound to play

: when the action button is clicked. Select a sound from the
Mouse Click | Mouse Over drop-down menu, or select Other sound to use a sound
Action on click file on your computer.

O None

I @ Hyperlink to: I

Mext Slide Mouse Click | plouse Owver
O

Action on click
Previous Slide

. |First Slide ) MNone
| Last Stide @ Hyperlink to:
| Last Slide Viewed [First slide
: End Show () Run program:
Customn Show... |
[] pia Slide.. ) Run macro:
E URL... a | : -
Hi Other PowerPoint Presentation... ) Object action:
Other File... | [
| oK | | Cancel | Play sound:
[Mo Sound]
[Mo Sound]
8. Click OK. [Stop Previous Sound]
Applause
Arrow
TOPICS Bormb

Breeze

Camera
Cacsh Register

Leave Time
The completed
Paperwork Process action button

To insert an action button on all slides:

1. Click the View tab.

2. In the Master Views group, click the Slide Master command. A blank slide in the style of your
presentation will appear. Don't worry about changing anything else.

3. Go to the Insert tab, and
DESIGN  TRANSITIONS ~ ANIMATIONS  SLIDESHOW  REVIEW  VIEW FORMAT follow the instructions above
to insert an action button.
[ Ruler I B color rﬂ
: = S O
) Grdlines Motes = Zoom Fitto = Groyscle New 4. Return to the Slide Master tab,
aster Master | Guides Window i Blackand White  indow and click Close Master View. The
T Master Views Show ha Zoom Color/Grayscale zsgry?cstlligz button will now be on
Slide Master View
Mesterslides control e ook of SOEMATER | HOME  NSET TOATONS  ANMATONS  EVEW W
your entire presentation, including :
colors, fonts, backgrounds, effects, =) (xDete 1w H{om. @EMH;MUMSM& — B
and just about everything else. = I = : ‘
] ! 9 L @Rmm mfw‘s' Hide Backyround Graphics
e It Metet st i pone Slde  Chose
You can insert a shape or a logo on {apout bt iyout Pceholders . H“"' Saev Mastr Ve
a slide master, for example, and it il Mo Wate ol il Thene Bakgound ]
will show up on all your slides m [slas
automatically. - (o Nster View
Iy 71 1% ‘g ; {50 hack o editing your shde show,

To edit, move, or delete an action button inserted this way, click the View tab, then Slide Master.
Click Close Master View after making the desired changes.



After you create an action button, you

To test an action button:

should test it.

Click the Slide Show tab.

In the Start Slide Show group,

click From Current Slide.

Click your action button.
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slide.

FILE HOME INSERT DESIGN TRANSITIONS AMIMATIONS | SLIDE SHOW II REVIEW

&% B E@ B Bo [
FOREIN I 8 @
From From Present Custom Slide SetUp  Hide  Rehearse Record Slide
Beginning Current Slide  Online~  Show~ Slide Show Slide  Timings  Show -
Start Slide Show Set Up
Start From This Slide (Shift+F5)
Jump right into the show at this

Play Narrations
Use Timings
Show Media Cont

After you have tested it, right-click
anywhere on the screen and select End Show.

Insura

Next

Previous

See All Slides
Zoom In
Custern Show ¥

Show Presenter View

Screen 3
Pointer Options 3
Help

Pause

End Show

|| INSERT IDES\GN TRANSITIONS AMIMATIONS SLIDE SHOW REVIEW VIEW

5.

the instructions below to edit it.

If your action button did not work as you intended, follow

FORMAT
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ftures Online Screenshot Photo  Shapes SmartArt Chart  Appsfor  Hyperlink Action Comment  Text Header
To edit an action button: Pictures - Alburm ~ - Office - Box & Footer
Images Illustrations Apps Links Comments Text
. Action
Select the action button. Give the selected object an action to
: carry out when you click it or
2. Click the Insert tab. e e
3. In the Links group, click
. . For example, you can hover over an
the Action command. The Actions object to jump to the next slide, or
Settings dialog box will appear. olpe:_ur:anew program when you
click it.
il e, W e N Bl
Edit the action or hyperlink.
5. Click OK.
D = AdWaorks Employee - PowerPoint DRAWING TOOLS
To change the appearance of an action button: INSERT ~ DESIGN ~ TRANSITIONS ~ ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW | FORMAT N
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i | &# Shape Effects - T8~ glySelection
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Shape Styles 1 WordArt Styles [ An
3. To change the button style or color, use the
tools in the Shape Styles group.
INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS  SLIDESHOW 4. To change the shape of the action button,
- 22 Shape il click Edit Shape in the Insert Shapes group.
- N aper Select a new shape from the drop-down menu.
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Chapter-29 Advanced Presentation Options

Introduction

There are many things to keep in mind when giving a presentation. How long will it last? What will you say? If
you're not in the same location as your audience, how will they view it? Fortunately, PowerPoint offers tools to
help ensure your presentation goes smoothly.

In this lesson, you'll learn how to rehearse and record slide shows in advance. You'll also learn about alternative
presentation options, such as creating a video of your presentation or presenting your slide show online to
remote audiences. Finally, you'll learn how to customize your presentation with hidden or rearranged slides.

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 to present it. Think of it as a tool to help you practice presenting your slide show. Using
this feature, you can save timings for each slide and animation. PowerPoint will then play back the presentation
with the same timings when you present it.

Rehearsing is often one of the last steps in creating a well-polished presentation. If you've never presented a
slide show, you may want to review our lesson on Pr nting Your Sli how to become familiar with the
basics.

TRAMSITIONS AMNIMATIONS SLIDE SHOW REVIEW VIEW

Eﬁgr b (.59 Play Marrations =0

To rehearse timings: Use Timings
SetUp Hide  Rehearse Record Slide i 1
Slide Show Slide  Timings  Show~ Show Media Controls
1. Select the Slide Show tab, then locate Set Up
the Set Up group. Rehearse Timings
2. Click the Rehearse Timings command. You Practice makes perfect. Start the
will be taken to a full-screen view of your full-screen slide show to figure out

presentation. the perfect timing for each slide.

As you rehearse your presentation,
PowerPoint will record how much

3. Practice presenting your slide show. When you . 4
. . time you spend on each slide. Once
are ready to move to the next s[lde, click ou get the timings Rght. yot can
the Next button on the Recording toolbar in use them to run the show
the top-left corner. You also can also use the _ automatically. _
right arrow key.
4. When you have reached the end of the show, a dialog

box will appear with the total time of your presentation.

o The total time for your slide show was 0:11:02, Do you want to save the new slide timings?

5. If you are satisfied with your timings, click Yes.

If you need more than one try to get the timings just right,

the Recording toolbar has options to let you take a break or start
over on a slide. To pause the timer, click the pause button on the
toolbar. 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.

Click here to Click here to
pause the re-record
recording the slide
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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 even record voiceover narration for the entire
presentation. This is useful if you plan on using your slide show for a self-running presentation or a video. Your
mouse won't show up on screen in recorded slide shows, so if you want to point out details on screen you can
use PowerPoint's laser pointer option.

AMIMATIONS SLIDE SHOW REVIEW VIEW

@r)b Play Narrations

El;'-‘ Monitor |Au{omaﬁc -

Use Timi
Rehearse Record Slide nes
Timings  Show~ Show Media Controls

| @’;L) Start Recording from Beginning...

To record a slide show: Use Presenter View

Maonitors

1. Click the Slide Show tab, then locate
the Set Up group.

2. Click the Record Slide Show drop-down Clear
arrow. Select either Start Recording from
Beginning or Start Recording from
Current Slide.

4D Start Recording from Current Slide=—
Start Recording from Beginning

v

Record audio narrations, laser
pointer gestures, and slide and
animation timings for playback
during your slide show.

3. A dialog box will appear. Select the desired
options. Remember, you can only record narration if you have a microphone attached to your computer.

4. Click Start Recording. Your presentation will
open to a full screen.

5. Perform your slide show. Make sure to speak
clearly into the microphone if you are recording
narration. When you are ready to move to the
next slide, click the Next button on
the Recording
toolbar in the top-
left corner or use
the right arrow key.

Select what you want to record before you begin recording,
Slide and animation timings

Marrations and laser pointer

Start Recording | | Cancel

€ non10

6. When you reach the end of the show, PowerPoint will close the full-screen view.

7. Your slide show timings and narration are now included in your presentation. The slides with narration
will be marked with a speaker icon in the bottom-right corner.

“ I-IIJML IMSERI (R
EEED® EED -

Leidanes

TRANS TIURS ANMACRE SLIHE SHUW HEVIEW L1l

H Q E =
ibr:gsca':
Buanmal Dulline Slide Rotes Realing  SEde Handoot Mote Pdanipe Foom Rl 2
View Sortes Page  Wiew | Master Meser Mame o Window Bl ancWh
Preserfabor Wievs: Master Wiews o Ioom

Color'Grapscal

INTERMED 58 EFY HOH EVERTONE

To point out details during your recording, press and hold the Ctrl key and

the left mouse button. Your cursor will show up as a laser pointer. Simply
move your mouse to indicate the desired details. Release the Ctrl key when you
are finished pointing out things on screen.

Being tricked into giving

away money or personal
information.

s

To remove narration or timings from a recorded

slide show: ANIMATIONS ~ SLIDESHOW ~ REVIEW  VIEW

d i i =] 5 -

1. Click the Slide Show tab, then locate the Set
Up group.

2. Click the Record Slide Show drop-down arrow.

3. Hover the mouse over Clear, then select the
desired option.

Rehearse Record Slide Use Timings Use P i
Timings | Shows Y] Show Media Controls . 15e Presenter View

: &) Start Recording from Beginning... : Maonitaors
\@ Start Recording from Current Slide...

Clear r Clear Timing on Current Slide

Clear Timings on All Slides

Clear Narration on Curre

Clear Narrations on All Slides
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Video: Sharing Presentations
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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 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.

2. Select Export, then click Create a
Video. Video export options will
appear on the right.

3. Click the drop-down arrow next
to Computer and HD Displays to
select the size and quality of your
video.

Frviingan s campute oo ot g efnion iy (e~ 20c72)

Computer & HD Displays
For viewing on a computer monitor, projector, or high definition display (Large — 1280 720)

Internet & DVD
For uploading to the Web and burning to standard OVD (Medium — 852 x 480} [}

Portable Devices
Portable device video quality; Small tet may be difficult to read (Small — 424 x 240)
Videa

Internet Safety - PowerPaint 7 -

Export

Create a Video
Save your presentation as a video that you can burn to a disc, upload tothe
web, or email

" Incorporates all recorded timings, narrations, and laser pointer gestures
= Preserves animations, transifions, and media

[ Create POF/XPS Document

’E Create a Video
B

@ Get help burning your slide show vides to VD o uplasing it to the web
@ Package Presentation for CD

u" = Computer & HD Displays .
== Far viewing on a computer manitor, projector, o high definitio.,
E==| Use Recorded Timings and Nariations i
) Sides that do not have timings will use the defauh duration se..
Seconds spent on eachslide | 05.00 :

—
5
Create
Videa

E\j Create Handouts

b changeFile Type

a x

Tim Dragic - [

4. Select the drop-down arrow next to Use
Recorded Timings and Narrations.

o Choose Don't Use Recorded Timings
and Narrations if you don't have or don't
want to use recorded timings. You can adjust
the default Seconds to spend on each
slide: in the box below the drop-down menu.

o Choose Use Recorded Timings and
Narrations if you have already recorded
timings and narrations and want to use them
in your video.

| Computer & HD Displays '|

For viewing on a computer monitor, projector, or high definition display (Large — 1280x720) |

Use Recorded Timings and Narrations =

Don't Use Recorded Timings and Narrations
PO Al slides will use the default duration set below. Any narrations will be omitted from the video.

[7g) | Use Recorded Timings snd Marsations
‘b Slides that do not have timings will use the default duration set below. Any recorded laser pointer gestures Will also be included.

& Record Timings and Narrations

TE Preview Timings and Narrations

Seconds spent on eachslide: [05.00 2|

@
Vit

Click here if you do
not wish to use
recorded timings

Click here to use
recorded fimings
and narrations

and narrations

If you choose not to use
recorded timings, use
these arrows to set the
timings for all slides
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® = 1 L « MyDocuments + Presentations » Tim v o
. . . . o +  Newfold -
5. Click Create Video. The Save As dialog box will ':”Ze = C
appear. 15 Computer No items match your search,
6. Select the location where you want to save the EEF:"‘”“ - Se::tc;a location
] ) ocument ‘-— and type a name
presentation, then enter a name for the presentation. B Music et
[ Pictures
B Videos

7. 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.

File name: | [WEHESFIENREN ne|

- 121 -

Search Tim )

4

Save astype: | MPEG-4 Video

Authors:  Add an auther

{4 Hide Folders

Tags Addatag

Click to add notes

2 NOTES W COMMENTS

Creating video Internet Safety for Everyone.mpd Il

In addition to emailing your video, you can upload your video
to free video-sharing sites like YouTube. YouTube offers

guides to creating an account and uploading videos. Once

your video is uploaded, you can give the link to anyone you
want to see it.

YoullTD

But | already know how to use the internet!

3 Internet Safety for Everyone

Presenting your slide show online

Tim Oragic s 1 view
£ Channel sanings - o
T ot smae Rl ~

Published on Jul 25, 2013
This viteo 15 3 PowerPoint presentaton Gescribing how o Be sale
onthe intemet

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.

2. Click the Present Online command.

HOME  INSIRT  DCHGM  TRAMSITIONS  ANIMATIONS  SUDCSHOW
T | Ee | ) A o Blay M
D ¥ E B BN @ o 2
h‘c I s 5 | Lise Tir

Fram Fram Present Custom Shde Setllp Hide Rehesrse Record Shde o
Deginring Curent Side Onfine=  Show-  SideShow Slide  Timings  Show=- 0 Sewh
et Up

Start Slide Shew
Present Online

-

1=
2
3=
4=
Rl - |

Preseri Lhe slide showe orine with
the default presentation service.

3.
online presentation.

A dialog box will appear. Click Connect. A status message will appear as PowerPoint prepares your
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Present Online

Office Presentation Service

The Office Presentation Service is a free, public service that comes with
Microsoft Office. You can use this service to present to people who can
watch in a web browser and download the content. You will need a
Microsoft account to start the online presentation.

More Information

[ Enable remote viewers to download the presentation

By clicking Connect, you agree to the following terms:
Service Agreement

| comnect %J| CANCEL |

4. A link will appear. If it's not already selected, select the link.
5. Click Copy Link to make a copy of the link or Send in Email to send an email with the link to your
viewers.
6. Click Start Presentation.
Present Online
Share this link with remote viewers and then start the presentation.
https://sn1-breadcast.15.officeapps.live.com/m/Broadcast.aspx?Fi=
Adf1948ccB010dfE%5FeeadTfI9%%2043eb%20400e%20befd %
2DeBbaT8a0766e%2Eppte
‘s Copydink
*E1 Send in Email...
START PRESEMTATION
7. Present the slide show as you normally would, using the mouse or keyboard to advance the slides.
8. When you are finished, click End Online Presentation.
PRESENT OMLIMNE HOME INSERT DESIGMN TRANSITIOMNS AMIMATIONS REVIEW VIEW
E:T—‘Mon'rtor: Automatic v| @ ET.‘:.. B L\'}
From Use Prasenter View Share Meeting  Send End Online
Current Slide Motes = Invitations Presentation
lide Show Maonitors Present Online
End Online Presentation
End the online presentation and
disconnect all people.
9. A dialog box will appear to confirm that you want to end the presentation. Click End Online
Presentation.

& Everyone viewing this online presentation will be disconnected if you continue. Do you want to end this online presentation?

| End Online Presentation |\ Cancel

Customizing your slide show

Sometimes you might want to hide a slide while still keeping it in your presentation. For instance, if you are
presenting a slide show to more than one group of people, hiding or even rearranging certain slides could help
you tailor your slide show to each group you present it to. You could also choose to create a shortened version of
your slide show to present when you're short on time. The Custom Slide Show feature allows you to create and
name different versions of your slide show with hidden or rearranged slides.
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HOME  INSERT  DESIGN  TRANSITIONS  ANIMATIONS = SLIDESHOW  REVIEW
1. Select the Slide Show tab, then locate = = . ; Play Narrations
; ' ® & 54D
the Start Slide Show group. Use Timings
From Present Custom Slide SetUp  Hide Rehearse Record Slide i
2. Click the Custom Slide Furrent Slide  Onfine~  Showr  SlideShow Slide  Timings  Show- Y] Show Media Cont
Show command, then select Custom Start Slide Show | iy Custom Shows... SetUp

Shows.

Custom Slide Show Dialog

3. A dialog box will appear. Click New.

Close

Show

7. Click OK.
8. Select Close to exit or Show to view your

Shortened Version

4.
New...
: 5.
Edit...
Remove
Copy 6

The Define Custom Show dialog box will appear.
Locate the Slide show name field, and type in a name
for your custom show.

In the Slides in presentation: area, check the box
next to the slides you want to include in your custom
show.

Click Add to add the slides to the Slides in custom
show: box. If necessary, use the up and down
arrows to reorder the added slides.

Type the name of
your custom slide
show here

Slide show name: |Shortened Version

custom show.

9. To play the custom show at any time, click
the Custom Slide Show command, then

Slides in presentation:

[ ] 1. INTERMET SAFETY FOR EVERYONE

[] 2. But | already know how to use the int:
D 3. If you're not aware of internet safety, |
D 4, Things you might not know about int
D 5. Okay, okay, | believe you! So what can
6. Always keep personal safety in mind.

D 7. Guard your personal information.
[] & Browse cautiously.

"1 9. Download safelv.

<

Click here to add
slides to your
custom show

Slides in custom show:

1. INTERMET SAFETY FOR EVERYONE

2. If you're not aware of internet safety, you mig
3. Things you might not know about internet s|

Click the arrows to
rearrange the slides

select the desired presentation from the drop-down menu.

INSERT DESIGM

Bay

Present Custom Slide Set Up

TRAMSITIONS

Hide

ANIMATIONS

Rehearse Record Slide

SLIDE SHOW

éD

REVIEW
Play Marrations

Use Timings

Show Media Control

de  Online~  Show~  Slide Show Slide Timings Show -
slide Show Shortened Version Set Up
E"I;r Custom Shows...
Hiding slides HOME  INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SLIDESHOW = REVIEW

Sometimes you may just need

to hide a few slides without
rearranging the entire slide show.
You can hide slides by selecting the
desired slide and then clicking

the Hide Slide command on

the Slide Show tab. To unhide a
slide, simply click the Hide

Slide command again.

From

¥ B B

Current Slide  Online ~
Start Slide Show

B

Play Narrations
Use Timings

&

Present Custorn Slide  SetUp  Hide  Rehearse Record Slide )
Show-  SlideShow Siide  Timings  Show- Show Media Contr{
Set Up
Hide Slide

Hide the current slide so that it
won't appear when you're

presenting.
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Chapter-30 Embedding an Excel Chart

Embedding an Excel chart

If you have already created a chart in Excel, you can embed and link it to your PowerPoint presentation. When
you embed an Excel chart in PowerPoint, any updates you make to the original Excel chart will automatically
update in your presentation, as long as the files remain in the same location. This helps the data stay in sync,

so you won't have incorrect or out-of-date information i

To embed a chart from Excel:

1. In PowerPoint, select the Insert tab.

2.

HOME INSERTI.:\\!:‘ DESIGN TRANSITIONS

n your chart.

Click the Object command in the Text group.

= | R B
— o
=] b0 ad @ B 0 4A@BEIL, T O
New, | “Table: (Pictires. Online Sciecrshot, Bhoto | Shaped Text Header WordArt Date & Slide Object Equation Symbol
Slide i Pictures - Album ~ - .
: Box & Footer - Time Mumber -
Slides Tables Images Text Symbols
3. A dialog box will appear. Select Create from
file, then click Browse.
4. Locate and select the desired Excel file,
P3 <
() Create new ["] Display as icon
@ v L« AdWorks b Sales v ¢ Search Sales P
Organize v New folder e 0 @
A
[ Libraries
Inserts the contents of the file as an object into your @ Documents
presentation so that you can activate it using the application X
that created it. o Music
[E=] Pictures
B videos
Cancel
8 Comput
"
then click Insert. i 05(C) v
. o File name: | Sales Data v Alfies v
5. Check the box next to Link to file if you want
to link the data to the Excel chart. This will Tools | oK ‘ | Cancel |
enable your chart to update itself when changes

are made to the Excel chart.

() Create new Filg:

(®) Create from file |C:\Users\Documents\AdWorks\Sales\Sales Data.xlsx |

Erowse... lﬂ Link I

Inserts a picture of the file contents into your presentation. The
picture will be a shortcut to the file so that changes to the file
will be reflected in your presentation.

i}

I:l Display as icon

To edit an embedded chart, double-click the chart. An
spreadsheet containing the chart's source data will
to save the chart in Excel.Once you have embedded a

6. Click OK. The chart will now appear
in your presentation.

David, Chios I S
Counts, Efizabeth I

coliman, Hary I

carlson, David I S
Brennan, Michael I .
Bittiman, Wiliam |

Altman, Zocy S N

Allenzon, Carcl I
albertson, Kathy I

5000 55,000.00 510,000.00 S515,000.00 520,000.00 525,000.00

Excel
appear. After you have finished editing, be sure
chart, be careful not to delete or move the original

Excel file. If the location of either the PowerPoint presentation or the Excel file changes, you may have to

embed the chart again in order for it to display correctly.
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