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Learning On Demand with CustomGuide

“| have saved hundreds of hours of
design time by just picking and choosing
what | want from the courseware.”

Stephanie Zimmerman
Lancaster County Library

“We have been able to customize our
training sessions on all Microsoft Office

products, at all levels. The ROI of
these guides is great.”

Dawn Caivin
Las Virgenes Municipal Water District

“allin all, the friendliest, most open and

Customizable Computer Training easy to understand tutorial of its
o . . . type that I've ever seen.”
Your training needs are unique — CustomGuide provides _
. .. . W Bouaville
customizable computer training products that are engaging, and i—
affordable. Our training solutions include:
Customizable Online Learning “The materials are exceptional -1

am so excited about using them! Thanks
to you and your team for doing this
e Add your own lessons and content. wonderful work!"”

e Create customizable courses on the topics you want.

Shannon Coleman

e Get real-world practice with engaging software simulations. !
Learning Post Ltd.

Customizable Assessments

“...a nice training option for almost any
need. Their complete Microsoft Office

e Identify user skills and pinpoint deficiencies with engaging package is by far the best deal on the
real-world software simulations.

e Create custom assessments on the topics you want.

market.”

Technical Assistance Program
Furdue University

e Provide remedial training on missed questions.

Customizable Courseware

e Create customizable training manuals with the topics you
want.

e Unlimited printing rights; print on-demand with no per copy
fees.

e Printable instructor guides eliminate prep time.

Payroll is your largest expense; you can greatly increase the
productivity and output quality of your users today with
CustomGuide.



Courseware: Here's What You Get

Instructor
Guides

Microsoft Excel
Computer Training

Instructor Guide

A

L Excel 2003: Chapter/Lesson Reg Time
27 Estimated Time for All 1.2 hours
3 The Fundamentals 23 Minutes
4 Starting Excel 1

5 What's New? 5

6 The Excel Program Screen 4
7 Using Menus 4

8 Creating a New Workbook 3

9 Opening a Workbook 1

10 Saving a Workbook 2

Lesson Timings Leam

B R o puet home [we Qwa wedw b
R T

160 comuer Dmm

Online Learning
Integration

CustomCu (e

Microsoft Excel

Computer Training

Courseware

On Demangd

Exercise Files

n Demand

Quick References

Student Manuals

Your ({69 Here

Branding Options

Student Manuals
Create customized training manuals with only the topics
you need; includes unlimited printing rights.

Instructor Guides
Eliminate classroom prep time with step-by-step
exercises, classroom discussions, and more.

Lesson Timings
Determine how much time is required for your custom
courses.

Online Learning Integration
Supplement your classroom training with matching
Interactive Online Learning, available anywhere, 24/7.

Exercise Files
Students get real-world experience working with step-by-
step examples in their favorite software applications.

Quick References
Printable cheat sheets with frequently-used commands,
shortcuts, and tips.

Branding Options
Add your organization's name and logo to your training
materials for a professional in-house look.




Courseware: Features

0 Working with Shapes and Pictures

Positioning Pictures Exercise

Whenever you insert a graphic into a document, it is

Exercise File: AmericanHistory7-3.docx

inserted inline with text by default. This means that the

text in the document moves in order to accommodate the » Exercise: Select the header row containing E— —e
graphic. This lesson will show you how to adjust text the month labels, the Income row, the Total

wrapping and how to use the grid to position objects. Exp. Row, and the Net Inc. row (use the Ctrl

key to select multiple rows). Create a 2-D
o—— @ Tips Clustered Column chart.
v If you want to use a graphic with other graphics or

objects, they must be on a drawing canvas. See the
lesson on Inserting Shapes for more information.

Adjust text wrapping Table 7-2: Text Wrapping Styles
To adjust how text reacts to the objects in your documents, InLine  This places the object at the insertion point ina
ject” i line of text in the document, The object remains
change the object’s text wrapping. P with Tex e elied Ih e et
1. Double-click the object whose text wrapping you square  \Wraps text around al sides of the square
wish to adjust. [ sau bounding box for the selected object.
i Wraps text tightly around the edges of the actual
The Format contextual tab appears on the Ribbon. [H Tt image (instead of wrapping around the objects ] _e
_ ) . bounding box).
e_ 2. Click the Text Wrapping button in the Arrange group. oy THSemoves txt wisping and s the bject
. . é Toxt behind text in a document The object floats on
A list of text wrapping styles appears. Take a look at its own layer.
the r‘]rethIWrapplng Styles table for a description of 1 eront TH emoves ext wrapping and puts the object
each style. in front of text in a document. The object floats
4 be et on its own layer.
3. Select a text wrapping style from the lst oo ang Wi st around e tpandbotomof he
= anmm object, leaving the area to the right and left of
The text wrapping style is applied to the image. the object clear.
. " Similar to the Tight style, this style wraps text
0— Other Ways to Adjust Text Wrapping: B Throush  ghout the |r€mge‘y e
Right-click the image, point to Text Wrapping
in the contextual menu, and select an option
from the submenu.
To display/hide the grid
Just like the graph paper you used to use in geometry
class, the grid consists of horizontal and vertical lines that
help you draw and position objects.
Majestic Natural Beauty
1. Click the View tab on the Ribbon. a Olympic National Park (WA}
. P N " ® Crater Lake Mational Park [OR)
2. Click the Gridlines check box in the Show/Hide group. o Lakh Tabiod [CA) 0
« Tha Manterey Perinsuln (CA)

Horizontal and vertical gridlines appear on the page.
 Yosemite Mational Park (CA}
Other Ways to Display the Grid:
Press <Shift> + <F9>, or click the Format
contextual tab on the Ribbon, click the Align Figure 7-3: A document with the grid displayed.
button in theArrange group, and select View

Gridlines from the list.
)
@ Tip: Gridlines do NOT appear in the printed o

document.
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e Lessons are presented on one or two pages, So G Each lesson includes a hands-on exercise and
you can follow along without wondering when a practice file so users can practice the topic of the
lesson ends and a new one begins. lesson.

G Clear step-by-step instructions answer “how-to” G Tips let you know more information about a specific
guestions. Anything you need to click appears like step or topic as a whole.
this.

€© Whenever there is more than one way to do @) Tables provide summaries of the terms, toolbar
something, the most common method is presented buttons, and options covered in the lesson.

in the numbered step, while the alternate methods
appear beneath.

Q The table of contents, index, tables, figures, and Q Icons and pictures show you what to look for as you
quiz questions automatically update to reflect any follow the instructions.
changes you make to the courseware.
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Starting PowerPoint 2007 .........ccccceeeeeevvivinnen. 10
WINAOWS XP ..ooooiiiiiiiiiiieiiieeeeee, 10
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Understanding the PowerPoint 2007 Program
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Microsoft PowerPoint is a presentation
program that helps you transform your
ideas into professional, convincing
presentations. Whether you’re delivering
annual sales statistics to a large audience
or creating a personal slide show of your
recent trip abroad, PowerPoint has all the
tools you need to get your message
across.

For 2007, PowerPoint has undergone a
major redesign. If you’ve used
PowerPoint before, you’ll still be familiar
with much of the program’s functionality,
but you’ll notice a completely new user
interface and many new features that have
been added to make using the program
more efficient.

This chapter is an introduction to working
with PowerPoint. You’ll learn about the
main components of the program screen,
how to issue commands, use the Help
feature, and all about PowerPoint 2007’s
new features.

Your Organization’s Name Here
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The Fundamentals

Starting PowerPoint 2007

In order to use a program, you must start—or launch—it
first.

Windows XP

1.

Click the Windows Start button.
The Start menu appears.

Point to All Programs.

A menu appears. The programs and menus listed here
will depend on the programs installed on your
computer.

Point to Microsoft Office.

Click Microsoft Office PowerPoint 2007.

The PowerPoint program appears onscreen.

Windows Vista

O Exercise

¢ Exercise File: None required.

* Exercise: Start the Microsoft Office PowerPoint 2007

program.

@ SetProgram Access and Defaults

| % windows Update

@ Accessories

Melissa Petersc

\@ Applications

@ Design

‘ Inkernet Applications

Internet
Internet Explorer

- —L E-mail
Lgl._"‘)’ Microsoft Office Cut]

\ﬂ iTunes

—
L'iv.__i- Microsoft Cffice Warl

fa v fice
@) startup

@ Internet Explorer
L.";I Outlook Express
o PRemote Assistance

(%h windows Media Player

-
s Caleulator

Microsoft fccess 00 ‘@ Mozilla Firefox

— m Adobe Acrobat 5.0
E¥= Wicrasaft Office Exc
S
n___l Micrasaft office Fow] () Hypersnap &
U @) Citrix

6‘) Apple Software Update

All Programs B ) iTunes

@ Administrative Tools {Common)

B windows Journal Viewer

\':@ Trend Micro PC-cillin Internet Security 2006 »

E Microsoft Office Access 2007

Bl v v v v w

ﬁ;‘ Micrasoft Office Excel 2007

[ Micrasaft OFfice Outlook 2007

Microsoft Office: Publisher 2007

Microsoft Office Word 2007

1. Click the Windows Start button.
The Start menu appears.
Figure 1-1: The All Programs menu in Windows XP.
2. Click All Programs.
The left pane of the Start menu displays the programs )
and menus installed on your computer. &% Windows Live Messenger
) Windows Mail
H H H ﬂ Windows Media Center
3. Click Microsoft Office. o
P-_] Windows Meeting Space Documents
4. Select Microsoft Office PowerPoint 2007. B, Windows Movie Maker
. [ windows Photo Gallery Pictures
The PowerPoint 2007 program screen appears. %} Windows Update _
9 T | Accessories Music
IpS | Citrix e
. . 1. Dell Printers tames
v"If you use PowerPoint 2007 frequently, you might R —
consider pinning it to the Start menu. To do this, ). Games s
right-click Microsoft Office PowerPoint 2007 in the K HyperSnap 6 Recent ltems
A ). iTunes
All Programs menu and select Pin to Start Menu I Kaspersky Anti-Virs 60 for Windows | |{ERNEN
from the shortcut menu. J. Maintenance
\/ D d h t . t th J Microsoft Office Network
epen Ing on OV\{ yOUr Compu_ eris se Up, € %5 Microsoft Office Excel 2007
procedure for starting PowerPoint 2007 might be a = Microsoft Office Outiook 2007 Connect To
little different from the one described here. 133 Microsoft Office PowerPoint 2007
2 Microsoft Office Publisher 2007 Control Panel
1% Microsoft Office Word 2007
| Microsoft Office Tools BE I
| Back Help and Support
[start Search ol ; (!) T'T
e | i
Figure 1-2: The All Programs menu in Windows Vista.
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The Fundamentals

What’'s New in PowerPoint

20077

PowerPoint 2007 is very different from previous versions

[ Exercise
« Exercise File: None required.

* Exercise: Review the new features in Microsoft Office
PowerPoint 2007.

of the program. The table below gives you an overview of

what to expect.

Table 1-1: What’s New in PowerPoint 2007

New user interface

Live Preview

XML compatibility

Themes

Enhanced special effects

Create a custom layout

SmartArt

Presenter view

Print Preview

Save as PDF

Document Inspector

Digital Signature

Better sharing capabilities

Getting used to the new results-oriented user interface (Ul) is the most noticeable change in PowerPoint
2007. Traditional menus and toolbars have been replaced by the Ribbon, a single mechanism that makes
all the commands needed to perform a task readily available.

Allows you to preview how a formatting change will look before applying it. Simply point to the
selection on the Ribbon or Mini Toolbar and PowerPoint 2007 shows you a preview of what your
presentation would look like if the selected changes were applied.

The new PowerPoint XML format (.pptx) is much smaller in file size and makes it easier to recover
damaged or corrupted files. Files based on XML have the potential to be more robust and integrated
with information systems and external data.

Themes, which replace the design templates found in previous versions of PowerPoint, let you change
the overall look and feel of a presentation in just a few clicks.

Now you can apply reflection, glow, bevel, and 3-D rotation effects to shapes, and warping to text and
images.

Using PowerPoint 2007, you can create and save a custom presentation layout.

The new SmartArt graphics feature offers new diagram types and more layout options. You can even
convert bulleted lists into a diagram using the SmartArt diagram tools.

Use multiple monitors to provide one view for the presenter and another for the audience. The presenter
has access to upcoming slides, timing, and speaker notes, while the audience sees only the full view of
the slide.

Oddly not included in previous versions of PowerPoint, the Print Preview feature finally made the cut
this time around.

Now you can save a presentation as a PDF without using third-party software. PDF format allows you
to share your presentation with users on any platform. This feature requires an add-in.

Removes comments, tracked changes, metadata (document history such as the author and editors) and
other information that you don’t want to appear in the finished presentation.

Adding a digital signature to a presentation prevents inadvertent changes, ensuring that your content
cannot be altered.

Microsoft Office SharePoint Server 2007 makes it easier to share and manage presentations from within
PowerPoint.

Your Organization’s Name Here 11



The Fundamentals

Understanding the PowerPoint
2007 Program Screen

The PowerPoint 2007 program screen may seem
confusing and overwhelming at first. This lesson will help
you become familiar with the PowerPoint 2007 program
screen as well as the new user interface.

[ Exercise
¢ Exercise File: None required.

e Exercise: Understand and experiment with the different
parts of the Microsoft Office PowerPoint 2007 screen.

iu FERL
(05

Home Insert Design Animations

LA S Ko@) EoE== [ Ey [ & e
e 5] = o sy
Paste Mew ~ |B I U e 8 AV A | | . Shapes Arrange CQuick Editing
-S| slider ¥ — — | & - ~ Styles~ = -
Clipboard T Slides Font Paragraph Drawing
o—f;l = x| I I T AT Ty I T T T ET P PP P Iy i

i

s Presentationl - Microsoft PowerPaint

Slide Show

;

Review  View @

o

Lrovto@oeeio g

Click to add title

I - L L - -

Click to add subtitle

Click to add notes

Slide1 of 1

“Office Theme®

&

=

Office Button: Replaces the File menu found in previous
versions of PowerPoint.

© ©

Quick Access Toolbar: Contains common commands such
as Save, Undo, and Print. You can add more commands as
well.

@

Title bar: Displays the name of the program you are using
and the name of the presentation you are currently working
on.

Close button: Click here to close the current presentation.
If only one presentation is open, clicking this button will
close the PowerPoint program as well.

Ribbon: The tabs on the Ribbon replace the menus and
toolbars found in previous versions of PowerPoint.

Slide pane: Displays the slide you are currently working on.

@ © ©

¢ & © e © 0

Notes pane: Type any notes you want to use during a
presentation here.

Zoom slider: Click and drag the slider to zoom in or out of a
slide. You can also use the + and — buttons.

View buttons: Use these buttons to quickly switch between
Normal, Slide Sorter, and Slide Show views.

Status bar: Displays information about your presentation, such
as your current location in the presentation. Right-click the
status bar to specify what information is shown.

Outline tab: Focuses on the content of your presentation rather
than its appearance. Use the Outline tab when you want to add
large amounts of text to a presentation.

Slides tab: Contains a thumbnail image of every slide in the
presentation. Click a thumbnail to jump to that slide.

© 2007 CustomGuide, Inc.



The Fundamentals

Understanding the Ribbon

PowerPoint 2007 provides easy access to commands
through the Ribbon, which replaces the menus and
toolbars found in previous versions of PowerPoint. The
Ribbon keeps commands visible while you work instead
of hiding them under menus or toolbars.

The Ribbon is made up of three basic components:

Tabs

Commands are organized into tabs on the Ribbon. Each
tab contains a different set of commands. There are three
different types of tabs:

e Command tabs: These tabs appear by default
whenever you open the PowerPoint program. In
PowerPoint 2007, the Home, Insert, Design,
Animations, Slide Show, Review and View tabs
appear by default.

o Contextual tabs: Contextual tabs appear whenever
you perform a specific task and offer commands
relative to only that task. For example, whenever you
select a picture, a Picture Tools tab appears in the
Ribbon.

e Program tabs: If you switch to a different authoring
mode or view, such as Print Preview, program tabs
replace the default command tabs that appear on the
Ribbon.

Groups

The commands found on each tab are organized into
groups of related commands. For example, the Font group
contains commands used for formatting fonts. Click the
Dialog Box Launcher () in the bottom-right corner of a
group to display even more commands.

Buttons

One way to issue a command is by clicking its button on
the Ribbon. Buttons are the smallest element of the
Ribbon and change color when clicked.

@ Tips

v" The Ribbon shrinks or expands depending on your
screen resolution and the size of the program
window.

v You can hide the Ribbon so that only tab names
appear, giving you more room in the program
window. To do this, double-click the currently
displayed command tab. To display the Ribbon again,
click any tab.

[ Exercise
¢ Exercise File: None required.

* Exercise: Click each tab on the Ribbon to view its
commands.

Command tab

Contextual tab

ICE Ik

Presentationl - Microsoft PowerPoint Drawifig Tools, - =

® =

=)
—/‘ Home Insert Design Animations Slide Show Review View Format

== ¥ i~ Calibri Headings) - 44 - |} || A=~ ||~ =y [ ) -
Bai5s ° Ll R M

|B 7 U abe & 2-| | =
Paste New —_ = Shapes Arrange Quick Editing
- sidge~ * |||A~ Aa-||A &% |E=mEE] B - - styles- =4T || -
Clipboard| ™ Slides Font il Paragraph

Drawing il

Button Group Dialog Box

Launcher

Figure 1-3: Elements of the Ribbon.

Presentationl - Microsoft PowerPaint - =

x
i =
Home Insert Design Animations Slide Show Review View L)

. = x R EREREE ER AR R - R R BT ER R RN R - R R RPR SRR RER SLRIRIRY

Click to add title

Click to add subtitle

Click to add notes

Slide1 of 1 | “Office Theme® | <5

IEEE e oNE

Figure 1-4: Hiding the Ribbon gives you more room in the
program window.
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Using the Office Button and
the Quick Access Toolbar

Near the Ribbon at the top of the program window are
two other tools you can use to give commands in
PowerPoint 2007: The Office Button and the Quick
Access Toolbar.

Office Button

The Office Button appears in the upper-left corner of the
program window and contains basic file management
commands including New, which creates a new file;
Open, which opens a file; Save, which saves the currently
opened file; and Close, which closes the currently opened
file.

@ Tips

v The Office Button replaces the File menu found in
previous versions of PowerPoint.

Quick Access Toolbar

The Quick Access Toolbar appears to the right of the
Office Button and provides easy access to the commands
you use most frequently. By default, the Save, Undo, and
Redo/Repeat buttons appear on the toolbar; however, you
can customize this toolbar to meet your needs by adding
or removing buttons. (More on this in a later lesson.)

@ Tips

v" You can change where the Quick Access Toolbar
appears in the program window. To do this, click the
Customize Quick Access Toolbar button at the end
of the Quick Access Toolbar. Select Show Below the
Ribbon or Show Above the Ribbon, depending on
the toolbar’s current location.

[ Exercise
« Exercise File: None required.

« Exercise: Click the Office Button to open the Office
Button menu. Move the Quick Access Toolbar below the
Ribbon, then move it back above the Ribbon.

Office Button

Quick Access Toolbar

P\ [ T

Recent Documents
) e
1 Presentation Views.pptx 1=
= i {
% Open 2 Marketing Strategy.pptx 1=
— 3 CustomGuide News.pptx [=1
e -
1
rl Save As b
-
| * Print »
55 Frepare ¥
.ad. Send 3
./ Publish ¥
=u=
L3
= Close

[ £ PowerPoint Options | .X Exit PowerPoint |

Figure 1-5: The Office Button menu.

Undo Customize

Save Repeat

o
5
G

Figure 1-6: The Quick Access Toolbar.
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Using Keyboard Commands

Another way to give commands in PowerPoint 2007 is
using the keyboard. There are two different types of
keyboard commands in PowerPoint 2007: keystroke
shortcuts and Key Tips.

Keystroke shortcuts

Without a doubt, keystroke shortcuts are the fastest way to
give commands in PowerPoint 2007. They’re especially
great for issuing common commands, such as saving a
presentation or undoing your last action.

In order to issue a command using a keystroke shortcut,
you simply press a combination of keys on your
keyboard. For example, rather than clicking the Copy
button on the Ribbon to copy text, you could press and
hold the copy keystroke shortcut, <Ctrl> + <C>.

Key Tips

New in PowerPoint 2007, Key Tips appear whenever you
press the <Alt> key. You can use Key Tips to perform just
about any action in PowerPoint, without ever having to
use the mouse.

To issue a command using a Key Tip, first press the <Alt>
key. Tiny letters and numbers, called badges, appear on
the Office Button, the Quick Access Toolbar, and all of
the tabs on the Ribbon. Depending on the command you
want to issue, press the letter or number key indicated on
the badge. Repeat this step as necessary until the desired
command has been issued.

[ Exercise
« Exercise File: None required.

« Exercise: Memorize some common keystroke shortcuts.
Then view Key Tips in the program.

Table 1-2: Common Keystroke Shortcuts

<Ctrl> + <O> Opens a presentation.

<Ctrl> + <N> Creates a new presentation.

<Ctrl> + <S> Saves the current presentation.

<Ctrl> + <P> Prints the presentation.

<Ctrl> + <B> Toggles bold font formatting.

<Ctrl> +<I> Toggles italic font formatting.

<Ctrl> + <C> Copies the selected text or object.

<Ctrl> + <X> Cuts the selected text or object.

<Ctrl> + <Vv> Pastes the selected text or object.

<Ctrl> + <Home> Moves the insertion point to the
beginning of the presentation.

<Ctrl> + <End> Moves the insertion point to the end of

the presentation.

Key Tip badge

——/l o e
;

oE|=  Calibri [Headings) - 44 -
J By |B I U ahe § 2-

]

Paste Mew

- | slider 32 | |A - Aa-||A A%

Figure 1-7: Press the <Alt> key to display Key Tips.

Presentationl - Microsoft PowerPoint
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|
Clipboard M slides Font (] Paragraph

(7]
A
Shapes Arrange CQuick - Editing
- - Styles = =+ 7 -
(] Drawing IFi
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The Fundamentals

Using Contextual Menus and
the Mini Toolbar

There are two tools that you can use in PowerPoint 2007
that make relevant commands even more readily
available: contextual menus and the Mini Toolbar.

Contextual menus

A contextual menu displays a list of commands related to
a specific object or area. To open a contextual menu:

1. Right-click an object or area of the presentation or
program screen.

A contextual menu appears, displaying commands
that are relevant to the object or area that you right-
clicked.

2. Select an option from the contextual menu, or click
anywhere outside the contextual menu to close it
without selecting anything.

The Mini Toolbar

New in PowerPoint 2007, the Mini Toolbar appears
whenever you select text and contains common text
formatting commands. To view the Mini Toolbar:

1. Select a block of text.

The Mini Toolbar appears above the text you
selected.

© Trap: Sometimes the Mini Toolbar can be hard to
see due to its transparency. To make the Mini
Toolbar more visible, point to it.

2. Click the desired command on the Mini Toolbar or
click anywhere outside the Mini Toolbar to close it.

@ Tip: If you don’t want the Mini Toolbar to appear
every time you select a block of text, click the
Office Button and click the PowerPoint Options
button. Click the Personalize category, uncheck
the Show Mini Toolbar on selection check box,
and click OK.

[ Exercise
« Exercise File: None required.

» Exercise: Display a contextual menu in the main area and
other parts of the program window.

Cut
Copy

(e i o

Paste

Exit Edit Text

Font...

Paragraph...

EBullets 3
Mumbering 4

Convert to SmartArt 3

e TR e

Hyperlink...

Synonyms 3
| Format Text Effects...

% Format Shape...

Figure 1-8: A contextual menu.

Figure 1-9: The Mini Toolbar.
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Using Help

When you don’t know how to do something in
PowerPoint 2007, look up your question in the
PowerPoint Help files. The PowerPoint Help files can
answer your questions, offer tips, and provide help for all
of PowerPoint’s features.

Search for help
1. Click the Microsoft Office PowerPoint Help button
(@) on the Ribbon.
The PowerPoint Help window appears.
Other Ways to Open the Help window:
Press <F1>.
2. Type what you want to search for in the Type words
to search for box and press <Enter>.
A list of help topics appears.
3. Click the topic that best matches what you’re looking
for.
PowerPoint displays information regarding the
selected topic.
Browse for help
1. Click the Microsoft Office PowerPoint Help button
(@) on the Ribbon.
The PowerPoint Help window appears.
Other Ways to Open the Help window:
Press <F1>.
2. Click the category that you want to browse.
The topics within the selected category appear.
3. Click the topic that best matches what you’re looking
for.
PowerPoint displays information regarding the
selected topic.
Choose the Help source

If you are connected to the Internet, PowerPoint 2007
retrieves help from the Office Online database by default.
You can easily change this to meet your needs.

1. Click the Search button list arrow in the PowerPoint
Help window.

A list of options appears.

[ Exercise
« Exercise File: None required.

« Exercise: Search the phrase “add text to a slide”. Search
the term again using Offline Help. Browse topics in the
“Format slides or presentations” category of Help.

€ PowerPoint Help =
x R A df|:|lh AL b2 @ T
- B Search -
[~
lm
‘What's new Gekting help
Activating PowerPoink Cuskomizing
File management Creating a presentation
Format slides or presentations working with graphics and charts
Using templates and masters Deliver, distribute, or publish a
presentation
Creating support materials Animation effects
Add sounds or movies Import content from other
applications
Import conkent: From other Work with photo albums
PowerPoint versions
Review and add comments to a Saving and prinking
presentation
Collabaration Security and privacy 7
All PowerPoint | " Connected to Office Online  .:

Figure 1-10: The PowerPoint Help window.

Table 1-3: Help buttons

Click here to move back to the

=, e previous help topic.

Click here to move forward to
the next help topic.

&

Forward

Click here to return to the Help

A home page.
. Click here to print the current
Print .
help topic.

Click here to change the size of

Clenee Fon S the text in the Help window.

Show Table of Click here to browse for help

& & [&] B

Contents using the Table of Contents.
Click here to layer the Help
window so that it appears behind
E EEp O Ve all other Microsoft Office

programs.
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2.

Select an option from the list.

@ Tips

v

v

When a standard search returns too many results, try
searching offline to narrow things down a bit.

Office 2007 offers enhanced ScreenTips for many
buttons on the Ribbon. You can use these ScreenTips
to learn more about what a button does and, where
available, view a keystroke shortcut for the
command. If you see the message “Press F1 for more
help”, press <F1> to get more information relative to
that command.

When you are working in a dialog box, click the
Help button (&) in the upper right-hand corner to get
help regarding the commands in the dialog box.

The “Type a question for help” box that was available
in previous versions of Microsoft PowerPoint is not
available in PowerPoint 2007.

18
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Exiting PowerPoint 2007 [ Exercise

¢ Exercise File: None required.

When you’re finished using PowerPoint 2007, you should

exit it. Exiting a program closes it until you need to use it * Er)c‘)zgrfe: Exit the Microsoft Office PowerPoint 2007

again.
1. Click the Office Button.

2. Click Exit PowerPoint.
The PowerPoint program closes.

Other Ways to Exit PowerPoint:

Double-click the Office Button. Or, if you only
have one presentation open in PowerPoint, click
the Close button in the upper-right corner of the
program window. Or, press <Alt> + <F4>.

@ Tips

v Having too many programs open at a time could slow
down your computer, so it’s a good idea to exit all
programs that aren’t being used.

-/E_éi = LR Presentationl - Microsoft PowerPoint . = X
iew View @
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a
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-
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‘ g PowerPoint Options ‘”X Exit PowerPoint II

Slide1 of1 | "Office Theme™ EEE e (s

Figure 1-11: Exiting Microsoft PowerPoint.
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P rese n tati O n You can do many great things with a

presentation, but before you can get into

B aS i CS some of the more fun tasks, like

formatting and animation, you need to
learn the more basic tasks, like how to

Creating a New Presentation................cccvvveee. 22 - ;
create a presentation and save it.
Inserting Slides and Selecting a Layout ......... 24 . . .
_ g _ g Y This chapter will teach you the most basic
Openlng aPresentation .......ccooovveviiiiiiieis 26 commands and functions you can perform
Navigating a Presentation .............c..c.cccov..... 27 in PowerPoint, such as how to create,
SCroll Dars.......ccovveieieee e 27 open, save, and close a presentation. You
Keystroke Shortcuts ..........c.cccveeveeeveenene. 27 will also learn how to insert a new slide
The Slides tab........cccocoeveiiiiiceeee, 27 and navigate between slides in a

Using Undo, Redo and Repeat...........c.c.coo...... 28 presentation.

Saving a Presentation............cccoceeeee i, 30

Using Print Preview............ccccocoiiiiciene, 32 ) -

Printi P ati 33 Using Exercise Files

rinting a Presentation ..., This chapter suggests exercises to practice
Standard Print........cccooecieeiee e, 33 .
- - the topic of each lesson. There are two
QUICK Print ..., 33 .
ways you may follow along with the
Closing a Presentation...............ccoceoviiiiiennns 34 exercise files:

o Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

o Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last
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Creating a New Presentation

Creating a new presentation is one of the most basic
commands you need to know in PowerPoint. A new blank
presentation appears by default whenever you open the
PowerPoint program, but this lesson will show you how
to create one on your own.

You can also create a new presentation using a template.
Atemplate is a pre-designed presentation that you can use
if you don’t have the time or creative ability to design
your own presentation from scratch.

Create a new blank presentation

1. Click the Office Button and select New.

The New Presentation dialog box appears. By
default, the Blank Presentation option is already
selected.

2. Make sure the Blank Presentation option is selected
and click Create.

A new blank presentation appears in the program
window.

Other Ways to Create a Blank Presentation:
Press <Ctrl> + <N>.

Create a new presentation from a template

1. Click the Office Button and select New.
The New Presentation dialog box appears.

There are four options when it comes to creating a
new presentation from a template:

o Installed Templates: Select this option to select
from the templates that were installed on your
computer with Microsoft Office. Once you’ve
found a template that you like, click Create.

o My templates: Select this option to select a
template that you have created or saved on your
computer.

¢ New from existing: If you want to base your new
presentation on an existing one, select this option.

¢ Microsoft Office Online: Under Microsoft Office
Online, click a category to view the templates
associated with it. Once you’ve found a template
that you like, click Download.

o Installed Themes: Select this option to select
from the themes that were installed on your
computer with Microsoft Office.

[ Exercise
« Exercise File: None required.

« Exercise: Create a new blank presentation. Create a
second new presentation using the Contemporary Photo
Album template.

New Presentation B

| Tempiates “l@® Ig-‘-w'-:.\cn-i‘:t-\';i—;i: Contemporary Photo Album

Blank and recent

Installed Templates | | | Installed Templates

Installed Themes

My templates..
New from existing...
Microsoft Office Online

Featured

A d
e Classic Phato Album
Award certificates

Calendars

Content slides
Design slides
Diagrams

Tnvitations

Plans ey
Presentations

Reparts

Figure 2-1: The New Presentation dialog box.
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2.

Select the desired options in the New Presentation
dialog box and click Create when you’re finished.

@ Tips

v

v

Don’t be afraid to delete elements of a template that

you don’t need, such as extra slides, images, and text.

The AutoContent Wizard, available in previous
versions of PowerPoint, is not available in
PowerPoint 2007. However, most of the themes and
layouts that existed in the AutoContent Wizard are
available via the templates found in PowerPoint
2007.

Your Organization’s Name Here
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Inserting Slides and Selecting
a Layout

This lesson will show you how to insert a new slide, how
to select a layout for the new slide, and how to delete a
slide.

Insert a new slide

Inserting a new slide is quick and easy.

e Click the Home tab on the Ribbon and click the New
Slide button in the Slides group.

A new slide is added to the presentation.

Other Ways to Insert a New Slide:

Press <Ctrl> + <M>, or right-click a slide on the
Slides tab in the Outline pane and select New
Slide from the contextual menu.

Select a layout

If you don’t like the layout that has been assigned to the
new slide by default, choose a new one. PowerPoint 2007
gives you nine different layouts to choose from, and you
can even create your own custom layouts (more on this
later).

The layout name tells you which types of text and/or
object placeholders are included in the layout; for
example, the Title and Content layout contains a title
placeholder and a body text placeholder.

1. Click the Home tab on the Ribbon and click the
Layout button in the Slides group.

The Layout gallery appears.

2. Select the layout you want to use.
The new layout is applied to the slide.

Other Ways to Select a Layout:

On the Slides tab in the Outline pane, right-click
the slide whose layout you want to change. Select
Layout from the contextual menu and select a
layout from the list.

@ Tip: If you don’t find a layout that meets your
needs perfectly, don’t fret; you can always
modify, move, or delete placeholders.

[ Exercise
« Exercise File: None required.

« Exercise: Open a new blank presentation, if necessary.
Insert a new slide into the blank presentation. Insert another
new slide, this time using the Two Content layout.

Layout button

|
_5'|v
=1

New Slide
button = Reset button
MNew
New Slide button——S5lide ~ % Delete Slide
list arrow Slides button

Figure 2-2: The Slides group on the Home tab.

Table 2-1: PowerPoint 2007 Slide Layouts

Title Slide

Title and Content

Section Header

Two Content

Comparison

Title Only

Blank

Content with Caption

Picture with Caption
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Insert a new slide using the Layout gallery

You can insert a new slide and select a layout at the same
time using the Layout gallery.

1.

Click the Home tab on the Ribbon and click the New
Slide button list arrow in the Slides group.

The Layout gallery appears, listing the available
layouts you have to choose from.
Select a layout from the list.

A new slide with the selected layout is inserted into
the presentation.

Delete a slide

If you decide you don’t need a slide, delete it.

1.

2.

Navigate to the slide you want to delete.

Click the Home tab on the Ribbon and click the
Delete button in the Slides group.

The slide is deleted.

Other Ways to Delete a Slide:
On the Slides tab in the Outline pane, select the
slide you want to delete and press <Delete>.

Your Organization’s Name Here
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Opening a Presentation

Opening a presentation that you or someone else has
previously created and saved is one of the most basic and
common tasks in Microsoft PowerPoint.

1.

Click the Office Button and select Open.
The Open dialog box appears.

Other Ways to Open a Presentation:
Press <Ctrl> + <O>.

Navigate to the location where the file you want to
open is stored.

The Open dialog box has several controls that make it
easy to navigate to locations and find files on your
computer:

e Address bar: Click a link in the Address bar to
open it. Click the arrow to the right of a link to
open a list of folders within that location. Select a
folder from the list to open it.

e Favorite Links: Shortcuts to common locations
on your computer, such as the Desktop and
Documents Folder.

e Search box: This searches the contents—
including subfolders—of that window for the text
that you type. If a file’s name, file content, tags, or
other file properties match the searched text, it
will appear in the search results. Search results
appear as you enter text in the search box.

Select the file you want to open and click Open.

The presentation appears in the program window.

@ Tip: To open a presentation that has been used
recently, click the Office Button and select a
presentation from the Recent Documents list.

1 Exercise

« Exercise File: Marketing Strategy.pptx

« Exercise: Open the Marketing Strategy presentation,
located in your Practice folder.

Favorite Links Address bar Search box
(i@ Open @
@\/.l . <« PowerPoint 2007 practice files » - |4f ‘ | Search P

% Recent Places
Bl Desktop

18 Computer
[E| Documents
&

E Pictures

@ Music
IR Searches
Public

Folders

Recently Changed

~

File name

B New Folder

Name_ Date modified

. Other
Es] American History7-1
&) American History7-2
Es] American History7-3
Est] American History7-4
Es] American History7-5
hﬂ]AmencaH History7-6
II\ﬂ]AmencaH History?-7
EsH] American History7-8
&) American History7-2
Es] American History7-10
Esf] American History7-11
E4] Cholesterol
Es] Employee Orientation11-1
Est] Employee Orientation11-2

4 m

Type Size
k] Employee Orientation11-3
kel Employee Orientation1-4
kel Employee Orientation11-5
k] Employee Orientation12-1
k=] Employee Orientation12-2
£l Employee Orientation12-3
iﬂ] Employee Orientation12-4
iﬂ] Employee Orientation13-1
kef Employee Orientation13-2
keH Employee Orientation13-3
ke Employee Orientation13-4
ke Historical Tours3-1

kel Historical Tours3-2

kel Historical Tours3-3

ke Historical Tours3-4

+ [AI PowerPoint Presertations +
Tools = Cancel

Tags
k<] Historical Tours3-5
Es] Historical Tours3-6
k=] Historical Tours3-7
] Historical Tours3-8
k] Historical Tours3-9
EInformational Seminard,
'ﬁjlnfwmatmnal Seminard|
‘\ﬂjlnfwmatmnal Seminard|
] Informational Seminard,
] Informational Seminard,
k] Informational Seminard,
k] Informational Seminard
ks Marketing Strategy
E=H North Shore Travel
E<!] Presentation Views

r

Figure 2-3: The Open dialog box. To open a file, you must
first navigate to the folder where it is saved. Most new files
are saved in the Documents folder by default.
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Navigating a Presentation

Before you start entering information into a
presentation, you need to learn how to move around in
one. This lesson shows you several ways to navigate
through your presentations.

Scroll bars

The scroll bars are the most basic way to move between
slides in a presentation. The vertical scroll bar is
located along the right side of the window and is used
to move up and down in a presentation. The horizontal
scroll bar is located along the bottom of the Slide pane,
and is used to move from left to right when a slide
doesn’t fit entirely in the window.

e When you click the Scroll Up or Scroll Down
buttons, PowerPoint moves up or down one slide.

e Click and drag the scroll box to move quickly
around a presentation.
Navigation keystrokes

You can also use keystroke shortcuts, or navigation
keystrokes, to move around in a presentation:

Table 2-2: Navigation Keystrokes

<Home> Jumps to the beginning of the line.
<End> Jumps to the end of the line.

<Page Up> Jumps to the previous slide.
<Page Down> Jumps to the next slide.

<Ctrl> + <Home> Jumps to the beginning of the
presentation.

<Ctrl> + <End> Jumps to the end of the presentation.

Slides tab

You can use the Slides tab in the Outline pane to

quickly jump to a specific slide in a presentation.

e  On the Slides tab in the Outline pane, click the
slide you want to navigate to.

PowerPoint jumps to the selected slide.

O Exercise
« Exercise File: Marketing Strategy.pptx

« Exercise: Use the vertical scroll bar to navigate to the
third slide in the presentation. Use a keystroke shortcut to
jump to the end of the presentation.

Presented by Jeanne Trudeau
N

Click to add notes

N s

Slide1fof4 = “Deluxe” EEEFT e

Slides tab Scroll bars

Figure 2-4: Use the scroll bars and the Slides tab in the
Outline pane to navigate a presentation.

|a— Scroll Up

Scroll box E

= Scroll Down

Figure 2-5: The parts of a scroll bar.
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Using Undo, Redo and Repeat

You don’t need to be afraid of making mistakes in
PowerPoint because you can use the Undo feature to
erase your actions. This lesson will show you how to
use the Undo, Redo, and Repeat commands.

Undo a single action

e  Click the Undo button on the Quick Access Toolbar.

Your last action is undone. For example, if you had
deleted an item and then decided you wanted to
keep it after all, using Undo would make the item
reappear.

Other Ways to Undo:
Press <Ctrl> + <Z>.

Undo multiple actions

The Undo feature saves up to 100 of your previous
actions, making it easy for you to undo multiple
actions.

1. Click the Undo button list arrow on the Quick
Access Toolbar.

A list of your most recent actions appears. This list
must be used in order; for example, if you delete a
slide, insert a title, and then change the font color,

you cannot undo the title without first undoing the
font color.

@ Tip: You can undo up to 100 of your previous
actions in PowerPoint, even after saving the
presentation.

2. Click the action that you want to undo.

PowerPoint undoes the selected action and all
actions that were performed after it (all actions that
appear above it in the list).

Redo an action

If you change your mind, you can “redo” the action that
you just undid. Here’s how...

e  Click the Redo button on the Quick Access
Toolbar.

Other Ways to Redo an Action:
Press <Ctrl> + <Y>.

@ Tip: Click the Redo button multiple times to
redo multiple actions.

[ Exercise
¢ Exercise File: Marketing Strategy.pptx

« Exercise: Delete the last slide in the presentation, then
undo this action.

Undo
button
i) | =—— Undo button
list arrow

(ﬁg\ = q g ) Marketing Strategy.pptx - Microsoft PowerPoint - B
W=

x

Delete Slide % esign  Animations  Slide Show Review  View @
- Undo1 Adion

&

=l "l_j) =] LGy
El o
- Shapes Arrange Quick Editing
- T Styles = -
Drawing

= g & [[B £ U abe & 2|
Paste New —

- | sider ¥ ||[A - Aar||A AT
Clipbo.. || slides Font

=] x

w Existing Product

Click to add notes

lEEE e oy

Slide3 of3 | “Deluxe” | 5

Figure 2-6: You can undo multiple actions by clicking the
Undo button list arrow on the Quick Access Toolbar.
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Repeat an action

Repeat is different from Redo, because Repeat repeats
your last command or action (if possible). For example,
let’s say you want to delete several slides. Rather than
deleting each slide one by one by clicking the <Delete>
key repeatedly, you could delete one slide and then use
the Repeat command to delete all the others.

e Click the Repeat button on the Quick Access
Toolbar.

Other Ways to Repeat a Command:
Press <F4>.

© Trap: The Redo and Repeat buttons toggle
between the two commands. The Redo button
only appears when you’ve just used the Undo
command. Once you’ve redone all the actions that
were undone, the button changes back to the
Repeat button.

Repeat button

H9-0 7

Figure 2-7: The Repeat button on the Quick Access

Toolbar.

Your Organization’s Name Here

29



Presentation Basics

Saving a Presentation

Once you have created a presentation, you need to save it
if you ever intend on using it again. This lesson will show
you how to save a presentation, how to save any changes
made to a presentation, and how to save a presentation
under a different file name, location, and/or format.

@ Tips

v' By default, all presentations created in PowerPoint
2007 are saved using the new PowerPoint XML
format (.pptx). This format is much smaller in file
size and makes it easier to recover damaged or
corrupted files.

Save a new presentation

1. Click the Office Button and select Save As.
The Save As dialog box appears.

Other Ways to Save:
Click the Save button on the Quick Access
Toolbar, or press <Ctrl> + <S>.

2. Specify the drive and/or folder where you want to
save the presentation.

The Save As dialog box has several controls that
make it easy to navigate to locations on your
computer:

e Address bar: Click a link in the Address bar to
open it. Click the arrow to the right of a link to
open a list of folders within that location. Select a
folder from the list to open it.

e Favorite Links: Shortcuts to common locations
on your computer, such as the Desktop and
Documents Folder.

e Folders List: View the hierarchy of drives and
folders on your computer by expanding the
Folders list.

3. Type a name for the presentation in the File name
text box.

4. Click Save.
Save presentation changes

e Click the Office Button and select Save.

PowerPoint saves any changes that have been made
to the presentation.

[ Exercise
« Exercise File: None required.

« Exercise: Open a new, blank presentation in PowerPoint.
Save the presentation with the file name “Blank
Presentation”. Make a few changes to the presentation and
save the presentation again with a new name: “Practice

Presentation .

Favorite Links

Address bar

IIF Save As

@vvl . s« PowerPoint 2007 practice files »

— %5 Recent Places

More »

Folders
. OQutlook 2007
Outlock Archive
Portraits
. PowerPoint 2007
. PowerPoint 2007
Other
. PresentationCD
. presentations

< ~ [ NewFolder

Name Date modified

. Other

E<l] American History7-1

Esl] American History7-2
™ Esl] American History7-3
Esl] American History7-4
Esl] American History7-5
Esl] American History7-6
Esl] American History7-7
Esl] American History7-8
Esl] American History7-2
Esl] American History7-10
Esl] American History7-11

-

-4 m

Type Size Tags

E<l] Employee Orientationl1-1
E<l] Employee Orientationl1-2
Esl] Employee Orientationl1-3
Esl] Employee Orientationl1-4
E<l] Employee Orientationl1-5
E<l] Employee Orientationl2-1
Esl] Employee Orientationl2-2
Esl] Employee Orientationl2-3
Esl] Employee Orientationl2-4
Esl] Employee Orientationl3-1
E<l] Employee Orientationl3-2
Esl] Employee Orientationl3-3

File name: | Annual Saleg

Save as type: IPowerPomt Presentation

“ Hide Folders

Authors: Kitty Rogers

Tags: Add atag

Tools = [ Concal

Folders List

Figure 2-8: The Save As dialog box.
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Other Ways to Save Changes:
Click the Save button on the Quick Access
Toolbar, or press <Ctrl> + <S>.

Save a presentation under a different name
and/or location

When you save a presentation under a different name or
location, you are essentially creating a new file. The
original file is saved with its original name and/or in its
original location, and a copy of the file is saved with the
new name and/or in the new location.

1. Click the Office Button and select Save As.
The Save As dialog box appears.

2. Enter a different name for the file in the File name
text box and/or navigate to the new location where
you want to save the file.

3. Click Save.

The original presentation is replicated and saved
under the new name, and the original presentation
closes. Now you can work on the new presentation
without changing the original.

Save a presentation in a different file format

Just as some people can speak several languages,
PowerPoint can read and write in other file formats.
Saving a presentation in a different file format makes it
easier to share information between programs.

1. Click the Office Button and select Save As.
The Save As dialog box appears.

2. Click the Save as type list arrow and select a file
format.

3. Click Save.

@ Tip: In order to save a file in .pdf or .xps format,
you need to install an add-in. To do this, open the
Office Button menu, point to Save As, and select
Find add-ins for other file formats from the
menu.

Table 2-3: Common File Formats in PowerPoint

.pptx

.ppt

.pdf

XpS

.potx

pot

thmx

.pps/.ppsx

.html

wmf

.emf

rtf

sldx

Presentations created in PowerPoint 2007 are
saved in this XML-enabled format by default.

Presentations that were created in PowerPoint 97
— 2003 are saved in this format.

This format preserves document formatting and
enables file sharing across any platform.

XPS Document Format is a new Microsoft
electronic paper format used to exchange
documents in their final form.

Saves a presentation as a template that you can
use to format future presentations.

Templates that were created in PowerPoint 97 —
2003 are saved in this format.

Saves a presentation as an Office theme.

Saves the presentation so that it opens in Slide
Show view rather than Normal view.

Saves the presentation as a Web page.

Windows Metafile. Saves a slide as a 16-bit
graphic.

Enhanced Windows Metafile. Saves a slide as a
32-bit graphic.

Rich Text Format. Saves the presentation as a
text-only document.

An autonomous slide file.

Your Organization’s Name Here
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Using Print Preview

Print Preview allows you to see what a presentation will
look like when printed.

1. Click the Office Button and point to the Print list
arrow.

A list of Print options appears.

© Trap: If you accidentally click Print instead of the
Print list arrow, the Print dialog box will appear.
Click the Close button to close this dialog box and
try again.

2. Select Print Preview.

The presentation opens in Print Preview. Notice that
the Ribbon changes to display only the Print Preview
tab.

3.  When you’re finished previewing the presentation,
click the Close Print Preview button in the Preview
group on the Print Preview tab.

Print Preview closes and you return to your
presentation.

@ Tips

v" To zoom in on a slide, click the slide with the
pointer. To zoom out, click the slide again.

v You can print directly from Print Preview by clicking
the Print button in the Print group.

Table 2-4: Buttons on the Print Preview Tab

Sends the presentation
Print directly to the default
printer.

[3

Print

7

Click here to select Print
options.

H Options

Click here to zoom in or out

AT of a slide.

)

Click here to enlarge or
shrink a slide so that it fits
perfectly inside the
program window.

Zoom

G

Fit to Window

Jumps to the next slide in

& N R the presentation.

Preview

k-

Jumps back to the previous

Previous Page slide in the presentation.

[ Exercise
« Exercise File: Marketing Strategy.pptx

« Exercise: View the presentation in Print Preview. Zoom in
on the presentation. Close Print Preview.

Preview and print the document

Print

iy
|

HQ,J Select a printer, number of copies, and
Open other printing options before printing,

i Quick Print
Save E Send the presentation directly to the
- default printer without making changes.

rl = Print Preview
Save As b ﬁ Preview and make changes to pages before
printing.

o Prepare »

7 Publish

==

(-1
| Llose

i j PowerPoint Options i:X Exit PowerPoint

Figure 2-9: The Office Button menu.

=N | & |5 Annual Sales.pptx [Preview] - Microsoft PowerPoint .= x
-~ :
— Print Preview @
= . % e = | .
Ul [y | printwnat L | _‘_]- L& Mext Page 5
Print Options | sjides + | Orientation || Zoom Fitto 4'.‘ Previous Page | Close Print

Windaow Preview
Print Page Setup Zoom Preview

Important Facts to Remember

Time is of the essence

are better than one

ow more than you can chew

o

Print: Page 2 of 4 | 5 IEEET e one

Figure 2-10: A presentation shown in Print Preview.
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Printing a Presentation

There are two ways to print in PowerPoint 2007:

e Standard Print: Opens the Print dialog box where

you can select a printer, how many copies you want

to print, and other options.

e Quick Print: Sends the presentation directly to the
default printer without making any changes.

Standard Print

1. Click the Office Button and select Print.
The Print dialog box appears.

Other Ways to Open the Print Dialog Box:
Press <Ctrl> + <P>,

2. Specify the print options for the presentation.

3. Click OK.

The Print dialog box closes and the presentation is
sent to the printer.

Quick Print

1. Click the Office Button and point to the Print list
arrow.
2. Select Quick Print from the list.

PowerPoint sends the presentation to the default
printer.

1 Exercise

« Exercise File: Marketing Strategy.pptx

e Exercise: Print the current slide of the presentation.

Print (2 i)
Frinter
Name: = Tektronix Phaser 860M by Xerox [=] [ Properties
e [ER _ Find Printer...
Type: Tektronix Phaser 860N by Xerox
Where: 192.168.0.37
Comment: [T print to file
Print range Copies
@ al _ Current slide Selection Mumber of copies:
" Slides:

1,3,5-12

Print what:

Slides Iz‘

Colorfgrayscale:

Color E

Prewview

Enter slide numbers and/or slide ranges. For example,

Collate
Handouts

:

G4

@) Horizonta Vertica G

[ 5cale to fit paper Print hidden slides
[ Frame slides [ High guality
[ OK ] I Cancel

ol

Figure 2-11: The Print dialog box.

Table 2-5: Print Dialog Box Options

Name

Properties

Print Range

Number of Copies

Print what

Color/grayscale

Specify which printer you want to send
your presentation to. The default
printer is displayed automatically.

Displays a dialog box with options
available for your specific printer.

Specify whether you want to print all
slides, the current slide, or only
specified slides.

Specify the number of copies you want
to print.

Select the component of the
presentation that you want to print; for
example, slides, handouts, notes pages,
or the presentation’s outline.

Specify whether you want to print in
grayscale, color, or black and white.
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Closing a Presentation [ Exercise

o ) . « Exercise File: Marketing Strategy.pptx
When you’re finished working on a presentation, you

need to close it. e Exercise: Close all open presentations.

e Click the Office Button and select Close.

P 3

The presentation closes. @ d ¢

Other Ways to Do Close: j e Recent Documents

Click the Close button in the upper right-hand 1 Annual Sales.pptx =

corner of the program window, or press <CtrI> + ~ A DT S =

7 Open B

<W>- p— 3 Presentation Views.pptx {=1
@ Tip: If you have more than one presentation open, H Save

clicking the Close button only closes the current

presentation. If you only have one presentation H Save s

open onscreen, clicking the Close button closes

the PowerPoint program as well. Q:jrl mmt

@‘ Prepare #

_ﬁ Send »

./ Publish »
=1 =4

Jﬂ Close

s

|j PowerPoint Options IX Exit PowerPoint

Figure 2-12: Closing a presentation.
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Inserting and
Editing Text

INSErting TeXt .....uvvviiiiee e 36
Inserting a TexXt BOX .......ccoociviiiiiiiciniicc e, 37
Editing TeXt ..ooooviiieeeee e 38

Select text ..o 38

Replace teXt. ., 38

Delete teXt. . 38
Cutting, Copying and Pasting Text.................. 39
Using the Office Clipboard.............ccccccvvveeeennn. 41
Moving and Copying Text Using the Mouse... 42
Checking Your Spelling..........cccovveeveeiiiiiiinnn, 43
Finding and Replacing TeXt...........coccvvvveeeeenn. 45

Inserting Symbols and Special Characters .... 47

Now that you’re familiar with the
PowerPoint basics, you’re ready to move
on to inserting and editing text. This
chapter explains everything you need to
know about working with text, including
how to insert and edit text; how to cut,
copy, and paste text; and how to correct
spelling errors. You will also learn how to
find and replace text and insert special
characters, such as trademark and
copyright symbols.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

o Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

o Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Inserting Text

Every slide has one or more areas, called placeholders,
where you can insert text. Placeholders are hard to miss,
since they’re labeled “Click to add title” or “Click to add
text,” and are extremely easy to work with.

1. Click the placeholder where you want to insert your
text.

An insertion point appears inside the placeholder.

2. Start typing.
The new text appears on the slide.
@ Tips

v Placeholders grow and shrink to accommodate any
text that you enter.

v If you are creating a bulleted list, press <Enter> after
each paragraph to add another bullet to the list.

v" To learn how to move, resize, copy, or delete
placeholders, see the chapter on Working with
Objects.

[ Exercise
« Exercise File: HistoricalTours3-1.pptx

« Exercise: On the second slide, click the “Click to add
title” placeholder and type “Historical Destinations”. Then,
click the “Click to add text” placeholder and type “Central
and South America”. Press <Enter> and type “Europe”,
press <Enter> and type “Asia”. Save your work.

Placeholders

\Click to add title

\
\ Click to add subtitle

Figure 3-1: Dotted lines surround empty placeholders.
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Inserting a Text Box

Even though most slides have one or two placeholders for
you to insert text, it’s a good idea to learn how to insert
your own—especially if you plan on creating a blank
presentation any time soon.

Create a text box

1. Click the Insert tab on the Ribbon and click the Text
Box button in the Text group.

The pointer changes to a |, indicating you can draw a
text box.

2. Position the mouse pointer where you would like to
insert the text box, and click and drag until the text
box reaches the desired size.

3. Release the mouse button.

Insert text in a text box

As soon as you finish creating a text box, a blinking
cursor appears inside it, indicating that you can add text.

e Click the text box and start typing.

[ Exercise
¢ Exercise File: HistoricalTours3-2.pptx

« Exercise: Click the New Slide button list arrow in the
Slides group on the Home tab and select Blank from the list.
Insert a text box in the middle of this slide and type, “This is
a text box” inside it. Delete this slide when you’re finished.

Text Box button

"7_'3\_‘ (= s Histarical Tours3-2.pptx - Micosoft PowerPoint Drawing Tools - 8 X
)
=~ Hom Insert | Design  Animations  Slide Sho Review  View Format 2

:_l Elg Q‘ Ly shapes~ | @, Hyperlink A U] Header & Footer [#] Slide Mumber | £} Movie ~

cal £
Ee] T2 SmartArt | 5 Action <Al Wordart ~ €2 symbol 4f) sound -
Table | Picure Clip  Photo Tet o
B At Album - fill Chart Box 5y Date & Time »gd Object
Tlustrations Links Text Media Clips
O R g ‘‘‘‘‘‘ oo R B e 4
@
o Q — Pl 777777 T
R & P i
o This is a text box 9
- O——- ——— -——-0
[ m I
Click to add notes I
slide3 of8 | “solstice” | < IEEE e [ =

Figure 3-2: Inserting a text box.
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Editing Text

Oftentimes you will need to go back and make some
changes to the text in a presentation; for example, perhaps
you’ll want to delete a bullet or insert a new title. Before
you can do any of these things, however, you need to
know how to select text. This lesson will show you how
to select, replace, and delete text.

Select text

There are several ways to select text in PowerPoint 2007:

e Using the mouse: Move the mouse until the
insertion point is positioned before or after the text
you want to select. Then, click and hold down the
mouse button as you drag across the text. Release the

mouse button when the text you want to select is
highlighted.

e Using the keyboard: Position the insertion point
before or after the text you want to select, press and
hold down the <Shift> key, and use the arrow keys to
select the text.

¢ Using shortcuts: See the “Shortcuts for Selecting
Text” table to learn about selection shortcuts.

Replace text

Once you have a block of text selected, anything you type
will replace the selected text.

1. Select the text that you want to replace.

2. Type the new text.

The selected text is replaced with the new text.

Delete text

You can delete any selected text simply by pressing the
<Delete> key.

1. Select the text you want to delete.

2. Press <Delete>.
The text is deleted.

[ Exercise
« Exercise File: HistoricalTours3-3.pptx

» Exercise: Navigate to the last slide in the presentation,
select the words “Ricardo Perez”, and type “Luis
Gonzales”.

T2 -6 -
3)

- Home | Insert  Design  Animations  SlideShow  Review  View Format

= g =~ | |Gill Sans MT Body + |32 g~ ’-T‘}‘ e ‘7 & e

)
B o B 7 U e 8 M- BN e
New —— Quick Editing

F | siide~ 2 | |A~ Aar||A 7|5 Styles~ =i ™ -
Clipboard ™= Slides Font i Paragraph ~ Drawing o

[ N& XE‘\-"1“-\‘-‘\Q“al“-l‘-‘\-“2“-\‘-‘3-“|“-

Historical Tours3-3.pptx - Microsoft PowerPoint DrawingTools | — ™

® %

Faste Shapes Amrange

Tour Guides

» Ricardo Perez
. Frederica Berit VWe"
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Figure 3-3: Text that is selected appears highlighted in
blue.

Table 3-1: Shortcuts for Selecting Text

To select a word Double-click the word.

To select a line or
sentence

Triple-click the line or sentence.

To select all the
text on a slide

Click the slide icon (=) on the Outline
tab in the Outline pane.

To select all the Press <Ctrl> + <A>,

text in a text box
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Cutting, Copying and Pasting
Text

You can easily move text to a new location in a
presentation by cutting or copying it and then pasting it in
the new location. Cutting, copying, and pasting text is one
of the more common tasks you will perform in
PowerPoint.

@ Tips

v"In addition to text, you can cut, copy, and paste just
about any item in a presentation, including clip art,
shapes, placeholders, and tables.

Cut text

When you cut text, it is removed from its original location
and placed in a temporary storage area called the
Clipboard.

1. Select the text or object you want to cut.

2. Click the Home tab on the Ribbon and click the Cut
button in the Clipboard group.

The text is removed from the document and placed
on the Clipboard.

Other Ways to Cut:

Press <Ctrl> + <X>. Or, right-click the text you
want to cut and select Cut from the contextual
menu.

Copy text

When you copy text, the selected text remains in its
original location and a copy of it is added to the
Clipboard.

1. Select the text or object you want to copy.

2. Click the Home tab on the Ribbon and click the
Copy button in the Clipboard group.

Notice that unlike cutting, the original text remains in
the document.

Other Ways to Copy:

Press <Ctrl> + <C>. Or, right-click the text you
want to copy and select Copy from the contextual
menu.

[ Exercise
« Exercise File: HistoricalTours3-4.pptx

e Exercise: Navigate to Slide 6 and cut the paragraph
“Highlights: Eiffel Tower, Brandenburg Gate, Basilica of
San Lorenzo”. Then, navigate to Slide 5, select the word
“Highlights”, and click the Paste button in the Clipboard
group on the Home tab.

Paste button j o Cut
~4—Copy

Paste button F‘a;;te j— Format Painter

list arrow T e

Figure 3-4: The Clipboard group on the Home tab.
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Paste text

After cutting or copying, you can paste the text in a new
location. Pasting simply inserts the cut or copied text onto
the slide.

1.

Click on the slide where you want to paste the cut or
copied text.

Click the Home tab on the Ribbon and click the
Paste button in the Clipboard group.

The cut or copied text is inserted in the new location.

Other Ways to Paste:

Press <Ctrl> + <V>. Or, right-click where you
want to paste the text and select Paste from the
contextual menu.

@ Tips

v

After pasting text, a Paste Options Smart Tag =
may appear. Click this button to specify how
information is pasted into your presentation. The
available options depend on the type of content you
are pasting, the program you are pasting from, and
the format of the text.

You may specify what you want to paste by using the
Paste Special command. Click the Paste button list
arrow on the Ribbon and select Paste Special from
the list. Choose a paste option in the Paste Special
dialog box.

To collect and paste multiple items, use the Office
Clipboard.

40
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Using the Office Clipboard

The Office Clipboard is available in all Windows-based
programs and can be used to cut, copy, and paste text
between programs. If you do a lot of cutting, copying, and
pasting, the Clipboard can be a handy tool.

1. Click the Home tab on the Ribbon and click the
Dialog Box Launcher in the Clipboard group.

The Clipboard task pane appears along the left side of
the program window.

2. Cutand copy items as you normally would.

Each time you cut or copy an item, an icon appears in
the Clipboard task pane.

@ Tip: The Clipboard can hold up to 24 items at a
time.

3. Click on the slide where you want to paste the cut or
copied item.

4. Click the item in the Clipboard task pane.

@ Tips

v' When the Clipboard is displayed, each cut or copied
item is saved to the Clipboard. When the Clipboard is
not displayed, the last cut or copied item is replaced
by the next one.

v As long as the Clipboard is open, it collects items that
are cut or copied from all Office programs.

v To remove an item from the Clipboard, click the
item’s list arrow and select Delete. Click the Clear
All button in the task pane to remove all items from
the Clipboard.

v’ Click the Options button near the bottom of the task
pane to control how the Clipboard operates.

O Exercise
« Exercise File: HistoricalTours3-5.pptx

» Exercise: Open the Clipboard task pane. Navigate to Slide
5 and copy the text “July 20 through August 28”. Notice
how the copied text appears on the Clipboard. Navigate to
Slide 4, and paste the copied text after the word “Dates”.
Close the Clipboard.

Paste

-

J
Cliph-:uar@— Dialog Box

Launcher

Figure 3-5: To open the Clipboard, click the Dialog Box
Launcher in the Clipboard group on the Home tab.

Historical Tours3-5.pptx - Microsoft PowerPoint Drawing Tools - |92
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Figure 3-6: When the Clipboard is open, it collects up to
24 items that have been cut or copied. To paste or delete
an item on the Clipboard, click its list arrow and select an
option, as shown above.
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Moving and Copying Text
Using the Mouse

Using the mouse to move and copy text is even faster and
more convenient than using the cut, copy and paste
commands.

1. Select the block of text that you want to move.

2. Point to the selected text.

3. Click and hold down the mouse button.

4. Drag the pointer to where you want to move the
selected text.

5. Release the mouse button.

@ Tips

v Press and hold down the <Ctrl> key as you drag to
copy the selected text.

[ Exercise
¢ Exercise File: HistoricalTours3-6.pptx

« Exercise: Navigate to Slide 4 and drag the “Highlights”
paragraph below the “Destinations” paragraph. This might
be a little tricky the first time you try it...
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Figure 3-7: Moving text with the mouse.
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Checking Your Spelling 0 Exercise

. ) ] » Exercise File: HistoricalTours3-7.pptx
Poor spelling leaves a poor impression. Make sure your

presentations are taken seriously by making sure your * Exercise: Correct the spelling and grammar errors in the
spelling is correct presentation. Ignore the words “Berit” and “Kolia”.

@ Tips

v’ PowerPoint cannot catch spelling errors that occur Spelling button Ed Catl Onal
because of misuse. For example, if you entered the
word “hat” when you meant to type “had,”
PowerPoint wouldn’t catch it because “hat” is a

Historical Tours3-7.pptx crosoft PowerPo - B8

Animations Slide Show Review View (]

han-e
Hom Tnsert Desigl
¥

correctly spelled word. ® e
Spell check the presentation s
To check the spelling of a presentation all at once, open e
the Spelling dialog box.

1. Click the Review tab on the Ribbon and click the Expeditions into the Pa

Spelling button in the Proofing group.

A Historical and Edcational Experience

PowerPoint begins checking the spelling of the
presentation, starting from the location of the
insertion point.

e m 3

| Click to add notes

[y wn

Other Ways to Open the Spelling Dialog Box:
Press <F7>.

Slidelof7 | “Salstice™ | [EEE T

Gkl

Figure 3-8: PowerPoint checks for spelling errors as you

If PowerPoint finds an error, the Spelling dialog box type, underlining questionable words in red.

appears with the misspelling shown in the “Not in
Dictionary” text box. You have several options to
choose from when the Spelling dialog box appears:

e Ignore: Accepts the spelling as is and moves on
to the next spelling error.

e Ignore All: Accepts the spelling as is and ignores

all future occurrences of the word in the Spelling (2 o
presentatl on. Mot in Dictionary: Edcational

e Add: If aword cannot be found in the Microsoft Sert Edcatens [ oe | [ igroreat |
Office Dictionary, it is marked as misspelled. This ' [ crenge | [ changea |
command adds the word to the dictionary so that [ add ] [ sescest ]
it is recognized in the future. e (awcerest] (o]

e Change: Changes the spelling of the word to the g
spelling that is selected in the Suggestions list. Figure 3-9: The Spelling dialog box.

e Change All: Changes all occurrences of the word
in the presentation to the selected spelling.

© Trap: Exercise caution when using this
command: you might end up changing
something you didn’t want to change.

Your Organization’s Name Here 43



Inserting and Editing Text

2. If the word is spelled incorrectly, select the correct
spelling from the Suggestions list or type your own
spelling in the “Change to” box. Then, click Change
or Change All. If the word is spelled correctly, click
Ignore, Ignore All, or Add.

PowerPoint applies the command and moves on to
the next misspelling.

Once PowerPoint has finished checking your
presentation for spelling errors, a dialog box appears.

3. Click OK to complete the spell check.

Spell check a single word

By default, PowerPoint checks for spelling errors as you
type, underlining misspelled words in red. This makes it
easy to correct spelling errors individually.
1. Right-click the misspelled word.
A contextual menu appears, offering suggestions for
the correct spelling of the word.
2. Select the correct spelling of the word from the
contextual menu.

PowerPoint corrects the spelling of the word and the
red underline disappears.

@ Tip: If aword is underlined in red but you know
it is correctly spelled, you can get rid of the red
underline by selecting Ignore, Ignore All, or Add
to Dictionary from the contextual menu.

Turn the spell checker on or off

By default, PowerPoint checks for spelling errors as you
type. To turn this feature on or off:

1. Click the Office Button and click the PowerPoint

Options button.

The PowerPoint Options dialog box appears.

2. Click the Proofing tab and click the Check spelling
as you type check box.

3. Click OK.

Microsoft Office PowerPoint l'i_L'J

'0' The spelling chedk is complete.

Figure 3-10: Once PowerPoint has finished checking the
presentation for errors, a dialog box appears.

Deselect this option to
turn the spell checker off

PowerPoint Options (7 [ |
Fopular ABC =
P 2‘ 4 Change how PowerPoint corrects and formats your text.
Proofing B
Save AutoCorrect options
Advanced t[yr;a:ge how PowerPoint corrects and formats text as you e —
Customize
When correcting spelling in Microsoft Office programs
Add-Ins
Ignore words in UPPERCASE
Trust Center Ignore words that contain numpers
Resources Tgnore Internet and file addresses
Flag repeated waords
[T] Enforcg accented uppercase in French
[] Suggest from main dictionary only
Custom Dictionaries...
French modes: | Traditional and new spellings
When correcting spelling in PowerPoint
L—[¥] Check spelling as you type
[] Use contextual spelling
[T] Hide spelling errors
b . ¥

Figure 3-11: The Proofing tab of the PowerPoint Options

dialog box.
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Finding and Replacing Text

Don’t waste time scanning through your presentation to
find text and replace it with something new: PowerPoint’s
find and replace commands can do this for you with just a
few clicks of the mouse.
Find text
Find makes it very easy to find specific words and phrases
in a presentation.
1. Click the Home tab on the Ribbon and click the Find
button in the Editing group.
The Find dialog box appears.
Other Ways to Open the Find Dialog Box:
Press <Ctrl> + <F>.

2. Type the text that you want to find in the “Find what”
text box.
3. Click Find Next.

PowerPoint jumps to the first occurrence of the word,
phrase, or value that you entered. You can continue
clicking Find Next to move on to other occurrences.

4. When you’re finished, click Close.

Replace text
Replace finds specific words and phrases, and then
replaces them with something else.
1. Click the Home tab on the Ribbon and click the
Replace button in the Editing group.
The Replace dialog box appears.
Other Ways to Open the Replace Dialog Box:
Press <Ctrl> + <H>.

2. Type the text that you want to be replaced in the
“Find what” text box.

3. Type the replacement text in the “Replace with” text
box.

4. Click Find Next.

PowerPoint jumps to the first occurrence of the word,
phrase, or value that you entered in the “Find what”
box.

[ Exercise
¢ Exercise File: HistoricalTours3-8.pptx

» Exercise: Find all instances of the word “Shore” in the
presentation. Then replace all instances of the word “Shore”
with “Star”.

...then click
Find Next.

Type what you want
to find here...

Design  Animations

nsert
2oy - | msans MTBody - |24 - |
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[Cmatch case

[IFind whols words onty
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O = o
derth Shoreravel |
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Figure 3-12: The Find dialog box.
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Replace with:
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Figure 3-13: The Replace dialog box.
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5.

6.

Click Replace to replace one occurrence. Click
Replace All to replace all occurrences.

PowerPoint replaces the found text with the
replacement text and moves on to the next
occurrence.

@ Tip: Click Replace All to replace all occurrences
in the presentation without seeing them first.

When you’re finished, click Close.

46

© 2007 CustomGuide, Inc.



Inserting and Editing Text

Inserting Symbols and Special
Characters

You can insert many characters and symbols into a
presentation that cannot be found on the keyboard. For
example, you can insert a copyright symbol (©), accented
or foreign characters (£), silly characters (©), and much
more.

1. Position the insertion point where you want to insert
the symbol or special character.

@ Tip: If you want to replace an existing character
with a symbol or special character, select the
character you want to replace.

2. Click the Insert tab on the Ribbon and click the
Symbol button in the Text group.
The Symbol dialog box appears.

3. Click the symbol or special character that you want to
insert and click Insert.

The symbol is inserted onto the slide.

[ Exercise
¢ Exercise File: HistoricalTours3-9.pptx

» Exercise: Navigate to the first slide in the presentation and
position the insertion point after the phrase “Expeditions
into the Past”. Insert a trademark symbol here. Then, select
the trademark symbol, click the Home tab on the Ribbon,
and click the Dialog Box Launcher in the Font group. Click
the Superscript check box and click OK.

Symbol FR
Eont: [tnormal text) | Subset: | Letterlie Symbols ~|
Y(Z|z|Z|z|Z|2|Fl° |||
e =T T T T e <

>/€HQ@A|‘|2/ A =] []=]#

S| 2|0 fi|fl|filfl v
Recently used symbols: ;
m*|a|- €|t |¥|o|@[+|#|<]2]+| x|~
TRADE MARK SIGN Character code: 2122 | From: uricode thexy v |

Figure 3-15: The Symbol dialog box.
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Figure 3-14: A slide with a symbol inserted.
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Changing FONt TYPE ....coocuvvveiiiiiie e 50
Changing FONt Size........cccccovviiieeiiiiiee e 51
Changing FONt Color..........oooiiiiiieiieeiiiiiie, 52
Changing Font Style.........ccccoiiiiiiiniiiie, 53
Using the Font Dialog BOX.......cccccooviiiiiieennnnn. 54
Using the Format Painter...............ccccccvvveeeeennn. 55
USIiNg WOIFdATIT ......oviiiieeeiiiccee e, 56

Insert WordArt.........ccvveeeeeeeiiniiiiiieeeeeeenn 56

Modify WOrdArt ........ccovvveiiiieeeiieee e, 56

Clear WOrdArt .......cooeeeeeeeciiiieieee e, 56

This chapter explains how to format text.
You will learn how to change the type,
style, size, and color of the text in your
presentations using the Ribbon, Mini
Toolbar, and Font dialog box. You will
also learn how to use the Format Painter
tool to copy formatting changes from one
block of text to another, and how to
emphasize the text in your presentations
using WordArt.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

¢ Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

o Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Changing Font Type

One way to emphasize text in a presentation is by
changing its font type. A font type is a set of characters
with the same design and shape.

1. Select the text you wish to format.
2. Click the Home tab on the Ribbon and click the Font

list arrow in the Font group.

A list of the fonts that are available on your computer
appears.

@ Tip: As you point to different font types in the
Font list, the selected text changes to show you
how each font type would look if applied (Live
Preview).

3. Select a font type from the list.

The selected text is changed, and any new text that

[ Exercise
« Exercise File: Informational Seminar4-1.pptx

* Exercise: On the first slide, select the text “Informational
Seminar” and change its font type to Agency FB.

Dn (=] TRE Informational Seminar4-1.pptx - Microsoft PowerPo DrawingToals - =
2 o Design  Animations  Slide Show  Review  View Format @
-Lj ,,g J ::I- Gill 5ans MT Elas - i= - E |l ’.Tj/‘ D—D‘ ‘;/ g- Sy
Paste = New = T=nelroot = Shapes Arrange Quick = Editing
TS sige- w1 || GillSans T cHeaumgs;E L
Sriei @ s B Gill Sans MT o) | Dy =
[ stides ( Qutline e Bt e T
I T dyency B -
& Albertus MT % B
s 8 Albertus MT Lt
T ALGERIAN
i AMGENe+ssees

& Antique Olive Compact

& Antique Olive Roman

& Apple Chancery

T Arial

T Arial Black

" rial Narrow

T Arial Rounded MT Bold
" Arial Unicode MS

& AvantGarde

nformational Seminar

North Shore Travel, Inc.

“rid

4

you enter will appear in the new font type. T A B e ONET
. T Bavhaus 93
Ot_her Ways to _Change Font Typg._ i |
Click the Font list arrow on the Mini Toolbar and
select a font type from the list, or open the Font
dialog box. Figure 4-1: Selecting a font type.
Table 4-1: New Font Types in Office 2007 Table 4-2: Common Font Types
Calibri Appropriate for use in both text and larger Calibri Avrial
headlines. Calibri is suitable for documents, . _
Times New Roman Courier

e-mail, Web design, and magazines.

Cambria Cambria was created for use in business
documents, e-mail, and Web design.

Candara One feature of Candara is a slight flare of the
stems, or vertical strokes. Not as flexible or
versatile as the other new fonts.

Consolas Because lengthy onscreen reading can

quickly tire the eyes, Microsoft created
Consolas for use in programming
environments. Consolas is a monospaced
font, meaning that all characters are the same
width.

Constantia Can be used for both the print and Web
versions of a publication, which is rare.
Constantia is very clean and readable.

Corbel A nice alternative to Arial, Trebuchet, or
Verdana. Corbel has a geometric shape with
contrasting gentle curves.

Verdana Trebuchet MS
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Changing Font Size

Making

text Iarger is another way to emphasize text.

1. Select the text you wish to format.

2. Click the Home tab on the Ribbon and click the Font

1 Exercise

« Exercise File: Informational Seminar4-2.pptx

* Exercise: On the first slide, select the text “Informational

Seminar” and change its font size to 60.

Sizelstarrow in the Font group. ) o s s
A list of font sizes appears. B, [ (S PR mle
"y A | A alK N .| P e ik ). e
@ Tip: As you point to different sizes in the Font [ )| sies o |0 oing
Size list, the selected text changes to show you § =SE
how each font size would look if applied (Live % 1 e o
Preview). o | ||
3. Select a font size from the list. 1= Informational Seminar
The selected text is changed, and any new text that | s North Shore Travel, Inc.
you enter will appear in the new font size. wyl '
Other Ways to Change Font Size: ¢ _ E - .
Click the Font Size list arrow on the Mini Toolbar . Y R 4
and select a font size from the list, or click the L et =L Ol
Home tab on the _Rlbbon an_d click the Increase or Figure 4-2: Selecting a font size.
Decrease Font Size button in the Font group, or
open the Font dialog box.
@ Tip: Font size is measured in points (pt.) that are
1/72 of an inch. The higher the number of points,
the larger the font.
Table 4-4: Common Font Sizes Table 4-3: Font Size Keystroke Shortcuts
8 point Captions, labels Increase Font Size <Ctrl> + <Shift> + <> >
10 point Large amounts of text Decrease Font Size <Ctrl> + <Shift> + << >
12 point Large amounts of text
14 point Subheadings, headings, titles
18 p0|nt Headings, titles
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Changing Font Color

Changing font color is yet another way to emphasize text
in a presentation.

1. Select the text you wish to format.

2. Click the Home tab on the Ribbon and click the Font
Color list arrow in the Font group.

A list of font colors appears.

@ Tip: As you point to different colors in the Font
Colors list, the selected text changes to show you
how each color would look if applied (Live
Preview).

3. Select the color you want to use.

The selected text is changed, and any new text that
you enter will appear in the new font color.

Other Ways to Change Font Color:

Click the Font Color list arrow on the Mini
Toolbar and select a color from the list, or open
the Font dialog box.

@ Tips

v"If you are using a template or theme, the Font Color
list will display only those colors that coordinate with
the template or theme. If you don’t like any of the
available colors, select More Colors from the list to
display the Colors dialog box.

v The Font Color button always displays the color that
was used most recently. To quickly apply this color to
other text, simply click the Font Color button—not
the list arrow.

v" When applying color to text, make sure to keep it
subtle. No one wants to stare at neon green text
longer than they have to.

[ Exercise
¢ Exercise File: Informational Seminar4-3.pptx

¢ Exercise: On the first slide, select the text “North Shore
Travel, Inc.” and change its font color to dark gray.
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Figure 4-3: Selecting a font color.
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Figure 4-4: The Colors dialog box.
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Changing Font Style

In addition to changing font type, size, and color, you can
also emphasize the text in a presentation by changing the
font style. The most common and popular styles are bold,
italic, and underline, but other styles such as shadow and

strikethrough are also useful.

1. Select the text you wish to format.

2. Click the Home tab on the Ribbon and click the
appropriate button in the Font group.

The formatting is applied to the selected text.

Other Ways to Change Font Style:

Select the text you wish to format and click the
appropriate button on the Mini Toolbar, or use the
keystroke shortcuts listed in the table to the right,
or open the Font dialog box.

@ Tips

v" You can apply several font styles to text, but be
wary—too many font styles can make text difficult to
read.

v To remove a font style, follow the same procedure
that you used to apply the style. Or, use the Clear All
Formatting button in the Font group.

Table 4-5: Font Style Keystroke Shortcuts

Bold <Ctrl> + <B>
Italic <Ctrl> + <I>
Underline <Ctrl> + <U>

[ Exercise
« Exercise File: Informational Seminar4-4.pptx

* Exercise: On the first slide, select the text “Informational
Seminar” and make it bold.

. Strikethrough  Change Case
Italics

Agendy FB ~|60 ~| A" |25 Clear All
Formatting
'B T g#&gvmv..év.

‘ Forjt i
Underline Character

Spacin
Bold Shadow P g

Figure 4-5: The Font group on the Home tab.
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Figure 4-6: Applying Bold formatting.

Your Organization’s Name Here 53



Formatting Text

Using the Font Dialog Box

The Ribbon and the Mini Toolbar are great for quickly
applying the most common formatting commands to text,
but they don’t offer every available formatting option. To
see every possible formatting option, open the Font dialog
box.

1. Click the Home tab on the Ribbon and click the
Dialog Box Launcher (=) in the Font group.
The Font dialog box appears.

2. Make your selections and click OK when you’re
finished.

The Font dialog box closes and the formatting
options you selected are applied to the text.

Table 4-6: Commands in the Font Dialog Box

Font Change the font type by selecting a new type from
the list.
Fontstyle  Choose from Regular, Italic, Bold, or Bold Italic.

Size Increase or decrease the size of the font by
selecting a size from the list.

All text Change the font color, underline style, and
underline color by selecting an option from the
appropriate list.

Effects Allows you to add special effects to text, such as:
Strikethrough SMALL CAPS
SUPETSCript ALL CAPS
supScript EqUaliZe CharaCter Height

[ Exercise
« Exercise File: Informational Seminar4-5.pptx

« Exercise: Navigate to Slide 4 and select the heading
“Introduction—12 p.m.” Using the Font dialog box, change
the font type to Agency FB and the font size to 44.

Font @Iéj
Font | Character Spacing
Latin text font: Font style: Size:
Agency FB EI Bold IZI | =
All text
Fontcolor |43 = | Underlinestyle  {none) IZ| Underline color -
Effects
[ strikethrough [ small Caps
[ Double Strikethrough [ allcaps

[ superscript Offset: 0% = [ Equalize Character Height
[ subscript

This is & TrueType font. This font will be used on both printer and screen.

OK ] l Cancel

Figure 4-7: The Font dialog box.
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Formatting Text

Using the Format Painter

If you find yourself applying the same formatting over
and over again, then you should familiarize yourself with
the Format Painter tool. The Format Painter copies how
text is formatted and lets you apply that formatting
elsewhere.

1. Select the text with the formatting you want to copy.

The Format Painter will copy character (font color or
italics) and paragraph (line spacing, indentation)
formatting attributes of the selected text.

2. Click the Home tab on the Ribbon and click the
Format Painter button in the Clipboard group.

The selected formatting is copied and the pointer
changes from al to a &1.

Other Ways to Access the Format Painter:
Click the Format Painter button on the Mini
Toolbar.

@ Tip: Single-click the Format Painter button to
apply copied formatting once. Double-click the
Format Painter button to apply copied
formatting multiple times.

3. Click and drag the &] pointer across the text to which
you want to apply the copied formatting.
The copied formatting is applied.

@ Tip: If you double-clicked the Format Painter
button in Step 2, click the Format Painter button
again to deactivate it, or press <Esc>.

O Exercise

¢ Exercise File: Informational Seminar4-6.pptx

e Exercise: Navigate to Slide 4 and select the text
“Introduction—12 p.m.” Use the Format Painter to apply
this formatting to the text “Brunch—11 a.m.” on Slide 3.

Format Painter button

Click and drag the pointer across the
text to which you want to apply the
copied formatting.
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Figure 4-8: Using the Format Painter.
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Formatting Text

Using WordArt

Using PowerPoint’s WordAurt feature is the fastest and
easiest way to add dramatic and colorful effects to the text
on your slides.

Insert WordArt

1. Click the Insert tab on the Ribbon and click the
WordArt button in the Text group.

The WordArt Styles gallery appears.

2. Select a WordArt style from the gallery.

A text box formatted using the WordArt style you
selected appears on the slide.

3. Type your text.

Modify WordArt

You can also modify WordArt once it has been inserted.
For example, you can change the text fill and outline
color, choose a new WordArt style, or apply a cool text
effect.

1. Select the text that you want to format and click the
Format contextual tab on the Ribbon.

2. Use the commands found in the WordArt Styles
group.

@ Tip: You might notice a little purple diamond (<)
next to some WordArt objects. This is called an
adjustment handle, and it is used to change the
angle at which some WordAurt effects slant or
loop. Simply click and drag this adjustment
handle to adjust the effect.

Clear WordArt

If you decide you don’t like the WordArt effect(s) you
applied, you can clear the effects and start over.

1. Select the text formatted with the WordAurt effect(s)
you wish to remove.

2. Click the Format contextual tab on the Ribbon, click
the More button in the WordArt Styles group, and
select Clear WordArt from the menu.

@ Tips

v You can resize, move, copy and delete WordArt just
as you would any other object on a slide. See the
chapter on Working with Objects for more
information.

O Exercise
« Exercise File: InformationalSeminar4-7.pptx

» Exercise: Navigate to the first slide in the presentation.
Open the WordArt Styles gallery, select a red style, and type
“Presenter Copy” in the text box that appears. Move this
text box above the Informational Seminar heading.

(D) 9 - 5 Informational Seminar4-7.pptx - Microsoft PowerPaint _mx
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; AAAA
L] [ E
Click to add notes I
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Figure 4-9: Selecting a style from the WordArt Styles
gallery.
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Figure 4-10: As soon as WordArt has been inserted, the
Format tab appears on the Ribbon under Drawing Tools.
You can use the commands on this tab to modify WordArt.
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Viewing a
Presentation
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PowerPoint 2007 offers four views, each
of which allow you to focus on and work
with your presentation in different ways.
This chapter introduces you to
PowerPoint’s views. You will also learn
how to use the Zoom controls and the
presentation window to change how your
presentation appears onscreen.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

o Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

e Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Viewing a Presentation

Changing Views

Because there are several phases of developing a
presentation, PowerPoint provides several different views
for you to choose from:

e Normal: This is the default view in PowerPoint
2007. Normal view includes the Outline pane, Slide
pane, and Notes pane.

o Slide Sorter: Displays all the slides in the
presentation as thumbnails (tiny images). Use Slide
Sorter view when you want to rearrange the order of
slides or add transition effects between slides.

o Slide Show: Displays the presentation as an
electronic slide show. Whenever you deliver a
presentation in front of an audience, Slide Show view
is definitely the view you want to use.

o Notes Page: Displays a small version of the current
slide and any notes that go along with it. Use Notes
Page view to add charts, pictures, tables, and other
illustrations to a slide’s notes.

1. Click the View tab on the Ribbon.
2. Click the button for the view you want to use in the

Presentation Views group.

PowerPoint displays the presentation using the view
you selected.

Other Ways to Change Views:
Use the View buttons on the status bar.

[ Exercise
¢ Exercise File: Presentation Views.pptx

e Exercise: Switch to Slide Sorter view using the View tab
on the Ribbon. Switch back to Normal view using the
buttons on the status bar.

The Presentation Views group

Presentation Views.pptx - Microsoft PowerPoint - = X

9
(O d (1]

& )

= Home Insert Design Animations Slide Show Review View @

(23 Slide Sorter| | () Slide Master 5 Q = \.1: = %
— (=] Motes Page | 1 Handout Master =)

Normal _ Show/Hide|| Zoom Color/Grayscale New Switch Macros

TP slide Show | [ Motes Master < = B Window 52 | Windows ~

Presentation Views ‘Window Macros

&l

View buttons

Slide Sorter | Technic

Figure 5-1: A presentation displayed in Slide Sorter view.

Table 5-1: View Buttons on the Status Bar

Normal

Slide Sorter

Slide Show
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Viewing a Presentation

Using the Zoom Controls

This lesson will show you how to use the Zoom controls
to adjust how a slide appears in the program window.

Zoom

The Zoom feature can come in handy when the text or
object you want to work with is too small for you to see.
Zooming in on a slide makes it appear larger onscreen;
zooming out of a slide makes it appear smaller.

1. Click the View tab on the Ribbon and click the Zoom
button in the Zoom group.

The Zoom dialog box appears.

2. Select the desired zoom level and click OK.

Other Ways to Zoom:
Click and drag the Zoom slider or click the Zoom
Out or Zoom In buttons on the status bar.

Fit to Window

After you’ve zoomed in or out, use the Fit to Window

command to refit the slide to the program window.

e Click the View tab on the Ribbon and click the Fit to
Window button in the Zoom group.

The slide is refitted so that it fits perfectly inside the
program window.

Other Ways to Refit a Slide:
Click the Fit to Window button on the status bar.

[ Exercise
¢ Exercise File: Presentation Views.pptx

» Exercise: Navigate to Slide 2 and change the zoom level
to 200%. Then, zoom back out to refit the slide to the
program window.

The Zoom group
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Figure 5-2: A slide that has
been fit inside the program

window.
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Figure 5-3: The Zoom dialog box.
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Viewing a Presentation

Using the Outline Pane

The Outline pane appears on the left-hand side of the
program window in Normal view. The Outline pane
consists of two tabs: Slides and Outline.

e The Slides tab displays thumbnail images of all of the

slides in the presentation, labeled by number. To
jump to a specific slide, click its thumbnail.

e The Outline tab shows your presentation arranged as

an outline. The Outline tab is ideal for quickly adding

text to a slide and/or previewing the textual structure
of a presentation.

Resize the Outline pane

You can see more information in the Outline pane by
resizing it.

1. Position the mouse pointer over the right edge of the
Outline pane, until it changes to a «.

2. Click and drag the +|+ pointer until the Outline pane

reaches the desired size and release the mouse button

when you’re finished.

Demote a paragraph
Demoting a paragraph moves it down one level in the
outline, or increases its indent level.

1. Click the Outline tab in the Outline pane and click
anywhere inside the paragraph you want to demote.

2. Click the Home tab on the Ribbon and click the
Increase List Level button in the Paragraph group.
Other Ways to Demote a Paragraph:
Press the <Tab> key.
Promote a paragraph
Promoting a paragraph moves it up one level in the

outline, or decreases its indent level.

1. Click the Outline tab in the Outline pane and select
the paragraph(s) you want to promote.

2. Click the Home tab on the Ribbon and click the
Decrease List Level button in the Paragraph group.

Other Ways to Promote a Paragraph:
Press <Shift> + <Tab>.

O Exercise
« Exercise File: Marketing Strategy.pptx

« Exercise: Open the Marketing Strategy presentation and
navigate to Slide 2. Click the Outline tab in the Outline pane
and enlarge the Outline pane several inches. Demote the
second paragraph.
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Figure 5-4: Use the Outline pane to quickly add text to a
slide and/or preview the textual structure of a presentation.
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Figure 5-5: The Paragraph group on the Home tab.
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Viewing a Presentation

Working with the Presentation
Window

Each presentation you open in PowerPoint has its own
window, which you can control and resize to meet your
needs. This lesson will show you how to change the size
of the presentation window and how to create a new
presentation window.

Maximize

Maximizing the presentation window enlarges the
window so that it fills the entire screen.

e  Click the Maximize button on the title bar.

@ Tip: When the presentation window is
maximized, the Restore Down button appears on
the title bar. Click this button to restore the
presentation window to its original size.

Minimize
If you want to keep a presentation open but don’t want it

to take up space on your desktop, you can minimize the
presentation window.

o  Click the Minimize button on the presentation’s title
bar.

PowerPoint shrinks the presentation to a button on
the Windows taskbar.

@ Tip: To restore the presentation window to its
original size, click the presentation’s button on the
Windows taskbar.

Other Ways to Minimize a Presentation
Window:

Click the presentation’s button on the Windows
taskbar.

Resize

You can also manually resize the presentation window to
meet your needs.

e Click and drag the resize control in the lower-right
corner of the presentation window until the window
reaches the desired size.

Create a new presentation window
In PowerPoint 2007, you can view the same presentation
in separate windows.

e Click the View tab on the Ribbon and click the New
Window button in the Window group.

O Exercise
« Exercise File: Marketing Strategy.pptx

» Exercise: Depending on your screen settings, maximize or
minimize the Marketing Strategy window so that it appears
floating in the middle of your screen. Then, use the Resize
control to enlarge the presentation window.

Maximize

Minimize—l ‘

— T
=L | 5 Marketing Strategy.pptx - Microsoft.. - =

H=

‘ Click to add notes

lide 1 of 4 | "Deluxe” [EE

tn add notes

Figure 5-6: Click and drag the Resize control to resize the
program window.

Table 5-2: Window buttons

| Maximize
- Minimize
] Restore Down
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Viewing a Presentation

Working with Multiple
Presentations

You can open and work with several files at the same time
in Windows, and PowerPoint 2007 is no exception. This
lesson explains how to open and work with more than one
presentation at a time.

Switch between presentations

If you have several presentations open in PowerPoint, you
can easily switch between them using the View tab.

1. Click the View tab on the Ribbon and click the
Switch Windows button in the Window group.

A list of presentations appears.

2. Select the presentation you want to switch to.

The selected presentation becomes the active
presentation.

@ Tip: Only one presentation can be active at a
time.

Arrange presentations

You can also have multiple program windows open
onscreen. Here’s how to arrange them;

1. Click the View tab on the Ribbon.

A variety of window arrangement commands appear
in the Window group, including:

o New Window: Opens a new window containing a
view of the current presentation.

e Arrange All: Tiles all open presentations side-by-
side in the program window.

e Cascade Windows: Cascades all open
presentations so that they overlap.

o Move Split: Moves the splitters that separate each
section of the presentation window. Use the arrow
keys to move the splitters, press <Enter> to
return to the presentation.

2. Click the button you want to use in the Window
group.

@ Tips

v" The number of presentation windows that can be
arranged on the screen at a time depends on your

screen resolution. A higher screen resolution can
accommodate more windows.

O Exercise

¢ Exercise File: Marketing Strategy.pptx and PowerPoint
Views.pptx

e Exercise: Switch to whichever presentation is not
displayed onscreen. Then, tile the Presentation Views and
Marketing Strategy presentations so that they appear side by
side.

Window group
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Figure 5-7: These presentations have been cascaded.
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Figure 5-8: These presentations have been arranged side
by side.
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Viewing a Presentation

v' When viewing multiple presentations at a time, have
as few presentations open as possible. That way,
you’ll be able to view more of each presentation.
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Formatting a
Presentation

Using Document Themes .......c..cccovecvvvveeeeeeen. 66
Apply a document theme............cccceeeen. 66
Modify a document theme ....................... 67
Create new theme colors or fonts............ 67
Create your own document theme .......... 67
Changing the Background of a Slide .............. 69
Apply a preset background...................... 69
Format your own background.................. 69
Rearranging SHAes.........ccccocvvve e 70
Using the Slides tab..........ccccceevviiiieennne. 70
Using Slide Sorter VIiew ............ccccvvvveeenn. 70
Adding Headers and Footers .........ccccccceevvnnne 71
Using the Slide Master........ccccccovveeeinieee e, 72
Working with Bulleted and Numbered Lists ... 73
Create a bulleted or numbered list .......... 73
Change the bullet character or number
SIYIE e 73
Customize the bullet character................ 74
Formatting Paragraphs..........ccccccviiiiiiiennnennn. 75
AlIgNMeNnt......cooveeiiii e, 75
Line SPacing .....cceeeevevvevvnienireeeeeieseniieneens 75
Spacing between paragraphs.................. 76
Working with Tabs and Indents........................ 77
Setatab Stop....evveeiiii 77
Adjust or remove a tab Stop.......ccccceeeennee 77
Indent a paragraph .......ccccccoeeviiiieeeneennnn. 78
Changing Page Setup .......cccovveeeiiiiieeiiiiieeens 79
Change slide orientation.................c...e..... 79
Change the paper size........cccccccoevvuvvnnenn. 79

A presentation is always more effective
when it’s attractively designed and
formatted. Think about it: people would
rather buy expensive name-brand cereals
in flashy boxes than much more
affordable cereals in plain, generic
boxes—even though they are really the
same cereal!

This chapter explains how to format your
presentations to give them more impact
and make sure your message is delivered
effectively. You will learn how to apply
and modify a document theme or
background, as well as how to adjust page
setup, how to insert headers and footers,
and how to use the Slide Master to format
your presentations.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

o Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

o Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Formatting a Presentation

Using Document Themes

A theme is a set of unified design elements that you can
apply to a presentation to give it a consistent look and
feel. Each document theme consists of three design
elements:

e Theme Colors: A set of eight coordinated colors
used in formatting text and objects in the
presentation.

e Theme Fonts: A set of coordinated heading and body
font types.

e Theme Effects: A set of coordinated formatting
properties for shapes and objects in the document.

@ Tips

v" Document themes replace the design templates found
in previous versions of PowerPoint.

Apply a document theme

Applying a document theme affects all elements of a
presentation: colors, fonts, and effects.

1. Click the Design tab on the Ribbon and click the
More button (=) in the Themes group.

The Themes gallery appears. The default theme is
“Office,” which is highlighted in orange.

@ Tip: You can browse for additional themes online
by clicking Search Office Online. Or, if a theme
is saved elsewhere on your computer or network,
click Browse for Themes to navigate to the
theme’s location.

2. Click the theme you want to apply.

The formatting associated with the selected theme is
applied to all of the slides in the presentation.

@ Tips

v By default, PowerPoint applies the selected theme to
all of the slides in a presentation. To apply a theme to
a single slide, select the slide, right-click the theme
you want to apply, and select Apply to Selected
Slides from the contextual menu.

[ Exercise
¢ Exercise File: Proposal6-1.pptx

» Exercise: Apply the Flow theme to all of the slides in the
presentation. Then, change the theme colors to Apex.

Themes gallery

!‘l:;,, H9-® )= Proposalé-1}pptx - Microsoft PowerPoint - A x

Home  Insert Design Animation: Slide Show Review  View @
El All Themes
This Presentation
Page slide
Setup Orientation~ ||| Ao
L -
- Built-In

Aa

) Background Styles -

Hide Background Graphics

avel, Inc.

Aarketing Proposal

Aa_

Aa

Ao

-

More Themes on Microsoft Office Online...
[F BrowseforThemes...
[T save Current Teme...
o J

Slide1 of 5 | “Office Theme" | [EET S

o

Figure 6-1: To preview how a theme will look in the
current presentation, point to it to enable Live Preview.

.‘/l;-: = R I Proposals-1.pptx - Microsoft PowerPoint - B x
B =
Home  Insert | Design | Animations  ShideShow  Review  View @
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ﬁ I color: {9 Background Styles -
- [&]Fonts -
foge Sk = Hide Background Graphics
Setup Orientation ~ = [O]Effects - 9 P

tup

—_— 7/

——

* Case study
* PPC advertising statistics
* Web forms up 5%

* Sales up10-15%

Click to add notes

Slide20f5 | “Flow" | 5

Figure 6-2: A presentation with the Flow theme applied.
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Modify a document theme

You are not bound to keep the colors, fonts, or effects that
are assigned to a document theme. You can mix and
match theme colors, theme fonts, and theme effects to
meet your needs.

1. Click the Design tab on the Ribbon.

2. Click the Theme Colors, Theme Fonts, or Theme
Effects button in the Themes group and select the
colors, fonts, or effects you want to use.

PowerPoint applies your changes to the presentation.

Create new theme colors or fonts

You can create entirely new sets of theme colors and
theme fonts. This could be useful if you want to create a
document theme that is customized for your company or
for a special project.

1. Click the Design tab on the Ribbon.

2. Click the Theme Colors button or Theme Fonts
button in the Themes group.

3. Select Create New Theme Colors or Create New
Theme Fonts from the list.
A dialog box appears where you can select colors or
fonts.

4. Select the colors or fonts you want to use.
Once the color or font theme looks the way you want,
save it.

5. Type a name for the new color or font in the “Name”
text box.
If you want to coordinate new theme colors and
fonts, save them under the same name.

6. Click OK.

@ Tips

v" When you create a new theme color or font, it
becomes available in all Office programs.

Create your own document theme

Finally, you can create your own theme by saving any
combination of theme colors, theme fonts, and theme
effects.

1. Apply the colors, fonts, and effects that you want to
use in the new theme to the presentation.

Create New Theme Colors

Theme colors Sample
Text/Background - Dark 1
Text/Background - Light 1
Text/Background - Dark 2
Text/Background - Light 2

Accent 1

Hyperlink
Hyperlink

Accent 2

Accent 3
Accent 4
Accent 3
Accent&

Hyperlink

b e ]l B B

Followed Hyperlink

Mame: |Custom 1

[ Save l [ Cancel

]

Figure 6-3: The Create New Theme Colors dialog box.
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2. Click the Design tab and click the More button ()
in the Themes group.

3. Select Save Current Theme.

4. Type a name for the new theme in the “File name”
box and click Save.

@ Tips

v" When you save a new document theme, it becomes
available in all Office programs.

v" To remove a document theme or theme element,
right-click the theme and select Edit. Click Delete in
the dialog box and click Yes to confirm the deletion.
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Changing the Background of a
Slide

Choosing an appropriate background for a presentation is
like picking out wrapping paper—it’s the first thing your
audience is going to notice. This lesson will show you
how to apply a background to a presentation.

Apply a preset background

The easiest way to apply a background to a presentation is
to use one of PowerPoint’s preset backgrounds.

1.

Click the Design tab on the Ribbon and click the
Background Styles button in the Background group.

The Background Styles gallery appears.

Click the background you want to apply.

The selected background is applied to the
presentation.

Format your own background

If you don’t like any of PowerPoint’s preset backgrounds,
format your own.

1. Click the Design tab on the Ribbon and click the

Background Styles button in the Background group.
The Background Styles gallery appears.

Select Format Background from the list.

The Fill pane of the Format Background dialog box
appears.

You have several options here:

¢ No fill: Makes the background transparent or
colorless, or removes the existing background.

o Solid fill: Fills the background with one solid
color or transparent color.

o Gradient fill: Fills the background with a
gradient that gradually changes from one color to
another.

e Picture or texture fill: Fills the background with
a graphic file or texture.

Select the option that best matches the background

you want to create.

Depending on the option you select, a variety of other
options appear.

4. Make your selection(s) and click Apply to All.

O Exercise

¢ Exercise File: Proposal6-2.pptx

e Exercise: Open the Background Styles gallery and select
Style 8.

(55 7 il

Figure 6-4: Click the Background Styles button to display
the Background Styles gallery.

Format Background

(ST =
Picture | | (7 solid fill
(&) Gradient fil

) Picture or texture fil
[] Hide background graphics

Preset colors:
-
Direction:

Gradient stops

stop1 v | [ Add | [ Remove |
Stopposition: ~ _}———
Color:

I Cloze ] ’ Apply to Al ]

Figure 6-5: The Fill pane of the Format Background
dialog box.
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Rearranging Slides

Most likely you’ll need to change the order of slides in a
presentation at one point or another. This lesson shows
you how.
Using the Slides tab
If you need to rearrange slides quickly, use the Slides tab
in the Outline pane.
1. Make sure you’re in Normal view and click the
Slides tab in the Outline pane.
The Slides tab displays tiny thumbnails of every slide
in the presentation.
2. Click and drag the slide to a new location.
A horizontal line appears as you drag the slide,
indicating where the slide will be moved.
3. Release the mouse button.
The slide is “dropped” in the new location and all
slides in the presentation are renumbered accordingly.
Using Slide Sorter view
If your presentation contains many slides, use Slide Sorter
view to rearrange them.
1. Click the Slide Sorter button on the status bar.
PowerPoint switches to Slide Sorter view.

Other Ways to Switch to Slide Sorter View:
Click the View tab on the Ribbon and click the
Slide Sorter View button in the Presentation
Views group.
2. Click and drag the slide to a new location.
A vertical line appears as you drag the slide,
indicating where the slide will be moved.
3. Release the mouse button.

The slide is “dropped” in the new location and all

slides in the presentation are renumbered accordingly.

[ Exercise
¢ Exercise File: Proposal6-3.pptx

» Exercise: Using the Slides tab in the Outline pane, move
Slide 3 after Slide 5. Then, switch to Slide Sorter view and
move Slide 5 after Slide 2. Switch back to Normal view.

Figure 6-6: The fastest way to rearrange slides is using
the Slides tab in the Outline pane.

Proposalé-3.pptx - Microsoft PowerPoint - B X

O\ H9 -6 )
L)

Home  Insert Design Animations Slide Show Review  View 7]

EI — A El colors - 9 Background Styles -
a ~ [A]Fonts~
Page de - mmam = Hide Background Graphics
Setup Orientation ™ = [O]Effects~ 9 P
emes

i
sli -
Page Setup Th Background =

Slide Sorter | “Flow™ |

[N NC === ===

Figure 6-7: You can also use Slide Sorter view to
rearrange your slides.
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Adding Headers and Footers

Presentations with many slides often have information—
such as the slide number, the presentation’s title, or the
date—located at the top or bottom of every slide. Text that
appears at the top of every slide is called a header. Text
that appears at the bottom of every slide is called a footer.

@ Tips

v By default, you can only insert a header on handouts
or notes page printouts.

1. Click the Insert tab on the Ribbon and click the
Header & Footer button in the Text group.

The Slide tab of the Header and Footer dialog box
appears.

You have several options to choose from here:

e Date and time: Select this option to display the
date and time. Click “Update automatically” if
you want the date to automatically update itself
every time you open the file.

¢ Slide number: Select this option to display the
slide number.

o Footer: Select this option if you want any text to
appear in the footer. Then, type the text in the text
box provided.

@ Tip: To apply a header and footer to a notes or
handouts page, click the Notes and Handouts
tab.

2. Select the option(s) that you want.

3. Click Apply to All to apply the footer to all the slides
in the presentation. Click Apply to apply the footer to
a single slide.

The footer is applied to the presentation and the
Header and Footer dialog box closes.

@ Tip: To format, position, and resize the headers
and footers in a presentation, see the lesson on
using the Slide Master.

[ Exercise
« Exercise File: Proposal6-4.pptx

e Exercise: Insert a footer into the presentation that includes
the date and time (updated automatically) and the text
“Marketing Proposal”. Specify that this information does
not appear on the title slide.

The Preview area displays how
the footer will appear on the

slide.
Header. and Footer @@
glide | Motes and Handouts

Include on slide Apply ko Al

Date and time
(® Update automatically foply

it .

(O Fixed Preview

[15lide number

Footer
Marketing Proposal

TDon't show on itle slide

Select this option if you don’t want the footer to
appear on the title slide of the presentation.

Figure 6-8: The Header and Footer dialog box.
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Using the Slide Master

Using the Slide Master is the fastest and easiest way to set
up the appearance of all the slides in a presentation.

The Slide Master controls all aspects of a slide’s
appearance, including its background color, font style, and
any recurring text or pictures. Any changes you make to
the Slide Master automatically affect all the slides in the
presentation; for example, adding a candy-striped
background to the Master adds a candy-striped
background to every single one of your slides.

1. Click the View tab on the Ribbon and click the Slide
Master button in the Presentation Views group.

The Slide Master appears, as well as nine Layout
Masters. To adjust only those slides that use a certain
layout—for example, the title slide—use a Layout
Master.

2. Click the Slide Master or the appropriate Layout
Master.

Each Master includes placeholders for text and
objects, as well as three additional placeholders at the
bottom for the date, footer text, and slide number.

3. Make any desired changes to the Master, including:

o Adjusting the font type and size: Use the
commands on the Edit Master tab to format text
and paragraphs.

e Formatting the background: Use the commands
on the Slide Master tab to adjust the background,
theme, or layout.

e Adding graphical objects: Use the commands on
the Insert tab to insert pictures and graphics such
as a company logo.

¢ Inserting or removing placeholders: To remove
a placeholder, select it and press <Delete>. To
insert a placeholder, click the Insert Placeholder
list arrow in the Master Layout group on the Slide
Master tab and select a placeholder from the list.

4. Click the Close button on the Slide Master tab when
you’re finished.
@ Tips

v" The Title Master is not available in Microsoft
PowerPoint 2007. Instead, use the Title and Content
Layout Master.

O Exercise

« Exercise File: Proposal6-5.pptx

» Exercise: Display the presentation in Slide Master view
and click the Title Slide Layout Master. Change the Master

subtitle font style to Calibri. Exit Master view.

Click here to exit

— Layout Masters Master view

Clote

Click to edit Rda

rigtant {26 - AT 0 D B -

Theme Fonts

P Constantia
Rrcrnity Used Fants

W ey 1)
Al Fonts

I Agmcy B
& Albertus MT
& Albertus MT Lt
U8 aLGERIAN

i Arial Black

B Auial Marmow

Y Arial Rounded MT Bold
I Arial Unicode MS

y T Calibri " (ieacdins)

Figure 6-9: A presentation shown in Master view.
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Working with Bulleted and
Numbered Lists

Lists are a great way to present paragraphs of related
information.
@ Tips

v" Almost all slide layouts contain a bulleted list
placeholder by default, making it easy to create a
bulleted list: all you have to do is start typing and use
the keystroke shortcuts shown at right.

Create a bulleted or numbered list

Use bulleted lists when the order of items in a list doesn’t
matter, such as listing items you need to buy. When the
order of items in a list does matter, such as to present
step-by-step instructions, use a numbered list.

1. Select the paragraphs that you want to bullet or
number.
Each line that you want to be bulleted or numbered
must appear as its own paragraph.

2. Click the Home tab on the Ribbon and click the
Bullets or Numbering button in the Paragraph

group.
The selected lines are bulleted or numbered.

@ Tips

v" To remove bullets and numbering from a list, select
the list and click the Bullets or Numbering button in
the Paragraph group.

Change the bullet character or number style

If you don’t like the bullet character or number style that

has been assigned to your list by default, change it.

1. Select the paragraph(s) whose bullet or number style
you wish to change.

2. Click the Home tab on the Ribbon and click the
Bullets or Numbering button list arrow in the
Paragraph group.

The style gallery appears.

3. Select a style from the gallery.

The new bullet character or number style is applied to
the selected paragraph(s).

[ Exercise
« Exercise File: Proposal6-6.pptx

» Exercise: Navigate to Slide 3 and change the bullet
character style to the Hollow Round Bullet style.

Table 6-1: Keystroke Shortcuts for Working with Lists

<Enter> Inserts a new paragraph with the same
formatting as the previous one.

<Tab> Demotes the paragraph one level.

<Shift> + <Tab> Promotes the paragraph one level.

Proposals-6.pptx - Mierosoft PowerPoint Drawing Toals - =

Design Animations Slide Show Review  View Format @

il

= Bullets and Numbering...

| Click to add notes

o e

Slide20f 5 | “Flow™ %

R ooz

Figure 6-10: Selecting a new bullet character from the
style gallery.
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Customize the bullet character

Don’t like any of PowerPoint’s default bullet characters?
Create your own using the Bullets and Numbering dialog
box.

1. Select the paragraph(s) whose bullet you wish to
customize.

2. Click the Home tab on the Ribbon and click the
Bullets button list arrow in the Paragraph group.

3. Select Bullets and Numbering from the list and, if
necessary, click the Bulleted tab.
The Bulleted tab of the Bullets and Numbering dialog
box appears.

4. Click Customize.

The Symbol dialog box appears.
5. Select a character and click OK.

6. Click OK.

The new bullet is applied to the selected
paragraph(s).

Bullets and Numbering

None

I CK l [ Cancel ]
Click here to choose Click here to use a
a different bullet picture that you have
character. on file for the bullet.

Figure 6-11: The Bulleted tab of the Bullets and
Numbering dialog box.
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Formatting Paragraphs

This lesson explains how to align the paragraphs on your
slides to the left, center, or right of a text box. You’ll also
learn how to adjust the amount of space that appears
before and after a paragraph, and how much space
appears between the lines of text in a paragraph.

Alignment

Aligning the paragraphs in a presentation gives it a clean,
polished look.

1. Place the insertion point in the paragraph that you
want to align. Or, if you want to align multiple
paragraphs, select those paragraphs with the mouse.

2. Click the Home tab on the Ribbon and click the
Align Left, Center, Align Right, or Justify button in
the Paragraph group.

The alignment of the selected paragraph(s) is
changed.

Other Ways to Adjust Paragraph Alignment:
Use the keystroke shortcuts shown in the table at
right. Or, click the Dialog Box Launcher in the
Paragraph group on the Home tab, click the
Alignment list arrow, and select an alignment
from the list. Click OK when you’re finished.

Line spacing

Since PowerPoint is a presentation program, you probably
won’t need to adjust the line spacing of paragraphs as
much as you might need to in a word processing program.
Here’s how to do it anyway:

1. Place the insertion point in the paragraph whose
spacing you want to adjust. Or, if you want to adjust
the spacing of multiple paragraphs, select those
paragraphs with the mouse.

2. Click the Home tab on the Ribbon and click the Line
Spacing button in the Paragraph group.
A list of spacing options appears. The default line
spacing is 1.0, or Single.

3. Select the spacing you want to use.

The selected line spacing is applied to the selected
paragraph(s).

[ Exercise
« Exercise File: Proposal6-7.pptx

e Exercise: On the first slide in the presentation, center-
align the subtitle, “Marketing Proposal”. Then, navigate to
Slide 3 and change the line spacing from 1.0 to 1.5.

Table 6-2: Alignment Keystroke Shortcuts

Align Left <Ctrl>+<L>  Aligns text to the left side

of a text box.

Align Center  <Ctrl>+<E>  Aligns text in the center of
a text box.

Align Right <Ctrl>+<R>  Aligns text to the right side

of a text box.

Justify <CtrI>+<J>  Aligns text to both the left
and right sides of a text
box, adding extra space
between words as

necessary.

Line Spacing

= = [r——
a— o i— || EE
|2= = ==

Center Justify Dialog Box

Right Launcher

Figure 6-12: The Paragraph group on the Home tab.
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Figure 6-13: Changing the line spacing of a paragraph.
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Spacing between paragraphs

If your paragraphs feel too close together or too far apart,
adjust the spacing between paragraphs.

1.

4.

Place the insertion point in the paragraph whose
spacing you want to adjust. Or, if you want to adjust
the spacing of multiple paragraphs, select those
paragraphs with the mouse.

Click the Home tab on the Ribbon and click the
Dialog Box Launcher in the Paragraph group.

The Paragraph dialog box appears. You can adjust the
spacing before and after a paragraph:

o Before: Adds space above the selected
paragraph(s).

e After: Adds space below the selected
paragraph(s).

Make your specifications in the Before and After text
boxes.

Click OK.

Paragraph @E'
General
Indentation
Before text: Special: (none) W
Spacing
Before: 6.24pt ¥ | LipeSpacng: |Single
After: 0pt =

C

] [ Cancel

]

Figure 6-14: The Paragraph dialog box.
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Working with Tabs and
Indents

Since PowerPoint already indents each paragraph
according to its position in the outline, and the template or
theme determines the amount of indentation you can use,
you probably won’t need to mess with tab or indent
settings very often. If the need arises, however, this lesson
contains everything you need to know.

Set a tab stop

Tabs make it easy to align text. The easiest way to set a
tab stop is using the ruler.

1. If necessary, click the View tab on the Ribbon and
click the Ruler check box in the Show/Hide group.

The ruler appears.

2. Select the paragraph(s) to which you want the tab
stop to apply.

Any existing tab stops appear on the ruler.

3. Click the tab selector on the ruler until the type of
tab you want to use appears.

The left tab is the default and most common type of
tab. However, you can align text differently using
different tabs. See Table 6-4: Types of Tabs for
descriptions and examples of each type of tab stop.

4. Click on the ruler where you want to insert the tab
stop.

The tab is added to the ruler.

Other Ways to Set Tab Stops:

Click inside the placeholder containing the text
you wish to format. Click the Home tab on the
Ribbon and click the Dialog Box Launcher in the
Paragraph group. Click Tabs to display the Tabs
dialog box. Enter the location for the tab stop in
the Tab stop position box, and then select an
alignment. Click Set, and then click OK.

Adjust or remove a tab stop

Tab stops are easy to adjust and remove:

e To adjust a tab stop: Click and drag the tab stop to
the desired position on the ruler.

e To remove a tab stop: Click and drag the tab stop
off the ruler.

[ Exercise
¢ Exercise File: Proposal6-8.pptx

« Exercise: If necessary, display the ruler. Navigate to Slide
4, position the insertion point directly after the text “New
logo”, and press the <Tab> key. Using the ruler, insert a
right-aligned tab stop at the 8-inch mark and type “January
15", Remove the tab stop.

Right-aligned
Tab selector tab stop
/Dg“‘ d9-0 Proposal6-8.pptx - Microsoft PowerPoint prawin... - 5 X
= Home Insert Design Animations Slide Show Review View Format @

H= (3 slide Sorter | (= lide Master 5 Q = 7é\ = % ==
=l Notes Page | |5 Handout Master I —

Mormal| Show/Hide | Zoom | Color/Grayscale  New Switch || Macros
L Slide Show | [=] Notes Master - - - Wi

indow EE| Windows -

Presentation je il Macros

‘ Click to add notes

Slided of 5 | “Flow™ | <3 [EEEETYeE

Figure 6-15: Setting a tab stop.
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Indent a paragraph

When you indent a paragraph, you add blank space Table 6-3: Indentation Markers
bEtwern the paragraph and _the left or right margin. First line 7  Drag to set the first line indent.
Indenting a paragraph sets it apart from other paragraphs
i i . Drag to set only the hangin
and helps to organize a slide. Hanging 3y indegnt. y ging
1. If necessary, click the View button on the Ribbon and Left [C1 Drag to set the left margin indent.

click the Ruler check box in the Show/Hide group.

The ruler appears.

2. Position the insertion point inside the paragraph that
you wish to indent.

Notice several symbols appear on the ruler, such as a
7 or even a 3. These are called indentation markers,
and each marker indents text differently (see the
Indentation Markers table for a description of each).

3. Click and drag the indentation marker(s) on the ruler.

Other Ways to Indent a Paragraph:

Position the insertion point inside the paragraph
you wish to indent and click the Decrease List
Level or Increase List Level button in the
Paragraph group on the Home tab. Or, click the
Dialog Box Launcher in the Paragraph group,
make your specifications, and click OK.

Table 6-4: Types of Tabs

L] |---§---|---1---|---2---|---3---|---4---|---5---|---6---l---?---l---S---l---g-
Left |Z| 100.00  Aligns the left side of text with the tab stop.

Center 100.00 Aligns the text so that it is centered over the tab stop.

Right E 100.00 Aligns the right side of text with the tab stop.

Decimal 10G.00 Aligns text at the decimal point.
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Changing Page Setup

If you want to deliver your presentation on printed paper,
transparencies, or 35mm slides, you’ll need to specify the
paper size in the Page Setup dialog box. This lesson will
show you how to do that, as well as how to change slide
orientation.

Change slide orientation

By default, all slide layouts in PowerPoint 2007 are
presented in landscape orientation. However, you can
change this to meet your needs.

1. Click the Design tab on the Ribbon and click the
Slide Orientation button in the Page Setup group.
A list of options appears:

e Portrait: The page is taller than it is wide—Tlike a
portrait painting.

e Landscape: The page is wider than it is tall—like
a landscape painting.
2. Select the option you want to use from the list.
The selected orientation is applied to the selected
slide(s).
Change the paper size
You can choose from several preset paper sizes or create
your own.
1. Click the Design tab on the Ribbon and click the
Page Setup button in the Page Setup group.
The Page Setup dialog box appears.

2. Click the Slides sized for list arrow.

A list of paper sizes appears.

3. Select the option that you want to use and click OK.

@ Tip: If you don’t see your paper size in the list,
select Custom. Then, type or select the
measurements that you want in the Width and
Height text boxes.

[ Exercise
« Exercise File: Proposal6-9.pptx

» Exercise: Change the slide orientation from Landscape to
Portrait. Open the Page Setup dialog box and change the
orientation back to Landscape.

Portrait

Landscape

Figure 6-16: Portrait orientation vs. Landscape.

Page Setup [3
Slides sized for; Crientation
on-screen Show (4:3) W Slides

Wwidth: () Portrait
10 % |Inches (%) Landscape

Heigh: Motes, handouts & autline

-

7.5 [G|Inches b (&) Portrait

Mumbet slides Fram: OL_ d

A - andscape

Figure 6-17: The Page Setup dialog box.
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Working with
Objects

Inserting CHp Art.. ..o, 82
Inserting Pictures and Graphics Files............. 83
Formatting Pictures and Graphics .................. 84
Crop a picture or graphiC...........cccuvveeeen. 84
Recolor a picture or graphic .................... 84
Change the visual style of a picture or
GraphiC ..uceee e 85
Inserting Shapes........ccccovvviiiieee e, 86
Draw a shape.....cccccccovevvvieiiieecciiiciieee, 86
Adjust a shape.......cccoccveeeeeeevicciiiieeeeee, 86
Add text to a shape.........ccccevviiiiiiiineenn, 86
Formatting Shapes..........cccccvvvvvee i, 88
Change the fill color of a shape................ 88
Change the outline of a shape................. 88
Change the visual style of a shape.......... 89
Resize, Move, Copy and Delete Objects ......... 90
Positioning Objects.........ccccvieieeiieiiiiiieeeeen 91
Display/hide the grid ........cccccceeeeviiiiiinnen. 91
Display/hide drawing guides.................... 91
Turn on/off the Snap to Grid feature........ 92
Applying Special Effects..........cccccveviiiinennnnen. 93
Grouping ODBJECES ......vvvvivveeiiicieee e 94
Select multiple objects.........cccccovveeeennnn 94
Group ObJECES ....evveieiiieeeeee e 94
Ungroup ODJECES.......cceeiiiiieiieee e, 94
Aligning and Distributing Objects ................... 95
Flipping and Rotating Objects ............ccccccneee. 96
Layering ObjJecCtS......ccccooiiiiiiiiiieeeeiiieeeeeen 97

Presentations that include pictures,
drawings, and graphics can be much more
compelling and effective than
presentations that only contain boring
text. Once you know how to work with
pictures and graphics, you can create all
kinds of cool slides.

This chapter explains how to use
PowerPoint’s drawing tools to insert
shapes; how to insert pictures and clip art;
and how to format pictures, shapes and
clip art.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

o Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

e Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Inserting Clip Art

Clip Art is a collection of pictures and graphics that
Microsoft has included with PowerPoint.

1.

Click the Insert tab on the Ribbon and click the Clip
Art button in the Illustrations group.

The Clip Art task pane appears.

© Trap: Depending on how PowerPoint is installed
and configured on your computer, an error
message may appear, informing you that the clip
art feature has not been installed. Try inserting the
Office 2007 CD-ROM and/or reinstalling the
PowerPoint program altogether.

Type the name of what you’re looking for in the
“Search for” text box.

Click the Search in list arrow to select which
collections you want to search in.
There are four options listed here:

e Everywhere: Searches all three of the collections
listed below.

e My Collections: Searches your hard disk for clip
art files stored on your computer.

e Office Collections: Searches for clip art files
stored within the PowerPoint program.

e \Web Collections: Searches Microsoft Office
Online for clip art files available on the Web.

Click the Results should be list arrow and uncheck
every box except for Clip Art.

Click the Go button.

Scroll through the graphics until you find one that
you like.

Click the graphic that you want to insert.

When you’re finished inserting clip art, close the Clip
Aurt task pane.

Click the Close button in the upper-right corner of
the Clip Art task pane.

The task pane closes.

@ Tips

v

A little star in the bottom-right corner of a graphic
indicates animation.

[ Exercise
« Exercise File: American History7-1.pptx

« Exercise: Navigate to Slide 7. Open the Clip Art task pane
and search for images of a lighthouse. Click the first image
to insert it into the presentation. Close the Clip Art task
pane.

Clip Art v X

Search For: Type what you want to
lighthause search for.

Search in:
Al callections «——— Select where you want

Resulks should be: to search.

All media file types ha Select the file type you

want to search for.

Click the image you
want to insert.

(8] organize dlips...
ola Clip art on OFfice Online
1) Tips for finding clips

Figure 7-1: The Clip Art task pane.
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Inserting Pictures and
Graphics Files

In addition to inserting clip art into a presentation, you
can also insert pictures or graphics that you have on file—
such as pictures uploaded from a digital camera or
graphics created in another program.

1. Click the Insert tab on the Ribbon and click the
Picture button in the Illustrations group.

The Insert Picture dialog box appears.

2. Navigate to the location where the file you want to
insert is stored.

3. Click the name of the file you want to insert and click
Insert.

@ Tip: To insert more than one picture or graphics
file at a time, press and hold down the <Ctrl> key
as you click each file.

The graphic is inserted into the presentation, and the
Format contextual tab appears on the Ribbon under
Picture Tools.

[ Exercise
¢ Exercise File: American History7-2.pptx, Philadelphia.jpg

» Exercise: Navigate to Slide 4 and insert the
Philadelphia.jpg image located in the Practice folder.

Table 7-1: Supported Graphics File Formats

Graphics Interchange Format  .gif, .gfa

JPEG File Format .jpeg, .jpg, .jfif, .jpe

Microsoft Windows Bitmap .bmp, .rle, .dib
Portable Network Graphics .png

Tagged Image File Format tiff
Microsoft Windows Metafile .emf, .wmf
Computer Graphics Metafile .cgm

Contextual tab

."@ H9-u s American History7-2.pptx - Microsoft PowerPoint Picture Tools } = ox
u — =
Home  Inset  Design  Animations  SlideShow  Review  View | Format @

G Brightness = 13 [P Picture Shape~ | Ly Bringto Front = |2~ [ 47]

— — —
(D Contrast~ [y ‘.“ ‘d‘ ‘I ~ [Z Picture Border - | ¥ Sendto Back + [E]

Size
mRecolor- Mg * & Picture Effects~ || Sy Selection Pane Sk -

Adjust Picture Styles & Arrange

Philadelphia

Birthplace of a Nation

* Independence National Historic Park

« Independence Hall

+ Franklin Court
¢ Liberty Bell

EEE S Eme

Click to add notes

Slide 4 of 8 | “Office Theme™ | <35 o s

lEEET e

Figure 7-2: Whenever a graphic is inserted, the Format
contextual tab appears on the Ribbon by default.
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Formatting Pictures and
Graphics

PowerPoint comes with several features that allow you to
alter a picture or graphics file once it has been inserted.
This lesson will introduce you to three of these features.
Crop a picture or graphic

When you crop a picture or graphic, you trim its
horizontal and vertical sides. Cropping is useful when you
only want to include a portion of a picture or graphic or
when you want to center your subject inside the frame.

1. Double-click the picture or graphic that you want to
crop.
The Format contextual tab appears on the Ribbon
under Picture Tools.

2. Click the Crop button in the Size group.

3. Click and drag the picture or graphic’s cropping
handles.
PowerPoint crops the picture or graphic.

@ Tip: To crop all four sides of a picture or graphic
at once while maintaining the graphic’s
proportions, press and hold down <Ctrl> +
<Shift> as you drag.

4. When you’re finished cropping a picture or graphic,
click the Crop button in the Size group once again to
turn off the cropping tool.

Recolor a picture or graphic

You can also change the color of a picture or graphic.

1. Double-click the picture or graphic that you want to
recolor.

The Format contextual tab appears on the Ribbon
under Picture Tools.

2. Click the Recolor button in the Adjust group.

A gallery of color options appears.

3. Select a color option from the gallery.

The picture or graphic is re-colored accordingly.

O Exercise
« Exercise File: American History7-3.pptx

» Exercise: Navigate to Slide 4 and change the color of the
Philadelphia image to grayscale. Then, apply the Rotated,
White picture style to the image.

¥

Crop = 4] 168" -
button =] l =
Crop —111° :

Size F]

Figure 7-3: The Size group on the Format tab.

Recolor button

'7_"\_‘ H9-0 - American History7-3.pptx - Microsoft PowerPoint Picture Tools - B8 X
YN fome tmaen Design  Animations  SlideShow  Review  View | Format (7]
% Brightness = 1 — — — [y Picture Shape = | T3 Bring to Front ~ |2~ HI
(D Coftrast - Ky “‘ |d| gl - £ Fidure Border~ || 34 Sendto Back + [#]
{&n«m “ ' T Picture Effects = || S, Selection Pane S s

No Recolor 5 Arrange

e

= |

TS Philadelphia

= | hplace of a Nation

= | ~-

K‘h”—mnn; National Histaoric Park

- . Hall

E R |

1| More Variations

|
7 SetTransparent Color

Click to add notes

Slided of 8 | "Office Theme™ | <5

[EEET ey o

Figure 7-4: The Recolor gallery.
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Change the visual style of a picture or
graphic

Changing the visual style of a picture or graphic doesn’t
alter the picture or graphic itself, just how it appears on
the slide.

1. Double-click the picture or graphic that you want to
adjust.
The Format contextual tab appears on the Ribbon
under Picture Tools.

2. Select a style from the Picture Styles group.

@ Tip: To view all the available styles, click the
More button (=) in the Picture Styles group to
view the Picture Styles gallery.

The style is applied to the picture or graphic.

B, Selection Pane

Sh

Picture Tools

end2- 06 ) American History7-3.pptx - Microsoft PowerPoint
Ca)
Home  Inset  Design  Animations  SlideShow  Review  View | Format
G Brightness - J& ‘ — | 1 = wawm mgem | ThBringtoFront - [~ ||
O Cortrast~ Ky -“ d| ‘} - 3 Sendto Back - 1]
ecolor =

Size

x
@

« » | [—

Slide 4 of8 | “Office Theme™ | 5 |

Figure 7-5: The Picture Styles gallery.
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Inserting Shapes

PowerPoint 2007 comes with an extensive set of ready-
made shapes, called AutoShapes, that you can use to
easily draw shapes on your slides. The Shapes gallery
contains over a hundred common shapes and lines, such
as stars, arrows, and speech balloons.

Draw a shape

To insert a shape into a presentation, draw it.

1. Click the Insert tab on the Ribbon and click the
Shapes button in the Illustrations group.

The Shapes gallery appears.

2. Click the shape you want to insert.

The arrow pointer changes to a cross hair.

3. Click and drag on the slide until the shape reaches the
desired size.

@ Tip: To draw a straight line, perfect square or
circle, or to constrain the dimensions of other
shapes, press and hold down the <Shift> key as
you drag.

4. Release the mouse button.

The shape is inserted onto the slide and the Format
contextual tab appears on the Ribbon under Drawing
Tools.

Other Ways to Insert a Shape:
Click the Home tab on the Ribbon and click the
Shapes button in the Drawing group.

Adjust a shape

You can adjust the most prominent feature of a shape—
such as the point of an arrow or the spikes on a star—by
using its adjustment handle.

1. Click the shape to select it.
2. Click and drag the shape’s adjustment handle (<»).

3. Release the mouse button.
@ Tip: Some shapes have more than one adjustment
handle, while others don’t have any at all.
Add text to a shape

Adding text to a shape is extremely easy—just click the
shape and start typing.

e  Click the shape you want to add text to and start
typing.

O Exercise

« Exercise File: American History7-4.pptx

» Exercise: Navigate to Slide 5 and draw a 16-point star
shape to the left of the Statue of Liberty image. Then,
condense the shape by dragging its adjustment handle

downward.

Table 7-2: AutoShape Categories

Lines

Basic Shapes

Block Arrows

Equation Shapes

Flowchart

Stars and Banners

Callouts

Action Buttons

Straight lines, curved lines, scribbly
lines, arrows, and free form drawing
shapes.

Squares, rectangles, triangles, circles,
pentagons, and more.

Arrows that point up, down, left, and
right.

Plus, minus, division, and equal to
signs.

Basic shapes used to create flowcharts.

Shapes that boldly announce
something.

Text box shapes that point to and
describe something.

Navigation buttons used to jump to
another slide or run a macro.

-

3
»

F
»

Adjustment handle

Figure 7-6: Adjusting a shape.
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Other Ways to Add Text to a Shape:
Right-click the shape you want to add text to,
select Edit Text from the contextual menu, and
type your text.
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Formatting Shapes

The first thing you’ll probably want to do after inserting a
shape is change its fill color or outline. This lesson will
show you how to format a shape to meet your needs.

Change the fill color of a shape

You can add, adjust, or remove the fill color of the shapes
you create in PowerPoint.

1. Double-click the shape whose fill color you wish to
change.

The Format contextual tab appears on the Ribbon
under Drawing Tools.

2. Click the Shape Fill button in the Shape Styles
group.

The Shape Fill menu appears. You have several
options to choose from here, as shown in Table 7-3:
The Shape Fill Menu.

3. Select an option from the menu.

Other Ways to Change the Fill Color of a
Shape:

Right-click the shape and select Format Shape
from the contextual menu. Click the Fill tab,
select your options, and click Close when you’re
finished.

Change the outline of a shape

You can add an outline to shapes or adjust or remove an
existing outline.

1. Double-click the shape whose outline you wish to
change.

The Format contextual tab appears on the Ribbon
under Drawing Tools.

2. Click the Shape Outline button in the Shape Styles
group.
The Shape Outline menu appears. You have several

options to choose from here, as shown in Table 7-4:
The Shape Outline Menu.

3. Select an option from the menu.

Other Ways to Change the Outline of a Shape:
Right-click the shape and select Format Shape
from the contextual menu. Click the Line tab,
select your options, and click Close when you’re
finished.

[ Exercise
« Exercise File: American History7-5.pptx

» Exercise: Navigate to Slide 5 and apply a yellow fill color
to the star shape. Then, apply an orange outline color to the
shape.

Table 7-3: The Shape Fill Menu

Theme Colors Lets you select a fill color from the

colors in the current theme.

Standard Colors Lets you select a fill color from one of

the 10 standard colors.
No Fill Removes the fill color.

More Fill Colors Lets you select a fill color from one of

the thousands of colors in the Colors
dialog box.

Picture Fills the shape with a graphic you
have on file.

Gradient Fills the shape with a gradient that
gradually changes from one color to

another.

Texture Fills the shape with a texture.

.+ 2 shapeFill -
Abc Abc m - |:_?Shar:uac:lutlinev
= o Shape Effects =

Shape Styles T

Figure 7-7: The Shape Styles group on the Format tab.

Table 7-4: The Shape Outline Menu

Theme Colors Lets you select an outline color from

the colors in the current theme.

Standard Colors Lets you select an outline color from

one of the 10 standard colors.
No Outline Removes the outline.

More Outline Colors  Lets you select an outline color from
one of the thousands of colors in the
Colors dialog box.

Weight Changes the thickness of an outline.

Dashes Changes the look of the outline.
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Change the visual style of a shape

Changing the visual style of a shape is an easy way to
spice up its appearance. A visual style is a set of different
formatting commands that can be applied to a shape in
one single step.

1. Double-click the shape that you want to adjust.

The Format contextual tab appears on the Ribbon
under Drawing Tools.

2. Select a style from the Shape Styles group.

@ Tip: To view all the available styles, click the
More button (=) in the Shape Styles group to
display the Styles gallery.

The visual style is applied to the shape.

Other Ways to Change the Visual Style of a
Shape:

Click the Home tab on the Ribbon, click the
Quick Styles button in the Drawing group, and
select a style from the gallery.

Abc Abc Abc Abc Abc Abc Abc
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Other Theme Fills

Figure 7-8: The Shape Styles gallery.
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Resize, Move, Copy and
Delete Objects

More often than not, the objects that you insert into your
presentations will need to be modified in order to coincide
with the other elements on a slide. This lesson will show
you how to resize, move, copy, and delete the shapes and
graphics in your presentations.

Resize an object

Make an object larger or smaller by resizing it.

1. Click the object to select it.
Sizing handles appear around the object once it is
selected. You can use these sizing handles to change
the size and proportion of the selected object.
2. Click and drag one of the object’s sizing handles.
@ Tip: To maintain the object’s proportions while
resizing, hold down the <Shift> key as you drag.
3. Release the mouse button.

Move an object
By simply clicking and dragging with the mouse, you can
move an object to a new location on the slide.

1. Click and drag the object to a new location.

2. Release the mouse button when the object is
positioned where you want it.

Copy an object

You can also copy a object by clicking and dragging—

simply press and hold the <Ctrl> key as you drag.

1. Click the object to select it.

2. Press and hold down the <Ctrl> key, and click and
drag the object to a new location.

3. Release the mouse button, and then release the
<Ctrl> key.

Delete an object

If you decide you don’t want an object, delete it.

e Select the object that you want to delete and press the
<Delete> key.

The object is removed from the presentation.

[ Exercise
« Exercise File: American History7-6.pptx

» Exercise: Navigate to Slide 3 and enlarge the Mt.
Rushmore image so that it is twice its original size. Then,
navigate to Slide 6 and make a duplicate of the Executive
image. Delete the duplicate image.

Black Hills, South Dakota

The American West

* Mount Rushmore
* Badlands

* Needles Highway
Custer State Park

Figure 7-9: To resize an object, simply click and drag one
of its sizing handles.
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Positioning Objects

Gridlines and drawing guides are two very important tools
you can use when positioning objects in Microsoft
PowerPoint.

Display/hide the grid

Just like the graph paper you used to use in geometry
class, the grid consists of horizontal and vertical lines that
help you draw and position objects.

1. Click the View tab on the Ribbon.

2. Click the Gridlines check box in the Show/Hide
group.
Horizontal and vertical gridlines appear on the slide.

Other Ways to Display the Grid:

Press <Shift> + <F9>, or click the Format
contextual tab on the Ribbon, click the Align
button in the Arrange group, and select View
Gridlines from the list.

Display/hide drawing guides

Unlike gridlines, which are stationary, drawing guides can
be moved around to help you arrange objects on a slide.

1. Click the Home tab on the Ribbon and click the
Arrange button in the Drawing group.

2. Point to Align and select Grid Settings from the
menu.

The Grid and Guides dialog box appears.

3. Click the Display drawing guides on screen check
box and click OK.

One horizontal and one vertical guide appear on the
slide. To manually position these guides, click and
drag them.

4. Click and drag the individual guides to the desired
location on the slide.

Other Ways to Display Drawing Guides:
Click the Format contextual tab on the Ribbon,
click the Align button in the Arrange group, and
select Grid Settings from the list. Click the
Display drawing guides on screen check box
and click OK.

@ Tips

v' To create another drawing guide, press the <Ctrl>
key while dragging an existing guide.

[ Exercise
¢ Exercise File: American History7-7.pptx

» Exercise: Display the grid and drawing guides, then turn
off the Snap to Grid feature. Hide the grid and drawing
guides.

Biack Hills; South Dakota

L. The American West

= Mount Rushmore
= Badlands p
‘ NMeedles Hi'ghw.:f,n i -__
.+ Custer State Park

l_‘ Click to add notes

Sudedo1B | COMie Theme 3 | J‘.ﬁ:& ?’,—m-_L:I_\J__;;r

Figure 7-10: You can also display the grid using the Align
menu.

Grid and Guides

Snap ko
Snap objects to grid
[J5nap objects to other objects
Grid settings
Spacing: Inches
[ ] Display grid on screen
Guide settings

[ pisplay drawing guides on screen

[Set as Default] [ ok i l Cancel ]

Figure 7-11: The Grid and Guides dialog box.
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v" To turn off the grid or drawing guides, follow the
same steps you used to turn them on.

v" Drawing guides and gridlines do NOT appear in
Slide Show view or when the presentation is
printed.

Turn on/off the Snap to Grid feature

The Snap to Grid feature causes objects to “snap” to the
nearest gridline when you move them. This can either be
convenient or extremely inconvenient depending on your
personal preferences.

The Snap to Grid feature is turned on by default in
PowerPoint 2007, but you can easily turn it off if you
decide you don’t like it. Turning off this feature allows
you to position objects with greater precision.

1. Click the Home tab on the Ribbon and click the
Arrange button in the Drawing group.

2. Point to Align and select Grid Settings from the
menu.

The Grid and Guides dialog box appears.

3. Click the Snap objects to grid check box.

@ Tip: To set this as the default setting, click Set as
Default in the Grid and Guides dialog box.

4. Click OK.

Other Ways to Turn On/Off the “Snap to Grid”
feature:

Click the Format contextual tab on the Ribbon,
click the Align button in the Arrange group, and
select Grid Settings from the list. Click the Snap
objects to grid check box and click OK.
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Applying Special Effects

New in PowerPoint 2007, you can apply special effects
such as reflection, glow, and 3-D rotation to clip art,
shapes, and pictures.

1. Double-click the object that you want to apply
special effects to.
The Format contextual tab appears on the Ribbon.
2. Depending on the object, click the Picture Effects

button in the Picture Styles group or click the Shape
Effects button in the Shape Styles group.

A menu of different types of effects appears.

3. Point to the type of effect you want to use, then select
an option from the submenu.
The special effect is applied to the object.

@ Tip: As you point to different effects in the
submenu, the selected shape changes to show you
how it will look with the effect applied (Live
Preview).

O Exercise
« Exercise File: American History7-7.pptx

e Exercise: Navigate to Slide 8 and apply a glow effect to
the first rectangle shape. Apply the special effect of your
choice to the second and third rectangle shapes.

f.- Picture Effects = |

ul) Breset v
i/ Shadow 3

-l Reflection 4

g Glow 4

_— Soft Edges b

No Bewvel

= B >
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% 3-D Options...

Figure 7-12: Selecting a special effect.
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Grouping Objects

It is often easier to work with a single object than it is to
work with several smaller objects. A group is a collection
of objects that PowerPoint treats as a single object.

Select multiple objects

Before you can group multiple objects, you must select
them first.

e  Press and hold down the <Shift> key as you click
each object that you want to select.

Other Ways to Select Multiple Objects:
Use the arrow pointer to draw a box around the
objects that you want to select.

Group objects

By grouping several objects together you can format an
entire group of objects rather than formatting each object
individually.

1. Select the objects that you want to group and click
the Format contextual tab on the Ribbon.

2. Click the Group button in the Arrange group, and
select Group from the menu.

Other Ways to Group Objects:
Select the objects that you want to group. Then,
right-click one of the selected objects, point to

Group in the contextual menu, and select Group.

Ungroup objects

If you need to make changes to an object that is part of a
group, you’ll need to ungroup the objects before
continuing.

1. Select the group of objects that you want to ungroup
and click the Format contextual tab on the Ribbon.

2. Click the Group button in the Arrange group, and
select Ungroup from the menu.

The selected objects are ungrouped. Now you can
work with each object individually.

Other Ways to Ungroup Obijects:

Right-click the group of objects that you want to
ungroup, point to Group in the contextual menu,
and select Ungroup from the submenu.

[ Exercise
¢ Exercise File: American History7-8.pptx

e Exercise: Navigate to Slide 6 and group the Legislative,
Executive, and Judicial images. Then, ungroup them.

Select multiple objects by
holding down the <Shift> key
as you click each object...

...or by drawing a box
around the objects you
want to select.

ks

Figure 7-13: Selecting multiple objects.
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Figure 7-14: You can also use the contextual menu to
group and ungroup objects.
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Aligning and Distributing
Objects

Slides that have objects scattered randomly about them
look terrible. This lesson will show you how to use the
Align and Distribute features to organize the objects on
your slides.

Align objects

The Align command aligns objects relative to one another.

1. Select all the objects that you want to align.

2. Click the Format contextual tab on the Ribbon and
click the Align button in the Arrange group.

A menu of alignment options appears.

3. Select an alignment option from the menu.
The selected objects are aligned accordingly.

Other Ways to Align Objects:

Select the objects that you want to align and click
the Home tab on the Ribbon. Click the Arrange
button in the Drawing group, point to Align, and
select an option from the submenu.

Distribute objects

The Distribute command spaces out selected objects
equally.

1. Select all the objects that you want to distribute.

2. Click the Format contextual tab on the Ribbon and
click the Align button in the Arrange group.

3. Select either Distribute Horizontally or Distribute
Vertically from the menu.

The selected objects are distributed so that equal
space appears between each object.

Other Ways to Distribute Objects:

Select the objects that you want to distribute and
click the Home tab on the Ribbon. Click the
Arrange button in the Drawing group, point to
Align, and select an option from the submenu.

[ Exercise
¢ Exercise File: American History7-9.pptx

e Exercise: Navigate to Slide 6 and align the Legislative,
Executive, and Judicial images with the bottom-most image.
Then, distribute the objects horizontally.

Washington, D.C.

The Branches pf Government

View Griginey

| swaesers o

Figure 7-15: Selecting an alignment option.

Washington, D.C.

The Branches of Government

Figure 7-16: An example of objects that have been
aligned and distributed.
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Flipping and Rotating Objects

Flip an object

When you flip an object, you create a mirror image of it.
PowerPoint allows you to flip an object horizontally or
vertically.

1. Double-click the object that you want to flip.

The Format contextual tab appears on the Ribbon.
2. Click the Rotate button in the Arrange group.

3. Select Flip Vertical or Flip Horizontal from the
menu.

The object is flipped accordingly.

Other Ways to Flip an Object:

Click the Home tab on the Ribbon and click the
Arrange button in the Drawing group. Point to
Rotate, and select an option from the submenu.

Rotate an object
When you rotate an object, you turn it around its center.

You can rotate objects in 90-degree increments or you can

use the rotation handle to rotate an object manually.

1. Select the object that you want to rotate.

A green rotation handle () appears.

2. Click and drag the object’s rotation handle.
PowerPoint rotates the selected object.

Other Ways to Rotate an Object:
Double-click the object that you want to rotate,
click the Rotate button in the Arrange group, and
select Rotate Right 90° or Rotate Left 90° from
the menu.

Use the Size and Position dialog box

Using an object’s rotation handle is the fastest and easiest
way to rotate an object, but you can rotate an object with
greater precision using the Size and Position dialog box.

1. Double-click the object that you want to rotate.

The Format contextual tab appears on the Ribbon.

2. Click the Rotate button in the Arrange group and
select More Rotation Options from the menu.

The Size and Position dialog box appears.

3. Enter the number of degrees you want to rotate the
object in the Rotation box and then click Close.

The object is rotated accordingly.

[ Exercise
¢ Exercise File: American History7-10.pptx

e Exercise: Navigate to Slide 8 and flip the upward-pointing
arrow shape so that it faces downward. Then, rotate the
second arrow shape so that it faces downward.

San Antonio
The Spirit of Texas

|+ The Alamo
= Casa Navarro State
Historical Park
= San Fernando Cathedral
= Market Square

Figure 7-17: Flipping an object.

Size and Position

Size | Position | AltText

Size and rotate
Height: 0.75" S| width: 0.58" £

Scale

Height: 100% 3| width: 100% £

[ Lock aspect ratio

Crop from

I U
Il

Criginal size

Close

Figure 7-18: The Size and Position dialog box.
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Layering Objects

By default, the first object that you insert on a slide is
assigned to the bottom layer of the page. Each object that
you insert thereafter is assigned one level above, and so
on. The final object that you insert will appear on the
topmost layer.

There are four layering commands in Microsoft
PowerPoint:

Bring to Front: Places the selected object on the
very top layer of the page. All other objects will
appear behind the selected object.

Send to Back: Places the selected object on the very
bottom layer of the page. All other objects will
appear in front of the selected object.

Bring Forward: Brings the selected object up one
layer.

Send Backward: Sends the selected object down one
layer.

Double-click the object that you want to layer.

The Format contextual tab appears on the Ribbon.

Click the Bring to Front or Send to Back button in
the Arrange group, or click the Bring to Front or
Send to Back button list arrow and select an option
from the list.

The object is layered accordingly.

Other Ways to Layer an Object:

Right-click the object that you want to layer, point
to Bring to Front or Send to Back in the
contextual menu, and select an option from the
submenu. Or, click the object that you want to
layer, click the Home tab on the Ribbon, click the
Arrange button in the Drawing group, and select
an option from the menu.

[ Exercise
¢ Exercise File: AmericanHistory7-11.pptx

» Exercise: Navigate to Slide 5 and move the star shape
behind the Statue of Liberty shape.

Layered objects, as
they appear onscreen.

Layered objects are
simply stacked on top
of one another, like
sheets of paper.

Figure 7-19: Layered objects.

New York
The City that Never Sleeps

+ Statue of Liberty

+ Empire State Building

+ Museum of Modern Art
Central Park

Figure 7-20: An example of layered objects.
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Tables can be used in place of tab stops to
organize and arrange information in an
attractive, effective manner. A table neatly
arranges text and data in a grid, organized
by columns and rows. Once you have
entered information in a table, you can do
all kinds of things with it. For example,
you can sort the information
alphabetically or numerically; add and
delete columns and/or rows; and make
your table stand out by formatting it with
border, shading, and color options.

As powerful as tables are, most people
don’t know how to use them effectively, if
at all. Tables are so important that this
entire chapter is devoted to helping you
become a table expert.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

¢ Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

o Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Creating a Table

In order to create a table in Microsoft PowerPoint, you
first must specify how many columns (which run up and
down) and rows (which run left to right) you want to
appear in the table. The number of columns and rows
determines how much information the table can contain.:

Insert a table

1.

On the Slides tab in the Outline pane, select the slide
that you want to add a table to.

Click the Insert tab on the Ribbon and click the
Table button in the Tables group.

The table grid appears. Using the grid is the fastest
way to insert a table.

Move the pointer around in the grid until the number
of rows and columns you want to use have been
selected. Then, click the mouse button.

The table is inserted onto the slide and the Design
and Layout contextual tabs appear on the Ribbon
under Table Tools.

@ Tip: Don’t worry if you inserted too many or not
enough columns and rows—you can always add
or delete them later.

Other Ways to Insert a Table:

Click the Insert tab on the Ribbon, click the
Table button in the Tables group, and select
Insert Table from the menu. Specify the number
of rows and columns you want the table to have
and click OK.

Add text to a table

Adding text to a table is extremely easy...

1.

Click the cell you want to add text to.

A blinking cursor appears inside the cell, indicating
that the cell is ready to accept text.

Type your text.

[ Exercise
¢ Exercise File: None required.

* Exercise: Open a new, blank presentation and insert a
table that is three columns wide by four rows tall. Type
“Sales” in the first cell. Close this presentation without
saving any changes.

Presentationl - Microsoft PowerPoint - o

©® *

Insert Design Animations Slide Shaw Review  View

Elg [P shapes~ || &, Hypenink ) Header & Footer [#] Shide Number | G Movie -
2
=] T2 Smartart Action <l wordart - €2 symbol ) Sound ~
Table | Picture Clip  Photo = Text
= At Album~ fil} Chart Box .9 Date &Time F@d Object

7x5 Table Links Text Media Clips

I
[l 00

I
I o

[ Insert Table...
7 DrawTable

& Exeel spreadsheet

Click to add notes

Slide1 of 1 | “Office Theme® | <

EEET e o G

Figure 8-1: Inserting a table using the table grid.
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Working with a Table

This lesson will give you more practice working with
tables, including how to move around in a table, how to
select cells, and how to delete a table altogether.

Move around in a table

There are several ways to move between cells in a table:

Press <Tab> to move forward one field or cell, or
press <Shift> + <Tab> to move backward one field
or cell.

Use the arrow keys on the keyboard.

Select a row

1.

Position the insertion point anywhere in the row you
want to select and click the Layout tab on the Ribbon
under Table Tools.

Click the Select button in the Table group and select
Select Row from the menu.

The row changes color, indicating that it is selected.

Other Ways to Select a Row:

Point to the left or right of the row, until a tiny
black arrow (=+ or =) appears. Click the mouse
button.

Select a column

1.

Position the insertion point anywhere in the column
you want to select and click the Layout tab on the
Ribbon under Table Tools.

Click the Select button in the Table group and select
Select Column from the menu.

The column changes color, indicating that it is
selected.

Other Ways to Select a Column:

Point to the top or bottom of the column, until a
tiny black arrow (4 or 1) appears. Click the mouse
button.

Select a single cell

Point to the bottom-left corner of the cell, until a tiny
black arrow (#) appears. Click the mouse button.

[ Exercise
e Exercise File: Sales Results8-1.pptx

e Exercise: Navigate to Slide 2 and select the “H. Tobin”
cell in the first column. Type “M. Wilson”. Select the %
Increase column. Click the Center button in the Paragraph
group on the Home tab.

Select button

.‘/C-“ H9-0 - Sales Results8-1.pptx - Microsoft PowerPoint TableTools - B@ X
Home  Insert  Design  Animations  SlideShow  Review  View  Design Layout | @)

E ﬂ nﬂ B Insert Below = | 5] s Qe = [=] [

AHinsert Left
|t Alignment| Table  Arrange
Size -

Select  View | Delete | Insert
~  Gridlines - 2bove [ Insert Right

Table Rows & Columns Cell Size

Merge | 23173

J.Greenberg 28811 55226 5405 1%

Colones 37287 as742 14 %
g 5

| 5. Richardsan 50394 53.588 +3.188 6%

12550 a3531  -6SEL 16%

180,152 207187 27035 15%

Click to add notes

“Office Theme™ | < IEEET e

() s

Slide 2 of 4

Figure 8-2: Selecting a single cell.

. -

Figure 8-3: A table with the last row selected.
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Select several cells

e Click and drag the mouse pointer across the cells you
want to select.

e  Click the first cell you want to select, press and hold
down the <Shift> key, and click the last cell you
want to select.

Select the entire table

1. Click anywhere inside the table and click the Layout
tab on the Ribbon under Table Tools.

2. Click the Select button in the Table group and select
Select Table from the menu.
The table is selected.
Other Ways to Select the Entire Table:
Right-click the table and select Select Table from
the contextual menu, or click the outermost
perimeter of the table.
Delete the contents of a cell
Deleting the contents of a cell is extremely easy...
o Select the cell(s) whose contents you wish to delete
and press the <Delete> key.
Delete a table

If you decide you don’t want a table after all, delete it.

e  Select the table and press the <Delete> key.
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Adjusting Column Width and
Row Height

As you enter information into a table, you will quickly
discover that some of your rows and columns need to be
resized. This lesson will show you how to change the
width of a column and the height of a row.

Adjust column width

When a column isn’t wide enough to properly display the
information it contains, adjust the width of the column.

1. Select the column(s) that you wish to adjust and click
the Layout tab on the Ribbon under Table Tools.

2. Specify the column width in the Table Column
Width text box in the Cell Size group.

The column is resized.

Other Ways to Change Column Width:
Click and drag the column’s right border.

Adjust row height

You will seldom need to adjust a row’s height because,
unless you specify otherwise, rows automatically expand
to accommodate any text that you enter.

1. Select the row(s) that you wish to adjust and click the
Layout tab on the Ribbon under Table Tools.

2. Specify the row height in the Table Row Height text
box in the Cell Size group.

The row is resized.

Other Ways to Adjust Row Height:
Click and drag the row’s bottom border up or
down.

@ Tips

v You can distribute columns and rows evenly so that
they are the same width or height. To do this, select
the columns or rows that you wish to distribute and
click the Layout tab on the Ribbon under Table
Tools. Click the Distribute Columns or Distribute
Rows button in the Cell Size group.

[ Exercise
¢ Exercise File: Sales Results8-2.pptx

« Exercise: Navigate to Slide 2 and enlarge the width of the
Difference column. Increase the height of the first row.

J. Greenberg 49,821 55,226 +5,405

C. Jones 37,287 48,742 +11,45 31%
q 5

S. Richardson 50,394 53,588 +3,194 6%

M. Wilson 42,650 49,631 +6,981 16%

Totals 180,152 207,187 27,035 15%

J. Greenberg 49,821 55,226 +5,405

C.Jones 37,287 48,742 +11,455 31%
i S. Richardson 50,394 53,588 +3,194 6%

M. Wilson 42,650 49,631 +6,981 16 %

Totals 180,152 207,187 27,035 15%

Figure 8-4: Enlarging the width of a column.

Cell height —] |0.58" s HE

-

Cell width —— 77 1.72" ks
Cell Size

Figure 8-5: The Cell Size group.
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Inserting and Deleting Rows
and Columns

You can make a table larger or smaller by inserting or
deleting rows and columns. This lesson will show you
how.

Insert a row

1. Position your insertion point anywhere in the row
above or below where you want to insert the new
row.

2. Click the Layout tab on the Ribbon under Table
Tools and click the Insert Above or Insert Below
button in the Rows & Columns group.

The new row is inserted into the table.

Other Ways to Insert a Row:

Right-click the row above or below where you
want to insert the new row, point to Insert in the
contextual menu, and select an option from the
submenu.

Insert a column

1. Position your insertion point anywhere in the column
to the left or right of where you want to insert the
new column.

2. Click the Layout tab on the Ribbon under Table
Tools and click the Insert Left or Insert Right
button in the Rows & Columns group.

The new column is inserted into the table.

Other Ways to Insert a Column:

Right-click the column to the left or right of
where you want to insert the new column, point to
Insert in the contextual menu, and select an
option from the submenu.

Delete a row or column

1. Position the insertion point anywhere in the row or
column you wish to delete and click the Layout tab
on the Ribbon under Table Tools.

2. Click the Delete button in the Rows & Columns
group and select an option from the menu.

The row or column is deleted.

Other Ways to Delete a Row or Column:
Right-click a cell in the row or column you wish
to delete and select Delete Rows or Delete
Columns from the contextual menu.

[ Exercise
¢ Exercise File: Sales Results8-3.pptx

« Exercise: Insert a new row above the first row in the table.
Insert a new column to the right of the Increase column.
Delete this new column.

] £l Insert Bel
Click here to 7~ 'ﬂ Ed Insert Below
delete rows ] Insert Left
and columns. Delete | Insert
- sbove Gl Insert Right

Rows & Columns

Figure 8-6: The Rows & Columns group on the Layout
tab.

-‘/EL\‘- =] s Sales Results8-3.ppbx - Microsoft PowerPoint Table Tools - 8 X
)|

o -
"2 Home Insert Design Animations Slide Show Review  View Design Layout (7]

7 =3 - = ¥ o
% E 5 ﬁ B insert Below =) e St = = o,
A nsert Left
Select | View ||| Delete | Insert Merge | =1[173- 2 |t | Alignment Table | Arange
- - Size =

- |Gridlines - Above [k Insert Right
Table Rows & Columns Cell Size

%
es =
; 1, Paste
. A Font.
i Bullets
i=  Numbering
& Hyperlink...
Synanyms
Insert » | 41| Insert Columns to the Left
Click to add notes = Delete Rows [+ mnsert Columns to the Right
#' | Delete Columns £4  Insert Rows Above
Slide2 of 4 | “Office Theme™ i 21| insert Rows Below %
EH split ces...
HH  selectTable
&y Format Shape...

Figure 8-7: Inserting a new row using the contextual
menu.
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Merging and Splitting Cells

You can adjust the number of cells that appear in a table
by merging and splitting cells.

Merge cells

The Merge Cells command combines, or merges, several
smaller cells into a single larger cell.

1.

2.

Select the cells that you want to merge.

Click the Layout tab on the Ribbon under Table
Tools and click the Merge Cells button in the Merge

group.
The selected cells are merged into a single cell.

Other Ways to Merge Cells:

Select the cells you want to merge, right-click the
selected cells, and select Merge Cells from the
contextual menu.

Split a cell

You can break, or split, a cell into several smaller cells
using the Split Cells command.

1. Select the cell that you want to split.

2. Click the Layout tab on the Ribbon under Table

Tools and click the Split Cells button in the Merge
group.
The Split Cells dialog box appears.

Specify how you want to split the cell and click OK.

The selected cell is split into several smaller cells.

Other Ways to Split a Cell:
Right-click the cell you want to split and select
Split Cells from the contextual menu.

[ Exercise
¢ Exercise File: Sales Results8-4.pptx

« Exercise: Merge the cells in the first row of the table. Type
“Department 4A”. Change its font size to 24 pt.

= x

-‘/E-x) H9-08 = Sales Results8-4.pptx - Microsoft PowerPoint TableTools | —
T a
- Home  Insert  Design
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A e el N
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“Office Theme™ | 5 [EEEEer (O

Slide 2 of 4

Figure 8-8: Merging cells.

X

Mumber of columns: |2

Split Cells

L LARIE] L3

Mumber of rows: 1 Specify how many
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[ OK ] [ Cancel want to split the cell into.

Figure 8-9: The Split Cells dialog box.
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Working with Borders and
Shading

Borders can improve the appearance of a table, giving it a
polished, professional look. Borders also make the
information in a table easier to read—especially
numerical data.

By default, PowerPoint applies borders to the outside and
inside of new tables. You can change or remove these
borders to meet your needs. You can even draw your own
borders.

Add borders
1. Select the cell(s) you want to add borders to.
2. Click the Design tab on the Ribbon under Table Tools

and click the Border button list arrow in the Table
Styles group.

A list of border options appears.

3. Select an option from the list.

The borders are applied to the selected cell(s).
Remove borders
1. Select the cell(s) whose borders you wish to remove.
2. Click the Design tab on the Ribbon under Table Tools
and click the Border button list arrow in the Table

Styles group.

3. Select No Border from the list.

The borders are removed from the selected cell(s).

[ Exercise
¢ Exercise File: Sales Results8-5.pptx

» Exercise: Apply a bottom border to the second row in the
table. Apply a top and bottom border to the last row in the
table. Remove the bottom border from the last row in the
table. Apply light orange shading to the % Increase column.

Border button —

q— List arrow
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Figure 8-10: Adding a border to a table.
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Draw your own borders

With the Draw Table tool, you can easily create complex
tables that have columns within columns and rows within

rows.

1. Click anywhere inside the table and click the Design
tab on the Ribbon under Table Tools.

2. Click the Draw Table button in the Draw Borders
group.
The pointer changes to a pencil icon ({,’?), indicating
that you can draw borders.

3. Click and drag on the table where you want to insert
a border.

4. Press <Esc>when you’re finished drawing borders.

@ Tip: To erase a border, click the Eraser button in
the Draw Borders group and click and drag the

Eraser tool ({;\7) across the border you want to
erase. Press <Esc> when you’re finished erasing.

@ Tip: To specify the border’s style, thickness (or
weight), and color, click the Pen Style, Pen
Weight, or Pen Color button in the Draw Borders
group and select an option from the menu.

Shading table cells

Shading a cell or range of cells in a table is a great way to
emphasize important information.

1. Select the cell(s) that you want to shade and click the

Design tab on the Ribbon under Table Tools.

Click the Shading list arrow in the Table Styles
group.
The color palette appears, along with several other

options you can choose from. See the Other Options
table for more information about these options.

Select a color from the color palette.

@ Tip: If the color you’re looking for doesn’t appear
in the color palette, select More Fill Colors from
the menu.

Table 8-1: Other options

Picture Fills the cell(s) with a picture or

- graphic that you have on file.

Gradient [ s the cell(s) with a color

gradient—a color that gradually
changes to another color.

Fills the cell(s) with a texture. You
can select one of PowerPoint’s

| default textures or import a texture
that you have on file.

Texture
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Applying a Table Style (0 Exercise

. . ) » Exercise File: Sales Results8-6.pptx
Changing the visual style of a table is an easy way to

spice up its appearance. New in PowerPoint 2007, a * Exercise: Open the Table Styles gallery and apply the style
visual style is a set of different formatting commands that S il Cle
can be applied to a table in one single step.

Apply a Style (Oa H9-™)= Sales Results8-6.pptx - Microsoft PowerPoint TableTools | = = X
& e Design  Animations  SlideShow  Review  View  Desion  Layout (@
1. Click anywhere inside the table and click the Design A s B o =
tab on the Ribbon under Table Tools. 9] 5anded Rows [ Banded Columns || === =

-z EEEEH EEEEE EEEEE EEEEE
Table Style Options ||| ===== == [EEEEE -- ===l ===
————— EE=ElEE =l ===l

2. Select a style from the Table Styles group. AT = =r Fr 1 L F
@ Tip: To view all the available styles, click the ’ -

More button (=) in the Table Styles group to
display the Styles gallery.

The visual style is applied to the table.

Remove a style

E
Click to add note =

oomss ooo=s
Slide2of 4 | “Office Theme™ | ¢ |

1. Click anywhere inside the table and click the Design
tab on the Ribbon under Table Tools.

B CQear Table
2. Click the More button (=) in the Table Styles group
and select Clear Table from the menu. Figure 8-12: Selecting a table style from the Table Styles
. allery.

The style is removed. gatery.
(=2 H=9-0 )+ Sales Results8-6.pptx - Microsoft PowerPaint TableTools | — = X
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Figure 8-11: A table with the Light Style 1 — Accent 6 style
applied.
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In this chapter you will learn how to insert
charts and diagrams into your
presentations. One of the best ways to
present information is with a chart, and
PowerPoint 2007 makes it easy.

This chapter explains just about
everything you need to know about
charts—how to create dynamic-looking
charts, how to edit and format charts, and
how to work with different types of charts
and chart elements. You will also learn
how to use PowerPoint’s SmartArt tool, a
handy new feature that lets you create and
insert designer-quality diagrams.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

o Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

o Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Inserting a Chart

Like the idiom “a picture is worth a thousand words”, a
chart is often much better at presenting information than
hard to read numbers in a table. This lesson explains how
to insert a chart in Microsoft PowerPoint.

1. Navigate to the slide where you want to insert the
chart.

2. Click the Insert tab on the Ribbon and click the
Chart button in the Illustrations group.

The Insert Chart dialog box appears.

Other Ways to Insert a Chart:

Click the Insert Chart placeholder on the slide.
To insert a slide with placeholders, click the New
Slide button list arrow in the Slides group on the
Home tab and select a slide with placeholders.

3. Select a chart type from the list, and then select a
chart sub-type. Click OK.

The chart is inserted onto the slide, and an Excel
2007 worksheet opens in a split window.

@ Tip: If you don’t have Office Excel 2007
installed, a Microsoft Graph datasheet appears
instead of an Excel worksheet. You can use
Microsoft Graph the same as you would Excel,
you just don’t have as many options.

Click to add title

* Click to add text

Insert Chart
placeholder

Figure 9-2: Another way to insert a chart is to
click the Insert Chart placeholder.

[ Exercise
« Exercise File: Tourism9-1.pptx

« Exercise: Navigate to Slide 2 and use the Insert tab on the
Ribbon to open the Insert Chart dialog box. Select the Pie in
3-D chart and click OK.

Select a ...then select a
chart type... chart sub-type.

Insert Chart ‘i‘i_hj
Cd Templates Column 2
[l column |
|Z# Line Lu_ﬂ \_B_i Bj lﬂﬂ J@g Hﬁ L@j
se ] Ju] 8 ] ke A 44
b Area
L XY (Scatter) |..l Al N N .Iil‘ m& ] A
o A be) WA | AA] |
o surface L
@ Doughnut ~ 1. _:._-:' .:._: .:_':: |/l
32 Bubble \— \_ L_ I_ J_ I_ s ‘
#  Radar Pie
IManagETemplahes‘.. I I Set as Default Chart I Cancel

Figure 9-1: The Insert Chart dialog box.
Table 9-1: Common Chart Types
Column charts are used when you want to
u | compare different values vertically, side-
by-side.
Column
, Line charts are used to illustrate trends.
7 Each value is plotted as a point on the
chart and is connected to other values by a
Line line.
Pie charts are useful for showing values as
_\) a percentage of a whole. The values for
— each item are represented by different
Pie colors.
Bar charts are just like column charts,
% except they display information in
horizontal bars rather than in vertical
Bar columns.
- Scatter charts are used to plot clusters of
Lol values using single points. Multiple items
can be plotted by using different colored
XY (Scatter)  points or different point symbols.
Area charts are the same as line charts,
e”"ﬂ except the area beneath the line is filled
with color.
Area
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Inserting Chart Data

After you insert a chart, you need to replace the sample
data in the worksheet with your own information.

1. Click the cell you want to add text to.

Take a look at table Table 9-2: Navigation Shortcuts
for a few navigation shortcuts.

2. Type your text.

The sample data is replaced with your own, and the
chart updates to reflect your changes.

3.  When you’re finished entering data, click the Close
button in the Excel window.

Excel closes and you return to the PowerPoint
window.

@ Tips

v" To insert more rows and columns of data in the Excel
worksheet, click and drag the lower corner of the cell
range.

v' To edit a chart’s data, select the chart, click the
Design tab on the Ribbon, and click the Edit Data
button in the Data group to open the Excel
worksheet.

[ Exercise
« Exercise File: Tourism9-2.pptx

» Exercise: If necessary, navigate to Slide 2 and select the
chart. In the Excel worksheet, click cell B1 and type
“Tourist Arrivals”. Click cell A2 and type “France”, then
press <Tab> and type “76”. Finish entering the following
information into the worksheet, pressing <Tab> after each
entry:

Spain 56
u.S. 50
China 47
Italy 37

Table 9-2: Navigation Shortcuts

<Tab> Moves to the right one cell.

<Shift> + <Tab> Moves to the left one cell.

<Enter> Moves down to the next cell.

<> <> <> <d> Moves in the direction of the arrow

key pressed.

D‘ﬂ | = Chartin Microsoft Office PowerPoint - Microsof... E@Iﬁ
—d/'l Home Insert Page Layout Formulas Data Review view @ - =T X
j % | calibri -l - S (% W Al = 8
Past: - BRESilIs) 2 Humb Styl Cell j' ﬁ'
afe 7- &-A. == @"| UT er ty;Es evs —

Clipboard "™ Font T Alignment T Editing

D2 v ( | ¥
A B c D E F G H

1 Tourist Arrivals

2 |France 76 : 1
3 |spain 56| 3
4 |U.S.

5 |China

6 |Italy

T

3 To resize chart data range, drag lower right corner of range.

9

10 4
W A » M| Sheetl %1 ] 0
Ready EEEE e U o

Figure 9-3: The Excel worksheet. To add more rows and
columns, click and drag the lower right corner of the cell
range.
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Resizing and Moving a Chart

When you create a chart, it is embedded in the
presentation and appears in a frame. Sometimes your
chart might be too large, or positioned in the wrong spot
on a slide. Luckily, you can resize or move a chart to meet
your needs.

Resize a chart

Make an object larger or smaller by resizing it.

1. Click the chart to select it.
Eight sizing handles appear along the frame of the
chart, as shown in Figure 9-4.

2. Click and drag one of the chart’s sizing handles.

A faint outline appears as you drag, allowing you to
preview the size of the chart.

@ Tip: To maintain the chart’s proportions while
resizing, hold down the <Shift> key as you drag.
3. Release the mouse button.
The chart is resized.

Other Ways to Resize a Chart:

Click the Format tab on the Ribbon under Chart
Tools, and use the Height and Width fields in the
Size group.

Move a chart

By simply clicking and dragging with the mouse, you can

move a chart to a new location on the slide.

1. Click the chart to select it, and click and drag the
frame of the chart.
A faint outline appears as you drag, allowing you to
preview the location of the chart.

2. Release the mouse button when the chart is
positioned where you want it.

[ Exercise
¢ Exercise File: Tourism9-3.pptx

» Exercise: If necessary, navigate to Slide 2. Resize and
move the chart so that it fits on the right-hand side of the
slide, as shown in the diagram below.

Sizing handles

v

Figure 9-4: To resize a chart, simply click and drag one of
its sizing handles.

‘.,,E;\ H9-0)+ Tourismd-3 - Microsoft PowerPoint Chart Tools (= [ ]
B .
Home Insert  Design  Animations  SlideShow  Review  View  Design Layaut Format @)
2 = m
i W, ER & W
Change  Save As Switch  Selet  Edit Refresh | Quick Quick
Chart Type Template || Row/Column Data Data Data Layout ~ styles ~
Type Data Chart Layauts | Chart Styles
I rTIERE I IR Toeniod Deortens Tovein Zerne Beoeron ot

Top Five Travel Destinations Worldwide

+ Compared with lastyear, the s R
- z i b TouristArrivals

m France

5 the country's overwhelming 1 mspain
= i us.

u China

u ltaly

"

[EEErF e v )

Slide2 of 7 | “Office Theme® | 35

Figure 9-5: The updated slide.
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Changing Chart Type

Different types of charts are better for presenting different
types of information. For example, a column chart is great
for comparing values of different items, but not for
illustrating trends or relationships. If you find that a chart
you’ve created isn’t the best fit for your data, you can
switch to a different chart type.

1. Select the chart.

2. Under Chart Tools on the Ribbon, click the Design
tab and click the Change Chart Type button in the

Type group.
The Change Chart Type dialog box appears.

3. Select a chart type from the list, and then select a
chart sub-type. Click OK.

The chart type is changed.

Other Ways to Change Chart Type:
Right-click the chart frame and select Change
Chart Type from the contextual menu. Select a
new chart type and click OK.

@ Tips

v Changing chart type only changes how data is
displayed; it does not alter the data itself.

[ Exercise
« Exercise File: Tourism9-4.pptx

» Exercise: If necessary, navigate to Slide 2 and select the
chart. Click the Design tab on the Ribbon, click the Change
Chart Type button in the Type group, and select the
Clustered Column bar chart. Click OK.

Change Chart
Type button

Tourism3-4 - Microsoft PowerPoint Chart Tools

P> CLE0E BE==)

Home  Inset  Design  Animations  SlideShow  Review  View  Design Layout Format @

- = =
MW, T Esh B W
Change Save As Switch Selet Edit Refresh Quick Quick
Chart Type Template | Row/Column Data  Data  Dats Layout Styles +
Type Data Chart Lagouts Chart Styles

Tourist Arrivals

W Tourist
Arrivals

Slide20f7 | “Offica Theme™ | 35 [EEEE e o (s

Figure 9-6: The updated presentation.
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Formatting a Chart

PowerPoint 2007 has a variety of built-in chart layouts
and styles that allow you to format your charts with the
click of a button.

Change chart layout

Built-in chart layouts allow you to quickly adjust the
overall layout of your chart with different combinations of
titles, objects, and chart orientations.

1. Select the chart and click the Design tab on the
Ribbon under Chart Tools.

2. Select a layout from the Chart Layouts group.
The selected layout is applied to the chart.

@ Tip: To view all the available layouts, click the
More button (=) in the Chart Layouts group to
display the Chart Layouts gallery.

Change chart style

Changing the visual style of a chart is an easy way to
spice up its appearance. A visual style is a set of different
formatting commands that can be applied to a chart in a
single step.

1. Select the chart and click the Design tab on the
Ribbon under Chart Tools.

2. Select a style from the Chart Styles group.
The selected style is applied to the chart.

@ Tip: To view all the available styles, click the
More button (=) in the Chart Styles group to
display the Chart Styles gallery.

[ Exercise
« Exercise File: Tourism9-5.pptx

e Exercise: Navigate to Slide 6 and select the chart. Apply
Layout 10 to the chart.

Chart Layouts Chart Styles
group group

&0
0
)
50
«0
£

Ak Ttk

Side§of 7 | "Dffice Theme™ 35

15 ot s

Figure 9-7: Depending on the size of your program
screen, you might need to click the Quick Layout button in
the Chart Layout group to display the Chart Layouts
gallery.
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Working with Labels

A label is an area of text that identifies a specific part of a

chart. Titles, legends and tables are all examples of labels.

Insert or modify a label

You can insert a new label, or adjust how it appears.

1. Select the chart and click the Layout tab on the
Ribbon under Chart Tools.

In the Labels group, you have several labels to
choose from:

e Chart Title: Add, remove or position the chart
title.

o Axis Titles: Add, remove or position the text used
to label the chart axes.

e Legend: Add, remove or position the chart
legend.

e Data Labels: Use data labels to label the values
of individual chart elements.

e Data Table: Add a data table to the chart.

@ Tip: Different chart types contain different chart
labels, so some of the options listed above might
not be available.

2. Click the appropriate button in the Labels group.

A list of options relative to the selected label appears.

3. Select an option from the list.

@ Tip: If you don’t see a label option that suits you,
click the More Options button to fine-tune the
label to meet your needs.

Edit label text

You can edit label text to meet your needs.

1. Select the chart and select the label whose text you
want to edit.

2. Click inside the label to enter editing mode.

Ablinking cursor appears inside the label.

3. Edit the label text as necessary.

Other Ways to Do Something:
Right-click the label and select Edit Text from the
contextual menu. Edit the text as necessary.

[ Exercise
¢ Exercise File: Tourism9-6.pptx

« Exercise: If necessary, navigate to Slide 6. Select the chart
and click the Layout tab on the Ribbon. Click the Chart
Title button in the Labels group and select Above Chart
from the list. Type “Tourism in Millions”.

,]1' Uil =] Legend - ———Labels group

—! || Data Labels ~
Chart  Axis "
Title = Titles ~ 4% Data Table -

Labels

155 7

Figure 9-8: Use the Labels group on the Layout tab to
adjust chart labels.
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Formatting Chart Elements

If none of PowerPoint's default chart layouts and styles
meet your needs, you can format chart elements—such as
shapes and axes—individually.

Format a chart element

You can use the Format tab to change the look of
individual chart elements.

1. Select the chart element you want to format.

Other Ways to Select a Chart Element:

Click the Format tab on the Ribbon under Chart
Tools and click the list arrow in the Current
Selection group. Select an element from the list.

2. Click the Format tab on the Ribbon under Chart
Tools.

The commands on the Format tab are organized into
groups:

e Current Selection: Click the list arrow and select
the chart element that you want to format. Click
the Format Selection button to display the
Format dialog box, giving you additional
formatting options.

¢ Shape Styles: Click the More button to display
the Shape Styles gallery. Or, click the Shape Fill,
Shape Outline, or Shape Effects button list
arrows to select additional options.

e WordArt Styles: Select an element that includes
text or numbers and select a style from the
WordArt Styles gallery. Or, click the Text Fill,
Text Outline, or Text Effects button list arrows to
select additional options.

o Arrange: Click the Selection Pane button to
display the Selection pane, where you can select
individual chart elements to format. Use the other
commands in this group to change the order of
overlapping elements or adjust their alignment
and distribution.

3. Select the formatting command you want to use, and
any additional options as necessary.

Other Ways to Format a Chart Element: Right-
click the element and select Format from the
contextual menu. Make your selections in the
dialog box and click Close when you’re finished.

[ Exercise
¢ Exercise File: Tourism9-7.pptx

» Exercise: Navigate to Slide 3. Click the Format tab on the
Ribbon under Chart Tools, and click the Chart Element list
arrow in the Current Selection group. Select Inbound
Tourism by Purpose of Visit, 2005 to select each individual
pie piece. Apply a shadow effect to the selected pie pieces.
When you’re finished, navigate to Slide 2 and delete the
chart legend.

Current Selection list arrow

A 90 Tourism-7 - Microsoft PowerPoint Chart Tosls =L

Home Insert | Design  Animations  SlideShow  Review View  Design

2y purpase of visi, 2005° - \

— o — -2

Plot Area

Series ‘Inbound tourism by purpnsenfms\t, 2005
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@
Bty sele
es
Sl e
o [
P : Tourism by Purpase of Visit
i
B In 2005, che ity of toue sricls - Busines wa aczourtes for 1 v of
= . comesponded t trips for the purpo= of  the tta (125 million), while rzue\ for
= u lsisure,  recrestion and  holidays me motives reached 26 percent, or 212
: (505¢), rexching 2 total of 402 milion.  million.
- - | Not specified
B 8%
- Lelsure
5 Business an d rec
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H 16% 50%
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: religion, other
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slide3 of 7 “Office Theme™ | [EEET e

Figure 9-9: You can also use the Current Selection list
arrow to select a chart element or group of elements.
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Delete a chart element

Top Five Travel Destinations Worldwide

If you decide you don’t need a specific chart element, you e
can delete it. top e ks e

remainedvirtuslly unchanged 80
Chinaison the

Tourist Arrivals

rise, however, with 3 1456 70
1. Select the chart element you want to delete. " ParsFomceremans e -

the country’s overwhelmi . 40 A
lead in numherﬂffﬂre'gnrg : EE:Z —Select the chart

2. Press <Delete>. By ® Arpwalel element you

* The United States actually 20
ranksfirstin terms of

recaip, butthird inarrivals. © want to delete
@ Tips P s LI 0 and press the
butfirstin arrivals. o - & <D I t > k
PR elete> key.
«

v To change the location of a chart element, click and
drag the chart element to a new location in the frame.

v Many chart elements cannot be resized individually.

Top Five Travel Destinations Worldwide

* Compared with lastyear, the
top-five rankings thisyear

Tourist Arrivals

remainedvirtually unchanged 80
Chinaison the
rise, howaver, with 2 145 70
incraase over lastyear.

* Paris, France remains the 60
world'stop tourist
destination, 25 evidenced by 50
the country’s overwhelming 1
lead in number of foreign HE:
tourists.

* The United States actually 0
ranksfirstin terms of
receipts, butthird in arrivals. 0
France, an theather
hand, ranksthirdin recaipts 10
butfirst in arrivaks o

France Spain  US. China Iy

Figure 9-10: Deleting a chart element.
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Inserting SmartArt [ Exercise

] ] » Exercise File: Tourism9-8.pptx
New in PowerPoint 2007, the SmartArt feature lets you

create and customize designer-quality diagrams. You can
even convert bulleted lists into a diagram using the
SmartArt diagram tools.

» Exercise: Navigate to Slide 8 and click the Insert tab on
the Ribbon. Click the SmartArt button in the Illustrations
group, select the Vertical Box List diagram, and click OK.
Enter the following text into the SmartArt graphic:

Insert a SmartArt graphic Focus on existing clients

Improve points of contact
1. Click the Insert tab on the Ribbon and click the

. . Track marketing info
SmartArt button in the Illustrations group. L

The Choose a SmartArt Graphic dialog box appears.

2. Select a chart or diagram type from the list, and then Table 9-3: SmartArt Graphics
select a chart or diagram sub-type. Click OK. 1 i Show non-sequential information,
The SmartArt object is inserted onto the slide. Process Show steps in a process or timeline.
Add text to a SmartArt graphic Cycle Show a continual process.
Hierarchy Create an organization chart or decision

There are two ways to add text to a SmartArt graphic:

using the Text pane or the graphic itself. tree.
Relationship Illustrate connections.
1. Click the [Text] placeholder where you want to insert Matrix Show how parts relate to a whole.
our text.
y o o Pyramid Show proportional relationships with the
A blinking cursor appears, indicating that you can largest component on the top or bottom.
type your text.
2. Start typing.
Other Ways to Add Text to SmartArt:
Click a bullet in the Text pane and type your text. Text pane
If the Text pane is not visible, select the SmartArt
graphic and click the Design tab on the Ribbon Type your text here

under SmartArt Tools. Click the Text Pane button + Focus on existing cients _7
in the Create Graphic group.

* Improve points of contact

. .|
o Tips fE /mprove points of contact e
/ I -

In the Text pane, use the up or down arrow keys on

your keyboard to move between placeholders. S
v" To add an additional placeholder, press <Enter> in ﬁ

Vertical Box List...
the Text pane.

v' To close the Text pane, click its Close button. Figure 9-11: The Vertical Box List SmartArt graphic.
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Working with SmartArt
Elements

In order to create an effective SmartArt graphic, you need
to know how to work with its elements. This includes
adding new shapes, replacing shapes with different ones,
or removing those you don’t need. This lesson will show
you how to do all of this and more.

Add a shape

Adding shapes to a SmartArt graphic is extremely easy.

1. Select the SmartArt graphic that you want to add a
shape to.

2. Select the shape that is closest to where you want to
add the new shape.

3. Under SmartArt Tools on the Ribbon, click the
Design tab and click the Add Shape button list arrow
in the Create Graphic group.

A list of location options appears.

4. Select a location from the list.
The new shape is inserted in the location specified.

Other Ways to Add a Shape:
In the Text pane, place your cursor at the
beginning or end of an existing shape’s text. Press
<Enter>.

Replace a shape

You can also replace a shape with a different one.

1. Select the SmartArt graphic containing the shape that
you want to replace.

2. Select the shape that you want to replace.

3. Under SmartArt Tools on the Ribbon, click the
Format tab and click the Change Shape button in
the Shapes group.

The Shapes Gallery appears.

4. Select a shape from the gallery.

The existing shape is replaced.

[ Exercise
¢ Exercise File: Tourism9-9.pptx

e Exercise: If necessary, navigate to Slide 8 and select the
SmartArt graphic. Insert an oval shape below the third
shape in the graphic. Then, delete the oval shape.

Add Shape button

fl:?-:\ H9-0)+ Tourismd-8 - Microsoft PowerPoint Smartart .. [ESRIER=)
G =
SN Home Insert Design Animatians Slide Show Review View Design Farmat (7]
(i3 Add Bullet a a Q0 %
al D | e, | a—— —
2 Rightto Left | & = o (= (2] [ ] =
— || change | change ([ —| B — ) | Reset
Shape | 5% Layout [En) Layout ~ || Colors = 7 || Graphic

[ Add Shape After Layouts SmartArt Styles
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Ongoing Goals
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o
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Figure 9-12: Adding a shape to a SmartArt graphic.
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Figure 9-13: Replacing a shape with a different one.
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Remove a shape

It’s easy to remove a shape if you don’t want it.

1. Select the SmartArt graphic containing the shape you
want to remove.

2. Select the shape you want to remove and press the
<Delete> key.
The shape is removed from the SmartArt graphic.
@ Tips

v To resize a shape, click and drag one of its sizing
handles.

v" To move a shape, simply click and drag the shape to a
new location on the slide.

v To close the Text pane, click its Close button.
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Formatting SmartArt

PowerPoint 2007 has a variety of SmartArt layouts and
styles that allow you to format your SmartArt graphics
with the click of a button.

Change layouts

If you find that the layout you selected isn’t the best fit for
your data, you can easily switch to a different layout.

1. Select the SmartArt graphic and click the Design tab
on the Ribbon under SmartArt Tools.

2. Select a layout from the Layouts group.
The selected layout is applied.

@ Tip: To view more layouts, click the More button
(=) in the Layouts group; click More Layouts to
display the SmartArt Graphic dialog box.

Other Ways to Change Layouts:
Right-click the SmartArt graphic and select
Change Layout from the contextual menu. Select
a new layout and click OK.
Change colors
If you don’t like the color that has been assigned to your
SmartArt graphic by default, change it.

1. Select the SmartArt graphic and click the Design tab
on the Ribbon under SmartArt Tools.

2. Click the Change Colors button in the SmartArt
Styles group.
The Color Gallery appears.

3. Select the color variation that you want to use.
PowerPoint updates the SmartArt graphic to reflect
your changes.

Change styles

Changing the visual style of a SmartArt graphic is an easy
way to spice up its appearance. A visual style is a set of
different formatting commands that can be applied to the
graphic in one single step.

1. Select the SmartArt graphic and click the Design tab
on the Ribbon under SmartArt Tools.

2. Select a style from the SmartArt Styles group.
The selected style is applied.

[ Exercise
¢ Exercise File: Tourism9-10.pptx

e Exercise: If necessary, navigate to Slide 8 and select the
SmartArt graphic. Change the style of the graphic to the
Polished 3-D style, and then reset the graphic to its original
style.

Change Layout SmartArt Styles
button — gallery
Change Colors
button
J:;_,\\ H9-0)+ Toufrism@-9 - Microsoft PowerPoint SmartArt ... [EEI=X=)
- Home Insert Design Anifations Slide Show Review View Design Format ‘9}
(= Add Bullet - | Best Match for Document
J & Right to Left | & ﬁ Yo" - _— ?g
Add Change | Change [ Reset

Shape + = Layout || tayout~ || Colors~
Create Graphic Layouts

S N= N x

] ] Graphic
E=IE=D 1] e

_ Track marketing info
: L

“r

—
Slided of8 | "Office Theme™ | 5 b
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Figure 9-14: Changing the style of a SmartArt graphic.
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@ Tip: To view all the available styles, click the

More button (=) in the Chart Styles group to
display the Chart Styles gallery.

Discard all formatting changes

Sometimes you might find yourself wanting to start all
over with a SmartArt graphic. When this happens, you
can easily restore the default formatting of the graphic
using the Reset Graphic command.

1. Select the SmartArt graphic and click the Design tab
on the Ribbon under SmartArt Tools.

2. Click the Reset Graphic button in the Reset group.
The graphic is restored to its original state.

@ Tip: To restore defaults for only one shape, right-
click the shape and select Reset Shape from the
contextual menu.

Reset Graphic button

Jﬁﬁ\m\ = Tourismd-9 - Microsoft PowerPoint Smort .. | =L |
<

Home Insert Design Animations Slide Show Review View Desgn Format (7]

[ AddBullet | & a 00

= ¢ ¢ | [ | . =
=z 5| B | e
Add Change | Change e | Reset
Shape = - Lavout || Layout~ | Colors~ * | Graphic
Layouts SmartArt Styles Reset

-------- E RN R IR R IR NS CE RN EE TR R NE SR RN RRE RN R AR IR RN LA SRR

Ongoing Goals

r Focus on existing clients [
» r Improve points of contact
r Track marketing info —

Slide 8 of 8 | “Office Theme™ | ¢ |

Figure 9-15: Use the Reset Graphic button to restore the
formatting of the graphic to its original settings.
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Converting Slide Text into
SmartArt

Presentations often contain slides with bulleted lists. In
PowerPoint 2007, you can convert the text in a bulleted
list into a SmartArt graphic that illustrates your message
visually.

1. Select the placeholder that contains the text you want
to convert.

2. Click the Home tab on the Ribbon and click the
Convert to SmartArt button in the Paragraph group.

A gallery appears, displaying the SmartArt layouts
that work best with bulleted lists.

@ Tip: To view the entire gallery of SmartArt
layouts, click More SmartArt Graphics.

3. Select a layout from the gallery.

The selected text is transformed into a SmartArt
graphic.

© Trap: Some text customizations—such as font
color and size—will be lost during the conversion
process. But don’t worry, you can reformat the
text in the graphic to meet your needs.

Other Ways to Convert to SmartArt:
Right-click the placeholder containing the text
you want to convert and select Convert to
SmartArt from the contextual menu.

Convert to
SmartArt button

i* New Web site
= Beller define our brand

'+ Boost sales

Slide7 ol 8 | "Office Theme™ | o2

Figure 9-17: Click More SmartArt Graphics to display
more options to choose from.

O Exercise

¢ Exercise File: Tourism9-11.pptx

» Exercise: Navigate to Slide 7 and convert the bulleted list

into the SmartArt graphic of your choice.

Goals for the Year

* New logo
* New Web site
* Better define our brand

* Boost sales

NST

.

Goals for the Year

Boost sales

NST

Figure 9-16: A plain bulleted list becomes an exciting
diagram when converted into a SmartArt graphic.
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PowerPoint 2007 offers a variety of tools
you can use to make your presentations
more effective. For example, you can add
exciting transition effects to your slides,
changing how PowerPoint advances from
one slide to the next. You can also
animate the text and objects on your
slides, making each paragraph on a slide
appear one at a time in succession.

This chapter will introduce you to
animation and transition effects, and how
you can use them to enhance your
presentations.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

o Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

o Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Applying a Transition Effect [0 Exercise

A transition is an animation that occurs when PowerPoint * Exercise File: Tourism10-1.pptx

advances from one slide to the next during a slide show. - Exercise: Apply the Dissolve transition effect to the first
PowerPoint offers more than 40 different transition effects slide in the presentation.

for you to choose from.

To a single slide

To apply a transition effect to a single slide, follow these
steps.

1. Select the slide you want to add a transition effect to.

@ Tip: To select multiple slides, hold down the
<Shift> key as you select each slide.

2. Click the Animations tab on the Ribbon and click the
More button in the Transition to This Slide group.

The Transitions gallery appears. Simply point to a
transition to preview it onscreen.

3. Select a transition effect from the gallery.

A tiny star appears in the bottom-left corner of the
slide, indicating that the transition effect has been
applied.

. NPT e
© Trap: Try not to use too many different types of B o :
effects in the same presentation. Too many Sem— T
transition effects can distract your viewers rather e =
than intrigue them. Figure 10-1: Click the More button in the Transition to This

Slide group to display the Transitions gallery.

To all slides

If you want to apply the same transition effect to all slides

in a presentation, follow these steps.

1. Follow the steps described above.

2. Click the Apply To All button in the Transition to
This Slide group.

The transition effect is applied to all of the slides in
the presentation.
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Modifying a Transition Effect

You can customize transition effects to meet your needs,
including adjusting its speed and adding sound. This
lesson will show you how.

Adjust transition speed

Transitions can occur at a slow, medium or fast speed
according to your personal and professional preference.

1. Navigate to the slide containing the transition effect
you want to modify.

2. Click the Animations tab on the Ribbon and click the
Transition Speed list arrow in the Transition to This
Slide group.

A list of transition speeds appears.

3. Select a speed from the list.

@ Tip: To apply the selected speed to all slides,
click the Apply To All button in the Transition to
This Slide group.

© Trap: Make sure to preview your transition speeds
before delivering your presentation in front of a
live audience. You may find that some transition
effects work best at different speeds.

Add sound

Adding sound to a transition effect is a fun way to grab
audience attention.

1. Navigate to the slide containing the transition effect
you want to modify.

2. Click the Animations tab on the Ribbon and click the
Transition Sound list arrow in the Transition to This
Slide group.

A list of sounds appears.

3. Select a sound from the list.

@ Tip: To use a sound that is saved on your
computer, select Other Sound from the list.

© Trap: If you have your transition speed set to
Fast, the sound will play fast as well. Make sure
to preview your transition effects before
delivering your presentation in front of a live
audience.

[ Exercise
¢ Exercise File: Tourism10-2.pptx

e Exercise: On Slide 1, change the speed of the transition
effect to Slow and then apply the Drum Roll sound to the
slide. Remove the Drum Roll sound.

Transition Sound

+th | Drum Roll =
Transition Speed——=H siow -

150 Apply To ANl

k-2 « Mecros i
i e Sh d i
= . Drum Rall - | ammnce Sude
o L o BIIC & Gt
i J < a mat N "
raniitin b This Sde
= l
NST North Shore Travel, Inc. ‘
Annual Tourism Assassmen -
=

Slide L afB | COrffier Theme™ | L35

EEE™ o O

Figure 10-2: You can modify a transition effect by
changing speeds or adding sounds.
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Remove a transition effect

It’s easy to remove a transition effect if you decide you

don’t like it.

1. Navigate to the slide containing the transition effect
you want to remove.

2. Click the Animations tab on the Ribbon and click the
More button in the Transition to This Slide group.
The Transitions gallery appears.

3. Select No Transition from the gallery.

The transition effect is removed.

Remove a sound

It’s easy to remove a transition sound if you decide you
don’t like it.

1.

Navigate to the slide containing the transition sound
you want to remove.

2. Click the Animations tab on the Ribbon and click the
Transition Sound list arrow in the Transition to This
Slide group.

3. Select [No Sound] from the list.

The sound is removed.
@ Tips
v"It’sagood idea to preview any transition speeds or

sounds before you deliver your presentation in front
of an audience. See the Previewing Transitions and
Animations lesson at the end of this chapter for more
information.

Your Organization’s Name Here
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Applying a Standard
Animation Effect

An animation effect is a preset visual effect that can be
applied to the text or objects on a slide. The fastest way to
apply an animation effect is to use one of PowerPoint’s
standard, foolproof animations.

1. Select the text or object that you want to animate.
2. Click the Animations tab on the Ribbon and click the

Animate list arrow in the Animations group.

A list of preset animation effects appears.

3. Select an animation effect from the list.

The preset animation is applied to the text or object
and a preview of the effect is displayed.

@ Tips

v" Don’t get too crazy with your animations. Animation
effects should be used to call attention to—not detract
from—the main points of your slide.

[ Exercise
¢ Exercise File: Tourism10-3.pptx

» Exercise: Navigate to Slide 4 and select the chart. Click
the Animations tab on the Ribbon, click the Animate list
arrow in the Animations group, and select By Category
under Fly In.

Animate list arrow

) y) = Teurisml0-3 - Micrasoft PewerPeint Chart Tools =Ry

Siide Shaw  Revew  View  Drign  Lapoud  Forsal L

Shte 4 0T “Offiie Theme™

ﬁ ] ':in':_- i I;I ':'.'iﬂ.

Figure 10-3: Applying a standard animation effect.
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Applying a Custom Animation
Effect

Custom animations give you more control over how the
effect appears on the slide. For example, you could apply
a motion path that moves an object in a specified pattern
across the slide.

1. Select the text or object that you want to animate.

2. Click the Animations tab on the Ribbon and click the
Custom Animation button in the Animations group.
The Custom Animation task pane appears.

3. Click the Add Effect or Change button in the task
pane, and point to one of the following categories:

e Entrance: To have the text or object enter with an
effect, select this option.

e Emphasis: To add an effect that emphasizes the
text or object on the slide, select this option.

o Exit: To have the text or object leave the slide
with an effect, select this option.

e Motion Paths: To add an effect that makes the
text or object move in a specified pattern, select
this option.

A submenu appears, listing a variety of animation
effects specific to the category you chose.

4. Select an animation effect from the submenu.

PowerPoint applies the selected effect to the object
and a preview of the effect is displayed.

@ Tips

v You can apply more than one animation to any
object. For example, you could have a picture fly in,
move along a motion path, and then fly out.

v" Don’t get too crazy with your animations. Animation
effects should be used to call attention to—not detract
from—the main points of your slide.

[ Exercise
¢ Exercise File: Tourism10-4.pptx

e Exercise: If necessary, navigate to Slide 4. Display the
Custom Animation task pane and expand the list so that all
animation effects appear. Click the second effect in the list,
click the Change button, and select Entrance > More Effects
from the menu. Select the Dissolve In effect and click OK.

Click the object you ...and then click the
want to animate... Add Effect button.

e | Slge Marter 7| Ruler

—| 2l Meten Page || Handoul Master Gridlines
Marmal
=

Seiect ar slement of e side, fer
ook Aol Efect ™t aokf snmacion,

Sde3of§ | "Office Theme™ | o5 N {=jeatt {1

Figure 10-4: Applying a new custom animation effect.

Click here to change
the animation that
has been applied to
the selected object.

Custom Animatign v X

[:ﬁ{ Change '] [K_{g Remove ]
Modify: Dissolve In

Start: 3 on Click (=]

Speed: Very Fast lz‘

143 #* Content Placeholder 3:...
{29 ﬁ' Content Placeholde. [
33 #* ContentPlaceholder 3:..,
4G f Content Placeholder 3:...
50 f Content Placeholder 3:...

2 Click here to expand
or collapse the list of
animations.

iy ¥+
&3 siide Show
AuhoPreview

Figure 10-5: The Custom Animation task pane.
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Modifying Animation Effects

You can modify animation effects to further meet your
needs. This lesson will show you how to adjust the speed
and starting point of an animation effect and how to
remove an animation effect if you decide you don’t like it.

Adjust the speed of an animation effect

Depending on the type of presentation you’re creating,
you might want certain animation effects to play longer
than others. Each effect is assigned a speed by default
(Slow, Fast, Very Fast, etc.), but it’s easy to change this to
meet your needs.

1. Click the Animations tab on the Ribbon and click the
Custom Animation button in the Animations group.

The Custom Animation task pane appears.

2. Select the effect you wish to modify.

3. Click the Speed list arrow, and select a speed from
the list.

A preview of the selected speed appears.

To Fine-tune an Animation Effect’s Speed:

In the Custom Animation task pane, select the
effect whose speed you want to change and click
its list arrow. Select Timing from the list, specify
the appropriate options, and click OK.

Adjust when an animation starts

By default, custom animations start “on click,” which
means you have to click the mouse each time you want to
run an animation effect during a slide show. However, you
can adjust this to meet your needs.

1. Click the Animations tab on the Ribbon and click the
Custom Animation button in the Animations group.

The Custom Animation task pane appears.
2. Select the effect you wish to modify.

3. Click the Start list arrow.
A list of options appears:

e Start On Click: Starts the animation effect when
you click the slide.

e Start With Previous: Starts the animation effect
at the same time as the previous effect in the list
(i.e., one click executes two animation effects).

[ Exercise
« Exercise File: Tourism10-5.pptx

e Exercise: If necessary, navigate to Slide 4 and display the
Custom Animation task pane. Click the third effect in the
list and change its direction to “From Bottom-Left,” and
click the fourth effect in the list and change its direction to
“From Left.” Remove the first effect in the list, and then
change the speed of the remaining effects to “Fast.”

Click here to remove
the animation.

Custom Animation . .
Click here to specify when

the animation will start.

I;ﬁ Change VI IK_{; Remove]

ATV B Click here to specify which
e “B ondlidc direction the animation
Direction: | From Left effect will move.

Speed: Fast [+ Click here to specify how

fast the animation will occur.
143 ¥ Content Placeholder 3:...

2% # Content Placeholder 3:...
i 39 #F Content Placeholde...gf

4 # Content Placeholder 3:...
2

— All animation effects
applied to the slide
appear here, in the order
in which they occur.

2

4 hid
» Play | [ET side Show

AutoPreview

Figure 10-6: The Custom Animation task pane.
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e Start After Previous: Starts the effect
immediately after the previous effect. Or, if this is
the first or only animation effect on the slide,
selecting this option will start the effect as soon as
the slide appears onscreen.

4. Select an option from the list.

All done!

Remove an animation effect

It’s easy to remove an animation if you decide you don’t

like it.

1. Click the Animations tab on the Ribbon and click the
Custom Animation button in the Animations group.

The Custom Animation task pane appears.
2. Select the effect you wish to remove.

3. Click Remove.
The animation effect is removed.

Other Ways to Remove an Animation Effect:
In the Custom Animation task pane, select the
effect you want to remove, click the effect’s list
arrow and select Remove.

Your Organization’s Name Here
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Previewing a Transition or [ Exercise
Animation Effect « Exercise File: Tourism10-6.pptx

You should always preview your transition and animation
effects before you deliver your presentation in front of an

audience.

» Exercise: If necessary, navigate to Slide 4. Preview the
animation effects applied to this slide.

1. Navigate to the slide containing the transition or
animations you want to preview.

2. Click the Animations tab on the Ribbon and click the
Preview button in the Preview group.

A preview of each effect on the slide appears.

@ Tip: During an animation preview, a tiny timer
bar appears in the Custom Animation task pane.
You can use this timer to calculate how long it
takes for your animations to play.

Other Ways to Preview an Animation:

In the Custom Animation task pane, select the
effect you want to preview and click the Play
button.

Preview button

Ny
D =R AL I Tourism10-6 - Microsoft PowerPoint = | 5 |
Home Insert Design Animations Slide Show Review View 'i_:a)
ith | [No Sound] = | Advance Slide

]
(@)
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Preview || |72 imati =
@ Custom Animation ¥ 151 Apply To All Automatically After: |00:00
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Preview Animations

PeoZei g Custom Animation v
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Figure 10-7: Previewing a slide’s animation effects.
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Multimedia is a combination of audio,
video, animation, and graphics. Adding
multimedia to your presentations is a
great way to keep things interesting and
entertaining.

In this chapter you will learn how to insert
sounds and movie clips onto a slide. You
will also learn about adding narration to
your slides and how to insert and use
action buttons.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

e Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

o Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Inserting Sounds

Adding sound effects to a presentation is a great way to

liven things up. There are two ways to insert a sound clip:

Using a sound you have on file or selecting a sound from
the Clip Organizer.

Insert a sound you have on file

To use your own sound files that you have saved on your
computer, follow these instructions.

1. Click the Insert tab on the Ribbon and click the
Sound button list arrow in the Media Clips group.

2. Select Sound from File.
The Insert Sound dialog box appears.

3. Locate and select the sound you want to insert, and
click OK.
A dialog box appears, asking how you want the
sound to start in the slide show.

4. Click Automatically or When Clicked.

Atiny sound icon appears on the slide. This icon
appears in the middle of the slide by default, but you
can change this to meet your needs.

5. If desired, click and drag the sound icon to a
different location on the slide.

Insert a sound from the Clip Organizer

The Clip Organizer lets you search your computer,
Microsoft Office Online, and PowerPoint’s database for
sounds.

1. Click the Insert tab on the Ribbon and click the
Sound button list arrow in the Media Clips group.

2. Select Sound from Clip Organizer.

The Clip Art task pane appears, displaying a few
sounds. You can search for a specific type of sound
using the “Search for” field.

3. Inthe Search for field, type a keyword for the sound
you want to find (for example, applause or
Fireworks) and click Go.

PowerPoint searches for sounds and displays them in
the task pane.

1 Exercise

« Exercise File: Employee Orientation11-1.pptx, Loon.wav

» Exercise: Navigate to Slide 2 and insert the Loon.wav
sound that you have on file. Click “Automatically” in the
dialog box that appears. Move the sound icon to a less
noticeable location on the slide, and then preview the sound.
Open the Clip Organizer and browse for a “Telephone”
sound. Close the Clip Art task pane when you’re finished.

Select the sound
you want to insert.

I'F Insert Sound

W=

PowerPoint 2007 practice files »

By Organize ~ 288 Views

New Folder

=l Recent Places
Bl Desktop
| Computer

[l Documents

F Pictures

_E'Q Music
IB Searches

Public

Folders

Name Atists Alburn P Genre
Other

|4 Intro

|#|Loon

% Recently Changed

A

File name: Loon

* | Sound Files =
Tools = Cancel

Figure 11-1: The Insert Sound dialog box.

Table 11-1: Compatible Audio Files

AIFF

AU
MIDI

MP3

WAV

WMA

Similar to the WAV file format, this file type is
common with Mac users. The file is often very
large because it is not compressed.

This file type is older and rarely used.

MIDI files are like sheet music for your
computer’s sound card. The file is very small and
the quality of sound can vary quite a bit between
computers.

This is probably the most popular audio file. This
file is compressed, so it is much smaller than a
WAV file.

This raw audio file is popular but is not
compressed.

WMA is similar to MP3 in that it is compressed,
but it is still a bit larger and is not as compatible
with different players.
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4. Double-click the sound you want to insert.
A dialog box appears, asking how you want the
sound to start in the slide show.

5. Click Automatically or When Clicked.

Atiny sound icon appears on the slide. This icon
appears in the middle of the slide by default, but you
can change this to meet your needs.

6. If desired, click and drag the sound icon to a new
location on the slide.

Preview a sound

It’s always a good idea to preview a sound file once it has
been inserted.

1. Select the sound you want to preview.

2. Under Sound Tools on the Ribbon, click the Options

Sound button

Emplayee Orientation11-1 - Microsoft PowerP

oy
- Home | Inset | Design

E ElE @ [P shapes ~ || B Hyperlink 2] Header
rac| Fgk] as

) SmartArt || 5 Action
Table Picture  Clip Photo
- t Album - i Chart

Ilustrations Links

Animations Slide Show Review

Text
Box |5y Date &

<Al wordad -

Sound icon list arrow
= @%‘

View

Footer [#] Slide Number | 3 Movie
12 symbol ) sound ~

ime bgd Object

Text Media Clips

Agenda/Topics To Be Covered

B * History of company/company vision
* Who's who

» Company policies

* Benefits

* Performance reviews

* Otherresources

= Required paperwork

= Summary

«

"

. . . slide 2 0f8 | “Employee orientation presentation™ | O |28/ &= o
tab and click the Preview button in the Play group. —
Other Ways to Preview a Sound: Figure 11-2: To preview a sound, right-click the sound
Right-click the sound you want to-preview and icon and select Preview from the contextual menu.
select Preview from the contextual menu.
Remove a sound
It’s easy to remove a sound from a slide.
1. Select the sound you want to remove.
2. Press the <Delete> key.
The sound is removed from the slide.
@ Tips
v You can adjust various sound options using the
Options tab on the Ribbon under Sound Tools.
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Inserting a CD Track

You can also insert songs from your favorite CDs into
your presentations.

@ Tips

v" Music from a CD is not saved with the presentation,

so the CD will need to be inserted every time you
want to present the slide show.

1. Insert the CD into the CD drive.

2. Navigate to the slide where you want to insert the CD

track.

3. Click the Insert tab on the Ribbon, click the Sound
button list arrow in the Media Clips group, and select

Play CD Audio Track.
The Insert CD Audio dialog box appears. First you
need to select the track(s) that you want to play.

4. Enter the starting and ending track numbers in the
Start at track and End at track fields.

@ Tip: To play only one track or part of a track,
enter the same number in both fields.

5. If desired, enter a start and end time for the track(s)

in the Time fields.

@ Tip: By default, the start time is zero and the end
time is the total number of minutes for the ending

track.

6. If you want the music to repeat, select the Loop until

stopped check box.

7. Click OK.
A dialog box appears, asking how you want the
sound to start in the slide show.

8. Click Automatically or When Clicked.

A CD icon appears on the slide, indicating that the
track has been inserted.

9. |Ifdesired, click and drag the CD icon to a different

location on the slide.

[ Exercise
¢ Exercise File: Employee Orientation11-2.pptx

e Exercise: Insert an audio CD into your computer and
insert a track from that CD onto Slide 1.

To play only one track or part of a track,
enter the same number in both fields.

Tnsert CD Audio (P e
Clip selection
Startat track:| |1 = || time: | 00:00 +| seconds
End at track: | |1 || time: | 00:34 +| seconds
Play options

[ Loop unti stopped

Sound volume:

Display options
[¥]Hide sound icon during slide show? Click here if you
don’t want the CD

Information ;
Total playing time:  00:34 icon t_o appe_ar on
File: [CD Audio] the slide during the

slide show.

[ OK ][ Cancel ]

=

Figure 11-3: The Insert CD Audio dialog box.

Sound button list arrow
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Figure 11-4: Once a CD track has been inserted, a CD
icon appears on the slide.
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Inserting a Movie Clip

The most exciting media file you can add to a
presentation is a movie clip. Movie clips are appealing
because they provide both audio and visual stimulation.

Insert a movie clip

Inserting a movie clip is very similar to inserting a sound
clip. When you insert a movie clip, you will see the
beginning frame of the movie instead of an icon.

1. Click the Insert tab on the Ribbon and click the
Movie button list arrow in the Media Clips group.

A list of options appears.

2. Do one of the following:

e Click Movie from File, locate the movie file you
want to insert, and click OK.

e Click Movie from Clip Organizer, scroll through
the Clip Art task pane, and click the movie you
want to insert.

A dialog box appears, asking how you want the
movie to start in the slide show.

3. Click Automatically or When Clicked.

The beginning frame of the movie appears on the
slide.

@ Tips

v You can adjust various movie options using the
Options tab on the Ribbon under Movie Tools.

v" Mouvie files are always linked to your presentation,
rather than embedded in it. When you insert a linked
movie file, PowerPoint creates a link to the movie
file’s current location. If you later move the movie
file to a different location, PowerPoint will not be
able to locate it when you want the file to play. It is
always a good idea to copy the movie file into the
same folder as the presentation before you insert it.

Adjust a movie clip

It’s easy to adjust a movie clip to meet your needs.

e Resize: Click and drag one of the movie clip’s sizing
handles.

e Move: Click and drag the movie clip to a different
location on the slide.

o Delete: Click the movie clip to select it and press
<Delete>.

[ Exercise
¢ Exercise File: Employee Orientation11-3.pptx, Bearwmv

« Exercise: Navigate to Slide 4 and insert the Bear.wmv file.
Select “Automatically” in the dialog box that appears.
Resize the movie clip and move it to the right side of the
slide. Preview the movie clip when you’re finished.

Click here to Click here to keep
preview the playing the movie
movie. over and over.

o d9- o Employee Orientation1-3 - Microsoft Powerfoint picture Togts | i
Home  Inset  Design  Animations | SlideShow  Review  View Format Options @

[} “uﬁ L7 Play Movie: Automatically ~ Loop Until Stopped 0
Hide During Show
Size

4 Bring to Front ~ |2~
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Preview | Slide Show . %
Volume ~ Play Full Sereen iy Selection Pane %

Play Maovie Options [0 Arrange

Important Facts

* The Great Lakes and
their connedting channels
form the largest fresh
water ecosystemin the
world.

* The Basin contains 20%
of the world’s available
surface water and is
home to @ variety of
natural habitats.

[«

Slide 4 of 8 | “Employee orientation presentation” <%

e

Figure 11-5: Use the commands on the Options tab to
adjust movie settings.

Table 11-2: Compatible Video Files

GIF Animated GIF files are not movies, but short
animations. GIF files are categorized as movies in
the Clip Organizer, but since they’re not actually
digital video, not all movie options will apply.

ASF Stores synchronized multimedia data; can be used
to stream audio and video content, images, and
script commands over a network.

AVI Extremely common; standard file size; many of
the movie clips found in the Clip Organizer use
this format.

MPG Compressed movie file format; much smaller than

AVI; may need special decompression software or
hardware to play.

WMV Compresses audio and video using the Windows
Media Video codec, a tightly compressed format
that requires minimal storage space.
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Narrating a Presentation

You can make sure that your audience hears what you
have to say by adding voice narration to your slides.

@ Tips
v"You must have a microphone attached to your
computer in order to record narration.

1. Attach a microphone to your computer.

2. Open the presentation you want to narrate, click the
Slide Show tab on the Ribbon, and click the Record
Narration button in the Set Up group.

The Record Narration dialog box appears. First you
need to select the sound quality you want to use.

3. Click the Change Quality button.

The Sound Selection dialog box appears.

4. Click the Name list arrow.
There are three quality levels to choose from:
e CD Quality: Best quality, largest file size.

o Radio Quality: Pretty good balance between
quality and file size.

o Telephone Quality: Worst quality, smallest file
size.

5. Select an option from the list and click OK when
you’re finished.

The Record Narration dialog box appears once again.

6. Click OK to begin recording narration.

The presentation appears in Slide Show view.

7. Navigate through the presentation, narrating each
slide as you go.

@ Tip: Keep in mind that PowerPoint is recording
your every move, so don’t rush through your
slides unless you want your viewers to be rushed,
too.

When you’re finished, a dialog box appears asking if
you want to save your slide timings

8. Click Save to save slide timings, Don’t Save to
discard them.

If you’re creating a self-running show, you’ll almost
always want to save your slide timings so that the
slide show is synchronized with your narration.

[ Exercise
« Exercise File: Employee Orientation11-4.pptx

e Exercise: Understand the process of recording narration
for a presentation. Open the Record Narration dialog box
and explore the different options available.

Record Narration

Current recording quality

Quality: [untitled]

Disk use: 10 kb/=second Cancel

Free disk space: 45689 MB {on C:1) —————————————

Max record time: 72424 minutes Set Microphone Level...
Change Quality. ..

Tip

e Adjust quality settings to achieve desired sound quality and disk usage. Higher
@ recording quality uses more disk space. Large narrations should be linked for better
performance.

[Tink narrations in: ~ C:l.. |

Browse...
J

Figure 11-6: The Record Narration dialog box.

Sound Selection LJ&
Name:

AT -| Sevefs. | Remove |
Fomat:  [PCM ~|

Attributes:  [22.050kHz, 16 Bit, Meno

Cancel

43kbisse |

- A

Figure 11-7: The Sound Selection dialog box.
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Using Action Buttons

An action button is an object on a slide that performs an
action when clicked or pointed to, such as jumping to
another slide or playing a sound.

Action buttons are most commonly used for self-running
presentations—for example, presentations that are
presented at a booth or kiosk.

1. Click the Insert tab on the Ribbon and click the
Shapes button in the Illustrations group.

The Shapes gallery appears. Notice the Action
Buttons section at the bottom of the gallery.

2. Select the action button you want to use.

The mouse pointer changes to a crosshair, indicating
that you can insert the action button.

3. Click on the slide where you want to insert the action
button.

The action button is inserted and the Action Settings
dialog box appears. Here you can specify what type
of action you want to action button to incur, and
whether or not you want it to begin when the button
is clicked, or simply when the cursor points to it.

4. Specify your options in the Action Settings dialog
box and click OK when you’re finished.

@ Tip: The Run macro and Object action settings
are only available if your presentation contains a
macro or OLE object, respectively.

Table 11-3: Common Action Buttons

[€]  Back or Previous
[l=]  Forward or Next
Home

|:| Custom

[ Exercise
¢ Exercise File: Employee Orientation11-5.pptx

e Exercise: Navigate to Slide 8 and insert the Home

action

button onto the slide. Move it to the bottom-right corner of

the slide.
Action Settings llI—J
Mouse Click | Mouse Over
Action on dick
(71 Mone
(@ Hyperlink to:
Fistside =]
() Run program:
Browse...
Run macro:
Chject action:
[Celay sound:
[Mo Sound)]
Highlight didk

& s

Figure 11-8: The Action Settings dialog box.

Employee Orientationl1-5 - Microsoft PowerPoint Drawing T...

[

Home Insert Design Animations Slide Show Review View Format

-
Elg @I L[y hapes - | &, Hyperlink H ] Header & Footer [#] Slide Number
|k B =
T

T2 smartArt | il Action A wordart - €2 symbal
Table | Pidure Clip  Photo et .
: A Album- i Chart Box (5] Date &Time

Tables Mustrations Links Text

"4 Object

Summary

+ GLPO s proud to have you here!

L2
&3 Movie -

) Sound ~

Media Clips

Slide8 of 8 | “Emplayee orientation presentation” | 3

Figure 11-9: Action buttons can come in extremely handy,

especially if the presentation is going to be browse
independently at a kiosk.

d
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In order to make sure a presentation is
audience-ready, there are several things
you need to consider. For example, are
you going to be presenting the
presentation in front of a live audience or
unattended at a tradeshow kiosk? And
how long do you want each slide to be
displayed?

This chapter will help you answer these
questions by showing you how to specify
show type, rehearse slide timings, and
more. By the time you have finished this
chapter, you’ll be ready to present your
presentation to the masses.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

o Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

o Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Setting Up a Slide Show

Before delivering a presentation in front of an audience,
there are several things you should consider.

Specify the show type

Are you going to be delivering your presentation in front
of a live audience or unattended at a kiosk? This section
will help you decide.

1. Click the Slide Show tab on the Ribbon and click the
Set Up Slide Show button in the Set Up group.

The Set Up Show dialog box appears. Under Show
type, you have several options to choose from:

e Presented by a speaker: This is the typical full-
screen slide show. You can advance the slides and
animations manually, or you can set automatic
timings.

e Browsed by an individual: Runs the slide show
in a standard window, with custom menus and
commands for the viewer to use.

e Browsed at a kiosk: Delivers the slide show as a
self-running show that loops continuously
(restarts at the end of the presentation). The
viewer can click hyperlinks and action buttons but
cannot modify the presentation.

2. Select the desired option, and click OK to save your
changes.

Specify show options

Do you want your slide show to start over automatically
each time it finishes, or run it without any of the recorded
narration? This section shows you how.

1. Click the Slide Show tab on the Ribbon and click the
Set Up Slide Show button in the Set Up group.

The Set Up Show dialog box appears. Under Show
options, you have several options to choose from:

e Loop continuously until “Esc’: Select this option
if you are leaving the show unattended and want it
to continuously repeat.

e Show without narration: If you recorded
narration but don’t want to use it, select this
option.

e Show without animation: Select this option to
disable animations. This might be necessary for
presentations being viewed on slower computers.

1 Exercise

« Exercise File: Employee Orientation12-1.pptx

¢ Exercise: Open the Set Up Show dialog box and specify
that the presentation be presented by a speaker and that the
slides in the presentation will be advanced manually. Click

OK when you’re finished.

Set Up Show @Iéj
Show type Show slides
'@ Presented by a speaker (full screen) @ Al
_ Browsed by an individual {window) _! Erom: 3+ To: =
_ Browsed at a kiosk (full screen) T
Show options Advance slides
[ Loop continuously until 'Esc’ _) Manually
[ show without narration @) Using timings, if present
[ show without animation Multiple monitors
Display slide show on:
Pen color: | E Primary Monitor lz‘
[] Show Presenter View
Performance
[ Use hardware graphics acceleration Tips
Slide show resolution: | Use Current Resolution E}
[ OK l I Cancel I

You can adjust slide show
resolution by clicking here.

Figure 12-1: The Set Up Show dialog box.
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2. Select the desired option, and click OK to save your
changes.

Specify which slides to include

Do you want to include all slides in a slide show, or only
select ones? This section shows you how.

1. Click the Slide Show tab on the Ribbon and click the
Set Up Slide Show button in the Set Up group.

The Set Up Show dialog box appears. Under Show
slides, you have several options to choose from:

o All: Select this option to include all slides in the
presentation (except for slides you’ve hidden).

e From: Select this option to include a range of
slides that you specify.

e Custom show: Select this option to pick and
choose any number or range of slides that you
wish.

2. Select the desired option, and click OK to save your
changes.

Specify how to advance slides

Do you want to advance through the slides in a
presentation manually, or let PowerPoint do it for you?
This section will help you decide.

1. Click the Slide Show tab on the Ribbon and click the
Set Up Slide Show button in the Set Up group.

The Set Up Show dialog box appears. Under
Advance slides, you have two options to choose
from:

e Manually: Selecting this option requires you to
click the mouse or use the keyboard to advance
slides.

e Using timings, if present: Select this option to
move slides forward automatically based on the
timings you save when you rehearse.

2. Select the desired option, and click OK to save your
changes.
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Rehearsing Slide Show
Timings

When you deliver your presentation in front of an
audience, you want to make sure that each slide is
displayed for an adequate amount of time. PowerPoint’s
Rehearse Timings feature lets you rehearse your
presentation beforehand, and then specify that your slides
advance automatically according to these timings.

1. Click the Slide Show tab on the Ribbon and click the
Rehearse Timings button in the Set Up group.

The presentation opens in Slide Show view and the
Rehearsal toolbar appears.

2. Navigate through the presentation, leaving each slide
displayed for the approximate length of time that you
want it to be displayed during your presentation.

@ Tip: Keep in mind that PowerPoint is recording
your every move, so don’t rush through your
slides unless you want your viewers to be rushed,
too.

@ Tip: If you mess up or want to restart the timing
on a slide, click the Repeat button on the
Rehearsal toolbar.

When you’re finished, a dialog box appears asking
whether or not you want to save your timings.

3. Click Yes to save your timings, No to discard them.

If you chose to save your timings, your slides will
automatically advance using those timings the next
time you run the slide show.

@ Tips

v If you decide you want to run your presentation
manually without timings, click the Slide Show tab
on the Ribbon and click the Set Up Slide Show
button in the Set Up group. Select Manually under
Advance slides, and click OK.

v" To redo your timings, simply run the Rehearse
Timings feature again.

[ Exercise
¢ Exercise File: Employee Orientation12-2.pptx

» Exercise: Begin rehearsing the presentation. Navigate
through the presentation, leaving approximately 5 seconds
for each slide. In the dialog box that appears, choose NOT
to save your slide timings. Then, switch back to Normal
view.

Slide Time
Total time elapsed
for the current slide.

Next button Total Time
Advance to the

next slide. [ ,JJ 0:00:12 = | 0:00:12

for the entire
presentation.

Pause button Repeat button

Stop the timer Reset the timer to zero
temporarily. Click  so you can rehearse
again to resume the current slide again.
rehearsal.

Figure 12-2: The Rehearsal toolbar.

Rehearse Timings button

(O d 90+ Employde Orientation12-2 - Microsoft PowerPoint e
fils:) -
J Home Insert Design Anifpations Slide Show Review View L2
N L ¥3 Recofd Narration Resolution: Use Current Resolution  ~
EO I s S

(57 Rehearse Timings [EF) Show Presentation On:
From i b SetUp Hide
Beginning = Slide Show  Slide ¥ Use Rehearsed Timings Use Presenter View

Start Slide Show Set Up Monitors

00:04 1 00:04 2 00:05 3

Figure 12-3: Saved timings will appear underneath each
slide in Slide Sorter view.
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Adding Comments to a Slide

Adding a comment to a slide is like sticking a Post-1t®
note to it. You can use comments to add suggestions,
notes or reminders to a slide.

Insert a comment

1. Navigate to the slide to which you want to add a
comment.

2. If you want to attach the comment to a particular
object on the slide (placeholder, image, etc.), click
the object to select it.

3. Click the Review tab on the Ribbon and click the
New Comment button in the Comments group.
A new comment box appears.

4. Type your comment. When you’re finished, click
anywhere outside the comment box to deselect it.

Edit a comment

You can easily make changes to a comment simply by
typing in any comment box.

e Click in the comment box and edit the text as needed.

Delete a comment
Delete a comment when it is no longer needed.
e Select the comment box and click the Delete

Comment button in the Comments group of the
Review tab on the Ribbon.

Other Ways to Delete a Comment:
Right-click the comment box and select Delete
Comment from the contextual menu.

Hide or show comments

If comments are distracting, you can temporarily hide

them from view.

o  Click the Review tab on the Ribbon and click the
Show Markup button in the Tracking group.

@ Tips

v" Comments do not appear in Slide Show view or Slide

Sorter view.

v" You can add more than one comment to text, an
object, or a slide in a presentation.

[ Exercise
¢ Exercise File: Employee Orientation12-3.pptx

« Exercise: Navigate to Slide 8 and insert the following
comment:

Make sure to reiterate the topics covered, and remind group
to submit paperwork to HR as soon as possible.

Hide this comment when you’re finished.

New Comment button

o) H9- 0 e Employee Orientation12-3 - Mifrosoft PowerPoint
4Ehn

@

Home Insert Design Animations Slide Show Review View

LA S EE I 7Y [ = I P
Spelling Research Thesaurus Translate Language ||| Show New Edit  Delete Previous Next

Markup ' Comment Comment -
Proofing Comments

RTIEEE T TR R EE TS R E ER Ty TRF TS ERE SRR P PR PR P PN IR PR IRP P

KR 1, [Kitty Rogers 7/30/2007
Make sure to reiterate the topics covered, and

remind group to submit paperwork to HR as soon as
possible.|

“n

Slide8 of & | “Employee orientation presentation” | &

e T

Jump to
Hide/show Edita previous
comments comment comment

L ) - L 4
MNew Edit Delete Previous Mext

Markup' ' Comment Comment
Comments

Insert a new Delete a Jump to next
comment comment comment

Figure 12-5: The Comments group.
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Hiding a Slide

If you don’t want a slide to be included in the final slide
show, you can hide it temporarily.

1. Navigate to the slide you want to hide.

2. Click the Slide Show tab on the Ribbon and click the
Hide Slide button in the Set Up group.

The slide number is crossed out, indicating that the
slide is hidden.

Other Ways to Hide/Unhide a Slide:

Click the Slides tab in the Outline pane, right-
click the slide that you want to hide/unhide, and
select Hide Slide from the contextual menu.

@ Tips
v To unhide a slide, repeat the steps listed above.

v If you are in Slide Show view and want to display a
hidden slide, right-click the current slide, select Go
to Slide from the contextual menu, and click the slide
that you want to unhide.

O Exercise

¢ Exercise File: Employee Orientation12-4.pptx

« Exercise: Hide Slide 8 so that it will not appear during the

slide show. Then, unhide it.

Hide Slide button

= - )= ¥ [E=EE)
y Eg\ H9-0 Employee Orientation12-4 - Microsoft PowerPoint
2/ lome insert  Ddign  Animations | SlideShow | Redew  View (7]
=X ¢ = | | »d Record Narration Resolution: Use Current Resolution  ~
‘}E) & ;}—rr e ||
= L= (& Rehearse Timings (=2 Show Presentation On:
From [f7- | SetUp | Hide
Beginning = Slide Show | Slide | ¥/ Use Rehearsed Timings Use Presenter View
Start Slide Show setUp Monitors

Slides Outline x R R IRRA T PR R ER T SRR PRYS P RTRRE IR RRES ERL PR IR R RRT: IRRY T AR A

Summary

+ GLPO is proud to have you here!

Slided of 8 “Employee orientation presentation” Qﬁ

E|
—

Figure 12-6: Slides that are hidden have their slide
number crossed out.
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Marking a Presentation as
Final

Before you share a copy of your presentation with other
people, you can use the Mark as Final command to set the
presentation as “read-only,” preventing reviewers or
readers from making any inadvertent changes.
Mark a presentation as final
The Mark as Final command is a new feature in
PowerPoint 2007.
1. Click the Office Button and point to Prepare.

A list of options appears.

2. Select Mark as Final, and click OK in the dialog
box that appears.

Another dialog box appears, as shown in Figure 12-8.

3. Click OK.
Your presentation is now marked as final.

© Trap: The Mark as Final command is not
supported in earlier versions of PowerPoint.
Therefore, if your presentation is opened in an
earlier version, your reviewers and readers will be
able to make changes.

Remove Mark as Final status

You can remove Mark as Final status the same way you
applied it.

1. Click the Office Button and point to Prepare.

A list of options appears.

2. Select Mark as Final.
Mark as Final status is removed.
@ Tips

v" The Mark as Final command is not a security feature
and should not be used as one. Mark as Final status
can be removed at any time, by anyone who receives
a copy of the presentation.

[ Exercise
« Exercise File: Employee Orientation12-5.pptx

e Exercise: Mark the presentation as final.

Prepare the document for distribution

New
= Properties
8 2| View and edit presentation properties,
7 Open such as Title, Author, and Keywords.

“=,  Inspect Document
! Check the presentation for hidden
metadata or personal information.

i
T

Save

“’_l (=] Encrypt Document
Save As b || ‘5";’ Increase the security of the presentation by

adding encryption.

“  Add a Digital Signature

int 3
_R Ensure the integrity of the presentation by
adding an invisible digital signature,

]

Prepare b | o Mark as Final
Let readers know the presentation is final
and make it read-only.

@ % Run Compatibility Checker

% Check for features not supported by earlier
? Publish * versions of PowerPoint,
_\1 Edit Links to Files

-y =2 View and edit content in the presentation
_ LClose that is linked to an external source,

g PowerPoint Options | |X Exit PowerPoint

Figure 12-7: The Office menu.

Microsoft Office PowerPoint

=

[T Don't show this message again

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

When a document is marked as final, the status property is set to "Final™ and typing, editing commands, and proofing marks are turned off.
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar.

Figure 12-8: As soon as a presentation has been marked as final, a confirmation appears.
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It’s show time! This chapter explains what
PowerPoint is all about: delivering an
interesting presentation.

This chapter will tell you everything you need
to know about running a presentation,
including how to deftly navigate between
slides and how to impress your colleagues
with the Pen and Highlighter tools. You will
also learn several more advanced ways to
present a presentation, such as how to run a
presentation on several monitors and how to
create presentation that runs by itself.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

¢ Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

o Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Delivering a Presentation on a
Computer

You can deliver a PowerPoint presentation in several
ways: by giving everyone paper handouts of your
presentation, by creating overheads or 35mm slides and
then displaying them with an overhead projector, or by
running the presentation on a computer. Running a
presentation on a computer is the preferred method
because it gives you the most control over the
presentation and allows you to use multimedia, animation,
and other nifty effects.

This lesson will show you the ins and outs of running a
presentation on a computer, including some handy
keystroke shortcuts to speed things along.

Start a slide show
1. Open the presentation you want to present.

2. Click the Slide Show tab on the Ribbon and click the
From Beginning button in the Start Slide Show

group.
The presentation appears in Slide Show view.

Other Ways to Start a Slide Show:
Click the Slide Show button on the status bar.

@ Tip: If you are using a peripheral device, such as
an LCD screen, make sure the device is properly
connected to your computer and turned on.

Navigate a slide show
The fastest way to navigate a slide show is using

keystroke shortcuts, or navigation keystrokes.

e To advance to the next slide: Click the left mouse
button or press the <Enter>, <Spacebar>, <—>,
<>, <N> or <Page Down> keys.

e To go back to the previous slide: Press the <T>,
<¢«>, <P> or <Page Up> keys.

e To jump to a specific slide: Type the slide number
and press <Enter>.
Pause a slide show

If you want to pause the slide show for a little while
during your presentation (for example, during a question
and answer session), you can toggle between the
presentation and a white or black screen.

e White screen: Press <W>.

e Black screen: Press <B>.

[ Exercise
¢ Exercise File: Employee Orientation13-1.pptx

« Exercise: Display the presentation in Slide Show view and
use the available keystroke shortcuts to navigate to Slide 3.
Toggle to a black screen, and then back to the presentation.
Continue navigating the presentation until you reach the
final slide, and then exit Slide Show view.

From Beginning button

Employee Orientationl3-1 - Microsoft PowerPoint

= S0
(Cnp 9 -6
- Home  Insert Design  Animations | Slide Show Review  View @

Use Current Resolution  ~

“LE) i) :::r Ig‘ b Record Marration (@A) Resolution:

(&7 Rehearse Timings [ Show Presentation On: | Primary Monitor
From [f7. || SetUp  Hide _ )
Beginning = Slide show slide | Use Rehearsed Timings || | Use Presenter View

Start Slide Show Set Up Monitors

Slidel of & “Employee orientation presentation”

Figure 13-1: You can activate Slide Show view using the
Ribbon or the status bar.

Welcome to GLPO!

{/ﬁua?r /Aaa('.w fj*zmm//dﬁon .f}ag(mm?dmo:'p

Figure 13-2: You can also navigate a slide show using the
buttons and menus found in Slide Show view.
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End a slide show

Ending a slide show is extremely easy...

e  Press <Esc> to exit Slide Show view.

You return to Normal view and the PowerPoint
program window.

Table 13-1: Navigation Keystrokes

Advance to the next slide

Go back to previous slide
Go to slide

Toggle between the
presentation and a black
screen

Toggle between the
presentation and a white
screen

Show/hide mouse pointer

End slide show

<Enter>, <Spacebar>, <N>,
<—>, <!>, <Page Down>, or
click the left mouse button

<P>, <T>, <>, or <Page Up>
<slide number> + <Enter>

<B>

<W>

<A> or <=>

<Esc>
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Using the Pen and Making
Annotations

When a presentation is displayed in Slide Show view you

can use the Pen tool to write on your slides or highlight

important information.

Make annotations

You have three types of pens—Ballpoint, Felt Tip, and

Highlighter—to choose from.

1. Display the presentation in Slide Show view.

2. Click the Pen Tools button in the bottom-left corner
of the slide, and select a pen type from the menu.

The arrow pointer changes shape, depending on the
type of pen you selected.

Other Ways to Activate the Pen Tool:
Press <Ctrl> + <P>, or right-click the slide, select
Pointer Options from the contextual menu, and
select the type of pen you want to use.
3. Click and drag on the slide.
@ Tip: To erase an annotation, press <E>.
4. Press <Esc>when you’re finished to deactivate the
Pen tool.
Change pen color
You have an entire palette of colors to choose from when
it comes to the Pen tool.

1. Display the presentation in Slide Show view and
click the Pen Tools button in the bottom-left corner
of the slide.

The Pen Tools menu appears.

2. Point to Ink Color.

The color palette appears.

3. Select a color from the color palette.

Other Ways to Change Pen Color:

Right-click the slide and select Pointer Options
from the contextual menu. Select Ink Color from
the menu and select a color from the color palette.

[ Exercise
¢ Exercise File: Employee Orientation13-2.pptx

» Exercise: Display the presentation in Slide Show view,
and navigate to Slide 4. Use the Highlighter tool to highlight
the text, “The Basin contains 20% of the world’s available
surface water.” Press <Esc> to deactivate the Highlighter
tool, and exit Slide Show view without saving your
annotations.

Important Facts

* The Great Lakes and
their connecting channels
form the largest fresh
water ecosystem in the
world.

+ The Basin contains 20%
of the world’s available
surface water and is

p a variety of

habitats.

Arrow
Eallpoint Pen
Felt Tip Pen
Highlighter

SNNE

% — Pen Tools menu
Ink Color 3

g

Arrow Options »

e

Figure 13-3: Using the Highlighter tool.

Table 13-2: Annotation Keystrokes

Change arrow to pen <Ctrl> + <P>
Change pen to arrow <Ctrl> + <A> or <Esc>

Erase on-screen annotations <E>
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Creating a Presentation that
Runs by Itself

This lesson explains how to create a presentation that runs
without assistance. For example, you might want to set up
a presentation to run unattended in a booth at a trade
show, or on a community access cable channel. A self-
running presentation restarts when it's finished, or if it has
been idle for over five minutes.

When you design a self-running presentation, you’ll want
to keep the setting and purpose of the presentation in
mind. For example, will your presentation be in a booth or
display window? Do you want viewers to interact with
your presentation, or do you want to prevent them from
tampering with it? Is your presentation self-explanatory,
or do you need to add voice narration to it?

Several options you will want to consider when creating a
self-running slide show include:

e Automatic or manual timings: You can set a slide
show to run by itself with automatic timings, or you
can set it so that users can move through the show at
their own pace using the mouse. Mouse clicks are
ignored unless they’re on objects that have
hyperlinks. See the lesson on Rehearsing Slide Show
Timings for more information.

e Hyperlinks: You can set up hyperlinks to move
through the slide show, or to jump to other slides and
programs.

e \oice narration: You can add recorded narration that
plays with your slide show. See the chapter on
Working with Multimedia for more information.

1. Open the presentation that you want to automate.

2. Click the Animations tab on the Ribbon and click the
Automatically After check box in the Transition to
This Slide group.

Now you need to specify how long you want each
slide to be displayed.

3. Click the up and down arrows until the desired
amount of time appears.

PowerPoint will now automatically advance to the
next slide after the specified amount of time has
passed.

[ Exercise
« Exercise File: Employee Orientation13-3.pptx

e Exercise: Set up the presentation to run by itself.

Click here to apply this
timing to all slides in the
presentation.

il [No Sound
[ _.é. [ I

i Fast
Transition "
Scheme - 0 Apply To All ¥ Automatically After: 00:10 2

Transition to This Slide

Specify how long you
want the selected
slide to be displayed.

- || Advance 5lide
* | ¥ On Mouse Click

Figure 13-4: The Transition to This Slide group.
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4. Click the Apply to All button in the Transition to Set Up Show (2 ]
This Slide group. Show type Show slides
_ Presented by a speaker (full screen) @ Al
5. Click the Slide Show tab on the Ribbon and click the BT e T - From: o To: :
Set Up Slide Show button in the Set Up group. Sustem o
The Set Up Show dialog box appears. T p—— Advance slides
Loop continuously until 'Esc’ _) Manually
6. Select the Browsed at a kiosk option and make sure Lleme e — I o =l
the Using timings, if present option is selected. [l how without animation Multple monitors
CI |Ck O K Display slide show on:
) ] Primary Manitor lz‘
Now you’re ready to present the automated Sl B AT
presentation. R
[] Use hardware graphics acceleration Tips
7. Click the View tab and click the Slide Show button Siide show resolution: | Use Current Resolution [
in the Presentation Views group. o] o=
The presentation begins running automatically in
Slide Show view. Figure 13-5: The Set Up Show dialog box.
@ Tips

v Except for using the mouse to click certain items, you
can make most controls unavailable so users can't
make changes to the presentation.
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Using Presenter View

A new feature in PowerPoint 2007 is Presenter view,
which you can use to run your presentation from one
monitor (at a podium, for example) while your audience
views it on another. Here are some advantages to running
a presentation using Presenter view:

e You can use thumbnails to select slides out of
sequence and create a customized presentation for
your audience.

e  Preview text shows you what your next click will add
to the screen, such as a new slide or the next bullet in
a list.

e  Speaker’s notes are shown in large, clear type so that
you can use them as a script for your presentation.

e You can temporarily black out the screen during a
presentation and then resume where you left off. This
can come in handy during breaks or question and
answer periods.

Turn on multiple monitor support
The first thing you need to do is set up your monitors.

@ Tip: If your computer is already set up to use
multiple monitors, you can skip ahead to the next
section.

© Trap: Make sure that the computer you are using
for the presentation has multiple monitor
capability. Most laptop computers have this built
in, but most desktop computers require two video
cards.

1. First, make sure you have a second monitor
connected to your computer.

2. Right-click the Windows desktop and select
Properties (XP) or Personalize (Vista) from the
contextual menu.

The Display Properties or Display Settings dialog
box appears, depending on which operating system
you are using.

3. Click the Settings tab (XP) or Display Settings
(Vista).

4. Click the icon that represents the monitor that will be
used by the presenter, and click the Use this device
as the primary monitor (XP) or This is my main
monitor (Vista) check box.

[ Exercise
¢ Exercise File: None required.

e Exercise: Understand the process of delivering a
presentation on two monitors, and familiarize yourself with
Presenter view and what it looks like.

{& PowerPoint Presenter View - [Employee Orientation13-3] B =)

Introduce yourself
Have been working for GLPO for six years

Welcome to GLPO1

Grecit Lakor Prcservalion Oiganigefion

Slide: 1 of 8 Time: 00:57  1:45PM

What you will see.

Welcome to GLPO!

(}Mf /{a/c—zd- f'*bv)e/z-rraf»nn //"?—?a-mt;,af&nm

What your audience will see.

Figure 13-6: Using Presenter view allows you to manage
your presentation without your audience seeing.
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@ Tip: If the Use this device as the primary
monitor check box is unavailable, the selected
monitor is already designated as the primary

monitor.
5. Click the icon that represents the monitor that will be W Dy Setings —~
viewed by the audience, and click the Extend my Meniter
WlndOWS dESktop OntO thIS mOHItOI’ (XP) or Drrag the icons to match your monitors.
Extend the desktop onto this monitor (Vista) check
box.
6. Click OK. 1 2
Deliver the presentation in Presenter view
[2. Generic PnP Moniter on NVIDIA Quadro NVS 1108 -

Once you’ve got your monitors all set up, you’re ready to
deliver your presentation using Presenter view.

1. Click the Slide Show tab on the Ribbon, click the
Show Presentation On list arrow in the Monitors
group, and select the monitor that will be viewed by
the audience.

[T This is my main monitor
Extend the desktop onto this monitor

Resolution: Colors:

Low - 5 High Highest 32 bit) =
1280 by 960 pixels
How do I get the best display? Advanced Settings...

Usually, “Monitor 2 Generic PnP Monitor”.

2. Ifitis not already selected, click the Use Presenter
View check box in the Monitors group.

Now you’re ready to deliver the presentation.

3. Click the Slide Show button on the status bar.
The presentation appears on both monitors.

The slide that is currently being
displayed to the audience.

Figure 13-7: The Display Settings dialog box in Windows
Vista.

5 PowerPoint Presenter View - [Employee Cfientation13-3]

=[5 [t

I

Welcome to GLPO!

Wﬂa/&a« Preservalion f?ﬂgyom/f;a?ﬁium

Click here to use

Have been working for GLPO for six years

ntroduce yourself

Speaker’s notes are
shown in large, clear
type so that you can
use them as a script
for your presentation.

the Pen tool.

The elapsed time of —
the presentation.

Slide: 1 of 8 Time: 00:57  1:45PM

Click on a slide to
navigate to it:

Click here to display
a menu that enables
you to end the show,
darken or lighten the
audience screen, or
jump to a specific
slide number.

Zoom:

Figure 13-8: In Presenter view, icons and buttons are large
enough to navigate easily.
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Creating a Custom Show

Let’s say you’re a Volunteer Coordinator who wants to
create two similar presentations: one for youth volunteers,
and one for adult volunteers. Instead of having to create
and work with two different presentation files, you can
use the Custom Show feature to create several similar
slide shows within a single presentation file.

Compile a custom show

Compiling a custom show from an existing presentation is
extremely easy.

1. Open the presentation that you want to use to create a
custom show.

2. Click the Slide Show tab on the Ribbon and click the
Custom Slide Show button in the Start Slide Show

group.
3. Select Custom Shows.

The Custom Shows dialog box appears.

4. Click New.
The Define Custom Show dialog box appears. First
you need to give the custom show a name.

5. Type a name for the custom show in the Slide show
name field.
Now you need to select the slides that you want to
appear in the custom show.

6. Click the slide you want to add, and click Add.

Repeat this step as many times as necessary.

7. Click OK, and click OK again.
PowerPoint saves the custom show and you return to
the original presentation.
View a custom show
Once you’ve got the custom show compiled, you’re ready
to present it.

1. Click the Slide Show tab on the Ribbon and click the
Custom Slide Show button in the Start Slide Show

group.

2. Select the custom show you want to view.

The selected show opens in Slide Show view.

[ Exercise
¢ Exercise File: Employee Orientation13-4.pptx

» Exercise: Create a custom show named “Volunteer
Training” using slides 1, 3, 4 and 5 of the Employee
Orientation presentation. View this presentation in Slide
Show view, and press <Esc> when you’re finished.

Define Custom Show Ll_J@ [t

Slide show name: | Volunteer Training
Slides in presentation: Slides in custom show:

1. Welcome to GLPO! 1. Welcome to GLPO!

2. Agenda/Topics To Be Covered 2. What We Do

3. What We Do 3. Important Facts

4, Important Facts 4 Who's Who .

e - s =

&. Company Policies =
7. Other Resources

8. Summary Remove *

Figure 13-9: The Define Custom Show dialog box.

Custom Slide Show button

Welcome to GLPO:

Sliel ol 8 “Employre origetation presentabion” | D D2 T — et

Figure 13-10: To view a custom show, select it from the
Custom Slide Show list.
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Like it or nat, it’s likely that someday you
will have to create a presentation with a
team of individuals. For example, you
might post a Marketing Report
presentation onto a shared network, have
your manager review it, make changes to
it, and get it back. Then you go back to
the presentation, make the changes, and
then send the presentation to its final
destination.

The folks at Microsoft realized that
people often need to work together when
creating presentations, so they included a
whole slew of new features that enable
several people to work together to create
and update a single presentation.

In this chapter you will learn how to
prepare a presentation for distribution—
such as using the Compatibility Checker
and the Document Inspector—as well as
how to share a presentation with others,
whether that be via the Internet or a
Shared Workspace.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

o Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

o Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Using the Document Inspector

Before you share your presentation with other people, it’s
a good idea to use the Document Inspector. New in
PowerPoint 2007, the Document Inspector checks the
presentation for hidden metadata, personal information,
and other types of hidden content that you might not want
to share publicly.

1. Open the presentation that you want to inspect and
save a copy of it.

It is a good idea to inspect a copy of the presentation
instead of the original because it is not always
possible to restore data that the Document Inspector
removes.

2. Inthe copy you just created, click the Office Button
and select Prepare — Inspect Document from the
menu.

The Document Inspector dialog box appears. Here
you need to select the content that you want the
Document Inspector to inspect.

3. Click the appropriate check boxes to select/deselect
content.
4. Click Inspect.

PowerPoint inspects the presentation. When the
inspection is complete, the results of the inspection
appear in the Document Inspector dialog box.

5. Click Remove All next to the content you wish to
remove.

The hidden content is removed from the presentation.

6. Click Close.

1 Exercise

« Exercise File: Tourism Assessment14-1.pptx

e Exercise: Open the Document Inspector dialog box and

read about the different types of content that can be
inspected. Click Close when you’re finished.

Document Inspector |ilél

To check the document for the selected content, dick Inspect.

{Comments and Annotations!
Inspects the document for comments and ink annotations.

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

Custom XML Data
Inspects for custom XML data stored with this document.

Invisible On-Slide Content

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 objects,

[T 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.

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

.

Figure 14-1: The results of an inspection.

Document Inspector |l‘é]

Review the inspection results,

@ Comments and Annotations
No items were found.

¥ Document Properties and Personal Information Remove Al
The following document information was found:

* Document properties
* Publish to Web Page information

@ Custom XML Data
Mo custom XML data was found.

@ 1nvisible On-Slide Content
No invisible objects found.

@ Presentation Notes
Mo presentation notes were found.

L Mote: Some changes cannot be undone.

Reinspect

Figure 14-2: Select the content that you want the
Document Inspector to inspect.
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Using the Compatibility
Checker

If your presentation holds the possibility of being opened
in an earlier version of PowerPoint, it’s a good idea to run
the Compatibility Checker before sending out your
presentation. The Compatibility Checker checks your
presentation for features that aren’t supported by earlier
versions.

1. Click the Office Button and select Prepare.

A list of options appears.

2. Select Run Compatibility Checker.

The Microsoft Office Compatibility Checker dialog
box appears, listing features that may be lost or
degraded when you save or open the presentation in
an earlier version of PowerPoint.

3. Click OK.

[ Exercise
« Exercise File: Tourism Assessment14-2.pptx

» Exercise: Run the Compatibility Checker, and take note of
the features that will not be supported in earlier versions of
PowerPoint. Click OK when you’re finished.

Features that may be lost or degraded
when saved into an earlier version of
PowerPoint are listed here.

[ [t

The following features in this presentation are not supported by earlier

0 wersions of PowerPoint, These features may be lost or degraded when you
save this presentation in an earlier file format.

Summary Mumber of occurrences 14

Microscft Office PowerPgint Compatibility Checker

A chart in this document may contain data in cells outside of the row 4 |
and column limit of the selected file format. Data beyond 256 {IV) Hel
columns by 65,538 rows cannot be saved. (Slide 2, 3, 4, 8) b=o

The shape and any textin it cannot be edited when using earlier 4
versions of PowerPoint, (Slide 3, 4, 5) Hel

Check compatibility when saving in PowerPoint 97-2003 formats.

= A

Figure 14-3: The Microsoft Office PowerPoint
Compatibility Checker dialog box.
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Packaging a Presentation

Whenever you’re finished with a presentation, most likely
you’re going to want to send it off to your employees,
colleagues, etc. for viewing. However, just like fragile
cargo can get broken during delivery, PowerPoint
presentations can lose important components as they are
transferred from one computer to another.

The Package for CD feature bundles your presentation
and any linked files (such as movies and sounds) with the
PowerPoint Viewer so that computers without the
PowerPoint program installed can still run your
presentation.

You can also use the Package for CD feature to copy the
presentation to a network or a local disk drive on your
computer, instead of directly to CD.

Package a presentation

1. Insertablank CD into your computer’s CD drive.

2. Click the Office Button and select Publish —
Package for CD from the menu.

The Package for CD dialog box appears.

@ Tip: A Microsoft Office dialog box may appear,
asking whether or not you want to update some
elements of the presentation to a compatible
format. Click OK.

3. Enter a name for the CD.

Choose a name that you won'’t forget.

4. Click Options.

The Options dialog box appears. Under Package type,
you have two options:

e Viewer Package: Select this option if the
PowerPoint Viewer will be used to view the
presentation.

o Archive Package: Select this option if you are
certain that the PowerPoint Viewer will not be
used to view the presentation (i.e. Every computer
on which the presentation will be viewed has the
PowerPoint program installed).

Under Include these files, you have several options:

o Linked Files: Select this option to ensure that any
linked files (movies, sounds, etc.) are included in
the packaged presentation.

[ Exercise
« Exercise File: Tourism Assessment14-3.pptx

» Exercise: Package the Tourism Assessment presentation to
your Practice folder, but do not include the PowerPoint
viewer.

e

T[S

Package for CD

( Copy presentations to a CD that will play on computers
\:{y running Microsoft Windows 2000 or later, even without
PowerPaint.
Mame the CD: | PresentationCD
Files to be copied:

Tourism Assessment14.ppt

Add Files. ..
Linked files and the PowerPaint Viewer are

induded by default. To change this, dick Options. \%J

Copy to Felder...

[ Copy to CD ] I Close J

Figure 14-4: The Package for CD dialog box.

T

Options

Package type

Select how presentations wil play in the viewer:
Flay all presentations automatically in the spedified order E
_) Archive Package {do not update file formats)
Indude these files

{These files will not display in the Files to be copied list)
Linked files
"] Embedded TrueType fonts

Enhiance security and privacy
Password to open each presentation:
Password to modify each presentation:
|:| Inspect presentations for inappropriate or private information

[ OK ] I Cancel

Figure 14-5: The Options dialog box.
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e Embedded TrueType Fonts: Select this option to
include all the fonts that were used in the
presentation. Selecting this option ensures that
your recipients are able to view the presentation
exactly as you intended.

5. Specify your options in the Options dialog box, and
click OK when you’re finished.

You return to the Package for CD dialog box. Now
you need to select where you want to copy the
packaged presentation—to a folder on a network or
local disk drive or to a CD.

6. Click Copy to Folder or Copy to CD and do the
following:

e Copy to Folder: Click the Browse button to
navigate to a specific location. Click OK when
you’re finished and move on to Step 7.

e Copyto CD: Move on to Step 7.

7. Click Yes in the dialog box that appears.
PowerPoint copies the presentation to the specified
location.

8. Click Close to close the Package for CD dialog box.
Double-click the PPTVIEW file to

View a packaged presentation view the packaged presentation.
If the presentation was packaged to a CD, it should open =lE =]
automatically whenever the CD is inserted. If you )= rmentznc T [Searn )
packaged the presentation to a network or a local disk Fie Edt View Took Help
drive, follow the instructions below. S e e s s i i
Favorite Links Name Date modified Type Size
T Documents & AUTORUN 7/11/2007 1:58 PM Setup Information
- - - ] delete 111/ : icroso ice P,
1' NaVlgate_tO the |Ocat|0n Where the paCkage_d i . g Pictures deNITa:DATLDLL Ialészfgg;slas:gspym rpphcat:toszdanz.”
presentation has been saved, and double-click its file e L microscftucilicitma... /11007 158PM - MANIFEST e
More » %) msvemB0.dIl 10/19/2006 8:14 PM  Application Extens...
fOlder. Folders v % msvepd0.dil 11/2/2006 1:34 AM  Application Extens...
B Desktop .| % MSVCRE0.dIl 11/2/2006 1:34 AM  Application Extens...
The contents of the folder appear. B2 oge: Sy LI 58P Windous B i
e (l;ml;ulsr E playlist 7/11/2007 1:58 PM  Text Document
A . l-ut Local Disk (C2) ap PPTVIEW . 10»:26«:20068:52 PM  Application
2 DOUble-Clle the pPTVI EW flle 3 DVD RW Drive (D) || pptview.exe.manifest  10/26/2006 849 PM  MANIFEST File
) ) 3 Critieal (F) ] PPVWINTL.DLL 10/26/2006 8:52 PM  Application Extens...
R ) R . R = ocuments (G: (&) PvrEADME 8/24/2006 11:01 AM  Firefox Docurnent
The Microsoft Office PowerPoint Viewer dialog box e @) g sapmou 1072672006812 00 Apglcation Etes.
appears. S,
. . . . 2% music (\utility) (M) - | 4 m o
@ Tip: If this is the first time you have used the PRTVEW  Deemordificds 10267206852 P
PowerPoint Viewer, a License Agreement may (=< e e A

appear. If you agree to its terms, click Accept.

_ ) Figure 14-6: To open a packaged presentation that you
3. Select the presentation you want to open and click have on file, navigate to the drive and/or folder where the
Open. packaged presentation is stored.

The presentation opens in the PowerPoint Viewer.
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Saving a Presentation as PDF
or XPS

New in Office 2007, you can save your files in Portable
Document Format (PDF) or XML Paper Specification
(XPS) format. Both formats ensure that when the file is
viewed online or printed, it retains exactly the same
format that you intended, and that data in the file cannot
easily be changed. Resumes, legal documents and
newsletters are examples of files that are usually saved in
PDF or XPS format.

Download add-in

In order to save a presentation in PDF or XPS format, you
need to download and install an add-in from Microsoft
Office Online.

1. Click the Office Button and select Save As — Find
add-ins for other file formats from the menu.
The PowerPoint Help window appears.

2. Find and click the Save as PDF or XPS Add-in for
2007 Microsoft Office programs link.
The Microsoft Download Center opens in your Web
browser.

3. Follow the instructions.

Save as PDF or XPS

Once you have downloaded the PDF and XPS add-in,
you’re ready to start saving your files.

1. Click the Office Button and select Save As — PDF
or XPS from the menu.

The Publish as PDF or XPS dialog box appears.

2. Navigate to the location where you want to save the
file.

3. Click the Save as type list arrow and select PDF or
XPS Document from the list.

You have several other options to choose from in this
dialog box:

o Open file after publishing: Select this option if
you want to open the file immediately after saving
it. This option is only available if you have a PDF
or XPS reader installed on your computer.

e Standard (publishing online and printing):
Select this option if the presentation requires high
print quality.

[ Exercise
« Exercise File: Tourism Assessment14-4.pptx

e Exercise: If necessary, download and install the PDF/XPS
add-in. Then, save the presentation to your Practice folder
as a PDF document.

Microscft Save as PDF or XPS Add-in for 2007 Microsoft Office pmgr...[i_E-J

The installation is complete,

Figure 14-7: When the add-in installation is complete,
this dialog box appears.

Sar f the d it
j HEW Ve a copy o1 € documen
l,\_, PowerPoint Presentation
- | Save the presentation in the default file
/ Open format.

e PowerPoint Show

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

L‘ﬂ PowerPoint 37-2003 Presentation

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

rint N PDF or XPS
_; Publish a copy of the presentation as a PDF
or XP5 file.

Save As |k

Prepare » ,_l Other Formats Ik

Open the Save As dialog box to select from
all possible file types.

ENEEL

/ Publish »

T

]
> Close

| #] PowerPoint Options | |X Exit PowerPoint

Figure 14-8: The Office menu.
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e Minimum size (publishing online): Select this

. - . . . . (i@ Publish as PDF or XPS &
option |f-the print quality is less important than SO~ i s Tor|[5eo ol
the file size. < = [ NewFolder
e Options: Click here to display the Options dialog Favorite Links ”“f ) Date modiied | Type size
box where you can specify even more options. [ Occuments m Public Deskto
. % Recently Changed s i
Click OK to save your changes. B o ﬁgus:w Pocumerts
L Music EPubllc Music
4. Make your specifications and click Publish. e §2“‘;:"5'j“'“
PowerPoint saves the presentation to the specified fecorded TV
format.
0 TIpS Folders ~
. . File name: -
v In order to view PDF and XPS files, you need to have P =
a special reader/viewer installed. These can be T Openfileatier Optmie fo: @ S ubshng
downloaded for free online. I s
~ online)
' Hide Folders Tools

Figure 14-9: The Publish as PDF or XPS dialog box.

7~ Adobe Acrabat Professional - [Tourism Assessment.pdf] = [E

-,EH}E Edit View Document Comments Tools Advanced Window Help

el @ Hetp -

:‘Q;'E,'_.itb Select B ‘ @g al _:J H e == -e | D,

|l » ||

-

[ comments it ModelTrdl Pagl Signaturl; Bookmarks ]

NST North Shore Travel, Inc.
Annual Tourism Assessment

o5 s | p pl | @ ©| [0 E H

Figure 14-10: The Tourism Assessment presentation as it
appears in Acrobat Reader.
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Saving a Presentation as a
Web Page

One of the best ways to reach people and present
information to large audiences is using the Internet. In
PowerPoint 2007 you can save a presentation so that it
can be easily uploaded onto the Web and viewed as a Web

page.
Save the presentation

1. Click the Office Button and select Save As from the
menu.

The Save As dialog box appears.

2. Navigate to the location where you want to save the
Web page.

3. Click the Save as type list arrow and select Web
Page from the list.

4. Click Change Title.

The Set Page Title dialog box appears. Here you need
to enter the text that you want to appear on the Title
bar of the Web browser.

5. Enter the desired title and click OK when you’re
finished.

You return to the Save As dialog box.

6. Click Publish.

The Publish as Web Page dialog box appears. There
are several options available here:

e Publish what: Click Complete Presentation to
save all slides, or Slide Number to specify only
certain slides.

o Display speaker notes: Select this check box to
display your speaker notes on the Web page.

e Web Options: Click here to specify additional
Web page formatting and display options. See
Table 14-1: Tabs in the Web Options Dialog Box
for more information.

e Browser support: To designate support for a
particular browser or browser version, select the
appropriate option here.

e Open published Web page in browser: Select
this check box to open the Web page immediately
after saving it.

[ Exercise
« Exercise File: Tourism Assessment14-5.pptx

e Exercise: Save this presentation to your Practice folder as
a Web page. Open the Web page and navigate through it.

Click here to specify additional
options regarding the Web page.

Publish as Web Page 2

Publish what?
'@ Complete presentation

Slide number +| through =

o

/| Display speaker notes Web Options...

Browser support
'@ Microsoft Internet Explorer 4.0 or later (high fidelity)
Microsoft Internet Explorer 3.0, Netscape Navigator 3.0, or later

All browsers listed above (creates larger files)
Publish a copy as
Page title: Morth Shore Travel, Inc. | Change... |

File name: | Ci\Users\krogers\Desktop\CustomGuide \Company Data'p | Browse. .. |

Open published Web page in browser

Publish | Cancel |
J

Figure 14-11: The Publish as Web Page dialog box.

Table 14-1: Tabs in the Web Options Dialog Box

General Set general options, such as whether the Web
page should include slide navigation controls
and animation effects, or if graphics should be
resized so that they appear in proportion with
the rest of the Web page.

Browsers Specify the Web browser and options whose
features you want to support in the Web page.
Generally, the default browser option should
be Microsoft Internet Explorer 4.0, Netscape

4.0, or later.

Files Unlike PowerPoint presentations that store
multiple pages and graphics in a single file,
\Web pages store their information in several
files.

Pictures Specify the screen resolution that you want to
use. The resolution that you specify can affect
the size and layout of images on Web pages.

If you're using foreign characters, select the
language code that you want to use when you
save the Web page.

Encoding

Fonts If you're using foreign characters, specify the
character set that is used to encode the file.
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7. Specify the appropriate options in the Publish as Web
Page dialog box, and click Publish when you’re
finished.

Double-click the Web
page you want to open.

: . (olE

PowerPoint saves the presentation as a \Web page and, O[3 St » Corpegs s ol -

if specified, displays it in your computer’s default e o

Web browser_ Wy Organize ~ + %) Open ~ M Email B Share (@ Bum

. Favorite Links Name Date medified Type Size
@ o e
v You can also save a presentation as a Single File Web ) Musc linternet Resemations |  J12/A00TL4SPM  Microsoft OffceE.. 243

Page (MHTML format). This format encapsulates all — T P ——1a

the elements of the presentation into one file, making % Computer -

it easier to store and upload and resulting in smaller rr

file sizes. MHTML files may not be viewable in all & o toments €

browsers, however, and e-mail applications with high S

security levels may not accept an MHTML file. To o mporant () - |« '

save a presentation as a Single File Web Page, select @ e AR

Single File Web Page from the Save as type list. Detecrstet 1IN

. . Figure 14-12: Opening a Web page.
View a Web-based presentation g pening bad
Once you have saved a PowerPoint presentation as a Web
page, you should preview it in your computer’s Web
browser to make sure everything looks and works as it
should.

e Navigate to the location where the Web page is stored
and double-click the Web page file.

The presentation opens in your default Web browser,
as shown in Figure 14-13.

@ Tip: If your browser is set up to block ActiveX
scripts, a message will appear. Follow the prompts
to install the ActiveX control.

(@ North Shore Travel, Inc. - Windows Internet Explorer |E@I£—hj
@v - |@ ChUsers\krogers\Desktop\CustomGuide\Cor + | +s ‘ P | | Google £ |

52 & | @ Morth Shore Travel, Inc. B v B - o= v [ -k Page v i} Tools =

] 4
HHorth Shore
Travel, Inc. .
Annual Tourism ¥ > "‘ W
Assessment .
.

2 "Compared with
last year”

Click the slide
you want to view.

4

5 North Shore vs.
Competitors

6

7 "Focus on
! ol North Shore Travel, Inc.
branding N ST

Annual Tourism Assessment

Click here to £ slidedof8 &3 siide show—— Click here to

ShOV_V/hlde the W& Computer | Protected|Mode: Off H100% - view the . .

Outline pane. presentation in
full-screen mode.

Click here to jumpto  Click here to jump
the previous slide. to the next slide.

Figure 14-13: The presentation displayed in a Web browser.
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Adding a Digital Signature to a

Presentation

You can help provide assurance as to the authenticity,

integrity, and origin of a presentation by adding an

invisible digital signature to the presentation. Much like a
handwritten signature on a check or other legal document,

a digital signature ensures that the presentation was
created by a particular person.

1. Click the Office Button and select Prepare — Add a

1 Exercise

¢ Exercise

e Exercise: Understand how to acquire and use digital

signatures

File: Tourism Assessment14-6.pptx

in documents.

Digital Signature from the menu.
A confirmation dialog box appears.

@ Tip: To purchase third-party software from the
Office Marketplace, select Signature Services
from the Office Marketplace in the dialog box
that appears.

Click OK.

The Get a Digital ID dialog box appears.

Select Create your own digital ID and click OK.
The Create a Digital 1D dialog box appears.

Enter your name, e-mail address, organization and
location and click Create.

The Sign dialog box appears. Here you need to
specify the purpose of the digital signature.

Specify the purpose of the digital signature in the
Purpose for signing this document field (for
example, Confirm authenticity).

Now you’re ready to insert the digital signature.

Click Sign.

The Signature Confirmation dialog box appears.

Click OK.

The signature is confirmed and added to the
presentation, and the Signatures task pane appears.

@ Tips
v" To view digital signatures associated with a

presentation, click the Office Button and select
Prepare — View Signatures from the menu.

Prepare the document for distribution

Mew
»  Properties
gJ View and edit presentation properties,
7 Open such as Title, Author, and Keywords.

F Inspect Document
;

Save _—-l‘ Check the presentation for hidden
- metadata or personal information.

L Q

_,—l |ﬂ -:| Encrypt Document
SaveAs ¥ \_iil? Increase the security of the presentation by
adding encryption.

Add a Digital Signature

’ Ly,
int 3

_R Ensure the integrity of the presentation by
adding an invisible digital signature. %

Prepare & Mark as Final
= Let readers know the presentation is final

and make it read-only.

L‘ﬂ Run Compatibility Checker
% _I Check for features not supported by earlier

versions of PowerPoint.

o
s

/ Publish »

==Y

L]
1 Close

|j PowerPoint Options ||X Exit PowerPoint

Figure 14-14: The Office menu.
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Password Protecting a
Presentation

If you have a presentation that you don’t want anyone else
to see or modify, you can password-protect, or encrypt,
the presentation, restricting access to only yourself or
people who know the password. You can assign security
settings that require users to enter a password to either
open and/or modify a presentation. This lesson will
showyou how to add a password to a presentation, how to
open a password-protected presentation, and how to
remove a password.

Require a password to open a presentation

You can add a password to a presentation to open or
modify it.

1. Click the Office Button and select Prepare —
Encrypt Document from the menu.

The Encrypt Document dialog box appears.

2. Type a password in the Encrypt Document dialog
box.

You can type up to 255 characters for the password.

@ Tip: Use strong passwords that combine
uppercase and lowercase letters, numbers, and
symbols. Passwords should be 8 or more
characters in length. A pass phrase that uses 14 or
more characters is even better.

3. Click OK.

@ Tip: Itis critical that you remember your
password. If you forget your password, Microsoft
cannot retrieve it. Store the passwords that you
write down in a secure place away from the
information that they help protect.

Require a password to modify a
presentation

This option protects the presentation so that anyone can
open the presentation, but a password is required to
modify it.

1. Click the Office Button and select Save As from the
menu.

The Save As dialog box appears.

[ Exercise
« Exercise File: Tourism Assessment14-7.pptx

« Exercise: Add a password to open the presentation, and
add another password to modify the presentation. Close the
presentation. Use the passwords to open the presentation
and change the name of the organization on Slide 1 to
“North Star Travel, Inc.”

Encrypt Document

Encrypt the contents of this file
Password:
LIX11]] .l

Caution: If you lose or forget the password, it cannot be
recovered. It iz advisable to keep a list of passwords and
their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

[ OK ]I Cancel ‘

e r,

Figure 14-15: The Encrypt Document dialog box.

(@ Save As =]

[1. « PowerPoint 2007 practice files b

vs ~ W NewFolder

Name Date modified  Type Size Tags
Other

k<] American History7-1

k=] American History7-2

&l RecentPlaces

More »

Folders ¥ | i) American History7-3
. Qutlook 2007 + | kgl American History7-4
- Qutlock Archive | (5] American History7-5

. Portraits £#] American History7-6
PowerPoint 2007 (&) American History7-7
PowerPoint 2007 | (& pmerican History7-8
~ i American History7-9 e

(I LET SRR T curism Assessmentl4-7| -

Save as type: [PowerPoint Presentation -

Authors: krogers Tags: Add atag

' Hide Folders [[Toots_~] [ save | [ Cancel

Map Network Drive..

Save Options...
General Optiens.. N
Web Options...

Compress Pictures...

Figure 14-16: The Save As dialog box.
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4,

Click the Tools button and select General Options
from the list.

The General Options dialog box appears. Note that
there are two password text boxes here: one to open
the document, and one to modify the document.

Click the Password to modify text box and enter the
password.

Click OK.

Remove a password

If you decide you don’t need password-protection after

all, you can remove it—provided you know the password.

1. Open the presentation whose password you wish to
remove.

2. Click the Office Button and select Save As from the
menu.
The Save As dialog box appears.

3. Click Tools, and then click General Options.

4. Select the password you want to remove and press
<Delete>.

5. Click OK and then click Save.

6. If prompted, click Yes to replace the existing file.
The password is removed from the presentation.

@ Tips

v If you require users to enter a password to both open

and modify a presentation, make sure each password
is different from the other.

General Options @é}

General Options
File encryption options for this document

Fassword to 0pen:  ssssssssssssse
File sharing options for this document

Password to modify: ssssssssssssssl

[] read-only recommended

Protect Document...

Macro security

Adjust the security level for opening files that might contain Macro Security...
macro viruses and specify the names of trusted macro —

developers.

Figure 14-17: The General Options dialog box.
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Publishing a Presentation to a
Document Workspace

If you have access to a SharePoint site online, you can
publish your presentation to a document workspace. A
document workspace allows you and your team to share
files via the Internet so you can all work together on a
presentation at the same time. By giving team members
access to a single presentation, they can work directly on
the presentation in the shared workspace, or work on their
own copy that they can regularly synchronize with the
shared workspace.

You will have to work with your network administrator to
get permission to create a shared workspace on your
organization’s SharePoint site.

Create a document workspace from an
Office file

If you are working on a file in PowerPoint that you would
like to publish to a document workspace, you can create a
document workspace directly from PowerPoint.

1. Make sure the file you want to create a workspace
from is open.

2. Click the Office Button and select Publish —
Create Document Workspace from the menu.

The Document Management task pane appears.

3. Type a name for your workspace in the Document
Workspace name text box.

4. Click the Location for new workspace list arrow
and do one of the following:

o Click (Type new URL) and enter the Web address
of the SharePoint site where you want to create
the workspace.

o If your SharePoint site already appears in the list,
click it to select it.

5. Click the Create button in the Document
Management task pane. If you are prompted to save
the file, click Yes.

Depending on how your server and network is set up,
the procedure for creating a document workspace
may differ from the one described here.

[ Exercise
« Exercise File: None required.

e Exercise: Understand how to upload a presentation to a
shared workspace .

S 19 - 6 Tourism Assessment - Microsoft PowerPoint =1 ==5))
_@ =
hiew  View L2l
Distribute the document to other people i -
) new e ha- | 7 En #
. Package for CD 4 C
- " Copy the presentation and media links to a Shapes Amange Ou Editing
7 Open folder that can be burned to a CD, - - Style -
(i Create Handouts in Microsoft Office Word ! Drawing
Save 6m] Open the presentation in Word and T I I T

H prepare custam handout pages.

S| 1/ 5 Document Management Server |
h Saveds b ZST Share the presentation by saving it ta a

document management server.

) bt » | (8%, Create Document Workspace ﬁ
= 4 % Create a new site for the presentation and
keep the local copy synchronized.
il

Prepare b

ad' Send b

Publish >

“
| Close

‘ 2] PowerPoint Options HX Exit PowerPoint ‘

|

H

Fﬂﬂfﬂ:f:—i

lide1 of 8 | "Office Theme™ | 5 IEEEE e Colprtls
rIUuIC IHF"L0. TImC UIMMCT TTICTTIU.
Document Management v X
Document Workspace

Create a Document Workspace
site if you want to share a copy
of this document with others.
Your local copy of the document
will be synchronized with the
server so that you can see your
changes and work on the
document with others. When
you dick Create, a new site is
created automatically.

@) Tell me more...
Document Workspace name:
Tourism Assessment
Location for new workspace:

(Type new URL) Iz‘

Create |

Click here to create a
Document Workspace.

Figure 14-19: The Document Management task pane.
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Publish a presentation to a document
workspace

Once you have a SharePoint site and document workspace
all set up, you can start publishing presentations to it.

1.

Open the presentation that you want to publish to the
shared workspace.

Click the Office Button and select Publish —»
Document Management Server from the menu.

The Save As dialog box appears. Here you need to
navigate to the server space where you want to
publish the file.

Select the server space you want to publish to and
click Open.

If you don’t see your server in the dialog box, type
the URL of the server into the File name box.

If necessary, click the name of the library or other
location that you want to save the file to (such as
Shared Documents) and click Open.

Type a name for the file in the File name box and
click Save.

Depending on how your server and network is set up,
the procedure for publishing a presentation to a
document workspace may differ from the one
described here.

Table 14-2: Other Ways to Share a Presentation

Send

Publish

PDF or XPS document (provided you have installed the add-in that enables PowerPoint to create PDFs).

Publish the presentation to a Slide Library (provided a Slide Library has been created on a SharePoint 2007 server).

Choose this option to send the presentation via e-mail or fax. You can also choose to send the presentation via e-mail as a
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One of the great benefits of Windows-
based programs is that they can share
information with each other. In this
chapter, you’ll learn how to insert a
Microsoft Excel worksheet onto a slide,
how to modify linked or embedded
content, and how to work with Microsoft
Word to create handouts and outlines.

Using Exercise Files

This chapter suggests exercises to practice
the topic of each lesson. There are two
ways you may follow along with the
exercise files:

¢ Open the exercise file for a lesson,
perform the lesson exercise, and close
the exercise file.

o Open the exercise file for a lesson,
perform the lesson exercise, and keep
the file open to perform the remaining
lesson exercises for the chapter.

The exercises are written so that you may
“build upon them”, meaning the exercises
in a chapter can be performed in

succession from the first lesson to the last.
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Collaborating with Excel

You can include content from an Excel workbook by
inserting it into a PowerPoint presentation.

Insert existing Excel data

You can embed or link data from an existing Excel
workbook.

1. Open the PowerPoint presentation that you want to
insert the Excel content into, and the Excel worksheet
that contains the content you want to insert.

Have both files open so you can copy and paste from
one to the other.

2. In Excel, select the content (worksheet, range of
cells, or chart) that you want to insert into the
presentation.

3. Copy the selected content.

4. In PowerPoint, navigate to the slide where you want
to insert the Excel content.

5. Click the Home tab on the Ribbon and click the
Paste button list arrow in the Clipboard group.

A list of paste options appears.

6. Select Paste Special.

The Paste Special dialog box appears.

7. Select Microsoft Office Excel Worksheet Object
from the list.

8. To embed the content, select the Paste option. To link
the content, select the Paste link option.

See Table 15-1: Embedded vs. Linked Objects for a
description of linked and embedded objects.

9. Click OK.

The Excel content is inserted as an object in the
PowerPoint presentation.

Other Ways to Insert an Excel Object:

Click the Insert tab on the Ribbon and click the
Object button in the Text group. Click the Create
from file option, click the Browse button, and
navigate to the Excel file containing the content
you want to insert. Click Insert. If you want to
link the file, click the Link to file check box.
Click OK.

O Exercise

« Exercise File: Sales Evaluation15-1.pptx and
Expenses.xls

e Exercise: Open the Sales Evaluation15-1 presentation and
embed the Expenses.xls spreadsheet onto Slide 4.

Table 15-1: Embedded vs. Linked Objects
Embedded

An embedded object is actually saved within
the PowerPoint presentation. Files with
embedded objects are larger than files with
linked objects. The advantage of using
embedded objects is that since the objects are
actually saved within the presentation, you
don’t have to worry about any linked files
becoming erased or lost.

Linked A linked object is not saved within the
PowerPoint presentation. Instead, a link
contains information on where to find the
source data file. An advantage to linking files
is that if the source file is changed, the linked
object in the presentation is updated to reflect
the changes.

Paste Special @Ii_hj
Source:  Microsoft Office Excel 2003 Worksheet
Sheet...
@) Paste Microsaft Office Excel 2003 Worksheet Obiect ¢ »
) Paste link HTML Format
- PESEIN  hevice Independent Bitmap |E| ispl X
Bitmap N Dglspay asicon
Picture (Enhanced Metafile)
Picture (Windows Metafie) &
Result
_ By Pastes the contents of the Clipboard into your
presentation so that you can activate it using Microsoft
Office Excel 2003,
Figure 15-1: The Paste Special dialog box.
.."-7,;\.. = Presentation2 - Microsoft PowerPoint @Eléj
43 —
Home Insert Design Animations Slide Show Review  View Format L7]
= =- Bt | e ll®
43 B ||[B 2 U s & 2|
Paste f MHew = N o |.-4 | — =— Drawing Editing
~ Slide = =" Aa||f A j |1= = - -
Clipboard s Slides Font Paragraph
NS x 51413 02 0100 0102031 4.

Click to add notes

Slide1 of 1 | "Office Theme™ | [EEE e

Figure 15-2: An Excel object inserted into the presentation.
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Insert a new Excel worksheet

You can also embed a new Excel worksheet into a
presentation if you do not have a worksheet already
created with the data you need.

1. Navigate to the slide where you want to insert the
worksheet.

2. Click the Insert tab on the Ribbon and click the
Table list arrow in the Tables group.

A list of options appears.

3. Select Excel Spreadsheet from the list.
The spreadsheet appears in the presentation.

4. Insert the data you want in the worksheet, and select
File — Close from the menu when you’re finished.

The Excel content is saved in the presentation.

(@, Microsoft PowerPoint - [Presentation2] SRACIEXC
i) File Window NEE
H49- ™ =
Home | Insert Page layout  Formulas Data Review  View (2
=5 M calibri <l - |[BE==5 | |cenem - , || §=nsert - || X - 47~
-jg B I U-|[A a7 |Ed- | % - % 2| 3% Delete - || 8]~ 44
Paste Styles | v
- || e A || & | | ty. &) Format » || 22~
Clipboard = Font F] Alignment {F] Mumber [ Cells Editing
A1 - |
JJ\E\: x [ I S S R IR R SRR ERNF IR R IR R TR
1 z
: & B C i E F G H i J K
a4 I —
E 3
- )
. 5
2 ]
- 7
: 3
- 3
- [}
= 1
- 12
: 1z
- 1
- 5
= I3 ]
L Im e
Slide1 of1 | “Office Theme™ | o5 [EEET e v ()l

Figure 15-3: When you insert a new Excel worksheet, you
have access to many of Excel 2007’'s commands and
features.
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Collaborating with Word

You can include content from a Word document by
inserting it into a PowerPoint presentation.

1.

Open the PowerPoint presentation that you want to
insert the Word content into, and the Word document
that contains the content you want to insert.

Have both files open so you can copy and paste from
one to the other.

In Word, select the content that you want to insert
into the presentation.

Copy the selected content.

In PowerPoint, navigate to the slide where you want
to insert the Word content.

Click the Home tab on the Ribbon and click the
Paste button list arrow in the Clipboard group.

A list of paste options appears.

Select Paste Special.

The Paste Special dialog box appears.

Select Microsoft Office Word Document Object
from the list.

To embed the content, select the Paste option. To link
the content, select the Paste link option.

See Table 15-1: Embedded vs. Linked Objects for a
description of linked and embedded objects.

Click OK.

The Word content is inserted as an object into the
PowerPoint presentation.

Other Ways to Insert a Word Object:

Click the Insert tab on the Ribbon and click the
Object button in the Text group. Click the Create
from file option, click the Browse button, and
navigate to the Word file containing the content
you want to insert. Click Insert. If you want to
link the file, click the Link to file check box.
Click OK.

1 Exercise

« Exercise File: Sales Evaluation15-2.pptx and Product
Promotion.docx

e Exercise: Navigate to Slide 5 and embed the Product
Promotion.docx file onto the slide.

Paste Special @Iéj
Source: Microsoft Office Word Document
C:\sersikr...

@ Paste
_ Paste link

Picture (E ed Metafile)
Picture (Windows Metafile)
Formatted Text (RTF)
Unformatted Text

Result

Pastes the contents of the Clipboard into your
presentation so that you can activate it using
Microsoft Office Ward.

B Cancel

[ pisplay as icon

Figure 15-4: The Paste Special dialog box.
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Modifying Embedded or
Linked Content

You can easily modify an object that has been embedded
or linked into a presentation.

1. Double-click the object.

PowerPoint opens the object in the mode of the
selected object. This lets you use the buttons and
controls of the program the object was created in to
make changes to the object.

@ Tip: When modifying an object in the object
program mode, the Office Button becomes a File
menu in the window.

2. Make changes to the object.

The object is modified. When you are finished
making modifications to the object, return to
PowerPoint mode.

3. Click anywhere in the PowerPoint presentation
area.

The window returns to PowerPoint mode. If the
object is embedded, changes are only made to the file
within the presentation. If the object is linked, the
changes are made to the source file.

O Exercise
« Exercise File: Sales Evaluation15-3.pptx

» Exercise: Navigate to Slide 4 and double-click the Excel
object to select it. Click cell B5 and type 515. Click
anywhere in the PowerPoint presentation area to return to
PowerPoint mode.

@ Microsoft PowerPoint - [Presentation] = | ) |

k] File Window =
= B R I
Home Insert Page Layout Formulas Data Review View 'Q)
% Arial |= =| 5 |General - A | G=mmset- | X~ 5~
Gy (B 1 U~ |E2- (8~ % o T Delete - || @]~ 44~

Paste Styles || .
<t 7 oA R N | b Fomat - || v

Clipboard ™ Font il Alignment & Mumber Cells Editing

Fe - f | =SUM(BS:EB)

NS x 504 03 12 0100 11121314,
\

Trade Show Ezpenses

Expenses

201 00 1
»:

21
144 » M| Sheetl Sheet2 She.gtE

T

Slide 2 0f 2 | "Office Theme® | 35 [EEE e

Figure 15-5: When modifying an object in the object
program mode, the Office Button becomes a menu in the
window.
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Creating Handouts in
Microsoft Word

One way to deliver or supplement a PowerPoint
presentation is to print off handouts of your slides and
distribute them to your audience.

1. Click the Office Button and select Publish —»
Create Handouts in Microsoft Office Word from
the menu.

The Send To Microsoft Office Word dialog box
appears, as shown in Figure 15-7. Here you need to
select a page layout for your handouts.

2. Select the page layout that you want to use.

Now you need to select how you want to insert the
slides into the document. You have two options here:

o Paste: Select this option to create static handouts
(i.e. the handouts will remain unchanged even if
you make updates to the presentation).

e Paste link: Select this option to create dynamic
handouts (i.e. any updates made to the
presentation will be reflected in your handouts).

3. Select a paste option and click OK.
The presentation handouts open in Microsoft Word.
@ Tips

v If you select the Paste link option, each time you
open the Word 2007 document that contains the
linked presentation you will be prompted to accept or
reject any updates that have been made to the linked
presentation.

v" If you select the Paste link option, do not move the
handout file or the presentation file to another
location on your computer. If you do, the program
will not be able to locate the file.

[ Exercise
« Exercise File: Tourism Assessment.pptx

» Exercise: Export a set of handouts to Microsoft Word
using the “Blank lines next to slides” format.

Distribute the document to other people

New
. Package for CDY
Copy the presentation and media links to a
7 Open folder that can be burned to a CD.

|'!T‘.‘ = Create Handouts in Microsoft Office Word
Save QJ Open the presentation in Word and
- prepare custom handout pages.

L g

rl 1 Document Management Server
Save As b | |9 Share the presentation by saving itto a
document management server.

i
{ —'| Print » gl“.‘) Create Do-cum?nt Workspace .
al] 5 o Create a new site for the presentation and
keep the local copy synchronized.
55 Prepare
ad' Send ]

./ Publish »
==

L]
> Close

| #] PowerPoint Options | |X Exit PowerPoint

Figure 15-6: The Office menu.

Send To Microsoft Office Word ‘ild—hj

Page layout in Microsoft Office Ward

'@ MNotes next to slides

Select the page
layout that you
want to use.

_ Blank lines next to slides
) Motes below slides

" Blank lines below slides

) Outline only

MR EE

Add slides to Microsoft Office Word document
@ Paste
" Paste link

Cancel

Figure 15-7: The Send to Microsoft
Office Word dialog box.
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Importing and Exporting an
Outline

If you want to create a presentation based on an existing
report or other outlined document, save yourself some
time by importing the outline into Microsoft PowerPoint.
You can import content from any program that supports
the use of heading styles, or files saved in the following
format:

e  Microsoft Word (.doc, .docx): If you’ve created in
outline using Word’s outline feature, you can convert
the document into a PowerPoint presentation.
PowerPoint will convert each Level 1 heading into a
new slide and any lower-level headings into bulleted
lists. Paragraphs without heading styles will be
ignored.

e Rich Text Format (.rtf): Just about every word
processing program can read and write in Rich Text
Format. To import an outline created by a word
processor other than Microsoft Word, save the
document as a Rich Text File. If the word processor
doesn’t use heading styles, PowerPoint will look at
how the paragraphs are indented and guess the
outline structure.

e  Text Files (.txt): Text files don’t contain any fancy
formatting or features—just plain-old text. Since text
files don’t support heading styles, PowerPoint will
look at how the paragraphs are indented and guess
the outline structure.

Import an outline

1. Click the Home tab on the Ribbon and click the New
Slide button list arrow in the Slides group.

A list of options appears.

2. Select Slides from Outline.
The Insert Outline dialog box appears.

3. Find and select the document containing the outline
you want to insert and click Insert.

PowerPoint imports the outline.

[ Exercise
¢ Exercise File: Marketing Strategy.pptx

e Exercise: Export the Marketing Strategy presentation
outline into a new document in Microsoft Word.

=)
Home Insert Design Animations Slide Show Review View '@
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Paste | New e

- F ||lsige- i ||[IA -lAa-||AT a7 25
Clipboard & Office Theme
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R

Title Slide Title and Content Section Header

Two Content Comparison Title Only

Blank Content with Picture with
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Figure 15-9: An imported outline, as displayed in the
Outline tab of the Slides pane.
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Working with Other Programs

Export an outline to Microsoft Word

In addition to importing an outline, you can export a
presentation’s outline to Microsoft Word.

1. Click the Office Button and select Publish —»
Create Handouts in Microsoft Office Word from
the menu.

The Send To Microsoft Office Word dialog box
appears.
2. Select Outline only and click OK.

The outline opens in Microsoft Word, as shown in
Figure 15-10.
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Figure 15-10: A presentation outline that has been
exported to Microsoft Word.
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This chapter explains how to tailor
PowerPoint to work the way you do. In
this chapter, you will learn how to
customize many of PowerPoint’s settings
and options.

First, you’ll learn how to customize the
Quick Access Toolbar. You can customize
this toolbar by adding the commands you
use most frequently to it or changing its
location on the screen. You’ll also learn
how to work with AutoCorrect.
AutoCorrect is the feature that instantly
corrects common spelling and typing
errors, such as changing “teh” to “the.”

Additionally, you’ll learn more about how
to customize PowerPoint by changing its
default options, viewing document
properties, and recovering presentations
when PowerPoint crashes.
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Customizing the Quick Access
Toolbar

The Quick Access Toolbar is a shortcut for the commands
that are used most often. You can customize it to better
meet your needs.

Add commands to the Quick Access Toolbar

The purpose of the Quick Access Toolbar is to provide
easy access to the commands you use most frequently. If
the Quick Access Toolbar doesn’t contain enough of your
frequently used commands, you can customize it by
adding or deleting its buttons.

1. Click the Office Button and click PowerPoint
Options.

The PowerPoint Options dialog box appears.

2. Click the Customize tab.

This tab displays options for customizing the Quick
Access Toolbar. The left side displays commands you
can add to the Quick Access Toolbar. The right side
displays commands that appear there.

3. Click the Choose commands from list arrow and
select the group of commands you want to view.

Each group has a different set of commands to
display. Some commands appear in several groups.
Once the command you want to add to the Quick
Access Toolbar appears, you can add it to the toolbar.

4. Select the command you want to add to the Quick
Access Toolbar.

5. Click the Add button.

The command is added to the list of commands in the
Quick Access Toolbar.

@ Tip: Arrange the order in which the commands on
the Quick Access Toolbar are displayed by
clicking the Move Up and Move Down buttons to
the right of the column.

@ Tip: Click the Reset button to return the Quick
Access Toolbar to its default commands.

@ Tip: Select a command in the Quick Access
Toolbar column and click the Remove button to
remove it from the Quick Access Toolbar.

6. Click OK.

The new commands are displayed on the Quick
Access Toolbar.

[ Exercise
« Exercise File: None required.

¢ Exercise: Add the New command from the Office Menu
group to the Quick Access Toolbar. Move the Quick Access
Toolbar below the Ribbon, then move it back above the
Ribbon.

Use the Move Up or Move Down buttons to change the
order of the commands on the Quick Access Toolbar.

PowerPoint Options [E2RE 5=

@ Customize the Quick Access Toolbar.

Choose comman: ds from: : Customize Quick Access Toolbar: :

s
e Office Menu [~] For all documents (defaulti [
Advance, d
U3 E-mailas POF Attachment .
[ customiz | o i save
i E-mail as XPS Attachment ¥ Undo »
Addns 3 Redo
Trust Cente Q' Hew.. L
Resource 2 Inspect Docu 2 E : =
nterne T
Manage Credentials [ Remove |
(&P Mark as Final
J Mew..
[ Open
Package for CD
3] Powerpoint 97-2003 Pre.
<] PowerPoint Presentation - Reset

] Show Quick Access Toolbar below the Ribban

b

oK Cancel

Click this option to change the location of the Quick
Access Toolbar.

Figure 16-1: Adding a command to the Quick Access
Toolbar.

Your Organization’s Name Here 179



Advanced Topics

Move the Quick Access Toolbar below the
Ribbon

The Quick Access Toolbar is displayed above the Ribbon

by default, but you can move it below the Ribbon as well.

1. Click the Office Button and click PowerPoint
Options.

The PowerPoint Options dialog box appears.

2. Click the Customize tab.
This tab displays options for customizing the Quick
Access Toolbar.

3. Click the Show Quick Access Toolbar below the
Ribbon check box.

4. Click OK.

The Quick Access Toolbar is shown below the
Ribbon.

Oa\ Hd ?2-0 01 ) ®
| Home Insert Page Layout

B | Kristen ITC ~|16

Paste - a
7 B el abe X, X

Clipboard ™ Font

Figure 16-2: The Quick Access Toolbar above the Ribbon.
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Clipboard Font

" Y-09 3 F

Figure 16-3: The Quick Access Toolbar below the Ribbon.
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Using and Customizing
AutoCorrect

AutoCorrect automatically corrects many common typing
and spelling errors as you type. It is also a great way to
use shorthand for longer words, phrases, or symbols.

AutoCorrect is a feature that is shared across the
Microsoft Office suite—so any additions or changes you
make to AutoCorrect in one program, such as PowerPoint,
will appear in all the Microsoft Office programs, like
Word.

How AutoCorrect works

You may have already noticed that sometimes your typos
are corrected as you enter text in PowerPoint. When you
type an AutoCorrect entry and then press the <Spacebar>,
AutoCorrect replaces that text with the correct text.

For example, AutoCorrect will change the mistyped
words “hte” to “the”, or “adn” to “and”. AutoCorrect also
corrects simple grammar mistakes, such as capitalization
problems. For example, it would change “GQOing” to
“Going” or capitalize the first letter in sentences.

Create an AutoCorrect entry

PowerPoint already has many entries in AutoCorrect, but
you can add your own entries to correct habitual
misspellings, quickly insert a symbol, or insert a
shorthand version of a long phrase that you frequently
use.

1. Click the Office Button and click PowerPoint
Options.

The PowerPoint Options dialog box appears.

2. Click the Proofing tab.

This tab displays options for how PowerPoint
corrects and formats your text.

3. Click the AutoCorrect Options button.

The AutoCorrect dialog box appears with the
AutoCorrect tab in front. You can change how
AutoCorrect works and add, change, or remove the
AutoCorrect entries.

4. Type the word or phrase you want to correct or use as
shorthand in the Replace text box.

This is the text that AutoCorrect will recognize when
you type.

[ Exercise
« Exercise File: None required.

« Exercise: Open a new presentation, and create an
AutoCorrect entry that replaces “ot” with “to”. Try the
AutoCorrect entry with this phrase, “He was going ot the
store.” Close the presentation when you’re finished without
saving any changes.

He was going ot|
Press <Spacebar>

b 4
He was going to |

Figure 16-4: An example of how AutoCorrect works.

AutcCarrect: English (United States)

AutoCorrect | AutoFormat As You Type | Smart Tags |

Show AutoCorrect Options buttons

Correct TWo INitial CApitals
Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days
Correct acddental use of cAPS LOCK key
Replace text as you type
Replace: With:

ot tol

Exceptions...

oppotunities opportunities -
oppotunity opportunity

orginization organization

orginized organized

otehr ather -

e 4

Figure 16-5: The AutoCorrect tab of the AutoCorrect
dialog box.
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5. Type the word or phrase you want to appear in the
With text box.

When the text in the “Replace” text box is typed with
a space, the text in the “With” text box will appear.
6. Click Add.
The entry is added to the AutoCorrect list.
7. Click OK to close the AutoCorrect dialog box. Click
OK to close the PowerPoint Options dialog box.

The dialog boxes close and the entry will now be
available in all PowerPoint documents, and also in all
other Office applications.
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Changing PowerPoint’s [ Exercise
DefaUIt Options » Exercise File: None required.

» Exercise: Explore the tabs in the PowerPoint Options

Microsoft spent a lot of time and research when it decided dialog box.
what the default settings for PowerPoint should be.
However, you may find that the default settings don’t

always fit your own needs. —— -
Thls Iesson ISﬂ't SO mUCh an exerCIse as It IS a reference Foputar j Advanced options for working with PowerPoint. =
on how to customize PowerPoint by changing its default Froofing —
Settings. Save Editing options
Advanced V| When selecting, automatically select entire word
V| Allow text to be dragged and dropped
. . . . Customize )
1. Click the Office Button and click PowerPoint . Magmun number o undos: 20
OptiOﬂS. Trust Center (B e T
. . R Resources | Use smart cutan.d paste
The PowerPoint Options dialog box appears. 7] show Paste Options buttons

2. Click the tabs on the left to view different option

Categoriesl 7] Show shorteut keys in ScreenTips
7| Show vertical ruler
See Table 16_1: Tabs in the POWGI’POInt Options Open all documents using this view | The view saved in the file |z|
Dialog Box for more information on these categories. ST
V| Show menu on right mouse click
. . . i §hnwpopuptoniaar‘
3. Change the options as you see fit. Click OK to 71 Prom.to keep in annaions when exiing

confirm the changes. z

The changes are applied to the PowerPoint program.

Display

Show this number of Recent Documents: |17 = @

V| Show all windows in the Taskbar

V| End with black slide

< .

:
Cona )

Figure 16-6: The Advanced tab of the PowerPoint Options
dialog box.

Table 16-1: Tabs in the PowerPoint Options Dialog Box

Popular

Proofing

Save

Advanced

Customize
Add-Ins

Trust Center

Resources

Change the most commonly modified options in PowerPoint. This includes enabling the Mini toolbar, Live Preview,
and the Developer tab. Also, change the color scheme, control ScreenTips, and change the user name and language
settings.

Change how PowerPoint corrects and formats your text. Change what types of errors PowerPoint flags when
looking for spelling and grammar errors.

Customize how presentations are saved, such as how often AutoRecover saves a presentation and change default file
locations.

Advanced options for working with PowerPoint. Change how PowerPoint works when you edit text; modify how
cut, copy, and paste commands operate; customize tools in the window, such as how it displays screen tips and scroll
bars; adjust how Slide Show view looks and operates; control how the presentation is printed; choose advanced save
options; and control various Web options.

Add commands to the Quick Access Toolbar and change or add keyboard shortcuts for commands in PowerPoint.
View and manage Microsoft Office add-ins, such Acrobat PDFMaker and custom XML data.

Help keep your presentations safe and your computer secure and healthy. Read privacy statements and change Trust
Center Settings to control how PowerPoint works with macros, add-ins, the message bar, trusted publishers and
locations, and more.

Contact Microsoft, find updates and online resources, and maintain the health and reliability of your Microsoft
Office programs.
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Converting an Older
Presentation to PowerPoint
2007

If you’ve got a bunch of old PowerPoint 97-2003
presentations that you’d like to revamp using PowerPoint

2007, you can convert them into PowerPoint 2007 format.

Converting saves the presentation as a PowerPoint 2007
file (.pptx).

Before you begin, however, it is important to note that
some features from earlier versions of PowerPoint are not
supported in PowerPoint 2007. Data associated with the
following features will be lost when converted to Office
2007 format:

e Presentation Broadcast
e  Microsoft Script Editor
e Publish and Subscribe

e Send for Review

1. InPowerPoint 2007, open the presentation that you
want to convert.

2. Click the Office Button and select Convert.

A dialog box appears, as shown in Figure 16-8.

3. Click OK.
PowerPoint converts the presentation to 2007 format.
@ Tips

v" When you convert a file, the original file is
overwritten. If you ever intend on using the original
file again, you’ll need to save a copy of it in its
original file format before converting.

[ Exercise
¢ Exercise File: Cholesterol.ppt

e Exercise: Convert the Cholesterol.ppt file to PowerPoint
2007 format.

‘,»"‘.',\\ H9-0)+ [hu\erteré[(umpat\hmtyMDdE])MlUDsuftPDwErant (= [ ]
a =
Home nsert Design Anim how Review View 7]
2| o = ‘ =]l | [ & & -|a
Sl By (B 7 U 8| = -4 =
Paste =

New S Shapes Arrange Quick | Editing
F || stide- K ||| A - Aac||AT A2 || | - - Siyles~ = S
Clipboard & Slides Font Paragraph Drawing

Women and Cholesteraol
What You Need to Know

Slidel of8  “Default Design”

Figure 16-7: When a presentation created in an earlier
version of PowerPoint is opened in PowerPoint 2007, it is
opened in Compatibility Mode. To enable all features of
PowerPoint 2007, you'll need to convert it to PowerPoint
2007 format.

Microsoft Office PowerPaint @Iﬂ_hJ

This action will convert the document to the newest format.

Converting allows you to use all the new features of PowerPoint and reduces
the size of your file, This document will be replaced by the converted version.

[] Do not ask me again about converting documents:

Coc ] (o]

Figure 16-8: Click OK to convert the presentation.
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Recovering Your
Presentations

Computers don’t always work the way they’re supposed
to. Nothing is more frustrating than when a program, for
no apparent reason, decides to take a quick nap, locks up,
and stops responding to your commands—especially if
you lose the precious presentation that you’re working on!

Fortunately, Microsoft realizes that people might want to
recover their work when Microsoft PowerPoint locks up
or stops responding. If PowerPoint 2007 encounters a
problem and stops responding, you can restart the
program or your computer and try to recover your lost
presentations. Sometimes PowerPoint will display a
dialog box similar to the one shown in Figure 16-9 and
automatically restart itself.

Understand how AutoRecover works

If AutoRecover is enabled in PowerPoint, you don’t have
to do anything to make it work. When PowerPoint
suddenly crashes, PowerPoint will automatically restart
and return—as best it can—to the state that the program
was in before the crash. For example, if you had several
presentations open, PowerPoint would reopen all the
presentations to the same window size and status.

1. Restart Microsoft PowerPoint (if it doesn’t restart by
itself).

In the majority of cases, PowerPoint will restart on its
own.

2. Select the best recovered document in the Document
Recovery task pane.

Sometimes PowerPoint will display several recovered
presentations in the Document Recovery task pane,
such as the original presentation that was based on
the last manual save, and a recovered presentation
that was automatically saved during an AutoRecover
save process. You can view the status of any
recovered presentation by simply pointing at the
recovered presentation for a second or two.

3. Click Close to close the task pane.

You can resume working with the presentation(s).

[ Exercise
« Exercise File: None required.

e Exercise: Understand how AutoRecover works. Change
the AutoRecover save interval to 8 minutes.

z(,;? Microsoft Windows &J

Microsoft Office Word has stopped working

Windows Is checking for a solution to the problem...

Cancel

Figure 16-9: Most of the time a dialog box similar to this
one will appear before PowerPoint crashes.

(Oa)) 1 e Presentationl - Microsoft PowerPoint =R _X
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Document Recovery [SV'éj 504 031020110 101121314

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

Available files

IeIJ Tourism Assessment.pp
Version created last time
12:23 PM Tuesday, July| ™

I

This is the original du(umint"

(@) Which file do T want to save?

‘ Click to add notes

IEEE e

Click to add title

P30 2010001 11213

Slide1 of 1 “Office Theme"

e

Figure 16-10: The Document Recovery task pane
appears when PowerPoint reappears after closing
abnormally.

Table 16-2: Status Indicators in the Document
Recovery Task Pane

Original Original file based on last manual save.

AutoSaved  File recovered during recovery process or file
saved during an AutoRecover save process.

Repaired PowerPoint encountered problems while
recovering the presentation and has attempted

to repair them.
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Change AutoRecovery settings

You can further protect your work by using the
AutoRecover feature to periodically save a temporary
copy of the presentation you're working on. To recover
your work after a power failure or similar problem, you
must have turned on the AutoRecover feature before the
problem occurred. You can set the AutoRecover save
interval to occur more frequently than every 10 minutes
(the default setting). For example, if you set it to save
every 5 minutes, you'll recover more information than if
you set it to save every 10 minutes. Here’s how to change
the AutoRecover save interval...

1. Click the Office Button and click PowerPoint
Options.

The PowerPoint Options dialog box appears.

2. Click the Save tab.

Options for how to customize save settings appear.

3. Ensure that the Save AutoRecover information
every check box is checked and specify the desired
interval, in minutes, in the minutes box.

You can’t specify the interval if the check box is not
selected.

4. Click OK when you’re finished.

Now PowerPoint will automatically save a copy of
your presentations at regular intervals as you work on
them.

@ Tips

v" Even with PowerPoint’s document recovery features,
the best way to ensure that you don’t lose much
information if your computer freezes up is to save
your work regularly.

PowerPoint Options [0 ot

Popular
P H Customize how documents are saved.

Froafing

Save | Save presentations

Advanced Save files in this format: | PowerPaint Presentation E
Customize Save AutoRecover informatian every (10 4| minutes

Add-ns Default file location: | C:\Users\krogers\Documents,

Trust Center Offline editing options for document management server files

Resources Save checked-out files to:
@ The sever drafts Jocation on this computer
*) The web server

Seryer drafts location: | C\Users\krogers\Documents\SharePoint Drafts\ Browse...

Preserve fidelity when sharing this presentation:

Figure 16-11: The AutoRecover options are located on the
Save tab of the PowerPoint Options dialog box.
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Using Microsoft Office
Diagnostics

It’s a sad fact of life. The more complicated programs get,
the less stable they seem to be. Programs sometimes
become corrupted and have to be reinstalled in order to
make them work correctly again. Fortunately, Microsoft
has made this process relatively painless with the Office
Diagnostics feature. Diagnostics runs a series of tests that
can help you discover why your computer is not working
properly. The results of these tests might solve some
problems directly and identify other ways you can solve
problems.

Should your installation of Microsoft PowerPoint become
corrupted or buggy, this lesson explains how you can use
Office Diagnostics to fix the problem.

1. Click the Office Button and select PowerPoint
Options.

The PowerPoint Options dialog box appears.

2. Click the Resources tab.

A slew of resources you can use to assist with
Microsoft Office programs are displayed.

3. Click Diagnose.

The Microsoft Office dialog box appears with
information about running diagnostic tests on your
computer.

4. Click Continue.

The next screen for diagnostics appears.

5. Click Start Diagnostics.

A thorough inspection of your Office programs is
undergone, and any required fixes are performed.

Other Ways to Run Office Diagnostics:

Click the Start button and select All Programs
— Microsoft Office — Microsoft Office Tools
— Microsoft Office Diagnostics from the menu.

@ Tips

v In earlier versions of Office, this feature was called
Detect and Repair. This new tool provides more
comprehensive testing and repair capabilities.

[ Exercise
« Exercise File: None required.

« Exercise: Run Office Diagnostics to see if there are any
problems with Microsoft Office on your computer.

PowerPoint Options [ 9 it
Popular [l Contact Micrasoft, find online resources, and maintain health and reliability of
LY your Microsoft Office programs.
Froafing
Save get updates Check for Updates
Advanced Get the latest updates available for Microsoft Office.
Customize run Microsoft Office Diagnostics Diagnose
addns Diagnose and repair problems with your Microsoft Office programs.
Trust Center contact us Lontact Us

Resources | Let us know if you need help, or how we can make Microsoft Office better,

Activate

activate Microsoft Office

Activation is required to continue using all the features in this product.

go to Microsoft Office Online Go Online

Get free product updates, help, and online services at Microsoft Office Online.

about Microsoft Office PowerPoint 2007 About
Microsoft® Office PowerPoint® 2007 (12.04518.1014) MSO [12.0,6017.5000)

Figure 16-12: The Resources tab of the PowerPoint
Options dialog box. Office Diagnostics replaces the Detect
and Repair feature found in PowerPoint 2003.

[ Microsoft Office Diagnostics

Is Microsoft Office having problems?

Running Office Diagnostics may help.

Office Diagnostics can help to identify problems and may be able to repair your
installation of Office. Diagnostics can take up to 15 minutes to run and may connect to
Microsoft's servers. Click Continue to get started.

I Caontinue ] | Cancel

Figure 16-13: The first screen of the Microsoft Office
Diagnostics tool.
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Viewing Document Properties
and Finding a File

View document properties

Document properties are bits of information that describe
and identify a presentation. This information includes the
title, author name, subject, and keywords in the
presentation. You can also add your own tags to properties
to help organize and identify the presentation later.

1. Click the Office Button and select Prepare —
Properties from the menu.

The Document Information Panel appears with the
presentation’s standard properties displayed. You can
add your own keywords to the Keywords text box to
make it easy to search for the presentation.

@ Tip: Change a property by changing the text in its
text box.

You can also view more advanced properties.

2. Click the Document Properties list arrow in the
upper-left corner of the Document Information Panel
and select Advanced Properties.

The Properties dialog box appears. Use these tabs to
view and change more document properties.

3. Make any changes as necessary, and click OK when
you’re finished.

The Properties dialog box closes.

4. Click the Close button in the Document Information
Panel.

The Document Information Panel closes.

Find a file

It is just as easy to misplace and lose a file in your
computer as it is to misplace your car keys—maybe
easier! Luckily, Windows comes with a great search
feature that can track down your lost files. Search can
look for a file, even if you can’t remember its exact name
or location.

1. Click the Start button and type what you want to
search for.

Instant Search looks for file names, file contents, and
file keywords that match the text you are searching
for and displays the results in the Start menu.

[ Exercise
¢ Exercise File: Tourism Assessment.pptx

e Exercise: View the Tourism Assessment.pptx document
properties and add “Management” to the Subject property.
Then search for “tourism” (a keyword for the Tourism
Assessment.pptx presentation) in the Search box under the
Start button.

Click the Document Properties list arrow to
view more advanced document properties.
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Figure 16-14: The Document Information Panel appears
between the Ribbon and the presentation.
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Figure 16-15: Search results from the Search box in the
Start menu.
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2. Click the file that matches your search.

The selected file appears.
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Microsoft Office PowerPoint 2007
Review

Quiz Questions

1. PowerPoint automatically opens with Windows. (True or False?)

2. Which of the following is NOT a new feature in PowerPoint 20077
A. SmartArt
B. Microsoft Online help
C. New user interface
D. Live Preview

3. What is the Ribbon?
A. Asstring of code that enables XML compatibility.
B. The path name that refers to where a command is located in the program.
C. Another name for the title bar.
D. The command center that replaces menus and toolbars of previous versions.

4. The Ribbon can be hidden so that only tab names appear. (True or False?)

5. The Office Button contains basic file commands. (True or False?)

6. What is the Quick Access Toolbar?
A. There are no toolbars in PowerPoint 2007.
B. The toolbar that appears when you select text.
C. A customizable toolbar of common commands that appears above or below the Ribbon.
D. An extension of the Windows taskbar.

7. Which of the following is NOT a common keystroke shortcut in PowerPoint?
A. <Ctrl> + <Alt> + <Delete>
B. <Ctrl> + <S>
C. <Ctrl> + <O>
D. <Ctrl> + <Home>

8. Contextual menus are only available when text is selected. (True or False?)

9.  What is the Mini Toolbar?
A. Another name for the Quick Access Toolbar.
B. A toolbar of common formatting commands that appears whenever text is selected.
C. The name of the toolbar in the Help window.
D. There are no toolbars in PowerPoint 2007.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

What key can you press to get help in PowerPoint 2007?
A. <Esc>
B. <Ctrl> + <H>
C. <F1>
D. <F11>

Which of the following are ways to exit PowerPoint 20077 (Select all that apply.)
A. Click the Office Button and click Exit PowerPoint.
B. Click the Office Button and click Close PowerPoint.
C. If only one presentation is open, click the Close button on the title bar.
D. Click the Close button on the Quick Access Toolbar.

Ablank presentation appears automatically whenever you open PowerPoint. (True or False?)

What is the keystroke shortcut for inserting a new slide?
A. <Ctrl> + <N>
B. <Ctrl> + <M>
C. <Ctrl> + <S>
D. <Ctrl> + <v>

You cannot change the layout of a slide. (True or False?)

To open a presentation, click the Office Button and select
A. Open
B. Find
C. New
D. Search

What is the navigation keystroke for jumping to the beginning of a presentation?
A. <Ctrl> + <M>
B. <Ctrl> +<End>
C. <Ctrl> + <Up>
D. <Ctrl> + <Home>

You can undo multiple actions in PowerPoint. (True or False?)
When you save a presentation under a different file name, the original presentation is deleted. (True or False?)

allows you to preview how your presentation will look when printed.
A. Quick Print
B. Print Layout
C. Print Preview
D. Print View

Which of the following is NOT a way to print a presentation?
A. Press <Ctrl> + <P>,
B. Press <Ctrl> + <S>,
C. Click the Quick Print button on the Quick Access Toolbar.
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D. Click the Office Button and select Print.

21. Which of the following keystroke shortcuts closes a presentation?
A. <Ctrl> + <N>
B. <Ctrl> + <P>
C. <Ctrl> + <O>
D. <Ctrl> + <W>

22. Placeholders grow and shrink to accommodate any text that you enter. (True or False?)

23. How do you insert text in a text box?
A. Click the Insert tab on the Ribbon and click the Insert Text button.
B. Click in the text box and start typing.
C. Right-click the text box and select Insert Text from the contextual menu.
D. None of the above.

24. Once a block of text is selected, you can replace the selected text with new text by:
A. Simply typing the new text.
B. Clicking the Office Button and selecting Insert Text from the menu.
C. Clicking the Replace button on the Ribbon.
D. You can’t replace selected text with new text.

25.  What is the keystroke shortcut for pasting text?
A. <Ctrl> + <C>
B. <Ctrl> + <P>
C. <Ctrl> + <X>
D. <Ctrl> + <V>

26. How do you paste an item from the Office Clipboard?
A. Click the Paste Special button on the Ribbon.
B. In the Clipboard task pane, click the item that you want to paste.
C. Select the item that you want to paste from the Clipboard group.
D. Click the View tab on the Ribbon and select the item that you want to paste.

27. The Office Clipboard collects up to 24 cut or copied items, even if the Clipboard is not displayed. (True or False?)

28.  To copy text, which key do you hold down while clicking and dragging?
A. <Shift>
B. <Alt>
C. <Ctrl>
D. You can’t copy text using the mouse.

29. Clicking and dragging requires some dexterity with the mouse. (True or False?)
30.  PowerPoint underlines spelling errors in blue. (True or False?)

31. What should you do if a word is marked as misspelled, but it is actually correct?
A. Click Change.
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32.

33.

34.

35.

36.

37.

38.

39.

40.

41.

42.

43.

44,

B. Click Correct.
C. Click Correct All.
D. Click Add.

What is the keystroke shortcut for finding text?
A. <Ctrl> + <H>
B. <Ctrl> + <F>
C. <F7>
D. There isn’t a keystroke shortcut for this comand

PowerPoint’s Replace command finds text and replaces it with text that you specify. (True or False?)

How do you insert a symbol onto a slide?
A. Click the Insert tab on the Ribbon and click the Symbol button in the Text group.
B. Press <Ctrl> + <Shift> + <S>
C. Click the Copyright button on the Mini Toolbar.
D. PowerPoint cannot display symbols.

What is NOT a procedure for changing font type?
A. Click the Font list arrow in the Font group on the Home tab and select a font from the list.
B. Click the Font button on the Formatting tab and select the desired font.
C. Click the Font list arrow on the Mini Toolbar and select a font from the list.
D. Open the Font dialog box and select a font from the Font list.

How is font size measured?
A. Inches
B. Spikes
C. Pixels
D. Points or pt.

The Font Color list displays colors that coordinate with the document theme. (True or False?)

You can apply bold formatting to text by pressing <Ctrl> + <D>. (True or False?)

The commands on the Ribbon and the commands in the Font dialog box are exactly the same. (True or False?)

To copy and apply formatting more than once, single-click the Format Painter button. (True or False?)

You cannot modify WordArt once it has been inserted. (True or False?)

You can access all of PowerPoint’s views using the buttons on the status bar. (True or False?)

Use the Zoom slider to refit a slide to the program window. (True or False?)

Promoting a paragraph moves it down one level in the outline, or increases its indent level. (True or False?)
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45. The Outline pane appears in view.
A. Slide Sorter
B. Slide Show
C. Normal
D. Notes Page

46. Which command shrinks the presentation to a button on the Windows taskbar?
A. Minimize
B. Maximize
C. Restore
D. Shrink

47. When you create a new presentation window, you create a copy of the presentation. (True or False?)

48. How do you switch between multiple presentations?
A. You can only open one presentation at a time in Microsoft PowerPoint.
B. Hook up another monitor to your computer.
C. Click the Switch Windows button on the View tab and select the presentation you want to switch to.
D. Right-click the Windows taskbar and select Arrange All.

49.  Only one presentation can be active at a time. (True or False?)

50. You can modify a document theme in which of the following ways?
A. Apply a new theme effect.
B. Change theme colors.
C. Choose a new theme font.
D. All of the above.

51. You can only use one document theme in a presentation. (True or False?)
52. The easiest way to apply a background to a presentation is to format your own background. (True or False?)

53. If your presentation contains many slides, you should:
A. Delete slides so that there aren’t as many.
B. Use the Slides tab to rearrange them.
C. Organize them into groups.
D. Use Slide Sorter view to rearrange them.

54. By default, you can only insert a header on handouts or notes page printouts. (True or False?)

55.  The Slide Master controls:
A. Background color.
B. Font type and style.
C. Any recurring text or pictures.
D. All aspects of a slide’s appearance.

56. Almost all slide layouts contain a bulleted list placeholder by default. (True or False?)
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58.

59.

60.

61.

62.

63.

64.

65.

Which of the following is NOT an alignment option in Microsoft PowerPoint?
A. Right
B. Left
C. Corner
D. Center

Which of the following statements is NOT true?
A. PowerPoint has tab stops set at every half-inch by default.
B. You can cycle through the types of tab stops by clicking the tab selector on the ruler.
C. You can add a tab stop simply by clicking on the ruler.
D. Indenting a paragraph sets it apart from other paragraphs and helps to organize a slide.

The default orientation for slides is Landscape.

Which of the following is NOT a slide size?
A.35mm
B. Rectangular
C. Overhead
D. Custom

Which tab on the Ribbon is the Clip Art button located?
A. lllustration
B. Insert
C. Design
D. Home

Whenever a picture or graphics file has been inserted, the contextual tab appears on the Ribbon by default.
A. Insert
B. Graphics
C. Format
D. Picture

The cropping tool is NOT useful in which of the following situations:
A. When you want to change the color of a picture or graphic.
B. When you only want to include a portion of a graphic—for example, a person’s face instead of their entire body.
C. When you want to trim the edges of a picture.
D. When you want to remove a portion of a picture or graphic.

What is the adjustment handle used for?
A. To adjust the size of the shape.
B. To move the shape to a new location.
C. To adjust the color of the shape.
D. To adjust a shape’s most prominent feature, such as the point of an arrow or the spikes on a star.

In PowerPoint, what does the term weight mean?
A. The color of a line.
B. The thickness of a line.
C. The style of a line.
D. How heavy your computer is.
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66. Avisual style is a set of different formatting commands that can be applied to a shape in one single step. (True or
False?)

67. What happens if you hold down the <Shift> key as you click and drag an object’s sizing handles?
A. PowerPoint copies the object.
B. PowerPoint changes the color of the object.
C. PowerPoint moves the object.
D. PowerPoint maintains the objects proportions as it resizes the object.

68. Holding down the <Ctrl> key as you click and drag an object copies the object. (True or False?)
69. Drawing guides can be moved around to help you position objects on a slide. (True or False?)

70. To position objects on your slides with more precision:
A. Turn off the Snap to Grid feature.
B. Turn on the Snap to Grid feature.
C. Press and hold down the <Shift> key as you position the objects.
D. Use a ruler.

71.  Which of the following is NOT a type of special effect in PowerPoint 2007?
A. Reflection
B. Glow
C. Morph
D. Bevel

72. Which of the following is the correct way to select more than one object on a slide?
A. Click the Format contextual tab on the Ribbon and click the Select Object button in the Arrange group.
B. Hold down the <Ctrl> key as you click each object.
C. Hold down the <Shift> key as you click each object.
D. You can only select one object at a time in PowerPoint 2007.

73.  You cannot make changes to an individual object when it is grouped. (True or False?)
74. The Align command spaces out selected objects equally. (True or False?)

75. To rotate an object with greater precision, use the:
A. Ribbon
B. Size and Position dialog box
C. rotation handle
D. contextual menu

76.  Which of the following is NOT a layering command in PowerPoint 20077
A. Send to Middle
B. Send to Back
C. Bring to Front
D. Bring Forward

77. Tables include
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78.

79.

80.

81.

82.

83.

84.

85.

86.

87.

88.

A. rows

B. columns
C. cells

D. all of these

To move around in a table, press the key.
A. <Ctrl>
B. <Tab>
C. <Enter>
D. <Alt>

Table rows automatically expand to the accommodate any text that you enter. (True or False?)

You can insert a row above, but not below, a row you’ve selected. (True or False?)

Which of the following is NOT a button found in the Merge group on the Layout tab.
A. Split Cells
B. Split Table
C. Merge Table
D. Merge Cells

When you use the Draw Table tool, the mouse pointer changes to a pencil icon. (True or False?)

Avisual style is a set of different formatting commands that can be applied to a table in one single step. (True or
False?)

Which of the following is the correct way to insert a chart?
A. Click the Insert Chart button on the Home tab on the Ribbon.
B. Click the Insert tab on the Ribbon and click the Chart button in the Illustrations group. Select a chart and click
OK.
C. Right-click the slide and select Insert Chart from the contextual menu.
D. Click the Insert tab on the Ribbon and click the Insert button in the Charts group. Select a chart and click OK.

Pressing the Tab key activates the cell to the left of the current cell. (True or False?)

To resize a chart, click anywhere on its frame and drag. (True or False?)

Which of the following is NOT a way to change chart type?
A. Click the Layout tab on the Ribbon and click the Change Chart Type button in the Type group. Select a new chart
type and click OK.
B. Click the Design tab on the Ribbon and click the Change Chart Type button in the Type group. Select a new chart
type, and click OK.
C. Right-click the chart frame and select Change Chart Type from the contextual menu. Select a new chart type and
click OK.
D. None of these are ways to change chart type.

Changing chart type does not alter the chart's data. (True or False?)
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89.

90.

91.

92.

93.

94.

95.

96.

97.

98.

99.

Built-in chart layouts allow you to:
A. Change the type of chart
B. Adjust the color of the chart.
C. Apply a set of different formatting commands in one single step.
D. Adjust the overall layout of a chart with different combinations of titles, objects, and chart orientations.

Which of the following is NOT an example of a label?
A. Titles
B. Legends
C. Data Tables
D. These are all examples of labels

Built-in chart layouts allow you to:
A. Adjust the color of the chart.
B. Adjust the overall layout of a chart with different combinations of titles, objects, and chart orientations.
C. Change the type of chart.
D. Apply a set of different formatting commands in one single step.

Avisual style is a set of different formatting commands that can be applied in a single step. (True or False?)

The SmartArt feature lets you design your own clip art. (True or False?)

You can add text to a SmartArt graphic using the graphic itself or the pane.
A. Task
B. Custom Animation
C. Text
D. Clip Art

In order to create an effective SmartArt graphic, you need to know how to work with its elements. (True or False?)

Changing layouts allows you to:
A. Adjust the overall design of a SmartArt graphic.
B. Apply a set of different formatting commands in one single step.
C. Adjust the color of the SmartArt graphic.
D. Change the file size of the presentation.

You can format converted SmartArt just like you would any other SmartArt graphic. (True or False?)

A transition effect is an animation that occurs when PowerPoint advances from one slide to the next during a slide
show.

A. A set of different formatting commands that can be applied to a slide in a single step.

B. An animation that occurs when PowerPoint advances from one slide to the next during a slide show.

C. Side effects that can occur as a result of creating PowerPoint presentations.

D. A preset visual effect that can be applied to the text or objects on a slide.

You can only apply a transition speed one slide at a time. (True or False?)

100. An animation effect is a preset visual effect that can be applied to the text or objects on a slide. (True or False?)
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101.

102.

103.

104.

105.

106.

107.

108.

109.

110.

111.

The fastest way to apply an animation effect is to:
A. Create a custom animation.
B. Apply a Quick Animation.
C. Apply a standard animation.
D. Think really hard.

You can apply more than one animation effect to an object. (True or False?)

By default, custom animations start:
A. On Click
B. On Time
C. After Previous
D. With Previous

Previewing your transition and animation effects is not important. (True or False?)

The Microsoft Clip Organizer lets you:
A. Search the PowerPoint program for sounds.
B. Search the Microsoft’s online database for sounds.
C. Search your computer for sounds.
D. All of the above.

It’s always a good idea to preview a sound file once it has been inserted. (True or False?)

Music from a CD is not saved with the presentation, so the CD will need to be inserted every time you want to present
the slide show. (True or False?)

You can adjust various movie options using the tab on the Ribbon.
A. Movie
B. Options
C. Animations
D. View

You never want to save the slide timings that are recorded during the narration process. (True or False?)

What is an action button?
A. A button that must be pressed when inserting any kind of multimedia.
B. A type of transition effect.
C. An embedded object on a slide.
D. An object on a slide that performs an action when clicked or pointed to.

Which of the following is NOT an option for a type of slide show?
A. Presented by a speaker: a show that can be advanced manually or automatically.
B. Presented by a corporation: a show that pauses automatically for meetings and announcements.
C. Browsed at a kiosk: a self running show that loops continuously.
D. Browsed by an individual: a show with custom menus and commands for the viewer.
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112. When you set up a show to advance manually, you can use either the mouse or the keyboard to advance slides. (True
or False?)

113. If you mess up or want to restart the timing on a slide, click the button on the Rehearsal toolbar.
A. Next
B. Repeat
C. Pause
D. Slide Time

114. You can see how long the entire presentation will take by checking:
A. Total Time on the Rehearsal toolbar.
B. Slide Time on the Rehearsal toolbar.
C. Full Show Time on the Slide Show toolbar.
D. Any of these will who you how long the entire presentation will take.

115. Hiding a comment is the same thing as deleting a comment. (True or False?)

116. In Slide Show view:
A. Comments will appear as normal.
B. Comments fade to 50% opacity.
C. Comments will not appear.
D. Comments prevent Slide Show view from working.

117. You can display a hidden slide when in Slide Show view. (True or False?)

118. How do you make a change to a presentation that has been marked as final?
A. You must remove the Mark as Final status first.
B. Once a presentation has been marked as final, it is impossible to make a change to it.
C. You can make changes by pressing the Ctrl key.
D. You need to make changes in Slide Sorter view.

119. The fastest way to navigate a slide show is using:
A. The Ribbon.
B. The Office menu.
C. The Pen Tools menu.
D. Keystroke shortcuts.

120. You can pause a slide show by toggling between a white or black screen. (True or False?)
121. Annotations made with the Pen and Highlighter tools are permanent. (True or False?)

122. Which of the following are examples of instances where you’d want to create a presentation that runs by itself?
A. In a booth at a tradeshow.
B. Live in front of an audience.
C. On a community access cable channel.
D. At a kiosk in the mall.
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123. When a presentation is set up using the Browsed at a kiosk show type, the presentation automatically loops. (True or
False?)

124. Presenter view lets you manage your presentation on one computer while your audience views it on another computer.
(True or False?)

125. You have a presentation that needs to be shown to two different audiences. You will need to create two separate
presentation files in order to accomplish this. (True or False?)

126. The Document Inspector checks the presentation for hidden content that you might not want to share publicly. (True or
False?)

127. The Compatibility Checker updates any and all content that is not compatible with earlier versions of PowerPoint.
(True or False?)

128. When it is a good time to use the Archive Package option?
A. Every time a presentation is packaged.
B. Only if the PowerPoint Viewer will be used to view the presentation.
C. Only if you are certain that the PowerPoint Viewer will NOT be used to view the presentation.
D. Only when you are unable to connect to the Internet.

129. If a presentation is packaged onto a CD, the presentation will start automatically whenever the CD is inserted in the
drive.(True or False?)

130. Once a presentation has been saved as a PDF or XPS file, you can view it even without a viewer or reader for those
files.(True or False?)

131. If you would like to display speaker notes on your presentation’s Web page, you should:
A. Click the Office Button and select Speaker Notes Display from the menu.
B. Click the Display Speaker Notes button in the Favorites center.
C. Select the Display Speaker Notes check box in the Publish as Web Page dialog box.
D. Save the speaker notes onto a special Web page.

132. You can assign security settings that require users to enter a password to:
A. Save a presentation.
B. Close a presentation.
C. Open a presentation.
D. Modify a presentation.

133. When a document is saved onto a shared workspace:
A. Coworkers can work on the document and synchronize the results.
B. Coworkers can work on the document but they are not able to share the results.
C. Coworkers can view the document but are not able to make changes.
D. Coworkers can create a SharePoint server that allows administrators to use Word.

134. An embedded object is not saved within the PowerPoint presentation. (True or False?)
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135. Handouts are a great way to supplement a presentation. (True or False?)

136. Which of the following file formats can you import into Microsoft PowerPoint?
A. Microsoft Word (.doc, .docx)
B. Rich Text Format (.rtf)
C. Text file (.txt)
D. All of the above.

137. What is the purpose of the Quick Access Toolbar?
A. To provide a backup in case the Ribbon fails.
B. To make PowerPoint 2007 look more like previous versions.
C. To provide quick access to the commands you use most frequently.
D. To provide Microsoft Access commands in the PowerPoint program.

138. AutoCorrect changes:
A. Spelling errors
B. Grammar errors
C. Capitalization errors
D. All of these.

139. AutoCorrect entries created in PowerPoint will not appear in any other Office programs. (True or False?)

140. Which of the following is NOT a tab in the PowerPoint Options dialog box?
A. Proofing, which changes how PowerPoint corrects your text.
B. Display, which changes how content appears on the screen.
C. Popular, which lists the most commonly modified options in PowerPoint.
D. Trust Center, which changes your privacy options.

141. All features from earlier versions of PowerPoint are supported in PowerPoint 2007. (True or False?)

142. You can see the status of any recovered presentation simply by pointing at it for a moment in the Document Recovery
task pane. (True or False?)

143. You can specify how often a presentation is automatically saved. (True or False?)

144. To start a diagnosis, click the Office Button and select:
A. PowerPoint Options, then click the Resources tab and click Diagnose.
B. Diagnostics, then click Run.
C. Save, then Save After Diagnosis.
D. Properties, then select Office Diagnostics and click Diagnose.

145. Document Properties like subject and category can only be changed by an administrator. (True or False?)

146. If you don’t know the name of a file, you can find it by searching for a file keyword. (True or False?)
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Quiz Answers

1.

2.

10.
11.

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22,
23.
24,

False. You must start PowerPoint in order to begin using it.

B. Microsoft Online help is not a new feature in PowerPoint 2007.

D. The Ribbon is the command center that replaces menus and toolbars of previous versions

True. Double-click the currently displayed tab to hide the Ribbon, then click any tab to view it once again.
True. The Office Button contains basic file commands, similar to the File menu of previous versions.

C. The Quick Access Toolbar is a customizable toolbar of common commands that appears above or below the
Ribbon.

A. <Ctrl> + <Alt> + <Delete> is a Windows command, not a PowerPoint command.
False. Contextual menus are available whenever you right-click something in the program window.
B. The Mini Toolbar is a toolbar of common formatting commands that appears whenever text is selected.

Press <F1> to access help in PowerPoint 2007.

Aand C. To exit PowerPoint 2007, click the Office Button and click Exit PowerPoint, or, if only one presentation is

open, click the Close button on the title bar.
True. A blank presentation appears by default whenever you open the PowerPoint program.

B. Pressing <Ctrl> + <M> inserts a new slide into the presentation.

False. If you don’t like the layout that has been assigned to a slide by default, you can easily apply a different one.

A. Select Open and then navigate to the location where the file you want to open is stored.
D. Pressing <Ctrl> + <Home> will move you to the beginning of the presentation.

True. You can undo up to 100 of your previous actions in PowerPoint.

False. The original presentation remains intact, saved under its original name.

C. Print Preview allows you to preview how your presentation will look when printed.

B. Pressing <Ctrl> + <S> saves a presentation; it doesn’t print it.

D. Pressing <Ctrl> + <W> closes the current presentation.

True. Placeholders resize themselves to accommodate any text that you enter into them.
B. To insert text in a text box, simply click inside the text box and start typing.

A. Simply typing the new text.
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25.
26.
217.

28.
29.
30.
31.

32.
33.

34.

35.
36.
37.
38.
39.
40.
41.
42.
43.

44,

45.
46.

47.

D. You would think <Ctrl> + <P> would paste text, but it’s actually <Ctrl> + <V>.
B. In the Clipboard task pane, click the item that you want to Paste.

False. The Office Clipboard task pane must be displayed in order to collect multiple items. Otherwise, each new cut or
copied item replaces the existing item.

C. Hold down the <Ctrl> key while dragging to copy the selected text.
True. Clicking and dragging requires some dexterity with the mouse, as it can be tricky the first time you try it.
False. PowerPoint underlines spelling errors in red.

D. Click Add to add the word to the dictionary. You can also click Ignore or Ignore All to simply ignore the word and
move on to the next.

B. <Ctrl> + <F> is the keystroke shortcut for finding text.
True. PowerPoint’s Replace command finds text and replaces it with text that you specify.

A. To insert a symbol or special character, click the Insert tab on the Ribbon and click the Symbol button in the Text
group.

B. You cannot change fonts by clicking the Font button on the Formatting tab.

D. Font sizes are measured in points or pt.

True. The Font Color list displays colors that coordinate with the document theme colors.

False. Press <Ctrl> + <B> to apply bold formatting.

False. The Ribbon offers the most common formatting commands; the Font dialog box offers more.
False. Double-click the Format Painter button to apply copied formatting more than once.

False. You can modify WordArt once it has been inserted.

False. Notes Page view must be accessed using the Views tab on the Ribbon.

False. Use the Fit to Window command to refit a slide to the program window.

False. Demoting a paragraph moves it down one level or increases its indent level. Promoting a paragraph moves it up
one level, or decreases its indent level.

C. The Outline pane appears in Normal view.
A. Clicking the Minimize button on the title bar shrinks the presentation to a button on the Windows taskbar.

False. Creating a new presentation window is like opening the presentation in a different view: if a presentation is
open in multiple windows, changes made in any of the windows are applied to the same file.
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49.
50.
51.
52.
53.
54.

55.

56.
S7.
58.
59.
60.
61.
62.

63.
64.

65.
66.
67.
68.
69.

70.

C. Click the Switch Windows button on the View tab and select the presentation you want to switch to. Or, click the
presentation’s button on the Windows taskbar.

True. Even if you have more than one presentation open onscreen, only one presentation can be active at a time.
D. You can mix and match theme colors, theme fonts, and theme effects.

False. You can use more than one document theme in a presentation.

False. The easiest way to apply a background to a presentation is to use one of PowerPoint’s preset backgrounds.
D. If your presentation contains many slides, you should use Slide Sorter view to rearrange them.

True. By default, you can only insert a header on handouts or notes page printouts.

D. The Slide Master controls all aspects of a slide’s appearance, including background color, font type and style, and
any recurring text or pictures.

True. Almost all slide layouts contain a bulleted list placeholder by default, making it easy to create a bulleted list.
C. Corner is NOT an alignment in Microsoft PowerPoint 2007.

A. PowerPoint does have preset tab stops—»but they are set at every inch by default.

True. The default orientation for slides is Landscape.

B. Rectangular is not a slide size.

B. The Clip Art button is located in the Illustrations group on the Insert tab.

C. Whenever a picture or graphic has been inserted into a presentation, the Format contextual tab appears on the
Ribbon under Picture Tools.

A. The cropping tool is not useful when it comes to changing the color of a picture or graphic.

D. An adjustment handle is used to adjust a shape’s most prominent feature, such as the point of an arrow or the spikes
on a star.

B. In PowerPoint, the term weight refers to the thickness of a shape’s outline.

True. A visual style is a set of different formatting commands that can be applied to a shape in one single step.

D. Holding down the <Shift> key as you click and drag an object’s sizing handles maintains the object’s proportions.
True. Holding down the <Ctrl> key as you click and drag an object copies the object.

True. Unlike gridlines, which are stationary, drawing guides can be moved around to help you position objects on a
slide.

A. Turn off the Snap to Grid feature to position the objects on your slides with more precision.
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C. Morph is not a type of special effect in PowerPoint 2007.

C. The correct way to select more than one object on a slide is to hold down the <Shift> key as you click each object.
True. In order to make changes to an object that is part of a group, you need to ungroup the object first.
False. The Distribute command spaces out selected objects equally.

B. To rotate an object with greater precision, use the Size and Position dialog box.

A. Send to Middle is not a layering command in PowerPoint 2007.

D. Tables include rows, columns, and cells.

Use the <Tab> key to move around in a table.

True. Rows in a table automatically expand to accommodate any text that you enter.

False. You can insert a row above or below a row you’ve selected.

C. Merge Table is not a button found in the Merge group on the Layout tab.

True. When you use the Draw Table tool, the mouse pointer changes to a pencil icon.

True. A visual style is a set of different formatting commands that can be applied to a table in one single step.

B. The correct way to insert a chart is to click the Insert tab on the Ribbon, click the Chart button in the Illustrations
group, select a chart from the dialog box and click OK.

False. Pressing the Tab key activates the cell to the right of the current cell.

False. To resize a chart, click and drag one of its sizing handles.

A. The Change Chart Type button is located on the Design tab, not the Layout tab.

True. Changing chart type only changes how data is displayed; it does not alter the data itself.

D. Chart layouts let you change the overall layout of a chart using different combinations of titles, objects and chart
orientations.

D. Titles, legends and data tables are all examples of labels.

B. Chart layouts let you change the overall layout of a chart using different combinations of titles, objects and chart
orientations.

True. A visual style is a set of different formatting commands that can be applied in a single step.
False. The SmartArt feature lets you create and customize designer-quality diagrams.

C. You can add text to a SmartArt graphic using the graphic itself or the Text pane.
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True. In order to create an effective SmartArt graphic, you should know how to add and remove shapes, replace shapes
with different ones, etc.

A. Changing layouts allows you to adjust the overall design of a SmartArt graphic.
True. You can format converted SmartArt just like you would any other SmartArt graphic.

B. A transition effect is an animation that occurs when PowerPoint advances from one slide to the next during a slide
show.

False. You can apply a transition speed to all slides in the presentation by clicking the Apply To All button on the
Ribbon.

True. An animation effect is a preset visual effect that can be applied to the text or objects on a slide.
C. The fastest way to apply an animation effect is to use one of PowerPoint's standard animations.

True. You can apply more than one animation effect to an object; for example, you could have a picture fly in, move
along a motion path, and then fly out

A. By default, custom animations start on click, which means you have to click the mouse each time you want to run
an animation effect during a slide show.

False. You should always preview your transition and animation effects before delivering your presentation in front of
a live audience.

D. The Clip Organizer lets you search your computer, Microsoft Office Online, and PowerPoint’s database for sounds.
True. It is always a good idea to preview a sound file once it has been inserted.

True. Music from a CD is not saved with the presentation, so you’ll need to bring the CD along with you whenever
you deliver the presentation.

B. You can adjust various movie options using the Options tab on the Ribbon under Picture Tools.

False. You will almost always want to save your slide timings so that the slide show is synchronized with your
narration.

D. An action button is an object on a slide that performs an action when clicked or pointed to.

B. There is no option for presenting a slide show by a corporation.

True. When you set up a show to advance manually, you can use either the mouse or the keyboard to advance slides.
B. If you mess up or want to restart the timing on a slide, click the Repeat button on the Rehearsal toolbar.

A. You can see how long the entire presentation will take by checking Total Time on the Rehearsal toolbar.

False. Hiding a comment does not delete it, only hides it from view temporarily.

C. In Slide Show view, comments will not appear.
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True. You can display a hidden slide when in Slide Show view.
A. To make a change to a presentation that has been marked as final, you must first remove the Mark as Final status.
D. The fastest way to navigate a slide show is using keystroke shortcuts.

True. You can pause a slide show; for example, during a question and answer session; by toggling between a white or
black screen.

False. You can erase annotations immediately after you make them, or discard them when you exit Slide Show view.
A, C and D. These are all examples of instances where you would want to create a presentation that runs by itself.
True. The Browsed at a kiosk show type loops the presentation so that it restarts when it reaches the last slide.

True. Presenter view lets you manage your presentation on one monitor while your audience views it on another.
False. You can use the Custom Show feature to create several similar slide shows within a single presentation.

True. The Document Inspector inspects your document for hidden metadata, personal information, and other types of
content that you might not want to share publicly.

False. The Compatibility Checker informs you of which features may be lost or degraded when you save or open the
presentation in an earlier version of Power Point; it does not update or change content for you.

C. The Archive Package option should only be used if you are certain that the PowerPoint Viewer will NOT be used to
view the presentation.

True. If a presentation is packaged onto a CD, the presentation will start automatically whenever the CD is inserted in
the drive.

False. You must download a special viewer or reader to view presentations saved as PDF or XPS files.

C. To display speaker notes on your presentation’s Web page, select the Display Speaker Notes check box in the
Publish as Web Page dialog box.

C and D. You can assign security settings that require users to enter a password to open and/or modify a presentation.

A. When a document is saved onto a shared workspace, coworkers can work on the document and synchronize the
results.

False. An embedded object is saved within the PowerPoint presentation. A linked object is not saved within the
presentation but rather contains information on where to find the source data file.

True. Presentation handouts are a great way to supplement a presentation.

D. You can import content from any program that supports the use of heading styles, or files saved in Microsoft Word,
Rich Text, or Text file format.

C. The purpose of the Quick Access Toolbar is to provide quick access to the commands you use most often.
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138. D. AutoCorrect changes spelling errors, grammar errors, and capitalization errors.
139. False. AutoCorrect entries created in PowerPoint will appear in all other Office programs.
140. B. There is no Display tab in the PowerPoint Options dialog box.

141. False. Some features from earlier versions of PowerPoint are not supported in PowerPoint 2007, such as the
Presentation Broadcast feature.

142. True. You can see the status of any recovered presentation simply by pointing at it in the Document Recovery task
pane.

143. True. You can specify how often a presentation is automatically saved.

144. A. To start a diagnosis, click the Office Button and select PowerPoint Options, then click the Resources tab and click
Diagnose.

145, False. You can change a property by changing the text in its text box.

146. True. If you don’t know the name of a file, you can find it by searching for a file keyword.
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