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Short Introduction
View Modes:

Normal

Slide Sorter
Slide Show
Notes Page

Slide Master and Title Master

Inserting Objects:
Diagrams
Charts

= Tables

Format Options
Slide Design
Slide Layout
Background

Slide Effects

Slide Animation
Slide Transitions

Running your Slideshow:
Colors and Effects
Slide Hiding

Preparing your slideshow for
Packaging

Saving as a Video
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View Mode: Normal
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View Mode: Slide Sorter
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Allows you to organize
your

slides easier.
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Here’s the Shide
Sorter tool m the
Slide View toolbar

This is the
Slide Show

tool

You can move, copy, paste
and delete one or more
slides at the same time.




View Mode: Notes Page

Allows you to write important
notes about every slide.

These notes can be printed for
rehearsal or distribution to
the audience.
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View Mode: Slideshow

- Displays your presentation covering the whole computer
screen

- Can be run from several places:

» View -3 Slide Show
o F5
+ Slide Show —» View Show

» By clicking on the Show Icon located in the bottom, leftmost area in
PowerPoint
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The Slide Master

_ » Slide Master = Slide Template
- - Home Insert Design Animations Slide Show
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Show | Master Master Master
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— o Title Master
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6 View Made: Hotes Pege Open Slide Master view to change

the design and layout of the
master slides.
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- Any change to the slide master

will reflect on all the slides in
your presentation



Inserting Objects

Insert Chart

Insert Table Insert SmartArt Graphic
Ry 4 _—

Insert Picture from File Insert Media Clip
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Insert Clip Art
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Insert Objects: Charts

« Found under Insert = Chart

- Easy alternative to Microsoft
Excel

 Add more elements in the
datasheet or modify existing
elements.
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Insert Objects: Tables

 Found under Insert = Table
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Shapes, Smart Art etc...
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Bending Picture Accent List

IJze to show non-sequential or grouped
blocks of information. The small drcular
shapes are designed to contain pictures,
Warks well for ilustrating both Level 1
and Level 2 text, Maximizes both
harizontal and vertical display space for
shapes,
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Slide Design

Found under: Design

Under the design type you can edit the theme, colors, fonts,
effects and other settings.

The design can be modified in the Slide/Title Master
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Slide Layout
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- Allows you to use a Clickto add title

preset Slide layout | d text « Clickto add text
for easy ordering
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Captian Caption
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Background

Select a background for one

S
-
' ygolid fill

or more slides

- Right click on the slide .
editing area =
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Slide Transitions

 Found under Animations
-> Transition to This Slide

- Allows you to add transition effects between every two slides.

- Optionally, you can set the slide advancement to ‘automatic’ after a
certain time.
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Slide Animation

- Select any object
» Go to “Animations”

o select ‘Custom Animation’

 You can:
= Add an animation
o Edit an animation

= Time and/or reorganize animations
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Hyperlinks

- Right click on the object and select “Hyperlink”
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The Slide Show

« Never put too much text on your slide!
- Careful with the used colors!!
- A picture is worth a thousand words!

Rememberwhen you were young, voushone like the sun.
Shineon youcrazy diamond.

Now theres a look in voureves, likeblack holes in the sky.
Shine on yvoucrazy diamond.

You were caughton the crossfire of childhood and stardom,
blown on the steelbreeze.

Come on vou target for farawaylaughter,

come on you stranger, wu legend, vou martyr, and shine!
You reached for the secret too soon, you cried for the moon.
Shine on yvoucrazy diamond.

Threatened by shadows atnight, and exposed in the light
Shine on youcrazy diamond.

Well vou wore out your welcome with random precision,
rode on the steel breeze.

Come on vou raver, youseer of visions,

come on you painter, youpiper, youprisoner, and shine!

Nobody knows where vouare, how nearor how far.
Shine on youcrazy diamond.

Pile on manymore layers and Il be joining you there.
Shineon youcrazy diamond.

And well bask in the shadowof vesterday's triumph,
=ail on the steel breeze.

Come on vou boy child, you winner and loser,

come on you minerfor truth and delusion, and shine
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The Slide Show

Slide Hiding

Lecture 5-
Home Insert Design Animations Slide Show | Review View
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From From Custom Set Up Hide S
Beginning Current Slide ' Slide Show ~ || Slide Show Slide ¥ Use Rehearsed Timings
Start Slide Show L SetUp
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Packaging

Q New
« The Pack-and-go feature: 7

| E Save As
« Compact format on USB or CD-ROM | -3 o.semoneise

H Save to Office Live
« Include Fonts and Objects n

e

| ‘*]

1 7‘;{ Prepare
g

Print

e Include a standalone viewer

Package for CD F N i

Copy presentations to a €0 that will play on computers
w running Microsaft Windows 2000 or later, even without
PowerPaint.

Hame the CD: | PresentationCh

Files to be copied:

Microsoft Powerpoint.ppt

Lirked fies and the PowerPairt Viewer ary
induded by default. To change this, dick

Copy toFolder... [ Copy to CD ]

5 Options...

| \

»

5.4 Package for CD h\

-

© _ Copythe presentation and media links to a

[ x:l Publish Slides
—__ Save slides to a Slide Library or other
location to reuse later.

ﬁg‘_&j Create Handouts in Microsoft Office Word
_E] Openthe presentation in Word and
prepare custom handout pages.

s Document Management Server
LZ=T" Share the presentation by savingit to a
document management server.

[&>, Create Document Workspace
Create a new site for the presentation and
keep the local copy synchronized,

baa__ folder that can be burnedto 2 CD. o

| &) PowerPoint Options || X Exit PowerPoint ||
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Saving As A Video

« Save As...

« Select “.wmv” as the type

[ PowerPoint Presentation (*.pptx) 1
P S As
i PowerPoint Macro-Enabled Presentation (*.pptrm) ”

PowerPoint 97-2003 Presentation (*.ppt)
(I« Copnrtoun

] KPS Document (*xps)
Organize ~ Me powerPoint Template (*.pot)
PowerPoint Macro-Enabled Temnplate (*.potm)
PowerPoint 97-2003 Template (*.pot)
.~ Libraries Office Theme (*.thmz)

@ Documents | FowerPoint Show (".ppsx]
PowerPoint Macro-Enabled Show (™. ppsm)

@ Music PowerPoint 97-2003 Show (*.pps)
[E5] Pictures PowerPoint Add-In (*.ppam)
E Videos PowerPoint 97-2003 Add-In (*.ppa)

PowerPoint XML Presentation (*.xml)

\Windows Media Video Cowren) |

GIF Graphics Interchange Format (*.gif}

JPEG File Interchange Format (*.jpg)

& Local Disk (S prG Portable Netwgork Gra phicsjlegrmat (*.png)

= RECOVERY (D: TIFF Tag Image File Format (7.tif)

|Device Independent Bitrmap (*.bmp)
<= HP TOOIS [k Windows Metafile (".wmf)
File name: Enhanced Windows Metafile (*.emf)
Cutline/RTF (*.rtf)
Save as type: PowerPoint Picture Presentation (*.ppt)

OpenDocument Presentation (*.odp)
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% Computer

“« Hide Folders




