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Introduction to PowerPoint

Learning Module Objectives

When you have completed this
learning module you will have
seen how to:

Start PowerPoint using the Start Menu

Start PowerPoint using a Desktop Shortcut

Start PowerPoint via Start Menu Office commands
Start PowerPoint and use the AutoContent Wizard

Start PowerPoint and use the Design Template option
Start PowerPoint and use the Blank Presentation option
Start PowerPoint using the Microsoft Office Shortcut Bar
Open a recently used PowerPoint file

Increase the list of recently opened files

Open an existing presentation

Move up one folder level

View a files is different ways

Save a presentation

Close PowerPoint

Exit PowerPoint
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What is PowerPoint 2003?

* On-screen Presentation
* Overhead

Transparencies
+ 35mm Slides
* Notes
* Outlines

e Handouts

e Even Banners of Web
sites!

PowerPoint 2003 - Slide No 2

What is PowerPoint 20037

Background
On-screen
presentations
Overhead
transparencies
35 mm slides
Paper printouts

Handouts

Notes

Outlines

Banners (for
Web sites)

Microsoft PowerPoint 2003 is part of the Microsoft Office 2003 suite of programs.
Its primary function is for producing presentation materials as follows.

You can design, produce and deliver on-screen presentations that include color,
clipart, sound, animation and video clips.

You can print your slides in either portrait or landscape formats for the creation of
overhead transparencies. If you have the correct printer type you can print directly
onto acetates in color.

Should you wish to use 35 mm slides for your presentation formatting and sending
a presentation file to a service bureau can achieve this.

It is possible to print out slides onto paper for review and/or use within discussions.

You can print handouts for delegates that contain reduced size copies of your
slides, with multiple sides per page.

PowerPoint is also able to produce notes pages with one slide per page. These can
be used by speakers to write their presentation or by delegates to record their own
notes.

PowerPoint is able to produce presentation outlines containing as much or
as little information as required. These can be used by the presenter as a
guide/crib sheet.

Used for creating small rectangular banners that can be placed on a Web
site page.
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.'j Microsaft Office Tools

Starting PowerPoint
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Starting PowerPoint

To start
PowerPoint
using the Start
Menu

To start You
PowerPoint
using a Desktop

Shortcut

To start
PowerPoint via
Start Menu
Office
commands

Display the Start Menu and select Microsoft PowerPoint. (This is normally
located in the Programs group).

may have a PowerPoint shortcut installed on your desktop if this is the case:

Double click the PowerPoint shortcut icon.

Display the Start menu and select New Office Document from the Start menu.
Select a Blank Presentation from the General tab and click the OK button.

New Office Document HE
Presentations I Publications I Reports I Spreadsheet ... I Wweb Pages I Office 97 T ... I Business Pl ... I
General | Databases I Design Temp ... I Legal Pleadings I Letters & ... I Memas I COther Documents

= = )
Blank web Page E-mail Blank. i
Document Message Workbook
sy @] =)
.
AutoConkent Blank Blank
Wizard Database Publication

Creates a new, blank presentation

JUNE, pot

Canco
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The opening PowerPoint screen

Mew Presentation

-~ EICIEY

MNew
_1 Blank presentation
&) From design template

@ From AutoContent wizard. ..
QJ From existing presentation...

Phata albun, .

Templates
Search online For:

0@ Templates on Office Online
g_‘] On my computer. ..
[ Onmy Web sites. ..
Recently used templates
Crayons,pot
Proposal. pok
Radial pot
Eislance. pot

* Used to open
an existing
presentation or
to create a new
presentation

PowerPoint 2003 - Slide No 4

Motre Dame University

The Opening PowerPoint Screen

Background

To start
PowerPoint and
use the
AutoContent
Wizard

To start
PowerPoint and
use the Design
Template

To start
PowerPoint with
a Blank
Presentation

This point gives you four options. The first three options can be used when
creating a new presentation. We will look at each of these in turn now and deal

with the fourth at a later stage.

This will aid in the production of your presentation by giving suggestions as to what
the content should be in specific cases such as when producing a training
presentation or a business plan presentation.

Choosing this option will allow you to select one of a number of background
templates on which to produce your presentation.

This option provides you with (as the name suggests) a clean blank slide
on which to produce your own presentation. You will be prompted for the
type of slide layout when you select this option.
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\\

PowerPoint and Microsoft Office

PowerPoint is part of the

Microsoft Office suite
and as such is able to
share information freely
with Word, Excel and
Access

PowerPoint 2003 - Slide No 5
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PowerPoint and Microsoft Office

Background PowerPoint is part of the Microsoft Office suite and as such is able to share
information freely with Word, Excel and Access.

To start Depending on how your copy of PowerPoint has been installed, you may see the

PowerPoint Microsoft Office Shortcut Bar displayed. This is normally displayed along the side

using the of the screen (or maybe across the top or bottom of the screen) and allows you to

Microsoft Office  create or open Microsoft Office documents.
Shortcut Bar
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Slides and Presentations
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Powerpoint and Microsoft Office

PowerPoint is part of the Py T T —|

] ofice
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Microsoft Office suite

and as such is able to
share information freealy
with Word, Excel and
Access
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Slides and Presentations

What is a slide?

What is a
presentation?

The basic building block of any PowerPoint presentation is the slide.

A slide will normally be produced in either Portrait and Landscape layout in any one
of a number of paper formats. Slides can also be formatted for either an “On-
screen” format or a format suitable for the production of 35 mm transparencies. In
addition there is a Banner option for use with Web pages.

Slides can contain titles, body text, drawn objects, charts, objects and
shapes, clipart, movies, sound and items created within other applications.

A series of slides grouped together is referred to as a presentation and all the
individual sides are stored within a single presentation file.
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Opening an

Open

Look in:

=

existing presentation

E
II:[SIides jc:‘@xﬁfvTool_Sv
o4
[ }opaizn.ppt
Preview not avalable,
File name: I j = open -I

Files of bype: IAII PowerPaint Presentations ("‘.ppt;”"pps;"‘.pnt;"“htm;*.\j Cancel

Motre Dame University
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Opening an Existing Presentation

To open a Opening a file, sometimes known as loading a file, is
recently used the process of opening a presentation file within the

File Edit Yiew Insert Format Tools 5l

PowerPoint file  PowerPoint application window . The files are copied Ol tiew... Ctrl+hy
from a disk drive on your system, (or from another disk & gpen... o
drive on a network) into your PCs RAM (Random ] save "
Access Memory). Save fs...

Page Setup...
A list of the four most recently opened files is S print, Tl
displayed under the File menu (the default is four S
files). You can open these files by clicking on them. roperiios

To increasethe e  Open the Tools

1...\5LIDES\Pp20Fall, ppt

2 \...\My First Presentation. ppt

3 D\, \computer-training-present. ..
4. \Ex97-FSLIDES|EX20all PPT

¥

menu and choose Options.

list of rec_ently e Select the General tab.
opened files e Increase the value in the Recently used file list making sure its check box is
selected.

Wigws  @eneral |E|:|it I Print I Save I Speling ar

General options

™ Provide Feedback with sound ko screen elements

W Recently used

File lisk: E entries
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To open an
existing
presentation

Tools to help
you with
opening files

To move up
one folder level

To search the
Web

To delete afile

To create a
new folder

To access
tools for file
and folder
manipulation

Notre Dame University

e  Either click on the Open icon
OR from the File menu choose the Open command
OR press Ctrl+O

e The Open dialog box is displayed. If the file you want to open is contained in
another folder or drive, move to that location using the Look in: list box.

e To open the file you require, click on the file to select it and then click on the

Open button.

You can use the icons across the top of the Open dialog box to help you in locating
and selecting the required file.

<::-|@Kﬁvmnl_sv

Icon Function

tookn: (] Sldes =] Click on the Down arrow to display folders
(directories) and drives.

Click here to move up one level through your folder (directory) tree.
Click here to search the Web.
Click here to delete the selected file (you can also select a file and press

the Delete key).

Click here to create a new folder beneath the level of the selected folder.

EB%.:{@“'

Click here to select different views of your
files and folders. Repeatedly clicking on this ez
icon will cycle through the various views sies | sk

available. Of you click on the drop down
arrow next to the icon to review a list of
selectable views.

Arrange Icons #

- Clicking on this icon will display a range of I—
b tools fogr manipulating files ;ndyfolderg, as Tools - I_
illustrated. dh Find...
b Delete Del
Rename
Prink

Add to Favorites
Map Metwark Drive. ..

Properties
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Saving a presentation

Ctri+S

Save As HE
Save in: ICI Slides j = | @ b ﬁ - Tools »

_lald
&' Ppzofall ppt

File name: >nz0Fall, ppH j EH save I
Save as bype: [Presentation {*.ppt) j Cancel
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Saving a Presentation

To save a .
presentation

Click on the File drop down menu and select Save to see the Save As dialog
box as illustrated above (this assumes that you have not previously saved the
file, in which case the new version of the file will simply overwrite the old
version of the file).

Ensure that you are located in the Folder/Disk drive of your choice by clicking
the arrow to the right of the Save in drop down list box and navigating to your
required location.

Enter the filename in the File name  Filenames cannot include any of the

text box. The file name can be up following characters: forward slash

to 255 characters in length. (/), backslash (\), asterisk (*),
guestion mark (?), quotation mark (*),
greater-than sign (>), less-than sign
(<), pipe symbol (]), colon (:), or
semicolon (;).

Click the Save button to complete the file save process.
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Closing a presentation
and exiting PowerPoint

Microsoft PowerPoint [ X |

Do you want to save the changes you made to Pp20fall.ppt?

Mo | Cancel |

Alt+F4 will exit PowerPoint

PowerPoint 2003 - Slide No 2
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Closing a Presentation and Exiting PowerPoint

To close e Open the File menu and select Close

PowerPoint [ BEIR
or click on the Close Window icon, as =12 x|
illustrated.

Click here

¢ If unsaved changes have been made to your presentation the dialog box
illustrated is displayed, giving you the chance to save the presentation prior to
closing.
Microsoft PowerPoint

& Do wou want o save the changes vou made ko Presentationl?

Mo | Cancel |

e Click Yes to save the presentation before closing
OR click No to close without saving changes
OR click on the Cancel button to cancel the operation.

To exit ¢ Click on the Close icon at the top, right of your PowerPoint application window.
PowerPoint
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Review Questions — How Would You ...

1. Start PowerPoint using the Start Menu?

2. Start PowerPoint via Start Menu Office commands?

3. Start PowerPoint and use the AutoContent Wizard?

4. Start PowerPoint and use the Design Template option?
5. Start PowerPoint and use the Blank Presentation option?
6. Start PowerPoint using the Microsoft Office Shortcut Bar?
7. Open a recently used PowerPoint file?

8. Increase the list of recently opened files?

9. Open an existing presentation?

10. Move up one folder level?

11. See your favorite documents?

12. Select different views of your file and folder listing?

13. Save a presentation?

14. Close PowerPoint?

15. Exit PowerPoint?
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The PowerPoint Screen and Views

Learning Module Objectives

When you have completed this
learning module you will have
seen how to:

Start a new presentation

Open an existing presentation

Save the active presentation

Print a presentation

Spell check a presentation

Cut objects from a presentation

Copy objects from a presentation

Paste objects into a presentation

Copy formats from one object to another
Undo/redo an action

Insert a hyperlink

Display the Web Toolbar

Insert a Word table

Insert a chart

Insert a new slide

Modify the Slide layout

Modify the Slide Design (i.e. using a template)
Select a black and white view of a presentation
Change view size

Open the Office Assistant

Change font face

Change font size

Apply or remove, bold, italic or underlining formatting
Apply a shadow to text

Adjust text alignment

Apply or remove bullets

Change paragraph spacing
Increase/decrease font size

Change paragraph indent

Use Animation Effects
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The Standard Toolbar

~standerd 0B
DSEI SV H BB 0o

==

CHOMm D I AV s

=Gl

Motre Dame University
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The Standard Toolbar

To start a new 0y Will start a new presentation alongside any existing ones.

presentation =

To open an existing = Will open an already existing presentation.

presentation =

To save the active =] Will save the active presentation.

presentation —

To email a presentation Will allow you to email a presentation to anyone connected
= to your network or via the Internet.

To print a presentation = Will print the active presentation.

To spell check a n:/o Will spell check the active presentation.

presentation —

To cut objects from a c'i'E Will cut objects from a presentation to the Clipboard.

presentation — Keyboard shortcut is: Ctrl+X

To copy objects from a Will copy objects from a presentation to the Clipboard.

presentation

Keyboard shortcut is: Ctrl+C

To paste objects into a
presentation

&

Will paste objects from the Clipboard to a presentation.
Keyboard shortcut is: Ctrl+V

To copy formats from
one object to another

4

Will allow you to select the format of an already existing
object and apply it to another object.
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To undo/redo an action

Will allow you to undo an action or redo an action - up to
150 times.

To insert a hyperlink

% Will allow you to insert a hyperlink into your document, which
is useful for directly linking to a Web location.
Keyboard shortcut is: Ctrl+K

To display the Tables
and Borders toolbar

Will toggle the display of an extra toolbar for manipulating
[ 1
tables and borders.

* Tables and Borders

g & JEEE A
Table - i) | El IE =
To insert a table | Displays a drop down, which will allow you to insert a table

into your presentation.

Clil 5 1E%ar

| Zancel

To insert a chart

Will insert a Microsoft Chart into the active slide.

To insert a new slide

Will insert a new slide into the active presentation.
Keyboard shortcut is: Ctrl+M

3

| B

Toggles between showing all the information within a

and white

To "Expand All", i.e. to I=§
show all the = presentation outline and only title details.
information
To show formatting A Toggles between displayed the presentation outline as
= formatted or non-formatted.
To preview in black v Will switch between black and white and color views of the

active presentation.

To change view size

|15DZ "I Zoom Control (10% - 400%).

To open the Office
Assistant

@ Will allow you to get help using the Office Assistant.
Keyboard shortcut: F1
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The Formatting Toolbar

v Formatting x|
Times New Roman «» 24 v‘ B 7 U & ‘% = =

5% Common Tasks v

| Common Tasks ~ ..|
 ——

") New Slide... Chrl+M
©g) Slide Layout...
Apply Design Template. ..

Notre Dame University

Motre Dame University
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The Formatting Toolbar

To change font face |Times New Foman

j Will allow you to change the font of the
selected text.

To change font size 24

Will allow you to change the size of the selected text.

To apply or remove,
bold, italic or
underlining formatting

Will embolden the selected text.

To apply a shadow to
text

Will place a shadow behind the selected text.

To adjust text =
alignment

Will align text to the left, center the text or align text to the
right.

To apply or remove
bullets or numbering

Will turn bullets or numbering, on or off.

To increase/decrease A* A These icons will increase/decrease the font size of the
font size e selected text.

To change paragraph & B Will increase or decrease paragraph indentation, also
indent — referred to as Promote/Demote.

To use Animation = Enables you to add animation effects to your presentation.
Effects -

To access common Cornmon Tasks «

tasks

Displays a drop down list of common tasks, such as New
Slide, Slide Layout and Apply Design Template
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Status Bar
HEOREZE
|

Slide 13 of 104 [ default &g

* The Status Bar provides information about:
— The PowerPoint view you are in

— The slide you are editing

— The design you are using

+ Allows you to change the Template Design and run
the spell checker

Motre Dame University PowerPaoint 2003 - Slide Mo 14

Status Bar

Background The Status Bar located at the bottom of the PowerPoint screen provides you with
information relating to the view you have active.

It also provides you with information as to which slide you are editing and the
design template you are using.

Double clicking on the template name will display a dialog box allowing you to apply
alternative design templates to your presentation, as illustrated. This will be
covered in detail elsewhere.

Apply Design Template

[ Presentation Designs | = ‘ @ X - Tools =

Blends.pot
Blueprint.pot
Bold Stripes pot
[ Business Planner Templates for LK a...
Capsules.pot
] Dad"s Tie.pot
T] Expedition. pot
[] Factory pot
T] JUHK.pot
T Lock And Key pot

Logkin:

[] Marble. pot
I] Mountain,pot
T] Mature pot
T] Metwork Blicz.pat
T] Moteback.pot. =
File pame: |\ j = Aply I
i Files of typei [Desion Templates (* pot) | cancel |

Double clicking on the spelling icon CF 3 will spell check the active area of the
slide that you are working on.
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Normal
QOutline View
Slide View

Slide Sorter View

Slide Show

Motre Dame University

The View Icons

* You can work on your PowerPoint presentation in a
range of different views:

12

=D @

PowerPaoint 2003 - Slide Mo 15

The View Icons

Background

Just above the Status Bar on the left-hand side of the screen you will find the
PowerPoint View icons. These are used to change the view of PowerPoint
presentation that you are working in.

The Views available are:

Normal View
QOuitline View
Slide View

Slide Sorter View
Slide Show View
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Normal View

[E] Microsoit PowerPoint - [Pp20fall. ppt]

| @) gte Ede view Insert Farmat Tooks Side Show Window tielp

|TimestewRomsn =24 =B I U & [E= = |

Al |&-§pmmTad<:-

DR @Y & @

123} Th e Standard Toolbar =
13 @ The Formatting Toolbar

@ HOM o |(1E k5o

-

<)

14 3 status Bar

» The Status Bar provides information ahout:
+ The PowerPomnt view you are in

+ The slide you are editing

Normal View

+ The design you are using

+ allows you to add new slides and adjust the
slide layout

153 The view Icons

+ You can work on your PowerPaint presentation
in any one of four views:

+ Slide View

« Qutline Vigw

+ Slide Sorter YView
« Notes View

ick to add text

« You can also present your slide show on
screen

e Congs Tramm o1

16 [E Normal Yiew <« [Click to add notes
N AT —f
(1= Tl =Rl iz
[ eu.ur.elm default
Shde Show

Motre Dame University
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Normal View

This is probably the view you will spend most of your time in when using

PowerPoint. It is the view most suited to constructing and editing PowerPoint

slides.
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Outline View

PowerPoint - [Pp20iall.ppt]

View Jnsert Fomat Tools S Show Window Help ST

[[imeshenponsn =1z 5|B 2 U 8 [EEB|IEE|A & * |5 comontass- .
DSEa8Y]) had|o: @ BONEMn w - @.

17 [ Outline View

18 2] slide Sorter View

19 ) Notes Page View

20 3 slide Show View J Outline View
— |

21 (&) Review Questions
22 3 using AutoLayout
PowerPoint 2000- Foundation
23 (3 selecting Slide Layouts | L
+ When you add a new slide to a presentation
you are provided with a choice of 24 different
slide layouts
24 3 The Title Slide
25 3 Bulleted List
26 (2 Two Column Text
27 3 Table
28 3 Text and Chart
29 3 Organization Chart
303 chart
31 3 Text and Clipart
32 3 Text and Objects
23 [0 Text and Media Clip
3 O] Review Questions
35 [ wizards for AutaContent and Look
mEogEeg T ¢
[ Side Nates [ defoul o

Motre Dame University

[ P ———

|08 IR

Sl
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Outline View

Background In this view of PowerPoint you work in classic outline view seeing only slide titles
and main points. This view can be useful for putting together your first stage draft
of a presentation (the skeleton layout).
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Slide View

Va
“tnatin Power Paint 26037 starbng PowsrPaint
PP ———
hirodugtion to PowerPoint ;
[ £
8 - e
1 2 3
=
Sliden ang Fresentation 1 Gpaning an s ¢l rting pressntation saving apretsntation
B e
= &
k. S mes——

Motre Dame University

7 8
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Slide View

Background

Displays a picture on the current slide that you are working on.
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Slide Sorter View

1 microsolt PowerPaint - [C13-PewerPolnt 2003.ppt]

IE5] Me £ Yew it Foms Iock dehow Wrdow Heb  Advhe FOF
i 3838 AT kA0 e) Al e o S | e | 6 Tt o oveen, it ke [
|

P
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Pt Byt
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Slide Sorter View

Background

This view enables you to see a large proportion of your presentation displayed as
small representations of each slide. In this view you may copy and move slides to
change the order of your presentation. It is possible to select both individual and
multiple slides for copying and moving.

This is also the view from which you may copy whole slides for pasting into another
application e.g. Word.
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Slide Show View

Introduction to PowerPoint

PowerPoint 2003
PowsrPeint 1003 - Side No 1 //
Motre Dame University PowerPoint 2003 - Slide Mo 20
Slide Show View
Background This view is used to run your PowerPoint presentation as an on-screen show with

all effects, animation and transitions active (which will be covered later).
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Review Questions
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Review Questions — How Would You ...

1. Start a new presentation?

2. Open an existing presentation?

3. Save the active presentation?

4. Print a presentation?

5. Spell check a presentation?

6. Cut objects from a presentation?
7. Copy objects from a presentation?
8. Paste objects into a presentation?
9. Undo/redo an action?

10. Insert a chart?

11. Insert clip art?

12. Insert a new slide?

13. Modify the Slide layout?

14. Change view size?
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15. Open the Office Assistant?
16. Change font face?
17. Change font size?
18. Apply or remove, bold, italic or underlining formatting?
19. Apply a shadow to text?
20. Adjust text alignment?
21. Apply or remove bullets?
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Using AutoLayout

Learning Module Objectives

When you have completed this
learning module you will have
seen how to:

Add a new slide to a presentation

Add a new line/paragraph within a frame

Move from the title text box to other slide text boxes
Enter bulleted text

Indent or demote a bullet

Create a slide containing Two Column Text
Create a slide containing a Table

Create a slide containing a Text and Chart
Create a slide containing an Organization Chart
Create a slide containing a Chart

Create a slide containing Text and Clipart




Using AutoLayout

30

PowerPoint 2003

Notre Dame University

Page”
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Choosing an AutoLayout

« When you add a new slide to a - G -
presentation you are prompted
to select from a range of
different slide layouts, such as a

“Title Page”, or a “Bulleted

=[] show when nsarting new sides

PowerPaoint 2003 - Slide Mo 23

Apply slide layout:
Text Layouts A

Title and 2-Cohumn Text
Content Layouts

=2
i BT 8]
EE)

Text and Content Layouts

Choosing an AutoLayout

Background When creating a new PowerPoint slide you are given the option of selecting a slide
layout from a wide selection of AutoLayout options. Note that you can scroll down
the New Slide dialog box to display more slide layout option.

To add a new New slides can be added to a presentation in a number of ways as described

slideto a below.

presentation

OR press the Ctrl+M key combination

From the Insert drop down menu, select the New Slide command

OR click the New Slide icon on the standard toolbarﬂ.

Following any of the above methods you will be presented with the New Slide
dialog box. A brief description of the selected layout appears at the bottom
right-hand corner of the dialog box.

When you have made your selection pressing Enter or clicking OK will action

The New Slide dialog box is also displayed when you first commence the creation
of a presentation. At this point Title Slide Layout is the default AutoLayout
presented to you. However, when adding a new slide to a presentation the slide
layout offered by default will be the same as the slides currently in use.
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The Title Slide

Click to add title

C||cktoaddsubtme

Motre Dame University PowerPaoint 2003 - Slide Mo 24

The Title Slide

A simple slide layout with text boxes for the inclusion of both a title and subtitle.
Select the Title text box by clicking with the mouse.

To add a new e Press Shift+Enter to add a new line within a slide text box.

line/paragraph e Press Enter to add a new paragraph.
within a text box

To move from Move from the title text box to the subtitle text box using the Ctrl+Enter key
the title text box  combination (or click on the subtitle text box using the mouse)

to another text

box



Using AutoLayout 32
PowerPoint 2003 Notre Dame University

Bulleted List

Click to add title

* Click to add text
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Bulleted List

Two text boxes are available in this slide layout, a title text box, and a bullet text
box. Move from the title to the bullet text box as in the title slide.

This slide layout is generally used by most people as their standard slide as it is
useful for presenting the main points within a presentation.

To enter e Click within the Click to add text section on the slide.
bulleted text e  Enter text for the first bullet point.
e Press Enter to move to the next bullet and enter text.

To indent or To indent or demote a bullet point to the next level down:
demote a bullet
e  Either press the Tab key

e
OR click on the Demote icon on the Format toolbar. J
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/

Two Column Text

Click to add title

* Click to add text

* Click to add text

\ Motre Dame University

PowerPaoint 2003 - Slide Mo 26

Two Column Text

This layout is useful for presenting two sides of an argument with one
column being used to provide the positive side and the other the negative.
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Table

Click to add title

Double click to add table

Motre Dame University PowerPaoint 2003 - Slide Mo 27

Table

This layout is used to produce a slide containing a table. Double clicking on the
Table icon within the slide will display the following dialog box, allowing you to
specify the number of rows and columns.

Inzert Table EH

Mumber of columns:
=

Mumber of rows;

-

Cancel |
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/

Text and Chart

Click to add title

* Click to add text

Double click to add chart

\ Notre Dame University PowerPoint 2003 - Slide Mo 28

Text and Chart

The Text and Chart slide AutoLayout allows for the creation of slides containing a
chart (i.e. a graph) and bulleted text. Clicking on the icon and adjusting a set of
default values produces the chart.
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Organization Chart

Click to add title

=2

Double click to add org chart

\
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Organization Chart

This slide layout allows for the creation of slides containing an
organizational chart. Clicking on the chart icon within the slide produces
the chart.
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/

Chart (i.e. Graphs)

Click to add title

Double click to add chart
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Chart (i.e. Graphs)

This slide layout allows for the creation of slides containing a chart (i.e. a graph).
Clicking on the chart icon produces the chart.
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/

Text and Clipart

Click to add title

* Click to add text

Double click to add
clip art

\ Notre Dame University PowerPoint 2003 - Slide Mo 31

Text and Clipart

Here we have a slide layout that allows for the inclusion of a piece of clipart
alongside a set of bullet points.

Graphical clipart can be used to help make a point, to add humor to a
presentation, to illustrate a topic and to give a presentation some “color”
and “life”.
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Blank
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Blank (slide)

This AutoLayout gives you a blank slide with no pre-formatted text or object areas.
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Review Questions
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Review Questions — How Would You ...

1. Add a new slide to a presentation?

2. Add a new line/paragraph within a text box?

3. Move from the title text box to other slide frames?
4. Enter bulleted text?

5. Indent or demote a bullet?

6. Create a slide containing Two Column Text?

7. Create a slide containing a Table?

8. Create a slide containing a Text and Chart?

9. Create a slide containing an Organization Chart?
10. Create a slide containing a Chart?

11. Create a slide containing Text and Clipart?
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Using the AutoContent Wizard

Learning Module Objectives

When you have completed this e Use the AutoContent Wizard when you open PowerPoint
learning module you will have e Use the AutoContent Wizard if you have already opened
seen how to: PowerPoint

e Select the Presentation Type
o Enter title slide details
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, New Presentation

~

New
— | Blark presentation
{2l From design template
@ From AutoContent wizard, .,
E&] From existing presentation. .
Photo alburn...,

Search online For:

53‘ Templates an Office Online
@ on my cormputer. .
(@l On my Web sites. ..
Recently used templates
Crayons.pok
Proposal. pot
Radial. pot
EBalance, pot

Motre Dame University

Starting the AutoContent Wizard

The AutoContent Wizard gets you started by
providing ideas and an organization For your
presentation.

Office Assistant
Would you like
help with this
feature?
® VYes, please
provide help
® No, don't
rovide help
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Starting the Au

To use the .
AutoContent .
Wizard when
you open .
PowerPoint .
[ ]
To use the .
AutoContent
Wizard if you .
have already o
opened
PowerPoint .
[ ]
[ ]

toContent Wizard

Open Microsoft PowerPoint.
Select AutoContent Wizard from
the PowerPoint dialog box.

Click OK.

The AutoContent Wizard dialog
box is displayed.

Click Next and move to the next
dialog box.

From within PowerPoint open the
File menu.

Select New.

The New Presentation dialog box
is displayed (as right).

Select the General tab.

Double click on the AutoContent
Wizard icon.

Click Next to move to the next
dialog box

éNew Presentation
~ I

New

— | Blank presentation
&) From design template
@ From AutoContent wizard. ..
g_gj From existing presentation...
Fhoto alburn. ..

Templates
Search online For:

3 Templates on Office Online

@ On my computer. ..
[ on my Wweb sites. ..

Recently used templates
Crayons.pok
Proposal pat
Radial. pot
Balance, pot

Hew Presentation

Germed | Dosgn Torgleles | Presentabens
| S toorbert Wizsrd
[y — Freview
Pressesy not yvalsble.
Commmgses =)
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Selecting a Presentation Type
within the AutoContent Wizard

Select the type of presentation you're going to give

Start al |
_ Recommending a Strategy
Presentation type I General Communicating Bad News
Training
Presentation style Corporate Brainstarming Session
—— |Certificate
Presentation options Projects
Sales | Marketing

Firish

i

Carnegie Coach

Einish |

PowerPaoint 2003 - Slide Mo 36

@ Cancel < Back |

Motre Dame University

Selecting a Presentation Type Within the AutoContent Wizard

First you need to
select the type of
presentation that

AutoContent Wizard - [Generic]

Select the bype of presentation you're going to give

you wish to £ E—
rmmending a Strategy
create. If you use ‘ |  cerea Commuricating Bad News
Training
the A”, then yOU resentation sl Corporate Erainskorming Session

Certificate

can use the scroll ‘ T
bar to move down R
the list and then
select the type of
presentation that Add... | Remove |
you are interested
in.

Sales | Marketing

Finish

Carnegie Coach

Cancel | < Back | Mext = | Einish I

NOTE: Many of the options displayed may not be installed on your system and
you may be asked to insert the Microsoft Office installation CD-ROM when you
select some of these AutoContent options.

In this example we have selected the General button, which displays a number
of pre-formatted presentations. In the example illustrated we have then selected
the Generic AutoContent Wizard. Click on the Next button to continue.
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Presentation Type

AutoContent Wizard - [Generic]

What type of output will you use?

Start
] -l _-JL ¥ On-screen presentation
" web presentation
(™ Black and white overheads
" Color overheads
" 35mm slides

Presentation options

Finish
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Presentation Type

The next step is to decide how you will use your presentation once it has been
produced. In this case we have selected On-screen presentation

(g On-screen presentakion
" Weh presentation

" Black and white overheads
£ Color overheads

™ 25mm slides

e Click on the Next button to continue working through the Wizard.
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Presentation Title, Footers,
and Slide Numbers

AutoContent Wizard - [Generic] E1E3

Presentation title:
IMy First Presentation

L_-| Start
[|J Presentation type

Bl Presentation style

Footer: [By David Murray
Presentation options

[V Date last updated

Items to include on each slide:

Finish

IV slide number

@ Cancel I < Back | Next > || Finish I
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Presentation Titles, Footers and Slide Numbers

You can enter a title name for the presentation, details of your name and
organization, plus any additional information that you wish to be recorded.

¢ Click on the Next button to continue working through the Wizard.
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Completing the Wizard

ontent Wizard - [Generic]

EHE
T—I Start E

B Presentation type

B Presentation style

AutoContent Wizard

Bl Presentation options Those are all the answers the wizard needs
] ko create your presentation!
Finish Choose Finish to view the document.

El Cancel

Motre Dame University

< Back | |
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Completing the Wizard

Click Finish to complete the AutoContent Wizard

From this point you need to open each slide and, using the guidelines
supplied, modify the content to meet your requirements and needs.
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The Finished Presentation

osaft PowerPaint - [Presentation1] =121 x]
Eile Edt Wiew [ncert Format Joole Shje Show Window Help

[TmeshewRoman =24 =B 7 U 2 [EEE| - | K W
DEHa 8%

I [E] My First Presentation
David Murr 2y
2 (3D introduction
+ State the purpose of the
digcussion
+ Identify yourself
3 2] Topics of Discussion
+ State the man ideas you'll
be talking about
42 Topic One
+ Details about this topic =
* Supporting infor mation
and examples

» How it relates to your
audience

5 (2 Topic Two
» Detalls about this topic
+ Supporting infor mation
and examples
+ How it relates to your
audience TR0
6 [ Topic Three
+ Details about this topic :
« Supporting nformation =) (Gl focacd notes:
BEO=T |
Siide 1 of 9

‘ﬂ{;ammnud&s'.:
BB Yoo @BEOmaiEA L s =@

My First
Presentation

¥
B Start | | B porppait doc - Micio.. | ¥ Pant Shep Pro - Imag. | E7]Fp20tal ppt |[EjPresentationt [Bey a2 na
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The Finished Presentation

The above title slide was produced using the AutoContent Wizard.
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The Presentation Content

My First

Intoducion ics of INsous s Topic Dne

Topic Two Topic Three

Hext Steps:

PowerPaoint 2003 - Slide Mo 41
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The Presentation Content

The slide above shows the contents of the presentation displayed in Slide Sorter
View. Below is a view (in Slide View) of the opening slide.

My First
Presentation

David Murray

9117739
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Review Questions
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Review Questions — How Would You ...

1. Use the AutoContent Wizard when you open PowerPoint?
2. Use the AutoContent Wizard if you have already opened PowerPoint?
3. Select the Presentation Type?

4, Enter title slide details?
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Creating a Simple Text Slide

Learning Module Objectives

When you have completed this
learning module you will have
seen how to:

Create a new presentation

Select a slide layout

Enter titles and primary bullets

Enter a new line that is not preceded by a bullet point
Increase and decrease the space between lines
Create sub-level bullets

Promote and demote sub-level bullet points
Create a Text Slide in Outline View

Start a New Slide in Outline View

Insert a new slide

Reduce the view of a slide to title only

Expand a collapsed slide

Collapse all slides

Expand all slides

Create a Summary Slide

Toggle “Show Formatting” display
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Creating a New Blank Presentation

: New Presentation v X
Am
New

|_] Blank presentation

&) From design template

iy From AutoContent wizard. ..

i From existing presentation. ..
Photo album. ..

Templates
Search online for:

%3 Templates on Office Onine
@ On my computer, ..
L8 On my Web sites...
Recently used templates
Crayons.pot
Proposal.pot
Radial. pot
Balance. pot

PowerPaoint 2003 - Slide Mo 44

Creating a New Blank Presentation

To createanew e

presentation .
when you start .
PowerPoint

To createanew o

presentation .
once .
PowerPoint is

“up and

running”

Start PowerPoint.
Select Blank Presentation from the dialog box.
Click OK.

Either open the File menu and select New.
Select Blank Presentation from the dialog box.
Click OK.
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e D

Selecting a Slide Layout

i Slide Layout v x
:
Apply slide layout:
Text Layouts A

— 1] | T —
EE
Tithe and 2-Column Text
Content Layouts

=
by

R [EE
[ L

\ Notre Dame University PowerPoint 2003 - Slide Mo 45

Selecting a Slide Layout

To select aslide e From the New Slide dialog box, select the required slide layout. In the
layout example shown the Title Slide layout has been selected.
e Click on the OK button to confirm your slide layout selection.
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Simple Text Slide

-. Click with the Left
mouse button and

Cth 0 add tlﬂe enter slide title

+ Click to add text

Click and type in the information
that will make up your first bullet
point, press Return to enter next
bulleted point

----------------- TIP To insert a space between
bullet points use Shift+Return

PowerPaoint 2003 - Slide Mo 46

Simple Text Slide

To enter title
and primary
bullets

To enter a new
line that is not
preceded by a
bullet point

To create a slide with a title and a set of primary bullet points do the following:

Click on the “Click to add title” section of the slide and enter your slide title.
Click on the “Click to add text” section of the slide and enter the text for the
first bullet point.

Press Enter and type in the information making up the next bullet point.
Continue until you have typed in all your bullet point information (strongly
suggest a maximum of 6 per slide).

At the end of a line, instead of pressing the Enter key, press Shift+Enter.
This will jump the cursor down to the next line without preceding the line by a
bullet point symbol.
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What is
demotion and
promotion of
paragraphs?

To demote
bullets using
the Tab key

To promote sub-
level bullets
using the tab
key

To demote
bullets using
the Demote icon

To promote

bullets using
the Promote
icon

Notre Dame University

Demoting a paragraph means that the paragraph will be indented from the left.
Also the type of bullet symbol used will change. A demoted paragraph can be
promoted at any time, causing the paragraph to move to the left (and again the

bullet symbol will change).

Use demotion and promotion of paragraphs to break

up the appearance of your bullet point and to highlight your main points within a

slide.

e Press the Tab key to create a sub-level bullet
prior to entering bullet text.

Each Tab moves one level down.

« Primary Bullet

* Bullet two
« Bullet 11l

A Simple Slide

— Second Level Bullet
* Third Level Bullet
- Fourth Level Bullet
+ Fifth Level Bullet

e Press the Shift-Tab key to promote sub-level
bullets prior to entering bullet text.

* Primary Bullet

* Primary Bullet

A Simple Slide

— Second Level Bullet
« Third Level Bullet
— Second Level Bullet
« Third Level Bullet
« Third Level Bullet
« Third Level Bullet

e Select bullet points and adjust the levels (individually or by

group) using the Demote icon on the Format toolbar.

e Select the bullet points and adjust the levels (individually or by

group) using the Promote icon on the Format toolbar.

]
|
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To Insert a New Slide

You can insert a new slide at any time
when creating or editing a presentation

PowerPaoint 2003 - Slide Mo 47
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To Insert a New Slide

To insert a new e If you are working in Normal or Slide View and wish to enter a title for a new
slide using the slide, press Ctrl+Enter and you will automatically generate a new slide.
keyboard

To insert a new e Position the cursor within the presentation where you wish to insert the new
slide using the slide and click on the New Slide icon.
mouse
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Deleting and re-ordering slides

* Make sure that you can:
— Select a slide
— Delete a slide
— Re-order the slides within your presentation

within a presentation

PowerPaoint 2003 - Slide Mo 48

Deleting and re-ordering slides within a presentation

To delete a slide

To re-order the
slides within a
presentation

Select the slide icon in Normal View and press the Delete key. The slide icons are
displayed down the left hand side of the screen in Normal and Outlining view

e If necessary display the presentation in Outline or Normal View.
¢ Use the mouse to drag the slide icons up or down the page.

Alternatively display the Outlining toolbar (by clicking on the View drop down menu,
selecting Toolbars, and then selecting Outlining). Use the Move Up or Move
Down icons.

NOTE: If the Move Up or Move Down icons are not active within the Outlining
toolbar, it is most likely because you have not yet selected a slide icon (displayed
down the left hand side of the screen in Normal and Outlining view).

c o |e
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Manipulating slides in Outline View

* Make sure that you know how to:
— Move slides/bullets
— Reduce the view of a slide to title only
— Expand a collapsed slide
— Collapse all slides
— Expand all slides
— Create a Summary Slide
— Toggle 'Show Formatting' display

v Outlining x|

| poommpes
G A ‘ - o

i
-
{
{
i

PowerPaoint 2003 - Slide Mo 49

Motre Dame University

Manipulating Slide Information within Normal and Outline
View

To reduce the e Select the slide by clicking on the Slide Icon. j
display of a slide Click the Collapse icon and the slide view will change to
to title only show only the title with a line underneath to signify that it

has been collapsed.
To expand a e Select the slide you wish to expand by clicking on the Slide ﬂ
collapsed slide Icon

e Click the Expand icon and the slide view will change to
show the full contents of the slide.

To collapse all e Click the Collapse All icon and the outline will change to =
slides show only the slide titles, each with a line underneath to

signify that it has been collapsed.
To expand all Click the Expand All icon and the outline will change to 1=
slides show the full content of each slide. =
To create a To produce a summary of all the slides in a presentation, lT.—;,
Summary Slide make sure that you are in Outline view. Click on the first

slide to select it. Depress the Shift key and click on the

last slide within the presentation. Release the Shift key

and all the slides will remain selected. Click on the

Summary Slide icon and a slide containing summary

information is automatically produced.
To toggle “Show Click the Show Formatting icon to either turn the display Ay

Formatting”
display

of formatting on or off.
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\‘

* In Normal View enter accompanying notes for each
slide in the Notes section

Creating Notes for your Slides

4

Click to add notes

AdE

¥ _ A _=—=m & |

Motre Dame University PowerPaoint 2003 - Slide Mo 50

Creating Notes for your Slides

To create notes e Display your presentation in Normal View and click on the area displaying the
for a page message "Click to add notes".
e Enter the required text.
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Review Questions
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Review Questions — How Would You ...

1. Create a new presentation when you start PowerPoint?
2. Create a new presentation once PowerPoint is “up and running”?
3. Select a slide layout?

4. Enter title and primary bullets?

5. Enter a new line that is not preceded by a bullet point?
6. Increase the space between bullet points?

7. Decrease the space between bullet points?

8. Create sub-level bullets using the Tab key?

9. Promote sub-level bullets using the Tab key?

10. Create sub-level bullets using the Demote icon key?
11. Create sub-level bullets using the Promote icon?

12. Create a Text Slide in Outline View?

13. Switch to Outline View and start a new presentation?
14. Enter slide titles?
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15. Add bullet points?
16. Demote bullet level in Outline view using the Tab key?
17. Demote bullet level in Outline view using the Demote icon key?
18. Start a New Slide in Outline View?
19. Insert a New Slide using the keyboard?
20. Reduce the view of a slide to title only?
21. Collapse a slide?
22. Expand a collapsed slide?
23. Collapse all slides?
24. Expand all slides?
25. Create a Summary Slide?
26. Toggle “Show Formatting” display?

27.

Create slide notes in Normal View?
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Formatting and Proofing Text

Learning Module Objectives

When you have completed this
learning module you will have
seen how to:

Select a word

Select characters using the mouse

Select characters using the Keyboard

Select all text within a text box

Change font or typeface

Change font size

Embolden text

Italicize text

Underline text

Add a shadow to text

Change text color

Adjust text alignment

Adjust paragraph spacing

Format text using the Format drop down menu
Set the default text formatting for all new objects
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Formatting Options

v Formatting

Times New Roman ~ 24 v‘ B 7 U S‘

X

&% Common Tasks v

Motre Dame University
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Formatting Options

Background

Placing text onto a slide as we have seen is a relatively easy thing to do. If you

format slide text it allows you to add impact and “color” to your presentation.

Text formatting can be used to enhance text in a number of ways as follows:

Font or Typeface
Type size

Bold

Italic

Underline

Shadow

Color

Alignment
Paragraph spacing
Bullets

Each of the above options has a different effect on the person viewing the slide. We

will now look at each in turn.
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To format text you should first select

SELECT! then DO!

REMEMBER

the required text

Then apply the formatting

PowerPaoint 2003 - Slide Mo 54

Select Then Do!

To select aword

To select
characters
using the
mouse

To select
characters
using the
Keyboard

To select all text
within a text box

Remember, in PowerPoint as in all Microsoft Windows applications you should first
select the item you wish to adjust and then apply the formatting.

You should note that it is possible to select either single or multiple objects.

Placing the cursor within a word will allow the application of formats to a single
word.

Position the mouse pointer at the point where you wish to start selecting text.
Depress the left mouse button.

Move the mouse in any direction.

When the required text is highlighted, release the mouse button and the text
will remain selected.

While holding down the Shift key select the characters you wish to format with
the up, down, left, and right cursor keys.

If you wish to apply formatting to all text within a text box you need to carry out the
following steps.

Click on atext item within the text box you wish to select. A “gray”
box/frame will appear around the text.

Click on the “gray” box to make it active.

Any formatting now applied will effect all the text within the text box.
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Text Formatting
» Sample text normal
 Sample text Bold
» Sample text Italic
» Sample text Underlined
» Sample text Shadowed
* Sample text Red
» Sample text Bold, Italic, Underlined and Red

Motre Dame University
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Text Formatting

To change font
or typeface

To change font
size

Mouse
Select text to be changed.
Click on the Font drop down arrow.
ITimes New Roman j

Select desired font.

Select text to be changed.
Click on the Size drop down arrow
and select the size you require

24 -

OR click on the Increase or
Decrease Font icons.

A~

Keyboard
Select text to be changed.
Press the Ctrl+Shift+F key
combination.
Press the Down Arrow key.
Select the desired font.
Press Enter.

Select text to be changed.
Press the Ctrl+Shift+P key
combination.

Press the Down Arrow key.
Enter or select the desired size.
Press Enter.
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To format text
as bold

To format text
as italic

To format text
as underlined

To format text
as shadowed

To format text
as with a color

To adjust text
alignment

Mouse
Select text to be changed.
Click on the Bold icon.

B

Select text to be changed.
Click on the Italicize icon.

]

Select text to be changed.
Click on the Underline icon.

U

Select text to be changed.
Click on the Shadow icon.

il

Select text to be changed.

Click on down arrow to the right of
the Font Color icon (located on the
Drawing toolbar).

éH

Select desired color from the Color
Palette displayed.

Select text to be changed.
Click on the appropriate Alignment
icon.

Notre Dame University

Keyboard
Select text to be changed.
Press the Ctrl+B key combination.

Select text to be changed.
Press the Ctrl+l key combination.

Select text to be changed.
Press the Ctrl+U key combination.

Select text to be changed.
Choose one of following:
Ctrl+L - Left
Ctrl+R - Right
Ctrl+E - Center
Ctrl+J — Justify (i.e. align text
on the left and right edges).
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To format text Extra font formatting effects are available within the Format menu. To access the
using the font formatting menu and apply these other formats:
Format drop
down menu e Select text to be changed.
¢ Open the Format menu and select the Font option to display the Font dialog
box.

e Select the appropriate items from those available.

Font E'
Latin kext Fonk; Font style: Size: _DK
|M v| Bold 23
Camplex scripks Fonk: Reqular g |~
| o) R
Ttalic 10
Biold Ikalic 1z
14 ¥
Effects Colar;

[ Tundetline [ 1superscript I
[]shadow Offsek: |0 | 7S

[ Emboss [ subscript []Defaulk Far new objects
To set the The extra items available include Emboss, Superscript, and Subscript, and all
default text items selected here can be made default by selecting the Default for new objects
formatting for check box.

all new objects
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Review Questions — How Would You ...

1. Select a word?

2. Select characters using the mouse?

3. Select characters using the Keyboard?

4. Select all text within a text box?

5. Change font or typeface?

6. Change font size?

7. Embolden text?

8. Italicize text?

9. Underline text?

10. Add a shadow to text?

11. Change text color?

12. Adjust text alignment?

13. Adjust paragraph spacing?

14. Format text using the Format drop down menu?
15. Set the default text formatting for all new objects?







Pictures and Backgrounds 71

PowerPoint 2003 Notre Dame University

Pictures and Backgrounds

Learning Module Obijectives

Draw a line

Give the line a new style

Draw rectangles and ovals

Draw a Freeform shape

Edit a Freeform shape

Add an AutoShape

Change to a different AutoShape

Select a single object

Deselect a selected object

Select more than one object at a time
Select objects using the Selection Tool
Select all the objects on a slide

Cycle round all the objects within a slide
Group objects

Un-group objects

Un-group using a pop-up menu
Regroup objects

Re-size Objects

Re-size an object to exact percentages
Constrain objects when you re-size them
Align Objects

Move Objects

Enable “Snap to grid”

Rotate Objects

Cut, Copy, Paste and Duplicate objects
Move Objects Forwards and Backwards
Create a color scheme

Change color schemes

Add a Custom Background

Display the drawing pop-up menu
Select an object

Draw a line

Draw an arrowhead line

Draw an oval

Insert a Text Box

Insert a WordArt object

Fill an object with a color, texture or picture effects
Modify the font color

Add a 3-D effect to a selected object

When you have completed this
learning module you will have
seen how to:
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The Drawing Toolbar

» To display this toolbar, click on View, select
Toolbars, and select Drawing

Jotawvm@.ﬂgtoﬁhapes- N[O E 4@‘

b L-A-SEEBE.
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The Drawing Toolbar

To display the drawing
pop-up menu

Draw =

Displays a pop-up menu allowing | g

you to manipulate drawing gﬁji
objects. o
rder 3

Snap
Mudge
Align or Distribute

Rotate or Flip.
Tt Reraiile Goniestors:

1 Edit Poifits
Change AutaShape »

Set AutoShape Defaults

To select an object

Select the object that you click on. To select multiple objects keep
the Shift key depressed.
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To free rotate an object

Allows you to rotate an object by dragging with the mouse.

To display the
AutoShapes pop-up
menu

futoShapes -

Displays the AutoShapes
pop-up menu, from which
you can select the
category of AutoShape
that you require.

§\’T Lines
E Conneckars

E}' Basic Shapes

% Block Arrows

En Flawchart

%; Stars and Banners

Eﬁ Callouts

—E Action Butkans

T ¥ ¥ ¥ ¥ ¥ T

E ﬁ More AutoShapes. ..
|| annshanes = o w [

To draw aline

Allows you to draw a line by dragging using the mouse.

TIP: To draw a line that is perfectly horizontal or vertical, depress
the Shift key while dragging.

To draw an arrowhead
line

Allows you to draw an arrowhead line by dragging using the

mouse.

To draw arectangle

[]

Allows you to draw a rectangle by dragging using the mouse.

TIP: To draw a perfect square, depress the Shift key while

dragging.

To draw an oval

O

Allows you to draw an oval by dragging using the mouse.

TIP: To draw a perfect circle, depress the Shift key while

dragging.

To insert a Text Box

[

Allows you to insert a Text Box by dragging using the mouse.

To insert a WordArt
object

=3

Allows you to insert a
WordArt object which
can be formatted using
a range of advanced
text formatting tricks

To insert a clipart
image

Allows you to insert
clipart into your
presentation
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To fill an object with a
Color, texture or
picture effects

Allows you to fill an
object with colors,
texture or even
pictures.

| Mo Fill |

|! Autornatic |
ONMENENCID

Mare Fill Colors. ..

Fill EFfects. ..

To format line objects

I

Allows you to format the
color of a line or add
pattern effects.

| Mo Line |

||! Automatic |
ONEEEENEC

More Line Colars, ..

Pattermed Lines. ..

To modify the font
color

>

Allows you to change
the font color for
selected text.

||! Sutomatic |
OmEEDECO

More Fonk Colars, ..

To modify the style of a
selected line

Allows you to set the
line style and thickness.
Allows you to choose
from a range of
preformatted options
displayed within a pop-
up.

14 pk
15 pk
% pt
1 pk
114 pk
214 pk
3pk
414 pt E———
G pt I
3pk
414 pk
414 pk
& pk

More Lines. ..

To set the type of
dashed line used

Allows you choice from
a range of preformatted
dashed style options
displayed within a pop-
up.

]
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To set the type of — Allows you choice from |
arrowhead line used +— a range of preformatted .
arrow style options .
displayed within a pop- -
up. = =
———
-
-
»r——
>
*r——&
.
[More &rrows. ..
To add a shadowed Allows you choice from
effect to a selected . a range of preformatted || e |
object _— shadow effect options
displayed within a pop- I-. .-I [ [l
a |l
n E L EE
(T P,

|} geips

Shadow Settings. ..

To add a 3-D effect to a
selected object

Allows you choice from
a range of preformatted
3-D effect options
displayed within a pop-
up.

Mo 3-D

=
L
w
y
1

Lt GEGN
I iy

s e

[ Setkings. ..
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* Allows you to create and manipulate drawing objects

Using the Drawing Tools

[on=[Ts G | gosapes- \ N\OOE 4@ 2-L-A-E=E0F.
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Using the Drawing Tools

To draw aline e Select the Line icon from the Drawing toolbar. The mouse pointer changes
into a cross-hair pointer when moved over the slide.

S

e Click at the location where you want the line to begin and drag. Release the
mouse button when you want the line to end.
e Aline appears between the beginning and end point.

To format a line e  Select the line to which you want to apply a new style and double click on it to
display the Format AutoShape dialog box.

Left: o Tewe "

Bt o Lstomn -

Image control

Gokor: [ -

Bghpreisc ¥

Cograt: & ¥ [mw

Compress... Rgeokr... Feget
o]

* Modify options as required.
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To draw e Select the Rectangle or Oval icon from the Drawing toolbar. The mouse
rectangles and pointer changes into a cross-hair pointer when moved over the slide.

ovals e Click at the location where you want the rectangle or oval to begin and drag to

draw the object.
¢ When you have finished, release the mouse button.

NOTE: When using any of the basic drawing tools, you can use the Shift key to
constrain your shape. For example, if you wanted to draw a perfect square using
the Rectangle tool, hold down the Shift key while you drag to create the shape.

The rectangle will be constrained, and the result is a square.

To draw a e The Scribble Tool allows you to draw freeform shapes by hand.
Freeform shape e Click on the AutoShapes button on the Drawing toolbar to display the
AutoShapes menu.
e Select Lines and then click on the Scribble icon. The mouse pointer
changes to a pen when moved over the slide.

= TN
E Conneckars
@ Basic Shapes
% Block Arrows
3.3 Elowchart

v

futoshapes = > w [ O 4l

e T

e Click at the location where you want to begin drawing and drag to draw the
object.
e When you have finished, release the mouse button.
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AutoShapes
+ Click on the ey
AutoShapes : 2 Lines )
button on the 13| cComect :
% onneccors
Drawing toolbar | -
to display the 30 Basic hapes >
AutoShapes 1% Block Arrows 3
menu 4 Xg FElowchart »
d 3% Stars and Banners .
: : %) Callouts »
To adjust the shape further, e .
select the shape and drag the SRl A\ctlon Buttons ’
adjustment handles il ﬁ More AutoShapes... i
iA_u_toShapes'l\ 21O

Motre Dame University
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AutoShapes

What is an
AutoShape?

To add an
AutoShape

An AutoShape (as the name suggests) is a shape that can be automatically
generated for you. These range from a simple line to a complex 3-D shape.
Once created that are easily manipulated and formatted.

Click the AutoShapes button on the Drawing toolbar to display the
AutoShapes menu. Click on the AutoShape you require to select it.
Position the mouse pointer at the location where you want the AutoShape to
begin. Hold down the left-hand mouse button and drag to position the
AutoShape on the slide.

Release the mouse button when the shape is the size and proportion you
require.

If you want to adjust the shape further, select the shape and drag the
adjustment handle.
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The AutoShape

menus

Lines

& Lines ¥
:‘iT Conneckars  #
E? Basic Shapes ¥
% Block Arrows  F -
&. Elowchart »

N My
5 5 %

bt
L

||.ﬁ.gtDShapesv N w []OE

Block Shapes

00T <¢
r;:';\,"%Lines bDO&B

:ﬂ Connectars  k
Ea::in: Shapes » CO2O

% Block Arrows  # 6 @ E D
Zo Flowchart — » @ ]
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Flowchart shapes
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Connectors

éﬁ“ Lines

ﬂ Conneckaors

]
]
E? Basic Shapes F
3
3

% Block Arrows
Za Flowchart
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L

||.ﬁ.gt|:15hapes' o w [

O
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Arrow shapes

§\’,“ Lines 3
:ﬂ Connectars  k
E}‘ Basic Shapes
% Block Arrows  »
3:. Elowchart 3
| ¥
|| Autoshapes » ™. [ 4] EI g
1 G & A
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Stars and banners

§’3 Lines

:‘ﬂ Conneckors

@ Basic Shapes

% Block Arrows

En Elowchart

%z Stars and Banners

Ebgallc'ulzs » %:? ﬁ “"} ko
RTIE
0w G B
O BRI

3
3
3
3
3
3

—‘H Action Buttons

@ Maore Autoshapes. ..
| Autoshapes = ™. & ]
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* A wide range
of Clip Art is
available

— There is even
more on the

ROM or
available from
the Internet!

2

Motre Dame University

Microsoft Office
installation CD-

Using Clipart

: Clip Art -

e ®|aA
Search For!
Search in:
|Se|actad collections v i

Results should be:

|Se|ectad media file bypes |

X

i 8] organizs dips...

: c‘?a Clip art on OFfice Oniling

5 @ Tips for finding clips
PawerPaint 2003 - Slide Mo &1

Using Clipart

To insert Clipart .

Click on the Insert Clip Art icon, located in the Drawing toolbar. You may see

a small dialog box reminding you that there is much more clip art available on
the Microsoft Office CD-ROM installation disk. If you do see this informational
dialog, press OK to continue.
e A gallery of clipart will be displayed.
e Select the group that matches your requirements, such as Academic or

animals.
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e Make sure that the Pictures tab is displayed. Use the scroll bars to scroll
down through the available clip art.

e Click once on the Clipart that you wish to insert. In the example shown the
frog picture has been selected.

e Clicking on the first item in the pop-up menu (Insert clip) will paste the clipart
into the presentation. You may continue inserting other clipart into you
presentation, and when finished, close the clipart dialog box.

To search for e Inthe Search for clips section of the clipart dialog box, enter a word and
clipart pictures press Enter. In the example shows, the search word used was computer.

To insert sounds e Note that as well as static clipart you can use the Insert ClipArt dialog box to
or motion clips insert sounds and motion clips.
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Tool

* It is important to know:
— How to select a single object
— How to deselect a selected object
— How to select more than one object at a time
— How to select objects using the Selection

— How to select all the objects on a slide

Selecting Objects

To select a single
object:

Click on it

To select multiple
objects:

Press the SHIFT key
and click on the next
object you wish to

To deselect objects:

Click on the selected object whilst helding
down the SHIFT key

select

To select all objects:

Motre Dame University

Press CTRL+A

PowerPaoint 2003 - Slide Mo B2

Selecting Objects

To select a single
object

To deselect a
selected object

To select more
than one object
at atime

To select objects
using the Select
Objects icon

To select all the
objects on a slide

To cycle round
all the objects
within a slide

Place the mouse pointer over a visible area of the object.
e Click on the object to select it.

e Click on the selected object while holding down the Shift key to deselect it.

Click on the first object you want to select.
Press the Shift key and click on the next object you wish to select. The first
object remains selected.
e Continue selecting objects as required.
NOTE: If you deselect a particular object by clicking on it while pressing the Shift
key, no other selected objects will be affected.

e Click on the Select Objects icon on the Drawing toolbar.
e Drag a box around the objects you wish to select.
e Release the mouse button to select the objects.

NOTE: Make sure the box completely surrounds the objects you want selected. If
an object is only partly surrounded, it will not be included in the selection.

e Choose Select All from the Edit menu, or press Ctrl+A.

Everything on the slide is selected, including titles, graphs, and bulleted
text.
Any changes you make will affect all the selected objects on the slide.

e Select one object.
e Then use Tab key to cycle through all the objects of the slide (use Shift+Tab
to cycle through in the reverse direction).
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* Grouped objects are treated as one

single object
* To group objects: * *
— Select the objects you wish to group
— From the Draw menu, select Group

Grouping and Un-grouping Objects

menu

To ungroup objects

Select Ungroup from the Draw . I'

Motre Dame University

PowerPaoint 2003 - Slide Mo B3

Grouping and Un-grouping Objects

Background

To group objects

To un-group
objects

To un-group
using a pop-up
menu

To regroup
objects

Objects can be grouped together so that they are treated as one single object.
Once the objects have been grouped, any attributes applied to the single object
will affect each separate object in the group.

Select the objects you wish to group, either by clicking on each object while
holding down the Shift key, or by using the mouse to drag a selection
rectangle around each object you want to select.

Click the Draw icon on the Drawing toolbar to display the Draw menu and
select Group.

The handles around each individual object disappear, and handles are
displayed around the selection rectangle that encompasses the object group.
Click on any of the objects to select the object group.

To work on each object individually, you need to un-group the object.
Select the group by clicking on one of the objects.

Click the Draw icon on the Drawing toolbar and select Ungroup.

The handles around the group disappear, and the handles are restored for
each object.

Select a grouped object and then right click to display the pop-up menu.
Select Grouping and then the Ungroup command.

The handles around the group disappear, and the handles are restored for
each object.

To regroup the most recently un-grouped objects, select one of the objects
from the group. Click the Draw icon on the Drawing toolbar and select
Regroup.
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Re-sizing Objects
& nght CIiCk on Format Picture @
H Colors and Lines Size Position , ‘Web
the object s
* From the Left: v 5 o o 3
shortcut Right: o | Botom: o =
menu, Select Image control
Format and Celor: i ¥
click on the orcres: B T
Size tab on Contrast: < > 50 % =
the dialog box
displayed (Recoor... | [ Reset ]
[ OK ] [ Cancel

PowerPaoint 2003 - Slide Mo 64

Re-sizing Objects

To re-size an
object

To re-size an
object to exact
percentages

To constrain
objects when you
re-size them

To re-size aline

e Click on the object to select it. Click on one of the re-size handles around the
object. The mouse pointer changes to a cross-hair pointer.

e Drag the re-size handle until the object is the size you require, and release
the mouse button.

e Right click on the object and from the shortcut menu select Format.
Click on the Size tab to display the Size folder.
To re-size the selection by an exact percentage, adjust the Height and Width
spin boxes in the Scale section of the dialog box.

e Select OK.

e Tore-size an object vertically, diagonally, or horizontally from one corner, so
that the height to width relationship of the object is maintained. Hold down
the Shift key and click on one of the corner handles then drag to re-size.

e To re-size an object from the center outwards. Click on one of the corner
handles and then hold down the Ctrl key and drag to re-size.

e To re-size an object vertically, diagonally, or horizontally from the center
outwards. Click on one of the corner handles and then hold down Ctrl+Shift
and drag to re-size.

e Click on the line to select it. Re-size handles are displayed at each end of the
line.

e Drag the re-size handles to increase or decrease the length of the line.

e Animage of the line is displayed as you drag to enable you to see the effect
of re-sizing it.

e The opposite end to the one you are dragging remains anchored. This
enables you to change the position of the line, to extend it, or shorten it.

NOTE: Press Shift while re-sizing a line if you want it to stay at the same angle.
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+ Select the objects to be aligned

» Click the Draw icon on the Drawing toolbar to
display the Draw menu.

» Select Align or Distribute to display the
alignment sub-menu.

*
x X
*

Effect of alighing to the right

Aligning Objects

*
*

*
*

PowerPaoint 2003 - Slide Mo B5

Aligning Objects

To align objects
using the Draw
menu

To align objects
using guides

Select the objects you wish to align.

Click the Draw icon on the Drawing toolbar to display the Draw menu.
Select Align or Distribute to display the alignment sub-menu.

Choose the type of alignment you want. The selected objects align according
to your selection.

NOTE: Objects are aligned according to their selection rectangles, rather than the
shapes themselves.

You can also align objects using vertical and horizontal guides.

From the View menu select Guides, or click the right-hand mouse button to
display the Shortcut menu, and select Guides.

Vertical and horizontal dotted lines are displayed showing the center point of
the slide.

Click on the vertical or horizontal dotted line and drag the line. A Guide
indicator is displayed with a number indicating, in inches, how far you have
moved from the center of the slide.

NOTE: If the Guide indicator jumps numbers as you drag the Guides, switch off
the Snap to Grid command in the Draw menu.



Pictures and Backgrounds 87
PowerPoint 2003 Notre Dame University

Moving Objects

* Drag and drop, using the mouse

Select the object

Keep the left hand mouse
button depressed

/ Move the mouse pointer to
: the desired location

y_
gl — Release the mouse
Motre Dame University PowerPoint 2003 - Slide Mo BB
Moving Objects
To move an o If the object is filled, place the mouse pointer anywhere on the object to select
object it. Ifitis a drawn object or picture, click on its border to select it.

e  Press the left-hand mouse button and drag. As you drag the object, a dotted
outline of it is displayed.
e Move the outline to the new location and release the mouse button.

To enable“Snap e  Click the Draw icon on the Drawing toolbar to display the Draw menu.

to grid” e Select Snap and make sure that “To Grid” is selected. Once enabled, an
invisible grid is place on the screen and when you drag objects they jump
from one grid line to the next. This helps in the alignment of objects.

To disable “Snap e  Click the Draw icon on the Drawing toolbar to display the Draw menu.
to grid” e Select Snap and make sure that “To Grid” is not selected.

To temporarily e Depress the Alt key while dragging the object.
disable “Snap to
grid”
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Rotating Objects *;

- ot

» Objects can be rotated as individual objects, or as
groups or multiple selections
— Select the object (or group) you wish to rotate
— Click on the Free Rotate tool on the Drawing toolbar

— Place the Free Rotate pointer over one of the object’s re-size
handles

— Drag the pointer and rotate the cutline of the selection to the
position you require

You may also use the Rotate or Flip command within the
Draw drop down menu, which also allows you to Rotate Left
or Rotate Right by 90 degrees

PowerPaoint 2003 - Slide Mo 67
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Rotating Objects

To rotate objects  Objects can be rotated as individual objects, or as groups or multiple
selections. You can rotate objects in various ways.

To rotate an e Select the object or group you wish to rotate.
Objeclt using the e  Click on the Free Rotate tool on the Drawing toolbar. The mouse pointer
Drawing toolbar changes to the Free Rotate pointer.

Place the Free Rotate pointer over one of the re-size handles.
e Drag the pointer and rotate the outline of the selection to the position you
require.

To rotate an
object using the
Draw menu

Select the object or group that you wish to rotate.

Click the Draw icon on the Drawing toolbar to display the Draw menu.

Select Rotate or Flip to display the Rotate or Flip sub-menu.

Here you can choose to Free Rotate an object, or to Rotate Left or Rotate

Right by 90 degrees.

e You can also flip the selection to turn the object or group horizontally or
vertically by choosing Flip Horizontal or Flip Vertical.

e  Click the option you require to select it.
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Cutting, Copying, Pasting \
and Duplicating

* Cut, Copy and Paste ¥ i)
— Objects can be cut, copied and pasted using icons on e

the Standard toolbar (or Edit menu commands)

— Whenever you use the cut and copy commands, a
copy of the object is placed on the Clipboard

* Duplicating
— When you duplicate an object, a copy of it is not
stored on the Clipboard

— Duplicating an object means that you make a copy of
it which is placed on the slide, slightly offset from the
original object

Duplicate Keyboard shortcut: Ctri+D
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Cutting, Copying, Pasting and Duplicating

Background Graphic objects can be cut, copied and pasted on a PowerPoint slide using the
Cut, Copy, and Paste icons on the Standard toolbar, or the commands in the
Edit menu. Objects can be cut and copied from one slide to another, or from one
presentation to another. Whenever you use the cut and copy commands, a copy
of the object is placed on the Clipboard until you paste it into another location.
The Duplicate command is different. When you duplicate an object, a copy of it is
not stored on the Clipboard. Duplicating an object means that you make a copy
of it which is placed on the slide, slightly offset from the original object.

To copy and e  Select the object you wish to copy and from the Edit menu, select Copy to
paste an object place a copy of the object on the Clipboard. The object remains on the
screen.

e Position the cursor at the location where you want to paste the object from the
Clipboard. This can be on the same slide, or on a different slide.

e From the Edit menu, select Paste. A copy of the object is placed on the slide
at the location of the cursor.

NOTE: To quickly copy and paste objects use the Copy and Paste icons on the
Standard toolbar.
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Select the object you wish to cut and from the Edit menu, select Cut to
remove the object from the slide and place it on the Clipboard.

Position the cursor at the location where you want to paste the object from the
Clipboard. This can be on the same slide, or on a different slide.

From the Edit menu, select Paste. The object is placed on the slide at the
location of the cursor.

NOTE: To quickly cut and paste objects, use the Cut and Paste icons on the
Standard toolbar.

To duplicate an
object

To duplicate an
object by
dragging

Select the object you wish to duplicate.

Select Duplicate from the Edit menu.

The duplicate is displayed on top of the object. Click and drag to position the
duplicate in the location required.

Select the object you wish to duplicate.
Press the Ctrl key (a plus sign is displayed next to the pointer) and drag a
copy of the object to a new location.
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Moving Objects Forwards

* The placement of objects can be modified using:

and Backwards

— PBring to Front
— Send to Back

— Bring Forward
— Send Backward

Frog in front

Motre Dame University

Frog behind

PowerPaoint 2003 - Slide Mo B

Moving Objects Forwards or Backwards

Background

To bring objects
forwards or send
them backwards

When you draw objects on a slide, the first object you draw is on the bottom, and
the last object you draw is on the top. The placement of objects can be changed
using the Bring to Front, Send to Back, Bring Forward and Send Backward

commands.

NOTE: This is only relevant where two objects overlap on the slide.

e Select the object you wish to move forward or backwards.
e Right click to display a pop-up menu, as illustrated.

#
<3
e

Cut

3 Copy

Paste
Save as Picture.,.,
Show Picture Toalbar

Grouping 3

Order »

® &

Custorn Animation. ..
Action Settings. ..
Farmat Picture. .,

Hypetlink. ..

Bring to Fronk
Send to Back

Bring Forward

Send Backward

e Select Order to display the Order sub-menu.
e Select Bring To Front or Send To Back.
e The selected object is moved to the top or bottom of the stack.
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Adding a Custom Background

« Allows you to add a background that will suit your

presentation

Background fill
] % "

Choose from Pivilll | PTT
— Patterned Q m
— Textured
— Picture -

— Other Color g | el e
— ENEEEN
| gy
More Colors...
Fill Effects...
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Adding a Custom Background

To add a shaded
background

PowerPoint offers a choice of backgrounds where a solid color gradually changes
from light to dark or dark to light. The color of the shading can be adjusted to suit
your requirements.

Select Background from the Format menu, to display the Background
dialog box.

In the Background box click the down arrow in the bottom right of the
Background fill box to display the drop down menu.

Select Fill Effects to display the Fill Effects dialog box.

Select the Gradient tab to display the Gradient folder.

The Colors section of the dialog box allows you to choose from a range of
preset colors or select up to two of your own. Select options as required. A
sample of the fill effect is shown in the bottom right corner of the Fill Effects
dialog box.

The Shading Styles section of the dialog box allows you to select the
orientation of the fill effect. Select the required option.

The Variants section of the dialog box allows you to select from up to four
different versions of the fill effect. Select the Variant you require.

Select OK to return to the Background dialog box.

To change the background color of the current slide only, click on Apply. To
change the background color of all slides in the presentation, click on Apply
To All.

NOTE: You can see the effect that changes to a color scheme has had on your
presentation by changing to Slide Sorter View.
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The Format Painter

* This allows you to copy formatting information from
one object to other

9 - (-

<]

L Format Painter l_
- S R

* Double click to allow multiple copies of the
formatting to be applied to objects

Motre Dame University PowerPaint 2003 - Slide Mo 71

The Format Painter

To copy a Color e The simplest way to apply a color scheme to another slide, or another

Scheme from one presentation, is to use the Format Painter tool.

slide to another o First select text or an object to which you have applied formatting.
Click on the Format Painter icon on the Standard toolbar

OR if you intend to copy the color scheme to more than one slide, double-click
on the Format Painter icon.

e The formatting information is picked up from the selected object and the
mouse pointer changes to an arrow with a paintbrush attached.

e Select the object to which you want to apply the formatted information by
clicking on them.

e If you were copying the color scheme to more than one object, then when
finished you will need to press the Esc key to cancel the Format Painter.
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Review Questions
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Review Questions — How Would You ...

1. Draw a line?

2. Draw rectangles and oval?

3. Edit a Freeform shape?

4. Add an AutoShape?

5. Change to a different AutoShape?

6. Select a single object?

7. Select more than one object at a time?

8. Select all the objects on a slide?

9. Cycle round all the objects within a slide?
10. Group objects?

11. Un-group objects?

12. Re-size Objects?

13. Constrain objects when you re-size them?
14. Align Objects?
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15. Move Objects?
16. Enable “Snap to grid"?
17. Rotate Objects?
18. Cut, Copy, Paste and Duplicate objects?
19. Move Objects Forwards and Backwards?
20. Add a Custom Background?
21. Display the drawing pop-up menu?
22. Insert a Text Box?
23. Insert a WordArt object?
24. Fill an object with a color, texture or picture effect?
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Printing a Presentation

Learning Module Objectives

When you have completed e  Print acetates

this learning module you will | e  Print delegate handouts
[ ]
[ ]

have seen how to: Print presenters notes
Print a presentation outline
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How do you want to print
your Presentation?

Slides
Handouts
Notes Pages

Outlines

Print what:
Slides v

Handouts

Notes Pages
OLItIiI'IE View || —
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How do you want to print your Presentation?

Background If you wish to give your presentation using any of the following methods you will
need to output through a printer.

e Acetates for overhead projection.
e Delegate Handouts (2, 3, or 6 slides per page).
e Presenters Notes.
e Presentation Outline.
Printing The printing of acetates can be achieved directly onto acetate (always check your
Acetates printer is capable of this) or onto paper for copying onto acetate sheets.
Printing These can be printed in three formats either 2,3, or 6 slides per page.
Delegate
handouts When printing 2 or 6 slides per page you are in effect producing a visual record of

the presentation and there is little space for the addition of notes by delegates.

The 6 slides per page handout is very useful as a quick visual reference for the
presenter.

When a 3 slide handout is produced the slides are placed on the left hand side of
the page with space for notes to the right of each slide and as such are useful if
your delegates are likely to want to make notes.
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Printing Presenter’s notes are produced
Presenters within Microsoft PowerPoint and
Notes effectively have a single slide on the

page with notes entered by the
presentation creator. (See right)

If the creator has not entered any notes
presenters notes are printed with a
single slide at the top of each page.
This will allow for presenters to Write (or
Scribble) their own directions etc.
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Printing a When the presentation outline is printed the output is simply a text-based outline of
Presentation the presentation. It can contain only slide titles, or it can be the full presentation

Qutline content.
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The Print Dialog Box

Print @El
Printer
Barne: | hp officejet 6100 series v |
A il i : Find Printer...
Type: hp officejet 6100 series
Where: UsBont
Comment: [ Prink b Fils
Prink range Copies
@al O current slide () Selection Nurq_b,_g_r of “CEE!BS:
o | 1 M &

(5lides: [ 1

,

1,3,5-12

Print what:
:Slides

| Color

Prewview

Colorfigrayscals:

Enter slide numbers and/or slide ranges. For example

Handouts

..:..._' Warkic. EI

Sl

[ scale ta fit paper

[C1Frame slides

Collate

[

GEE
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The Print Dialog Box

The Print dialog
box — Printer
section

The Print dialog
box — Print
range section

The Print dialog
box — Copies
section

The Print dialog
box - Print what
section

The Print dialog box, as shown above, has four distinct sections, Printer, Print
range, Copies and Print what.

This section displays information regarding the currently selected printer. You can
change the printer setup via the Properties button. If you want to print to a file
check the Print to file check box.

This section enables you to define what to print. The options available are:
e All - the whole presentation
e Current slide - the currently selected slide
e Selection - a subset of the presentation selected by the mouse
e Slides - a selection of contiguous and/or non-contiguous slides

This region of the dialog box allows you to enter the number of copies required and
whether you want them collated or not.

This is the final area of the dialog box and it contains the following options:

Print what Slides, Handouts (2, 3 or 6), Notes Pages, Outline View
Print hidden slides Yes/No
Black & white Yes/No
Scale to fit paper Yes/No
Frame slides Yes/No
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To print
acetates

Open the File menu.

Select the Print option.

If required select the appropriate printer.

Select the required print range.

Select the number of copies.

Select Print what — Slides.

NOTE: Check Pure black and white box if colored output is not required.
Check the Scale to fit paper box.

Check the Frame Slides box if you require your slides to be framed.
Click OK to commence printing.

To print
delegate
handouts

Open the File menu.

Select the Print option.

If required select the appropriate printer.

Select the required print range.

Select the number of copies.

Select Print what - Handouts (appropriate version).

e Check Pure black and white box if colored output is not required.
e Click OK to commence printing.

To print
presenters
notes

Open the File menu.

Select the Print option.

If required select the appropriate printer.

Select the required print range.

Select the number of copies.

Select Print what - Notes Pages.

Check Pure black and white box if colored output is not required.
Click OK to commence printing.

To print a e Open the File menu.

presentation e Select the Print option.

outline If required select the appropriate printer.

Select the required print range.

Select the number of copies.

Select Print what - Outline View.

Check Pure black and white box if colored output is not required.
Click OK to commence printing.



Printing a Presentation 102

PowerPoint 2003 Notre Dame University

/

Review Questions
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Review Questions — How Would You ...

1. Print acetates?
2. Print delegate handouts?
3. Print presenter’s notes?

4. Print a presentation outline?
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Creating and Running a Slide Show

Learning Module Objectives

When you have completed this
learning module you will have
seen how to:

Set up a slide show

Start a slide show

Move to the next slide

Move to a previous slide

Return to the first slide

Exit a screen show

Add transitions to a slide show

Set timings for a slide show

Add annotations during a slide show

Hide slides in a slide show

Make a slide title drop in during a show

Make text build one paragraph at a time

Make text “drive” into the slide

Make text “fly” into the slide

Make text “shutter” into the slide

Make text or object flash

Make text/objects appear from the top right of a slide
Make text appear one character at a time

Make text “rain” from the top of a slide

Display the Meeting Minder dialog box while editing a slide
Display the Meeting Minder dialog box while running a slide
show

e Display the slide show shortcuts
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What is a Slide Show? [EJ A

* You may want to run
your presentation as an
electronic slide show

from your computer

— Each slide in your
presentation, along with
its text, art, and graphics,
takes up the whole screen

— All other screen elements ——— = |
are hidden
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What is a Slide Show?

Background Rather than printing out your presentation, you may want to run it as an electronic
slide show on your computer.

This means that each slide in your presentation, along with its text, art, and
graphics, takes up the whole screen. All other screen elements are hidden.
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/

Navigation Through a Slide Show

* You need to be able
to move forwards
and backwards
through your on-
screen slide show

* This allows you to
take questions and
be more flexible

K Notre Dame University PowerPoint 2003 - Slide Mo 73

Navigating Through a Slide Show

To start a slide e Click the Slide Show icon or select the Slide Show command from the
show View menu.

To move to the next  Use any of the following options:

slide Left Mouse Click

N

Space Bar

Right Arrow

Down Arrow

Enter

Page Down

Right Click - Select from Pop-up Menu

To moveto a Use any of the following options:

previous slide e Backspace

=]

Left Arrow

Up Arrow

Page Up

Right Click - Select from Pop-up Menu

To return to the first e  Press both mouse buttons for 2 Seconds.
slide

To blank the screen e  Press B once to apply.
to black e Press B once more to remove.
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To blank a screen e Press W once to apply.

to white e Press W once more to remove.

To exit a screen Use any of the following options:

show e Esc

e Ctrl+Break

“ou

The slide show Right clicking within the slide show will display the flowing pop-up menu,
"right click menu" allowing you to navigate through the presentation.

Mexk

Previous

G0 3

Meeting Minder ...
Speaker Motes

Poinktet Cpkions g

Screen g

Help
End Shiow
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* Change to Slide Sorter view o arstin ——— |
by clicking on the Slide B v
Sorter button ot

» Select Slide Transition from CoverRipt
the Slide Show menu Cove Lt Qoon v

Slide Show Transitions

: Slide Transition ¥ x

Apply to selected slides:
Bdinds Horizontal
Box In

Checkerboard Acrass
[Checkerboard Down
Comb Horizontal
Combs Vertical

Cower Down

Cover Left

Checkerboard Dowr

Cover Up

Muodify transition
Speed: | Fast
Sound: | [No Sound] -

Advance slide
[¥]on mouse dick
[¥] Automatically sfter |00:07 -

Apply to All Slides

> [ET Side Show

[¥] AutoPreview

Slide Show Transitions

To add
transitions to a
slide show

Transitions are special effects you can add to a slide show to determine how
one slide moves to the next.

Change to Slide Sorter view by clicking on the Slide Sorter icon.

Select Slide Transition from the Slide Show menu, to display the Slide
Transition dialog box.

Select the transition you require from the Effect drop down list.

Click on the transitions to see a preview of them applied to the picture in the
Preview box. To see the transition again, click on the picture.

Select how fast you want the transition to take place by selecting Slow,
Medium, or Fast. You can preview the speed you have chosen in the Preview
box.

To change the transition of the current slide only, click on Apply. To change
the transition of all slides in the presentation, click on Apply To All.
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= Each slide in your slide
show can have a
different timing applied

* The timings you set for
each slide appear below s oy
the slide in Slide Sorter

Microsoft Office PowerPoint

-
1 ) The tatal time For the slide show was 0:00:04. Do you want ko keep the new slide timings to use when you view the slide show?

Slide Show Timings

Slide Show Tramsitions Elidz Show Timings

= Chtge sedlde Lo
viene Pyl rg st
Mo Lirerhman,
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Slide Show Timings

To set timings
for a slide sho

To see the

timing for each

slide

Each slide in your slide show can have a different timing applied to it. For instance,
w the first slide may appear for 10 seconds, the second for 20 seconds, the third for 5
seconds. You can set timings in the following ways.

You can set timings, by allowing PowerPoint to set the times for you.
Select Rehearse Timings from the Slide Show menu.

The slide show appears on the screen. In the top left-hand corner of the screen
a button is displayed with a clock. The clock shows you how long the slide has
been on the screen. When you are ready to move to the next screen, click
anywhere on the slide, or on the clock button.

Rehearsal
% 0 ||oomoz | % | 00002

When you reach the end of the presentation a dialog box is displayed telling you
the total time taken for the slide show.

Microsoft Office PowerPoint

You will be asked if you want to record the new timings and use them in slide
show view. Select Yes to record the new timings, or No to cancel them.

Switch to Slide Sorter view and the timings for each slide will be displayed below

the slide.
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Slide Show Annotations

It is possible to add freehand annotations to draw attention to a

particular part of the slide

Motre Dame University
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" Highlighter
Ink Color
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Slide Show Annotations

To add

annotations

When you are running a slide show it is possible to add freehand annotations to

during a slide

show

Begin the slide show.
Click the right mouse button to display the shortcut menu.

Select Pointer Options from the pop-up menu displayed.

Select Pen from the sub-menu displayed.

Hold down the left mouse button to write or draw on the screen.

To erase annotations during a slide show press the E key. When you move to
the next slide the annotations will disappear.

draw attention to a particular part of the slide.

e When finished, press the Esc key to turn the feature off.
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+ Select the slide(s) you wish to hide
— The slide will be hidden during a slide show

— In Slide Sorter view an icon appears below the slide, which
contains the slide number with a line through it, to indicate that it
is hidden

Hidden Slides

/7
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Hidden Slides

To hide slides in
a slide show

To see which
slides are
formatted as
hidden

To display a
hidden slide
during a slide
show

Select the slide(s) you wish to hide.

Select Hide Slide from the Slide Show menu, or click on the Hide Slide icon
on the Slide Sorter toolbar if you are working in Slide Sorter view.

The slide will be hidden during a slide show.

In Slide Sorter view an icon appears below the slide, which contains the slide
number with a line through it, to indicate that it is hidden.

During a slide show, if you wish to display a hidden slide right-click on the
preceding slide to display the shortcut menu, select Go and then Hidden Slide
or simply press the H key.

Switch to slide sorter view and the hidden slide(s) will be indicated as illustrated
below.

Hididen Blid e

ol

Within the slide show right-click on the slide that precedes the slide that is hidden.

Click on the Go command, and then click on the hidden slide to display it.
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What are Animation Effects?

isidepesign . T
- Animation effects allow you to add a range of mg
o i Il Design Templates
special effects to your slide shows! ik Color Schemes

i Animation Schemes

Apply to selected slides:

Recently Used ~
Spin

Unfold

Zoom

Float

Eflipse mokion

Mo Animation

Subtle

Appear

Appear and dim

Fade in al

Fade in one by cre

[Fade in and dim

Faded wipe Tithe: Fade
Faded 200m [Body: Fade
Brush on underline

Dissolve in

Flash bulbs

Fenhlinhbe od]
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What are Animation Effects?

To display the e Click on the View drop down menu and select the Toolbars command. From

animation the sub-menu displayed select Animation Effects.
toolbar
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* Press F1 during the
Slide Show to display
the shortcuts

* |n Slide Sorter mode
click on the Transition
icon to preview the
transition effect for
that slide

Motre Dame University

Slide Show Help
During the slide show:

‘M, left click, space, right or down
arrow, entet, of page down

'P', backspace, left or up arrow, or
page up

MNumber Followed by Enter

'Bor

o,

Bar =

5ok '+

Esc, CtrH-Break, or '

P

H

T

o

o

Huold both buttons down for 2 secs,

Chrl+P
Chrl+a
Chrl+E
Chrl+H
Chrl+HU
Right maouse click
Chrl+5
Chrl+T
Chel+m

Slide Show Shortcuts

Advance bo the next slide
Return to the previous slide

Go to that slide
EBlacks{Unblacks the screen
‘WwhitesfUrwhites the screen
ShowHide the arrow pointer
Stop/Restart autamatic show
End slide show

Erase drawing on screen

Go to hidden slide

Reheatse - Use new time
Rehearse - Use original time
Reheatse - Advance on mouse click
Return to First slide

“hange pointer ko pen
“hange pointer to arrow
Change pointer ko eraser
Hide pointer and buttan
Automatically showihide arrow
Popup menufPrevious slide
All Slides dialog

Wiew task bar

ShowHide ink markup
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Slide Show Shortcuts

Advance to the next slide

X

To display When the slide show Slide Show Help

the slide is running press the During the slide show:

show F1 key to display a

shortcuts list of shortcuts. ‘W', left click, space, right or down

arrow, enter, or page down

‘P, backspace, left or up arrow, or
page up

Number Followed by Enter

Bort)

Ww'ar ',

‘A or'='

‘Sor '+

Esc, Ctrl+Break, or -

m

T

—

4=

Hald bath buttons down for 2 secs.

Ctrl+pP
Chrl+a
Ctri+E
Ctrl+H
Chrl+
Right mouse click.
Ctrl+5
Chrl+T
Chrl+M

Return ka the previous slide

Go ko that slide
EBlacks/Unblacks the screen
Whites/Unwhites the screen
Show/Hide the arrow poinker
StopfRestart automatic show
End slide shaw

Erase drawing on screen

Go to hidden slide

Rehearse - Use new time
Rehearse - Use ariginal time
Rehearse - Advance on mouse click
Reeturn ko first slide

Change pointer to pen
Change pointer to arrow
Change pointer ko eraser
Hide pointer and button
Automatically showhide arrow
Popup menuiPrevious slide
All slides dialog

Yiew task bar

Show/Hide ink markup
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Review Questions — How Would You ...

1. Start a slide show?

2. Move to the next slide?

3. Move to a previous slide?

4. Return to the first slide?

5. Exit a screen show?

6. Add transitions to a slide show?

7. Set timings for a slide show?

8. Add annotations during a slide show?
9. Hide slides in a slide show?

10. Make a slide title drop in during a show?
11. Make text build one paragraph at a time?
12. Make text “drive” into the slide?

13. Make text “fly” into the slide?

14. Make text “shutter” into the slide?
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15. Make text or object flash?
16. Make text/objects appear from the top right of a slide?
17. Make text appear one character at a time?
18. Make text “rain” from the top of a slide?
19. Display the Meeting Minder dialog box while editing a slide?
20. Display the Meeting Minder dialog box while running a slide show?
21. Display the slide show shortcuts?
22. Preview the transition effect for a slide?
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Installing the Sample Files into a Folder

Installing the sample files
e Use the Windows Explorer to copy PowerPoint 2003 samples from your exercises diskette, just
below the My Documents folder.
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Introduction to PowerPoint

Opening an Existing Presentation

e Open an existing presentation called LOOKATME, which is contained in the folder called:
/MY DOCUMENTS/ PowerPoint 2003 samples.

e Use the Page Down key to view the slides, one at a time.

e Close the file.

Opening more than one file at atime

e Click on the Open icon located on the Standard toolbar.

e Make sure that you can see the files located in the:

/MY DOCUMENTS/ PowerPoint 2003 samples folder
Click once on the first file to select it.

o Depress the Shift key, and click once on the last file in the list. Release the Shift key and all the
files will remain selected.

Click on the Open button and all the files will be opened.

e Even though you have opened more than more presentation, you will only see one slide from a
particular presentation displayed on the screen. To switch to another open presentation, click on
the Window drop down menu and from the list displayed at the bottom of this menu, click on the
presentation that you wish to view.

TIP: To switch to other open presentations using the keyboard, press Ctrl+F6. Try this now!

e Close all your files.

Opening recently used PowerPoint files

e Click on the File drop down menu, and from the list displayed, open a recently used PowerPoint
file.

e Open the Options dialog box and increase the list of recently opened files. To do this click on the
Tools drop down menu and select Options. Click on the General tab and increase the value in the
Recently used file list making sure its check box is selected.

Investigate the Open dialog options
e Display the Open dialog box. Then experiment with moving up one folder level. Experiment with
viewing the files properties. Close the Open dialog box.

Saving a presentation with a different file name
e Open afile called LOOKATME. Use the SaveAs command to re-save this file with a different file
name, rename it as MYPRESL. Close the file without saving your changes.
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The PowerPoint Screen and Views

The Standard Toolbar

Examine the icons contained within the Standard toolbar. At this stage some of the icon names
may not mean much, but try to get a feel for what is available via this toolbar. You may like to
experiment with using some of the icons! You can also use the Help to gather additional
information.

* Standard

IxHS 8y i BER| oo

%I:Iﬂ-"ﬁlhglgﬁ 53% | [2)

The Formatting Toolbar

Examine the icons contained within the Formatting toolbar. At this stage some of the icon names
may not mean much, but try to get a feel for what is available via this toolbar. You may like to
experiment with using some of the icons! You can also use the Help to gather additional
information.

* Formakking ]

Times Mew Roman = 24 = | B F O & |§

Status Bar

Open a file called LOOKATME.
Examine the information displayed via the Status Bar.

The View Icons

Examine how this presentation looks using the various views listed below. Use the view icons
location at the bottom-left of the screen.

HECOa:e T

Normal

Outline View.
Slide View.

Slide Sorter View.
Slide Show View.

Close the file without saving any changes you may have made.
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Using AutoLayout

Creating a Title slide

o Re-start PowerPoint and when the first dialog box is displayed select the Blank Presentation
option and click on the OK button.

o When the New Slide dialog box is displayed make sure that the Title Slide is highlighted (i.e. the
first box is selected) and then click on the OK button.

e Click on the area of the slide displaying the text “Click to add title” and enter some text such as My
first presentation.

e Click on the area of the slide displaying the text “Click to add sub-title” and enter some text, such
as your name.

Creatlng a Bulleted List Slide
Click on the Insert drop down menu and select the New Slide command.
Select the next AutoLayout option called Bulleted List and click on the OK button.

e Click on the area of the slide displaying the text “Click to add title” and enter a short title for this
slide.

e Click on the area of the slide displaying the text “Click to add text” and enter a few short lines of
text (pressing the Enter key at the end of each line).

Creatlng a Two Column Text Slide

Click on the Insert drop down menu and select the New Slide command.
Select the next AutoLayout option called 2 Column Text and click on the OK button.
Click on the area of the slide displaying the text “Click to add title” and enter a short title for this
slide.

e Click on the first area of the slide displaying the text “Click to add text” and enter some text such
as My first presentation.

e Click on the second area of the slide displaying the text “Click to add text” and enter a few short
lines of text (pressing the Enter key at the end of each line).

Creating a Table Slide

Click on the Insert drop down menu and select the New Slide command.

Select the next AutoLayout option called Table and click on the OK button.

Double click on the Table icon to add a table.

Use the defaults within the dialog that is displayed and click on the OK button.

A table will be inserted. Enter some text into the first table cell.

Press the Tab key to jump to the next slide and enter more text in the cell.

Repeat this procedure until you have entered some text into each cell.

Click once on the slide on an area outside the table. This will de-select the table and allow you to
continue.

Creatl ng a Text and Chart Slide
Click on the Insert drop down menu and select the New Slide command.
Select the next AutoLayout option called Text & Chart and click on the OK button.

e Click on the area of the slide displaying the text “Click to add title” and enter a short title for this
slide.

e Click on the area of the slide displaying the text “Click to add text” and enter a few short lines of
text.

e Double click on the Chart icon to add a chart.
Click once on the slide on an area outside the chart. This will de-select the chart and allow you to
continue.
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Using Other AutoLayout formats
e If you have time, experiment with some of the other AutoLayout formats that are available.
e Close the file without saving your changes.
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Wizards for AutoContent and Look
Starting the AutoContent Wizard — When you start PowerPoint

Re-start PowerPoint.

Click on the AutoContent Wizard option displayed in the first dialog box that you see.

Click on the OK button.

Follow through the AutoContent wizard, and after each step, click on the Next button.

When you reach the final step of the wizard, the presentation will be produced for you.

You may find that the presentation is displayed in Outline view, in which case if you wish to see
how the actual slides look, click on the Slide View icon (located at the bottom, left of the screen).
Use the Page Down key to move through the presentation.

e Close the file without saving your changes.

Starting the AutoContent Wizard — Once PowerPoint has

already been started

e  Click on the File drop down menu and select the New command, in the dialog box displayed select
the General tab.

e Click on the AutoContent Wizard icon and then click on the OK button.

This time try creating a presentation of a different type.

e When you have finished experimenting with this presentation, close the file without saving your
changes.

e  Experiment with creating other presentations using the AutoContent wizard that sound like they
may be useful to you. Try to get a feel for what is available using this powerful presentation
creation technique.

o Close the files you have created without saving your changes.
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Creating a Simple Text Slide

Creating a New Blank Presentation in Slide Layout View
e If necessary close PowerPoint and then re-start it.

e Create a new presentation using a front Title Slide AutoLayout.

e Then add a few more slides using the Bulleted List AutoLayout.

Modlfylng Your Slides

Experiment with entering a new line that is not preceded by a bullet point. To do this press
Shift+Enter and the end of a line (instead of Enter). When you enter a line of text it will not be
preceded by a bullet.

Experiment with demoting bullets using the Tab key.

Experiment with promoting sub-level bullets using Shift-Tab.

Experiment with demoting bullets using the Demote icon.

Experiment with promoting bullets using the Promote icon.

Close the file without saving your changes.

Create a Text Slide in Outline View

e  Start a new presentation and switch to Outline View.

Adding Slide Titles

o Experiment with entering a few slide titles while in Outline View

Adding Bullet Points

e  Experiment with adding a few lines of bulleted text in Outline mode.

Sub-Level Bullets

e  Experiment with demoting bullet levels in Outline view using the Tab key.

e  Experiment with demoting bullet levels in Outline view using the Demote icon.

o  Experiment with promoting sub-level bullets in Outline view using the Shift-Tab key.
e  Experiment with promoting sub-level bullets in Outline view using the Promote icon.

To Start a New Slide in Outline View

o  Experiment with inserting new slides.

Manipulating Slides in Outline View

Experiment with moving slides/bullets.

Experiment with reducing the view of a slide to title only.
Experiment with expanding a collapsed slide.
Experiment with collapsing all slides.

Experiment with expanding all slides.

Experiment with creating a Summary Slide.

Experiment with toggling the “Show Formatting” display.
Close the file without saving your changes.
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Formatting and Proofing Text

Select Then Do!

Open afile called SELECT.

o Experiment with selecting a word. To do this place the cursor within a word and double click.

e Experiment with selecting characters using the mouse. To do this position the mouse pointer at
the point where you wish to start selecting text. Depress the left mouse button and move the
mouse in any direction. When the required text is highlighted, release the mouse button and the
text will remain selected.

e Experiment with selecting characters using the Keyboard. To do this hold down the Shift key
and select the characters you wish to format with the up, down, left, and right cursor keys.

Text Formatting

e Experiment with changing the font type. To do this select text to be changed then click on the
Font drop down arrow and select the required font.
ITimes Mew Roman j

e Experiment with changing font size. To do this select text to be changed and then click on the
Size drop down arrow and select the size you require.

24 -

o Experiment with making text bold. To do this select text to be changed and then click on the
Bold icon.

B

e Experiment with displayed text in italics. To do this select text to be changed and then click on
the Italic icon.

]

e Experiment with underlining text. To do this select text to be changed and then click on the
Underline icon.

U

e Experiment with giving text a shadow effect. To do this select text to be changed and then click
on the Text Shadow icon.

k]
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Experiment with changing text color. To do this select text to be changed and then click on
down arrow to the right of the Font Color icon (located on the Drawing toolbar).

A

Experiment with adjusting text alignment. To do this select text to be changed and then click on
the Alignment icons.

£ =3

Experiment with formatting text using the Format drop down menu. To do this select text to
be changed. Open the Format menu and select the Font option to display the Font dialog box.

Select the appropriate items from those available.

e Close the file without saving your changes.
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Pictures and Backgrounds

Using the Drawing Tools

Create a new presentation.

Experiment with drawing a line. To do this select the Line icon from the Drawing toolbar and the
mouse pointer changes into a cross-hair pointer when moved over the slide. Click at the location
where you want the line to begin and drag. Release the mouse button when you want the line to
end and a line appears between the beginning and end point.

S

Experiment with formatting your line. To do this select the line double click on it to display the
Format AutoShape dialog box and then experiment with using the options displayed.

Experiment with draw rectangles and ovals. To do this select the Rectangle or Oval icon from
the Drawing toolbar and the mouse pointer changes into a cross-hair pointer when moved over the
slide. Click at the location where you want the rectangle or oval to begin and drag to draw the
object. When you have finished, release the mouse button. Again experiment with formatting the
objects that you have created by double clicking on them and using the options in the dialog box
displayed.

AutoShapes

Experiment with adding AutoShapes. To do this click the AutoShapes button on the Drawing
toolbar to display the AutoShapes menu. Move up or down the pop-up menu to displayed groups
of different types of AutoShapes, such as Lines of Block Arrows. From the sub-menu displayed,
click on the AutoShape you require to select it. Position the mouse pointer at the location where
you want the AutoShape to begin. Hold down the left-hand mouse button and drag to position the
AutoShape on the slide. Release the mouse button when the shape is the size and proportion you
require.

Experiment with formatting the AutoShape objects that you have created. To do this double
click on the AutoShape and used the options in the dialog box that is displayed.
Close the file without saving your changes.

Usmg ClipArt

Create a new presentation.

Click on the Insert Clip Art icon, located in the Drawing toolbar. You may see a small dialog box
reminding you that there is much more clip art available on the Microsoft Office CD-ROM
installation disk. If you do see this informational dialog, press OK to continue. A gallery of clipart
will be displayed. Select the group that matches your requirements, such as Academic or
Animals.

Click on the piece of clip art you wish to insert into your slide, a pop-up menu will be displayed.
Click on the Insert Clip icon (located at the top of the pop-up menu).

Close the Insert Clip Art dialog box.

Close the file without saving your changes.
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Selectlng Objects
Open a file called OBJECTS.

o Experiment with selecting and deselecting single objects. To do this click on and object to
select it and then click on something else to de-select it.

e Experiment with selecting more than one object at a time. To do this click on the first object you
want to select and then press the Shift key. Keeping the Shift key depressed, click on the next
object you wish to select and the first object remains selected. Continue selecting objects as
required.

o Experiment with selecting all the objects on a slide. To do this click on the Select All command
from the Edit menu, or press Ctrl+A.

e Experiment with cycling round all the objects within a slide. To do this select one object. Then
use Tab key to cycle through all the objects of the slide (use Shift+Tab to cycle through in the
reverse direction).

e Close the file without saving your changes.

Grouplng and Un-grouping Objects

Open afile called OBJECTS.

e Experiment with grouping objects. To do this select the objects you wish to group, either by
clicking on each object while holding down the Shift key, (or by using the mouse to drag a selection
rectangle around each object you want to select). Click the Draw icon on the Drawing toolbar to
display the Draw menu and select Group. The handles around each individual object disappear,
and handles are displayed around the selection rectangle which encompasses the object group.
Select the grouped object group and you will find that dragging and dropping moves all the objects
that have been grouped.

e Experiment with un-grouping objects. To do this select the grouped objects. Click the Draw icon
on the Drawing toolbar and select Ungroup. The handles around the group disappear, and the
handles are restored for each object. Clicking on something else to de-select the objects and then
you will find that you can use drag and drop to move the individual objects once again.

e Using right clicking to group and un-group. Select two separate objects and then right click.
Use the pop-up menu to first group these objects and then to un-group them.

e Close the file without saving your changes.

Re -sizing Objects
Open a file called OBJECTS.

o Experiment with re-sizing objects. To do this click on an object to select it. Click on one of the
re-size handles around the object and the mouse pointer changes to a cross-hair pointer. Drag the
re-size handle until the object is the size you require, and release the mouse button.

o Experiment with re-sizing an object to exact percentages. To do this right click on the object
and from the shortcut menu select Format. Click on the Size tab to display the Size folder. To re-
size the selection by an exact percentage, adjust the Height and Width spin boxes in the Scale
section of the dialog box. Select OK.

o Experiment with resizing while keep the height and width proportions the same. To do this
hold down the Shift key and click on one of the corner handles of a selected object then drag to re-
size.

e Close the file without saving your changes.
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Allgnlng Objects

Open a file called OBJECTS.

Experiment with aligning objects. To do this select the objects you wish to align. Click the Draw
icon on the Drawing toolbar to display the Draw menu. Select Align or Distribute to display the
alignment sub-menu. Choose the type of alignment you want and the selected objects align
according to your selection.

Close the file without saving your changes.

Movmg Objects

Open a file called OBJECTS.
Experiment with moving objects. To do this select an object and then drag and drop it to the new
location.

Experiment with using “Snap to grid” and moving objects. To do this click on the Draw icon on the
Drawing toolbar to display the Draw menu. Select Snap and make sure that “To Grid” is selected.
Once enabled, an invisible grid is placed on the screen and when you drag objects they jump from
one grid line to the next. This helps in the alignment of objects.

Close the file without saving your changes.

Rotatlng Objects

Open a file called OBJECTS.

Experiment with rotating objects. To do this select the object you wish to rotate. Click on the
Free Rotate tool on the Drawing toolbar. The mouse pointer changes to the Free Rotate pointer.
Place the Free Rotate pointer over one of the re-size handles and drag the pointer and rotate the
outline of the selection to the position you require.

Close the file without saving your changes.

Cuttlng Copying, Pasting and Duplicating

Open afile called OBJECTS.

Experiment with copying objects to the Clipboard and them pasting them back to your
presentation. To do this select the object you wish to copy and from the Edit menu, select Copy
to place a copy of the object on the Clipboard. The object remains on the screen. Position the
cursor at the location where you want to paste the object from the Clipboard. From the Edit menu,
select Paste and a copy of the object is placed on the slide at the location of the cursor.

Experiment with duplicating objects using the drop down menus and also by using “drag
and drop” techniques. To do this select the object you wish to duplicate. Press the Ctrl key (a
plus sign is displayed next to the pointer) and drag a copy of the object to a new location.

Close the file without saving your changes.
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Moving Objects Forwards and Backwards
e Open the file called ONTOP.

e Experiment with using the Bring To Front and Send To Back commands. To do this select the
object you wish to move forward or backwards and when you right click a pop-up menu is
displayed. Experiment with using the options within this pop-up menu.

e Experiment with using the Bring Forward and Send Backward commands. Use the
techniques outlined above.

e Close the file without saving your changes.

Using Color Schemes
e Open the file called LOOKATME.

e Experiment with applying color schemes. To do this from the Format menu, select Slide Color
Scheme to display the Color Scheme dialog box. Click on the Standard tab and select one of the
standard schemes. Click on the Preview button to see the effect that the select option will have on
any slide that you have created. Click on the Apply to All button to apply the scheme to all the
slides in the Presentation or on the Apply button to just apply the color scheme to the current slide.

The Drawing Toolbar

e Examine the icons contained within the Drawing toolbar. You may like to experiment with using
some of the icons! You can also use the on-line Help to gather additional information.

The Format Painter

e Create a new slide and enter a few paragraphs of text. Format each paragraph using different
types of fonts, different font colors, different fonts sizes etc. Then experiment with using the Format
Painter. To do this, first select some text and then click on the Format Painter icon in the Standard
toolbar (OR if you intend to copy the color scheme to more than one slide, double-click on the
Format Painter icon). The formatting information is picked up from the selected text and the mouse
pointer changes to an arrow with a paintbrush attached. Select the some other text to which you
want to apply the formatted information by clicking on them.

e Close the file without saving your changes.
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Printing a Presentation

The Print Dialog Box

o Examine the options available via the Print dialog box.
e If you are connected to a printer, experiment with using some of these options.
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Creating and Running a Slide Show
Running a Slide Show

e Open afile called LOOKATME.
e Run the slide show. To do this click the Slide Show icon.

NaV|gat|ng Through a Slide Show

Experiment with moving to the next slide.
To do this use any of the following options:
Left Mouse

N

Space Bar

Right Arrow

Down Arrow

Enter

Page Down

Right Click - Select from Pop-up Menu

e Experiment with moving to the previous slide.
To do this use any of the following options:
Backspace
P
Left Arrow
Up Arrow
Page Up
Right Click - Select from Pop-up Menu

e Experiment with returning to the first slide. To do this depress both mouse buttons for 2 seconds
(or press the Home key).

e  Experiment with blanking the screen. To do this press B once to apply. Press B once more to remove.

Slide Show Transitions

e Experiment with adding transitions to the slide show. To do this change to Slide Sorter view by clicking
on the Slide Sorter icon. Select Slide Transition from the Slide Show menu, to display the Slide
Transition dialog box. Select the transition you require from the Effect drop down list. Click on the
transitions to see a preview of them applied to the picture in the Preview box. To see the transition
again, click on the picture. Select how fast you want the transition to take place by selecting Slow,
Medium, or Fast. You can preview the speed you have chosen in the Preview box. To change the
transition of the current slide only, click on Apply. To change the transition of all slides in the
presentation, click on Apply to All.
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Sllde Show Timings

Experiment with setting timings for your slide show. To do this select Rehearse Timings from the
Slide Show menu. The slide show appears on the screen and in the top left-hand corner of the screen
a button is displayed with a clock. The clock shows you how long the slide has been on the screen.
When you are ready to move to the next screen, click anywhere on the slide

m Il | 00002 4 | oomzl

When you reach the end of the presentation a dialog box is displayed telling you the total time taken for
the slide show. Select Yes to record the new timings.

To see your slide show timings that you have just recorded. Switch to Slide Sorter view and the timings
for each slide will be displayed below the slide.

Slide Show Annotations

e Experiment with adding annotations to your slide show. To do this begin the slide show and click the
right mouse button to display the shortcut menu. Select Pointer Options from the pop-up menu
displayed. Select Pen from the sub-menu displayed. Hold down the left mouse button to write or
draw on the screen. To erase your annotations during a slide show press the E key. When finished,
press the Esc key to turn the feature off.

Hldden Slides

Experiment with hiding slides in a slide show. To do this select the slide(s) you wish to hide. Select
Hide Slide from the Slide Show menu, or click on the Hide Slide icon on the Slide Sorter toolbar if you
are working in Slide Sorter view. The slide will be hidden during a slide show.

e Experiment with displaying hidden slides during a presentation. Run a slide show, and right-click
on the preceding slide to display the shortcut menu, select Go and then Hidden Slide (or simply press
the H key).

e Close the file without saving your changes.

The Animation Effects Toolbar

e Open afile called LOOKATME.

e Use the Save As command to save the file as MYMOVE.

e Experiment with making a slide title drop in during a show. To do this click on the View drop down
menu and select the Toolbars command. From the sub-menu displayed select Animation Effects.
Select the required effect.

Experiment with making text build one paragraph at a time.

Experiment with making text “drive” into the slide.

Experiment with making text “fly” into the slide.

Experiment with making text or objects flash.

Experiment with making text/objects appear from the top right of a slide.

Experiment with making text appear one character at a time.

Experiment with making text “rain” from the top of a slide.

Close the file and save your changes.
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