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Introducing Greg Creech

Shop Talk from The Atlanta Journal-Constitution

Sunday, Oct. 29, 2000 R3 - JOBS

Why I Love my Job — Greg Creech
What | Do: | teach technology courses and make presentations to beginner and expert computer
users and professionals. | use humor and the piano.
| train all levels from first-time computer users to

- - e Technology
systems technicians acquiring A+ certification. As an speaker and
A+ certified trainer, MOUS expert, and technical ;

. e . trainer
trainer, my certifications and knowledge give me a
career in the technology. My humor, the piano, and Speakin' &
people keep me in the technology training field. | Geekin'

sing to my students sometimes and perform stand-
up comedy about computers.

How I got started: | won Best Actor in a Supporting
Role at Southside Theatre Guild for “A Funny Thing
Happened on the Way to the Forum” and studied
comedy under Jerry Farber. | have played the piano
since 8 years of age and had the first personal
computer with a 1 MB of memory. In order to learn
the PC, | associated the PC with the piano -- both
use a language to translate, both have keyboards,
and now - both provide music and information. |
must admit | miss the days when | only played the
piano and programmed the PC. Now, | play the PC
and have to program my piano. In 1998 after
seventeen years of technology business experience

DinAa | AalbA

in the corporate market, | decided to take a leap of faith on my own. | call my Greg Creech
presentations “Showminars,” a combination of a show and a seminar. sings to his
The Best Part: Hearing the laughter and the comments: “You have saved me so students. and
much time,” and “l remember complicated macros because of the way you taught often he’

them.” | have a passion for teaching creative people to be more technical and
technical people to be more creative — Mozart would be proud!

The Challenging Part: Explaining why | want my piano in a PC classroom. up comedy about
“Mainframers” who refuse to acknowledge the existence of the PC and the Web. computers.
People who attend training classes because they have to, not because they want
to. Technical people who are not client- focused.

My Favorite Quotes: “To err is human, to really mess things up you need a computer.” “Forty-two
percent of all households have a computer; only eight percent of those know how to use it.”

What Keeps me Going: | enjoy combining my love of people, the piano, processors, and humorinto a
unique speaking and learning experience.

performs stand-

Greg Creech © 2015 Techedutainment Services Thank you for Learning!
No Duplication Allowed 404-299-1706
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Welcome to PowerPoint Pizzazz!

Welcome to your course on the Power of PowerPoint | PowerPoint is a great presentation
application from Microsoft Corporation and is included in the Office Suite of products.
PowerPoint is an effective and entertaining way of presenting information. Since we are in the
Information Age, use PowerPoint any time you want to display information. From invitations
and greeting cards to education and motivation presentations, PowerPoint is for you and our
Age of Information. Whether in an auditorium, kiosk, classroom, or courtroom PowerPoint is
everywhere. There are tons of great applications for using PowerPoint and we will examine
many of them in this course.

We will have fun and learn — a process | entitle “Flurning”, so we will “flurn” PowerPoint. Of all
of the applications in which | work, PowerPoint is the most entertaining and fun that | can have
with a computer short of playing Solitaire or other games. You will find that PowerPoint is the

most fun you can have and stay in the Office Suite.

This course combines the introductory, intermediate, and the advanced functions of
PowerPoint into one handy, dandy document. I'll provide presentation tips, too.

Who’s Running The Show, Anyway?
Although PowerPoint is powerful, the application does not replace the presenter, trainer,
speaker, salesperson, or any other person using PowerPoint. PowerPoint is a vehicle to
accentuate your message and help educate others on your material. | have witnessed too
many professionals overwhelm and bore audiences with too much text, animation, shocking
colors, and the list can go on. Word is designed for manuals and documents with lots of text;
PowerPoint is designed for listing text and using lots of graphics and movement. You tell the
story; you relate the information; you are the true power of PowerPoint. PowerPoint is your
assistant, your helper, and your documenter. If PowerPoint tells and displays the entire
message and information, who needs you? Just give the handout and go home. No way! A
machine can never replace your voice, your look, and your original style of presenting;
however, a machine can help you strengthen your information and enhance your style of
presentation.

| will provide helpful presentation tips and design tips that training materials, fellow presenters,
my theatre and presentation history have taught me. Also, | am a member of the National
Speaker’s Association and Association of Talent Development. If you seek training and/or
speaking as a profession, please consider joining these outstanding organizations. Both
organizations are excellent sources and resources of presentation tools and tips. Here are
some design and presentation tips to keep in mind as we build our presentations.

v No more than six (or so) words per line,

v" No more that six (or so) lines per slide,

Greg Creech © 2015 Techedutainment Services Thank you for Learning!
No Duplication Allowed 404-299-1706
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v’ Use sans serif fonts — fonts without little strokes - (Tahoma, Arial, Moderne) for Titles,
Headings — sans serif fonts bring a attention, Notice that most business and road signs
are sans serif,

v’ Use serif fonts (Times New Roman, Georgia) for Bullets and multiple text lines — serif
fonts help our eyes read and reduces eyestrain, Notice that most magazine articles
and books are written serif fonts,

v" No more than two or three fonts per presentation,

v Avoid bright colors as backgrounds, use bright colors to accentuate or enhance your
presentation,

v Customize — avoid the templates in PowerPoint (Most business people have seen all of
these templates) — use your creativity to develop your own template and style. This

course is designed to help you accomplish customization,

<\

Avoid using too many fonts (generally a maximum of 3) in a slide show or
presentation,

Use graphics to re-enforce your message and cartoons to invoke humor,
Use animation for disclosure — displaying one bullet item at a time,

Do not use PowerPoint to write a book,

SN NEEN

Do not over use the color Red — people literally see Red and emotionally feel
uncomfortable if you use too much Red in your presentation, Green will make people
think of money, Bright Yellow will evoke weakness, Orange induces hunger, etc.

v’ If you provide handouts, wait until the end of your presentation to distribute them —
the sound of rustling paper is not pleasant and your audience will concentrate on the

written word not your spoken information Slide 2

We will build a presentation using many of the types of slides and will learn new items as we
build each slide and add functionality and enhancements as we go. We will begin with a title
slide, build a bulleted list, and many other types of slides, including slides with photographs,

diagrams, and charts.

We will construct our first presentation with a blank background for us to customize through
Microsoft’s templates and then our own custom template. | will overview the slides that you
will be preparing. | believe that designing your own color schemes, logos, and other
customization techniques will help your creativity, impress your audience, and illustrate your
presentation and message better. PowerPoint is an invaluable branding tool for your
organization, too, and knowing how to customize and manipulate PowerPoint can help in your

Greg Creech © 2015 Techedutainment Services Thank you for Learning!
No Duplication Allowed 404-299-1706



Greg Creech PowerPoint Pizzazz! Page 9

Techedutainment Services, Inc.

branding and creativity. You'll be self-sufficient, too. Also, the world will know you took a class
from me and | will be proud of your originality.

Enjoy the process of “flurning” the Power of PowerPoint. | know | will enjoy teaching you.
Now, as we say in theatre and presenting: On with the (slide) show!

/7 Write your notes here:

Our Presentation

Let’s get started with building our own presentation. PowerPoint is much more than a screen or
“live” presentation tool. | encourage you to type in your own information and begin building a
presentation to fit your needs and your applications. | will offer text for you to type, of course,
but you'll get a lot more out of this course if you use your own imagination and wording. We
will use logos, pictures, videos, music, and all types of multimedia for your presentation; you
should know where these items are located prior to our inserting, customizing, and displaying
them in our slide show. So, go ahead and start collecting your logos, pictures, etc. for our
time together, now.

Also, don’t worry that your presentation is plain and boring looking. We will change that later
in our third slide. We will use some of PowerPoint’s design templates and we will design our
own design templates later in the course. We will also create our own logos, color schemes,
and other nifty PowerPoint formatting and design features, but first we need slides and
information in which to work so let’s start building the presentation and our fantastic slide
show!

Greg Creech © 2015 Techedutainment Services Thank you for Learning!
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Important Options and Notes
You should activate your PowerPoint Options Pane and review these items, especially the
Advanced item that may want to change your number of Undos from 20 to 150 (the maximum)
and have a default view for opening your prentation.

» A Hot Tip! You may change your e

Normal view panes in the PowerPoint R [ et apiors for warking i Poeror.
Options located in your Microsoft Office Proofing -

Button menu. Clicking the PowerPoint - v sttty e s
Options button activates the Options -
menu. As displayed at right and in the ] o mapese

Options menu, the Advanced section of Adein T e coment s st
your PowerPoint options contains a e image Sizeand Quaity I} Fowerof owerrit o[
section entitled Display. In the Display e e

section, you will notice “Open all set et teget otputto 220 o]
documents in this view:” Mine is set T —
with Normal: Thumbnails, notes, and T e e

slide. You should set this according to o ot morat ot g e

the panes you like in your Normal View.

Also, notice this is where you may increase your Undos from 20 to 150. I
need this very badly and wish we could increase the undos in PowerPoint to
1050! »

» Using Slide Sorter View or your Thumbnails pane you may copy a slide to a
new location, too by pressing your CTRL key and drag the slide another
location. Or you may press your CTRL + D Keys to duplicate the slide - this
accomplishes Copy and Paste in one easy to use step! »

Greg Creech © 2015 Techedutainment Services Thank you for Learning!
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Title Slide — Slide 1

What A Great Opening!
Step 1: How to create a new presentation and Title Slide.

At the Start-up of PowerPoint, you are at the Title Page of a New Presentation, if you are
already in PowerPoint,
1. On the Microsoft’s Office 2007 button’s Menu click New or Double Click
Blank document to start a new presentation. In Office 2010 and 2013,
you use the File tab to create a new presentation. You may press the

Drawing Tools  Presentation3 - Microsoft PowerPoint

| Home ‘ Insert Design Animations Slide Show Review View Developer Format @
e = A o —
@ & Cut = FENE TS| e e e =5 = Ift Text Direction - ShNOoO DLE‘ { g 2 shape Fill ~ 3 Find
23 Copy 5 Reset [ =] atign Text = ALLd G- * [ shape Outline ~ || . Replace ~
M AV . = = — —| A ick
F Formak Painter || sjide - % Delete [B £ U ke 8 2 pa A 2 Convert to smartart | % VUL T TS s?;f;. ) Shape Effects * || 3 Select -

Clipboard M | Slides J Font F] Paragraph fa | Drawing Fl Editing |

[MW "Hzl u‘-‘1---|~-E---u‘-‘1---|~-z-‘-w---3‘-‘u---4-‘-w---s‘-‘u‘-‘s---u---';'--w‘-‘s---

Paste

Power of PowerPoint

i

Presented by

B Greg Creech
Your Nutty Professor

-

O-————0-———-0

‘ Click to add notes

CTRL + N key to start a new presentation, too.

At the Title Page of a New Presentation —
2. Type the title The Power of PowerPoint or type your own title. Click to

the Next Title area of the screen. DO NOT PRESS ENTER.

Greg Creech © 2015 Techedutainment Services Thank you for Learning!
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& An Important Gotcha! A common and frustrating mistake (and habit) for all of us using
PowerPoint is pressing the Enter Key. The Enter Key produces more space in your Text box
and does not move you to other areas of your slide. &

I click from area to area.
3. Then Click in the secondary title area and type: Your own sub title or

type Your Name on one line, press enter, type your Title on the second
line and press enter. Type your slogan or a phrase on the third line, as
displayed on the previous page.

Step 2: How ‘bout That — Time to Format!

Let’s use the Formatting buttons on the Home Tab. After entering information in the title
areas.

» Hot Tip! While we are learning formatting here, you should avoid this type
of custom formatting until you have determined your final design for the
presentation. Which we will accomplish later. The formatting that you
accomplish here overrides the design that you choose later. When we want
to create our own design and template, we will use the formatting items in
our Slide Master view. »

Click the Main Title Area or Box to receive a sold line around your text as

displayed below.
J/ Important Notes About your Text

Boxes 7 : Calibri Heading: = 44 - | A a7 || 25| [i= - i=-||= _||3§'|“ﬁTmmemmv L qé |7
=] Align Text ~ ALLD LG - =
. |B 7 U abe 8 &~ Aar||A-[|ES | B comvertto smartart - || % v L ¢ e GIEDEE s%yL\”el

J Small circles surround the area for you ot - R 5 SEne

R I I R R  C R R R R R S R R RN - EE R R T

to click on to drag in or out to resize the
title. Dragging in will make your text box
smaller and dragging out will make your
text box larger. | like using the corner

[=]

circles to change the height and the width ? o

of the Text box at the same time. Power of PowerPoint
2 You may click the border of the text

box to select the entire text boxes — a

Greg Creech © 2015 Techedutainment Services Thank you for Learning!
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solid line will surround your box. This solid line indicates that your entire Text box is selected

and any changed you make effect everything in the text box. This is a convenient tip to know

in working with the many objects in PowerPoint.
7 A four headed arrow will alert you that you have the text box selected; the four headed

arrow allows you to move your text box.

With the four headed arrow you may click and drag the entire text box to another area. Click

on the border of your object usually produces the four headed arrow.
B If asolid line surround your text box you can apply formatting to all of the text at once.

a dashed line surrounds your text box, you will need to select the text you wish to format.

If

£ The green circle is free rotate. Clicking and dragging this around allows you to change the

position of your text box, Clip Art, picture, and other objects.

1. With a solid line surrounding your text

box Title and using your Home Tab’s
Command buttons in the Font Group,
Click the Bold, the Italic, and Shadow

—{

Power of PowerPoint ]

Buttons as pictured here. (ScreenTips will
appear as you move your cursor over the Calibri (Headings = 44 ~
buttons to inform you of the purpose or
name of the button). Make other changes
as you like. Font

2. Next click in the sub-title text box, notice
that PowerPoint changes the border of your text box to a dotted or

B 7 U abe § AV-

A a4
Aav|| A -

]

dashed line. You will need to select the text you wish formatted. Select

all of your text and format the text using the Mini Toolbar. The Mini

Toolbar should appear o I .
after you select your text | Presented by '
and move your cursor | l
o o
upward. If the Mini | Greg Creech |Alb|ertus- B AN D2
| Bz ==E=E ===
Toolbar doesn’t appear, S Your Nutty Professor ™*: — L
right click on your text u mEECE
and the Mini Toolbar will I
: 1 — I Al ANNEN
appear with your shortcut Standard Colors
menu. Using the Mini i O e oo
Greg Creech © 2015 Techedutainment Services Thank you for Learning!

No Duplication Allowed 404-299-1

706



Greg Creech PowerPoint Pizzazz! Page 14

Techedutainment Services, Inc.

Toolbar change your font, font size, and color.

3. Move your cursor to the border of the Text Box and use the four
headed arrow and click and drag your title box(es) to a new area of
your slide. Click the Undo button if you need to put your text box back.

Yeah! The First screen known as the Title Slide is complete. We will animate and enhance this
slide later.

Click the save icon or press the CTRL + S keys and save your file as
PowerPoint 1.
Now, onto Slide Two!

Slide Two: A Bullet List

Dodging the Bullet with Animation
New Slide and Layouts

Time for a new slide. Slide Two will be a bullet list in a text box. To create

. . . R = Layout = . A=l

a new slide, we will click the New Slide command button and from the =] SoReset || Sl .50 |
. . . . New | — AV. Aa-|| A

menu select the type of slide we wish — we will use Title and Content for Siide - 4 Detete | BT 0 she & - Aavi o

Office Theme

this slide and subsequent slides for our presentation.

Here’s how to create a bullet — text slide: : 11§
1. On the Home Tab, Click the New Slide button and mdw

“. ﬂ_

from the menu click the Title and Content slide from .
the gallery.

2. Click on the Title area and type your own Heading or
type "Bullet and List Guidelines”.

3. Click in the Bullet area and type a line of information.
I have typed: Primary Bullet Level (1st Level).

Twao Content Comparison Title Only

4. Press Enter. plenk “CtonCapron
5. Another Bullet appears, Press Tab key, A Secondary (5| Duplicate Seleded Slides
Bullet appears. Type another line of information. I o
have typed: Secondary Bullet Level (2nd Level).
6. Press Enter
7. Another Secondary Bullet appears, Press Shift AND Tab keys

simultaneously, A Primary Bullet Appears.
8. Press tab twice to produce a Third level bullet.

Greg Creech © 2015 Techedutainment Services Thank you for Learning!
No Duplication Allowed 404-299-1706



-l

‘ Greg Creech

Techedutainment Services, Inc.

PowerPoint Pizzazz!

Page 15

9. Press Shift tab to go up a bullet level to level two and type your own

information or type Another Secondary Bullet Level.
» Tabbing with your bullets demotes your bullet and Shift
Tabbing promotes your bullet level. You can also use the Increase
and Decrease Indent Icons (pictured at right) on the Home Tab’s
Paragraph Group to make various bullet or list levels. »

1. After entering your first three

==

bullets, press enter.

2. Press the Decrease Indent Icon _ S
twice OR press the Shift key and Bullet and List Guidelines
keep it press and press the tab key + Primary Bullet 'L'é(/'él (1% Level)
twice to return to a Primary (FirSt — Secondary Bullet Level (2" Level)
Level) Bullet. — Another Secondary Bullet Level

3. Continue to add Primary (First *-No-more than six lines per slide
Level) Bullet items and press enter * No more than six words per line

at the end of each bullet to create * Nomore than three fo

a new bullet. Here are my bullet
items for this slide:

*+ Minimum font size — 2
* Use disclosure on your

nts
8
text/bullets slides

v No more than six lines per
slide
v No more than six words per line
v Minimum font size - 28
v' Use disclosure on your text/bullets VBl B D 4 3R &9

slides

Headers and Footers

Let’s add Footer information at the bottom of the page. The
Footer can contain information such as date, time, page
number, author, etc. Here are the steps to add a Header and
Footer with the screen pictured at right.

Click the Insert Tab and then click the Header &
Footer button — the Header and Footer dialogue
box opens as displayed at right.

Examine the Dialogue Box and note that you can add a Header
and Footer to Slides (First Tab) or Notes and Handouts
(Second Tab) For an example of the Notes and Handouts

link Action Text Header WordArt Date

Box & Footer k4

Slide Symbol Object Movie
& Time Number @

Text Media Clips

Sound

Links

R R Y S e B LT TR
e 2 4

slide | notes and Handouts

Indude on slide
Date and time
@ Update automatically
November &, 2007

i

.

Header and Footer

[=]

~) Fixed

Slide number
Footer
Thanks for staying awake!

Don't show on title side;
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Header and Footer look at the Handout from PowerPoint that accompanies this manual.

1. Click on the Slide Tab, ensure Date and Time are selected by clicking a
checkmark in the box.

2. Ensure the Update Automatically Radio Button is selected so when you
show this presentation the current date and time on the computer will
display here, then using the Drop Down box select the format of your
date and/or time or enter other text or date that won’t change

3. Ensure that Slide number is selected with a check mark.

» A Hot Tip! Having a slide number on your slides is great unless you hide

a slide then the slide numbers will skip — we will learn how to hide slides

later — Keep in mind that when you hide a slide the slide number displays

and doesn’t renumber your slides. »

4. You may type in your own Footer just type in the box your information.

5. Also, you should check the “"Don’t Show on Title Slide” check box; the
Title Slide should be clean and neat without a Header and Footer.

6. Then click Apply to All Button.

You should use the Headers & Footers Notes and Handouts Tab too as
displayed below. A picture of my presentation as a handout in Notes Pages

view appears here with the header and footer.

.
- Notes and Handouts
Indude on page Apply to Al
[7]Bate and time
@ Update automatically

Movember 6, 2007

() Fixed

ember 5, 2007

Header
Power of PowerPoint

Page number

Footer
Greg Creech 404-299-1706

EEEEE e

Power of PowerPoim Novemier §,2007

Bulletand List Guidelines

=
+ Primary Bullet (1st Level)
»Secondary Bullet (20d Level)

Thind Bullet {3rd Lev

{372 Level)
+'Nomore than 6 bullets per page

v Nomore than 6 words perline
+PowerPoint lists your information
¥Use disclosure on information

Greg Creach 404-200-104
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Test your Headers and Footers and let PowerPoint automatically update your date
information based upon when you are working on your document.

1. Navigate to your Title Slide and notice that Header and Footer is not

there.

2. Click your save icon or Press the CTRL + S keys after working on each
slide.

3. Also, Click the Slide Show View button on your Status Bar ==
to see how your slide show will appear during your
presentation. @

4. OK — Not very impressive yet, but we are about to start
changing that. Let’s use animation to bring the title in
automatically and then to bring in each bullet separately.

/2 Write your notes here:

Greg Creech © 2015 Techedutainment Services Thank you for Learning!
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Don’t Hesitate, Let’s Animate

Animation is an important and fun feature to learn in PowerPoint. We will spend a lot of time
on Animation and using the various features in PowerPoint’s Animation. While you can
certainly go overboard and drive your audience crazy with all of the dizzying and eye catching
animations, | encourage you to use a lot of the animation features and to go “overboard” as
you learn. In your “real” presentations, your animations should be appropriate and add to your
presentation’s movement and practicality. Don’t let PowerPoint’s animations upstage you,
your message, or the content of your presentation. You should be consistent in the animations
of your titles and other objects that repeat in PowerPoint and you should use animations to
facilitate the ease of presenting with PowerPoint and not let PowerPoint overpower you and
your message.

Animation is very important to bullet list and text in PowerPoint. You want to bring in each
bullet item separately. This is termed progressive disclosure in the training industry. Using
progressive disclosure allows to speak on each item and to have the audience focus on that one
item as you speak. If you don’t animate your bullet list, the audience will be overwhelmed with
the amount of information. For the past several years Corporate Americans have been taught
to concentrate on the “bottom line” and that is exactly what most of us will do in a
presentation that does not use animation. Subconsciously we will pay attention to the last item
on the bullet list. Our focus is distracted and your spoken message will not have the impact and
the attention that each bullet deserves because of the number of bullets. Animation corrects
this and provides a practical, efficient, and entertaining way to keep and enhance your message
and the audience’s attention and focus.

Custom Animation in PowerPoint 2007 is necessary in not only animating your items and
objects in PowerPoint and accentuating your message but also in creating and editing
multimedia’s components of PowerPoint such as music, sounds, and videos, which we will learn
later. Learning Custom Animation early in our education of PowerPoint is important in keeping
you awake and interested in PowerPoint, and Custom Animation will help us as we continue
learning other types of slides and multimedia.

Animation is movement within a slide; transition is movement between slides. We will use
both to add pizzazz to our PowerPoint.

PowerPoint 2010 and 2013 has the Animation Tab and the Transition Tab, PowerPoint 2007
has the Animation Tab. The Animation Tab was too much on one tab in PowerPoint 2007 so
now we have two tabs in PowerPoint 2010 and 2013 with which to work. Also, the Custom
Animation pane in previous versions of PowerPoint is now called the Animation Pane.

So, Don’t Hesitate, Let’s Animate!

Greg Creech © 2015 Techedutainment Services Thank you for Learning!
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Custom Animation and the Animation Pane
Animating Bullets and the Task Pane

You will need to use the Animation Pane to customize your animation further than what we
may accomplish using the Ribbon and the Animatin Tab. The Animation Tab and Animation
Pane for PowerPoint 2007 and the Animation Tab and Animation Pane for PowerPoint 2010
and 2013 appears below, too. Choosing and adding Animations is easier in 2010/2013 because

Home Insert Design ‘ Animations ‘ Slide Show Review Developer Format @
d: | [No 5 - | Ad slid
123 Animate: By 1st Level .. N[ | fhoseund) vance slige
- | ¥ On Mouse Click
sﬂ Custom Animation -

I Automatically After: 00:00 =
Animations

2007 Animation

Qutline > x |[[1] ~-u---V‘éy--u-~z~w---3-~u---4~-~-5---w ustom Animation vx‘
7 \ Tab and Pane

% Modify: Fade

= : . . e I = |
; Bullet and List Guidelines T et ||
: ? |
- 10 7777777777777777777777777777777777777777777777777777 o 173 # ContentPlaceholde...[o]| | | |
* Primary Bullet Level(l"t Level) ; =

— Secondary Bullet I.level (2n Level)

— Another Secondary Bullet Level

* No more than 6 lines per slide

oSSR,

R * No more than 6 words perline

b 4

: * Minimum font size — 28 3

N 5

: » Usedisclosure on yourtext/bullets slides

Lin O e

_ F3 4| Re-Order |¥]

' :
| Click to add notes I [7] AutoPreview

T — P T
ﬁ = . N o b start: On Clik
k * = ¢ " hig K 25 ¢ Sk " A ® ouration: [oz00 =
Preview Appeal Fade Fiyin Float In Spiit Wipe Shape Wheel Random Bars  Grow & Tum er | @ Detar B &
Preview ‘ Animation Timing ‘
NEEEY-0E&EA D S TEE-e-REEE IS
Animation Pane v x

Slides | Outline %[ I T g 2 g 3 T g 5
£

0 ¥ Tite 1: Buleta...[ ]
TW ContentFece... 1 ]

2010 Animation
Tab and Pane

Bullet and List Gu

‘ \/Prlmary Bullet Level (1%t Level)
— Secondary Bullet Level {2 Level)

2

3

N el — Another Secondary Bul eh Level

many of the useful and popular animation display as a button on your Animations tab and the
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No Duplication Allowed 404-299-1706



-l

‘ Greg Creech

Techedutainment Services, Inc.

PowerPoint Pizzazz!

Page 20

Effect Options and Add Animations buttons make modify and editing your animation simpler.
Also, in PowerPoint 2010/2013 you may use your new feature the Animation Painter to copy
your animations throughout your presentation. We will learn these items later.

Let’s add animation to our bullet slide so each enters separately. We will use PowerPoint
2007 first and then use PowerPoint 2010/2013. No matter the version you should activate

your Animation Pane.

1. Click in the Bullet area and from the PowerPoint 2007
Animations tab click the Custom Animation button.

Eg_ﬂ Custom Animation

2. The Custom Animation Task Pane opens at the right of your

screen.

» Hot Tip! PowerPoint places nhumbers next to your animated items. The

numbers are for manual animation and is the number

of clicks or other way of bringing in your animated

objects. For Example, the first click will bring in the
the Primary and Second bullet. »

3. In the Custom Animation Task Pane click the Add
Effect button’s arrow and from the list choose
Entrance. From the Entrance menu, choose More
Effects...

4. Next, notice all of the neat animations you may

use. As you click or select an animation in the

background, the animation demonstrates the animation
on your text if you have the Preview Effect item checked

at the bottom of the dialogue box as I have here.
5. Explore the different entrance you may give. I am
choosing the Subtle entrance effect of Fade
6. After choosing your animation, click OK.

» Hot Tip! While there are many appropriate animations in
PowerPoint you should avoid any animation that spins or
rotates as you and your audience will get sea sick. These
animations include Pinwheel, Spinner, and others that you will
discover as you work with PowerPoint’s fantastic animation and

movement options. »

Custom Animation v x

i

f Z.Eoomerang F Entrance
f 2. Bounce ¥ Emphasis
f 3. Float ¥ Exit
# 4Fyhn &7 Motion Paths
1* 5. Grow & Tum
# 6 spiral In
9 I stretch
S 8 Unfold
f 9. Zoom

More Effects...

|

Select an element of the slide, then
alick Add Effect” to add anmation.

Basic

* Appear

i Box

2k Cirde

Zk Diamond

¥ Flash Once
Z PeekIn

3k Random Bars
Fy split

Zy Wedge
 Wipe
Subtle

ﬂ Expand

f Faded Swivel
Moderate

Preview Effect

Add Entrance Effect

7 ][=]
"

Zr Blinds

F Checkerboard

f Crawl In

i Dissolve In

f Fly In

r Plus

* Random Effects

F strips

ZHy Wheel

f Faded Zoom
v

oK Cancel
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PowerPoint 2010/2013 uses the Animation Tab to accomplish tasks that were previously in the
Custom Animation pane, which the Custom Animation Pane becomes the Animation Pane in

2010/2013 PowerPoint.

1. Using
PowerPoint
2010/2013,
click in your
Bullet list on
your slide and

Animation

¢

Shape

Whee|

Random Bars  Grow & Turn

3]

ok w
Zoom Swivel @"“‘

tions -

Hom Insert  Desig Transitions | Animaf tions | Slide Shor R Vi
i -
x 4 Lol Lo ’ ~
None Appear Fade Fiy In FloatIn Split Wipe
1H9-0ER&E S VB E-HEdEE IS -
Outline % (e ‘..?Hé‘..‘l‘..‘..

I - T SR

*5 | More

Choose an animation to apply to r

obieds in the slide.

from the Animation tab click the More button circled above. While I
could have chosen an animation effect in the Animation group, I want

you to see all of the Entrance effects that are available.
2. The More pane and gallery of

animation effects for *

Entrances, Emphasis, and -
Exits appears for you to . X
select the animation. Click - S S-S
the More Entrance Effects 2k x ® 2

item.

While you may bring in items
including photos, charts, text, and

other objects, you may add emphasis and exits, too. I will
concentrate on bringing in my information and objects and
having them stay on the screen.

3. The Entrance Effects selection pane appears for you and as
you click or select an effect, PowerPoint demonstrates the
animation in the background on your text. You should have
the Preview Effect box checked at the bottom of the screen
to sample the effects on your text. I am choosing Fade, so

choose your effect and click OK.

K B B

Change Entrance Effect 7=

Basic L)

¢ Appear Fr Blinds

i Box F Checkerboard

S airde Sk Diamond

- Dissolve In #ElyIn

3 PeckIn Z Plus

S Random Bars Fr spit

S strips Sy Wedge

3k Wheel F Wipe

Subtle

,;* Swivel ,;* Zoom

Moderate

J* Basic Zoom i.* Center Revolve

,,3 Float Down ,,i* Float Up v

Preview Effect oK Cancel
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Now, back in your slide, PowerPoint humbers the bullets and items for you.
Put your slide in Slide Show view and press enter or click to advance

1.

2.

3.

the bullets.

Notice that PowerPoint displays your Primary and Secondary bullets.

We want to bring the bullets in separately.
Let’s press the ESC key to return to our Normal view.

Now, we need to spend time with important effect options and timing.

1.

P

N o wun

8.
9.

Using PowerPoint 2007 click your Custom Animation
button or in PowerPoint 2010/2013 click your
Animation Pane button. In your Animation Pane notice
these options as we will use them extensively
throughout our course.

Click the arrow next to your Content Placeholder
animation as displayed above and from the menu scroll
to the Effect Options. . . item and click.

At the Next Dialogue box, Click the Text Animation tab.
By default, in the Group Text box By 1st level
paragraphs displays. Using the Drop Down arrow for
this list, scroll and Click By 2nd level paragraphs.
Since we are using two bullet levels and want each
bullet level to enter independent of the other we need
to choose this option.

Next Click the Effect Tab.

In After animation: Change the color to a light gray.

In the Animate Text: Change this to By Word from the
pick list.

We won't add a sound at this time.

Click OK.

Why did we change these settings? We want to emphasize each bullet and
to ensure that focus remains on that item and changing the After animation
color will accomplish this. We changed the Direction and Animated text By
word to illustrate the ability to manipulate the animation schemes which we will accomplish
many times in this course.

‘B

®

I 13 ContentPlace... [ | @
Start On Click
Start With Previous
Start After Previous
Effect Options...
Tirming...

Hide Advanced Timeline

Eemove

Fade

R

Group text:

Effect | Timing | Text Animation

By 1st Level Paragraphs

Automati

mate {By 1st Level Paragraphs

As One Object
All Paragraphs At Once

== "By 3rd Level Paragraphs

By 2nd Level Paragraphs

By 4th Level Paragraphs
By 5th Level Paragraphs

Fade

4 LB

Sound:

Effect | Timing | Text Animation

Enhancements

After anima

Animate text:

tion: on't Dir
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1. PowerPoint should display a preview of your animation, if not Click the
Preview Button to view your slide’s animation.

2. Click the Slide Show button and press enter for each bullet to appear.
Notice the 1st and 2nd level bullets are now entering separately and
that the text will gray out as you bring in a new item.

3. After the final bullet item, press the ESC key to return to your Normal
view of the presentation.

Thankfully, the Effect Options, Timing, and Animation tabs in the € L =

Effect Options dialogue box does not change much in 2007, 2010, and swivel || Efed ||
2013 versions of PowerPoint. In 2010/2013 PowerPoint you may m{ Sequence -
change your effect options using the Effect Options button on your — i= Asoncobiect
Animation tab to control the animation. Notice at right my selection is = _
By Paragraph for the effect; however, PowerPoint still only uses the

default of 1 level paragraphs so I must use my effect options

All at Once

By Paragraph

dialogue box and the Text Animation tab to change my
bullet animation to 2" or 3™ level paragraphs. Also, to e XL JE BRI
dim or change my text color as I move from one bullet to 1

o v g "
another requires that I use the Effect Options dialogue % k% A9
box and not the Animation Tab in the Ribbon. iO®*

id L e o
In 2010/2013 PowerPoint you may use the Add tleve Xk kA
Animations button to insert animation onto your text and ary B K K
objects, too. However, you will still need to use the Effect ." N
Options dialogue box to tailor your animation to fit your  wor ,., % x e

.
Wheel Random Bars  Shrink & Turn

needs.

Shape
i
Swivel

Z Write your notes here:
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Animation - Special Effects
Animating a Title Slide — Show Time FolRs!

As a presenter, | like to concentrate on the audience and not on PowerPoint to begin the
presentation. You only have a few seconds to establish a relationship with the audience and
you want to focus the them and not starting your presentation and wasting time clicking and
looking at the computer or screen. | like to have my Title Slide completely automated, so when |
begin the presentation | can concentrate on the people and not on PowerPoint. | let
PowerPoint do all of the work as | welcome the people and let them know up front of the
advantages and benefits of the presentation.

Here is the method of Animation in 2007 PowerPoint.

1. Click your Main Title Text Box on your first slide. On your text box a
sold line border and small circles surround

the text box signifying it is selected. You — Custom Animation v
- - - = |5 AddEffect «
can resize your object by getting the Lo N Em:c: —]tb
double arrow when your cursor is position 2 2. Boomerang £ Emphasis
in a circle and click and drag to make the % 3.Box W i O
- 3 . Checkerboar: Motion Paths
text box bigger or smaller. The green ;_i | Creceton = ‘
circle is the rotation circle. You may rotate & 6. Flip Select an slement of the sidk, then
- - - - P dick "Add Effect” fo add animation.
the object by clicking and dragging the # 1.Fyln
More Effects...

green dot.

From our Animations Tab, Activate your Custom Animation Task Pane.

3. With your text box selected, Click the
Add effect button. From the Cascading

N

teo+4.. 0005001 54 Add Entrance Effect i .

Moderate

menu trace to Entrance and in the next 3 ‘:sz,"l.,e.m ;Z:::w

Cascading menu trace to More Effects M| o e casein

and click. O R e
4. Click the Effect you wish to use. If you Q — 7o

checked the Preview box at the bottom Power of :ﬁif:::a"g ::z:&u ,,

of the Task Pane, the effect will play for #rom

you. Presented by oo | e
5. I have chosen Flip in the Exciting Greg Creech | 5ees 020

section of the Entrance Effect and Your Nutty Profess
PowerPoint is displaying the animated
text at right.

6. After deciding upon your effect, click OK.
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. Back at the Custom Animation pane, click in the Start Custor Animation =i
box and from the menu Click the Start With Previous [ addeffect 7] [KoRemove] ||
— this will animate our text automatically when the Modify: Flip _
slide show begins. We will use the Start After Start B oncick =] |
Previous in the next section as we animate the Sub- o 5 0n dik
Title. O After Previous
“ 19 #¥ Tite L Power of P... ||
More Effects and Options - [ Frereor

“3 Start On Click
« | Start With Previous

. Next, Click on your drop down arrow for the Title again, and click
the Effect Options . . . button. The dialogue box pictured at right | © ceatereios

appears. Using the drop down arrow for the Sound choose a .

Show Advanced Timeline

humorous sound for your title, I have chosen Applause. Unlike .

eeeee

the Bullet list we created and animated
earlier, I do not want the Title to dim so
leave this on Don’t Dim.

L AL Custom Animation ¥ x ;

Modify: Flip

2. Next Click the Timing Tab of this dialogue

g = With Previous E‘

box; the Timing tab is pictured below at

Fast E‘

FF Title 1: Power of P... []

right. Our previously selected With
Previous item appears in the first Start
box. I don't want a delay with this;
however, I have changed speed to 2

seconds (Medium) and I do not want this
to repeat — I have left this to (none).

3. Click OK al

4. At bottom of the Custom Animation Task | Effect | Tming | Text Animation |

Pane, Click the Play button and watch the Start:
elay:
magic of your animation at work. This is ip"d

With Previous E‘
0 +| seconds

1 seconds (Fast) E‘

neat, entertaining, and will help keep your Repest:
audience awake as they begin to watch your Reyind

5 seconds (Very Slow)
3 seconds (Slow)

2 seconds (Medium)

1 seconds {Fast)

(.5 seconds {Very Fast)

presentation. Triggers 3
5. After your animation plays, Click the Slide

Show icon and notice that your animation
begins automatically without a click of a
button or pressing enter. Your sound should

play, too.

> Play | |EJ side show
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6. After the animation is completed, press the ESC key on your keyboard
to return to the normal view to animate your sub-title.

Even More Effects and Options -
1. On your Title Slide, Click in your Sub-Title — Custom Animation T

= 5% AddEffect »| 7
text box and ensure the text box selects. As N Lo =
we accomplished previously, we will add # 2Boomerang | %% Emphasis  »
animation to this text box and have it play 3k 3.Box e bt >
H % 4. Checkerboard {f{ Maotion Paths »
automatically for us. . [—
2. With your Custom Animation Task Pane & 6. Fip Select an element of the siide, then
- - | diick Add Effect” to add animation.
active and your Sub-Title Text box selected, # L Flyln

Click the Add Effect Icon. In the cascading More Effects.

menu trace to Entrance and in this Cascading menu click the More

Effects item. —— -
3. I have scrolled down to the Exciting area and clicked | —

Spiral In. With the Preview Effect box checked at the P— S\ Exsen

bottom of the dialogue box the Effect will play for you o Grow&Tum # Rise Up

when you click it. You may need to move the Add e spimner J sueich

H
# Calor Typewriter ﬂ Compress

Entrance Effect dialogue box in order to view your i_::"'d # 2o
animation to do this — click on the title bar of this box > Bmgmerang 2 Bounce
and drag it away from the area of your animated # Credits # Curve Up
slide. # Fip #" Foat
4. Click a few of the effects and finally choose one you : . ::';d:m
like and Click OK. S #sing .
5. Click the Play icon to view your animation. # suish
6. Our newly added animation to the sub-title text will e A eead

work on Mouse Click or pressing enter, let’'s change

I V| Preview Effect | 0K | | Cancel

this so that the text will animate automatically after our Title

Custom Animation v x

Text. B e =) Ko Remore]
7. Click the drop down arrow next to your animation and click Modify: Spiral In
the Start After Previous item as pictured at right. SErt O afterprevows [+
8. Change your Speed to Medium. speed: [ B
0 A Title 1: Power of Powe...
[ &  #* subtite 2: Present... [«]|
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- - 0 i.:a’ Title 1: Power of Powe...
1. Now, Click on the Drop Down arrow for your Subtitle 2 o F hzreer O
Animation. ¥y  Start On Click
- - - - Start With Previous
2. From the menu, click the Timing. . . option. B oot At Previons

W

From the Timing Tab, I have entered a Delay of 2
seconds after the Title Text completes its animation
between each line.

Effect Options...

and Timing...

Show Advanced Timeline

Remove

4. Next click the Effect Tab and change the Spiral In ==
Animate Text by Word. Effect | Timing | Text Animation

5. Click OK. St 10 Mepems (=]

6. Click the Play Icon oo [rmmtem |

7. Watch your Animation and if all is well Click the i s— =
Slide Show icon and watch your Title Slide play Tiggers ¥
itself automatically.
8. After your title slide completes its animation —
and is in view. Click or press enter to view your —_—
second, bullet list slide.
= - Spiral In A | e | © After Previous =]
9. Preview your bullet list. e —— -
10. After this completes, press the ESC key - | [ vt sroneofone.. ||
. o s EEN ~ e
to return to your presentation to add our - S B !

third slide.

| like to have my title slide completely automated and for it to

play as the audience prepares for the presentation. I'll show

you later how you can set up this slide to repeat endlessly. | like to set-up my laptop with the
projection system at least 15 minutes before the presentation begins and have the title slide

repeat welcoming people to the presentation.

Custom Animation X

For Practice and using the above pages as a guide, Animate your |[5 change | (X Remowe |

Title on your second slide to come in automatically (With

Previous) using the animation entrance of your choice. My Zoom

Entrance for my second slide’s title and its properties are

displayed at right. I used my Re Order arrows at the bottom of

Modify: Zoom

Start: With Previous Iz‘
Zoom: In Iz‘
Speed: Medium Iz‘

#¥ Title 1: Bullet and Li...El

0
the screen to change the order my Content being first to the Title | |~ & o rocroier 2.,

1 being first in my list.

¥

Press the F5 key on your keyboard to preview your Slide Show

from the beginning. Save your file.
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PowerPoint 2010/2013 Animation Tab
Since PowerPoint 2010/2013 separates the Animation and Transition Tabs, S
animating is easier using the command buttons on the Animation tab than using );i", . ?
previous versions and the Effect Options dialogue box. swivel ||| Hrect
| Direction

After selecting your Entrance effect on the Animation tab, you will use the Effect
Options button and menu frequently. The Effect Options menu changes based on the
type of Animation that you select; different animations have different options and
different object have difference options, too. For example, when you Animate text
you may do so As One Object, All at Once, or By Paragraph as displayed at right.
When you animate a chart, SmartArt, or other graphical item you receive other types
of effect options.

The Advanced Animation and Timing Group in the Animation Tab replaces some of
the items that required the Custom Animation Pane. As | wrote earlier, the
Animation Pane in the Advanced Animation group replaces the Custom Animation

? Float Up
a Float Down [

Sequence

e As One Object

“—
”— All at Once

By Paragraph

pane in previous versions of PowerPoint. The Animation Painter is a new, terrific feature in
2010/2013 PowerPoint that allows you to copy your animation from one object and use the
same animation and settings to other objects; this is a big time saver and works similar to the
good, old Format Painter. Items such as starting your animation on click, With and After
Previous, Duration, and Delays are on your Ribbon and these groups and not the Animation
Pane. You may rearrange your animation using the Timing group, too. These groups appear

below and we will use these items as we further animate our presentation’s objects.

lﬂ E,-\5.;"!'_;]ﬂmimatiu:un Fane [ Start: | After Previous ~ | Reorder Animation

;3 Trigger = 9 Duration: |01.00 5 2 Earlie
Add ) -
Animation * *&Animatiﬂn Painter | (& Delay: 01.00 - e Late
Advanced Animation Timing

Here is the method of Animation in 2010/2013 PowerPoint for animating a Title Slide so it

complete automates for you.

1. Click your Main Title Text Box Moo el LA W R A

on your first slide. On your o —" =
text box a solid line border P
and small circles surround the
text box signifying it is
selected.

2. Using the Animation tab
choose an effect, I'm using Fly

Power of You anc=

[t

“
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In. Next using the Effect Options button and cascading menu, I have
changed the direction from Bottom to Top.

3. Using the Timing group, I am starting my title's b Start | With Previous -
animation With Previous so the title animates when D Duration: 0150  *
I begin the presentation. I am slowing the animation ® Delay: 000 -
using the Duration box and I do not want to delay Timing
the animation from the time my PowerPoint
presentation begins.
4. After making these changes, click your Slide Show button to view the
totally animated title. After viewing your title’s animation, press the
ESC key to return to your Normal.
Animation Painter
New to PowerPoint 2010/2013 is the Animation Painter. Similar to
the Format Painter in the Office Suite, PowerPoint 2010/2013 has the B R B
Animation Painter which allows you to select an Animation and apply w - e ok ha o -
the Animation to other items and objects. Click in your animated Title ~ oom smmean- s
Box and Click the Animation Painter.
» Hot Tip! When you click the Animation Painter once, PR
PowerPoint copies your animation once to another I
object. When you double click the Animation Painter, the e mueqe
painter stays on and applies the animation on objects e :
that you click. So copying animation from one object to
multiple objects and slides is a great time saver. Press the ESC key to stop
the Animation Painter or click the Animation Painter button again to deselect
it. »
1. Next click you Sub-Title Text Box to apply the Fly In From Top Effect to
your Sub-Title. After click the Sub-Title box, PowerPoint plays the
animation for you.
2. Next click your Slide Show view at the lower part of your screen and
your animated slide plays for you. But, we want to change our Sub-
Title to come in after our Title and provide a delay.
3. Press the ESC key on your keyboard to return to edit your slide and the
Sub-Title.
Greg Creech © 2015 Techedutainment Services Thank you for Learning!
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4. Using your Effect Options menu, you should x | + % i © oume o
change the Sequence to By Paragraph and , ircton
in the Timing Group change the Start to A e e BT
After Previous and give a one second delay P romsaronst | =
between your paragraphs. = ronien [ i

5. Click your Slide Show button and preview W ronrorien [ #Femw
your completely animated Title slide ¥ ronze
allowing you to focus on the audience and M ronmoenn
not on PowerPoint to begin your @ ronson
presentation. B romsetan g [

‘ Se;en(zs One Object 1t
Removing or Deleting Animation
As we have learned, Animation is easy to add, but how do you remove or -
. . . . Animation Pane v X
delete an animation effect from an object? In PowerPoint 2007, the
Remove button is obvious on your Custom Animation Pane but in P Play
PowerPoint 2010/2013 you will need to use the Animation Pane and the ——
. . . f Master: Titde 0
Drop Down shortcut menu displayed here for the Object you wish to 0 ¥ Tite 1: Foner . :'
remove the animation. As we learned earlier, thankfully, this shortcut —
f Subtitle 2: Gre... | ™

menu and the effect options dialogue box are similar in the various

versions of PowerPoint. This is how you may Remove Animation for your

items.

“3  Start On Click
Start With Previous

L) Start After Previous
Effect Opticns...

Timing...

Remove

Hide Advanced Timeline
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Animations

Slide Show Review

View

Slide Transition

Another type of animation that you will want to use in your slide show is slide transition. Slide
transition is how each slide moves from one to another slide in the Slide Show View.
Animation is movement within a slide, and transition is movement between slides. You may
apply Slide Transition using your Transition to this Slide Group.

Developer

- J_-; Transition Sound: | [No Sound] <

Transition Speed:  Medium

R TR R T

2

Ll e | ] ) S I 3
Apply To All
Transition to This Slid

1

Peoade | Uncover Right- Up

Here are the steps to add your transition in PowerPoint 2007.

1. Click the Animations Tab.

2. Select a Transition Effect from your gallery. If you click the More
button — circled above - the extensive menu
here appears. As you hover over an effect,
PowerPoint previews it for you in the
background. When you click the effect,
PowerPoint adds the transition to this slide
only. The very last item in the drop down list
is Random Transition — be careful of Random
Transition —it may surprise you with a type of
effect you are not expecting in the middle of
your presentation.

w

Modify your speed if you like.
Click Apply to All. This is easy to forget.

Jr

No Transition

i
ek | :
AFE
==

B e = -

Advance slide

= | ¥ On Mouse Click

N

Automatically After: |00e00 -

Custom Animation

&&@@@J@

min I Jﬂﬂjg

] »

LLL

P=he

1 (W) N (70 ) T

Apply to all will affect all of your slides and ensure

L ;:[.', Transition Sound: | [Mo Sound] =
transition throughout. Don’t use sound, unless you want .

to be a comedian — especially for a long presentations —

- 130 Apply To Al

PowerPoint will annoy and distract your audience by the
transition movements and sounds.

At the Advance slide section - Choose On mouse click,

unless you want your slide to automatically progress

through the presentation, usually reserved for stand-alone
or kiosks presentations in which PowerPoint becomes a

self-running show without a speaker or presenter.

Advance Slide

¥ On Mouse Click

Customn Animation
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6. Place your presentation in Slide Show and preview your entire slide
show and the transitions from one slide to another.

» Hot Tip! Like Animation, do not go overboard with various transitions and
be careful of the type of transition. While there are a few industries and
people that may appreciate very exciting transitions and use a variety of
transitions, the general business and professional worlds believe less is best
with some of the overpowering transitions. I encourage you to be consistent
using only one transition for your show and don’t use some of the Exciting
transitions, particularly in PowerPoint 2010/2013. »

Transition Tab
Let’s add transition to our presentation.

1. Click the Transition Tab which is new for PowerPoint 2010/2013. In
the Transition to This Slide section scroll through the Gallery and
Preview the different types of transitions you may have. There are
many new selections and Options for the Effects in 2010/2013.

2. Choose a transition and click the Apply to All button and perhaps

>>>>>>

d B =® @ » §m =2 &8 5 = a 8B §f = = @ ;-

change your speed. For humor, you may give a transition sound;
however, I would avoid having a sound transition on every slide.

3. Click your preview icon to see your transition or click the Slide Show
View button to see your presentation in slide show and click to
advance through your presentation. As with Animations, you may use
the Effect Options menu to change direction and other items based on
the effect you choose.

4. PowerPoint 2013 provides more Transitions

and effects. I am using the new Airplane W > = = B M @O F°

transition and changing the direction in the B E

Effect Options. S
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Reusing Slides and Layout Changes

If you have an existing presentation that you wish to keep intact, yet want to
use some of the slides or all of the slides in another presentation, PowerPoint
provides a great and easy way to import or reuse your slides and view them
before you bring them into your new presentation. | really like this feature — |
have standard slides | use in all of my presentation and this allows me to
retrieve the information without importing the formatting. | receive
presentations from other sources and may want to use only 1 or 2 of their
slides; this section explains how to accomplish this task. Also, if | have
permission, | will use slides that other people have sent me using this feature.

1. Create a new presentation or use an existing
presentation.

2. On the Home Tab, Click the New Slide button and from
the menu and at the bottom click the Reuse Slides item.

3. The Reuse Slides Task Pane opens,

Click Browse.

Using the browser, locate where you store your

presentations and select a file or use a file from the

v ok

|75 Layout ~ . =

Ee|Reset
[ new| = B I Uae 8 A py
Slide - | % Delete = :

Greg's Theme

Title Slide Title and Content Section Header

Two Content Comparison Content with
Caption

Title Only Blank Picture with
Caption

Vertical Title and
Text

5] Duplicate Selected Slides
S=] Slides from Qut[inoN

=] Reuse Slides...

33 * x

materials provided with this book. — usually My Documents on the'C ...

Drive. Once we find our file

Click Open.

7. The Task Pane changes to views of your slides.

8. When you click a slide, PowerPoint inserts it into your
presentation at the slide you were working on.

o

J/Also, notice that you are able to keep the original formatting and background by
checking the Keep source formatting. |1 want these slides to use the same fonts and
color scheme as the other slides in this presentation so | do not click the Keep source

formatting check box. /7

PowerPoint changes the color schemes and updates the Imported slides to our

design template! The information or data does not change; however, the bullets, the £

colors, the fonts, and other formatting are reflecting in our new presentation.

Save your Presentation.

C:\Jsers\Greg Documents\2007 Office\2t = |

Browse ~

Slides: 14 Browse Slide Library...

Browse File...

Agenda Slide

"™ | Agenda Slide (cont.)

= Welcome to your ...

Bullet and List G...

Slide with Title, ...
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Also, if you have an existing slide and want to change the

layout, you may use the Layout menu on your Home Tab. I am ]
taking a Title and Content slide and changing the layout to Two

Content.

Slide Three: Title, Text, and

Clip Art/Pictures
A Whole Lot Going on Here

Let’s create our third slide with the familiar Title and Text items and add
a photo through Clip Art (or in 2013 Online Pictures to it.

First, have your Presentation 1 file open and at the second
slide, click the New Slide button on the Home Tab and
from the menu choose and click Two Content.

PowerPoint creates a slide with a title and two content
areas for you.

First The Title

As we have previously accomplished add your Title. I have
entered Title, Text, and Clip Art (How original, huh?!) A
picture of this is on the next page.

Second the Text

1. Click and add bullet items as we accomplished on
our second slide, please review that slide if you
need a refresher on entering a bullet list. My bullet
list displays at right.

2. With this bullet list, I had too much white space at
the end of my bullet list. You can space your
paragraphs further apart or bring them closer
together (if you need more bullets and less space
between them) by clicking the Line Spacing

Title Slide Title and Content Section Header

Two Content Comparison Title Only

=| Layout =
= A a2
= A A \

5 Reset
Fraem I__| ese
Slide - | % Delete

Title Slide Title and Content Section Header

" i

Two Content

Comparison Title Only

Blank Content with Picture with
Caption Caption

=] Duplicate Selected Slides
] Slides from Outline...
=] Reuse Slides..,

Title, Text, an 7CIip Art
7 .

+ Use art work to tie into

¢ Clickto add text
message,
* Keepitsimple,

'+ Introduce photosand

graphics with animation,

* Artyou havingfun, yet?
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command button on the Home Tab and the Paragraph group.

3. Notice I have the solid line surrounding my text box or bullet list by
clicking on the border, now when I make a change including the line
spacing all of the paragraphs and text are effected.

» A Hot Tip: To change the line spacing of only one paragraph, simply click in
that paragraph and make your changes. You can click and drag also select
any or all paragraphs to format and use Line Spacing. The Line Spacing
Options provides further customization for your line spacing and paragraph
formatting. With the solid line border around your Text Box as I am doing the
Line Spacing affects all of the text so no need to click and drag to select the
bullets and lines. »

Third the Clip Art

Art Work with Clip Art and Online Pictures
1. At the box on the right of your Slide click the Clip Art button in the
content box.
2. The Clip Art task pane activates and I
have typed education and then clickedGo
to select my clip art Search for box. et
Locate the Clip Art you like and click the ip Art o

Results should be:

arrow next to your Clip Art and from the e e e

menu click Insert.
3. The Clip Art inserts in the appropriate g

&
@T m

resize your Clip Art by placing your cursor - X oun
on a circle and with the double headed [
arrow displaying click and drag in or out S i

4 Copyto Collection

place on your slide. You may need to [

X Delete from Clip Organizer

to make your Clip Art larger or smaller. I —
like using the corner circles to change the height and the width at the
same time. This works the exact same as with text boxes, pictures,

and other PowerPoint objects and items. Clip Art contains all sorts of
pictures, music, sounds, and animated clip art that we will use in our
course.

# Write your notes here:
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PowerPoint 2013 Online Pictures Q
With PowerPoint 2013, Clip Art and other media elements that use Clip Art changes. Clip Art Sl

is now Online Pictures, the button displays at right, which activates the Insert Pictures pane,

also displayed here. With the advent of the Internet and Social

Pictures

Media, PowerPoint changes for you to choose pictures from other
sources.

Time to Animate the Slide
Again we will use PowePoint 2007 first

1. Click in your Title Area of your Third Slide and Click the
Animations Tab and then Click the Custom Animation
button to activate the Custom Animation Task Pane.

2. From the Custom Animation Task Pane click the Add Effect
button and from the cascading menu choose Entrance and
from the cascading menu choose more Effects.

3. From the Entrance Effects menu, I choose Grow & Turn from
the Moderate section.

& raged swivel 4 raged zoom

4. Click OK after selecting your effect. — S—

5. Change your Animation for Grow & # corpennter P conpress
Turn to Start With Previous and b
change the Speed if you like as o b
displyed at right. | CE—

6. Click your Play or Slide Show button # o # arep
to view your animated title. - —

|53_ﬂ Custom Animation

EEEISEET, Custom Animation

& |5 AddEffect v

E 4 LEImd; S Entrance 3
# 2.Boomerang % Emphasis  »
% 3.Box #E  Exit »
%k 4 Checkerboard | ¥ Motion Paths »
# 5.Flip
# 6.Fiyln
A 7. Grow & Turn
# 8. SpiralIn
# 9.Zoom

Mere Effects...

Custom Animation v X

I;{k Change "J IK_-:; Remove‘

Modify: Grow & Turn
Start: With Previous IEI

Speed: Fast [=]

I 0 A% Title 1: Title, Text, E“
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Next, let’s animate the bullet list.

1. Click in the Bullet text area on the left T [ |
part of your screen, il Bl o |
2. Click the Add Effect Button and from - - Ll S =
the List or menu choose Fly In. e S Spest o =
3. Modify your Fly In Animation as follows: 4 " 3 t;”;f:Th;dE" !
4. Start After Previous, e et e —————
5. Direction From Left, -
6. Speed: Fast
7. These are displayed at (BB wl BN Oy S===) e wt Sl ==l
ri ght. :Z::gs Timing | Text Animaton - nm.j ’—A::F:::::n =
8. Next, clcik the arrow by Moo, [Fmieh - ] wor -
the Content Placeholder S . B
and click the Effect iz::a:mmmm : D;g::d:hen done playing
Options item. —— ?Z = 3] % delay between words
9. At the Fly In dlaloguc.? — =
box, choose a sound if —
you like,
10. Change the color after animation,
11. And Animate text by Word.
12. Click the Timing Tab and Change the Delay to 3 seconds.
13. Click OK.
14. Play or Preview your slide and the animation. |» Play | (B3 siide show
15. Notice that PowerPoint waits 3 seconds
between your buttets.
16. The sound did not work for me so I went back and removed the

sound as it did not work well with animated the text by word.

Now, I'll show you how to animate the Clip Art here and we’ll make it
Automatic after our Bullet Text completes.
1. With your Clip Art selected, activate the Custom Animation Task Pane.
2. Click the Add Effect Icon.
3. Trace to Entrance.
4. Choose an Animation from the Entrance cascading menu or click More
Effects.
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5. I clicked on More Effects and chose Spiral In.

6. Pictured at right are my settings for the Clip Art. I
have this Starting after the Bullet list with the After
Previous selected. My speed (at least for the Clip Art)
is Medium.

Click the Slide Show icon and ensure your title, text,
and clip art animate correctly. This entire slide is
animated and all you have to do is stand there and
look pretty and let PowerPoint do all the work!

Custom Animation -

[;ﬁ Add Effect vl [K_-z.; Remove ]

Modify: Spiral In

Start: D After Previous

Speed: Medium

x

=]
[=]

] A Title 1: Title, Text, and. ..
[} f Content Placeholder 2:...

¥

| & # Ficture 4

=

0 A Title 1: Title, Text, and...

[ & ricture 4

=]

Animation Order and Re-Ordering

If your animation is not in the appropriate order, you can change the order of your
animation by selecting the animation you wish change and click the up or down arrow
in the Re-Order section at the bottom of the Custom Animation Task Pane as picture
here. The Animation Pane in 2007 and 2010 contains the Re-Order section.

u

PowerPoint 2010/2013 has the Reorder Animation item in
the Timing Group of the Animation Tab.

| have moved my Picture 4 or Clip Art to come in before my
bullet list on Slide Three. If your item is at the top of the
order the up arrow will gray out since you can go no further

Reorder &Animation

& Maove Earlier

@ { Content Placeholder 2:...

up. If your item is at the end of the order, the down arrow will gray out since you can

go no further.

As you work with the Animation Pane, you will notice that for your
bullets and other items you have arrows that can expand your Content
Placholder. The Content Placeholder contains all of your bullets, text,
etc, so when you add or change animation it affects all of your items at
once.

If you click the exapansion arrows, PowerPoint lists your bullets and
items for you. After clicking the expansion arrows, | move my Picture 4 to
between my second and third bullet. Finally, | click the arrows again to
hide or collapse my Content Placeholder items. The Picture 4 is now
contained in the Content Placeholder.

» Hot Tip! Be careful of using the Content Placeholder in an
expanded view because you may rearrange and move items
incorrectly, so you should collapse/hide your expanded

EE Re-Order @
Animation Pane v
Y
» Play
0 Title 1: Title, T...
F picture 4
f Content Place... [
¥
Click to expand contents
Animation Pane v

» Play

0q Tite 1: Title, T...
f Use art work t...
f Keep it simple,

| picture 4

f Introduce pho...
f Art you having...

3

Click to hide contents
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contents pane after working on the individual elements. Using the expanded
view, you may give individual bullets different animations, which you should
avoid. Remember, you should be consistent in your animation and
transitions. »

Slide Design

PowerPoint’s Design Tab allows you to easily and quickly move from one type of design to
another. Let’s first change your Design using the Slide Design Tab.

/7 Cautionary Note: While PowerPoint’s Design themes are beautiful and professional, many
of us have seen these schemes ad nausea. Use PowerPoint’s design to get ideas and to use in
case of emergencies. You should design your own PowerPoint theme and use it to produce
custom designs and to help you in branding your products, services, or other educational
elements. Your marketing efforts and company/brand recognition will increase dramatically by
incorporating your own pictures, logos, and other design elements. For example, three
presentations | viewed within days used the same design template; | can’t remember much
about their presentations and since they used the same scheme — their message ran together.
While presenters that used their own design and unique themes, captured my attention more
and | remembered the information; their presentations were more distinguishable. We will
learn how to create our own backgrounds, logos, design schemes, and color scheme later in the
course. We will use PowerPoint’s for now and create our own, custom design theme and
template later. 2

Pictured at right is the Themes for my

Design Animations Slide Show Re:

Design Tab in 2007/2010. You can scroll -

through your designs and choose your own 1 me ||l HA& 7777777 H \E_EI D :
and you can also download other design 421“324
templates from the Microsoft Office website :

or other websites. There are some fantastic | e — g ———

designs and color schemes.

Title, Text, and Clip Art

T h e m e S _ * Useart work to tie into
1. In your Presentation 1 file, e
Click the Design Tab, Scroll * Keepit simple, 2
through the Themes/designs : * Introduce photos and S
and Select one. ﬁ graphics with animation, @

- o A having fu ?
2. Using the Drop Down arrow =

next to your slide thumbnail
choose Apply to All Slides.
3. All of your slides update with the new scheme.
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4. Repeat this process selecting a different Design Template.

[ nCculors - {%\Harknmllnd Shile
Color Design | st
, d | EOMEEEEE office
1. Now, let’s change our color scheme — 2 Be careful not to B DEEEE Grayscare
choose a color that is close to or the same as your :ESEE::; Apex
Aspect
background colors — you won’t be able to see your text or ECEEEREE o
other items. 2 Click the Colors button on the Themes :g:::::: Concourse
- - Equity
Group in the Design Tab, Scroll through and Select a new B EEEEEE Fow
color scheme. EOEEEEEE Foundy
) EOEEEEEE Median
2. At the bottom of the Color Schemes Task Pane you will see EOENEEEE Mo
- P EOEEEEEE Module
Create New Theme Colors. . . CI|_ck this link. e

3. The Create New Theme Colors dialogue and menu opens EOEEEDEE Ol
for you to select new colors for your elements using the e
arrows and palettes. Select the item whose color you wish EONDEEEE Ssoistic

= EONNNNNEN Technic
to change and then (_.'Ilck the Change Color button. ————

4. The color palette activates and you may select your new NONEEEEE urban

. . EOEEEEEE e
color using the Custom and Standard Tabs in the Color Crente Newmem: ot
Palettes. Again, keep in mind other colors of your slides
particularly the background color. You may be ]
very specific about your color using the RGB or Thene cokrs
HSL Color mode as displayed below B =

Text/Background - Dark 2 E]

5. Name and Savc? your New Color Scheme. Your | oo 80 i I
new scheme will appear at the top of the Colors | = s
menu above the Built-In schemes. | % —_—

6. Your presentation reflects your new color scheme. %

| Accents
Colors 7= Hyperink E]
S —_— — o ] Folowed Hyperiink (-]
Theme Colors Colore: : l
| | | l:‘ | B | | B | T Gonc= Mame: |Greg's Colors
o

Standard Colors
[ ]| EEEER

Color model: | RGB v
) Red: 54 |2

Green: 83 |5
Blue: 57 |5
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Font Themes

As with color, you should create your own theme fonts and incorporate your
organization’s preferred fonts. You may choose theme fonts from the Design
Tab and the Font button and menu. From the Font menu, you may click Create
New Theme Fonts to activate the pane for you to choose a Heading font and a
Body Font. You should name your font theme and click Save.

Remember no more than three fonts per presentation, so don’t go font crazy in
PowerPoint.

— Custom

Coca Cola
Arial
Arial

o

GCM
Tahoma
Calibri

o

Greg Font

Trebuchet #S
Trebuchet s

Greg's Excel
Trebuchet S
Arial

EIEIEIE]EISEIEIEIR]R]
w 3 W T | o @

Ocean
Monotype (orstve
Lucicla Sans Regular

Office
Create New Theme Fonts ? = Ej:ﬁ:’ !
Office 2
Heading font: Sample Calibri
Trebuchet MS W Hea dlng Carbria
Body font: Body text body text body text. Body \ Office Classic
[Arial | | text body text E Arial
Tiraes Mew Eoman
MName: Custom 1 F Ti(elclassitz
Cancel C il
Adjacency
Cambria
= Calibri
Create New Theme Fonts...
PowerPoint 2013 — Design Notes
PowerPoint 2013 contains the Variants Group in the Design tab for | _!} J a
you to change your color and font themes and other items. Clicking

the More arrow circled at right displays your Colors, Fonts, Effects,
and Background Style items. Hovering over these items activates

the menu for your color schemes, font themes, etc.

|

n Colors
Fonts
[@] Effects

@ Background Styles
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Slide Four: Chart Slide
Very Smart, It’s a Chart!

One of the best and most fantastic features of PowerPoint is its ability 5] Layout - |[————— 3

. i . . . . |:, - Calibri [Heading: = 50 ~ | A A ||—
to display graphical objects such as charts and diagrams which we will = ST = A
learn as we create the next several slides. While | usually use Excel to e S =

create my charts, | always use PowerPoint to display the chart by
copying the chart from Excel and pasting it in PowerPoint or linking the
chart between the two applications. PowerPoint can bring in each
section or part of a chart through Animation. This makes even the
most complex and difficult to understand chart palatable to Liberal
Arts Majors, like me. PowerPoint allows me to speak on each item and
have the audience concentrate on one piece of a Pie Chart or one
column of a Column Chart without having to try to absorb and
understand the entire chart at once. We will create a column chart
here and look at other charts and we will Copy/Paste and look at
linking an Excel chart to PowerPoint later.

Creating a Chart

Here are the steps for creating a Column
Chart in PowerPoint.

1. Click the New Slide Icon and
using the Menu Click the
Title and Content slide from
the gallery.

Click in the Title Area of the
slide and add a Title for your
Slide chart — I am entering:
Our Sales Results.

Click the Insert Chart button
on your content pane as
displayed at right.

Home | Inset | Design  Animations

o B8 &8 Y 2 ul

Picture

(L]

Li

Q@ Ll A 3

Clip  Photo Shapes SmartArt Chart || Hyperlink Action
At Album> -

Illustrations

 Outline Y x

nks

Title Slide

Section Header

Title Only

Content with
Caption

Blank Picture with

Caption

7 21 Duplicate Selected Slides

FZ]  slides from Outline...

Revi View  Developer Format

4D 0= &3

Text  Header WordArt Date Slide Symbol Object Movie Sound
Box & Footer ke & Time Number kS kS

Text Media Clips

Our Sales Results

__________________________ T e i e

Click to add text

i
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Insert Chart — 7|

1. The Insert Chart gallery opens with many types [‘ G “"" I (=2 (98] 0a) @8] 98| 33,
of charts and schemes to use. e In| a% 08 ommscan AL
2. I am choosing the 3-D Clustered Column Chart s 7 W J -
from the gallery. Click the chart you wish and o e
Click OK. = | 4]’
3. Excel Opens side-by-side with PowerPoint and — LA - e
contains Column sesign | Animation | Side shos| Revew | vew | Devtoper] Design | Layou | rornat| @ ][ = wame| imer | rage ayout | Formuas | Data | Review | view | oeveoper | esign
and Row Headers D RSL & » Dee= A FlEE o 22
for you to type s s B R ) e | |
over. I am — f's's = - -
entering the T S A N S
regions as columns z Ef.lk I:;El 5-5 72 B
and the products , e E
as Rows as Our Sales Result : To resize chart data range, drag lower right comer of rane.
displayed here and -
entering numbers S i
in each cell. My | M
numbers are in ”"'j o E
millions of dollars D
and are
represented by 2 digits.
4. Notice the note to drag the lower right corner to increase your range of
columns and rows. I accomplished .
this for my fourth Item — Outlook. A B ¢ D :
1 East West North South
5. Enter your information as you like in 2 Word 50 40 35 62
Excel and PowerPoint updates your . E;:r:t - n EI 22
chart. My information displays at 5 Outlook 70 65 75 88

right. After entering your
information, you may close Excel or Click away from your chart in
PowerPoint to close Excel and view your Chart in PowerPoint.

6. Save your work, Click the Save Icon.

PowerPoint allows you to customize and change your chart in many ways. When you click your
chart on this slide, PowerPoint displays three new tabs under your Chart Tools at the top of
your Ribbon — Design, Layout, and Format. We will use these tabs to edit and enhance your
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chart and then we will animate our chart.

Chart Design Tab

r |
Home Insert Design Transitions Animations Slide Show Review View Developer Design Layout Format

n el -
» 't oA e D T ek, S ek Sl | ek | Bl B B |

— =
Chart Type Template Data Data e
Type Data Chart Layouts Chart Styles

[

You can change the Chart type by selecting Change Chart Type on the Chart Tools — Design
Tab, and gallery of charts appear for you to choose a new one. Depending upon the type of
chart you are using such as a Pie Chart changing to another type of chart such as Bubble or Bar
chart may not work or not be as useful for you. You should know your data and the type of
chart that you would like to work with before beginning the chart creation.

You can select different areas of your chart by clicking an area and use your Layout and
Formatting Tabs to change the attributes, such as color or font size.

We will use these tabs and change our Chart type in the upcoming sessions.

Let’s change our Style.

1. Click in your Chart on Slide Four and from your
Design Tab Scroll through your Chart Styles and
click them to see how the colors and other items h‘-L "llj -
affect your chart. @

2. You can click on the More arrow as displayed and
circled at right and the entire gallery of designs and
styles will appear from which you may choose one.

3. Choose a style your want for your Chart.

4. Next in the Chart Layouts group, click several types
of layouts and change your layout. I am using one
that provides a Chart Title. The Chart Layouts have el |l o

a More button for you, too. 2
Chart Layouts

-

the chart.

| -—

More
Change the overall visual style of

From here you may edit your data in Excel using the Edit
Data button, which opens your information in Excel for editing.
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Chart Layout Tab

2 TEC15PPoint.pptx - Microsoft PowerPoint | Chart Tools |
—
Home Insert Design Transitions Animations Slide Show Review View Developer Dresign | Layout | Format
—~, T
Chart Area - S = . ) — /
ad [P 2] i) M| ea] [da] (0] Gaw|| s | wd () L

%FormatSelection -

= Ficture Shapes Text Chart  Axis Legend Data Data Axes  |Gridlines Flot  Chart Chart 3-D Trendline Lines Up/Down Erro
& Reset to Match Style - Box | Title~ Titlesw -~  Labels~ Table~ - - area~ Wall~ Floor - Rotation Bars Bars

Current Selection Insert Labg ﬂ Primary Horizontal Gridlines » Background Analysis
j .j 3] H ) - = None g Primary Vertical Gridlines ]
Slides Outline M Do not display Vertical Gridlines E S S T ST e e TP

Major Gridlines

1
@ il Display Vertical Gridlines for Major units r

p ; Minor Gridlines
owerPoint P
Professional and Powerf il Display Vertical Gridlines for Minor units

T = ........... ..................... : |
Display Vertical Gridlines for Major and . . u r - a es eS u
Minaor units X . . " h 1

More Primary Vertical Gridlines Options...

The Chart Layout Tab allows you to format, edit, and add many elements to your chart. From
the Layout Tab you can insert Titles for your Chart, Axis, Categories, and edit your Data Labels
and Legend. As displayed above | am adding Major Gridlines to my Primary Vertical Gridlines
on my chart. We’ll use many of these items but you should explore all of them on your charts.
The Current Selection Group is on the Layout and Format Tabs for Chart Tools and is the first
group on these two tabs. The Current Selection Group and its command buttons allow you to
change and format any component in your chart. You can select the chart object using the
Drop Down menu or click the area of your chart you wish to format and the name of the area
will appear in your name box. My Vertical (Value) Axis is selected and pictured at right.

1. On Slide Four, Click in your Chart to activate the Chart Tools Tabs and
Click the Layout Tab.
2. Using the Current Selection Box or click the Numbers

on the left of your chart to select the Vertical Value zzﬂ—“ e
onstan - ARG
Axis. S]B I E==A-EEC
3. Click the Format Selection button on your tab or right , 26 Delcte
- 2 <:. eset 1o arc e
click on your numbers and from the short cut menu e
choose Format Axis, notice the Mini Toolbar for S3 il Change Chart Type..
. 52/ Edit Data...
formattlng, tOO. 51 _I? 3-D Rotation...
s Add Minor Gridlines
¥ Format Major Gridlines...
'_"%f“ FEormat Axis...
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4. From the Format Axis Menu choose Number
and change your number to Currency with no
decimal places and click OK.

5. Your Numbers change to currency with no
decimals. Make other changes using your
Layout tab and formatting.

6. Next, I am changing my Walls and the color of

my walls (Background of my Chart). This menu
displays at right.

Vertical (Value) Axis

%Formatie\]ﬂtiom : = L‘—j‘ M j J ﬂ @ E

£ Reset to Match Style

Picture Shapes Text Chart Axis Legend Data Data
v Bo: Title - Titles - v Labels = Table

Current Selection Insert Labels

Axis Options

[ Momber
Fill
Line Color
Line Style
shadow
3-D Format

Alignment

Use the other command buttons and decide you want to use
them for your charts, such as showing or not showing the

data table, adding titles and gridlines to your chart.

/ Write your notes here:

|

Number
Category:  pecmal places: [0
Symbol:
$ E

Negative numbers:

Format Code: -m
85,720

To create & custom format, type in the Format Code box.
[ Linked to source

Currency formats are used for general monetary values. Use Accounting
formats to align decimal points in a column.

T

[Fn ] Fill
Border Color ) o il
Border Styles | | @ Solid fil
Shadon © gradent il
@ picture or texture fil
FDFormat | | o e
3D Rotation Color:

Theme Colors =
ENENEEEEE

Transpal

I I I I IAqua, Accent 2, Lighter
. L BB B |

Standard Colors
1 EEEEE

More Colors...

Close
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| |
|m| Home Insert Desian Transitions Animations Slide Show Review View Developer Design Layout Format
Walls < Qshapa Fill = A Text F [} = 1 +
«
By, Format Selection aoc | | apc| | abc abc | | Apc | | Abc | |+| Z shape Outline - 4 Text Outline | = E- = il .
= . Bring Send Selection Align Group Rotate
£¥] Reset to Match Style = | = Shape Effects ~ Text Effects Forwa Backwa Pane -
Current Selection Shape Styles ) ‘WordArt Styles Arrange Size

Chart Format Tab

Like the Layout Tab, the Chart Format Tab allows you to customize elements of your chart with

different styles, colors, and other formatting options. You can use the Command Buttons on the

Format Tab or you can use the Format Options for the

selected items as we previously accomplished for our Value e

Axis and Walls. ]

1. You may click on an object or chart maCasman
element to select it or use your Current s _|||"“.|i
Selection and the Name box to select the .":jj:‘““”.....! -
object or element in which to work. My 5 Eruco
South Series displays in my Name box Our Eale vvvvvv o =

above and I am using my Format Tab and

$go

Shape Fill menu to change the Color of the jj:

South to Red. e
2. Using the Design Tab, Change your Chart 4 -

Title Style using WordArt Styles, = =
3. Change one of your columns to another

Word Excel Ppoint Outlook

color.
4. Use your Format Selection for the South Series in your Current

Selection group and from the Format Data Series change the column to

a pyramid using the Shape item. You may

right click on a chart element and from the ,wv fif:i ¥

shortcut menu click Format at the end of -

the menu; here I right clicked on a column ot 57 A Its
and from my shortcut menu chose Format tResults-$'s

Fyll Cone

Data Series.
Go ahead and practice and make other changes to
your chart using the Design, Layout, and Format
tabs for Chart tools.

Ppoint
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Chart Animation

Just as with other elements of your presentation particularly bullet items, as we have discussed,
animating your chart will have impact on your audience and allow them to concentrate on one
element or series/category at a time. As | related earlier, | encourage you to animate your
series and individual chart items so you may display each item as you discuss

it. This is effective and will not overwhelm your audience with a “busy” chart.

53.1 Custom Animation

Chart Animation — PowerPoint 2007

Let’s Animate the Title and the Chart of this slide using PowerPoint 2007 then PowerPoint
2010/2013. Here’s how

Custom Animation v x

1. Activate your Custom Animation Task Pane. (5 ada e o] [ e

2. Animate your Title to enter automatically With Previous and e
choose your animation and other elements using the previous | .. —
lessons as a guide to animate your title. My Custom pesti [ract [=]

Animation pane and the modifications for my Boomerang
effect display at right.

3. You animate a chart and its contents just as you do other
slide elements.

4. Add an effect first for an entrance and then using the Effect Options to
customize your animated Chart.

/7 Please note that not all effects will be available for your chart; some animations are
designed only for text. For charts, | use basic entrances such as fly in, dissolve, appear, and
wipe effects that allow each chart item to appear independent of the other and will not
overwhelm the chart elements. While I like animating my chart elements and doing so makes
presenting easier, | don’t want to overdo it with unnecessary and distracting animations. /7

u
¥

o #¥ Title 1: Our Sales R.., [|Wor
1“3 3k ContentPlaceholder 3:...

1- CIiCk in your Chal‘t. T Custom Anmimatior
2. From your Custom Animation Task Pane, Click the - 1I; [&y_AddEffect ]
- | 3k 1.Blinds S Entrance 3
Add Effect button and from the menu Click Entrance # 2toomemng | B Emphasis o
and from the cascading menu choose an effect (I am % 3 Box #e it 8
choosing Wipe) or Click More Effects and choose your ﬁ srom R Moton Pati= »
animation effect. - [ (15 Sk con
# 1.5piralln :
k8 Wipe
# 9.700m
More Effects...
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Custom Animation *

3. I changed my speed using the Modify section of my

|§§§ Change v| |x_-:3 REI'HOVE|

Custom Animation Pane. E—
4. Next click on the Arrow for your Chart and Choose Effect star: %3 on ciick =]
Options. Direction: | From Bottom [=]
5. Your Effect Options dialogue box has a new tab called Speedi  Medium [~
Chart Animation. 0 Title 1: Our Sales Resu,..
6. Click the Chart Animation Tab. | 15 3k ContentPiaceholde...[]
7. I have my Animate Grid and Legend Item checked. o 2::115';;%5
8. The Group Chart: item is very important. This is the ©  Start After Previous
setting that allows your chart to be completely Effect Options..
animated. If you do not see By Series, By Category, etc Timing...
in your list your Effect cannot perform the animation Show Advanced Timeline
except As one object (BOO! HISS!). You'll have to Remove
choose another animation effect to animate your

chart completely. _ _ e
9. I have chosen By series — I like all of them except Group charts By 53 =

as one object.
Try these different items, such as By Element in
Series or in Category to decide if you like this or not.

I have kept my effect on Mouse Click; however, you can animate
each part of your chart to play automatically using the Timing Tab if
you like. This is no different than animating your bullet list to be [ concel |
automatic or other objects in PowerPoint.

By Element in Series
By Element in Category

1. Click OK after making your Chart Animations and Timing Tab
selections.

2. Click the Play icon.

3. If all is well, click the Slide show icon and watch your chart an its
animation as you press enter or click your mouse button.

Isn’t this much better than seeing the entire chart appear? As a presenter you'’ll appreciate the
ability to explain each element of your chart in a concise manner and the audience will
appreciate the animation and ability to concentrate on each item. This really helps deliver your
message and makes complicated charts and graphs much easier to understand.

~ Write your notes here:
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Chart Animation — PowerPoint 2010/2013

1. Click on your chart to select it and using your Animation tab choose
your Animation.

2. After selecting your Animation, click the Effect Options button. From
the menu review your choices and decide how you want your chart
components to enter. I have mine by Series.

3. Finally, I slow the animation by changing my duration to two seconds
and since I want to control when the element appears, I have kept my
Start to On Click.

Animations | SlideShow ~ Review  View  Developer | Design  layout  Format
<4 N oL K e i @ # =30 Animation Pane b Start: | On Click - || Rel
4 o PR ® W W = 7 e s w - 7 Trigger = © Duration: 0200 =
i x i Effect Add - .
Fly In Float In split Wipe Shape Wheel Random Bars  Grow & Turn Zoom swivel ||| Eee || Anination -~ ¥y Animation Painter | @ Deloy: 0o -
Animation o Advanced Animation Timing
VE o e-EEEs s s p
From Bottom i A—
R - N O R I I S R Animation Pane
-
j From Left i
- » Py
. g . Qi From Right 13k Object 3: Bac
Our Sales Resul{ # =
; : 3 3 : Sequence : ]
: : : : H 3 nﬂ 45 One Object —_— ]

@ | By series

i By Category

@ By Element in Series

] Ey Element in Category = qaf

4. On your Animation Pane click the Play button or click your Slide Show
button to review your animated chart.
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Slide Five: SmartArt

Diagrams, Organization Charts, and other specialty charts are good, graphical tools that
display items that are more text based than numbers based and are not as complex as a flow
chart. They assist in reducing your need to draw items to make a chart or graphical picture of a
process. SmartArt is an excellent means of conveying a process, a goal, simple charts, and
organization charts. SmartArt encompass the organization chart, now and many other types of
objects, such as pyramids, Venn, and other neat graphical displays. We’ll create a Cycle or
process diagram for Slide Five.

Creating a Diagram
Let’s use PowerPoint to create a Diagram. This feature is
available on all Office applications and activates by using the
Insert Tab and the lllustrations Group or from creating a New T
Slide and choosing Title and Content — the Content group
includes SmartArt Graphics and displays at right. This will
activate the SmartArt Gallery and other steps to achieve an
attractive display. The SmartArt Gallery may activate through
the Insert Tab and the SmartArt command button on the lllustrations Group.

|In:ert Smarthrt Graphic

1. Open the Presentation 1.pptx file. ETe

o Reset

2. Move to the last slide using your Vertical Scroll bar IR e oeire | (B4 0 e & 2 |

Flow

or your Slide view on the left section of your screen
— this should be Slide 4.
3. Click the New Slide button on the Home Tab and
from the menu Choose Title and Content as your vy oy | | =
slide.
Add a Title — I have typed: Our Sales Cycle.

5. Click the Insert SmartArt Graphic item in the Center of your Slide.
PowerPoint activates the SmartArt

Title Slide Title and Content Section Header

P

Graphic gallery with many o
diagrams, charts, and graphs to o
select. Scroll through and notice j -
all of the neat ways of displaying .
your information PowerPoint -
offers.
6. I will use the Basic Cycle for my -
) Conce
SmartArt Graphic. Choose your
diagram and click OK.
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1. An outline of your diagram appears on the Slide.

2. The SmartArt Tools tabs appear for you when you are working on your

graphic. SmartArt Tools

include the Design and Format
tabs which we will use to
change our diagram and
customize the Cycle. The
SmartArt tools allow you to
Change your layout, Change
the type of Diagram and other

items. o
3. Next — Click in each text box

and type your process or other

words describing your items or

you may use your Text Pane.

The arrows circled in red at

Qur sales Cycle

right activate your Text Pane

or closes it. After typing in each text box or using your Text Pane, Click
outside of the Diagram area to view your diagram in the slide. My Sales

Cycle and the text appear above.

After you enter your information in the Graphic, PowerPoint allows you to customize and

change your items using the Design and Format Tabs. We will begin
with the Design Tab and its important features and then use the Format
tab to customize our colors and text.

1. Click in your Diagram and from the Design Tab click
the Change Colors button. From the gallery choose a
color scheme you desire. Your colors are based on
your design theme and mine is boring. I will change
my colors and other effects using the Format tab
later.

2. After choosing a color, next choose a style using the
SmartArt Styles gallery. Click each one and then
choose a style of your liking.

Design Format

e 2
e¢e T-0

_ | [change
Colars -

Primary Theme Colors
c®c oPo  e%e
20 e_0
] 0,0 Ggo
Colorful
..... ..! po
..... @
Accent 1
C ——
Accent 2
«®e .,
o 0 ™
Accent 3

o0
* @

|

3. Click your Slide Show icon to display your beautiful Diagram Slide.
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SmartArt Design Tab

The SmartArt Design tab contains the following Command buttons and Groups:

. |
Home Insert Design Transitions Animations Slide Show Review View Developer | Design | Format

AddShape = < Promote 4 Move Up - 00 = 2
= " ! 9. Ty L -h = o e - - - — — - 1 - [ i:]‘ “ﬁ
(5 AddBullet % Demote % MoveDown || @ @ a 8 8 85 /'= & . ~ = - = S

. ~ o — change . . gy~ Reset Convert
TqTextpane 2 RighttoLeft & Layout -0 - B0 | EmEs | oY EE NN .. [ e b GG === il ] s

Create Graphic Layouts SmartArt Styles Reset

Add Shape will add another shape, such as another level in your pyramid, to your diagram.

Add Bullet — This allows you to create bullets within a graphic box. This is terrific if your
diagram’s boxes, arrows, and other object is large enough to contain bullets.

Right to Left — Will change the direction of your diagram and will be different depending upon
your diagram. This can also change the order of your items.

Layout Command Button and the Layouts Group - Using this item can change the size
and position of your Hierarchy or other type of chart. The Layouts group offers a gallery of
different layouts for your selected SmartArt.

(5] Add Bullet < Promote -
o
2 Rightto Left | % Demote e |
Promote and Demote — Allow you to change your bullet, text, L0 e |[reeang] | ©® | >~
and other object levels. __Create Crapnic
M Type your text here *
Text Pane activates a window for you to edit and enter your text 2 . ]| ¢ Meetand GreetThe Cliemt

* Data Gather

and add objects to your SmartArt. My Text Pane dispalys at right and
| am entering a new object and text at once by pressing enter after
the Choke the Client! Text. PowerPoint creates another bullet for me
to type and another object in my diagram.

= Make Proposal

* Schmooze & Booze The Client
* Close the Sale or Choke the

—— Clientt

3 * Celebrate!
Titke, Text, and Clip Art

We have used the Changed Colors and SmartArt Styles already.

Qur sales Resuits
[ ——

Basic Cycle...

Reset Graphic restores the SmartArt to its original and default  :|@ o s kv 2 o-
look. G B 7 EEEA- =5

5 I
2 You may right click on a section of your diagram and receive SR J
a short cut menu. | have right clicked on my Meet and Greet = i::;m
the Client box and receive the menu at right. I like Adding A Font.
shapes from this Short Cut menu. | use the Mini Toolbar for ; Zhgg"s"hp
formatting and the short cut menu for other types of formats 1 Addshape (2| g Shape arter
such as Changing Shape. We will use the short cut menu and & opint = D
the Mini Toolbar in our next section. 12 11 Reset shape

N e
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no0 ] Smaller = | ) Shape Effects =

SmartArt Format Tab and Shortcut Menus

—1|
Format

Insert Design Transitions nimations Slide Show Review Wiew Developer |

[ |
ile e ti A Design |
52 [} Change Shape ~ L shape Fill - A Text Fill - [
4 7

b 4 Larger Abc Abc Abc || - | [ Shape Outline - /A ~ | & Text Outline - | = =
EE = ) = Bring Send  Selection

Text Effects * | Forward - Backward -~ Pane
Amange

Shape Styles 5 WordArt Styles Size

lg ‘EJ % LA 3] Heignt: o7

Align Group Rotate = wyidth: 1.39°

Once you have your “basic” SmartArt accomplished you can format and customize your colors,
fonts, effects, and other items for your diagram. I'll change my font, the font color, the font
size, the color of my shapes, and other formatting items in the next section.

» A Hot Tip! You may use the Shift + Click or the CTRL + Click method to
select more than one item in which to work. I press the Shift key and keep it
pressed, then I click the objects that I want to change at once rather than
change each object one at a time. »

1. Click on your diagram in Slide Five to = 1 - ;
activate the SmartArt Tools and ! ,1_}_?
particularly the Format Tab. q ?

2. Next, press your Shift key and keep it

pressed as you click each of your objects (I | i TR
have chosen the box layout). PowerPoint ! 5 o
places small circles around your selected ] e
objects. o
3. Next, Right click on one of the selected =
boxes and from the short cut menu, Click % romstshane.
the Font. . . item.
4. PowerPoint activates the Font dialogue o prom——
box for formatting. Change you font, ront | cogac S|
your font style, effects, and size from Lot bext font Font style: Size:
this box. My selections are displayedat | = [=] [oae  [o] [
right- Font color gndernne ste  (one) [ Underline color
5. After making your font selections, Click Eﬁéﬂ;km@h S
OK. [7] Double Strikethrough [C] Al Caps
All of your text boxes up date. Now, let’s B oot offes o B B e vt
change the fi" COIOI". This is & TrueType font. This font will be used on both printer and screen.
Click away from your graphic area to clear o] [comed

your selections.
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» A Hot Tip! A Reminder - When you click to select an object, PowerPoint
places a solid line around your object and when you right click on it you will
receive a short cut menu. When you click IN the object, PowerPoint Places a
dotted line and solid line around your object for you to select the text for
formatting and when you right click in an object PowerPoint provides the
short cut menu AND Mini Toolbar for formatting. This saves time when
changing shapes, choosing another fill color, and other formatting tasks. I
display and use these in the exercises below. »

1. Click the first box (or other object depending upon E——
your diagram) to select it. . J FRFEEET

2. Next click in the box as displayed at right and then dilsnuiii
right click and from the Mini Toolbar change your TEBCLETTT
fill color. Notice the other type of fill effects T
available. -

3. Make other formatting changes that you wish to | o

each of your objects.
So many ways, so many choices!

PowerPoint offers so many ways to e o B (811550 0 gemn am
. . = ey a v s A e mEEEEEEEE
accomplish formatting. We have used the o) e mmeme o) A . =Ly Elb
Short Cut menu and Mini Toolbar to change I 11 i_;'g..,'..(!,""'
. . o T N Tannns
our fill color and other formatting changes. PhdciE : .

You may also use the Format Tab — as
displayed at right | am changing my second
box’s fill color using the Shape Fill button on
the Format Tab.

In the far right picture, | am changing my fill
color using the Home Tab’s Drawing Group
and the Shape Fill command button.

KB

Now, you should play around with your own effects and - |

|
I g
choices. As displayed here, I am using the Format Tab and S o |
Styles Group and the Shape Effects button to change ALL of PYEE e
my objects at once and below I am using the short cut menu E —
to change a Shape. :j BEEB
& TC.C
e o
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B
My completed Slide Five displays below. C | e e
- E. E : ﬁﬂask Shap:s
» A Hot Tip! Nudge! Moving and Resizing objects B o S N
using your arrow keys — I moved and resized some o O9~DOM R E (DN
of my boxes for the text to fit. You may select a box p. oriliy
and using the corner circles click and drag to change — ?fﬁf@géﬁigg%%
- - it Texd s o W
the height and width at once OR you may press the A Fort. Do
Shift key and with the shift key press use your arrow D crangeshape > | STEIINS
- - ] Add Shape > .
keys to change the size of your object. Also, the e, |
- - - - = L Lo o
green circle rotates your object. With the object ) resetshare |0 D IR B X 6 ATCD
selected you may use your arrow keys to move the ) 2 o, QOO0

TN Y] Stars and Banners

object. AND if you press the CTRL key and keep
it pressed as you use your arrow keys —
PowerPoint will "nudge” your object. Nudging

is moving in very small increments. This is very
helpful and sometimes easier to use than your
mouse . Practice both of these — I think you'll
like using them. »

My Sales Cycle
Meet and .
B
Repeatif -

=
\ \
Close the Sale or l
L Schmooze & Booze
_

SmartArt Conversion

A very nice feature in PowerPoint is to take an
existing bullet list or other list and convert it to
SmartArt. All versions (2007 — 2013) have this — BE= E Resct B

- - —| A Quick |
Biemstosmanaz 0O 5 G0d e (
¥ =]

Graphic =
feature on the Home Tab. | have PowerPoint

‘El Convert to Text
2013 Convert to SmartArt button and menu hec

displaying here. In PowerPoint 2010 and 2013 1=t Ani 3;%‘ Conyert to Shapes
you may convert your SmartArt back to Text or B O @

the Shapes. The Convert SmartArt to Text or / ® @

Shapes button is on the Design Tab of your D) Moresmanir Graphic..

SmartArt tools.
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SmartArt - Diagram Animation =5

|§§§ Change v| |x13 Remove|

Animating your diagrams is no different than animating your Charts. We will oty Sorals
: Spiral In

review this process and animate the diagram to display automatically. Sart: | © AferPrevous =]
SmartArt Animation in PowerPoint 2007 B
1. Be on Slide Five of your Presentation 1.pptx file. 0 Tite i My Sales Cyde
[ #* Content Placeholde. ..
2. Activate your Custom Animation Task Pane. L2 g ool
3. Animate your Title to enter automatically With Previous and Start With Previous
- - - L Start After Previous
choose your animation and other elements using the

Effect Options...

previous lessons as a guide to animate your title. Tirming..

4. You animate a SmartArt and its contents just as you do Show Advanced Timelne
other slide elements. First click inside of your SmartArt.

5. Add an effect first for an entrance using the picture at right
as a guide. I have used Spiral In.

/ Just like charts not all effects will be available for your SmartArt AND not all
effects will allow you to bring in diagram elements separately. | use basic
entrances such as dissolve, appear, and wipe effects that allow each diagram
item to appear independent of the other. /7

Eemove

El Re-Order |4

/| AutoPreview

Spiral In ‘ @Iéj

1. Next click the arrow next to your Content
Placeholder and Choose Effect Options. r:phij — =

2. Your Effect Options dialogue box has a new tab Reverseard e Ore O
called SmartArt Animation. S

3. The Group Graphic: item is very important. This is
the setting that allows your diagram to be
completely animated. If you do not see Clockwise

for Radials, Up or Down for Pyramids, Inward or [emet |
Outward for Targets or other element, in your list your Effect cannot
perform the animation except As one object. You Spiraln = 0 )
must choose another animation effect to animate Effect| Tmng | smartart Anmtion
your diagram separately. - EPEG
4. I have chosen One by one for my Cycle Diagram. - ——— %
5. Click the Timing tab and change your Start to be Sesind when done plaing
After Previous (This will activate your diagram’s (e 3
animation after your title appears.) —
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6. Give a Delay of a few seconds — I have a two second delay between my
title and the diagram’s animation start and the Speed is changed to
two seconds (Medium).

7. Once your SmartArt Animation and Timing Tabs are set Click OK.

8. Click the Play icon or Click your Slide Show button and watch your
animated SmartArt diagram.

® An Important Gotcha! For some strange and unknown reason you may need to repeat
the steps for animating your graph with Previous twice and choose your delay, again.
There seems to be a system glitch with PowerPoint and animating your diagrams. ®

SmartArt_Animation in PowerPoint 2010/2013

1. You animate a SmartArt and its contents just as
you do other slide elements. First click inside of e
your SmartArt. N |

2. Add an effect first for an entrance using the
picture at right as a guide or choose an effect on
your Animation group. I am using PowerPoint
2013 and Spiral In from More Entrance Effects sk o

pane. Click OK, if you are using the More o

Entrance Pane. e e g

rrrrr

ccccc

Spinner

3. Next, using the Effect Options pane, I am . G DAt P S Ao -
changing my entrance to One by One. [ . Elt o

4. I want my SmartArt completely animated, so I Sequence jced Animation Timing
have my Start — After Previous and my Delay 1.5 ®o® fsOnelbicet 5 6 -
seconds. You may keep yours on click if you like. o ¢ Alaonce |

5. I play my animations using the Play button on the o/ Onebyone
Animation Tab or I view my slide and animation

using the PowerPoint Slide Show button.

~ Write your notes here:
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The Photo Gallery

With the advent of digital photography and the Internet pictures have entered a new and
exciting age of sharing, marketing, and displaying. Photography and slide presentations have
always been terrific partners; now, PowerPoint with the Picture Tools and Format Tab and
Animation Effects takes your photographs beyond the static, boring methods of displaying
pictures that the old, fashion slide projector did.

Important Photograph Gotchas!

v' Know where you store your pictures on your hard drive, server, social media site, etc.

v Know the size of your file — A large size file of your photo will increase the file size of
PowerPoint.

v Use animation to introduce and or exit the picture.

<

Ensure the picture ties into your message.

v’ Be careful using pictures as a background — due to color variations in photographs
finding a font size and color that can easily be viewed may be difficult, but not
impossible. | have seen some really great pictures as backgrounds that did not have a
lot of different colors or variations of shades. You may lighten your picture to use as a
background, too.

52 The Color icon on the picture toolbar will allow you to “color” a photograph as a Washout;
this is good to lighten and fade a photo to use as a background. 2

v You can Insert a Picture from a Scanner or Camera; however, | encourage you to use
software designed specifically for scanning or inserting pictures from a digital camera
not PowerPoint to scan or bring a picture into your computer.

v While the Picture Format Tab and Dialogue Box are good, you may find that you
would prefer using a full photo editing application rather than PowerPoint’s Format
for pictures to enhance and modify your photography. For quick cropping, brightness,
and resizing, the Picture Format tab is quick and fine to use.

How to add a picture.

The Picture Command Button at right is available on the Insert Tab. Clicking the button
will take you to the Insert Picture dialogue box for you to browse and locate the picture
to insert.

=

Picture

How to add a picture.
1. On the Insert Tab, Click the Picture Button.
2. PowerPoint opens for you to navigate to your pictures or may
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assume you want to go to Your Pictures folder. Navigate to where you
store photos.
3. Select your photo; I am using Pine Lake Autumn.jpg for my picture and
Click the Insert Button or double click your photo.
4. The picture appears ready for you to resize, move, and add edit!
In class we will insert pictures from the World Wide Web. If we are not connected to the Web
or you want to use another picture, there should be picture files provided with the materials

you can use for these picture exercises. Here are the steps of copying or saving a picture from
the web; however, some web sites won’t allow you to copy or save their photos and graphics.

Here’s how to Copy a picture from the Web
1. Right Click on a Picture on a Web Site
2. At the Short cut menu, click copy,
3. Return to your document and click the Paste Icon or right click where
you want to place the picture and click Paste from the short cut menu.
Here’s how to Save a picture from the Web
1. You can save the picture on your hard drive or other storage device by
right clicking on the picture on the Web and in the Short Cut menu
Click Save Picture As
2. At the next dialogue box choose the drive and/or folder where you
want to store the picture,
3. Name the file,
4. Click Save.

Photo Gallery Slide

Let’s create a slide of photos. If you don’t have photographs to use, | have included several
pictures JPEG files with this material.

1. At the end of your slides, click the New Slide Button

and from the Menu choose Title Only. NJ,jR"t S
2. Enter a title for your slide, I have typed My Photo o

Gallery ol -
3. Click the Insert Tab and click the Picture Command

Button TileSide Tl and Contant  Section Header

P

Browse to where your pictures are stored

5. Select your photo; I am using Pine Lake Autumn.jpg
for my picture and Click the Insert Button or double
click your photo.

= - A - s

Two Content Comparison Title Only
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6. Click the picture on your slide to select it. The Picture Tools tab should

appear with a Format Tab.

7. Insert a second picture into your slide — I am using Lake Sunset.jpg.

ome  Insett  Design
i = @ he 1 Co s Pi
~=ifl 7 J @ -

Remove | Corections Color Atti
Background - - Effe

Adjust

Format Picture Tab

loper Format

2 Picture Border -~ [ Bring Forward + |2 Align -

=| 52 picture Layout = S, Selection Pane S Rotate ©

iew  Devel ’
1-FEEEEEE E
5 ~ | Pict Effects * [ Send Backward ~
e = e E icture Effects » O Send Backward ~ [B] o

idth: 1318

)

ight: |2.38°

Picture Styles Arrange Size

activates when you click a picture. Displayed above is the Picture Tools and Format Contextual
tab from PowerPoint 2010. When you click or select a picture, this tab activates for you to click
and make changes to your photo. We'll examine some of the important parts of this tab and

corresponding Command buttons and menus.

1.

With your photograph selected, choose a Picture Style from the Format
Tab. There are plenty of terrific styles to start you on your formatting
path.

Next you may add or change your border color, width and other options
using the Picture Border button and cascading -~ =
menu.

Next using the Picture Effects button and menus

add some pizzazz to your picture. I am including

a Glow for photo. Review all of these options for e
shadows, reflections, and so on.

You may remove areas of your photo using the

Crop tool. Clicking this places cropping marks |
around your photo so you may click and drag ,
these markers to designate areas you wish to i
remove. After clicking and dragging your ‘
markers, click the Crop tool button again to

remove the areas.

The Adjust Group on your Format Tab is important for you. You should
review the Corrections and Color options available for your photo.

i

Li
Ai
| §
| §
| §

Ri Ri Wy ll%llg
Al A
Al A
| S ¥
| S
Ri Ry

i
i
Li
i
ki

o

low Options...
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6. After resizing and/or cropping your photos you " v m e | e
ShOUld alWaYS CIiCk the COmpreSS picture we Corrections Color Artl:stlc %;hantg::cture L_
ound - - Effects = eset Picture -
button. When you resize or crop a photo, the Adjust

viewing size of the photo changes for you but
not the amount of file space that the photo

Compression options:
[ Apply only to this picture

uses. For example, if you insert a photo that is Delete ropped areas of picures

- - - Target output:
flve megabytes, your POWGI‘POII‘It presentatlon () Print (220 ppi): excellent quality on most printers and screens
file size increase by five megabytes. After i
formatting your photo and changing its viewing e

size, the Compress Pictures menu allows you to
delete cropped areas and reduce the file size of
your PowerPoint presentation. I am using a Screen resolution
displayed here.

7. Another nice button is the Change Picture. This button allows you to
change the photo without losing any of your formatting.

Artistic Effects on Photos

Office 2010 and 2013 add Artistic Effects to the
options available to enhance and alter
photographs. | have a photo selected at right and

"""w- —JE— B - B |~ [B

‘ ~ — el ok
with my Artistic Effects pane active | can view the , - ! l l
various effects on through Live Preview to *

determine which effect | may want to use. Some of . - ’ _ - -
H Q i CE S

these are really great and some distort the photo

so much | can’t tell what the photo is.

Enhancing the Picture

You can use the Text box Button on your Home Tab and the Drawing group to create a text
box or caption for your picture. Once your Text box is in your Picture, you can type your
heading, title, or caption and then format your text.
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Let’s add a caption to a photo and format the text.

1. On your photo gallery slide, select a photo (I am using the Pine Lake
Autumn.jpg photo).
2. Click your Home Tab and in the Drawing Group click the Text NOoal- By
Box button. AN
3. Click and drag a rectangle at the bottom of your photo. Drawing
4. After drawing your text box, PowerPoint is ready for you to {TextBoxf e iia
type a caption for your photo. I have typed A Lovely Autumn
Lake as my caption.
5. Next, format your text with a different font, color, size, and other
formatting techniques you have learned.
6. In order to see the caption you may need to move the text box and
align your text to the right as I have accomplished and displayed at
right.
7. Now, we want these photo and text box joined into one object using
the Group button .
and menu. e = > S e \"@L e
8. Clickthe Photoand o S =1 s B W
then press your shift = m— S : e : ) ﬂ e
button and click the e —— S e
text box or caption S — . oy
as displayed at right. My Photo Ga”e‘iry
We need to select wr i
both of these so
PowerPoint will
know what we want
to group or join.
9. Click the Group
Button on the Format tab of your Picture tools.
10. From the menu choose Group. Notice that you can ungroup and
regroup pictures and objects. You will need to accomplish this in order
to work with photo and text box independently for moving and
formatting.
11. After Grouping your picture, move and resize your photo and
notice how the text box or caption moves with your picture.
Greg Creech © 2015 Techedutainment Services Thank you for Learning!
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12, Insert other photos and format them using your Picture Tools
and Format tab.
13. Save your presentation.

» Hot Tip! You can create interesting captions and graphics with your Photos
using the AutoShapes options on your Home Tab and Insert Tab, including
stars and other objects. For many captions and text boxes in pictures, you
may need to change your Fill to No Fill and your Border to No Borders to the
caption/text box appears to be part of the photograph. »

Enjoy being in the Pictures and PowerPoint!

Screenshots and Screen Clipping
With files and programs open, you may use the /nsert s "3 i
tab and screen shot. I like using Screen Clipping because s Mn—
whichever file you were previously working you may L
click Screen Clipping and the previous file opens and
dims for you to click and drag the area that you wish
to insert your Screenshot. If you simply click the item
in the Available Window menu, the entire screen inserts
into your file. After the insertion then you will need
to perform any formatting, such as cropping and '~ —
resizing.
As an example, I open an Excel workbook with a
listing of clients, this file appears first in my list of
Available Windows. As displayed above I am choosing Screen Clipping and
since I was in the Excel worksheet last, Office opens my Excel worksheet
and dims for me to click and drag to
select the area I want to insert into the
document as displayed here. After I
click and drag the area and then release
my mouse button, this area
automatically inserts into my
PowerPoint Presentation.

Fowpid plir W iworee

# Write your notes here:
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Sound, Movies, Action! Multi-Media

We have studied using simple sounds in PowerPoint through Animation and we have animated
pictures in PowerPoint. Now, we learn how PowerPoint can display videos and more extensive
sound files. We will also look at how PowerPoint can automate and animate your tasks during
a presentation through items called Action Buttons which can act as intelligent hyperlinks to
run programs, open files, and display web sites. PowerPoint does a good job in allowing you to
insert sounds and to play Videos or Movies from files. We will insert an animated GIF file, which
is an animated Clip Art, and we will insert a video. We will insert Clip Art sounds and look at
other music and audio options.

PowerPoint can manage and play various types of multi-media files. These include ausio files in
the format of wav, midi, mp3, and others. Audio file types include mpeg, avi, wmv, and others.

| encourage you to play with your multi-media components of PowerPoint to strengthen and
enhance your message.

In PowerPoint 2007, we will use more of the Custom Animation features with Multi Media and
will see how Custom Animation can change based upon your media sound and mouvie files.

We studied Custom Animation a lot and now you will see a benefit. Learning Multi Media after
knowing the Custom Animation process cuts down tremendously in your learning curve.
Inserting a Movie or Music is easy; customize when and what the movie or music to play is the
tricky part and knowing Custom Animation will save you time and frustration in knowing all of
the options.

In PowerPoint 2010/2013, we will use the new Video and Audio Tools and the Format and
Playback tabs.

Here are the steps we will use to add Multi-Media to our slides and to insert audio or vidoes on
a specific slide for you to play during a presentation:

1. On the Insert tab, click the Movie/Video or Sound/Audio button and
your options appear.

2. We will use Movie/Video from File and Movie/Video from Clip
Organizer and we will play a Sound from Clip Organizer and Play music
from our computer.

Your movie or video may play automatically or using an icon that will appear for you to click
and have the video run. Sounds operate in the same manner. You insert a sound and you may
have the music or sound play automatically when the slide is opened or have it play when you
click a button on your screen. You may select sounds from a Gallery, from a file on your
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computer or server, Play a specific CD Audio Track in PowerPoint 2007 (Just make sure you
keep your CD in the CD Drive for PowerPoint to Play!), or you can record a sound for
PowerPoint to play.

Once you insert a sound or video, you may alter the timing to be automatic, to pause your slide
show, and other options through the Custom Animation pane we have worked in previously.
This is very similar to our previous methods of setting animation. In PowerPoint 2010/2013 we
will use the new Playback and Format tabs for Audio/Video Tools.

PowerPoint 2007’s Sound Options Tab

Picture Tools | Sound Tools | Greg Presentation 1.pphx

Home Insert Design Animations Slide Show Review View Developer Format Options
P [* ¥| Hide During Show [k Play Sound: - ,‘_‘J By ,:" o |HEET 4] Height: [1.42° -
al o dl @ e *@ f] A e -
Preview || Slide Show Loop Until Stopped ‘-E'j Max Sound File Size (KB): |100 4 ||| Bring to Sendto Selection Align Group Rotate j Width: |1.42 :
Volume = Front~ Back~  Pane -
F]

Play Sound Options (F] Arrange Size

As with other objects and items in PowerPoint, when you click your sound or CD icon on your
Slide Show in Normal view, PowerPoint as an Options tab for Sound Tools and is displayed
above. We could have used this for some of our changes above, but we needed to make more
changes using the Custom Animation pane and boxes. The Sound Options tab is good for
previewing your sound, changing the volume, and hiding your icon.

PowerPoint 2010/2013 New Playback and
Format Tabs

m Home Insert Design Transitions Animations Slide Show Review View Developer Format Playback

. EP | Fade Durati
[> o | mﬁw =8 JuEnen < Bz start: | On Click = [ Loop until Stopped
) ] Fade In: | 00.00 g

48 4

Play Add Remove Trim Volume Hide During Show Rewind after Playing
Bookmark Eookma Audio | [|if Fade Out: | 00.00 E
Preview Bookmarks Editing Audio Options

As | related PowerPoint 2010/2013 have new Contextual Tabs for Audio/Video Tools, the
Playback and the Format Tabs appear when you select your audio or video file icon. The
Playback tab for audio displays above and replaces some of the options that required you to
use the Animation Pane and the Effect Options box in PowerPoint 2007. The Options Tab for
multimedia files does not exist in 2010/2013. Thankfully the manner in which you insert audio
and video files has not changed.
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Other changes in the new versions of PowerPoint include no longer playing audio from a CD
(that is so 90s!), ability to play from a web site, such as YouTube, and you can perform basic
video/audio editing within PowerPoint.

Inserting Audio/Video Files

The Insert Tab contains the buttons to insert Movie/Video and Sound/Audio. The f . 1

names change from Movie in 2007 to Audio in 2010/2013 and from Sound in 2007 to gs
Video in 2010/2013. Using the Contents Pane on your Slide Layout, you may insert a ' 2%
video media clip using the Movie Reel button on the Slide as displayed at right. @

Displayed here are the PowerPoint

2007 Insert Tab and Media Clips = — A 7] £ &) ggg \,ﬂ
group for Movie and Sound at the & ‘E bﬂg &27 \ﬂ

amber <

ilide  Symbol Object | Movie |Sound |

top and the PowerPoint 2010 Insert Le S5lide Symbol Cbject [ Movie | Sound
. . me Mumber - - il Sound from File...

Tab and Media group for Video and

Audio (PowerPoint 2013 is similar to

2010).

Play CD Audio Track...

&‘3 Movie from File... Clips Sound from Clip Organizer...
Movie from Clip Organizer...

Becord Sound...

We will work with Inserting from

e L ) L . >
these various sources and then g ' o «Q@ { -?u \@

modify ogr multimedia file within et | Equation Symbo! | [EEIREN Audic ion Symbol | Video |Andio |
PowerPoint. - " - .
o ; ; i G
| &3 video from File... g3 o ¥ @ Audiofrom File..
Video from Web Site... Clip Art Audio...
E Clip &rt Videa.., T Record Audio...

Let’s have music play when we open our presentation at the Title Slide and
then we’ll add other music and movies in other slides.

Music, Narration, or other Sound from a
File

If you have music, narration, or other type of sound you wish to play from your

computer and in a sound/music file format, such as .wav, .mid, .mp3, etc., we’ll
use that file for our next section.

Custoem Animation

v X

5y AddEffect v| [%: Remove |

®Important Gotcha! When you delete or remove multi-media from your Modify: Play

slide using the Animation Pane, PowerPoint does NOT remove or delete the e WithPrevious __[oe]
icon for your music or multi-media file. You’ll need to select the multimedia

icon on your slide and press delete. Deleting the icon or graphic that

represents your audio file deletes the audio/sound and the icon/button. ® [0 Dades =]
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PowerPoint 2007 Multimedia process using the Custom Animation Pane for editing.
1. Click on your first slide the Title Slide.

2. Click the Insert Tab and then the Sound button and )
from the cascading menu choose Sound from File. o

3. Next, navigate to where your musical or other sound @' —_— %
file is stored on your computer. Select your sound file Soprttcom cin Oramnicer L
and click OK. Pl the siide.

Re

4. At the next screen, click Automatically. h—

(@) Press F1 for more help.

5. PowerPoint displays the sound icon : TETIT —
for you as pictured here.
‘0' How do you want the sound to startin the slide show?

6. Next activate your Custom %l . T [ sonrerss ]

Animation pane and select your

sound media at the bottom of your

list and using your Re-Order button, move
your sound/media to the top.

| Automatically | | When Clicked

7. Change your Start to With Previous so the music will 2= - =ad
- - Effect | Timing | Sound Settings
play when the presentation begins. T ——
8. Next using the Drop Down arrow next to your s
animated media, click Effect Options to open the Play f‘m QLD Fo seconds
. . . Stop playing
Sound dialogue box. As displayed at right, I am on ek
@ After current slide
changing from where the music starts and the music ater: [ 1] ses
will stop playing after the current slide. g y— :
9. Click the Sound Settings, change your volume if you After arimason:  DorftDim [=]
like and since we are playing this automatically hide
the sound icon. Conc
10. Click OK.
11. Preview your Title Slide and Presentation -
- - - - Play Sound lilﬂ_hj
opening in Slide Show View. - o
- - Effect | Timing | Sound Setungs
12. After the first slide, press the ESC key to Play aptons
end the slide show and return you to Normal Seund wohume: |
VieW. Save your file- D‘sjla;;pzzun:d icon during slide show
Information
Total playing time:  00:00
File: C:\...\1. Linus and Lucy by Vince Guaraldi.wma
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PowerPoint 2010/2013 Multimedia process using the Playback tab.

1. Click on your first slide the Title Slide. & TC 1)
2. Click the Insert Tab and then the Audio button and from  °= Foter vicee |8
the cascading menu choose Audio from File. el ) Audio from File..

Lim fok el

is stored on your computer. Select your audio file and

@ Press F1 for more help.

3. Next, navigate to where your musical or other audio file Audio from File

click the Insert button.

Insert an audio clip into the slide. )

4. PowerPoint displays the audio icon for you as pictured
here. Notice you may play your Audio while in the

IULI g_;u L

[

Normal view and editing your slide
5. Activate your Animation Pane and when you click on ~—:|’|'—1—
your Animations Tab you will notice that this changes { P 4 E e T

for you to play and pause your Audio too. Your Audio
File displays in the Animation Pane.

6. Now, with your Audio File selected on your screen, click the Playback
tab. Using the Playback tab I have added Fades for my audio and set

the Start Automatically so when I begin my presentation the music

m Home Insert Design Transitions Animations Slide Show Review View Developer Format

: T Fade Duration
D '-',::]3 l@-l? ) '\*-.E}D[l _'_.',' Start: | Automatically = Loop until Stopped
Y| fjjradein: 0100 u
Play Bossrﬁark AJ::ITO 1§ Fade Out: 0100 = Vﬂ";'""e ¥| Hide During Show Rewind after Playing
Preview Bookmarks Editing Audio Options

Playback

plays for me. Since I am having the music play

automatically, I do not need to have the Audio Animation Pane v X
button showing on my screen so I check the Hide
During Show to make the audio icon invisible. P Play

7. Next, in the Animation Pane I have moved my  Vaster: Tite  []
music file to begin earlier and to be the first item [0 1 lnusandl.. [ <]
animated. # Title 1: Power ... |

8. Finally, I click the Play button and review my  Subtite 2: Gre...
slide’s animation and audio. v

A nice, new feature for PowerPoint 2010 and 2013 is the ability to perform basic edits on your

audio and video files from within the application.

Let’s edit our audio file and trim it.

Greg Creech © 2015 Techedutainment Services Thank you for Learning!
No Duplication Allowed 404-299-1706



-l

‘ Greg Creech PowerPoint Pizzazz! Page 71

Techedutainment Services, Inc.

1. Select your Audio File and from the Playback tab click Trim Audio.
2. The Trim Audio pane appears for you to click the green beginning
marker and drag to the right to

change your start time and then b Lo Qo purten @ 5 st
. . &+ Y gpraden: o0 2 al

click the red ending marker and Py | Add o Remove | T | g o oo ]| Vo B Hiae

drag to the left to change your review | Bookmarks Editing

ending time. As displayed at right, Trim Audio !

I am Starting the music on3 1. Linus and Lucy.wma E::EE?Q;FDJ:UU.%S

minute into the song and having it ﬁ

play for one minute. 01:00.968 |3 '1| RETS 02:00.937 |3
3. Click Ok. St A End e
4. View your presentation in Slide Cancel

Show to hear and see your

changes.

. Play Audio ?
5. Save your presentation. et | Tenng [ Ao setine

» Hot Tip! While the Playback tab in PowerPoint 2010/2013 | “v>~
offers many features, such as Hiding the icon and trimming the¢|
multimedia file, you will need to use your Effect Options

Dialogue box from the Animation Pane to make other changes,

such as displayed here of ending my music after the third slidey ... =
» After animation: | Don't D

=

oK Cancel

Clip Art and Online Media
PowerPoint 2007 and 2010 Clip Art Sound

Now, let’s add a musical or other sound from the Clip Art Gallery to our photo slide. You will
have many more choices if you are connected online and can use the Office Online Gallery for
music, sounds, and animated Clip Art. We will click to play this music or sound.

1. With your presentation open, go to the Photo Gallery slide.

2. Click your Insert Tab and the Sound button and from the @
menu click Sound from Clip Organizer. . . PowerPoint 2010 i |
uses the Audio button and Clip Art Audio. . . item. j @ | Soundfrom File...
3. PowerPoint activates your Clip Art Task and et s roneren R
displays all sorts of sounds and music for you — | (@ von o worantecamsto i et son:
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everything from Bach and Vivaldi musical selections to kisses, burps,
and horror sounds. Find a sound or music you want and click it to

insert it into your slide. I am inserting Smooth Jazz.

4. At the next dialogue box, this time click the When Clicked
button to start the sound in your show. Skip this step in
PowerPoint 2010.

5. Place your presentation is slide show at Slide Seven and
notice the Sound icon on your screen. Click it when you are
ready for the music or sound to play. You could use your
Sound Options Tab, too, to play your music and change your
sound levels.

6. Press the ESC key when you are ready to edit your slide
show.

7. Save your work.

The Clip Art task pane allows you to Search specific locations using the Search in
box and allows you to change the type of Clip Art you desire. Since we were
inserting Clip Art sounds, Clip Art only has Sounds checked in our Results should
be box.

PowerPoint 2013 Online Audio

PowerPoint 2013 eliminates Clip Art and uses other sound/audio files from many
organizations using Bing.com and Office.com. The Audio button’s menu for 2013
appears here. After downloading the music and inserting it into your presentation,
you use the Playback tab and Animation pane as we
accomplished previously to edit your audio file.

bin Audio Files for PowerPoint
b bing

Web

Pictured at right is the menu that appears when when |

Clip Art A
Search for:
Search in:
All collections |Z|
Results should be:
Selected media file types |Z|
SEME Al media types|
=-01 Clip Art
#-[0 Photographs
+-00 Movies
+-b Sounds

& | o |
way Way
Dynamic Smooth J...
@] [l
3) n
WA wav
Dramatic Xylo Beat
[ [l i
L))

Audio

: "'.3‘ Online Audio...

i Audio on My PC...

Record Audio...

and sound loops for PowerPoint Related searches

activate Bing to insert and online audio file. There are —
many sounds, effects, music etc. that you may use from =
these web sites.

Compatible audio and video file

Compatib
t

Rel

Point  Free Audio Files

owerPoint ...

Audio Files for PowerPoint

s M3 Music for Po Mi PowerPoint Audio Files

20T Audio Files

You’re in the Movies

Like our Sound/Audio files, Movie/Video files work

Free PowerPoint Sound (

- Presentation Magazine

similarly. PowerPoint 2007 uses the Custom Animation pane and Effect Options dialogue box
for editing and playing the movie/video file. PowerPoint 2010 and 2013 uses the Playback and
Format tabs. Inserting video files is the same in all current versions of PowerPoint. PowerPoint
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2010 and 2013 allow you to use web sites for your videos, too. | will use YouTube to
demonstrate inserting a web video.

/7 These are very similar to your Sound/Audio File options and are not difficult to use. /7

For the movie in your PowerPoint presentation that accompanies this training course, | have
used the Movie Settings tab and | checked the Zoom to full screen as you will notice if you view
my Photo Gallery Slide.

1.

P

7.

With your Presentation 1.pptx file open, on your Home

Tab, click the New Slide button and from the cascading & @

menu choose Title and Content slide. You can insert a

movie as we have accomplished earlier using the Insert e

Tab and Movie Button as displayed at right. S ’
PowerPoint creates our familiar Title and Content slide

and the Insert Media Clip appears on the bottom row and right button -~ -

displayed here. €

Give your slide a title; I am entering Our Newest Associate.
Click the Movie Reel or Insert Media Clip icon.

Navigate to where you store your video files. I am

using the New Age Secretray.wmv file. In the Files

of type section notice all of the media and movie

formats you may use. Click OK.

In 2007 PowerPoint, Click Automatically at the

next dialogue box as we have accomplished

previously. Skip this step for 2010 and 2013 as it S
will not provide this dialogue box.

PowerPoint inserts the movie for you.

Now we will edit the Video using PowerPoint 2007 first and then PowerPoint 2010/2013.
Editing and enhancing your video in PowerPoint 2007.

1. Using your Movie Options Tab, click Preview to view your humorous
short movie within your
Normal VieW- ’“:’j/ Home Insert Design Animations Slide Show Review View Developer Format Options
2. Alsoin your Movie Options b & STIITT DTN L L
group, CheCk the Hide Play Lo L Fu”SU&EII-"-I-:we Options e} e e pa::ange ’
During Show, the Play Full EMEHL% e
Screen, and the Rewind '
Movie After Playing boxes, :
- Our Newest Associate
Greg Creech © 2015 Techedutaily B O
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6. Now, Animate your title and save your file. Editing and
enhancing your video in PowerPoint 2010/2013

then click your Preview button.
Next open the Slide in Slide Show and view your movie. Press the ESC
key to end your show and return to Normal View.

Click the Custom Animation button and from the Custom Ani

pane notice you have a couple of items to start your movie

Automatically. Click the first item that Starts After
Previous and from the Drop Down arrow choose Effect
Options. My movie options display at right.

Click the Movie Settings tab this tab allows you to make
changes to your movie, too.

Display options

7] Hide while not playing
7] Zoom to ful screen
Information

Total playing time: 00:04
Fie: C:\...\New Age Secretary.wmv

=

1. With your video selected, use your Playback Tab to click
[MI Home Insert Design Transitions Animations Slide Show Review View Developer Format Playback
a Q'—_.\P Fade Duration d _'_.',' start: | Automatically 00D until Stoppe
[> d'} 'gj 2{'?_"|Fadeln: 00.00 . hD ¥ Play Full Screen roop untilstapped
= Boif,ﬂa,k JiL'L"O ) Fade Out: (00,00 * VelUME 1 Hide While Not Playing Rewind after Playing
Preview Eookmarks Editing Video Options
Play to view your video within your Normal View. Now using the
Playback tab, change Start to Automatically, check Play Full Screen and
check Hide While Not Playing.
2. View your video in the Slide Show view. Your video should play on its
own and jump to full screen. After playing your slide is blank.
3. Press Esc to return to Normal view.
4. Now, I am using a longer video file that I wish to lessen the time. With

your video selected in
PowerPoint and your Video
Tools appearing I have b e
clicked the Trim Video button
that activates my Trim Video
pane to decrease the time by
clicking the start marker and
sliding it in and then clicking
the end marker and sliding it

sue For Your |
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in to lessen the start and stop times of the video. I clicked OK.
5. I have set the Fade In and Fade Out to 3:00 seconds.

6. I am keeping my video to Start On Click, so I am not hiding the video
so I may click it when I'm ready to show the video in the presentation.
Make adjustments to your video and perhaps change the Start to
Automatically and click the Play Full Screen item. Finally, view your
changes in the Slide Show View.

7. Also, new in PowerPoint 2010/2013 is the Format Tab for Video Tools
which is very = : =R

similar to the h

Format Tab for
Photos.

8. With your
video selected,
change the .

Colorgschemel kS Tissue For Your Isst =
am using =

Sepia. Perhaps 3 = |
change the %) b ‘

Shape I am

using Teardrop

and choose

other effects to make your video really tacky!
9. Play your video and look at your changes in the Slide Show View. Save

your Presentation.

Video from Web Sites and Online Videos -
PowerPoint 2010/2013

In this section, | will use my YouTube channel to embed a video into my PowerPoint
presentation. The Video button the Insert tab has Video from Web sites in PowerPoint 2010
and Online Videos in PowerPoint 2013. I'll use PowerPoint 2010 for this exercise.

» Hot Tip! Depending upon your organizations Internet settings and the
video copyright, you may not embed, download, or otherwise use Online

Greg Creech © 2015 Techedutainment Services Thank you for Learning!
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Videos in your presentation. I am using my own videos and have the
copyright to use the video. »

1. Create a Title Only slide and from your Insert Tab click the Video
button and from the menu choose Video from
Web Site. S

2. The Insert Video From Web Site dialogue box e T
appears for me to paste code from my
YouTube video.

3. I navigate to my YouTube channel for the e
video I wish to use in this case Tissue For
Vanur Tecanna T click tha Fmhad itam fram Qhara Navt T calart tha Frada in

Tissue For Your Issue.wmv
Greg Creech

i} Channel settings

- 129 views
+ Add to <: Share +e+ Nore |‘r 1 " ]
Embed
| <iframe width="420" height="315" src="/fwww.youtube_com/embed/T5Pxgm 0Y3!|" frameborder="0" allowfullscreen=</iframe: |
the box and copy it.

4. I return to PowerPoint and paste Insert Video From Web Site ?
the Code in the dialogue box as ;:Silj;tizgznamlil;;l::)b:x\;ig:z ggll;:f; uploaded to a Web site, copy the embed code from that Web site and
displayed here and click Insert. e o o e < - Youtb comfEmbed 1 xam IS

play
5. When I click my Slide Show button,

I can click my video from YouTube

and play it- Help and examples
» Hot Tip! Since YouTube or other web o=t | e
site controls the video your Playback and
Format tabs do not work well and many items gray out. »
/7 Write your notes here:
Greg Creech © 2015 Techedutainment Services Thank you for Learning!
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Action, Action We Want Action -
Action Buttons

Action Buttons are a form of multi-media by allowing you to run other programs, open files,
play sounds, play movies, navigate within your presentation, and perform other automation for
you. While you can use these buttons, you can use any item in PowerPoint to perform an
action such as words as a hyperlink, pictures, SmartArt, Shapes, or other PowerPoint objects.
We will create a button and we will create Action Settings for existing objects.

Here’s how to create an action button.
Action Buttons

1. On the Insert Tab, Click the Shapes |:|

button and from the menu and at the
bottom is Action Buttons. I am using
the Home button.
2. Click one of the buttons and drag to draw your actonseting: . | S

button, just like any other type of shape, after [Mouse Cick | Mouse Over]
drawing your shape and releasing your mouse Action on dick
- - - () None
button PowerPoint provides the Action @ Hyperink to:
. . First Slide (=]
Settings dialogue box for you to perform your | s -
= First Slide
magic. s g
End Show
Custom Show... b
The Action Buttons allow you to hyperlink to other areas of your Object action:
presentation, run programs, play movies, play sounds, and other
“action items” as you click or move your mouse over the item. A [ Play sound:
ScreenTip will display informing you of the type of action that [Rosound
PowerPoint performs with the selected button. In the Action -

Settings dialogue box you can assign movement/ navigation, to
run a program, to play a sound or movie, or a host of other
activities, including hyper linking to a web site provided you are
connected to the Internet! .7 /ZNotice the action can occur at a Mouse Click or Mouse Over
(’'m so spastic with the mouse at times, especially in giving a presentation that | keep mine on
Mouse Click). 7 .7 The Hyperlink to: will allow you to go to files in your slide show, computer,
or the Internet.

| have so many applications that | use these buttons for — | could write a book. | use this to play
videos, recordings, etc during my presentation. | use these to open other documents and to
display web pages on the Internet. You can change the icon or draw a new AutoShape, picture,
or other item and assign Actions to it using the Action command button on the Insert Tab and
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the Links Group. /ZNote: The Action Buttons only work when you are in Slide Show View and
during your Presentation. /7

Let’s create several type of Action Buttons.

On your Photo Gallery Slide, we’ll create a button and we’ll use some of these pictures to
perform actions.

1.
2.

3.

9.
10.

11.

12.

Navigate to your Photo Gallery Slide.
Click the Insert Tab and click the Shapes )

button, Action Buttons

From the Cascading Menu, click the Home (=] L]
Action Button.

You are back in your slide, Click and drag an area on your slide to

create the button.

After you draw the Button, the Mouse Click Tab appears for you to

create your Action Settings. L
I have made my Home Action button to hyperlink to (o Gallery _ ﬁ
the First Slide in the Presentation. —
Click OK.

Your Action Button will not work until you place your | “=-~

presentation in Slide View.
Put this slide in Slide Show view.
Notice your slide runs as usual and displaysthe | =~
home icon for you. P
As your slide is running, click the Home Action
Button and your slide stops and displays your first
slide.

Press the ESC key to end your show.

Let’s create an action setting for one of our pictures.

1. Navigate to your Photo Gallery slide. @ = }
2. Click on a photograph to select it and on the Insert Tab click G- I
the Action button in the Links group and is displayed at Hyperlink Action

right. Notice the handy Hyperlink button next to this that

you may use, too. Links
3. Your Action Settings Dialogue Box appears. As pictured
Greg Creech © 2015 Techedutainment Services Thank you for Learning!
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below I have changed my Action Settings in the Hyperlink to a URL.
Once I select URL item, The

Hyperlink to URL dialogue box PRl @A D A4AFTE )
appears. sapes SmartArt Chart || Hyperlink Action | Text Header WordArt Date Slide Object
N Box & Footer hd & Time Number
4. Type in a Website that you would e L ———

- - ction >etungs " ! O RTINS RERION IS ORI IR s )
like to hyperlink to (Remember to oo

connect to the Internet to use this Acton on dick

None

in the Slide Show. I have witnessed o typeri to: L.
a presenter try to use this setting in | Hy:’::};”oum - ‘ :
a presentation but forgot that they =

were not connected to the Internet, pet | —

Photo Gall

URL:

OK Cancel l
0OPS!) > J L= Jf
5. Click OK in the Hyperlink to URL = —
box. i

|| Highlight dlick

6. Click OK at the Action Settings :
Dialogue box. —WL_'J

7. Put your slide in Slide Show view
and as the Slide runs or after the animation is complete, click the
picture containing your action setting or URL. If you are connected the
Internet, clicking the picture will take you to the website.

8. After viewing the website, you can click the close button, and you
return to your slide show.

9. Press ESC to exit Slide Show View. Save your work.

Let’s create an Action from our Chart to an Excel Spreadsheet. As | related when we created
the chart slide using PowerPoint — | like creating my charts in Excel where my data is usually
stored. | copy my chart from Excel into PowerPoint and when | need to go to the Excel file to
view the actual data | click the chart in PowerPoint and my Excel file opens with the data.

1. Navigate to your Chart Slide.

2. In Normal view, Click on the Chart to select it.
3. Click the Action button on the Insert Tab.

4. In the Action Settings Dialogue Box and

cton setings D Ol
Mouse Click | Mouse Qver

Mouse Click Tab go to the Hyperlink to Action on dick
section and in the drop down arrow pick list o i o
choose other File ven I::VJsers\Greg\Dommems\ZﬂO?OFﬁoe\ZﬂO?PowerPoint!El

Run program:

5. Next Browse using the Hyperlink to Other
File dialogue box to where your course files e
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0 0N

10-
11.
J/ Write your notes here:

for this training package are located and Click the Excel file named -
PowerPoint and Excel.

After clicking the file you return to your Action Settings Dialogue Box.
My directory and path to the PowerPoint and Excel.xls displays at right.
Click OK.

Place your Chart Slide in Slide Show View.

After your Chart displays after the animation (if you have any), Place
your cursor over it and the Pointing Hand icon will appear with a
screen tip of where your file is located.

Click the Chart.

The Excel File will open for you to see the information.
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Linking and Embedding Objects and
Files

Using PowerPoint with other applications, such as Excel, is popular, but can be confusing and
yield results you do not want. My preference is to use the Action Settings to hyperlink and
open a file in the appropriate application. However, others prefer to link or embed the objects
within PowerPoint for display. We will look at the ways of inserting files as a linkage and
embedding the file within PowerPoint. We will continue to use Excel as our example, but you
can use many file types within PowerPoint.

Here are some important notes on Linking and Embedding files in PowerPoint:
7 Do not move the file after linking; PowerPoint may not keep track of where you
moved the file and you will need to redefine the linkage and file location.
72 If you email the PowerPoint file without the linked file, the linkage is broken as well.
5 You should keep your linked files in the same folder with your PowerPoint
presentation if possible, to save confusion and ease of finding the linked or embedded
fil. This is especially true if you are using your presentation on another computer than
the one you used to create the linkage.
We will use various methods of linking and embedding and using good old copy and paste, too.

First, let’s insert the Excel file as a linked file.

Linked Files

1. Create a new Title only slide somewhere in your presentation.
2. Give the slide a title; I'm giving

mine the title of Linking and = =G ~ | D
= S G -’(C'ZI <
Embedding Excel. Action ﬁ Heajder \ﬂm Da_t:) Slide ogm Eq?a-Em Symbo \Ti:g At?o
3. Click the Insert Tab and Clickthe . " ™™™

Object button in the Text Group.
The Insert Object Pane appears as
displayed here. O :
4. First, Click the Create from file © Create from fle | C:\Users\Greg\Documents\2007 Office\2007 Power of PoweP
option button to select it. Rarely will ik
you create a new file from within
PowerPoint; most of the time you

[~ pisplay as icon

Result

2 Inserts a picture of the file contents into your presentation. The
-'@ picture will be a shortcut to the file so that changes to the file will

already created your file and want to be refiected in your presentation,
use an existing file within
PowerPoint.
Greg Creech © 2015 Techedutainment Services Thank you for Learning!
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5. Click the Browse button and navigate to where your file is stored.
Select your file and double click it to add it to your presentation or
select your file and click OK.

6. Next click the Link check box to establish our linkage. I am using a

picture of the Excel workbook to click in the presentation; you may

want to use the Display as Icon option rather than having a picture of
the file in the presentation. The picture or icon is a shortcut to your file
which will open when clicked.

Click OK and PowerPoint inserts the Excel file as a picture for you.

8. Put the slide in Slide Show and you can see your file. If you click the
file’s picture, PowerPoint progresses to the next slide. This is fine for
small Excel worksheets but not for large worksheets with plenty of
data.
® Important Gotcha! PowerPoint is limited in the space that it can display your
file’s picture. If you have a big Excel file to present, PowerPoint will not be able to
show all of your data and reducing the size of the photo will probably make your file
very difficult for the audience to see or read. This is one reason | rarely use this type
of linkage to display a file. If the area to display is small from the file, then this is
not a problem. ®

1. Place your Slide in Normal view and double click the photo of the Excel
file.

2. Excel opens for you to edit your information.

3. Save and close the Excel File.

» Hot Tip! If you right click on the photo in normal view, the

N

N BE
\ Ea copy
195 _~ [ Paste Options:

2%y 2 (5 ll (A

short cut menu displays Worksheet Object with a submenu for
you to edit, open, or convert your file. This is helpful in o [
opening your file to manipulate the data and change your T | e |

the PowerPoint file and photo. This is an advantage of linking
— your information in PowerPoint is always current and up to
date with the Excel file. This is helpful to refresh your data in PowerPoint
from Excel with the Update Links item. »

%, Format Object...

information. Then saving your Excel file automatically updates Jm“ tperin
O Electri
& Enterteom

1. Save and close your PowerPoint

ll Microsoft PowerPoint Secun

presentation.
2. Open the Excel file and make @ Microsoft Office has identified a potential security concern.
ChangeS- Save and CIose the flle' This presentation contains links to other files.
« If you update the links, PowerPoint will attempt to retrieve the latest
information.
« If you don't update the links, PowerPoint will use the previous information.
Greg Creech © 2015 Techedutainment Y| Mote that file links can be used to access and share confidential information

without your permission and possibly perform other harmful actions, Do not

No Duplication Allowed update the links if you do not trust the source of this presentation,

Mare information

[deate Links ] [ Cancel
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3. Next, Open your PowerPoint presentation. The dialogue box here
displays alerting you to changes to your updated file. You usually
know the source of the file and want to click Update Links.

4. Click the Update Links and your presentation has the changes from

Excel.

5. Navigate to your Linked and Embedding slide. PowerPoint has updated

the information for you.
6. Save the presentation.

Inserting as an Object

Now, we will insert the Excel file as an Object. While you may edit the object in
PowerPoint/Excel, there is no linkage so the Excel file and PowerPoint object are no longer
connected and will not update the other file. If you place the file as an object, the object
remains with PowerPoint if you were to email the presentation as an attachment or use the

presentation on another computer. A linked file does not “trave

an object does.

III

with the presentation, and

1. Create a new Title Only slide and give the slide a title.

2. Click the Insert Tab and in the
Text group click the Object
button.

3. Select the Create from File option
button and then click Browse to
navigate to your file.

4. Select your file and Click OK (or
double click the file) to insert the
object into PowerPoint. This is a
snapshot of your file. The file

Insert Object 7| =
OK
Create new File: —
@ Create from file | C:\Users\Greg'\Documents'2010 Office\PowerPoint and Excel Cancel
| gowse... | [k

Display as icon

Result
i} I, Inserts the contents of the file as an object into your
presentation so that you can activate it using the application that
created it.

and PowerPoint will not update automatically; however, you may edit

the information within PowerPoint.
Click OK.

o m

that option) of the file on your slide.

As with Linking, PowerPoint places a photo (or an icon if you chose

7. In Normal view, Double click the photo and PowerPoint opens with
Excel for you to edit the file. When you click away from the photo/file,
PowerPoint automatically updates the information and exits Excel.

8. Save your presentation and view the slide in Slide Show.

Greg Creech © 2015
No Duplication Allowed
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You may edit your object separately from the original file and
PowerPoint contains the file, not the original location.

Copy and Paste an Excel Chart

With all of the above linkages and objects being embedded the ability to animate can be
limited. You may only bring in the object (or use emphasis and exit but those are rarely used in
a business setting for objects). When you copy a chart from Excel you may paste is as an object
linked to Excel. This allows you to animate the chart entirely making the chart easier to read
and presenting the chart more interesting to you and the audience.

1. Create a new title only slide and give it the title: Budget analysis

R

2. Next, Open the Excel file entitled PowerPoint and Excel.

3. Click the January Pie worksheet.

4. Right click in the Chart Area from the short cut menu click Copy.

5. Save and Close Excel.

6. Return to your Budget analysis slide and right click
in an empty area of the slide and click Paste. Click L
the Paste Options icon choose Chart (linked to il = Pj“;;
Excel data). This option allows you to make Useﬂ;fmaﬁ.mhma\.m._oatam|

changes to the Excel file and have the chart
automatically update.

7. You may click the Edit Data button on the Design Tab of the Chart
Tools with the Chart in Normal view and Excel will open the file for you
to edit.

8. Now, Animate your chart as we accomplished previously.

I used PowerPoint 2010 for this section; however, the process and menus in
the current versions of PowerPoint are similar and function the same.
The other options in the Paste Options menu are important to know:

v Include the Excel Chart (entire workbook) which inserts the chart and the January
worksheets as a workbook — however, this creates an object in PowerPoint separate
from your original file. You may edit the data but this does not affect the original Excel
file.

v' The Paste as Picture inserts the chart as a photo object and does not allow extensive
animation and no Excel/data editing. However, you can edit the chart using the Picture
tools and have a fancy photo of the chart but with limited capabilities. You may use the
picture as a hyperlink to open the file when the slide is in Slide Show.

Greg Creech © 2015 Techedutainment Services Thank you for Learning!
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Templates and The Master

Since we have learned many of the features and elements of PowerPoint and the associated
tabs, command buttons, etc., we are ready to develop our own templates and presentation
designs. As | wrote, avoid the PowerPoint Templates, except to learn, to get ideas, or to edit
and change them. Developing your own template can be fun, is creative, and impresses your
managers and audience beyond “presentation” belief. The branding and marketing of your
organization and products/services increase dramatically when you create your own design
template incorporating your logos, color schemes, and slogans. Let PowerPoint help you with
your marketing, branding, and creativity with your own template.

The Slide, Handout, and Notes Masters in PowerPoint allow you to make global changes to all
of your slides at one place. For example, if you use the Slide Master you can change the color
of your title or change a bullet in Slide Master and when you close out of slide master the color
change and new bullet will appear on all of your slides.

You should use templates and themes for formatting, colors, backgrounds, and other items
needed for the slide show. Templates and themes are NOT the slide show. Templates and
themes provide the style of fonts, the type of bullets, the colors for items, graphics that are to
appear on every slide, and so on. Templates should NOT contain your words or titles, except
for perhaps company name, slogans, or other brief text that you want to appear on each slide.

» Hot Tip! The difference between a Template and a Theme. An application
uses a template to create a blank, “skeleton” of the document for you to
complete. A Theme spans the Office Suite and includes colors, fonts, and
other attributes that the entire Office applications uses. »

We will use Slide Master to create a Template and then save it as a Theme that will contain
only two or so slides and then we will use our template on our existing PowerPoint file. Ready?

Let’s be creative

1- Create a NeW Blank [p] TEC15PPoint.pptx - Microsoft PowerPoint Chart Tools.
- Home Insert Design Transitions Animations Slide Show Review View Developer Design Layout Format
presentation (I use the ElEDE e B ™ | Q () S Seewn 00—
= V| Gridlines = Grayscale T 2 cascade =2
good, old keyboard shortcut o o e e | vt Vit | s | 7™ S| i sockondWhe | window SBMore oIk windons<
Presentation Views Master Views Show = Zoom Color/Grayscale ‘Window Macros
of CTRL + N), click the View NEE TS P e REEE D -
slide Master View ‘I 4 [ I 2 - ! -1 st 0 -
tab and the Slide Master e
master slides. -
button
Greg Creech © 2015 Techedutainment Services Thank you for Learning!

No Duplication Allowed 404-299-1706



Greg Creech PowerPoint Pizzazz! Page 87

Techedutainment Services, Inc.

2. PowerPoint opens a new tab in the front of The Ribbon

Although, this appears that we are in our presentation —we are in an editor that will globally
affect all of our slides. You may use Slide Master in any presentation to affect all of your slides,
such as changing bullets, adding a graph, including a logo, etc. Any new slides you add will take
on the appearance that you change in Slide Master. This is very important to change all of your
slides at one step and one stop — The All Powerful Slide Master. This is how | take an existing
PowerPoint Design template and customize it to fit my personality and presentation style. The
design | use is based upon the PowerPoint Design template Flow. | have developed my own
templates as well and customize them to fit the audience to whom | am speaking. As a
musician | have created a musical design template that | use when playing the piano or
entertaining using PowerPoint.

» Hot Tip! PowerPoint 2007, 2010, and 2013 are similar in the Slide,
Handout, and Note Master views. All versions function the same and contain
similar command buttons and group on the Master tabs. I'm using Office
2010 and 2013 below. »

Master View Tabs

Greg Creech © 2015 Techedutainment Services Thank you for Learning!
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The Master Tabs should activate when you click the Slide, Notes, or Handout Master button.
The Handout and Notes Master Tabs are pictured here. The Handout Master will display the
number of slides per page of your

Music, Machines, and Madness Comedy.ppt [Co
handout. | used the Handout and

HANDOUT MASTER HOME INSERT REVIEW VIEW DEVELOPER

the Notes Master to create the T i o Il Colors~ 8] Backgroumd Styles - &
POWGI’POInt handout that == ] _DD = Fontsv Hide Background Graphics
Handout  Slide Slides Per | [ pooter [+ Page Number Themes Close
Orientation ~ Size~ Page~ hd I:‘ Effects - Master View
ose
E Slide Master Home Insert Transitions Animations Review View Developer [~
| Delete T Colors = 3 imedy.p
i | ™ e V| Title Aa n <% Background Styles - |
ol J ooo LLLL L]
Ly Rename Fonts -
Insert Slide Insert Master Insert 7| Footers @ Themes Hide Background Graphics Page Slide Close
Master Layout '+ Preseme | |syout Placeholder = - F—ff“ts' Setup Orientation = | Master View 3
Edit Master Master Layout Edit Theme Background - Page Setup Close B.c
b o P =r View
NiS&EH - CRE TR VEWes-N@EE S < -
= I R !

= B ek

3 F

(2]

accompanies this manual. As we will learn with Slide Master, you make changes to your slide in
this Master view and the changes will affect all of your slides. For example, in my Notes and
Handout master | changed the location and the formatting, such as font, color, etc, of the
Headers and Footers, but no Background color, since | usually print these using a color printer.
Since the tabs are very similar and you have used many of these features previously in
PowerPoint, we will concentrate on the Slide Master. You should use the Notes and Handouts
Master for your logos and other elements for your printed views.

The Slide Master Tab pictured above contains command buttons that we will use in the
upcoming exercises as we build our custom design template and theme.

Here’s a brief description of the Groups and important command buttons.

Edit Master Group - Insert New Slide Master and Layouts for you — Allows you to
create another slide master in the same presentation — | usually use only one master for my
slide show. I'll leave this to you to create multiple Masters for one presentation.

Greg Creech © 2015 Techedutainment Services Thank you for Learning!
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Insert Layout — Adds a new default layout slide for you to edit and create a new layout.

Delete Master — Allows you to delete the selected Master.

Rename Master — Allows to rename the selected Master.

Preserve Master — Allows you to keep your changes for this master to reuse. As you make
changes you can preserve the master so you can have multiple masters within the same
presentation.

Master Layout Group — Allows you to select or deselect components of your slide such as
Title, Date, Text, etc. | usually leave this alone and work with the placeholders that | have on
the Slide Master. You can add content using the Insert Placeholder and deselete Title and
Footers to remove them from the Master.

Edit Theme - This is similar to our Slide Design Tab and the Themes we used before.

Background - Allows to create your own background including pictures and other fill
options.

Page Setup - Allows you to customize the presentation for specific dimensions and
projection types for slides, notes, and handouts.

Slide Orientation — Allow you to change your Portrait and Landscape settings.

Close Master View - Closes you out of Slide Master and returns you to your presentation.

A Custom Theme and Template

Now, that we have an overview of the Master Tabs and we have covered formatting, pictures,
and so many other elements of PowerPoint, we are able to create our personalized design
template and Office Theme. We will review many items that we have learned in this course. If
an item is not covered in detail here for you, please refer to the previous sections of this book
to receive the details about the items, such as using the formatting options and Mini Toolbar. |
encourage you to take time and to add your own logos and items using this as a guide.

» Hot Tip! The Top Slide in the Master view is the Theme Slide. Any item or
format you change on this slide affects ALL slides. Individual layouts affect
only those slides that use the layout. We will use the Theme slide and
Individual slides to customize our presentation template and theme. »

Put on your creative hat and let’s create.

First: A Background.

1. With your blank presentation in Slide Master View,
Click Background Styles and choose a style.

Aa [ =" Backgrouna Stk +

7 e
nsert A
Pacenoige £

Master L

2. Next click the Background Styles button again and click o e b I ;
the Format Background. .. - |
Greg Creech © 2015 Techedutainment Services Thank
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3. The Format Background dialogue box appears; we have used this
dialogue box in previous parts of PowerPoint, such as fills for Shapes.

4. The Background fill is powerful and working with

the Stops and colors is tricky.

Format Background

Fill

5. I am using Gradient fill and then adding and S—
changing my Gradient Stops and Colors. You may |-~
use photos, textures, and solid fills from this. e

6. Take a few minutes and play around with this to
discover all of the neat effects you can have using
the Type and Stops for the Gradients and the look
at using a picture or texture fill.

7. If you use a picture, you may need to lighten the
picture or change the colors.

Fill

() solid fill

(@) Gradient fil

() picture or texture fil

() Pattern fil

®| Hide background graphics

Presetcolors: [ +
Type: Linear v
Direction: D -

Angle: 90%
Gradient stops

[] [

Color dy - Position: | 0%
Erightness: 0%
Transparency: 0%

Rotate with shape

DR

You can view the Preset color schemes — some are really good and

Close

Apply to All

some are shockingly awful — you decide! | like the Gold preset.

J/ Also, note the tabs of Texture, Pattern, and Picture. Preview them and experiment with
them as Backgrounds. Some Texture, Patterns, and Pictures may make it difficult to find a
font and other colors for your presentation to be effective and legible. For pictures, you
should use a photo editor or Picture Format tab and tools to fade or washout your picture

prior to adding it as a background here. /7

At this point, my clients and students leave me in the dust of creative design. 2 |

admit | have borrowed from my clients’ schemes they create in this view. The

Format Background v

PowerPoint 2013 Format Background Task Pane appears here. PowerPoint 2013 uses

more Task Panes that Dialogue boxes for items like formatting.

Once you have your Background color scheme chosen Click OK or

Apply to All.

4 FILL

Salid fill
®) Gradient fill

PBicture or texture fill

Pattern fill

Preset gradients
Type

Direction
Angle

Gradient stops

[ (9] [

Color

Apply to All
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Second: A Color Scheme

Now, your background is presented in Slide Master. Next, we need to select our
Text, Fill, and other Colors. | .é:'m &R Backaralnd Shis =
1. From The Slide Master tab, click the Colors button and from " ==sss cco:c
the menu choose a new color scheme (I am using the schemeg "= ="~ °"=
we created earlier in our course). Or you may design your OWR CEEEEE e
color scheme using the Create New Theme colors. e
2. Click the Create New Theme Colors... item at the bottom of fi{e _2==== o
menu. ] NONEEEEE Fow
The Create New Theme Colors menu opens. —
! Metro
Select each item, such as Text/Background, and Click drop down Eggégéég ;ﬂ:::':t
and select different colors for each of your items. You'll probably § s msmcom o
make some bad color choices in the beginning, while your color {5 5= oon oo
choices may look good here, they may look terrible on your slide :g;g::;: e
show. As I wrote, time to play and experiment. CETRe B
/ Note that you can name your new color scheme for using in the design and o A grg p—— .
presentations. :

LCreate Mew Theme Colors...

Once complete with your color scheme, Name your
new color them and click Save.

Create New Theme Colors SIS SR

Theme colors Sample

I Text/Background - Cark 1 ([l I

- Text

After creating your custom Theme Color you may o "8
edit, delete, and apply the color by right clicking your Texksbormnd 2 ol PN
color them from your Colors button and menu. My e
Geek Lite shortcut s
appears here. " MOMEEEDD GeckLite

BB pply to Slide Master - %

omEm

Office

Delete... Mame: |Custom 1
ECEEE .

| m_[ _[]] Add Gallery to Quick Access Toolbar _—...--——
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Third: Font Formatting S ™=
As | wrote in my Design tips, Sans serif fonts (those without little strokes) make Cae | b=
better titlfas and headings and try not to use more than three different fonts in your Thm
presentation. oyon
1. Select your Theme Slide, which is the top slide on your Layout s
Pane -
2. Click in the Text Box that reads Click to Edit Master Title LB
Style. i
3. You may use the Slide Master’s Fonts button and menu for S
your Font themes and create a scheme as I have e
accomplished. e
4. The Create New Theme Fonts box appears at right and I
named it Greg'’s design. e

5. Next, Change the style of your fonts using the
techniques we have used throughout this

Heading font: Sample

course. First click in the area or line you wish to e Heading = @ @@ o
change your font and use several methods to | [] | =
format your text, such as: =
v" The Mini Toolbar,
v" The Home Tab and the Font and Drawing Famt _
Group’s command buttons, A " [ et el

=
T |2\ Text Effects =) | T, Selection Pane S Rotate v || 3

v' The Format Tab under Drawing tools,
which I used to change my title font and
give it a different color fill and then I
gave it Text Effects. This is displayed at
right.

6. Format your text and fonts as you wish.

Shadow

nd.level. ...

Tourtﬁ,' @u[[et S rd level

Fourth level :

Bullet Styles and Formatting

Another appealing and creative endeavor is modifying

your bullets or numbering in Slide Master. You may
change bullets for a single slide or item or using Slide Master all of your

bullets change for your slides. To change and customize your bullets follow one
these steps: g
. o
o
Greg Creech © 2015 Techedutainment Services Than i j
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1. On the Theme Slide (the top slide), Click the First Bullet on your Slide
Master. This will affect all of our bullets.

On the Home Tab Click the Bullets Drop Down arrow button, a
cascading menu will appear as shown at right; you may use bullets
listed here by clicking the bullet’s box.

Click Bullets and Numbering at the bottom of
the menu.

The Bullets and Numbering Dialogue box
opens with two tabs for you to customize ‘ ) ‘
your bullets or your numbers. ' '
Your screen may look different. The dialogue box contains your

2.

’Eul lets and Numbering

most used bullets and several popular ones. g :
You may click the Picture button to activate Clip Art and other u > v
bullet pictures or Click Customize to activate the Symbol Se: |00 3] %oftext Bcture...
dialogue box. Let’s change our first bullet using Customize for coor (2~ | [ Customizz... |
a font/symbol bullet and then we’ll use the Picture bullet for Po——
our second bullet level.
Symbol/Font Bullets
1. Click the Customize button at the Bulleted Tab of Bullets and

Numbering.

2. The Dialogue Box at right appears.
3. Using the Drop Down Box for Bullets )
. D | O3[ED| 50| GR | fom | o3| 02|10 + | @
From: Select a font — I'm using Ol = (O & [+ | % | % | % | = =
Wingdings — a popular symbol and N> HEEREEEEE
bullet listing; Webdings offers Q@ %2 |2 ¥R | RN
additional interesting bullets and <> |47 |C|210)0/<
KINE>PMVRIA LN G
symbols. |
4. Click a bullet symbol of your choice. ";ﬂ‘_;ﬂ‘ﬁ.‘,,}‘ AEAREEEEBEEE
5- CIiCk OK- Wingdings: 182 Character code: | 182 from: | Symbol [dEdmaI)|z|
6. At the Bullets and Numbering Lo ]
Dialogue Box, change the color to fit
your color scheme and change the size to 95%.
7. Once complete, Click OK. Your bullet appears.

Bullets Position

You may change the position of your Bullets and Text by using the Ruler on individual sli
on all of the Slides in Slide Master. Notice the Ruler at the top of your screen when yo

Greg Creech © 2015 Techedutainment Services
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bulleted item, the small “arrow” and box moves your bullet and text (the top, down pointing
arrow moves your bullet AND Text as you Click and Drag the arrow, the Upward pointing
arrow moves your Text as you Click and Drag the arrow, and the box moves both the bullet
and text at the same time as you click and drag the small box. Sometimes the bullets can be
too big for the text and vice versa so you may need to use the ruler and arrows to create more
space between your bullet and the text).

Picture Bullets
1. Click on your second level or sub bullet on the Slide Master.
2. Click the Bullets Drop Down arrow and from the menu click the Bullets
and Numbering button at the bottom of the pane.

3. The Bulleted Tab of Bullets and Numbering opens for you. '@i—ﬂ
4. Click the Picture Button and The Dialogue Box at right | I ————
appears. |
5. Scroll through and choose a bullet — notice you can search ] )
for specific bullets and use Office Online for more bullets.
L] @ @

6. You may use your own logo or picture as a bullet clicking
on the Import. . . button. ]
Click OK. i ° * °
Your new picture bullet appears. !
Save your Presentation as My Design Presentation.pptx.

Fifth: An AutoShape, Logo, or Picture

Your presentation should include your logo or applicable picture on every slide. Using the
previous instructions insert a picture, clipart, or draw a shape to fit at the bottom right of
your slide show. Another suggestion is to use your Line tool on the Drawing toolbar and draw
lines to separate your title and text areas and perhaps a vertical line at the right or left area
of you slide. 7 Be careful not to make the picture/logo so big that it will interfere with your
text and title or other components of your slide show. 52

N

@

o

We will use a logo on our slides, but we want the logo placed differently on our Title Slide than
the other slides. We will add a line to separate our Title and our Content.

Slide Layout and a Logo

1. On your Title Slide Layout,
usually the second slide in your
Layout Pane beneath the Theme -

Slide. === N —
2. Using you Insert Tab and Lo M | &
Click to edit Master title style
Greg Creech © 2015 Techedutainment Service 1 :
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Picture, add a logo or picture to your title slide, as displayed at right. I
am place my logo prominently in the center of the slide.

3. Using your Line Tool in the Shapes button’s menu, click and drag a line
between your Main Title Text Box and Your Subtitle Text Box on your
Title Slide

4. Format your Line using your Drawing Tools. My Title Slide Master
appears at right.

=

Next, Click your Title and Content Layout Master.

2. Copy your logo/picture from the Title Slide and Paste it onto the Title
and Content Slide.

3. Resize the logo and move the logo tothetop B

corner of your slide. Click to edit Master title style

4. Next, Copy the Line from your Title slide and ~  ~ Click to edit Master text styles
paste it onto your Title and Content slide. > Second lvel- -

5. Move the line between your Title Text T HR o e B S

Header and the Content Pane on your slides.
6. My Title and Content Layout Master appears
here.

» Hot Tip! When you select object(s) on one slide

and copy it, PowerPoint remembers the exact

positioning so when you paste it on another slide, the placement is terrific
for you. We will do this on the remaining Slide Layout Masters. »

1. Press your shift key and click your logo and click your line. Keeping the
shift key pressed
allows you to select =1l .

multiple objects. P R ARk el
2. Copy these selected Click to edit Master title

items from ym." v Click to edit Master  v" Click to ed
Content and Title text styles text styles
Slide Layout and — Second level — Second lev
paste it onto the * Third level + Third lev

Two Content.
Notice that when you hover over a Slide Layout PowerPoint tells you the Name of the Slide
and how many slides use that Layout’s Master. | have circled this above. PowerPoint will not
let you delete a master that has slides using it.
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1. Now, continue pasting your items to the other Slide Layout Masters.
You may not want these items on your Blank Layout Master and may
need to move your items around so they don’t block some of your other
content placeholders.

Sixth: Animation for a Title

NOTE 7Z: While you may add animation to your logo or other objects in Slide Master, |
encourage you not to use animation in Slide Master for all of your objects or at least keep your
animation to minimum in Slide Master. | usually animate my title in Slide Master to ensure
consistency and that all of my titles come in automatically (With Previous) as | build and use my
presentations. Remember everything you accomplish in Slide Master can affect ALL of your
slides. 2 We’ll add animation to our Title.

1. Click on your Theme Slide, the top slide, and select your Title Text Box.
2. Using your Animation Tab, add an Entrance Effect animation that
comes in With Previous. I am using Zoom.

» Hot Tip! You will want to remove any animation we added earlier to each
slide. Having the Animation on our Theme Slides automates all of our titles.
Having the two animations may produce unwanted results. You should set
your animations in Slide Master Layouts using Slide Master or individually
add animation to each slide using our Normal vies, which we have done. »

Seventh: A Custom Layout =]

While PowerPoint has plenty of Layouts, you may want your own Layout Master to use in your
presentation. Let’s create our own Layout.

1. Click on your Title and Content Layout Slide,

2. Click the Insert Layout Button, PowerPoint Inserts a blank — ‘.',mrt =
layout below your current slide layout. — "
3. Copy and paste your logo and line onto your new, blank layout. ¢ [ <™t [
4. Using the Insert Placeholder button and the cascading menu, I ||| |
am choosing Chart. .
5. After I click my placeholder (chart in this case I click and drag LJa] Picture
an area in my slide for the chart. n.ﬂ i
6. Next, I add a
picture. = . : . | L Tabee
7. Finally, I add a Click to edit Master title style e
- _ 'zﬁ SmartArt
Text box. v Chart v'Picture H e
Sy . 'g% Media
s . _ ﬂ Clip Art _I
Greg Creech © 2015 ‘ . v Click to edit Master for Lewiings /-]
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8. My custom layout appears here.

i quckmemcmmr titlestyle |

P

% ot

9. Finally, I right click on my New Custom
Layout and from the Shortcut menu I P———
choose Rename Layout. S
10. I am renaming the Layout to Chart, Picture, o
and Text. |
11. Using the Shortcut menu at the far right, I delete layouts

that I do not use.

Finally: Headers and Footers

You may add and edit Headers and Footers at any time using Headers and Footers from the
Insert Tab. /7 However, only in Slide Master can you format and rearrange your headers and
footers. /7 While we are working on our template and Slide Master, let’s edit our Headers and
Footers formatting and placement.

1. In Slide Master, you will notice the bottom of your slide from left to
right contains the Date, Footer, and Page number areas. You can click
and drag these to other areas of your slide. You can select these boxes
and format them, too. I changed my Footer Area Font color and
formatting my Date and Numbers differently.

2. Select your footer area box and format it with a different font, color,
and perhaps make it bold.

3. If you like you can change your Date and Number areas, too.

| 1/17/2015 : : Footer : L : o

4. The changes that you made in the Slide Master — the First and
Important Slide.
Our Design is ready!
/Note: We only choose formatting options — we did not and should not enter text in Slide
Master — just formatting, objects, backgrounds, etc.

1. Click the Close Master View icon on the Slide Master Toolbar to Close
Slide Master!

Greg Creech © 2015 Techedutainment Services Thank you for Learning!
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2. Save your beautiful work. Your design and template Saves as a
presentation, not a template or Theme, yet.

In using the Master you can click the Preserve Master icon. This allows you to create multiple
masters to use within the same presentation. This is similar to having your presentation
contain different design templates; in fact your Design Tab will contain your Masters in the
Design choices for this presentation. When you preserve a Master, you are in essence “saving”
the master although you are not saving the master as a file. These masters are only available in
this presentation. We will need to save our presentation file as a template and then a Theme
to use in other PowerPoint presentations and files.

Now you should have your presentation in Normal view! Time to save our file as a
Presentation Design Template.

Template

1. Using the Microsoft Office Button’s Menu in 2007 or the File Tab in
2010 and 2013, trace to Save as and click the Other Formats button or
press the F12 key on your keyboard for the Save As dialogue box.

2. The Save as Dialogue box is open.

3. In the Save as Type box, using the =
drop down list, select PowerPoint e
Template.potx. e

4. The Look in box will change; st
PowerPoint takes you to where all of =

Excel TEC 15

the Templates that Office uses are s
stored. Know where this file and
directory is located; you will need to
know where this is in your Design Tab.
You can save this file wherever you
like.

5. Name your Template an appropriate
title. m()

6. Click Save.

7. Close all of your files and exit PowerPoint.

With your Template saved Close out of PowerPoint Completely. Now, let’s use your Template.

1. Using the Microsoft Office Button’s Menu in 2007 or the File Tab in
2010 and 2013, trace to New and click it.

Template (*.potm}
2003 Template (" pot)
)
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2. At the next dialogue box in PowerPoint 2010 you may click the My

Templates button or New From Existing to use

your template.

3. My Templates appear here. Select your

template and click OK.

4. PowerPoint creates a New Presentation based

on your Template.
You may use the New From Existing to create a
new presentation based on an existing template.

This allows you to browse to locate your

template.

& |

My templates | New from
exist

IE]welcome to PowerPoint.potx

You will have to know where your template stores in order to open it and
edit it for future presentations when needed.

PowerPoint 2013 has Featured and Custom selections my Custom selections

appear below.

New

0 2014 il Summe.

b EFAM 14 Success S. ook Thides Ls

Technology Bytes Comedy.ppt [Compatibility Mode] - PowerPoint

look at the other formats later, such as Show

PowerPoint saves
templates with POTX extension, for example my file name is PracticeTemplate.potx. We’ll

Greg Creech © 2015
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Themes

1. Open your presentation that we have modified our colors and fonts or
create a New Presentation based on your Template that we
accomplished.

2. Activate the Design Tab. e
3. Click the More Arrow on your Themes Group to ANThemes ~

display all of your Themes at the bottom of the AL

Gallery click Save Current Theme. oo

4. Like our Template, PowerPoint navigates to where

all of the Office Application uses the Themes.

Save your Theme with an appropriate name.

6. Now, in your Design Tab your Theme appears in your
Themes gallery.

7. Now, open Word or Excel and in the Page Layout
(Word 2013 uses the new Design Tab for your Theme
selection) Tab, click the Themes button and from the
menu you should see your new theme.

Themes affect your colors and fonts for your objects, such as Headings,

Charts, Photo effects, and Tables.

Ll

Now to Practice
Here are exercises you should try on your own using your Template and
Design.
1. Create a new presentation based on your template.
2. Using the Reuse Slides pane insert slides from other files
3. Notice that while the contents of the slides change the formatting does
as well unless you check the Keep Source Formatting Box. You may
have conflicts in colors, animation, links, and so on.
4. Look at other Themes for your presentation using the Design Tab.

Greg Creech © 2015 Techedutainment Services Thank you for Learning!
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Types of PowerPoint Shows

PowerPoint Show

One of the Presentation types that you can save your presentation as is a PowerPoint Show —
this saves your file with a .ppsx or .ppsm extension; the m in the .pssm extension is for macro
enable PowerPoint Shows which we have not accomplished so | am saving mine as .ppsx file. A
PowerPoint Show file will only open and display in Slide Show View. If you press Esc to end the
show you return to where you opened the file.

| use this when | e-mail presentations to my clients and do not want them to change my show
or | want to create an easy way for them to view the presentation — simply by double clicking
the PowerPoint file’s icon in the e-mail.

1. To save a presentation as a show,

2. Activate your Save As Pane (I simply press my F12 key which works in
all versions of Word, Excel, and PowerPoint).

3. And from the Menu choose PowerPoint Show. In the Save as dialogue
box, change the Save as type to PowerPoint Show (.ppsx).

4. Then click Save.
5. Your presentation is now a Show, too. Your icon for the a PowerPoint
show is different than a presentation and the
. . . Mame
2007 version of a .pssx icon displays here. :
7 Write your notes here: Erj Greg Presentation 1.ppsx

An Invitation or Greeting Card

Our next PowerPoint Presentation will be an invitation or greeting card.

Using PowerPoint as an electronic invitation or greeting is innovative and fun. Be careful about
the size of the file you are creating for those people who have slow Internet connections or
older computers.

If someone you e-mail your PowerPoint presentation to does not have PowerPoint, they may
download PowerPoint viewer for FREE from Microsoft Office’s web site. PowerPoint Viewer
allows anyone to view PowerPoint presentations; however, no edits, changes, additions etc. are
allowed.
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Create a one page presentation to use for a birthday card, holiday card, thank you card, etc.

using the following items, we have learned.

Use the Drawing tabs and menus to create objects,
Include a photo, Clip Art, and/or sounds,

Include animation on your text, title, and objects,
Include a header and footer,

Design a background for your invitation,

Use WordArt as a title for your card/event,

Let your imagination and creativity flow.

Save your file as a presentation and as a show.

AN N N N NN

Kiosks or Stand Alone Presentations

Have you ever seen a computer display a presentation automatically? You can see these at
trade shows, in lobbies of businesses (particularly hotels), and at booths in malls. This is known
as a kiosk type of presentation. This is particularly useful at conventions or conferences after |
make a presentation | will be at a booth with the presentation in kiosk mode so participants can
review the information or new clients can view the information without my intervention. After |
make my presentation, | like for the PowerPoint show to continuously loop at my booth or
table. Here are the steps to change your presentation to run continuously and

automatically.

1. Click the Slide Show Tab and then Click Set — up Slide Show in the

Set Up Group,

2. Click the Browsed at a kiosk (full screen) item.

3. The Look continuously grays out because
PowerPoint will automatically loop or
repeat your show.

4. I have no Narrations and I want my

animation to display.

I want to view all slides.

Finally, I want the show to run

automatically by having the Radio Button

for Using timing, if present selected.

7. Then Click OK.

L

[,
)

Set Up
Slide Show

Set Up Show
Show type
() presented by a speaker (full screen)
(") Browsed by an individual (window)
(®) Browsed at a kinsk (full screen)

Show options

| Loop continuously until Esc’

[ show without narration

[ show without animation
I

Laser pointer color: I

Show slides
(@) Al
-:: ) Erom: 3 To:

Custom show:

Advance slides
() Manually
(®) Using timings, if present

Multiple manitors

Primary Monitor

Show Presenter View

To show a laser pointer during slide show, hold down the Ctrl key and press the left mouse

button,

Ok

Cancel

® An Important Gotcha! You should go through your slides to animate them and use
automatic transitions based upon time periods of a few seconds or a minute or so! Your
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automatic presentation won’t be automatic without setting your automatic timings in Slide
Transitions and Animations. Learn from my bad mistakes! However, you can allow the
user to scroll through your presentation manually, but they may be smart enough to
change or alter your slide show. | prefer automatic and then remove my keyboard from
the computer or get a protective cover for the keyboard and lock it, so my presentation are
not altered. ®

1. Click on your Transitions Tab (PowerPoint 2010/2013 or the
Animations Tab in PowerPoint 2007).

2. Choose a Transition Effect. dl, Sound: |[No Sound] v | Advance Slide

3. In the Timing Group, Change your D Duration: 0160 On Mouse Click
Advance Slide from On Mouse Click to 1ol Apply To All V| After. |00:05.00 |
After and give your slides a number of Timing
seconds to display. I have mine at five
seconds.

4. Press the Apply to All button! An Important and easy to forget step.

5. Save your presentation.

6. Press your F5 key to start your presentation from the beginning or click
your Slide Show button. PowerPoint should run through your
presentation and loop because of the settings in the Slide Show
Options pane and setting your automatic transitions.

Narration/Rehearsed Presentation
Overview

You can use PowerPoint for narrated presentations, tool. If you are going to present your Slide
Show without a lot of audience interaction and you do not vary from your script, you may want
to set your show to run automatically. Here are the steps to guide you; however,
patience and thorough understanding your material is in order before attempting slide Show | Review  View D
this. Be prepared to spend some time and patience with this to get it perfect — »® Record Narration @) Resolt
Remember Timing is Everything — you don’t want to be stumbling on stage while & Renearse Timings ‘
PowerPoint runs through the Show. You will definitely have to practice, practice, ¥ UseRehearsed Timings
practice to get this perfected. | have used this for recognition and award events setue

for regional and national conventions. The narration can be from a sound file or | Renearse Timings

CD. Asthe narrator describes the person or achievement PowerPoint displays e e e e
information about the person or achievement keeping with the narrator’s points | Preemation

and voice over. First, | insert the sound file (usually a .wav file from a The almoupt of L youl snend.on

each slide is recorded and you can

professional voice over artist and then | use a combination of Custom Animation RE s BN O S o AR e ShE

automatically in the future,

(@) Press F1 for more help.
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within the Slide’s photos and objects (as we have learned) then | use Rehearsal to move from
slide to slide.

Here’s how to create a Narrated/Rehearsed Presentation.
1. Put your Presentation file in Slide Sorter View.

2. Click the Rehearse Timings Icon in the Slide Show Tab as pictured here

3. The Slide Show opens with a Rehearsal toolbar described below.

4. You practice your presentation and advance through the items and the
slides. The arrow is your advance button.

5. If you are interrupted or need to stop, you
can press the Pause button to suspend the
timing. When you are ready to begin again, W 00005 D 0:00:05
Press the Pause button, again.

6. The First timing Box displays the Elapsed time of the current slide

7. The Looping Arrow restarts the current slide for you to re-do the slide

and narration.

8. The Final timing Box displays the Total time of the Slide Show
Presentation.

9. Once complete, Click the Close Icon on the Rehearse Timings Toolbar.
PowerPoint will prompt you to save the time settings. Click yes to save
or no to start over.

10. Your timings appear in the slide sorter window for each slide in the
bottom left corner.

An Important Note: You can manually correct items using the Custom
Animation Dialogue box for timing of items in a slide or the Slide Transition
Dialogue box for an entire slide(s). Depending upon your computer and
perhaps another computer that will run the display the timing will be off
because of memory and chip speeds on the computer. So knowing how to
edit timings after you have accomplished the Rehearsal is critical.

72 Write your notes here:
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Presenter View - 1 Show and 2 Monitors
PowerPoint offers an excellent feature for speakers and presenters that want to view their
notes, navigation buttons, thumbnails of the entire presentation, and other items and the
audience views the Slide Show.

These directions are generic in nature and you should check your

Slide Show Review View Developer Format

hardware components and test this using your equipment and | WOReorataratn | &% Resoatin: "
SOftwa re. (¥ Rehearse T«mingf g

V| Use Rehearsed Timings || [_] Use Presenter View

Set Up Monitors
To set up a show that is displayed on two monitors with a P | Bresenie View

Show the full-screen slide show
using Presenter View.

different view on each monitor, you must have your computer
attached to two monitors so PowerPoint and your Operating
System can detect the two monitors.

1. Click the Slide Show Tab and Click the Use

This view allows you to project the
full-screen slide show to one
monitor while viewing a special
speaker view” on another monitor
that includes timings and speaker
notes,

This feature requires multiple
monitors or a laptop with
dual-display capabilities.

Presenter View check box.
2. You may also the Set Up Slide Show Dialogue box.
3. Click the Show Presenter View check box.
4. PowerPoint may ask you to verify your set up and offer the screens at

right.
- Microsoft Office PowerPoint
5. You will need
to have the l y 'ﬁl‘jh;scfe';:g.(lr;:mr‘ use with more than one monitor, but only one monitor was detected. To see if your computer can display on multiple monitors, dick
monitors l
attached to

your computer and review the help files to accomplish . .

the technical aspects of using Presenter View. [

6. The Show Presentation On areas becomes active in
the Monitors group for you to select the Audience IE
monitor versus your monitor.

7. Use the PowerPoint help system and text Presenter s e o el 4 s Oy -
view to see your options and assistance in using the e T
presentation on two monitors. 0w e

8. Also, you may need to use the Display Settings in sovncetsrings.

Concel

Windows — my Display Settings from Windows Vista is

displayed at right; however, I do not have two
monitors attached to the computer.
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Handouts/Notes
While PowerPoint is primarily designed for on screen viewing, the Handout a Print
Notes options are terrific. We have viewed our notes using Notes View and L
have seen that we can use a Notes and Handouts Master. You should print yc
. . Printer
presentation in a handout and notes format, too. -
Using your Print Preview Pane, you may select your handouts and notes print Settings '
layouts. TE Fomcnpe prsnsion
[
E
B 2014 Email Summe... :::::ii Slides Notes Pages Outline
B EFAM 14 Success ... D D [I
7B Pad Means Busine... 15lide 2 Slides 3 Slides
A Logeppx 45\'\'HD~ \'swdeD'~ |¢su=€|v |
B Office 2013-365.pptx D D D

Photo Album

4 Slides Vertical

6 Slides Vertical O Slides Vertical

Want to show your latest traveling adventure at a party? Or create a slide show for the
grandparents of the kids that you can e-mail as an attachment? Or have photos of your latest
products that you want to show in a continuously loop? PowerPoint offers a quick and effective

way of creating a photo album.

Here’s how to create a custom PowerPoint Slide Show of your favorite
photos.
1. In a blank presentation, click the Insert Tab and

Choose New Photo Album from the menu.

The Photo Album dialogue box appears as displayed
at right.

I have Inserted pictures from a File/Disk
by browsing to a pictures folder and
selecting all of the pictures in the folder by
pressing the Ctrl + A key (Select All) and
click Insert at the Insert New Pictures
Dialogue box.

The Photo Album dialogue box allows you
to rearrange your photos using the arrow
keys or delete (Remove) pictures beneath
Pictures in Album section.

Similar to the picture toolbar, Notice that

By

Album =~

2

2.

Photo Album

Album Content

Insert picture from:

Insert text:
New Text Box
Picture Options:
Captions below ALL pictures

Captions below ALL
& 9

[ ALL pictures black and white |10

1

@

2]

Album Layout
Picture layout: | Fit to slide
Rectangle

Theme:

5.

Photo |Shapes SmartArt Chart Hyperlink Action

(B} New Photo Album... i

Pictures in album:
002_00A

n ﬂ b Af]

Text H

Box &l

Links

o

Create a new presentation based
on a set of pictures.

Each picture will be placed on its
own slide.

Preview:

e

|

Browse...

you can change the position of your picture using the Flip icons.
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6. You may edit the brightness and contrast of your photos here and
choose other options, like making all pictures black and white.

After reviewing your pictures and making necessary adjustments,
Click the Create button.

PowerPoint builds your presentation as a photo show with a blank title
page ready for you to share your photo album using PowerPoint.

10. You can now add your own text and animation to each slide or photo.
11. Don’t forget to save your presentation.

0 0N
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Home Insert Design Transitions Animations 5lide Show Review Wiew Developer

EE g __J| ¥ Ruler -..- ) A Color | = Arrange Al % =
: ' ' Gridlines _%’ E Grayscale i‘ %Cascade ==
Mormal| 5lide Motes Reading 5lide Handout Motes . Zoom  Fitto . Mew = ) Switch Macros
Sorter Page  View Master Master Master | ¥ Guides Window | mml Black and White | window Lat: Move Split | windows -
Presentation Views Master Views Show F Zoom Color/Grayscale Window Macros

PowerPoint’s View Tab

Like Word and Excel, PowerPoint’s view tab contains PowerPoint’s views, Zoom, Window, and
Show groups and work similarly. We’ll overview each group and look at the additional
Color/Grayscale command button in PowerPoint.

Let’s examine the different views in PowerPoint first.

1. Open the Power of PowerPoint file.

2. Click on your view tab.

3. Click the Normal view command button, this view has three sections on
the left part of your screen is the thumbnails/outline section, the middle
section is for editing your slides, and the bottom section is your notes
pages.

» A Hot Tip! You may

change your Normal view

PowerPoint Options

panes in the PowerPOint General _‘j Advanced options for working with PowerPoint.
. . Proofing
Options located in your e Editing options
MicrOSOft Office BUtton Language When selecting, automatically select entire word
menu CIiCking the m Allow text to be dragged and dropped
' Maximum number of undos: |20 :
PowerPoint Options button Custemize Ribbon

Cut, copy, and paste
Cluick &Access Toolbar

activates the Options
menu. As displayed at right

Use smart cut and paste

Add-T
" Show Paste Options button when content is pasted

Trust Center

al‘ld in the Options menu, Image Size and Quality Iﬂj Power of PowerPoint.ppth
the Advanced section of [] Discard editing data

- - |:| Do not compress images in file
your PowerPOInt optlons Set default target output to: | 220 ppi El
contains a section entitled Dispiay

Show this number of Recent Documents: |50 -

Greg Creech © 2015 Techedq Show shorteut keys in ScreenTips
No Duplication Allowed Show yertical ruler

|:| Disable hardware graphics acceleration

Open all documents using this view | Marmal - thumbnails, notes and slide El



-l

‘ Greg Creech PowerPoint Pizzazz! Page 109

Techedutainment Services, Inc.

Display. In the Display section, you will notice “"Open all documents in this
view:"” Mine is set with Normal: Thumbnails, notes, and slide. You should set

this according to the panes you like in your Normal View.

Also, notice this is where you may increase your Undos from 20 to 150. I
need this very badly and wish we could increase the undos in PowerPoint to
1050! »

» Using Slide Sorter View or your Thumbnails pane you may copy a slide to a
new location, too by pressing your CTRL key and drag the slide another
location. Or you may press your CTRL + D Keys to duplicate the slide - this
accomplishes Copy and Paste in one easy to use step! »
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lick Slide 3 to select it and press your CTRL and your D keys together and PowerPoint
duplicates the slide by copy and pasting an exact replica of Slide 3 to the right — creating a new
Slide 4 for you.

4. Click your Notes Page view and
notice that PowerPoint puts your
slides in a view to see all of your
Notes formatting. In other views
not all of the formatting, such as
color, appears in your notes
section. The Notes Page view
allows you full formatting of your
notes sections and provides more
space for you to write your notes.

5. Click the New Reading View to
Preview your Slide Show. This is
a new View for Office 2010. You may use the buttons at the
bottom right to navigate through your show and to change views.
The Bottom buttons in the Reading Pane View offers not only the
ability to navigate but to Edit your slides and to copy slides and
other nice features as displayed at right for you. You activate this
shortcut menu by pressing the button circled at right.

6. Click the Slide Show View at the end of the Views and — This is
the Showtime Folks View! This places your slides in Slide Show for your presentation. To
exit this view press the ESC key to end the show.

The Master Views allow you to make global changes to your slides that in one place you

may affect all of your slides, such as putting a logo on all of your slides.

* Primary Bullet Level (1% Level)
» Secondary Bullet Level (2™ Level)

r Another Secondary Bullet Level

The Show section of the View tab in PowerPoint allows you to see your rulers at the top and left
side of your screen — this is helpful in changing

bullets and tabs and in the placement of your objects. 7| Ruler P ; & color
Choose this according to how you like to work in — =4 B Grayscale
; Zoom  Fitto
PowerPoint — | keep my ruler on and turn on the 7| Guides Window : Black and White
Show Zoom Color/Grayscale
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Gridlines as needed. | keep the Guides on as well to help me center and place my objects in
PowrPoint.

Like in Excel, the Zoom command button activates a list of percentages to use in viewing
your slides or other area of your screen. For example, if you are in the normal view and
clicked in the Thumbnails/Outline section, changing the percentage in the zoom box
changes the Thumbnails/Outline not the actual slide view.

1. The Color/Grayscale command button changes the slides to different types of color.
Click this to view your slides in all of these colors. I don’t find Pure Black and White
helpful at all in using PowerPoint. But the Grayscale is good for viewing your slides as if
printed on a colorless printer. View all of these selections and return to the Color mode.

2. Save your file.

The Window section of PowerPoint View Tab is the same as Word and Excel allowing you to
rearrange and view multiple PowerPoint Presentations in various layouts, such as Side-by-
Side and viewing your presentation in multiple windows.
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PowerPoint’s Print Preview and Print

1. Like Word and Excel, PowerPoint’s Print Preview and Print pane allows
you to choose your copies, printer, range of printing, and other items.
PowerPoint allows you to change your color scheme here and all-
important is the Full Page Slides or the former Print What command as
displayed at right. I have changed my option to 6 Slides Horizontal.
Review this options and navigate to other slides and look at the
different color options.
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Powerful Index of PowerPoint

A E

Action Buttons - 81 Effect Options - 23
Add Animations button - 23 Effects and Options - 25
Animate Text - 22 Embedding files - 85

Animate the Slide - 38
Animation Order - 41
Animation Painter - 29 F
Artistic Effects - 65

Font Themes - 44
Format Picture Menu - 64

B

Background - 92 H

Bullet List - 14

Bullet Styles and Formatting - 96 Handout Master - 90

Bu::ets 96 Handouts/Notes - 110

Bullets Position - 97 Headers and Footers - 15, 101
How to add a picture - 62
hyperlink - 81

C

Chart Animation - 51 |

Chart Design Tab - 47, 50

Chart Layout Tab - 48 Increase and Decrease Indent Icons - 15

Chart Slide - 45 Insert Clip Art - 37

Clip Art - 37 Insert Picture - 62

Clip Art sounds - 75
Color Design - 43
Color Scheme - 94 K

Convert SmartArt - 59

Convert to SmartArt - 59

Creating a Chart - 45 Kiosks - 106
Creating a Diagram - 54
Custom Animation - 24

Custom Animation button - 20 L
Custom Animation Task Pane - 19, 20
Custom Template - 92 Linked Eiles - 85
Linking and Embedding Objects and Files - 85
D
M
Decrease Indent Icon - 15
Design Template - 42 Master View - 90
Diagram Animation - 60 Master View Tabs - 90
Diagram toolbar - 56 Movies - 76
Diagrams - 54 Multi-Media - 69
music - 71
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N

Notes Master - 90

Save as Type - 102
Screen Clipping - 67
Screenshot - 67

Set — up Show - 106
Slide Design - 42

@)

Online Pictures - 38

Slide Design Tab - 42
Slide Master - 89, 90, 101
Slide Master Tab - 91
Slide Show View - 33
Slide Transition - 32
Sound from a File - 71

P

Photo Album (New to 2003) - 111
picture - 62

Picture Bullets - 97

Picture Contextual Tab - 64

Sound Options Tab - 70

Stand Alone Presentations - 106
Symbol - 96

Symbol/Font Bullets - 96

T

Picture Tools and Format Contextual tab - 64
PowerPoint’s Print Preview and Print - 116

presentation tips - 7
Presenter View - 109
Print Screen Pictures - 67

Template - 89, 102, 104
Templates and The Master - 89
Text Boxes - 12

Themes - 42

Title Slide - 11

R

Rehearsal - 108

Rehearse Timings Icon - 108
Rehearsed Presentation - 107
Remove Animation - 31
Reorder Animation - 41
Reuse Slides - 35

Transition - 33
Transition Effect - 32
Transition Tab - 33

Transition to this Slide Group - 32

Trim Video - 78

Types of PowerPoint Shows - 105

U

S

sans serif fonts - 8

URL - 83
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