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Introduction

This in-house course has been developed to increase your knowledge of popular applications
software and to provide you with the skills to accomplish your day-to-day work activities more
efficiently. The design of the course is based on the assumption that you have completed the course
prerequisites.

This manual has been compiled to support and to enhance the instructor’s lecture during class as
well as to serve as your personal reference when you return to your office.

Manual Conventions

Throughout this manual reference is made to various components of the software. Command

buttons, menus, and menu options appear in boldface type, for example, OK and File. Keystrokes
appear in boldface italic type, for example, Ctrl + Vand Enter. When possible, the words select and
choose have been used in this manual to allow you the option of using either the mouse or keyboard.

For your assistance, ample space along the left margin has been provided to allow room for notes
relevant to the topic discussed. We also include notes of importance (7), mouse-based shortcuts

(%), keyboard shortcuts (&), cautionary notes (), and work notes (E\I)









Course Objectives

Alfter this conrse, yon will have the skills necessary to:

Create a basic presentation using PowerPoint 2000.

Use Design Templates to give a professional look to a presentation.
Use Autol_ayouts to antomatically format presentation slides.

Use placeholders to manipulate text and objects.

Format texct and graphics, including color, size, and rotation.
Insert charts, tables, and clip art to enhance a presentation.

Copy, move, and delete slides.

Incorporate existing Exccel spreadsheets into a presentation.

Incorporate existing Word tables into a presentation.
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Create a slide show presentation with transitions and custom animation.
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Understanding PowerPoint
Basics

In this lesson, you will learn the skills necessary to:

V' Understand the components of the PowerPoint interface.
V' Understand toolbar functions.

v’ Understand shortcut menus.

V' Understand status bar functions.




UNDERSTANDING POWERPOINT BASICS

Starting PowerPoint

PowerPoint 2000 is an application designed to create presentation slides. As part
of the Microsoft Office suite, PowerPoint is compatible with other Microsoft
applications, such as Word and Excel, and has many similar features. PowerPoint
can be accessed from the Programs group via the Start menu or from the
Desktop application icon.

How to Start PowerPoint from the Start Menu

Step 1. From the Task Bar, choose the Start button.
Step 2. From the Start menu, choose Programs.
Step 3. From the Programs submenu, choose Microsoft PowerPoint.

How to Start PowerPoint from the Desktop

Step 1. From the Desktop, double-click on the PowerPoint icon.

E
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UNDERSTANDING POWERPOINT BASICS

Components of the PowerPoint
Interface

The PowerPoint interface is similar to those of other Windows applications, such
as Word, Excel, and Outlook, and contains menu bars, toolbats, shortcut menus,

and status bars. The screen below shows the main components of the
PowerPoint interface.

[€] Microsoft PowerPoint - [Prezentation2] =] E3
J File Edit ‘iew Insert Format Tools Slide Show  window  Help ==l

DEH|eay el |- o

JTimesNeanman - 24 = | B 7 U | =

%%5‘25% -
=iz | A

=/

Carnrmon Tasks =

e

1

Chck to add notes =

HEO=Z | | ¥
JDLawv’EGj AutoShapes » ™., \DD‘lﬁ”&vivivfrr—' =

| Slide 1 of 1 | Defaul Design | o

The = buttons on the right of a toolbar signify that additional

options are available but cannot be displayed on screen. To

view a drop-down list of the hidden options, choose the -

button.




UNDERSTANDING POWERPOINT BASICS

Identify

Ing Components of the

Standard Toolbar

The Standard toolbar provides shortcuts to basic file management and editing

tools in PowerPoint.

DSHR8Y|[sBBI oo

-

% Bl o 15k %

Glha)

Button Description

New Opens a new blank presentation.

Open Accesses the Open or Recently Edited
Documents dialog box, allowing you to select an
existing presentation.

Save Saves the presentation.

Send to Mail Attaches the open presentation to an Outlook

Recipient mail message.

Print Sends the active file to the default printer.

Spelling Activates the spell check.

Cut Removes the selected object (text, table, image,
etc.).

Copy Duplicates the selected object (text, table, image,
etc.).

Paste Places the cut or copied object at the cursor

Format Painter

Undo
Redo
Insert Hyperlink

Tables and Borders

Insert Table

Insert Chart

New Slide

location.

Copies the formatting from the selected object so
it can be applied to other objects.

Undoes the last action.
Redoes the last undo action.

Inserts a new hyperlink, or edits an existing

hyperlink.
Activates the Tables and Borders toolbat.

Inserts a table into the presentation at the cursor
location.

Inserts a chart into the presentation at the
insertion point and prompts you to enter the
chart data into the datasheet.

Inserts a new slide using an Autolayout.




UNDERSTANDING POWERPOINT BASICS

Button Description
Expand All Displays the titles and all the body text for each
slide in the left pane when using the Normal view.
Show Formatting Shows or hides character formatting.
Grayscale Preview Shows the active presentation in black and white.
Zoom Changes the zoom percentage of the presentation.

Microsoft Word Help Activates a help screen that allows you to search

for information based on topics or keywords.

Create Adobe PDF Activates the Adobe Acrobat application to

convert a presentation into a PDF file.

If you rest your mouse pointer over any button on a toolbar
without clicking, a balloon tip similar to the following will

appearz

Fld =R <

45pelling I{F?]||1r o i

The = buttons on the right of a toolbar signify that additional

options are available but cannot be displayed on screen. To
view a drop-down list of the hidden options, choose the -

button.




UNDERSTANDING POWERPOINT BASICS

ldentifying Components of the
Formatting Toolbar

The Formatting toolbar provides a fast way to format text. To apply formatting
changes, select the desired text and then choose the appropriate option from the
toolbar. The same process is used to remove formatting from selected text.

JTimesNeanman -4 - B I U 2 |§ ==

i= = |K A& o |;§t{ Comman Tasks = _

Button Description

Font Applies the chosen font to the currently
selected block of text.

Font Size Applies the chosen font size to the currently
selected block of text.

Bold Adds the bold characteristic to the currently
selected block of text.

Italics Adds the #alic characteristic to the currently
selected block of text.

Underline Adds the underline characteristic to the
currently selected block of text.

Text Shadow Adds or removes a shadow from the selected
text.

Align Left Positions the currently selected block of text or
paragraph(s) against the left margin.

Center Positions the currently selected block of text or
paragraph(s) between the left and right
margins.

Align Right Positions the currently selected block of text or

paragraph(s) against the right margin.

Numbering Adds numbers to or removes numbers from
the selected paragraphs.

Bullets Adds bullets to or removes bullets from the
selected paragraphs.

Increase Font Size Increases the font size of the selected text to
the next larger size in the Font Size box.

Decrease Font Size Decreases the font size of the selected text to
the next smaller size in the Font Size box.

Promote Moves the selected paragraph to the next
higher heading level.
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Button Description
Demote Moves the selected paragraph to the next lower
heading level.
Animation Effects Adds or changes animation effects on the

current slide.

Common Tasks Includes often used tasks such as New Slide,
Slide Layout, and Apply Design Template.

How to Display a Toolbar
Step 1. From the View menu, choose Toolbars.

Step 2. From the Toolbars submenu, choose the toolbar to be displayed.

How to Hide a Toolbar
Step 1. From the View menu, choose Toolbats.

Step 2. From the Toolbars submenu, choose the toolbar to be hidden.

Toolbar selections are toggles and if they are displayed on
screen, a check mark will appear by their names in the
Toolbars submenu; selecting the name again will hide the
toolbar.
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Shortcut Menus

PowerPoint, like other Windows-based applications, has a shortcut menu
feature. Clicking the right mouse button on different objects and locations in
PowerPoint will display a menu that lists commonly used options available for
the object on which you right-clicked. For example, if you right-click on an edge
of a slide, the shortcut menu will display shortcuts that will affect the slide as a
whole, including slide background, color schemes, and guides (as shown below).
If you right-click on a graphic or toolbar, different shortcut options will be
displayed.

o) (U
Gy

E Paste

Ruler

GUides

gl Slide Layout. .,
Slide Color Scheme. ..
Backaround. ..

Apply Design Template. ..
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Status Bar

The Status Bar is located at the bottom of the screen and displays information
about what page or view you are in and what Design Template is applied. The
Status Bar can also be used to quickly activate the Design Template dialog box by
double-clicking on the template description area of the bar.

| Slide 1 af & | Straight Edge |
Current slide number Current Design Template
in presentation applied to presentation

How to Turn On the Status Bar
Step 1. From the Tools menu, choose Options.
Step 2. From the Options dialog box, choose the View tab.

The following dialog box will appear:

Options

Wiew IGeneraI I Edit | Prink I Save | speling and Style |

— Shiow
¥ Startup dislog

V¥ Mew slide dialog

V¥ Status bar

W ertical ruler

v windows in taskbar

- Slide shaw
¥ Bopup menu on right mouse dick
¥ show popup menu butkon

¥ End with black slide

Step 3. Select Status Bar so that a check appears.

Step 4. Choose OK.
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Opening and Saving a
Presentation

In this lesson, you will learn the skills necessary to:

V' Open a presentation.
V' Move through a presentation.
V' Save a presentation.
V' Close a presentation.

11



OPENING AND SAVING A PRESENTATION

Opening a Presentation from a
Local or Network Drive

Once you have saved presentations to a local or network drive, you can easily
open them for modification or printing. When you open a presentation,
PowerPoint places it in a slide window.

How to Open a Presentation from a Local or Network

Drive
Step 1. From the Standard Toolbar, choose Open
or
From the initial PowerPoint screen, choose to Open an
existing presentation.
Step 2. From the Recently Edited Documents dialog box, choose
NativeApplication.
A dialog box similar to the following will appear:
Open
Loak in: I[:I Win j & |@ o B + Tools -
- Fonts [:IOptions [ Twainaz
fForms _IRiF ez | Update
Help CAPixTran Clweb
Imf_recs _IPrintHaad @ Hermlbelp, btm
- Inf CIRecent @ Readrme. ke
ﬂ | Installer C5amples
My Documents Java [J5endTa
Local Settings 1 5helMew
Media ;Ispool
ms [ Start Menu
Msagent Ca Sysbckup
MSApps [:I System
77 risdownld. trmp [ System3z2
| HetHood CITemp

| Temporary Internet Files

[

File name: I

[

Files of bype: IP.II PowerPaint Presentations ("‘.|:-|:-tj*.pps;*.pot;*.htm;*.lﬂ

= Open .|
Cancel |

Step 3.

Step 4.

Select the file and then choose Open.

Navigate to the appropriate drive and directory, if necessary.
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OPENING AND SAVING A PRESENTATION

Saving a Presentation to a
Network or Local Drive

When you save a presentation to a network or local drive, you must give it a file
name and location. PowerPoint provides two options for saving documents:

= Save allows you to save changes under the existing file name or to save an
unnamed document with the name you give it.

= Save As allows you to save the changed document under a new name or in a
different folder while keeping the previous, unchanged copy under the
existing file name.

== ., Itis recommended that you save your presentation periodically
L (A . . ] o1
~ while you are working to lower the possibility of your work

TxZ being lost if your computer freezes or you need to reboot.

How to Save a Presentation to a Network or Local
Drive

Step 1. Create the presentation.
Step 2. From the Standard toolbar, choose the Save As button
or

From the File menu, select Save As.
Step 3. From the Document Profile dialog box, choose Cancel.

Step 4. When prompted with “Do you want MS PowerPoint to save
this document?”, choose Yes.

-
STEPS CONTINUE ON NEXT
PAGE
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OPENING AND SAVING A PRESENTATION

A dialog box similar to the following will appear:

Save Az

Save in: IQ Windg (1) j =) | o Ml i + Tools -
98source [:I ScreenCapkures
Adobeapp ClTemp
Ak Caui
Decisive Clwedi
in Clwin
Legacy
My Documents
Iy Download Files
My Music
Movvell
office
auk
Pdf_various
plg
Program Files
File nane: IPresentatiDnl j n Save I
Save as bype: IPresentatinn {*.ppt] =l o |
Step 5. Select the appropriate location where you want to save the
document.
Step 6. In the File name text box, enter the desired file name.

Step 7. Choose Save.

You can also press Ctrl + S to save the presentation. If the
presentation has never been saved, you will be asked to give
the presentation a file name; however, if the presentation was
previously saved, it will overwrite the original presentation.
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OPENING AND SAVING A PRESENTATION

Using Scroll Bars to Move
Through a Presentation

Scroll bars will appear at various points on your screen. The location of each
scroll bar will depend on the screen view that PowerPoint is currently using,
Generally speaking, the vertical scroll bar to the far right of the PowerPoint
window will move from one slide to the next in the presentation. The horizontal
scroll bar at the very bottom of the PowerPoint window, if present, will move the
slide in view on your screen from left to right. In addition to the scroll bars, on
the far right of the screen are Next Slide and Previous Slide buttons, much like
the ones used in Word. These buttons will advance one slide at a time.

=10 x|

——
+— Vertical Scroll Bar

Previous Slide
ﬁ Next Slide

Horizontal Scroll Bar

LA AR

How to Move Through a Presentation

Step 1. Choose the Next Slide or Previous Slide buttons
or
Select the scroll arrows
or

Press and drag the elevator button along the scroll bar.

To allow for easy movement within a presentation file, scroll
bars appear in all views except Slide Show View.
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OPENING AND SAVING A PRESENTATION

Closing a Presentation

When you are finished creating or modifying a presentation and no longer need
to access it during the current session, close the file to allow the computer and
software to operate more efficiently.

How to Close a Presentation

Step 1. If necessary, activate the file you wish to close.
Step 2. From the File menu, choose Close
or

Choose the lower Close button located in the top right corner of
the PowerPoint window.

Step 3. If the file has not been modified since the time it was saved, the
file will close. However, if changes have not been saved, do one
of the following:

Select Yes to save any changes

or

Select No to close the window without saving any changes
or

Select Cancel to cancel the procedure.
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Creating a Simple Presentation

In this lesson, you will learn the skills necessary to:

Create a simple presentation.
Understand the AutoContent wizard.
Understand Design Templates.
Choose an Autolayout.

Work with placebolders.

Modify font characteristics.

Select an object.

Move, resize, and delete an object.
Add a Design Template.

V' Change Autol ayont.

L S X
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CREATING A SIMPLE PRESENTATION

Creating a New Presentation

A new PowerPoint presentation can be created through a variety of templates.
When creating a presentation, three options are available:

* AutoContent Wizard contains a set of templates that determines color
schemes as well as predefined content for a presentation;

* Design Template strictly defines the color schemes and design for a
presentation; and

* Blank Presentation defines neither color schemes nor content, but provides

a blank slide to begin.

PowerPoint E1E3

—Create a new presentation using

% [ Open an existing presentation

More Filas, .. -
Y. \Local PowerPoint 2000 Creat..,

Y...\Local PowerPoint 2000 Creat. ..

PovwerPoink 2000 Creating Present, ..

Y..\Local PowerPoint 2000 Creat.., LI

™ Don't show this dislog bosx again

OF I Cancel |

How to Start a New Presentation Using the
AutoContent Wizard

Step 1. Start PowerPoint.
Step 2. Select AutoContent Wizard.
Step 3. Choose a template that best meets your needs, then select OK.

The AutoContent Wizard will walk you through the steps to
create an autocontent presentation.
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CREATING A SIMPLE PRESENTATION

Any templates or designs chosen can be changed to another
style at any point during the creation process.

How to Create a Presentation using Design Template

Step 1.
Step 2.
Step 3.

Step 4.

Start PowerPoint.
Select Design Template.
Choose a template that best meets your needs.

Select OK.

The Design Template selected upon creation of the
presentation can be changed at any time.

How to Create a Presentation using Blank
Presentation

Step 1.

Step 2.

Start PowerPoint.

Select Blank presentation.
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CREATING A SIMPLE PRESENTATION

Using AutolLayout

Once you've selected one of the options to create a new presentation, you will be
prompted with the New Slide dialog box to choose a layout for the slide. Using
AutoLayouts gives a presentation a consistent and professional look. The New
Slide dialog box has 24 layout options. Each layout contains a style for the
placement of slide information such as title, chart, bulleted list, etc. Choose a slide
layout type that best represents the information you intend to place on a
particular slide. Slide layouts containing only a title, or a complete blank layout are
also available when none of the predefined AutoLayout options will work for
you. After a layout is selected, if the information on the slide warrants the use of a
different style, the AutoLayout can be easily changed to reflect the new layout.
For each new slide added, you will be asked to choose a layout type. The New
Slide dialog box is shown below.

Hew Slhide kB4

Choose an Aukal ayouk:
Cancel |

il
]
]

2

Z|ui| |z

Bulleted Lisk

R

™ Don't: show this dialog box again

How to Choose an AutoLayout
Step 1. From the New Slide dialog box, select a layout.

Step 2. Choose OK.

Ctrl + M s the shortcut key to display the New Slide dialog box.
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CREATING A SIMPLE PRESENTATION

How to Change an AutoLayout

Step 1. From the Formatting toolbar, select Common Tasks.
Step 2. From the Common Tasks drop-down list, select Slide Layout.
Step 3. Choose a new layout.

Step 4. Select Apply.
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CREATING A SIMPLE PRESENTATION

Working with Slide
Placeholders

Most of the slide AutoLayouts contain placeholders, or “click” boxes for entering
text, charts, bulleted lists, etc. on the slide. These placeholders are identified by a
border and they control the size and formatting of the object. Placeholders are
activated by clicking anywhere inside the placeholder. If the placeholder is for
text, the mouse will become a flashing cursor to indicate that text will be entered.
A click outside of the placeholder area will deactivate the placeholder.

________________________________________________________________________________________________________

There are two basic types of placeholders:

Text placeholders contain predefined font characteristics according to the
chosen template. Text is entered by simply clicking on a placeholder. Font
characteristics for any text within a placeholder can be modified in
PowerPoint much like they are within other applications, such as Word. By
choosing just the text, and not a placeholder, font characteristics can be
applied selectively.

Object placeholders may contain clip art, charts, and drawing objects. They
are activated by double-clicking on the placeholder. Objects within
placeholders are modified differently than placeholders containing text. How
object placeholders are treated depends on their content, but the placeholder
ensures that the appropriate type of object is inserted within the allotted
space.
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CREATING A SIMPLE PRESENTATION

How to Enter Text in a Placeholder
Step 1. With the mouse, click on the text placeholder.
Step 2. Type the text.

Step 3. Select anywhere outside of the placeholder to deactivate.

How to Edit Text in a Placeholder

Step 1. With the mouse, click anywhere on the text to be modified.

Step 2. Make the necessary modifications, using the mouse and cursor as
needed.

Step 3. Select anywhere outside of the placeholder to deactivate.

How to Add an Object to a Placeholder

Step 1. Choose an AutoLayout that contains the type of object and the
appropriate size and location that you want to add.

Step 2. Double-click on the object placeholder.
Step 3. Choose the object to be inserted.

Step 4. Choose OK.

23



CREATING A SIMPLE PRESENTATION

Selecting Placeholders

Text and objects in PowerPoint usually appear within placeholders, but text
boxes and drawing objects can also be added to a slide outside of a placeholder.
Whatever the type of information, all objects are selected by clicking on the
border of the object. Objects within placeholders will have a border to identify
the whole object, while objects without placeholders will have handles to identify
the area of the object. Once an object has been selected, it can be moved, copied,
and resized.

Click to add title

Placeholder object selected
Mouse Pointer Shapes
Shape Description
" Diagonal Resize appears when the mouse is over a corner
handle. By pressing the left mouse button, the object can be
resized both horizontally and vertically.

G%D Move appears when the mouse is over a selected object. The
object can be moved by pressing the left mouse button and
dragging the object to new location.

I Vertical Resize resizes the object’s height.

— Horizontal Resize resizes the object’s width.
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CREATING A SIMPLE PRESENTATION

How to Select an Object within a Placeholder

Step 1.

Step 2.

With the mouse, click anywhere on the object.

Select the border of the object.

When an object is selected, handles will appear around the area
of the object.

By selecting the outside border of a text placeholder, any
modifications will affect all text within the placeholder. By

selecting text within a placeholder, only the selected text will be
modified.

How to Resize a Placeholder

Step 1.
Step 2.

Step 3.

Step 4.

With the mouse, click on the placeholder.
Position the mouse pointer on a placeholder handle.

Press the left mouse button and drag inward or outward to
decrease or increase the size of the object.

Release the left mouse button.

O

Warning: When trying to resize an object, make sure the
mouse pointer is a double-headed arrow before dragging or the
object will be moved, not resized.

How to Move a Placeholder

Step 1.

Step 2.

Step 3.

With the mouse, click on the placeholder.

Press the left mouse button and drag the placeholder to the new
location.

Release the left mouse button.

O

Warning: When trying to move an object, make sure the
mouse pointer is a four-headed arrow before dragging or the
object will be resized, not moved.
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CREATING A SIMPLE PRESENTATION

Remember that the Undo command can undo an accidental
move or resize of an object!

How to Copy a Placeholder
Step 1. Press and hold the Ctrl key.
Step 2. Select the object and drag the copied object to the new location.

Step 3. Release the left mouse button, then the Ctrl key.

How to Delete a Placeholder
Step 1. With the mouse, click anywhere on the object.
Step 2. Select the border of the object.

Step 3. Press the Delete key.

S If an AutoLayout contains a placeholder that you would rather
3 not use, simply leave it blank—the placeholder will not print or
TRsZ appear in the slide show presentation.

26



Modi

CREATING A SIMPLE PRESENTATION

Text Characteristics In

Placeholders

Font face, font size, bullets and numbering, font color, and other text
characteristics can all be changed easily in PowerPoint.

By selecting the outside border of a text placeholder, any
modifications will affect all text within the placeholder. By
selecting just the text within a placeholder, only the selected
text will be modified.

How to Modify Font Characteristics

Step 1.

Step 2.

Choose the text to be modified.

From the Format menu, choose Font and make the necessary
changes

or

From the Formatting toolbar, choose the button(s) to make the
necessary changes.

How to Remove Bullets

Step 1.

Step 2.

Choose the line(s) to be modified

or

Select the outside border of the placeholder to modify all bullets
within the placeholder.

From the Formatting toolbar, choose the Bullets button.
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CREATING A SIMPLE PRESENTATION

How to Change Bullets

Step 1.

Step 2.

Choose the line(s) to be modified

or

Select the outside border of the placeholder to modify all bullets
within the placeholder.

From the Format menu, choose Bullets and Numbering.

The following dialog box will appear:

Step 3.

Step 4.

Bullets and Numbering < I
Bulleted | Mumbered I

o [
None o -
o ]
g o * v
g o * v
g o * v

Size: IlDD E % of kext  Colar: I_ VI Fickure. .. | Character... |

uls I Zancel |

From the Bullets and Numbering dialog box, select the new
type of bullet to apply.

Choose OK.

If the desired bullet style does not appear in the dialog box,
choose the Picture button to select from the clip art images or
the Character button to select from the available symbols.
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CREATING A SIMPLE PRESENTATION

Adding a Design Template

Design Templates provide a preset collection of color schemes, graphic objects,
and font types that help give a presentation a professional look. By applying a
Design Template, the appearance of a presentation can be modified quickly if
your presentation needs change. For instance, some colors are better suited for
projecting slides on a screen, while other colors are more appropriate for printed
handouts.

When applying a Design Template to an existing presentation, the new preset
schemes will modify all slides and objects in the presentation, except those
objects in placeholders that have been moved to a different position on the slide.
This feature allows you to customize the appearance of an object and not have
those changes overwritten by the template styles.

How to Apply or Change a Design Template
Step 1. From the Formatting toolbar, choose Common Tasks.

Step 2. From the Common Tasks drop-down list, select Apply Design
Template.

Step 3. From the Recently Edited Documents dialog box, choose
NativeApplication.

-

STEPS CONTINUE ON NEXT
PAGE
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CREATING A SIMPLE PRESENTATION

A dialog box similar to the following will appear:

Apply Dezign Template

Look in:

Hisl

a

My Documents

tWeb Folders

I[:I Prasentation Designs j - | (s B » Tools ~
] 1033 -

[ IMF Lagas
[Z] Presentation Designs

Azure. pot Lorem Ipsum
Bamboo, pok
Elends.pot

Blue Diagonal, pok:
Elueprint, pok i

Eiold Stripes. pok e

Cactus.pot X lam corpsat 5 uesd P licbeomd = nksl e
Capsules, pot
Checkers,pok
Citrus, pak
Conskruction.pat

B Dad" s Tie.pat -
=lj

File: name: I

= Apply |
Cancel |

Led Lo

Files af type: IDesign Templates {*,pot)

Step 4.

Step 5.

Select the desired template.
Choose Apply.

Design Templates can be added to a blank presentation or
changed at any time during the creation of the presentation.
The new design will update already existing slides and affect
new slides that may be created.

Keep in mind that slide placeholders change location and style
along with the color schemes when applying a Design
Template.

Warning: 1f you have changed the location or any
characteristics of a placeholder, the new template design will
not affect those changes.
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Adding Slides

In this lesson, you will learn the skills necessary to:

V' Add a new slide.

V' Add chart, table, and clip art slides.

V' Add a picture from a file to an existing slide.
V' Duplicate a slide.
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ADDING SLIDES

Adding Slides to a Presentation

Unlike word processors and other applications that automatically add pages as the
content grows, PowerPoint requires you to insert each page or slide needed in a
presentation. Each time a new slide is inserted, the AutoLayout choices will
appear in the New Slide dialog box.

How to Add Slides to a Presentation

Step 1. From the Formatting toolbar, choose Common Tasks, and
then New Slide

or
From the Insert menu, choose New Slide.

The following dialog box will appear:

Hew Slhide k kB4
Choose an Aukolawyout:
E =
D g o | o e e [
o r— ) e
=[] |l o/l
Title Slide
| |
™ Dot show this dialog box again
Step 2. From the AutoLayout list, select the desired slide layout.

Step 3. Choose OK.

You can also add new slides to a presentation using Ctrd + M.
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ADDING SLIDES

Adding a Chart Slide

Charts may be familiar to you if you have worked in Excel. The Chart slide
feature changes a spreadsheet into a chart or graph that can greatly enhance your
presentation. Chart information is entered on a slide in a datasheet that is similar
to an Excel spreadsheet. Once the datasheet is completed, it will appear on the
slide within its placeholder in a chart format. PowerPoint offers a variety of chart
selections, and has many advanced features that allow various manipulations of
the chart.

How to Add a Chart Slide to a Presentation

Step 1. From the Formatting toolbar, choose Common Tasks, and
then New Slide

or
From the Insert menu, choose New Slide.

Step 2. From the AutoLayout list, select the desired chart layout.

Step 3. Choose OK.

How to Create a Chart

Step 1. After inserting a chart slide, double-click on the chart
placeholder.

The Chart Datasheet will appear:

atic D ata X
A B C D E_ =
lsiQir  |2ndQir  |3vd Ot |4th Qir

1 afl|Fast 274 20 204

2 @mll||West 304 386 3456 315

3_ a0 Noxih 4590 469 45 439
4 -
1| | L4 P

-
STEPS CONTINUE ON NEXT
PAGE

Step 2. In the Chart Datasheet, enter the data in columns and rows that
you wish to be charted.
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ADDING SLIDES

Step 3. Close the Chart Datasheet.

Step 4. With the mouse, select anywhere outside the chart.

How to Change the Chart Type
Step 1. Double-click on the chart to select it.
Step 2. From the Chart menu, choose Chart Type.

The following dialog box will appear:

[ZhallkType

Standard Types | Custom Types I

Chart bype: Chart sub-type:

- ®Y (Scatter)

‘ Area

@ Doughnut

iy Radar

@@ Surface fas
@2 Bubble

Lﬁ;ﬁ_ Stk LI
—Opkions
™ apply to selection
™ Default Formatting

Clustered colurmn with a 3-D visual effect.

Press and Hold to Yiew Sample |

Set as default chart | Ok I Cancel |

Step 3. From the Chart Type list, choose the desired format.
Step 4. From the Chart sub-type list, choose the desired format.

Step 5. Select OK.

Step 6. With the mouse, select anywhere outside the chart.
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ADDING SLIDES

How to Add or Change a Chart Legend

Step 1. Double-click on the chart to select it.

Step 2. From the Chart menu, choose Chart Options.

Step 3. From the Chart Options dialog box, choose the Legend tab.

The following dialog box will appear:

Chart Options h
Titles I Axes I aridlines | Data Labels I Data Table I
¥ Shaw legend
Placement 100
" Bottom L |
[ Carner
¢ Top 60 I East
G- .
~ E;gfrt 40 B West
- 20 O North
1]
1st 2nd 3rd 4th
Qir Qir Qir Qir

oK I Zancel |

Step 4. Place a check in the Show legend box to display the legend on
the chart.

Step 5. From the Placement list, choose the desired location.
Step 6. Select OK.

Step 7. With the mouse, select anywhere outside the chart.

How to Add or Change a Chart Title
Step 1. Double-click on the chart to select it.
Step 2. From the Chart menu, choose Chart Options.

Step 3. From the Chart Options dialog box, choose the Titles tab.

*-
STEPS CONTINUE ON NEXT
PAGE
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ADDING SLIDES

The following dialog box will appear:

Chary Options

| Axes I aridlines I Legend I Daka Labels I Data Tablel

Chart title:
| 100
Cateqgory (%) axis: S0
I 60
Series () axis: @ East
| 40 B West
Walue (2 axis: 0 O North
1]
I 1st 2nd 3rd 4th
Qtr Qir Qir Qtr

oK I Zancel |

Step 4. In the Chart Title text box, type the desired title for the chart.

Step 5. In the Category (X) axis text box, type the desired title for the
X axis of the chart.

Step 6. In the Value (Z) axis text box, type the desired units of measure
for the Z axis of the chart.

Step 7. Select OK.

Chart commands in PowerPoint are similar to those in Excel.

For more information on working with charts, see the Exce/
2000 Graphs course.
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Adding a Table Slide

Slides that display data in a table format can be added to a presentation using
AutoLayouts. The size of the table will depend on the number of rows and
columns inserted, but the table will fit within the boundaries of the placeholder.
The Tables and Borders toolbar will open automatically to make commonly
used features readily accessible.

How to Add a Table Slide

Step 1. From the Formatting toolbar, choose Common Tasks, and
then New Slide

or
From the Insert menu, choose New Slide.
Step 2. From the AutoLayout list, select the desired table layout.

Step 3. Choose OK.

How to Insert a Table

Step 1. After inserting a table slide, double-click on the table placeholder
or
From the Insert menu, choose Table.

The following dialog box will appear:

Inzert Table

, 7]x]|
Mumnber of columns:
E] = |

Mumber of rows:

|

Cancel

Step 2. Enter the number of columns and rows for the table.

Step 3. Select OK.
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How to Add Rows to a Table
Step 1. Select the cell below which the inserted rows will appear.

Step 2. Right-click and choose Insert Rows.

To quickly insert a row at the end of a table, position the
cursor in the last cell of the table and press Tab.

How to Add Columns to a Table

Step 1. Select the column to the right of where the inserted columns will

appear.
Step 2. Right-click and choose Insert Columns.

How to Modify Font Characteristics of a Table
Step 1. Select the cells to be modified.

Step 2. From the Format menu, choose Font, select the format to apply,
and choose OK

or
From the Formatting toolbar, choose the desired font command(s).

Table commands are similar to those in Word. For more
information on working with tables, see the Word 2000 Cellular
Tables course.

‘:{iﬁ The Tables and Borders toolbar contains many tools that
% help in the table creation and modification process.
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Adding a Clip Art Slide

Clip Art slides enhance a presentation by pairing graphic images and text, or with
graphic images alone. The Clip Art Gallery contains an assortment of graphic
images that are included with Microsoft software, but other images may be added
to the selection. A wide variety of images can be accessed from the Internet.

How to Add a Clip Art Slide

Step 1. From the Formatting toolbar, choose Common Tasks, and
then New Slide

or
From the Insert menu, choose New Slide.

Step 2. From the AutoLayout list, select the desired clip art layout.

Step 3. Choose OK.

How to Insert Clip Art

Step 1. After inserting a clip art slide, double-click on the clip art
placeholder

or

From the Drawing toolbar, choose Insert Clip Art

2

or

From the Insert menu, select Picture and then Clip Art.

STEPS CONTINUE ON NEXT
PAGE
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The following dialog box will appear:

Bl Microsoft Clip Gallery k E1E3
J SR J 1rn|:u:|rt Clipz @Qlips Online @ﬂelp
J Search for clips: IT_I,Jpe one o more words, | j J IE
Pictures
Categories 1 - 51
* || S N
— £de
Mews Cateqgory Favorites Arcademic Animals
Backagrounds Borders & Frames Buildingz Business
@ sEvee]
Buttons & lcohs Cartoonz Communications  Dividers & Decor... LI
If Cancel
| |
Step 2. From the Pictures list, choose the desired category.
Step 3. From the list of pictures, choose the desired image.

The following menu will appear:

e

o)
oa

s
=

[

Step 4. From the menu, choose Insert Clip (first option).
Step 5. Close the Clip Art dialog box.
Step 6. With the mouse, select anywhere outside the image.
Some categories have multiple screens of pictures. If a category

contains more images, a Keep Looking link will appear at the
bottom of the list.
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How to Delete Clip Art
Step 1. Select the Clip Art object.

Step 2. Press the Delete key.
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Adding a Picture from a File

A picture, symbol, or other image can be inserted on a slide, either as an
additional image to the AutoLayout that has been chosen, or as an AutoLayout
selection. AutoLayouts for inserting pictures from files are referred to as slides
with “objects,” and there are 10 different layouts for position, number, and size
of the object.

How to Add a Picture (or Object) from a File
Step 1. From the Insert menu, choose Picture, and then From File.

A dialog box similar to the following will appear:

Insert Picture E1E3

Loak in: I[:I Ty Pictures i j - | @ > @ + Tools -
ﬂ' hotl.jpg

& haté.jpg
ﬂ' mount1.jpg

ﬂ' mount3,jpg

ﬁ' & mount4.ipg
My Documents ﬂ' pic533.jpg ﬂ
s

Favarites

ﬁ File name: I j Insert vI

Web Faolders

Files of type: IP.II Pictures (*.emF;*.me;*.jpg,‘*.jpeg,‘*.jFiF;*.jpe,‘*.png,':j Cancel |

Step 2. Locate the drive and directory containing the picture you wish to
insert.

Step 3. Select the image.

Step 4. Choose Insert.
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Duplicating a Slide

Duplicate slides can be inserted at any time during the creation of the
presentation, and from any of the views within PowerPoint (except Slide Show,
which is strictly for display). Duplicate slides can be useful when only minor
changes exist between several pages, and creating a duplicate slide can eliminate
the need for copying images or text that remains constant for those slides. Slides
that contain tables and charts can also be duplicated. The advantage of
duplicating a chart can be to emphasize a point by redisplaying information in a
presentation a second time, but with a different chart type.

How to Duplicate a Slide

Step 1. Ensure that the slide you want to duplicate is active on the screen
or selected (depending on View).

Step 2. From the Insert menu, select Duplicate Slide.
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Deleting a Slide

If a slide was added accidentally, created incorrectly, or is no longer needed it can
be removed from the presentation.

How to Delete a Slide

Step 1. Ensure that the slide you want to delete is active on the screen or
selected (depending on View).

Step 2. From the Edit menu, select Delete Slide.
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Understanding and Managing
Views

In this lesson, you will learn the skills necessary to:

V' Understand the differences in PowerPoint views.

V' Use Outline view to manipulate text.

V' Use Slide Sorter view to manipulate slides.

v’ Use the Slide and Normal views to change slide graphic details.
v Use Notes Page view to add notes to a presentation.
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Understanding Views in
PowerPoint

PowerPoint has six different ways to view your slide presentation, depending on
preference and needs. By default, PowerPoint opens a file in Normal View.
Normal View is a tri-pane view composed of three separate windows: a pane for
Outline, a pane for Slides, and a pane for Notes. These panes can be increased
or decreased in size depending on the preference of the user. Five of the six views
can be accessed from the View bar at the bottom of the application window
(Notes view must be accessed through the View menu).

Normal View l Slide View

[B = [C] 38 = «— slide Show View

+t

Outline View Slide Sorter View
View Description
Normal View Displays a composite view of three panes to

modify a presentation: Slide, Outline, and
Notes. These panes can be adjusted in size
according to your need.

Outline View Emphasizes text flow; graphic images are not
displayed and cannot be edited in this view.

Slide View Emphasizes the visual impact of the
presentation; text and graphic images can be
edited one slide at a time.

Slide Sorter View Emphasizes the graphical construction and
order of the presentation; neither text nor
graphics can be edited in this view.

Slide Show View Displays a full screen view of the slides with
animation and transition effects. This view
shows the end result of the presentation.

Notes View Emphasizes creating speaker notes to
accompany a presentation. Slides cannot be
edited in this view.
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How to Change Views

Step 1. From the View menu, choose the desired view
or

From the View bar, choose the button for the desired view.
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Working in Outline View

The Outline View displays the outline of the presentation text and a miniature
slide. It is the quickest way to add text to slides and to promote and demote
heading levels. When text is added in Outline View, a slide is created with text
placed in appropriate placeholders. Outline View provides a way of focusing on
the text flow of a presentation and an easy way to reorganize text on slides.

The Outline View is shown below:

13 5alama
Staff Repart
2 (J Background and Developments
[« Poor econarmic performance
+ MNear-stagnant output
» Declining per capita GDP
+» Increasing unemployment
+ Sustained high domestic and external financial imbalances
+ Exfreme dependence on external aid

3 [2) salama’s Commodities
1985-1995

« Yanilla
+ Ylang-ylang
+ Cloves
» Othier

4 [2) salama’s Commodities
1985-1995 hd

BEO= I

Click to add notes [

-
D &

Outline View uses standard heading levels found in the Microsoft suite to identify
various strata of text and handles up to five indentations. Promote and Demote

buttons modify the heading level of text that is added.

Slide Level, Heading Level 1 —p|

Bullet/Subtitle Level, Heading < — 21 pule

Level 2 >1 ~ 2 pale
= Sinplifiy content

— 66 rule
Sub-Bullet Level, Heading Level 3 L = Consistent lettering and borders

» TTse of color

* 3 Professional Appearance
/V = Large enough for all to see

 Cutlining

« % % =+ |7
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Outlining Toolbar
Option Description

Promote Moves the selected heading level up to the next
higher heading level (up one and to the left).

Demote Moves the selected heading level down to the
next lower heading level (down one and to the
right).

Move Up Moves the selected paragraph and its
subordinate text up above the preceding
paragraph.

Move Down Moves the selected paragraph and its
subordinate text down below the following
paragraph.

Collapse Hides all but the title of selected line(s).

Expand Expands all subordinate information for the
selected slide(s).

Collapse All Hides all but the title of all slides in
presentation.

Expand All Expands all subordinate information for all

slides in the presentation.

Summary Slide Creates a new Summary Slide from the titles of
the slides selected. Summary Slide text will
appear in bullet list format.

Show Formatting Shows or hides character formatting.
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UNDERSTANDING AND MANAGING VIEWS

How to Add a New Slide in Outline View

Step 1.
Step 2.
Step 3.
Step 4.
Step 5.

Step 6.

Move the cursor to the end of a text line.

Press the Enter key.

Select Promote, if necessary, to move the cursor to page level.
Type the desired text.

Press the Enter key.

Select Promote or Demote, if necessary, to position text at
appropriate heading level.

How to Change Heading Levels of Text in Outline

View
Step 1.

Step 2.

Select the desired line of text.
Choose Promote to move text line up one heading level
or

Choose Demote to move text line down one heading level.

The Tab key will demote selected headings, while Shift + Tab
will promote headings.

How to Use the Expand All Button in Outline View

Step 1.

Step 2.

From the Standard toolbar, select Expand All to view the
expanded outline of the presentation.

Select Expand All again to collapse the outline to display slide
titles only.

Alt + Shift + 9will toggle on and off the Expand All feature.
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UNDERSTANDING AND MANAGING VIEWS

How to Use the Show Formatting Button in Outline
View

Step 1. From the Standard toolbar, select Show Formatting to view the
text formatting of the presentation.

Step 2. Select Show Formatting again to hide formatting.

How to Delete a Slide in Outline View

Step 1. Select the slide icon that represents the slide to be deleted.

¥~ Background and Developments
Slide icon / + Poor econordc performarce
+ Mear-stagnant outpt
+ Declining per capita GDP
+ [nereasing unerploymment
+ Snstained high domestic and external financial irabalanees
+ Batreme dependence on external aid

Step 2. From the Edit menu, select Delete Slide
or

Press Delete.

How to Insert a Duplicate Slide in Outline View
Step 1. Select the slide icon that represents the slide to be copied.

Step 2. From the Insert menu, select Duplicate Slide.

Note that while the Shift key will work to select text in Outline
View, the Ctrlkey does not.

The Move, Copy, and Paste buttons on the toolbar also work
for moving, copying, and deleting slides.
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UNDERSTANDING AND MANAGING VIEWS

Working in Slide View

Slide View displays each slide individually without the distraction of the Notes or
Outline panes. It provides a way to easily edit graphics and text, and also to
change the formatting of just one slide in the presentation series.

The Slide View is shown below:

Salama’s Commodities
1985-1995

* Vanilla Salama's Dependence on
P Ylang-ylang Commodities

o rF B
S

O Vanilla B Ylang-ylang
O Cloves B Other

[E=EEEwal ‘ |

For information on adding, duplicating, or deleting slides, see
Lesson 4 beginning on page 31.
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UNDERSTANDING AND MANAGING VIEWS

Working in Slide Sorter View

Slide Sorter View provides a thumbnail of each slide in a presentation. Working
in this view makes the task of changing slide order, deleting slides, and copying
slides very easy. Slide show transitions, along with most other slide show effects,
can be added in this view.

The Slide Sorter View is shown below:

[E] Microsoft PowerPoint - [Strategic Plan.ppt] &=
@ File Edit Wew Insert Format Tools Slide Show Window Help Type a question for help [+ %

ey SLRY bR

EE= 4|

Slide Sorter

|»

- Accas whl bu v Hrmugh Lpgrading of
igh Schexda in

- mslopmant of prgrarmmes te sk tha
Frpact of HIVAIES o the efuctimal
=acam

g raes,
Inctusting CE=N, grt-chik, crphan wdthe
po

i ks ko pr g s ke
Earty Ghikihoo Dmicomant mnd Adut
Wb s o vt et

=l

Radar

How to Move a Slide in Slide Sorter View

Step 1. Select the slide to be moved.

Step 2. Hold down the left mouse button and drag the slide to its new
location.
Step 3. Release the mouse.
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UNDERSTANDING AND MANAGING VIEWS

How to Copy a Slide in Slide Sorter View

Step 1.
Step 2.

Step 3.

Step 4.

Select the slide to be copied.
Press and hold the Cerlkey.

Press and hold the left mouse button on the slide to be copied
and drag the copied slide to the new location.

Release the left mouse button, then the Ctrf key.

The Move, Copy, and Paste buttons on the toolbar also work
for moving, copying, and deleting slides.

A single click on a slide in Slide Sorter View will select the
slide in its entirety. Moving, deleting, and copying will affect
the whole slide.

To select multiple slides in Slide Sorter View, use the Ctrl key
in conjunction with the mouse.

For information on duplicating or deleting slides, see Lesson 4
beginning on page 31.
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UNDERSTANDING AND MANAGING VIEWS

Working in Slide Show View

Slide Show View displays each slide in full screen view along with any transition
effects, custom animation, and timings that have been added to the show. This
view displays the file in presentation format.

How to Advance Slides

Step 1. With the mouse, press the left mouse button
or

Press the down arrow key.

How to Exit from Slide Show View

Step 1. Press the Esc key at any point during the show.
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UNDERSTANDING AND MANAGING VIEWS

Working in Normal View

Normal View is a tri-pane view that offers the three most commonly used view
modes on the screen simultaneously. Outline, Notes, and Slide view are present
in expandable panes that can be adjusted according to need.

The Normal View is shown below:

13 Salama wl
Staff Report
2@ Background a
Development:
[1]  + Poor economic pe

+ Near-stagnant oul

* Declining per cap

+ Increasing unsrap
+ Sustained high do
external financial :

OUﬂlne Pane —> + Extrene depender

external aid
330 Salama’s
Commodities
1985-1995

Salama’s Commodities
1985-1995

+ Vanilla Salama's Dependence on
+ Ylang-ylang Commodities

+ Cloves Slide Pane
+ Other

Data Source MNational Statistical Agency and Fund Staff Estmates 1995 ‘% Notes Pane

Expandable Panes

How to Adjust Pane Size

Step 1. Move the mouse over a pane line to adjust.

Step 2. When the mouse pointer changes to a double-headed arrow,
press and hold down left mouse button.

Step 3. Drag to create new sized pane.
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UNDERSTANDING AND MANAGING VIEWS

Working in Notes Page

Speaker notes to accompany a presentation can be added in this view. One note
per slide in the presentation allows for slides to be annotated with additional
information for the speaker. These notes are not displayed to the audience duting
the presentation but can be printed for the speakers reference.

Halama’s Commodities
19851995

* Wadilla
* Yladgg-pang

—> * Oowea

* Oer

View of Slide

View of Notes

How to Add Notes to the Notes Page
Step 1. On the bottom half of the slide, select the placeholder for Notes.

Step 2. Type notes as necessary.

It may be necessary to adjust the zoom of your screen to better
read notes as you type.

Working in the Notes Page is similar to working in a word
processor. Graphics, tables, etc. can all be added to notes.
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Adding Drawing Objects to
Enhance a Presentation

In this lesson, you will learn the skills necessary to:

V' Use a variety of drawing tools.

V' Add objects to a slide.

V' _Add text to objects.

V' Change the color of objects.

V' _Add additional text boxes to slides.
v’ Rotate and crop clip art objects.
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ADDING DRAWING OBJECTS TO ENHANCE A PRESENTATION

Handling Objects

Any item that appears on a slide in PowerPoint is considered an object.
Placeholders are objects that contain specific predefined information. Using an
Autolayout that contains the object type you wish to insert will ensure that the
object conforms with the Design Template selected for the presentation.
Additional objects can be easily added to a presentation by using the many
drawing features offered in PowerPoint or by inserting a picture from a file. Once
an object has been added to a slide, it can be manipulated using the Drawing
toolbar to change alignment, fill color, shadow, line size, etc. Selecting objects for
modification is different from selecting text in a word processor or cell in a
spreadsheet. An object is selected when its “handles” appeatr.

Selection handles

E Click to add title

T Drawing object selected
Placeholder object selected

How to Select Multiple Objects
Step 1. Select the first object.

Step 2. Press and hold the Shift key down and select each additional
object.

The process of selecting, resizing, moving, copying, and
deleting objects is identical to the process outlined in Selecting
Placeholders on page 24.

To resize an object so that its proportions remain constant,
keep the Shift key pressed while using the drag on the handle
for resizing.
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ADDING DRAWING OBJECTS TO ENHANCE A PRESENTATION

Using Drawing Tools

The Drawing toolbar contains most of the tools necessary for working with
objects. The toolbar contains many buttons to help draw a variety of shapes, such
as circles, squares, and arrows, and callouts to which text can be added. It also has
a tool to allow for freehand drawing to personalize a design.

‘D[aWTIEGj

AutoShapes = ™, \DG‘|&*£'£*=TE.Ev

Drawing Toolbar

Button Description
Draw Allows you to manipulate the selected object(s), e.g.,
group, order, align.
Select Objects Changes the pointer to a selection arrow so that objects

Free Rotate
AutoShapes
Line

Arrow

Rectangle

Oval

Text Box

Insert WordArt

Insert Clip Art

Fill Color

Line Color

Font Color

Line Style

can be selected. It also serves to turn off any other
drawing tool.

Rotates a selected object to any degree.
Inserts lines, shapes, arrows, and other symbols.
Draws a straight line where the mouse is dragged.

Draws a straight line with an arrowhead at the end
where the mouse is dragged.

Draws a rectangle by dragging. Draws a square by
holding the Shift key while dragging.

Draws an oval by dragging. Draws a circle by holding
the Shift key while dragging.

Inserts a text box where the mouse is clicked or
dragged.

Inserts a text box using WordArt. WordArt is used for
creating special text effects.

Inserts a clip art image from the Microsoft Clip Gallery.

Adds, modifies, or removes fill color from the selected

object, including gradient, texture, pattern, and picture
fills.

Adds, modifies, or removes line color from the selected
object.

Formats the selected text with a chosen colot.

Formats the selected line with a chosen thickness, style,
and color.
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ADDING DRAWING OBJECTS TO ENHANCE A PRESENTATION

Button

Drawing Toolbar
Description

Dash Style

Arrow Style

Shadow

3-D

Formats the selected line type as one of the dashed
styles.

Formats a line or arrow with a style for arrowhead
types, position of arrowhead, etc.

Places a shadow on a selected object in a variety of
styles.

Adds a three-dimensional effect in a variety of styles to
a selected object.

How to Access the Drawing Toolbar

Step 1. From the View menu, choose Toolbats.

Step 2. From the Toolbars submenu, choose Drawing.

How to Use Drawing Tools

Step 1. Select the drawing tool you want to use.

Step 2. Move the mouse to the location where the shape will appear.

Step 3. Press and hold down on the left mouse to create the drawing
shape.

Step 4. Release the mouse button.

How to Add Text to an AutoShape

Step 1. Select the object.

Step 2. Right-click on the object and choose Add Text.

Step 3. Type and format the desired text.

Step 4. With the mouse, select anywhere outside the object.

62



ADDING DRAWING OBJECTS TO ENHANCE A PRESENTATION

Changing the Color of an
AutoShape Object

The color of an object drawn with the Drawing tools matches the color scheme
of the chosen Design Template. However, these colors can be changed from
those used in the Design Template. Both line color (which defines the outline of

the object) and fill color (which defines the internal area of the object) can be
changed. Even shadow color, if a shadow is added to an object, can be changed.

How to Change the Color of an Object

Step 1.

Step 2.

Step 3.

Step 4.

Select the object.

From the Drawing toolbar, choose Fill Color
or

Choose Line Color.

Choose the color to apply.

With the mouse, select anywhere outside the object.
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ADDING DRAWING OBJECTS TO ENHANCE A PRESENTATION

Adding Text Boxes

When it is necessary to add text to a slide outside of the AutoLayout
placeholders, a text box may be inserted. Text boxes can be inserted anywhere on
a slide, and font face, size, and other characteristics can be formatted to match
the scheme of the presentation. Text boxes are often added to a slide to provide a
label or a caption for objects such as charts and graphical images.

How to Add Text Boxes to a Slide

Step 1.
Step 2.

Step 3.

From the Drawing toolbar, select the Text Box tool.
Move the mouse to the location where the shape will appear.

Press and hold down on the left mouse to create the approximate
text box shape, then release the mouse button

or

Select the location where the text will appear and begin typing the
text, then deselect when done.

Text box objects, like other objects, can be resized and shaped
to match the size of the text or slide location by manipulating
the handles.

By selecting the outside border of a text box, modifications
made will affect all text within the text box. By selecting text
within a text box, only the selected text will be modified.

How to Delete a Text Box

Step 1.

Step 2.

Select the Text Box object.

Press the Delete key
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ADDING DRAWING OBJECTS TO ENHANCE A PRESENTATION

Rotating and Cropping Objects

Objects that have been added to a slide using the Drawing tools can usually be
rotated and cropped to meet the unique needs of a presentation. AutoShapes and
other shapes drawn from the Drawing toolbar can be rotated and adjusted using
the various toolbar functions, but not “cropped” using the Crop feature on the
Picture toolbar. Clip art can be cropped, but not rotated.

How to Rotate an AutoShape
Step 1. Select the object.
Step 2. From the Drawing toolbar, choose Free Rotate.

The object will look similar to the following:

Step 3. Place the mouse pointer on any one of the four, green rotate
handles.

Step 4. Press and hold the left mouse button and drag to rotate the
object.

Step 5. Release the left mouse button.

Step 6. From the Drawing toolbar, choose Select Objects.

How to Crop a Clip Art Picture
Step 1. Select the object.

Step 2. From the Picture toolbar, choose Crop.

7

-

STEPS CONTINUE ON NEXT
PAGE

Step 3. Place the mouse pointer on the handle closest to the area you
wish to remove.
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ADDING DRAWING OBJECTS TO ENHANCE A PRESENTATION

Step 4. Press and hold the left mouse button and drag inward to crop the
object.

Step 5. Release the left mouse button.

Step 6. From the Drawing toolbar, choose Select Objects.
Before Crop After Crop
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Inserting Tables into PowerPoint

In this lesson, you will learn the skills necessary to:

V' Iusert an Excel table into PowerPoint.
V' Lusert a Word table into PowerPoint.
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INSERTING TABLES INTO POWERPOINT

Inserting an Excel Spreadsheet
Into PowverPoint

Inserting an Excel table into PowerPoint can be a convenient way to create a
visual image in a presentation from data within a spreadsheet. The Copy and
Paste method should be used when only a portion of the spreadsheet’s
information needs to be added into PowerPoint.

Warning: Using the Import File option, it is possible to insert

an entire spreadsheet file from Excel directly onto a PowerPoint
slide. Importing the file should be used cautiously because it will
import the entire file or sheet, which may contain several tables.

Before initiating the Copy and Paste procedure, follow these guidelines:

* Ensure the Excel table contains no empty rows or columns. Empty rows and
columns will ultimately create unwanted empty rows and columns in the
PowerPoint chart.

* Do not copy title information. Title information should not be included
when copying data into the datasheet. Title information should appear
outside of the datasheet as a Chart Title or as the Title for the slide.

* Do not copy any footnotes, notes, or sources. They should be added either as
Notes or as additional text boxes on the chart slide.

How to Copy an Excel Spreadsheet into PowerPoint
to Create a Table

Step 1. From Excel, select the range of cells that should be placed into
PowerPoint as a table.

Step 2. From the Standard toolbar, choose Copy.

Step 3. Switch to PowerPoint.

*-

STEPS CONTINUE ON NEXT
PAGE
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INSERTING TABLES INTO POWERPOINT

Step 4. Position the cursor on the slide that should contain the table.

Step 5. From the Standard toolbar, choose Paste.

Double-click on the table to edit its contents.

How to Copy an Excel Spreadsheet into PowerPoint
to Create a Chart

Step 1. From Excel, select the range of cells that should be placed into a
PowerPoint chart.

Step 2. From the Standard toolbar, choose Copy.
Step 3. Switch to PowerPoint.
Step 4. Choose a Chart AutoLayout

or

From the Standard toolbar, choose Insert Chatt.
Step 5. In the Datasheet, click on the left uppermost cell.
Step 6. From the Standard toolbar, choose Paste.

Step 7. Modify the chart as desired.

For more information on modifying charts, see the Exce/ 2000
Graphs course.
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INSERTING TABLES INTO POWERPOINT

Inserting a Word Table into
PowerPoint

The Paste Special method is the preferred way of transferring a Word table into
a PowerPoint presentation. By choosing to paste the table as a Microsoft Word
Document Obiject, the table retains its Word functionality.

How to Copy a Word Table into PowerPoint
Step 1. In Word, select the table that should be placed into PowerPoint.

Step 2. From the Standard toolbar, choose Copy.

Step 3. Switch to PowerPoint and position the cursor where the table
should be placed.
Step 4. From the Edit menu, select Paste Special.

The following dialog box will appear:

Paste Special 7| x|
Source:  Microsaft Word Document
#1191132 3 - PowerPoint 2000 Creating Presentations Manual
fs: Cancel |
“ Paste HTML Forrmat

Microsoft Word Document Cbject

" Paste link ™
: Picture ™ Display as icon
Pickure (Enhanced Metafile) e
Faormatted Text (RTF)
Unformatted Text
Result

presentation so that wou can ackivate it using Microsoft

_ E Pastes the contents of the Cliphoard inka wour
E Word 97,

Step 5. Choose Microsoft Word Document Obiject.

Step 6. Choose OK.

For information on adding rows and columns or modifying
tonts, see Adding a Table Slide on page 37.

Table commands are similar to those in Word. For more
information on working with tables, see the Word 2000 Cellular
Tables course.
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Preparing a Slide Show

In this lesson, you will learn the skills necessary to:

V' Use preset animations and transitions to enbance a presentation.
V' Set up a slide show.

V' Set a slide show to run continnousl.

v Navigate through a presentation.
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PREPARING A SLIDE SHOW

Adding Transitions to Slides

Transitions are special effects added to each slide that change the way a slide is
introduced onto the screen. There are many transitions to choose from, but it is
recommended that the same transition be used on all slides to provide a
consistent look to the slide show. Transitions are normally added to slides in
Slide Sorter View, although they can be added in other views through Slide
Show on the menu bar.

How to Add Transitions to a Slide

Step 1. Choose the slide(s) that will have the transition.
Step 2. From the Slide Sorter toolbar, choose the Slide Transition
button.
fral

The following dialog box will appear:

Slide Transition 2| x|

rEffect Apply ko 4l

Apply

il

Zancel

Sy ) edium ) East

—Advance Sound
V' on mouse dlick I[No Sound] j
I™ Automatigally afg I7 | Lo o lresek sotird

Step 3. From the Effect drop-down list, select a transition effect.

Step 4. Choose the speed for the transition.

-
STEPS CONTINUE ON NEXT
PAGE
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PREPARING A SLIDE SHOW
Step 5. In the Advance area, choose On mouse click to have the slide
advance using the mouse
or

Choose Automatically after to specify the number of seconds
before the slide advances automatically.

Step 6. From the Sound drop-down list, choose a sound effect, if
desired.

Step 7. Select Apply.

How to Change the Speed of Transition Effects

Step 1. Choose the slide(s) that have transition effects.

Step 2. From the Slide Sorter toolbar, choose the Slide Transition
button.

Step 3. Change the speed for the transition (slow, medium, or fast).

Step 4. Choose Apply.
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PREPARING A SLIDE SHOW

Adding Preset Animation to
Slides

In addition to transitions, slides can also be animated to add special visual or
sound effects to focus the audience’s attention on certain points, to control the
flow of information, and even to add special interest to a presentation. Preset
Animation options are found on the Slide Sorter toolbar. As with transitions, it
is recommended not to use too many different animation options because they
may detract from the professional appearance of the slide show.

How to Add Preset Animation to Slides
Step 1. Choose the slide(s) that will have the animation effect.

Step 2. From the Slide Sorter toolbar, choose the Preset Animation
drop-down list.

The drop-down list of options will appear:

|r'-.I|:| Effect |: o
Mo Effect |
appear

Fly From Bottom _
Fly From Left

Fly From Right

Fly From Top

Fly From Boktam-Left

Fly From Botkom-Right

Flv From Top-Left =

Step 3. Select the desired animation effect.
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PREPARING A SLIDE SHOW

Setting Up a Slide Show

By default, selecting the Slide Show button from any view will start the show
from the current slide, using standard default settings. Some of these defaults can
be changed by accessing the Set Up Show dialog box. In this dialog box, it is
possible to select a show type, decide which slides will be displayed in the show,
and choose how the slides will advance. Most Slide Show options are found in
Slide Sorter View where the Slide Sorter toolbar resides.

How to Set Up a Slide Show
Step 1. From the Slide Show menu, choose Set Up Show.

The following dialog box will appear:

Set Up Show E1E3
—Shaw bype —Slides

& presented by a speaker {full screen) o4

" Browsed by an individual {window) " From: || E To: I E

™ Browsed at a kinsk (full screen) (0 Buigeam S

™ Loop continuously until 'Esc’ I j

™ Show without narration

™ show withaut animation - Advance slides

™ | Shov serallbar " Manually

i+ Using timings, if present

Pen color: SiGIE

I_j IPrimary Manitar j Prijector Wizard, .. | oK I Cancel

Step 2. Select from the options listed below:
Option Description
Presented by a Shows the traditional full screen slide show.
speaker Slides may be advanced manually or combined

with rehearsed timings to advance automatically,
usually with a speaker who directs the show.

Browsed by an Runs a smaller-screen presentation with
Individual commands available for moving through the
show and for editing, copying, and printing slides.

Browsed at a kiosk Runs a self-running presentation, usually for
display at a booth or kiosk where you want to run
an unattended slide show that automatically
restarts after each showing,.
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PREPARING A SLIDE SHOW

Option Description
Loop Continuously Sets the slide show to run continuously in a loop
until ‘Esc’ and also restricts users from changing the slide

show; mostly used for unattended presentations.

Show without Runs the slide show without any voice narration.
narration

Show without Runs the slide show without any animation
animation effects.

Slides Select to display All Slides in the slide show, or

only a range of slides by selecting From and To.

Advance Slides Slide show can run by itself with automatic
timings, or you can set it for manual advancement
so that users can move through the show at their
own pace by using the mouse to click action
buttons.

Pen Color Selects the pen color that can be used to draw on
slides during the slide show.

Projector Wizard Helps to connect the computer to the monitor or
projection system on which your slide show will
be viewed.

Step 3. Choose OK.
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PREPARING A SLIDE SHOW

Running a Slide Show

A slide show can be started at any time by choosing the Slide Show. A slide show
will run according to the setup options that have been chosen. If transitions and
preset animation have been added to any of the slides, they will automatically be
displayed during the slide show.

How to Run a Slide Show

Step 1.

Step 2.

In Slide Sorter View, select the initial slide in the presentation
or

From any View, make sure that the initial slide is the current slide.
From the Views toolbar, select Slide Show

or

From the Slide Show menu, choose View Show.

How to Manually Advance a Slide Show

Step 1.
Step 2.
Step 3.
Step 4.

Step 5.

From the Slide Show, choose Set Up Show.
Select Advance Slide Manually.

Choose OK.

Choose Slide Show View to run the show.

Left-click the mouse to advance from one slide to the next.

How to View a Previous Slide During a Slide Show

Step 1.

Right-click the mouse and choose Previous
or

Press Page Up.
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How to Stop a Slide Show

Step 1. Press the Esc key.
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Organization Charts

In this appendix, youn will learn the skills necessary to:

V' Create organization charts.
V' _Add, delete, and change the order of people on an organigation chart.
V' Change the style of an organization chart.
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ORGANIZATION CHARTS

Creating an Organization Chart

PowerPoint includes a special program specifically for creating organization
charts called Microsoft Organization Chart. The information entered about each
person is placed in its own box, which can be formatted much like other objects
within PowerPoint. The boxes can also be displayed horizontally, as in traditional
arrangements, or vertically. Using the AutoLayout for inserting an Organization
chart is the simplest approach.

Z= Microzoft Organization Chart - [Object in Presentation2]
@ Eile  Edit Wiew Stles Test Boxes Lines Chat  Window  Help _|E|5|

IT Al Ql Subardinate: £ | = Co-worker Eo-worker:—:ll Manager 07 |Assistanl:|:|{| + | /l _rlDl

Chart Title

Type nare here
Type title here

=Comment 1=
=Comment 2=

Type name herg Lype nams noic YRR NAME here
Type ttle here Type title here Type title here

4 o

|Size: B0% |

How to Add an Organization Chart Slide
Step 1. From the Formatting toolbar, choose New Slide
or
From the Insert menu, choose New Slide.
Step 2. From the AutoLayout list, select the Organization Chart slide.

Step 3. Choose OK.
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ORGANIZATION CHARTS

Organization Chart Styles

Organization charts can be styled in a way to meet the unique needs of the
information to be displayed. The boxes can appear vertically, horizontally, or
without borders.

How to Change the Style of the Organization Chart
Step 1. Select the box to be modified

or

Press the Shift key and select multiple boxes.
Step 2. From the Styles menu, choose the new style to be applied.

The following options appear:

|§t_l,lles Text Boxes Lines

Groups:
o= Ig | =
se| || [ |

Co-
tanager: Eﬁ'
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ORGANIZATION CHARTS

Adding, Deleting, and
Modifying People on an
Organization Chart

Build the organization chart structure by adding people or positions in the
organization. Each box should represent a person or position, and should contain
pertinent information. Each box can contain up to four lines of text.

How to Add People to an Organization Chart

Step 1. Select the appropriate button for the type of person to add.

Step 2. Position the mouse over the box that will connect to the new
box.

Step 3. Select the box to add the new person.

Step 4. Fill in the box.

How to Add Text to a Box

Step 1. Double-click on the placeholder to activate the Organization
Chart program.

Step 2. Select the box where the text will be entered.
Step 3. Enter the text on the appropriate prompt line.

Step 4. Select anywhere off the box to deselect.

It is not necessary to use all of the suggested prompts in each
box. If a prompt line is not used, it will not appear when
printed.

It is recommended that you use the prompts as they are
described. For example, enter the title information in the Title
line. Using the prompts appropriately will allow you to group
like information for modifications.

I

-
S

K
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How to Delete People from the Organization Chart
Step 1. Select the box that should be deleted.

Step 2. Press Delete.

How to Change the Order of People in the
Organization Chart

Step 1. Position the mouse over the box that will be moved.

Mouse Pointer Shapes
Display Description

selected box.

[> Indicates a co-worker status, added to the right of the

selected box.

<:| Indicates a co-worker status, added to the left of the

Indicates a subordinate position to the selected box.

Step 2. Press and hold down the left mouse button and drag until it is
over the box to which it will now be connected.

Step 3. Release the mouse.

When changing the order of people in an organization chart,
the mouse pointer will indicate what position the moved box
will take in relation to the other box where it is dragged.
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ORGANIZATION CHARTS

Updating the Presentation with
the Organization Chart

Because the organization chart is created in another program, the presentation
must be updated with the chart information when exiting the program.
Ordinarily, an organization chart is created for the presentation in which it will
appeatr, but a chart may be saved as a separate file for use in other presentations.

How to Update a Presentation with an Organization
Chart

Step 1. From within the Organization Chart program, choose File.
Step 2. Choose Exit and Return to File Name.

Step 3. Choose Yes to update the chart on the presentation slide.
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Getting Information from
Microsoft Web Sites

In this appendix, you will learn the skills necessary to:

V' Download online images for use in your presentation.
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GETTING INFORMATION FROM MICROSOFT WEB SITES

Microsoft Clip Gallery Live

The Microsoft Clip Gallery Live is a great source for gathering images that can
be used in a presentation. The gallery is searchable by subject and is updated
often, so there are always new clips available. The gallery also contains sound files
and motion clips for animating your slides. When online clip art has been added
to your gallery, the new items will appear in the Downloaded Clip Art category.
Sound and motion clips will appear under the appropriately labeled tab.

How to Add Clips from the Internet
Step 1. From the Drawing toolbar, choose Insert Clip Art
or
From the Insert menu, choose Picture, and then Clip Art.

Step 2. From the Insert Clip Art dialog box, choose Clips Online.

) Clips Orline

Internet Explorer will open, and a screen similar to the following will appear:

o Microsarts
I I . .
Laloiilc=  Design Gallery Live Fosdback
B o
Search commonsy  WWelcome 1é
Come on in and find what you need for your special day this R o
DT S — th oan
Search for: J month, with Office
Gol
July Featured Clips archive [ L
Sz I Summer clips, fun Web animations and photos of people are @ Find "‘d"‘dma"
j' our featured clips for July, N address
Results should be:
. to
lw"ﬁ Japan with IM
Summer Web Animations People
Collections archive

Preview an entire collection before you download it, Simply
click the image for a collection to get a preview,.

-

STEPS CONTINUE ON NEXT
PAGE

Step 3. In the Search for box, type a keyword that describes the image
you are looking for
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or

Browse the categories available.

A search results screen similar to the following will appear:

Step 4.

Step 5.

Step 6.

Step 7.

Select All | Deselect All Page |1 x| of 84+ ==
ake LT ke BT 2ke BT ake LT
- T
B ‘II I/A \ 11
2zke BT ke BT zke BT zexe LT
* & /7
,:n._ i/‘" ’9 :.:: A b
1zke BT ake BT 2ake KT ake K[
|

For each desired image, choose the box next to the clip.

Once all clips have been marked, click on the Download X
Clips hyperlink text

Choose Download Now.

The Insert Clip Art Gallery dialog appears with the new clips.
To download a single clip, choose the red arrow associated

with the desired clip.

To view the multiple items that you have selected for
download before downloading, choose Selection Basket.

The new downloaded clips will be placed automatically in the
Downloaded Clips category.
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