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Microsoft Office PowerPoint 2010 Introduction 6

Unit 1: PowerPoint Basics

In this section you will learn how to:

= Open Microsoft PowerPoint

» Interact with Microsoft PowerPoint
= The View Toolbar

= Using the Slides Tab

= Using the Outline View

= Closing the Presentation

= Closing PowerPoint

Tel: 0207 987 3777 www.microsofttraining.net




Microsoft Office PowerPoint 2010 Introduction 7

Opening Microsoft PowerPoint

There are a number of ways to open the PowerPoint 2010 program.

153

Method 1: double click on PowerPoint 2010 Icon on your desktop

Method 2: If you cannot find the PowerPoint 2010 icon, click the Start button on the
bottom left corner of your desktop to display the Start menu; then choose:
Programs > Microsoft Office > Microsoft Office PowerPoint 2010.

Open a Presentation

In PowerPoint, open a presentation file by selecting the File Tab along the top of the
Ribbons.
2! &

Click on File Tab in the upper left corner of the screen, select Home
Open to browse the files collection, or
select one of the recent used presentation files. = save

E Save As

| Lj-' Cpen |

,_j Close

FF X

Recent

Try it: Open the presentation file Training.pptx

Tel: 0207 987 3777 www.microsofttraining.net
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Interacting with PowerPoint

Window Control
buttons — minimize,

i uick Access .
Microsoft '(I?oolbar PowerPoint
Office Button Title Bar imi
maximize and close
\
RllEd9- 0|+ Presentationt. - Microsoft PowerPaint 3=H
Ribbon - File Home | Inset  Design  Transitions  Animations  SlideShow  Review  View @
All Wﬂ'lﬂ'l_aﬂds for EE] B layout s Tk B e 13- () Srsnaperin- BhFind
PowerPoint =| u A maETEEE T . g
By- Reset [%- I Shape Qutiine - | &, Replace =
N, | A EE S+ o | Shapes Amange Quick
BIU §aell ha| == = BT e o Shapefffedts + | [y Seledt+
Iy Drawing [P Editing

7 Paragraph

— it Hew
v y Slide :ﬁkd:ion‘

Slides

Font

Clipboard &

R

Slide Pane
Shows small image
of each slide

Click to add notes

Notes -
Extra information

Status Bar for the presenter

Tel: 0207 987 3777
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Zoom in and out
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The View Toolbar

This toolbar is found at the bottom right corner of the PowerPoint window.

Start slide show Fit slide to
current window
Default view ¢
M= F 0% (- (+) [
Slide Sorter View / * * .
Reading View Zoom slider

Default (Normal) view| H is the main editing view which lets you view individual slides
and edit its content as well as its position. It divides the screen into: Outline tab, Slides
tab, Slide pane and Notes pane.

= =
p=i=]

Slide Sorter view uses thumbnails of the slides. This lets you see the content of
each slide, makes it easy to reorder, add, or delete slides and preview your transition
and animation effects. To move a slide, to a new position, just click and drag.

=

Slide Show view _~_ presents slides in a full screen mode. This helps you to preview
the slides as the actual presentation slideshow with its settings (e.g. graphics,
audio/video, timings, animated effects, slide transitions)

Reading View &3 Use reading view to deliver your presentation not to an audience (via
a large screen, for example), but instead to someone viewing your presentation on their
own computer. Or, use Reading view on your own computer when you want to view a
presentation not in full-screen Slide Show view, but in a window with simple controls
that make the presentation easy to review

Using the Slides Tab o

The Slides tab vertically displays thumbnail-sized images of the Pa
slides in the presentation.

]

Tel: 0207 987 3777 www.microsofttraining.net
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Using the Outline View
The Outline view is an all text view showing the

content of your presentation. As such, the Outline
pane helps you edit your presentation's content.

Closing PowerPoint

Slides
3

4

> ﬁi“! CS & PICTURES

Superior Text

Text in PowerPoint 2007 has learned new
tricks. There are handy features like
strikethrough and advanced features like
character spacing control. And you'll look
your best with soft shadows and the ability
to put "WordArt" styles right onto your slide
text.

The Power of OfficeArt Graphics

Make a staternent with great looking
graphics. PowerPoint makes it easy to
produce visuals that used to require multiple
applications to accomplish. Easily apply soft
shadows, reflections, glows, bevels, 3D and
maore!

Click the X in the upper right corner of the PowerPoint screen or —

press key combination ALT + F4 on your keyboard.

Closing Presentation

o @

Click the File Ribbon and select Close or press key combination CTRL + W on your

keyboard.

Try it: Close the file Training.pptx

Minimise Ribbon

You can minimise the Ribbons across the top of the screen by

clicking the &3 in the top right of the screen.

Tel: 0207 987 3777
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Microsoft Office PowerPoint 2010 Introduction 11

Getting Help in PowerPoint

Microsoft PowerPoint provides a help screen where you can access online and offline
help for any PowerPoint feature.

Click on the question mark at the top right hand —
corner of the window:
@

Microsoft Office PowerPoint Help (F1)

Get help using Microsoft Office,

s y

Click inside the Search @) PowerPaint Help - = X
box and type a search — -

word or short phrase, ICRORONORANN- T A g
and then press Enter: add movies » P Search ~

PoweerPaint Horme .Y

Searched for: "add movies”

Results 1-25 of top 100

'@ I want to add a digital movie from a video D¥D to a
presentation
After a moment of Help = Import content From other applications

S.earChmg’ you will see a '@ I want to add a QuickTime movie {.mo¥) to my presentation
list of relevant results Help = Import conkent Fram other applications

listed. Click the title of
any result to be shown
its contents.

@ Training presentation: PowerPoint 2003 — Playing movies
Templates

About Online Help

With Online help, you can access templates and training sessions regarding any topic
by viewing content through your Internet connection.

©) PowerPoint Help - =X
add movies + K Search -

Tel: 0207 987 3777 www.microsofttraining.net




Microsoft Office PowerPoint 2010 Introduction 12

Unit 1 Practice Activity

Start PowerPoint.

Open the presentation file Training.pptx.
Switch to Slide Sorter view.

Switch to Slide Show view.

Close the presentation file (you do not need to save changes).

o &~ 0N~

Visit our forum to have your questions answered by our Microsoft certified

Online support forum and knowledge base
@ \ www.microsofttraining.net/forum
trainers.

Tel: 0207 987 3777 www.microsofttraining.net
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Unit 2: Building New Presentations

In this section you will learn how to:

Creating a New Presentation
Editing a Slide

Cutting, Copying and Pasting Slides
Reusing Slides

Slide Outline

Save a Presentation

Tel: 0207 987 3777 www.microsofttraining.net
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Creating a New Presentation
Click on File Ribbon and Select New.

From the Screen displayed, Choose Blank Presentation, Create

@ = Presentationl - Microsoft PowerPaint
Home Insert Design Transitions Animations Slide Show Review View
=l save
Available Templates and Themes
Save As
B3 Open faN\ Home
Caf Close
Info ¢ LA i [
= .~ L[E Aa .
Recent Blank Recent Sample Themes My templates  Mew frem
presentation templates templates existing
n rice comAmplates Seareh Office.com for templates
Print ——
Save & Send = = ‘—‘QJJ !rl \_913°J
Agendas Award Calendars Centent Design slides Diagrams
Help certificates slides

You can also create a new workbook by using the shortcut

keys Ctrl + N.

Adding a New Slide

To add a new slide, just click the New Slide command in
the Home ribbon.

You may choose a specific slide layout as the list of
choices descends from the New Slide button.

Deleting a Slide

14

= = 2R

Blank presentation

Home

] 5] Layout -
==

=) Reset
[T Mew ™|
Slide = | %d Delete

Office Theme

Title Slide Title and Content

0=Z]| Duplicate Selected Slides
-'_'é‘| 5lides from Cutline...

=] | Reuse Slides...

Select slide in the Slide Pane and then press the Delete key on the keyboard.

Tel: 0207 987 3777

www.microsofttraining.net
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Editing a Slide
Creating Text
Simply click inside a textoox /  © 2 Q
placeholder then start typing. . .
“Working with Té o
= e e e s e s e e s e =)
Cutting, Copying and Pasting Text =
Select text to edit then, from the HOME ribbon, click on the cut or copy j ER
button. Pasting text will place the item in a new desired location. Paste |
4
Remember you can right-click selected text and click cut or copy, just like Par——

you can with slides. The Ctrl + X, Ctrl + C, and Ctrl + V keyboard
shortcuts work the same as cut, copy, and paste, respectively.

Using the Format Painter

The Format Painter ﬂ allows you to copy the formatting of text or shapes.

Select the original text / shape = click on Format Painter > Highlight the destination
text/shape.

You can use the Format Painter more than once.

Select the original text / shape = double-click on Format Painter - apply onto
destination text / shape - click on Format Painter once more to disengage.

Text AutoFit

PowerPoint resizes text as you type to fit in a

placeholder. Both font size and line spacing will be

adjusted until all the text fits (to a minimum font size of
i

8 points). You may see click ¥ to switch on the

w

- a secona li

AutoFit Text to Placehalder

Stop Fitting Text to This Placeholder

W 0@ 4F

Control AutoCaorrect Options...

options of the AutoFit to adjust text appearance on the
slide.

Tel: 0207 987 3777 www.microsofttraining.net
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Clipboard

The Clipboard is the first group, or “chunk,” on the Home
ribbon. The Clipboard is associated with cut, copy, paste and
the Format Painter. Cut and copied items are stored in the
Clipboard, a UNIT of the computer’s memory.

You will notice a small icon in the lower right-hand corner of
the Clipboard chunk. Click this button to open the Clipboard
task pane, a listing on the left side of the screen that shows
the last 24 cut/copied items from any Microsoft Office 2010
program that is open:

Cutting, Copying and Pasting Slides

16

)
Past £

asie

- j|
Clipboard T | s

1 of 24 - Clipboard * X

[.._,4""5_1.l Paste Al ] [& Clear &l ]

Click an itern to paste:

&)

Select the slide in the Slide Pane and then click Cut ( # ) to cut the slide completely out

of the presentation or Copy (=2) to duplicate the slide. After you have chosen to cut or
copy, click in the Slide Pane where you want the slide to go and click Paste.

To move a slide’s position, just simply drag it in between two slides in

the Slide Pane.

There are two shortcuts you can use to perform cut, copy, and paste operations. You
can right-click on a slide in the Slide Pane to see these commands:

You can also use keyboard shortcuts.
» To cut something, highlight it and press Ctrl + X.
= To copy, Ctrl + C.

= And to paste, Ctrl + V.

Tel: 0207 987 3777

www.microsofttraining.net
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Reusing Slides
You may reuse slides from existing files to save time in _ Hml_,:t Dg o
duplicating slides. D &, || grese
In the Home ribbon, click on New Slide > Reuse —tnoas o Office Theme
Slides (last option) =
Then in the Task Pane (right side of Window) - select e —
Browse File & choose the file and slides to be
inserted. -
Reuse Slides
Insert slide from: -
C:\Documents and Settings\Best Training | v T Content comparison
Slides: 6 Browse Slide Library. ..
Browse File...
"< | Outander Spices ‘ Blank Coptert wih
2] Duplicate Selected Slides
EL  slides from Outline...
=] Reuse Slides...
Slide Outline Slides Outline™,
1 Qutlander Spices —
Use the outline view to organise the ‘ Project justifi ;24_ '_ﬁ =
text content in each slide. As you right ~ ~ L p?ﬂrf.o.rma"ce B IISEEA-FE
\ . . s Pricing
cllcl§ on thg selection of text, a list of —Lower thar| y o
outline options appear. — Provides la . CD;J"
s Products iy
Promote raises the item level of a list. —Quality |& Bt
For a level one item, it will be promoted —Brand loya| = =°llapse ’
as a new slide. * Inventory | %  Ewand g
—Turnover |:5| Mew slide
Demote descends the item level ofa perfiﬁrtmnce #1 | Delete Slide
list. 5 The project te @ | Promote
= | Demote
i | Move Up
# | Move Down
3_'_!_9 Hyperlink...
5{;1 Show Text Formatting
Synonyms >

Tel: 0207 987 3777

www.microsofttraining.net
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Saving a Presentation
Save

This allows you to update any changes within the presentation
file.

Click on the Save icon on the Quick Access toolbar or press

Ctrl + S to save any file updates. You may also find Save
Command in the File Ribbon.

Save As

18

H Save
Save As
L_? Open

,__f Close

This allows you to save an extra copy of the file with the changes on file name, folder

location and file type.
Click File Ribbon, select Save As. The Save dialog will display.

Select a location and name.

savens 2|
Save in: I ) My Comnputer j @ < ._Z X il j -

3 My Recent e Local Disk (C:)
Documents e be Yalume (D:)
(@} Desktop i DYDJCD-RAW Drive (1)
|21 5hared Documents
oy My Administrator's Documents
(=] Documents =2

el
Compuker

W My Metwork.
J Places

File: name: IPrasentatmnl =

Satve as Lype: IPowerPolnt Presentation j

Tools 'l Cancel |
P

Tel: 0207 987 3777

www.microsofttraining.net
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Unit 2 Practice Activity

1. Create a new blank presentation.

2. Ensure the first slide is in “Title Slide” layout, add title text “Outlander Spices” with a
subtitle of your name.

3. Insert new slides by reusing the file Presentation.pptx — slides 2 and 3.
4. Save the presentation as My practice presentation.

o

Insert another new slide by reusing the file Progress Report.pptx — slides 5, as the
final slide of your presentation.

Update the file.
Switch to Slide Sorter view.
Move slide 3 before slide 2.

© 0o N o

Update and close the presentation.

www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft certified
trainers.

= i Online support forum and knowledge base
i

Tel: 0207 987 3777 www.microsofttraining.net
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Unit 3: Formatting and Proofing

In this section you will learn how to:

Formatting

Bullets and Numbering
Alignment

Proofing

Tel: 0207 987 3777 www.microsofttraining.net
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Formatting
Font

Select text then select the formatting tools from the ———
HOME ribbon, or right click on your selection to bring | Calibri (Headings -~ 44 ~ | A" A7 || %]

up the toolbar. B 7 Uab 8 AU~ Aa-||A -
Font P I

Font Calibri (Heading: - Click the pull-down arrow to choose a new font.

Font size - Choose from a number of specified sizes, or
c!ick in the text box and enter your own desired
size.

Font larger A Incrementally increases font size.

Fond smaller A Incrementally decreases font size.

Clear formatting |2, | Removes any formatting applied to a font.

Bold B Makes text bold.

ltalic I Makes text italic.

Underline U Underlines text.

Strikethrough abe Draws a line threugh text.

Text shadow s Draws a shadow underneath the text.

Char:acter AV - Adjusts space between each character.

spacing

Change case Aa~ Make a selected block of text all upper or lower
case.

Font color A - Change the color of the font.

Tel: 0207 987 3777 www.microsofttraining.net




Microsoft Office PowerPoint 2010 Introduction 22

Paragraph

The Paragraph group on the Home ribbon displays the common paragraph commands
such as bullets and numbering, indenting, justification, line spacing, etc.

= === = = || == _:JT
= = = =| |22 = |
Paragraph ] |
Bullets =~ Inserts a bulleted list.
Numbered list i= - Inserts a numbered list.
Decrease indent level iE Decreases the indent of a paragraph by one tab
space.
Increase indent level = Increases the indent of a paragraph by one tab
space.
Line spacing |3=~| Specify the space between lines of text.
Text direction I Turn the text a degree of rotation.
Align text =~ Change how text is aligned in the text box.
Convert to SmartArt - Change a list of information into a SmartArt
diagram.
Left justify = Aligns text to the left margin.
Center = Centers text in the page.

Right justify Aligns text to the right margin.

Justify = Aligns text to the left and right margins, equally
spacing out text.
Columns |E=-| Split a text area into two or more columns.

Tel: 0207 987 3777 www.microsofttraining.net
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Bullets and Numbering

Items in a list may be highlighted with either bullets (i.e. small symbols or pictures) or
numbers (i.e. numbers or alphabets).

see
11
]

Adding Bullets/Numbers

Most content slide layouts are formatted with standard None
bullets. You may change the bullet style from the Home
ribbon.
= . a
Select the bullet icon =—__J and pick your choice from g
the bullet gallery;
b3 v
or b3 v
. i— - , , > v
Select the bullet icon 2= __]and pick your choice from
the number ga”ery := | Bullets and Mumbering...
Customizing Bullets and Numbers
Bullets and Mumbering

Bullets and numbers can be customized in
regards to size, style and color.

Bulleted | Mumbered

. := | Bullets and Numbering... MNone 2. 2) Il
C“Ck 5= Ll and MUumoering at the bottom 3 3) Hl

of the gallery to open the bullets and

numbering dialogue box. A a) a. i
B b) b. i
- ) Q. iii.
Size: 55 (%] %oftext Startat |1 %
Color
OK l [ Cancel
Removing Bullets and Numbers
=
Select your item list and click on the bullet / numbering icon Z—__*— | once to

remove the bullet/number.

Tel: 0207 987 3777 www.microsofttraining.net
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Alighment

Text can be aligned within a text box or placeholder. There are three standard
alignments (Left, Right and Centre) and other text arrangements including justification,
columns, and changing text direction.

Using Justification

—_— //
Justification aligns text to the left and
right, applying the right amount of =
space between words. Allgnment
Left Alignment Justification
Justification is considered a Justification is considered a
happy medium between happy medium between
alignments. Justify will give a alignments. Justify will give a
clean and even look to the clean and even look to the
text. It aligns text to the left text. It aligns text to the left
and right, applying the right and right, applying the right
amount of space between amount of space between
words. words.
Using Columns .
EE|
Using columns will give the presentation a newsletter appeal, and
decrease the amount of slides you would have to use. =| | Qne Column
Highlight the text, from the Column icon, select the number of R

columns required. Click on More Columns to more options.

Three Columns

EE  More Columns...

Changing Text Direction

Using text direction will let you rotate text 270°, 90°, or Stacked
(which is vertical). Click on More Options (at the bottom) to opens ||| sgc | norizonta
the Format Text Effects dialogue box.

28V

Rotate all text 90°

ABC

Rotate all text 270°

[l b g

Stacked

Ilt More options...

Tel: 0207 987 3777 www.microsofttraining.net
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Proofing

Proofing tools can be found in the Review
ribbon. You can also use a thesaurus, and

research information.

Spell Check

25

RllA9- 0|+

——
| —

Spelling Research

Insert Design Trans

G &

Translate Language

- -

Proofing Language

Although you shouldn’t rely on the spell check to correct all of your typing errors, it does

help with difficult spellings and some typos.

When PowerPoint doesn’t recognize a word
it suggests several that are close in spelling.

Using AutoCorrect

w
The AutoCorrect E feature fixes

capitalization and spelling or typing
errors that occur as you type any type
of text except for WordArt.

AutoCorrect options are available in
the application settings under Spelling
and AutoCorrection.

To display the AutoCorrect, File
Ribbon, Options (near the bottom).
The Options dialog appears, Select the
Proofing category (left side).
AutoCorrect Options is at top on right
hand side.

Tel: 0207 987 3777

Spelling 22X
Mot in Dictionary; | by
Change ko: hay [ Ignore ] [ Ignore Al ]
Suggestians: ~
hue [ Change ] [ Change Al ]
hub
hug b [ add ] [ Suggest ]
[ AutoCorrect ] [ Close ]

AutoCorrect: English (U.S.})

AutoCorrect | AutoFormat As You Type | Smart Tags

Show AutoCorrect Options buttons

Correct TWo IMitial Capitals

Capitalize first letker of sentences

Capitalize first letker of table cells

Capitalize names of days

Carrect accidental use af caPS LOCE key

Replace text as vou tvpe

Replace: with:

I

() [

|ir} & =

| (k) T

| abbout about »
Ok ] [ Cancel

www.microsofttraining.net
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Unit 3 Practice Activity

1. Open Outstanding issues.pptx.

no

Make the title bold, increase the Font Size to 60, and change the Font of the title to
another font type of your choice.

View the ruler, if necessary, and centre-align the text.

Check the spelling in the entire presentation.

If necessary, choose Help, show the Office Assistant.

Check the styles in the presentation.

Save the presentation as My outstanding issues and close the presentation.

© N o O bk~ W

Hide the Office Assistant, if necessary.

www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft certified
trainers.

Online support forum and knowledge base
EF \

Tel: 0207 987 3777 www.microsofttraining.net
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Unit 4: Using Drawing Tools

In this section you will learn how to:
= Insert Shapes

» The Drawing Tool Ribbon
= Customize Shapes

Tel: 0207 987 3777 www.microsofttraining.net
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Insert Shapes Insert

From the Insert Ribbon, you will find the | EE L)
Shapes Gallery in the illustration group. \ﬂ‘ HE L @ n “
Picture  Clip Photo |Shapes|SmartArt Chart
Art  Album~| -

Select one shape and drag over to the _| Recently Used Shapes

middle of slide. EsNEeE AL L2246 9 ™
ARG

Lines
S e e S e )

Rectangles
[ & [ G (& & & &

Basic Shapes
EOoOAMNITASCOOO®®E®G
CoOrhyorogado@a
DCe (<™ 0 1L ¥ -

| »

The Drawing Tools Ribbon
This ribbon only becomes available when the shape is selected. You may edit the

shape, change its size / colour / outline / shape effects, add text and apply WordArt
styles to the text.

Drrawing Tools

Format
CIEN B4 i eait shape - ; = Il 3 shape Fill -
OALLD g Abc Abc | abc | ||zl B2 Shape Outline =
A= ? h =
(5% vy Tl B Text Box —— ||=| O shape Effects ~
Insert Shapes Shape Styles F]

éTe:d Fill = 4 Ering to Front = & Align ~

) il leszem 2
A A ! b gTeﬂ Outline = || 24 Send to Back E Group
P = -
/ - 11.51 cm

| (&) TextEffects ~ || By Selection Pane S Rotate - || 2%
WordArt Styles F] Arrange Size F]

Tel: 0207 987 3777 www.microsofttraining.net
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Customize Shapes

When the shape is drawn, you may select the shape and
rotate it by dragging the green circle above the shape, while |
the yellow diamond is used for reshaping its outline. d

You may duplicate the shape by pressing CTRL + D.

After selecting a few shapes, you may group the selection as one object for further
formatting. Right click the selection will bring up the menu, choose GROUP. Simply
choose UNGROUP after editing
to separate the shapes.

Copy

Paste

Group b

& & B G L e

155
Bring to Front } By
o

Send to Back 4

Save as Picture..,

O
=

Size and Position...

Farmat Object. ..

& =

=

Tel: 0207 987 3777 www.microsofttraining.net
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Unit 4 Practice Activity

Create a new blank presentation with a blank slide layout.
Select the Horizontal Scroll AutoShape (from the Stars and Banners submenu).
Drag to draw the AutoShape on the slide.

Add Explosion 2 and 5-Point Star AutoShapes (from the Stars and Banners
submenu).

> w0~

5. Draw an Oval by using the Drawing toolbar.

6. Add text to Objects as shown in the example below. Wrap the text where ever
necessary.

7. Make the Web Initiatives text bold. Set the font size to 32.
8. Add different fill colours to the objects.

9. Resize objects wherever required.

10. Save the presentation as Web initiatives.

11.Close the presentation.

U Web initiatives T

Online support forum and knowledge base

EE www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft certified
trainers.

Tel: 0207 987 3777 www.microsofttraining.net
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Unit 5: Working with WordArt and ClipArt

In this section you will learn how to:

» Adding and Formatting WordArt
= Adding and Formatting ClipArt

Tel: 0207 987 3777 www.microsofttraining.net
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Adding and Formatting WordArt

Drawing Tools

Format
WordArt Styles can be found under Drawing TR
Tools Ribbon. | A A } = ETM Outline ~
‘ ' = Text Effects =
You may choose the colour style, text colour, WordArt st
text outline and text effects from the WordArt = e e e Shadow ¢
StY|eS Mo Transform —
Reflection »
Q abede =
s e O Follow Path slow '
| | N s ': > shij J-"_ _ Bevel 3
: i : Warp A\ 3-DRotation »
| - Nl - i e 4
o OO oo M ot S T SO i R -0 abcde ﬂ?& | abcde 3bcde «| A Transtorm  »
stop |

Adding and Formatting ClipArt

ClipArt can be added to any slide in PowerPoint. ClipArt ranges from clips and graphics
to movies and sound. All items can be found through the ClipArt task pane.

Insert and Formatting ClipArt

From the Insert ribbon, select ClipArt which opens the Clip Art ¥ X
CIipArt task pane. Search For:
horseback riding

Enter a keyword for the kind of ClipArt you want, press Go.
Click on the picture you wish to insert then customize the
ClipArt by right clicking to bring up the menu.

Search in:
All collections W

Results should be:

& ; &l media File types W
- A
i Cui
Cr &
& | Cooy
E | Paxle
I | Group 4
€4 | Bring to Front 4
& _-
2L | Send to Back J v
--------- = |_§| Crganize clips...
Save as Picture... Cn : ; ;
i ) Clip art on Office Online
.:IJ Sizz and Positior...

: -igJ Tips for finding clips
'!};{ Fuimal Clbjedl...

Tel: 0207 987 3777 www.microsofttraining.net
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Unit 5 Practice Activity

9.

© N O kw2

Create a new presentation starting with a blank slide.

Select a WordArt style of your choice.

Enter Keys to our success.

Resize the WordArt.

Move the WordArt to the centre of the slide.

Insert a new slide.

Select the Title, Content and Text layout.

Enter the title Keys to our success.

Insert clip art relating to Business as shown in the example below.

10.In the bulleted list, enter 5 bullets, as shown in the example below.

11.Compare your work to the example below.

12. Save the presentation as My success, then close the presentation.

Keys to our success

» Teamwork
Dedication
Innovation
Commitment
Loyalty

www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft certified

Online support forum and knowledge base
@ \

trainers.
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Unit 6: Using Tables and Charts

In this section you will learn how to:
=  Working with Table

=  Working with Chart
=  Working with SmartArt

Tel: 0207 987 3777 www.microsofttraining.net
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Working with Table EEES
Insert a Table e
To create simple tables, use the Insert Table command S illatie
on the Insert ribbon. I I I [
LO0O0000
Inserting a basic table is easy, just open the slide you HEEEEEE
want to add the table to and click the table command. CICDOE ]
Hover over the size of table you want (like the 3x5 table HEREEEE
below) and then click the bottom-right corner of the table | [ ][ ][ W] 1CICC]
to insert it. LI IO
N [
j Insert Table...
j Draw Table
_E| Excel Spreadsheet

Format a Table

When you select the table, Design Ribbon will switch on under Table Tools.

Table Tools

Design Layout

[¥] Header Row  [#] First Column &/ év _— |:§/¢1 |:\ﬁ
[C] Total Row | & - 1pt -l

[ Last Column
Cluick Draw Eraser
Styles = & Pen Color = Taple

WaordArt Styles =

-

"1'_: Banded Rows || Banded Columns
Table Style Options

Draw Borders

—= =1 .| & shading -

H---- BH-—--- =R ==i== Ml i Borders *
~ el | e SisE ==== HE i
e e —_— — o= e S Effects ~
Table Styles
You can apply different Table o —— B
Designs as well as WordArt Styles — e
onto the text.
Tables
g Lease Phone Internet Sgsglciis Utilities
=
&
»
=
]
=
[=}
p=

Tel: 0207 987 3777 www.microsofttraining.net
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You may also manipulate with the table structure by using the tools in Layout Ribbon of

Table Tools. Again, it is only available if you select the table.

Table Tools
Design Layout
| | #5 H BT =R B2 ot
{ | }( f { | ;l_d Height: [1.55cm o ;:E Distribute Rows
Select [ View Delete | Insert Insert Insert Insert Merge Split j Width: 4.2 cm = ‘jj Distribute Columns
x Gridlinges x Above Below Left Right Cells  Cells
Table Rows & Columns Merge Cell Size
== I IA |_' &) Height: (9.54 em 2 ||| £ Bring to Front = |2 Align ~
H ' o1 Width: (2286 em 3 ||| B Send to Back = [#] Group
=5 = | Tex Cell || = . _ - )
Direction ~ Margins = || [l Lock Aspect Ratio Q’i} Selection Pane
Alignment Table Size Arrange

Changing the Shade of a Fill

Most fills used for tables are solid or gradient fills, but other shades ® = & =&&
can also be used. A shape is the actual cell of the table, therefore I i
when applying fills the entire table (or particular cells) must be I
selec'[eg.py ) P AEEHERREE
Standard Colors
, o . L EEEEN
Under the Shape Fill command, you will find all of the gradient, No Fil
texture, and picture options for table backgrounds. More Fill Colors...
“  Gradient k
H Texture 3
&y Table Background r
Applying Borders Table Tools
Design Layout
Select cells or the whole table then choose one of the
& shading -

border style from the Borders Gallery.

¥ ShapeFill & | - ~

Theme Colors

B-:urdersj]

, A~
2

Seaial

Mo Border

All Borders

Cutside Borders
Inside Borders

Top Border

Eottom Border

Left Border

Right Barder

Inside Horizontal Border
Inside Yertical Border
Diagonal Down Border

Diagonal Up Border

Tel: 0207 987 3777
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Working with Charts

37

PowerPoint 2010 gives you the ability to create your own graph or insert a graph from a

file.

Creating and Linking Worksheet Charts and Graphs

To create a chart or graph, click

. Insert Chart z
Insert ribbon = Chart = choose a = - SO =~
emplates { r 10 - [ 3
chart type. 2| (Q) @] @3] QY @) €=
|ﬁ Line Bar — — — — — — —
e =2 E 2R B E
Sl | = 1= MR =AY =A)="1j=1}[=N
i e [l ] Bl =] ]
XY (Scatter) | | | |Lji |LT: | | 2
I_ﬁiﬁ_ Stock - W
@@ Surface F!_
@ Doughnut I_—
%  Bubble Area - : .
=L EEL
d| |VN| ) [P | ) | 2
[Manage'remplates... ] [ Set az Default Chart ] [ 0K ] [ Cancel
It then opens an Excel worksheet I@ R =T+ Chart in Microsoft Office PowerPaint - Micr
Whel’e yOU can enter yOUI’ Chal’t S : Home Insert Page Layout Farmulas Data Review View
information. = X ||| calibri -ln ||| ==|5 ||cenera - |E|
‘j% B I U-||AL||EEEEE|TE-% ||
Paste = Styles
- TS A |£E =|| 3| | aRe| i
Clipboard ™ Font ] Alignment 7] Mumber
B12 - £ |
A lemmad ¢ | D E | r ]
Ea Seriesl | Series2 |Series3
2 |Category 1 4.3 2.4 2
3 |Category 2 2.5 4.4 2
4 |Category 3 2.5 1.8 3
5 |Category 4 4.5 2.8 =]
6|
L
8 To resize chart data range, drag lower right corner of range.

Tel: 0207 987 3777
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Chart Tools Ribbon

You will see that PowerPoint has specific ribbons for the creation of charts. The Chart
Tools Ribbon has three sub-ribbons: Design, Layout and Format.

Design Ribbon

Chart Tools

Design Layout Format

Change  Save As Switch Select Edit Refresh E | -[li—l]_i- == | (=]

Chart Type Template || Row/Column Data  Data Data = —— ——— |
Type Data Chart Layouts
‘hxi ( : | ‘ i ‘ ‘ | ‘ . ‘ | E
Chart Styles

Layout Ribbon

Chart Tools

Design Layout Format

& Picture Shapes Text Chart Axis Legend Data Data
& Reset to Match Style = Box || Titlew Titles +  Labels~ Table~
Current Selection Insert Labels

|

Axes Gridlines Plot Chart Chart 3-D Trendline Lines Up/Down  Error
T ki Area Wall~ Floor ~ Rotation Bars Bars
Axes Background Analysis

Format Ribbon

Chart Toals

Design Layout Format

|wals

% Format Selection [Abc

&% Shape Fill -

=) B e
L J =

= || & Shape Effedts ~
Shape Styles P

&4 Reset to Match Style

Current Selection

2L "4 Bring to Front = |2 Align ~

_-_( 24 Send to Back EGr-:uup

IZII-L|}SEIEt:ti.:|n Pane D Rotate

WordArt Styles IE] Arrange Size IE]

sl =
& 1219 cm

-

2288 |
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Legends and Labels

When working with charts, a legend will automatically be created for you. However, you
are not required to use that particular legend. You can change the legend using the
Legend, Data Labels, and Axis Titles options of the Chart Tools - Layout ribbon. Each
function provides standard and advanced legend and label options.

Legends are the column headings you use in the Excel worksheet, and can be hidden
or customized using the Legends and Labels command on the Layout ribbon.

Data labels are the subject titles used in the chart and can be hidden or customized
using the Legends and Labels command on the Options ribbon.

Axis Labels are the labels applied to the X and Y axes.

Legend

/

OJanvary OFebrsary @ March

Axis Label

Office Sullples Write Off's

Data Labels
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Working with SmartArt

SmartArt is a new type of organization chart. Organization charts are different from a
regular chart/graph because they show a hierarchal relationship. They can be used to
display the chain of command at a corporation or the line of descent in a family tree.

Creating SmartArt

PowerPoint 2010 provides users with various styles of SmartArt so that you can decide
which one will work best with your presentation and data. There are seven types of
SmartArt available to choose from.

The first step in creating SmartArt is clicking Insert. Then, click SmartArt and choose
your graphic type and click OK:

Choose a SmartArt Graphic

¥

l Hierarchy

[

= |t DIE = BN :
@
é a e BN
3% Process N N EEEF:IF — mg ﬁ (
S/ :

Cycle L

as o — ﬁ} Py
Fcarchy "= =mgE 505 = =
Relationship

| - .:«- =
Relationship

Lo
bl

@B B

Matrix
Horizontal Hierarchy
Pyramid ey

{ol
R - [ - H Use to show hierarchical relationships
= bt #&) progressing horizontally. Works well for
| dedsion frees,

h

K ] [ Cancel
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SmartArt Tools

The SmartArt tools ribbons provide commands to design and format each elements of
the SmartArt.

Design Ribbon

SmartArt Tools

Design Format

3 Add Bullet A Promote Q0 i
a:j‘ 2 Rightto Left | & Demote maa| 5T aaa ,C;"‘_’ [ B N B eSEESN § N O R é:sij
Sh_.apev Layout ] Text Pane i C-Jla:rgi = Graphic
Create Graphic ‘ Layouts Smartart Styles | Reset |
Layouts Choose a layout style to apply to your graphic. The basic

structure will be kept the same, though the diagram will look
like different physical effects have been applied.

SmartArt Styles Choose a different look and feel as well as color scheme.

Reset Returns your SmartArt to the default style when the diagram
was first inserted.

Format Ribbon

SmartArt Tools

Design Format

2 [y Change Shape ~ S shape Fill - A Text Fill » gl (=
C b Larger ~| I Shape Qutline ~ A A | £ Text Outline - S -
50 i smaller H 7 @ Shape Effects - B & Tetemeas - || o[
Shapes Shape Styles E} WordArt Styles (F]
Shapes You can physically edit the shape of each SmartArt shape

with these commands.

Resizing Diagrams

Once you have decided on the look of the SmartArt you want to use, you can modify the
size of the chart as a whole. In order to resize . .
your chart you must first select the chart by ’

clicking the border surrounding the entire

graphic. Then, you must click and drag the

outside border of the chart to the new size. m‘ m; m
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Unit 6 Practice Activity

© N o kDb~

9.

Create a new blank presentation with a Title and Table layout slide.
Type Sales (in Pounds) in the title placeholder.

Add a 5-column by 4-row table to the slide.

Complete the table, as shown in Example 1 below.

Add another slide containing a title and a chart.

Replace the row headings with text in the first column in the table.
Replace all values in the datasheet with the values in the table cells.
Add another slide containing an organisational chart

Create levels and add text, as shown in Example 2 on the next page.

10. Change the colour of all boxes to yellow.

11. Compare your chart to Example 2 on the next page.

12.Run the presentation.

13. Save the presentation as My sales and close it.

Sales (in Pounds)
1stQtr  [2rdQtr  [39Qtr  |4thstQtr
Cumin 30 45 45 30
Thyme |50 80 80 60
Oregano |85 60 60 75
Example 1

Tel: 0207 987 3777

www.microsofttraining.net




Microsoft Office PowerPoint 2010 Introduction

The Project Team

Kathy Sinclair
President

[ |
1 1
Ann Salinski Jack Thomas
VP Financial Services VP Sales
I

1
Susan Gianni
Business consultant

1
Solena Hernandez
Market Analysis

1
Aileen MacElvoy
Marketing Manager

Ron Timmons
Senior Buyer

Example 2

Online support forum and knowledge base
www.microsofttraining.net/forum

Visit our forum to have your questions answered by o
trainers.

Tel: 0207 987 3777

ur Microsoft certified

www.microsofttraining.net
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Unit 7: Enhancing Presentations

In this section you will learn how to:

Using Templates

The Design Ribbon

The Animations Ribbon
Introduction to Slide Masters
Using Masters

Tel: 0207 987 3777 www.microsofttraining.net




Microsoft Office PowerPoint 2010 Introduction 45

Using Templates

Templates are files that are ready to use, you just need to add the information and
change the template to suit your needs.

Opening a Template

When you click File Ribbon = New, you will see the New Presentation dialogue box
appear. There are two categories to choose from; Recent, Sample and My Templates
(ones that were installed when Office was installed) and those that are available from
Office Online. When you have selected a file to use, click Create:

B 2 | Presentationl - Microsoft PowerPoint oW R
Home Insert Design Transitions Animations Slide Show Review View @
Il save .
Available Templates and Themes Blank presentation
B save s
5 open it Home
J Close
Info L i e
N L Ul LA
Recent Blank Recent Sample Themes Iy templates  Mew from
presentation templates templates existing
D Office.com Templates Search Office.com for templates iy
Print
9.
= e W
Save & Send } i‘ —|l| . 0.6 j
Agendas Aoward Calendars Content Design slides Diagrams
Help certificates slides Create
] Options
J m N —
Exit L]
B = } — i
Envelopes Flyers Forms Greeting Invitations Invoices

cards

If you select a file from the Microsoft Office Online category, you must wait for the
template to download first. (We will explore this in a moment.) Most of the templates
are under a megabyte in size, so this process won'’t take long.
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Using a Template
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Once a template is open in front of you, you can begin to use it as you would any file

that was created from scratch:

Do) "9 -0
]

Home
=
aF
aste
-

Clipboard [ |

Insert Design

5= Layout -
o Reset

New
slide = 4 Delete |
Slides |

Animations

B I U abe 8

Slide Show

Presentation2 - Microsoft PowerPoint

Review View

Add-Ins

L

| shapes Arrange ©

Paragraph I‘ Drawing

34 Find

2ac Replace ~
|‘ b Select |
| Editing |

Slides ™ Outline™,

| TexT. sRapHI R PICTLRES

INTRODUCING POWERPOINT

Atour of new features

[ [

“n 4

Click to add notes

-

Slide1 of 18 “IntroducingPowerPoint2007"

EEE

6486 {=———

(e

You can change fonts, move objects, apply new slide styles and transition effects, etc.
When you want to save changes, clicking Save will open the Save As dialogue box.
Enter a location and name for the file and click OK to save it.

Downloading Templates

PowerPoint 2010 templates have the file extension *.potx, you can also use any
template file that was created with Office 97-2003 (*.pot).

To download a template from Office Online, click Office Menu - New and then choose
a category under the Office Online heading.

Tel: 0207 987 3777
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Creating a Template

47

If you want to create a template for your own use, or use an existing template and
modify to suit your needs, simply click Office Menu > Save As.

When the Save As dialogue box appears, click the combo box beside Save as type and

select PowerPoint Template from the list:

Save As

%]

Save in: | (5 Templates

v @ @I X=E-

B | Document Themes
‘_'\25 | Smartart Graphics
IMy Recent @200? calendar. potx
DRELEE @Back—tn-schnnl presentation. pat:
7 @Presentatinn far report on country . pats:
|. @Prnject overview presentation. pokx

Deskkop

¥

My Docurnents

My Computer

My Network
Places

File: mame: January 2007, pokx

A\

Save asLYPE! | powerPaint Template (* pati)

PowerPaint Presentation (*.ppkx)

PowerPoint Macro-Enabled Presentation (*.pptm)
PowerPaint 97-2003 Presentation {*.ppt)
PDF (*.pdf)

[«\

PowerPoint Template (*.pobx

Give the template a name and the next time you want to use it, you can choose it from

the list of available installed templates:

=

Mew Presentation

-

My Templates |

@200? calendar . potx
@Back—ta-schuul presentation. pot
@Back—ta-schuul presentation. potx
@Classraam expectations, pok
@Emplwee efficiency award.pot
Food pyramid presentation.pot
@Lightning strike image slide. pot
k;l_.JMy Calendar ., pokx
@Presentatian for report on country, pots:
@Praject overyiew presentation,pokx
@Praject skatus repart,pok
@Sales training presentation, pok
@Training presentation, pok

REE

Preview

January 2007

0K

l l Cancel
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The Design Ribbon

48

The Design ribbon is all about themes and styles; the overall look of the slides. In this
lesson we will look at the various designing options available to you through the Design

ribbon.
Design
. = ( Coloig 4 Background Styles -
i Llh Il Aa Aa As—o, | Aa e - o ey i 2,
Page Slide EmEm mmsmns | [CECEEEEN | see mEEm N g Hide Background Graphics
setup Orientation = b o i Effects' . ?
Page Setup Themes Background (F]
Themes

Slide themes are built-in designs for presentations. Colors, fonts, effects, background
color and graphics are already created in attractive color schemes to fit nearly every
presentation. For the individuals who enjoy taking risks, each theme can be altered

using the Colors, Fonts, and Effects commands:

i nf_nlnrs =
Aa Aa A‘E‘l """" Aa v Fu:unts*
‘ EEEEE EEEEE EEEE L] ] --E ik = Effects =
Themes
Background

You can change the background effects of a slide
using the Background Styles command. Just click
the command and choose from an existing
background for the slide. Applying a custom
background is done by clicking Background
Styles. The Hide background graphics is useful
when you want to use the color scheme of a
theme, but not the background graphics of that
theme:

<34 Background Styles -

Hide Background Graphics

Background 'T-|

The Option button in this chunk will open the
Format Background dialogue box, Fill tab. Choose
your fill type, color, and transparency (we will
explore more of these options later):

Tel: 0207 987 3777

Format Background

il |

Picture

Fill

® solid fil

O Gradient fil

() Picture or texture fil

[] Hide background araphics

Transparency: J
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The Animations Ribbon

When you reach the Intermediate and Advanced levels of PowerPoint, you will start
working with animations. Animations are effects that happen when one slide changes to
the next.

Home Insert Design Transitions Animations 5Slide Show Review View Format =] e
o L . Egﬂ Animation Pane b Start ~  Reorder Animation

_ X w . x w o[- - # D Duratior S
P‘e'i'e‘"-' Mone Appear Fade Fly In FloatIn | o "—'.mn:.:t?-:m' . S B Delay -
Preview Animation Advanced Animation Timing
Preview
Preview serves a useful and simple purpose — to show you what your *P
animated slideshow will look like! Just click the Preview command to see, -
from a black screen, how your slide will appear during your actual Preview
presentation. e

Slide Transition

Aside from the Animation schemes, you can also apply entrance effects to slides as a
whole using Transition to This Slide command UNIT. PowerPoint has created a diverse
gallery of slide transitions and offers tools for you to run an automated presentation.
These tools consist of transition speed, sound, and timing options.

The last two commands on the right provide you with timing options one slide is to go to
the other. Slides can go from one to the other automatically after (timing), or by a mouse
click.

)
Home Insert Design Transitions Animations Slide Show Review View (] g
™ — 1 T ] #y Sound: [Mo Sound = Advance Slide
Igl ) ] - @I F A = =]
:l ] 5 i L ¥ = O Duration: 01.00 2 On Mouse Click
Praview " 5 . P y —| Effect =
MNone Cut Fade Push Wipe split Reveal o 53 Apply To Al [ after: |00:0000 *

Preview Transition to This Slide Timing

After you have applied an animation to a slide, you will see a small star appear beside

the slide number in the Slide Pane:
+
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Headers and Footers

You can apply headers and footers to your presentation. These can be applied to the
slide show or the handouts.

Add Header or Footer

To add either Header and/or Footer click the Insert Ribbon, Header & Footer Button

Insert Design Transitions Animations Slide Show Review View

S IR I X ED P

lip  Screenshot Photo Shapes Smartart Chart Hyperlink Action Text Header Wt
it < Album - =~ Box & Footer

Images Illustrations Links

The following dialog appears:

Slide | Notes and Handouts |
rInclude on slide
I pa e
% lipdate automatically Lplyl
Jojozizott =l canvel |
Lamguage; Calendar type;
IEninsh (LKLY j IWestern j
£ Fixed Preview
Jotjozjzon
[ slide pumber
r Footer
|

e ——
@n-t show on titIes_Iid)

Select from the tabs across the top either Slide or Notes and Handouts

You can apply Dates (Fixed or Updated), Slide Number, or Footer text.
Note: If you do not want the Header/Footer on any Title Slides tick the checkbox at the
bottom (as indicated).

While setting the Header/Footer you can see on the small preview, bottom right of
dialog box, where things will appear.
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Introduction to Slide Masters

Master slides hold all design and layout elements of a presentation. Master slides
should be used when dealing with numerous slides in a publication. Using a master
slide will give you layout and design consistency. It will also cut down on editing time, as
you will only have to edit the master
slide, not each slide individually.
Usually one master slide will be
assigned to a publication; even when
the publication consists of 12 slides, it
will have one master slide. This does
not mean that additional master slides
cannot be added, in order to give the
publication diversity. Master slides can
be created, duplicated, converted,
modified, and used for Web
publications. In this lesson, we will
focus on types of masters, and viewing
slide, note and handout master
ribbons.

Types of Masters

There are three different types of Masters: Slide masters, Note masters and Handout
masters. Notes are created for the individual slides in the presentation, like handouts
both types can be handed out during a presentation for viewers to take notes. All three
masters can be viewed from the

: - H=
View Ribbon. Jn = fI=IRECH i :
Mormal| Slide Motes Slide Slide Handout Motes ‘
Sorter Page Show | Master Master Master
Presentation Views
Slide Master Notes Master Handout Master

| | 6/6/2006 | 6/6/2008

Click to edit Master text styles
| —Second level

|.

| * Third level
i ~ Fourth level
i

i

» Fifth level
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Using the Slide Master Ribbon

View this ribbon by clicking View - Slide Master. The Slide Master ribbon will have
commands you are already familiar with, as they are found on the main PowerPoint
Ribbons. The commands are centered on one ribbon to make editing easier:

Slide Master

J J 'J V| Title n Colots @ Background Styles ~ Li—‘_ll
"y Rename - F-:unts =
Insert Slide Insert || Maste Insert
Setup Ol'ientati-:n'! Master View

. | 7| Footers || Themes
Master Layout ‘= Presene |‘ Layout Placeholder = | = Effects' |

Hide Background Graphics | Page Slide | Close |
Edit Master | |

Master Layout ] Edit Theme | Background = | Page Setup | Close

Let’s go over the commands in each section of the ribbon:

Edit Master Use these commands to manage the master slides of your
presentation. Delete, rename, add new layout elements, and
more with these commands.

Master Layout Customize the elements included in your master slide by
adding new placeholders, as well as adding or removing title
and footer placeholders.

Edit Theme Customize the look of the master slide with these commands,
using themes, colors, fonts, and object effects you are already
used to using.

Background Add a background picture, texture, or gradient with the
Background Styles command. You can also hide the
background image which allows you to focus on managing the
content of the master.

Page Setup Adjust the margins and page orientation here.
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Create a Master Slide

Creating a Master slide can be creating masters from scratch, or simply changing an
existing one. Slide Masters have default layouts; when Inserting new slide masters
PowerPoint will insert the Master followed by the title page and the rest of the slides,
some contain content or other placeholders. Each has a set layout which you can
change using the Master Layout command, Insert Custom Layout command, and by
inserting specific placeholders on slides. Each slide in the Master view represents the
slide in normal view. For example, if you customize a title and content slide, that will be
the Master for the title and content slides you insert.

‘o g = = Presentation2 - Microsoft PowerPoint e
(a
—-/ Slide Master Home Insert Animations Review View Add-Ins @
[ = Colors ~ s
+ | V| Title P ] b
[ - Fonts ~
Insert Slide Insert st Insert 7| Footers || Themes Background|| Page Slide Close
| Master  Layout '+ || Placehalder - || - [o]effects - | - Setup Orientation - (| Master View |
Edit Master | Master Layout | Edit Theme | Page Setup | Clase |

-

lick to edit Master title style

: Clickto edit Master text styles
: Second level

= Third level

.:. * Fourthlevel

= * Fifthlevel

4

H“

| o

Slide Master | “IntroducingPowerPoint2007" ‘[_EIS_SE 56% L;)—@—'

When choosing Font styles, click the title placeholder on the Master and then choose
the style, the rest of the slides will follow. When creating masters from scratch, the world
is your oyster! This lesson shows you the basics of creating a Slide Master, but that
does not mean that your slide masters need to be basic. Utilize the Slide Master tools,
explore the Edit Master Ribbon and Drawing Tools contextual tab, you would be
amazed at the masters you can create.
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Using Masters

54

You can use and apply as many masters as you want for a single presentation, the key
is you must save the themes and preserve the masters. In this lesson we will discuss

how to apply Slide, Note, and Handout Masters.
Apply Master to a Slide

Once you have saved Master Themes, they will be
available for use on any future presentation. You can
also apply multiple masters to the same presentation.
In order to do this, save the first Master theme, and
then preserve the first Master.

Once this is done you can insert a New Master,
customize it, and save the second Master theme.

When returning to Normal view, click Add Slide and
both Master themes will be displayed, for you to apply
to the presentation.

Removing Masters

Removing Masters is fairly simple, open the Slide
Master view, click the Master you wish to remove, and
in the Edit Master group, click Delete. Deleting a
Master only deletes it from the presentation; it does not
delete the theme, so you will be able to find it for future
use.

Tel: 0207 987 3777

[gd Preserve

Er

Preserve

Preserve the selected master so
that it remains with the
presentation even if it is not used.

=]

Insert Slide
Master

E

Insert Mew Slide Master (Ctrl=M)

Add a new Slide Master to the
presentation.

i€ Press F1 for more help.

) Delete
[ Rename

52 Preserve

er

Delete Slide

Remove this slide from the
presentation.
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Unit 7 Practice Activity

© N o bk~ DD~

9.

Open Progress to date.pptx.
Apply a design template of your choice.
Change the font of the Master Title Area to Arial Black.

Change the font of the Master Object Area to Arial Narrow.

Change the first level bullet style.

Save the presentation as My progress to date.
Add a new slide master of your choice.

Apply the new slide master to all the slides

Add transition effects.

10. Rehearse the timings.

11. Add speaker notes to slides 2 and 3.

12.Update and close the presentation.

www.microsofttraining.net/forum

Online support forum and knowledge base

55

Visit our forum to have your questions answered by our Microsoft certified

trainers.

Tel: 0207 987 3777
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Unit 8: Delivering Presentations

In this section you will learn how to:

SlideShow Ribbon

Print Preview

Using the Print Preview Toolbar
Printing Your Presentation

Web Features

Tel: 0207 987 3777
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SlideShow Ribbon

The Slide Show ribbon is for more advanced PowerPoint users. It allows you to start
from different slides and create customs shows that link to two separate presentations
simultaneously. You can also run self-maintained presentations with your voice
narrating the entire piece and set up multiple monitors. Full usage of these commands
requires a greater understanding of PowerPoint itself, so we will cover only the basics of
these commands.

E Home Insert Design Transitions Animations Slide Show Review View
IER 1 1 B = [¥] Play Narrati (&1 Resolution: | Use Curre olution +
p) ® _p T ":_T > .:'irj L':L') [#] Play Narrations (=l Resolution: Use Current Resalution
L N F iy —; =p == kb :

E| Use Timings af =
From Fram Broadecast  Custom Set Up Hide | Rehearse Record Slide
Beginning Current Slide  Slide Show Slide Show~ | Slide Show Slide  Timings  Show~  [2] Show Media Controls | [T Use Presenter View
Start Slide Show SetUp Monitors
Start Slide Show
. == 8| =
The Start Slide Show group has three commands: E0Y g :-;
. . . . =gl —
From Beginning, From Current Slide and Custom Slide — —
. . . From From Custom
S_how. Custom Slide Show is where we create linked Beginning Current Slide | Slide Show =
slide shows. Start Slide Show |

To start the slide show, click the Slide Show view button on the bottom right of the
screen or select From Beginning from the Slide Show Ribbon.
B
1 00

The first slide in the presentation appears in full screen, and
will not proceed to the next slide until you choose to do so, or
set timings for automatic navigation.

Setup

The Setup group allows you to tions Animations Slide Show Review View

run automatic presentations by . . o Narrat

using the Setup Slide dialogue, gcs T EJJ K2 e

hide slides, rehearse timings, and - _ _ Use Timings

. . . Set Up Hide | Rehearse Record 5lide

include voice narrations. Slide Show Slide  Timings  Show~ Show Media Controls
set Up

For example, you can set up a

presentation to run unattended in a booth or kiosk at a trade show or convention. A self-
running presentation can restart when it's finished and also when it's been idle on a
manually advanced slide for longer than five minutes.

When you run a presentation, you want to ensure that each slide is displayed for an
appropriate amount of time. A slide that is displayed too long will quickly lose the
viewers’ interest and if it is too brief there may not be time to read it all. These problems
can be avoided by rehearsing slide timings.
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Print Preview

When you are delivering a presentation, you may want to have printed copies of the
slides to give to your audience. Previewing your presentation before you print handouts
is a good habit to develop. This gives you an opportunity to fix any errors you may find
and give the slides a final run-through. The Print Preview window has quite a few
options to help you make your printed presentation as appealing as the slide show.

Opening Print Preview

From the File Ribbon Select the Print Option.
The following dialog will appear where a Preview is shown on the right pane and options
on the left.

m Home Insert Design Transitions Animations slide Show Review View @
= save -
Print k!
B savess
~ pies: 1 =)
[E5F Open
[ Close

Info Printer

1@ Microsoft Office Document Im...

Recent 53 reaa s oo
Ready (AEESTT . o]
) P p— 9 eTL Introducing Best STL ot
ew
Settings
The UK's number 1 provider for Microsoft
.. Print All Slices Office training & censultancy and much Why choose us?
| - 7T
% Print entire presentation more
Save & Send
Slides: L4
«
Help E Full Page Slides = ¢
Print 1 slide per page : 5
] Options sl
—, Collated N
3 it B85 123 123 M
v
a
¢

ICE|E\ -

Edit Header & Footer [F et et

www.microsofttraining.net

&

1 lofdl 50% (=)— &

Select from Settings: Which slides you want to print, What type of Print out, such as
handouts or slides. Collated or printed in colour.

Specify the number of copies required from the top, and which printer you want to send
to.

When all settings are completed, Click the Print Button as indicated above.
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Using the Print What Option

As stated above the Print What menu displays all the
possible handouts and notes pages you can print off.
Print Preview will let you view each one before
printing. Notes and handouts are great to use if your
presentation is a lecture where the viewers are
required to take notes.

Tel: 0207 987 3777
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Web Features

You may add hyperlinks to your presentation; email the file to a colleague and save the
presentation as a Webpage.

Hyperlinks

Selecting a string of text or a picture, click Insert tab = Hyperlink. It brings up the
hyperlink dialogue box for customizing the destination.

Link to: Text bo display: |.0.genda | I ScreenTip... l
Lookin: | () PowerPoink 2007 Files v
Existing File ar 3
‘Web Page k=] Expansion project.ppkx 5 - o
= et Hyperlink Screeni
| ig'ige”t kel Inwestors.pptx yp P
OlCer &<l Outlander Spices.pptx ScreenTip bext:
Flace in This E_] Outhtanding issues. PR | | Click here For HomePage| |
k| P PRk
DE i E;,zw;id ﬂj] . ormanlce DR Mote: Custom ScreenTips are supported in Microsoft® Internet
d __] Fresentation. pptx Exploren® version 4 of laker,
Hﬂ] Products.pptx
Create Mew Recent H:i] Progress report.pptx [ OK l ’ Cancel ]
Document Files h:i] Progress ko date. ppkx
h_!l] Project phase one.ppkx bl |
Address: |http:,I',I'www.outlanderspices.com A |
E-mail Address
’ K ] ’ Cancel

Email Presentation

Select the File Ribbon - Save and Send - Send using Email, then type in the
recipient’s email address.

Saving a presentation as Webpage

Select the File Ribbon - Save and Send - Save for Web - You will require a web
account so the file can be uploaded for sharing with others who can view the
presentation through any web browser.
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Unit 8 Practice Activity

Open Products.pptx.
Run the presentation.
Print the presentation (if you’re connected to a printer).
Switch to Normal view

o &~ 0~

In Products.pptx, add a hyperlink to the text:
Click here to learn more about us.

Link it to a web address.
6. Click the Hyperlink to load the Web page.
7. Close Internet Explorer (or other browser you use).
8. Close PowerPoint without saving the changes.

Visit our forum to have your questions answered by our Microsoft certified

Online support forum and knowledge base
= \ www.microsofttraining.net/forum
trainers.
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