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Unit 1: PowerPoint Basics

In this section you will learn how to:

Open Microsoft PowerPoint Presentation
» Interact with Microsoft PowerPoint

* The View Toolbar

» Using the Slides Tab

» Using the Outline View

» Closing the Presentation

» Closing PowerPoint

Opening Microsoft PowerPoint Presentation

Open a Presentation

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

Click on File Tab in the upper left corner of the screen, select Open to browse the files
collection, or

select one of the recent used presentation files.

PowerPoint 7T - 0O %X

Open

@ Recent Presentations Recent Presentations

,,,,, Qutlander Spices
Etl Computer Desktop = PowerPoint 2010 Introduction course files
ey

+ Add a Place s | Investors

Desktop = PowerPaint 2010 Introduction course files

" | Expansion project
Desktop = PowerPaint 2010 Intraduction course files

Account

Options Recover Unsaved Presentations
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Interacting with PowerPoint

Window Control Buttons -
help, ribbon display options,

Microsoft Office Button Quick Access Toolbar PowerPoint Title Bar minimise, maximise & close
7 IS 3@ = Prasentationll - PowerPoint ? E - 0 X
Ribbon _ HOME INSERT DESIGN TRANSITIONS ANIMATIONS SUIDE SHOW REVIEW VIEW Signin
) ey ¥ _ . 0 v e Find
all commands for PowerPoint [ M R : O . 3 .
— | Pasic New B I UGS AV . . . pes Amange. Quick Yac Replace
¥ gliger Eecion=  © ° T ' . Sndese G B Select«
Chpboard f Shides Font Paragraph Drawing Editing ~
3|'d P 1 16 14 12 10 L] 6 4 F § o 4 6 8 10 12 14 16
ide Pane -
shows small image
H Slide View
- ‘_

Click to add title

Click to add subtitle

Click to add notes
supe1oF1  [2 E == 0 T -—p——+ 5% f
Notes - Zoom Slider-

Extra info for the presenter zoom in and out
of presentation

The View Toolbar

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

NormalView Reading View Fit Slide to Current

il il Window }

Slide Sorter View Slide Show View Zoom Slider

Default (Normal) view 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.
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Slide Sorter view E 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 E 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 . 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 Pane B o e o

i =
D €
aste New
- Slide~ [
Clipboard ] sl

in the presentation. .

The Slides tab vertically displays thumbnail-sized images of the slides -

Outlander Spices

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.

To view Outlines from the View ribbon and Presentations View group select Outline.

Closing PowerPoint — @

Click the X in the upper right corner of the PowerPoint screen
L Sign in
or press key combination ALT + F4 on your keyboard.

www.MicrosoftTraining.net 0207 987 3777 @@@ 5



Closing Presentation

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

keyboard.

Minimise Ribbon

You can minimise the Ribbon across the top of the screen by clicking the Ribbon

Display Options button in the top right of the screen.

[ ------ Auto-hide Ribbon
* Hide the Ribbon. Click at the top

of the application to show it.

F Show Tabs
Show Ribbon tabs only. Click a

tab to show the commands.

_ | Show Tabs and Commands

==—| Show Ribbon tabs and

commands all the time.

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:

OIEER

-

Microsoft PowerPoint Help (F1)

Click inside the Search box and type a search word or short phrase, and then press

Enter;

6 @@@ 0207 987 3777 www.MicrosoftTraining.net



After a moment of searching, you will see a list of relevant results listed. Click the title

of any result to be shown its contents.

- 0O % - B8 X

PowerPoint Help - | PowerPoint Help - -
5 8 A | Search online help el ® 23 = A | add movies el

Popular searches Video: Add a picture watermark =
b ; S Ind Video | See how to add a picture watermark behind text.

ortrait uperscript ndent But this time, instead of putting it on the slide master, L

Snap Columns Watermark we'll add it to the slide itself and then it copy to a... r

Speaker notes Handouts Background

Video: Align flow chart shapes and add connectors L4
Getting started Video | We're ready to add connectors to the flow chart
shapes we've laid out. The first step is to align the

shapes so the connectors will be straight.

What's @ n F‘t-.iiikr:-ﬁ'le ;‘!:"IIEMB Video: Work with a motion path
New _— - Video | In this movie, we'll focus on creating the motion
. path for an animation effect, so you can see how to work
See what's new Keyboard shortcuts ~ Get training with 3 path.
Basics and beyond Video: Combine a path with other effects

Video | A motion path can be especially powerful when

J* you combine it with another animation effect. In this
ﬁ @ -“_ I movie, we'll apply a Spin and other effects to our wheel
Y ani...

Learn PowerPoint Use PowerPoint Tips for tablets Video: Add bullets to text }
basics Web App Video | Format your text as bullets; change font size, line

spacing. and indentation: and change list formatting on
the slide master to change all of your slides at onc...

Video: Add headers and footers to slides i

About Online Help

With Online help, you can access templates and training sessions regarding any topic

by viewing content through your Internet connection.

= N PETETE 1 _—

- 0 %

itch
e Hows

PowerPoint Hel

Aa A Searcl\/ PowerPoint Help from Office.com

PowerPoint Help frem your computer
L
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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

Creating a New Presentation

Click on File Ribbon and Select New.

From the Screen displayed, Choose Blank Presentation.

Chatlaraier Speies - Porwtsosst

New
A

Saspppsied 1o b Bagmirus L T Charts el g s o ey LR Nyt Phofo albegmes

Takea (2

tour

Bl Whekousres B Posssi Pl
{Irganac — BAMDED
Dyt Barniend
You <can also «create a new workbook by using the

keys Ctrl + N.

shortcut
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Adding a New Slide

To add a new slide, just click the New Slide command

IME INSERT DESIGM TRAMSITIONS ANIMATIO

in the Home ribbon.

You may choose a specific slide layout as the list of 7~

choices descends from the New Slide button.

Title Slide Title and Content Section Header
113 Duplicate Selected Slides
I F.—l, Slides from Outline...
| 21 Reuse Slides...

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

Editing a Slide

Creating Text
Simply click inside a textbox /

placeholder then start typing. "W()Pl{illg with Tel o

n] Q

e e e = mmm s R e e e e e e e ]

Cutting, Copying and Pasting Text

Select text to edit then, from the HOME ribbon, click on the cut or copy
FILE H

button. Pasting text will place the item in a new desired location. =

[

Paste

-

Remember you can right-click selected text and click cut or copy, just
like you can with slides. The Ctrl + X, Ctrl + C, and Ctrl + V keyboard

Clipboard

shortcuts work the same as cut, copy, and paste, respectively.

Using the Format Painter

The Format Painter 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.

www.MicrosoftTraining.net 0207 987 3777 @@@ 9



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 . _ * *
y yp = Tle (Control.casgh flowt

placeholder. Both font size and line spacing will be = ©  AutoFit Text to Placeholder

adjusted until all the text fits (to a minimum font [©] stop Fitting Text to This Placeholder

} Split Text Between Two Slides

size of 8 points). You may see click ¥ to switch Continue on a New Shide
Change to Two Columns

on the options of the AutoFit to adjust text

=7 Control AutoCorrect Options...

appearance on the slide.

Clipboard

The Clipboard is the first group, or “chunk,” on the Home ‘Z:otm
ribbon. The Clipboard is associated with cut, copy, paste and = * s ( S
the Format Painter. Cut and copied items are stored in the o o

Clipboard, a UNIT of the computer's memory.

Click an Item to Paste

Clipboard empty.
Copy or cut to coliect items.

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 2013 program that is open:

Cutting, Copying and Pasting Slides

Select the slide in the Slide Pane and then click Cut to cut the slide completely

out of the presentation or Copy 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.

10 @@@ 0207 987 3777 www.MicrosoftTraining.net



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

in the Slide Pane. Outander Spices

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. L

2 u
. . . . Darformance -

» To cut something, highlight it and press Ctrl + X. p—
m X Cut ‘
» To copy, Ctrl + C. B Copy '
iD Paste Options: |

= And to paste, Ctrl + V.

Reusing Slides

You may reuse slides from existing files to save time in

Il

P @-
. . . FILE HOME INSERT DESIGN TRANSITIONS
duplicating slides. - ] Dt
PaE New ﬁRe:et
. . . . - ide~ O Section~
In the Home ribbon, click on New Slide > Reuse Slides cpboms | O TR
. 1 1
(last option) | me |
Title Slide Title and Content
Then in the Task Pane (right side of Window) > select
Browse File 2 choose the file and slides to be inserted. T Contat — Comparion
Slide Outline

W
Caption

Use the outline view to organise the text contentin each 1 ouander spi-~

TimesMi =24 -| pA° o7 &= 3=
. . . . . Perf
slide. As you right click on the selection of text, a list of Hr pn::;ance BIUS==A-«
. . — Lower than competitors
outline options appear. _ Provides butor
*+ Products
. . . - Quality . .
Promote raises the item level of a list. For a level one _ Brand g 10—
item, it will be promoted as a new slide. ~Tumover _ ,
3 - __::j » + Expand 4
. . ({+] USTI
Demote descends the item level of a list. e {5 Newide

+ Control inve
+ Provide qus [ Delete Slide
+ Price produ

Promote
« Control casl
Demote
4 Expansion Pr 4 MoveUp
3 w Move Down
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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
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
Save As

dialog will display.

L0 Computer [C3 Computer

Select a location and name. o sadarce
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Unit 3: Formatting and Proofing

In this section you will learn how to:

» Formatting
» Bullets and Numbering
= Alignment

» Proofing

Formatting

Font Times New Rom - [54 = A” A7 2
Select text then select the formatting tools from the g ; y g acav. aa. 4 -

HOME ribbon, or right click on your selection to bring up Font .
the toolbar.
Font Calibri Light (He - | Click the pull-down arrow to choose a new font.
Font size g0 - Choose from a number of specified sizes, or click in the

text box and enter your own desired size.

Font larger A Incrementally increases font size.
Fond smaller .ﬁ.' Incrementally decreases font size.
Clear formatting A Removes any formatting applied to a font.

Bold B Makes text bold.

www.MicrosoftTraining.net 0207 987 3777 @@@ 13



Italic I Makes text italic.

Underline 1] Underlines text.
Strikethrough abe Draws a line through text.
Text shadow S Draws a shadow underneath the text.
Character {-""'i-l'; - Adjusts space between each character.
spacing
Change case A3 - Make a selected block of text all upper or lower case.
Font color -Eh - Change the color of the font.
Paragraph

The Paragraph group on the Home ribbon displays the common paragraph

commands such as bullets and numbering, indenting, justification, line spacing, etc.

= 1= — Hﬂ Text Direction -
. - S - += -

(5] Align Text -
- PD Convert to SmartArt -

II]
1|
1l
|
|
4

Paragraph P
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Bullets

Numbered list

Decrease indent level

Increase indent level

Line spacing

Text direction

Align text

Convert to SmartArt

Left justify

Center

Right justify

Justify

Columns

www.MicrosoftTraining.net

W o—

1—
2=
3—
II{ -

0207 987 3777

Inserts a bulleted list.
Inserts a numbered list.

Decreases the indent of a paragraph by one

tab space.

Increases the indent of a paragraph by one

tab space.

Specify the space between lines of text.

Turn the text a degree of rotation.
Change how text is aligned in the text box.

Change a list of information into a SmartArt

diagram.

Aligns text to the left margin.
Centers text in the page.
Aligns text to the right margin.

Aligns text to the left and right margins,

equally spacing out text.

Split a text area into two or more columns.

o900 's



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).

Adding Bullets/Numbers

Most content slide layouts are formatted with standard

bullets. You may change the bullet style from the Home

[ “ﬁ Text Direction =

[T L. I

11
R

. N
ribbon. e
:— ] a &
. - T . . -,
Select the bullet icon *—  and pick your choice from . g N
the bullet gallery;
S v
> v
or > v
q — = Bullets and Numbering...
. 2_ i . .
Select the bullet icon *—  and pick your choice from
the number gallery.
Customizing Bullets and Numbers AT TR BX
Bullets and numbers can be customized in | euetd | umbered
regards to size, style and color. 1 1) I
None 2 [ = Il.
3. 3) Il
A al a. i
. = UlET: and umbering... B b:' b ”
Click = Mieematmeems at the bottom of the C o) c il
gallery to open the bullets and numbering || s= 55 5] %oftext sartat: 1 [
. Color
dialogue box.
OK ][ Cancel
Removing Bullets and Numbers
" — q—
F— v I— w
Select your item list and click on the bullet / numbering icon *— S once to

remove the bullet/number.
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Alignment

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.

Alignment

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

Using columns will give the presentation a newsletter appeal, and

decrease the amount of slides you would have to use.

Highlight the text, from the Column icon, select the number of

columns required. Click on More Columns to more options.

www.MicrosoftTraining.net 0207 987 3777
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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 the Format Text Effects dialogue box.

||£} Text Direction - N

ABC | | Horizontal

I -
Rotate all text 907
[}
g R I 210°
a totate all text 27
A
Stacked
C

I More Options...

Proofing

HOME  INSERT  DESIGN  TF
Proofing tools can be found in the Review .-

= Y e,
= d T
ribbon. You can also use a thesaurus, and \/ :)\ I::l &) A

. . Spelling Research Thesaurus = Translate Language
research information. - -

Proofing Language

Spell Check

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

does help with difficult spellings and some Ef:E1,

typOS. Mak in Dickionaty: | by |
Change to: hay I Ianore l [ Ignore Al ]
Suggestions: | IEV I
e hue 2 [ Change l [ Change All ]
hub
hug i [ &dd ] [ Suggest ]
When PowerPoint doesn’t recognize a word it [Buocoreet | [ o |

suggests several that are close in spelling.
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Using AutoCorrect

AutoCorrect: English (L1.5.)

[ =]
- AutotCorrect | AutoFormat s You Type | Smart Tags

The AutoCorrect feature fixes :
Show dutoCorrect Options butkons

capitalization and spelling or typing

Correct TWo INitial Capitals -
errors that occur as you type any type Capitalize first letter of sentences

Capitalize First letter of kable cells
of text except for WordArt. [#] Capitalize names of days

Correct accidental use of cAPS LOCE key
Replace text as you type

Replace: Witk
AutoCorrect options are available in | :
(] |~
the application settings under Spelling (r) ® -
l:tl'ﬂ:l TH
and AutoCorrection. _
abbout abouk ™|
To display the AutoCorrect, File Ribbon, o] [ cancel

Options (near the bottom).
The Options dialog appears, Select the Proofing category (left side).

AutoCorrect Options is at top on right hand side.

www.MicrosoftTraining.net 0207 987 3777 @@@ 19



Unit 4: Using Drawing Tools

In this section you will learn how to:
* Insert Shapes
= The Drawing Tool Ribbon

» Customize Shapes

Insert Shapes

From the Insert Ribbon, you will find the Shapes Gallery in the illustration group.

Select one shape and drag over to the middle of slide.

BN 8 €

Shapes SmartArt Chart  Appsfor  Hyperlink

M Office -

Recently Used Shapes *
BENNOOOAL LG
IR VANE S I ¢

Lines

SN TLL L NG G
Rectangles

N N N I i

Basic Shapes
EOAMNITAOOQOOE®®
@ocodir Ly ag
@ISISINIGIVE Yo N (@i
(J0 ) €3 -

20 @@@ 0207 987 3777
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The Drawing Tools Ribbon

@ H 9 0~ M Outlander Spices - PowerPaint
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW

VIEW

DRAWING TOOLS

FORMAT

A Text Fill - Bring Forward [& Align -

Ell318cm

OO O | Edit Shape - 22 Shape Fill - -
AT L L 5| B Tet Box - | [Z Shape Outline = A A A <! A Text Outline= "1 Send Backward Group
= -
= ;121,50 em
) = - :

[\ Text Effects~ 5[ Selection Pane  “k Rotate~  ®

% ALY 3% 5] @) Merge Shape

Insert Shapes Shape Styles [

= | ¥ Shape Effects -

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.

The Format Pane

WordArt Styles [F]

Arrange

Size

The Format Pane appears when contains more more formatting options than the

Drawing Tools Ribbon

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.

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.

www.MicrosoftTraining.net 0207 987 3777
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Copy

Paste Options:

L e

0 L
I Group
1, Bringto Front

o Send to Back

Save as Picture...

Format Object...

000

g Size and Position...

b I8 Group
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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

Adding and Formatting WordArt T w7

'jA" - £318em 2
/A - His Selection pan Mo Transform
T /A Shadow b abode

WordArt Styles can be found under Drawing Tools Ribbon.

8\ Reflection » | Follow Path

Warp

abede abcde abcde “bcde

You may choose the colour style, text colour, text outline and .
A0 T abcde abede 2453 437

text effects from the WordArt Styles. wq e

= e o

abcde abcae abede abcde

: abede abede ahede abede

O ——————— T ————————— O

| | abcde abede abcde abede H
| ' g
' &

T Ni

| |

| & = i |

.-J- i ] - o -j

O————— e _ e~ ~«

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.
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Insert Pictures

IJ Office.com Clip Art

Royalty-free photes and illustrations

Bing Image Search
Search the web

Sign in with your Microsoft account to insert photos and videos from Facebocek, Flickr, and other
sites.

Insert and Formatting ClipArt

From the Insert ribbon and Images group, select Online Pictures which opens the

Insert Pictures window.

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

Working with Table

Insert a Table

To create simple tables, use the Insert Table command on the Insert ribbon.

Exz IR P P

Table Pictures Online Screensho
- Pictures -

2x3 Table

I
I
I
I
I
o O
I
I

A Insert Table.
™ Draw Table

E['j Excel Spreadsheet

Inserting a basic table is easy, just open the slide you want to add the table to and
click the table command. Hover over the size of table you want (like the 2x3 table

below) and then click the bottom-right corner of the table to insert it.
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Format a Table

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

El E - L—(:)‘" T s Presentation5 - PowerPoint TABLE TOOLS
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DESIGN LAYOUT

| Header Row First Column [ ——N £ Shading AJ A - EI/. D
______________________________ i
Total Row Last Column E==== |===== ZSZSZ ZIZII ZE2=== ===== |7 iBordes - LA 1 M
______________________________ — Quick o - Draw  Eraser
| Banded Rows Eanded Columns 7| O Effects~ Styles~ (A ™ L2 Pen Color~ Table
Table Style Options Table Styles WordArt Styles Draw Borders

You can apply different Table Designs as well as WordArt Styles onto the text.

—

Tables

Lease Phone Internet

Office

Supplies Utilities

u
0
g
&
=
=
]
o
o
=

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.

m H ©<- & T s Presentation5 - PowerPoint TABLE TOOLS
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DESIGN LAYOUT

4 - < o T Ny < . B A
b E = € 3 E $ Height [103 cm - | B Distribute Rows H== mﬁ E £ Heighs [303em 2| Ty Bring Forward - [£ Align
s |) v Al . - . ; " P : o SiWidth: (2258 cm =| D Send Backward + 121 Group
elect iew elete nsert Insert Insert Insert Vlerge plit ?W\dthl 452 cm : EE' Distribute Columns El E[ El ext el o
- G - Above Below Left Right Cells Cells % Direction = Margins = Lock Aspect Ratio £ll; Selection Pane Rotate
Table Rows & Columns Merge Cell Size Alignment Table Size Arrange
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Changing the Shade of a Fill Dswaing” A, A-

Most fills used for tables are solid or gradient fills, but other shades | ™emecolers

H HNE [ § |
can also be used. A shape is the actual cell of the table, therefore when I e
1
applying fills the entire table (or particular cells) must be selected. O II"""
| Standard Colors L
[ B | EEEENE
Mo Fill
v More Fill Colors...
Under the Shape Fill command, you will find all of the gradient, ./ &edepeer
) Picture...
texture, and picture options for table backgrounds. @ Gradient ,
Texture 3
< Table Background »

Applying Borders

Select cells or the whole table then choose one of the border style from the Borders
Gallery.

i+ Mo Border

All Borders

H
' Clutside Borders

7| ki Top Border

i+ Bottom Border

[+  Left Border

Right Border

Diagenal Down Border

Diagenal Up Border
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Working with Charts

PowerPoint 2013 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 ribbon - Chart - choose a chart type.

Insert Chart (-5 |mEsa] |
All Charts

« e ([0 2R (B8 5 99 93 400

Column

Line Clustered Column
Pie
Bar

Area .
XY (Scatter) ’ I I I I
StCCk : Cata, 1 Camgasl Ca e 1 Calagws ©

Surface

Radar

EXBEESMe > E

Combao

QK ] [ Cancel

It then opens a window where you can enter your chart’s information.

i Eq
A B C D E F G H 1 -
1 Series1l Series2  Series3
2 |Category 1 4.3 2.4 2
3 |Category 2 2.5 4.4 2
4 Category 3 3.5 1.8 3
5 |Category 4 4.5 2.8 3,
&
7 -
[ 3
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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

BB H - &~ T s Presentation5 - PowerPaint CHART TODLS ? =

HOME INSERT DESIGM TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DESIGN FORMAT

]
| B (HE] e, | ' LT ] e o g - r/j' i I
Add Chart  Quick  Change h LR ] lin B e e = e Mot I el Select  Edit Change
Element~ Layout~ Colors - Data Data~ Chart Type
Chart Layouts Chart Styles Data Type

Format Ribbon

m H ©- - A Presentation5 - PowerPaint CHART TOOLS ? EH - 0O
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DESIGN FORMAT Sign i
- | [E Sty - - i ; v (B | e -
Chart Area B "y ! Shape Fill A_a‘ % .1 Bring Forward & £7[1209 cm -
%‘ Format Selection Oo O~ Abc Abc | Abc - ’-__' Shape Cutline - - O 5end Backward -
@ ALTL|= — = Quick ' g . S22 em 2
2] Reset to Match Style JAN T | & Shape Effects - Styles= (4~ ol Selection Pane eo¥ hd
Current Selection Insert Shapes Shape Styles m WordArt Styles Arrange Size ]

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 Add Chart Element options of the Chart Layout - Design ribbon - Chart Layouts
group -> Add Chart Element button. 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.
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Legend

Office Sullples Write Off's Utilities Internet

Data Labels

Six new chart types in Excel 2016

OJanuary OFebruary @March

Lee_ .l B

Phone Lease

In PowerPoint 2016, six new charts has been added with the same formatting

options that you are familiar with to help you create some of the most commonly

used data visualizations of financial or
hierarchal information or for revealing

statistical properties in your data.

When you go to Insert > Chart on the ribbon,
you'll now notice five new options: Box and
Whisker, Treemap, Sunburst, Histogram, (and
within Histogram options, Pareto),

and Waterfall.

Working with SmartArt

All Charts

™ Recent
Templates
Column

Waterfall

Pie Chart Title

Line

Bar
Area

XY (Scatter)

cH e EREEEEE

Stock
[ T

Surface

Radar

Treemap
Sunburst

Histogram

EFeRETBERESEMeRE

Box & Whisker

?

Waterfall

=]

Combo

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.
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Creating SmartArt

PowerPoint 2013 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
Al List EI
= 5| % mm — a
% Process _I___—T Q@ CH;] :—
'E:,'E‘ Cycle
- == = I
sk, Hierarchy — = _ E
L = [l
E Relationship
fg},‘l Matrix IEI_: == == ==k
é P i IEI_— B— a-
?’rmm' ” Basic Block List
Picture QQ @3@3 a-e-o- O @- Q- Use to show non-sequential or grouped
@ Office.com Q) = = — — — 1 blocks of information. Maximizes both
' harizontal and vertical display space for
S shapes.
H» PH g2
aeg OO0 E=5 .
[ ok || cance
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SmartArt Tools

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

of the SmartArt.

Design Ribbon

H ©- Ly~ s SMARTART TOOLS

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DESIGN FORMAT £

1] Add Shape ~ Promaote Move Up — b [T b =
Add Bullet Demaote Move Down Bl - e® -—_—| -—_—| _—— Nk )EI ‘-)%‘
HEE ELELEL (| Change N e e Reset Convert
EDTen‘tPane (-_)Rightto Left %La}mutv "1 Colors~ - 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 colour scheme.
Reset Returns your SmartArt to the default style when the

diagram was first inserted.

Format Ribbon

EH S- e~ - 3 SMARTART TOOLS
HOME IMSERT DESIGM TRANSITIONS AMIMATIONS SLIDE SHOW REVIEW VIEW DESIGN FORMAT
F&'Change Shape~ QShape Fill = A Text Fill - FJ ﬁ
¥4 Larger Abc ‘ Abc | |+ | ¥ Shape Outline - A A A | A Text Qutline ~ i
Edit — o Arrange  Size
in2-D @ Smaller 7| &F Shape Effects - T (8 Text Effects ~ - -
Shapes Shape Styles P WaordArt Styles [F1
Shapes You can physically edit the shape of each SmartArt shape

with these commands.
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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.
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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

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:
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Presentation3 - PowerPoint ? - 0O %X
Signin [

New

Search for online templates and themes 0

Suggested searches:  Business  Calendars  Charis and Diagrams  Education  Medical MNature Photo albums

Ta ke a @ SALES TRAINING
tour

Blank Presentation Welcome to PowerPoint Business sales training
presentation

Account

il

Organic BANDED

Options

lon Organic Banded

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

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:

EH - - = Presentationd - PowerPoint ? EH - O X
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Sign in
= Layout - s O i Find
D AR ] al
Reset . Zac Replace -
Paste New B I U § ab AV - Ag A Shapes Arrange Quick
Slide~ [ Section i - Styles [ Select~

Clipboard = Slides Font Paragraph Drawing Editing ~

- ST XRNRNE T RN - ARRRE [ XELRAE - EEEA AR TARLRIE CORARARr AL LR RA SR RA L SURARAR TARRREE - ERIRRE [ ARARE: - ARRLE T ARCRLE - -

SALES TRAINING

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 2013 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.
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Creating a Template
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

Savein: |5 Templates

1 | Document: Themes
g2 |2)Smartart Graphics
My Recent liet| 2007 calendar, patc
(DAL igJBack-to-schoo\ presentation. pokx
= Il_anasentation Far report an country, pokx
@Prnject overview presentation. pokx

1

Deskbop

\\.'

My Documents

=1
=5
My Computer
v
Iy Metwark
Places
File name: January 2007.pokx

Save a5 LYPE! | powerPaint Template (%, potx)

-
PowerPoint Presentation (*,ppkx)
PowerPaint Macra-Enabled Presentation (*.ppkm)
PawerPaint 97-2003 Presentation (*.ppt) B |
PDF (*,pdf)
¥PS Document (*,xps) |
PowerPoint Template %, pobx) i

Bl

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:
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= =

Mew Presentation

MMy Templates |

@200? calendar. paokx E | | E
@Back—tu—schml presentation. pat T
IIEJB.Elck—tcn-scIm:n:nl presentation. pokx
Eclassraam expectations, pok
@Employee efficiency award. pot
@Fmd pyramid presentation.pok
@Lightning skrike image slide, pat

IL_gJMy Calendar, pokx

IIﬂJF‘resentatinn for report on country . potx
IIl};_lJPn:ujecI: overview presentation, pokx
@Pruject skaktus report, pok

@Sales training presentation. pot
@Training presentation, pot

Prewview

The Design Ribbon

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.

FHS 0 - = Outlander Spices - PowerPoint 2 @ -

FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW
o H - ‘ Cmm . S Fomat

= s |- [ i
— | T Size - Background

-
Themes Variants Customize

-

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.

www.MicrosoftTraining.net 0207 987 3777 @@@ 37



A |

[l

Themes

Variants

Once you've chosen a theme you can then choose a variation of it. For the individuals
who enjoy taking risks, each theme/variation can be altered using the Colors, Fonts,

and Effects commands:

* S e
I

Variants

____ e —

G| [P
SEEEREEREE) |n
Ly L 1] ] | | | | .- ||
In Colars F
1
Im Fonts k
Effects 3

@ Background Styles k
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Background

You can choose from an existing background by selecting

Background Styles from the Variants group Format Background 7 %
O
Applying a custom background is done using the Format .
Background pane that opens when you select the Format ';::i::tﬁ”
Picture or texture fill
Background button in the ribbon. Simply choose the relevant Fill pattern il

Hide background graphics

option then take it from there.

Color 8y -

Transparency | 0%

Apply to All

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

BEH®S O = Outlander Spices - PowerPoint DRAWING TOOLS 7 @
FILE HOME INSERT DESIGN TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
* 7 Animation Pane Reorder Animation
Preview None Appear Fade Fly In Float In Split Wipe Shape = ’:‘d‘%
- —_— — L (Options - Anima tion =
Preview Animation Advanced Animation Timing

Preview serves a useful and simple purpose — to show you what your animated

slideshow will look like! Just click the Preview command to see, from a black -
Feview

-

screen, how your slide will appear during your actual presentation.

Preview

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
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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.

EAH S 0O s Outlander Spices - PowerPoint ? E
FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW
4, Sound: [Mo Sound]  ~| Advance Slide
L, ]
L] W =) © :
. [ ] - it @ Duration: 0200  >| [v] On Mouse Click
revien ;i - e
None Cut Fade Push Wipe Split Reveal  RandomBars  Shape Uncover  |= oot Appty To Al after: 000000 *

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:

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.

IMSERT DESIGM TRANSITIONS ANIMATIONS SUDE SHOW REVIEW VIEW

] L@ Online Pictures [ Shapes ~ ’ n
= ¥ 7

= ;4 Screenshot ~ ﬁ Smarthrt . ) _

tures = Apps for  Hyperlink Action  Comment  Text  Header
= Photo Album ~ ] Chart Office = Box & Footer
Images Illustrations Apps Links Comments Text

The following dialog appears:
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Header and Footer

Slide | Notes and Handouts

(-2 =)

Include on slide

|:| Date and time

9) Update automatically

Language

Fixed

07/02/2014
|:| Slide number
I:‘ Footer

| Don't show on title slide

English (United Kingdom)

Calendar type;

Gregorian

Preview

Apply ] [ApplytoAHl I Cancel

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

= Click to edit Master textstyles

- Second level

editing time, as you will only have to edit T

= Fourth evel
= Fithievel

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 Clide Handout Motes
handed out during a presentation for viewers to Master Master Master

take notes. All three masters can be viewed from
the View Ribbon.

Faster Views
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Slide Master Notes Master Handout Master

[e/zjaone | ! [sjej2008

« Click to ecit Master text styles
et

» Click to edit Master text styles

—Second level

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:

FILE SLIDE MASTER HOME INSERT TRANSITIONS ANIMATIONS REVIEW VIEW
— Delete . Colars = Background Styles -
| JTie | [Ag| EHCoon Gsadgroumndsy ] E3
- ’E:,Rename Fonts' Hide Background Graphics ]
Insert Slide Insert Master Insert 7| Footers ~ Themes _ Slide Close
Master  Layout Preserve Layout Placeholder - - Effects - Sizew  Master View
Edit Master Master Layout Edit Theme Background F] Size 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.
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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.

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.
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m H ©- Or&" H Outlander Spices - PowerPoint ?T H - 0O XI
SLIDE MASTER HOME IMSERT TRANSITIONS ANIMATIONS REVIEW VIEW Sign in

|\:, Delete — 7l Title I:lColorsv @Background Styles - ID B
) 'E:,Rename -u“ Fontsv Hide Background Graphics ]
Insert Slide  Insert Master Insert | Footers ~ Themes Slide Close
Master Layout ' PTESEVE | uaut Placeholder - - Effects ~ Sizew  Master View
Edit Master Master Layout Edit Theme Background [F] Size Close -
- 12 10 8 6 4 2 0 2 4 6 8 10 12 -

- Click to edit Master title style

Click-to-edit-Master-text sty

Second level
Third level
Fourth level
Fifth level

SUDE MASTER  [2

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.

Using Masters

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.
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Apply Master to a Slide

Once you have saved Master Themes, they will be p .0

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.

iter

R 3aa

Iiaster
Layout

IMaster Layout
Preserve

Preserve the selected master so that
it rernains with the presentation
even If it is not used.

(=] (5E] [E2]

i '?I: Rename
Insert Slide Insert = Maste
Master  Layout C# Preserve Layou

Edit Master
Insert New Slide Master (Ctrl+M)

Add a new Slide Master to the
presentation.

Delete
; Rename
Master
Freserve Layout
Master Layout
Delete Slide

Remove this slide from your
presentation.
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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

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.

3
m H ©- [ Outlander Spices - PowerPoint T EH - O %
HOME IMSERT DESIGM TRAMSITIONS AMIMATIONS SLIDE SHOW REVIEW VIEW Sign in
= o L i i | Play jons = -

,L:.:' .|¥r i EEI' Eﬁ;r 4] Hide Slide Play Narrations =7 [ Automatic -

F_" F_ p = ¢ Cust HSI'd SetU @RehearseTiming: | Use Timings

rom rom resent Custom Slide g i, . o
Beginning Current Slide  Online~  Show~ Slide Show @ Record Slide Show ~ [ Show Media Controls 4 Use Presenter View

Start Slide Show SetUp Monitors S

Start Slide Show
The Start Slide Show group has three commands: B L}I L’L&

Fram Fram Present Custom Slide

Beginning Current Slide  Online~  Show~
Start Slide Show

Al
faiv

From Beginning, From Current Slide and Custom
Slide Show. Custom Slide Show is where we create

linked slide shows.
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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. 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 run
. . . 4] Hide Slide +'| Play Marrations
EC ’
automatic presentations by using {CE I o o
. ‘G‘ [ Rehearse Timings ¥ Use Timings
. . . . Et p .
the Setup Slide dialogue, hide slides, =" " = 4 Record Slide Show ~ [/ Show Media Controls
rehearse timings, and include voice Set Up
narrations.

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.

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.
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Opening Print Preview
From the File Ribbon Select the Print Option.

Outlander Spices - PowerPoint T - 0O x
Sign in

\) Copies 1 % E

G e
D Ready

Printer Properties

Settings Outlander Spices
Print All Slides -

Print entire presentation

Full Page Slides
Print1 slide per page

Print One Sided
Only print on one side of th...

Collated
123 123 123

Color A

Edit Header & Footer P ofT b M% ——+——— + [

The following dialog will appear where a Preview is shown on the right pane and

options on the left.

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.

Using the Print What Option —
As stated above the Print What menu displays all the possible mum P

handouts and notes pages you can print off. Print Preview

will let you view each one before printing. Notes and ﬁ,
handouts are great to use if your presentation is a lecture —
——— F

where the viewers are required to take notes. e
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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.

Email Presentation 2]x|
Lirk ko Text to display: |Agenda
Select the File Ribbon = ﬁl Lockin: | () PowerPaint 2007 Files v
Existing File or
web Page hgl_] Expansion project, ppk: a 5
S d S d 9 S d Curent | (55 mvestors pptx Set Hyperlink Screenlip
ave an en en § Folder h;l_] Outlander Spices.pptx ScreenTip text:
. . . Flace in This k] outstanding issues.pptx | [cick here for HomePage|
LE: |
U Sl ng E m a | |, th e n type | n Rcelin=nt B_rpowsad :—] Perfarmance.pptx Mote: Custom ScreenTips are supported in Microsoft® [nkernet
ages | kef] Presentation pptx Exploter® version 4 or later,
.. , . i) i!l_] Products. ppkx
th e reCI p I e nt S e m a I I Creake Mew Recent Eﬂ Progress report,pptx ol Cancel ]
Document Files i!l_] Progress ko date.pptx
E<H] Project phase one.pptx b
a d d ress. _ﬂ Address: hikkp: v outlanderspices. com
E-mail 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.

E&OE

STL Training reserves the right to revise this publication and make changes from time

to time in its content without notice.
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