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SECTION 1: Advanced PowerPoint Features

In this section you will learn how to:
= Access PowerPoint options
= Personalize options
» Set proofing options
= Set Save options
= Use the Trust Center
= Use Add-ins
» Set Advanced options
= Use Resources options
= Present and link shows
» Edit, copy, and delete shows
= Set up a custom show
» Merge a presentation with another
= Copy a presentation to CD or folder
= Open a packaged presentation
» Deliver a presentation on a computer
= Download the PowerPoint Viewer
= Use the viewer
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Lesson 1.1: Setting PowerPoint Options

The PowerPoint options allow you to modify and customize PowerPoint. You can customize
your settings by simply checking or un-checking the designated box for each feature. The
options are located at the bottom of the Office Menu as shown below.

¥

d Ho9 U&7+ Prese
- o T
. |
Recent Documents
Hew
1 PowerPoint2007i PowerPointSlides.ppt =
~ i +al
[ Open 2 MNew PowerPoint Template.ppt
3 Skill Sharpener 1.3.pofx =
I | 4 Skill Sharpener 1.3, pptx 1=
Save
5 Safety Template.potx =
— 6 Lessonl.3.pph =
ﬁ Save As P
7 lesson 13.pptx 4=l
8 My Calendar.potx =
@ Fring * | @ saction 4 Case Study.pptx f=
= Lesson 4.4 complete.ppix =l
i
@ Prepare  F Lesson 4.4.pphx =
Lesson 4.5 complete. ppix 1=
= n
Send F Skill Sharpener 4.3.ppte =l
Lesson 4.3.pph {=
;-' Publish # Lesson 4.3a.pptx =l
Skill Sharpener 4.2.pptx =
= Close Lesson 4.2 complete.ppix f=
= ~|
= | =] PowerPoint Options | | X Exit PowerPaint | |
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Personalize Options

The Popular heading is the first option in the PowerPoint Options dialogue box. This section
allow you to check or uncheck options such as showing the Developer tab in the ribbon, show
feature descriptions in tooltips, and show MiniBars on selection. In the second section of
Popular you can specify your name, initials, and the language in which you want PowerPoint to

be presented:

-~

PowerPoint Options

Trust Center

Resources

I ular 3 : . i
[ ks ] :_‘@, Change the most popular options in PowerPoint.
Proofing
SEVE Top options for working with PowerPoint
Advanced Show Mini Toolbar on selection
Enable Live Preview '
Customize
SHstamEe |:| Show Developer tab in the Ribbon i)
Add-Ins Always use ClearType

Color scheme: 'Sih.rerE_V|
ScreenTip style: | Show feature descriptions in ScreenTips
Personalize your copy of Microsoft Office

User name: |John

Initials: 1

Choose the languages you want to use with Microsoft Office:

www.microsofttraining.net
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Proofing Options

The next option heading we will discuss is the Proofing options. Under proofing tools you will
find AutoCorrection settings; options which customize how PowerPoint will fix what it
determines to be common spelling and grammatical mistakes. The Proofing options also allow
you to access the Custom Dictionary link, and you can set the dictionary language for spell
check. In the last section of Proofing options you are able to check options such as Check
spelling as you type or Use contextual spelling.

-~

PowerPoint Options

Popular ABC| -
F &‘j Change how PowerPoint corrects and farmats your text.
—_—u
Proofing |
Save AutoCorrect options
Advanced Change how PowerPoint corrects and formats text as you type: | AutoCorrect Options...
Customize
When correcting spelling in Microsoft Office programs
Add-Ins

Ignare words in UPPERCASE

Trust Center Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

|:| Enforce accented uppercase in French

Resources

|:| Suggest from main dictionary only

[ Custom Dictionaries...

French modes: | Traditional and new spellings [VI

When correcting spelling in PowerPoint

Check spelling as you type
|:| Use contextual spelling
[] Hide spelling errors
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Save Options

The third option heading in PowerPoint options is Save. Choose which format PowerPoint will
use by default when saving files. You can also specify the AutoRecover time interval to
determine how often the file will be automatically saved.

If you save your files in a central repository, you can choose to save your files in a ‘prep’ folder
that will be uploaded to the server later on, or choose to save directly on the server. Finally, if
you are using different fonts in your presentation, it is a good idea to embed the fonts directly
in the file (which basically saves the font information right in the presentation).

‘PowerPoint Options ﬁ

Popular .
F H Customize how documents are saved. |
Proofing
! Saye : Save presentations
Advanced Save files in this format: | PowerPoint Presentation | s I
Customize Save AutoRecover information every |15 '3' minutes
Add-Ins Default file location: ChDocuments and Settings.\John'\I‘.-'Iy Documents’,
Trust Center Offline editing options for document management server files
Resources Save checked-out files to:

(%) The server drafts Jacation an this computer
) The web sarver

Server drafts location: | C\Documents and Settings'John\My DocumentsisSharePoint Drafts,

= T ]
Preserve fidelity when sharing this presentation: I-,-J__j Presentationl el

Embed fants in the file ()

O Embed gnly the characters used in the presentation [(best for reducing file size)
@ iEmbed all characters (best for editing by other people)i
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Trust Center

The Trust Center is opened by clicking Trust Center Settings button inside the Trust Center

section.

‘PowerPoint Options

&

Popular
Proofing
Save
Advanced
Customize

Add-Ins

Resources

Trust Center 1

Help keep your documents safe and your computer secure and healthy,

Protecting your privacy

Microsoft cares about your privacy. For mare information about how Microsoft Office PowerPoint helps to protect your
privacy, please see the privacy statements.

Show the Microsoft Office PowerPoint privacy statement

Microsoft Office Online privacy statement

Customer Experience Improvement Pragram

Security & more

Learn more about protecting your privacy and security from Microsoft Office Online,

Microsoft Windows Security Center
Microsoft Trustwaorthy Computing

Microsoft Office PowerPoint Trust Center l

The Trust Center contains security and privacy settings. These settings help keep your computer
secure, We recommend that you do not change these settings,

Trust Center Settings..,

The Trust Center helps control publishers and allows you to set Macro and ActiveX settings.
Let’s say a co-worker sends you a published presentation. If you have not added the location or
company to the Trust Center, Office will notify you that the source is not trusted and ask you
whether or not you wish to open the presentation.

Overall, the Trust Center fights harmful components that may be in a sent presentation. As a
rule of thumb, you should not open any files from a publisher you do not know.

-~

Trust Center

Trusted Publishers
Trusted Locations
Add-ins

ActiveX Settings

Macro Settings
Message Bar

Privacy Options

?

Macro Settings

For macros in documents not in a trusted location:
(:} Disable all macros without notification

@ Disable all macros with notification
{:} Disable all macros except digitally signed macros

{:} Enable all macros [not recommended; potentially dangerous code can run)
Developer Macro Settings

|:| Trust access to the VBA project object model
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Add-In Options

The Add-ins heading can be found in the main section of PowerPoint’s options as well as within
the Trust Center. PowerPoint add-ins add external functionality to PowerPoint. Let’s say that
you want to add custom 3D animations to slides; content that PowerPoint doesn’t support. You
purchase another program that does support that type of content, and it adds toolbars and
other options to PowerPoint. The add-in options allow you to control those types of programs
and disable them if necessary:

-

Trust Center

Trusted Publish
rusted Publishers Add-ins

Trusted Locations

|:| Require Application Add-ins to be signed by Trusted Publisher
Add-ins |

ActiveX Settings |:| Disable all Application Add-ins [may impair functionality)
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Advanced Options

The Advanced heading contains a large collection of other options. Available categories include
Edit, Cut, Copy and Paste Options, Display Editing Elements, advanced Slide Show options, and
Print Options. Each option can be checked or unchecked depending on your preferences. In
most cases, leaving the Advanced options at their defaults will be OK:

-~

‘PowerPoint Options

Fopular 3 . ! . .
4 ;_:j Advanced options for working with PowerPoint.
Proofing
Save Editing options
[- Advanced " When selecting, automatically select entire word
Allow text to be dragged and dropped
Customize =4
Maximum number of undos: |20 [
Add-Ins

Cut, copy, and paste
Trust Center

Use smart cut and paste

Resources
Show Paste Options buttons

Display

Show this number of Recent Documents: |17 ;:,--t:_i

Show all windows in the Taskbar

Wl Chirase clharbeot lasie in SrraanTine
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Resources

The Resources section is a central location that allows you to interact with PowerPoint as a
program by itself. You can get updates for PowerPoint, run a diagnostic program if you
encounter operational problems with PowerPoint, and you can visit Office Online for extra
PowerPoint resources:

‘PowerPoint Options ﬁ

Popular C‘J_;g Contact Microsoft, find online resources, and maintain health and reliability of your Microsoft Office ‘
L3 programs.

Proofing
Save get updates Check for Updates
Advanced Get the latest updates available for Microsoft Office,

|
Customize run Microsoft Office Diagnostics Diagnase
Add-Ins Diagnose and repair problems with your Microsoft Office programs.
Trust Center contact us Lontact Us

|| Resources J Let us know if you need help, or how we can make Microsoft Office better,

activate Microsoft Office Activate

Activation is required to continue using all the features in this product.

go to Microsoft Office Online Go Online

Get free product updates, help, and online services at Micrasoft Office Online,

about Microsoft Office PowerPoint 2007 About
Microsaft® Office PowerPoint® 2007 (12,0.4518.1014) M50 [12,0.4513.1014)
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Lesson 1.2: Working with Multiple Shows

With custom shows you can create a separate show (aside from the main presentation) to
present to a particular audience. The two kinds of Custom Shows that PowerPoint provides are
basic custom shows and linked custom shows. With the basic show you can pick which slides to
show to which audience; in other words, you can divide the presentation. With a hyperlinked
show you can add a separate slide show to the original presentation. (This is especially useful
when you have two separate audiences viewing the presentation for different reasons.) Once
the general presentation is finished the two separate links will begin with information
pertaining to each audience.

Basic Custom Shows Linked Custom Shows

|

!
]
i.

Basic Custom Shows

The simplest custom show is a basic show. This way you can take one presentation and group
individual slides to make different presentations that pertain to separate groups. For example,
you may be asked to create a presentation on the restructuring of a business. By creating a
basic custom show you can divide a presentation for multiple groups.

Let’s group one show (the main presentation), which will be shown to executives concerned

with the overall structure and all departments. From the main presentation you can pick and
choose the slides that pertain only to individual departments, as the accounting department

www.microsofttraining.net
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does not need to know how the advertising department is being restructured. The figure below
displays a possible basic show.

Main Presentation Management custom show

1-

Marazsmant Feutrusturs
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Linked or Hyperlinked Custom Shows

Linked custom shows are similar to a basic custom show, except that one of the slides will link
to two or more separate presentations. Linked custom shows are mainly used as supporting
slides in order to examine and compare products or groups. As an example, let’s say you have a
product that will be marketed to two demographic groups. The presentation itself will be
centralized around the product. On the demographic market slide you will have two links: the
first linking to demographic one, the second linking to demographic two.

-
-
L

Creating, Editing, Copying, and Deleting Shows

PowerPoint makes it easy to create, edit, copy and delete your custom shows. You can remove
or add any slides in the show, as well as copy/duplicate an entire show for two separate
audiences.

www.microsofttraining.net
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You can perform all of these options with the Custom Show dialogue box. This dialogue can be
opened from the Start Slide Show section of the Slide Show ribbon.

From From Custam
EBeginning Current Slide |/Slide Show =

Start Slida Sholl &
{25l Custom Shows...

When the dialogue box is first opened you will notice the tasks listed on the right hand side.
Click New to define a new custom show based on the slideshow you currently have opened. To
change the slide layout of an existing custom show, highlight a show from the list and click Edit.
To delete a show, highlight one from the list and click Delete.

rC ustom Shows

Custom shows;
Custom Show 1

Edit...

Remove

Capy

Close ] [ Show

Setting Show Options

To customize either a basic or linked show, open the Set up Slide Show dialogue from the Set
Up section of the Slide Show ribbon.

B
-
SetUp
Slide Show

Set Up Show

Set up advanced options for the
slide show, such as kKiosk mode,
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Microsoft Office PowerPoint 2007 Advanced

In the Set up Show dialogue box you are able to set the show type, show options, slides that
will be displayed, and when the slides are to advance. You can also set the performance of the
slides, including setting the slide show resolution and set up multiple monitors.

14

Show options

[ ]Loop continuausly until ‘Esc
[ ]5how withaut narration

[]show without animation
Pen color: | [ [ |

Perfarmance

[ ]use hardware graphics acceleration

Set Up Show
Show bype Show slides
(%) Presented by a speaker (Full screen) = all
() Browsed by an individual {window) ) From: || 2 To &
() Custam show:
() Browsed at a kiosk (full screen) custom Show 1 ™

Advance slides

() Manually

@' IIsing timings, iF present

rMulkiple monitors

Display slide show on;

Primary Monikbor v

[ ]show Presenter iew

Slide show resolution: | Use Current Resalution v

[ (8] 4 ][ Cancel ]
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Merging Your Presentation with Another

Merging your presentation means importing slides from one presentation to another, and can
be one slide or all slides. From the New Slide command on the Home ribbon, click Reuse Slides.
This will open the Reuse Slides dialogue box along with Browse options for you to locate
presentations.

(=]

i Hew |
Slide =

IntroducingPowerPoint2007

Title Slide

Section Header

Two Content Title Only

Blank Content with Picture with
Caption Caption

(=] Duplicate Selected Slides

=] S5lides from Outline...

(=} -Beuse Slides.., '4—
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The Reuse Slides pane will appear on the right and let you choose slides from another
presentation:

Reuse Slides *

Insert slide from: -
)

You can reuse slides from Slide Libraries or other
PowerPoint files in your open presentation,

Qpen a Slide Library
Open a PowerPoint File

Learn more about reusing slides,

Once you have located a presentation, click a slide to import its contents into a new slide in

your presentation. You can also click the Keep source formatting checkbox to import the slide
directly as it appears in the original presentation:

Reuse Slides v X |
Insert slide from:
| C:\Documents and SettingsVJohnMy Doao| ¥

Browse =

Slides: 2

I

Lesson L.3.pptx
Slide 2

—_— Keep source formatting
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Lesson 1.3: Delivering a Presentation

When creating presentations, there may be times when you will be showing the presentation
on another computer. In the following lesson we will show you how to copy a presentation to
CD or a folder, open packaged presentations, and deliver a presentation on a computer.

| =

Slides Insert Design Animations slide Show Rey

Share Your Document

LFJ Email....

|

="| Emaila copy of your presentation as an
7 Open.. attachment.

Package for CD...

—
' Package your presentation and save to a

fi __-3| Publish Slides...

SaveAs.. b | S ] Saveslidesto a Slide Library or other
7 location to reuse later.

#| FEinish 3 3; Internet Fax...
= — 4 Document Management Server...
‘3 e 2 \J—ﬂj Share this presentation by saving itto a
document management server,

/' Print.., (2 ah. Create Document Workspace...

3 3 Create a new site for this presentation
and keep your local copy synchronized,

| PoweroinkGiions | | X Exit PowerPoint
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Copying a Presentation to a CD or Folder

In PowerPoint 2007, you will find the command to package a presentation under the Publish
section of the Office Menu.

@ o9 0 & Prese

[ L Distribute the document to other people

1

Mew
% Package for CD {

| v _/ Copythe presentation and madia links fo'a [ ']
Open folder that can be burned to a CD,

| m| Publish Slides
Save —__| Save slides to a Slide Library or ather
- location ta reuse later.

|iy Create Handouts in Microsoft Office Word
Save As. ¥ %EJ Chpen the presentation in Word and
prepare custom handout pages.
Document Management Server

Share the presentation by saving itto a
document management server.

g Z T O

Print g

el

Prepare F [a.;a Create Document Workspace

&Ju Create a new site for the presentation and
keep the local copy synchronized.

Send k
Eﬁl Publish ¥
by
[ LClose

:j PowerPoint Options I |X Exit PowerPoint

Sometimes people are apprehensive in packaging their presentations to CD as not all offices or
computers have Office to run presentations. Need not worry; when presentations are packaged
the PowerPoint Viewer is also installed so the presentation can be run on any Windows-based
computer.
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When you try to package some presentations, you may receive a notice stating that the
presentation will have certain components upgraded or modified to ensure the best
compatibility with the PowerPoint Viewer program. Click OK to continue.

Microsoft Office PowerPoint

To ensure that your presentation package will run in PowerPoink Yiewer, some of the files that you are adding will be updated to compatible file
formats, Formats suitable to run in the PowerPoint Viewer include the following:

! Y e PowerPoint 97-2003 Presentation files {.ppt)
+ PowerPoink 97-2003 Template files {.pot)
+ PowerPaink 97-2003 Shaw files {.pps)

Another great feature for packaging presentations is that the presentations can be password
protected, whether you are copying to a folder or CD. This option is found in the Options
command in the Package to CD dialogue box.

=,

rPac kage for CD E]

LS Copy presentations to a CD that will play on computers

‘;E::; running Microsaft YWindows 2000 or laker, even without
PovwerPoint,

Mame the C0; | PresentationcD

Files to be copied;

Presentationl.ppt add Files., . .

Lirked files and the PowerPoint Yiewer are
included by default, To change this, click Options,

oo [coe ]

Qpkions. ..
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Opening Packaged Presentations

Depending on the avenue you took to package the presentation, there are different ways to
open the presentation. In cases where you packaged the presentation to a CD, simply place the
CD in the appropriate drive and accept the PowerPoint Viewer disclaimer.

Micresoit

O

Microsoit

2
4. Office PowerPoint Viewer

r=lal 1o

@ 1987-2006 Microsaft Corporation. Al vights reserved,

MICROSOFT SOFTWARE LICEMSE TERMS A
MICROSOFT OFFICE WIEWER 2007 (]
These license terms are an agreament betwesn Microsoft Corporation (or based  (|ae |

Do wou accept all of the terms of the preceding License Agreement? IF wou choose ta
Decline, the application will close, ¥You must Accept this agreement to continue,

i | &ccept H Decline
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At this point you would enter in the password, or the presentation will begin automatically. If
the presentation has been packaged to a folder, locate and open the folder. The folder contents
will probably look something like this:

4 PresentationCD (D:) E]@

File Edit Wiew Favorites  Tools  Help ﬂ"
@ Back = . ? ,~ Search || Folders v |ﬁ'} Falder Sync

—
Address :,:L. Ll a ] e

Files Currently on the CD

 Writing Tasks 9 - . i :
(7] write these files to CD I"_:? EJ :E EJ ﬁ _ﬂ ﬁ

AUTCRUN, IMF INTLDATE.DLL microsoft.wc,., msvemS0.dl mswepsodl  msvCRa0.dl QL. DLL
File and Folder Tasks kS

&8 Publish this folder to the F@ 2 QE ﬁr ':5 @
Web :
play.bat plavlisk. bt powerpoink  PPTWIEMW.EXE pptview.e... PPYWWINTL.OLL PYREADME....
2007.ppk

k! share this Folder

Other Places S "':}J

SAEXT.DLL

o My Computer

To launch the presentation(s) double-click the PPTVIEW (Viewer) icon. The viewer will open
and locate any presentations in the same directory. Enter your password if necessary and the
slide show will begin.

Delivering a Presentation on a Computer

Microsoft PowerPoint provides you with a variety of ways to deliver your presentation,
including the ability to make 35mm slides and overhead transparencies. You can always give
on-screen presentations as well.

With on-screen presentations, you can give a presentation that is manually operated or self-
run. Manually operated presentations are the most common, as the presenter has full control
of slide transitions, animations, sound, etc. A self-run presentation is rather impressive but they
do require preparation as everything must run smoothly and be timed to the second. When
delivering on-screen presentation we use the commands on the Slide Show ribbon such as Start
Slide Show, Set Up, and Monitors. We have discussed many of these commands in the
Foundation and Intermediate levels.

Slide Show
g 3 el = =1 . T i aml| Bes fon C i i -
| —'.E’,] & :;:r |o ._.EI_‘] - r::; Recard Marration g"l-l Resolutiomn Use Current Resofution
| - = =3 —_= (5% Rehearse Timings =8 Show Presentation On: | Primary Monitor = ‘

From Fram Custam
Beginning Current SHde | Slide Show ~

Start Slide Show

Set Up Hide
Slide Show GSlide M| Use Rehearsed Timings

Set Up

T} bse Presenter View ‘

Maonitars
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Lesson 1.4: Using the PowerPoint Viewer

For some presentations, you may have to show a presentation on a computer that does not
have PowerPoint installed. This lesson will briefly go over the usability of the PowerPoint
Viewer.

What Is The Viewer?

The viewer is a self-contained program that allows you to view and run presentations on
computers that do not have PowerPoint. When a presentation is packaged on a CD, the viewer
is included along with the presentation.

Downloading the Viewer

The PowerPoint Viewer is a free download that can be installed directly from Microsoft
Downloads. The download can be found by visiting http://office.microsoft.com. Click in the
Search text box and search for “PowerPoint 2007 viewer.” You should find the proper
download link in the first few search results.

Using the Viewer

When the viewer has been downloaded from Microsoft online, it will install like any other
program. When you are about to run the presentation, go to the Start menu, and click All
Programs. Then, just click the viewer for it to run. The next step is to locate and open the

presentation from the File menu.
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Section 1: Review Questions

1.
A.
B.
C.
D.
2.
A.
B.
C.
D.
3.
A.
B.
C.
D.
4.
A.
B.
C.
D.
5.
A.
B.
C.
D.

To access Auto Recovery Options...
Office Menu - Personalize
Office Menu ->PowerPoint Options—> Proofing
Office Menu - PowerPoint Options - Save
Office Menu = PowerPoint Options = Trust Center

To access the Office Online Web site through PowerPoint...
Click the question mark from PowerPoint
Click Review - Research
Click Office Menu - PowerPoint Options - Resources
Any of the Above

To set print options for PowerPoint...
Click Office Menu = Print - Quick Print
Click Office Menu = Print = Print Preview = Setup
Click Office Menu - PowerPoint Options - Advanced
Click Office Menu = PowerPoint Options = Proofing

A basic custom show has...
A main presentation and custom show
A main presentation that links to a custom show
A main presentation that links to two custom shows
A custom show created from the main presentation, centered on a particular
audience.

To create a basic custom show...
Click Custom Slide Show = Custom Shows - New - select slides - OK
Click Custom Slide Show - Custom Shows - New - Select Slides - OK - highlight
text > Hyperlinks = Action Settings = Link to - Custom Show
Click Custom Slide Show = Custom Shows = Edit = edit slides &> OK
BothA&C
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6. A linked or hyperlinked custom show includes...

A main presentation and custom show

A custom show created from the main presentation
A main presentation that links to a custom show
Both A & C

0N w>

7. To create a hyperlinked custom show...
A. Click Custom Show = Custom Shows - New - Select Slides - OK - Highlight text
- Insert - Hyperlink - Action Settings - Hyperlink to - Custom Show - click
show - OK
B. Click Custom Slide Show - Custom Shows - Edit = Edit Slides - OK
Click Custom Slide Show - Custom Shows - New - select slides - OK
None of the above

oo

8. To package a presentation to CD...

Click Office Menu—-> Publish - Package to CD - Copy to Folder
Click File > Pack and Go = Copy to CD

Click Office Menu - Publish - Package to CD - Copy to CD
BothB & C

o0 w>

9. To package a presentation to a folder...
A Click Office Menu - Share - Package to CD - Copy to CD
B Click Office Menu - Share - Package to CD - Copy to Folder
C. Click Office Menu - Share - Publish Slides
D Click Office Menu - Share - Create Document Workspace

10. To open a PowerPoint presentation on a computer without PowerPoint which
program do you need?

A. Visio Viewer

B Excel Viewer

C. PowerPoint Viewer
D Any of the above
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SECTION 2: Links and Objects

In this section you will learn how to:
= Create a Photo Album
» Insert pictures and images
= Use text, captions and picture order
= Modify picture layout, frame shape, and design templates
= Change color effects
» Link part of afile
» Link entire files
* Insert hyperlinks
» Change and remove hyperlinks
= Revise links
» Open and edit source documents
= Change the location of a file
= Delete and cancel links
= Create Action Buttons
= (Create a new embedded object
» Embed part of a file
= Embed an entire file
» Edit embedded objects
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Lesson 2.1: Creating Photo Albums

Microsoft PowerPoint has devised a simple way for you to create a photo presentation. If you
would like to display large amounts of photos or create a picture storyboard for a family
function with text and captions, this feature will allow you to incorporate pictures from a file to
your Photo Album. This lesson is the first step in creating and editing a Photo Album.

Creating a Photo Album

The Photo Album command is found on the Insert ribbon. Clicking on New Photo Album will
open the Photo Album dialogue box:

| Phata |
Album =

| B New Photo Album,..

Photo Album

album Content -

Insert pickure Fram: Fictures in album: Preuwigwm;

- File{Disk...

Insert texk:

Mew Text Box
Mo preview is available For this

Picture Options: selection
R | TRl TRARERS o =Y
Alburm Layout -
e
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Inserting Pictures and Images

In the Photo Album dialogue box you can click the File/Disk button to add photos from a
location on your computer. PowerPoint 2007 supports a large number of different picture
formats so chances are you images will be inserted with no problem.

‘Insert New Pictures E]

Lok in: II;:] Sample Pictures E @ @A X B

My Recent x
Documents
=

Elue hils.jpg Sunset.jpg ‘Water llies.jpg Winker.jpg

My Documnents

My Computer

My Network,
Flaces

J .F_iia name: =| v]

= Files of bype: !A\IPictures(*.emF,'*.me,'*.jpg,'*.jpeg;*‘jFif;*.jpe;*.png;*.bmp;*.dib,'*.rle;*.bmz;*.g\F;*.gFa;*.emziv1

Tools T Irisert - Cancel

4|

Once a picture has been inserted you can highlight it from the Pictures in album list and see a
preview.

Text, Captions, and Picture Order
If you would like to include text to go along with the photos, you have two options that allow

you to do this: Text Boxes and Captions. Text boxes will take the place of a photo and are used
for text needing more than one sentence, whereas captions are inserted under the photos.
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Text Box

Capticns

By default, a picture will expand to fill the entire slide. In order to use captions, you have to
change the picture layout from Fit to slide to something else (we will discuss picture layouts in

the next section of this lesson):

album Lawout

Picture layout: | Fit to slide

Frame shape; Fit FD slide
1 pickure

Theme: z2 p?ctures
4 pictures

1 pickure with title
Z pictures with itle
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With the Picture layout changed, you can now click the Captions check box:

Photo Album

album Content

Insert pickure Fram:

Insett bexk:
Mew Text Box

Picture Cptions:
[#]icaptions below ALL pictures:
[]ALL pictures black and white

You will add the captions when you actually create the Photo Album.

Picture Layout, Frame Shape, and Design Templates

Under the Album Layout section you have Picture layout, Frame Shape and Theme or Design
templates. Picture Layout lets you pick and choose the number of pictures you want to include
on each slide. Frame Shape adds effects to each photo such as compound frames (shown
below). Theme or Design templates are themes that have been included with PowerPoint and
those you may have designed on your own. By clicking Browse you can locate the theme to
apply to the Photo Album.

album Layout

Picture layout: | 1 picture

Frame shape: | Compound Frame, Black

w
Therne: urnent Thermes 124Civic,thm

Changing Color Effect

Once you have inserted images to use in your Photo Album, you have the option to change all
the images to black and white, as well as adjust the brightness and contrast
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Applying the black and white effect is a simple check in the All Pictures Black and White Option.
To adjust photo contrast and brightness, click the photo and adjust using the contrast and
brightness commands.

‘Photo Album
Alburn Content
Insett pickure Fram: Pictures in albom: Preswviem:
FilefDisk. .. 1 Sunset
2 Texk Box

Insert text: i Weaker lilies

Mews Text Box

Picture Options:
Zaptions below ALL pickures
[ ]ALL pictures black and white

f BE

Putting it all Together

Once you are satisfied with the layout of the images and have opted to add the additional
Photo Album elements, click Create to make the Photo Album. A title slide will be inserted
which you can modify like the title of any other presentation. In the diagram below, you can
see that the image name has been added in the Caption location:
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If you inserted any text boxes into your Photo Album, you can click and type as you would
inside a normal text placeholder:

7
T T i
I1:JTe:l{t Box D:
S FE s

www.microsofttraining.net
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Lesson 2.2: Creating Links

An embedded file is a source file such as an Excel worksheet or a Word document that is
inserted into a destination file (your presentation), while maintaining a connection or link to the
source file. With this lesson you will learn how to link partial files and entire files, create
hyperlinks, as well as change and remove links and hyperlinks.

.ﬁ!ame!, eonsetstur sadipscing elitr, sed diamno

it it [2bore-ef dolore magna aliguyaim erat
: jLﬂinﬁucduIan'-' et ea rebum. S
5 1= est Lorem ipsum dolor sitamet Lore 1
elellir sadipscng elitr, Sed diam nonumy eirmod tempor |r1.-'
ore magha aiquyam 'F‘THL sed diam voluptua

nlu|:-1ua
gubergren, no

Link Part of a File

Linking a partial file is when you need specific information from the source file. For example a
spreadsheet, picture, or even a brief paragraph that will bring extra support to your
presentation.
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By copying source files and special pasting data into a presentation you will create a link
between two documents. To Link partial files, open the source file (such as a Word document),
and copy the partial data you want to display in the presentation. Back in the PowerPoint
presentation, click Paste = Paste Special; this will open the Paste Special dialogue box. The
paste special dialogue box offers two options: Paste (under a specified format) and Paste link.
Since the source file is a Word document, you want to Paste the document AS a document
object:

L 1
Paste Special
Source:  Microsoft OFfice Word Docurment

CiDocume, ..
(%) paste HTML Faormak

; Microsoft OFfice Word Document Objeck
O Paste fink Picture (Enhanced Metafile)
Picture (Windows Metafile)
Formatted Text (RTF)
Unforratted Text

[ pisplay as icon

Fesulk

i L, Pastes the contents of the Clipboard into ywour
Em presentation so that wou can ackivate it using
Microsoft OFfice Word,

Link an Entire File

Linking Entire Files is exactly that; creating a link between the presentation and some other
document. Linking Entire files is different from partial files, as you need to use the Insert Object
command, instead of the Paste Special command.

The Insert Object dialogue box displays two options; Create New, for documents that have not
been created yet, and Create from File for documents that have been created. If you have
already created the source file, Click Create from file, and then click Browse. When you have
located the source file, click Insert.
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When linking entire files, you want to make sure that after you have located the source file, the
Link option must be checked, otherwise your will embed the object instead of linking the
object. By forgetting to Link the entire source document, you will increase the size of the
presentation file, which you may want to avoid.

7 o

Insert Object
() Create new File:

{(*) Create From file | :\Documents and Settings)John\My DocumentsiLesson 1.2.p

[ pisplay as icon

Fesulk

picture will be a shortout to the file so that changes to the File wil

X Inserts a pickure of the file contents inko vour presentation. The
a2
be reflected in wour presentation,

Inserting Hyperlinks

A hyperlink is a connection to Web pages, files or even to another slide. The hyperlink can come
in many different representations, such as an image, graphic, and text. You have likely
encountered lots of hyperlinks. For example, an email address in a Word or PowerPoint
document would be a hyperlink, such as someone@domain.com. If you were to click on the
address it would open your default e-mail client to a new message.

When you point to a hyperlink the pointer will always turn into a hand telling you that it can be
clicked, and will connect you to a different web page or file. Before you can open the Insert
Hyperlink dialogue box, you must first decide what will represent the Hyperlink, like text or a
picture.
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If using text, click inside the text placeholder and/or select the text you want to use as a link. (If
using a picture, select it.) Click the Hyperlink command in the Insert ribbon:

-

]
Hyperlink

program,

Insert Hyperlink (Ctrl+K)

Create a link to a Web page, a
picture, an e-mail address, or a

i€ Press F1 for more help,

When the Insert Hyperlink dialogue box appears, select the type of link you want to use from
the Link to column, and then follow the appropriate steps for that object type:

Insert Hyperlink

=,

2

E-mail Address

Link ko Texk bo display:
fﬂ Look in: [ My Documents
Exisking File ar
Web Page = My Music
";eréent My Pictures
g oloer (=) My Received Files
Place in This |y PowerPaink Presentations
Docurment Browsed | I5) Snaglt Catalog
Pages | = UpdaterS
i A8 My Sharing Folders
-
Create MNew Recent | 2 Lesson 1.2.pdf
Docurnent Files
Address: |

g[®

Bookmark. ..

Zancel

Existing File or
Web Page

Place in the
Document

As you can see from the above diagram, you can link to an existing file or
Web page in many ways. If you want to add the text of the link, like
“Click here for my Web Page”, enter text in the Text to display dialogue
box. (This text box is present in all four options.) Browse your computer
for any existing file you may have stored, or enter an address (Internet
or LAN address) into the Address text box at the bottom of the page.

This option shows a list of all slides in the presentation, as well as the
option to link to the first, last, previous, or next slide in the presentation.
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Create New This option allows you to create a new file type that is supported by

Document Microsoft Office 2007 (like a new Word or Excel document) in a location
you specify. You also have the option to allow the presenter to work on
the document right away or simply create the empty file for use later on.

E-mail Address Enter the address of the person who will receive the e-mail, and enter a
subject.

Change and Remove Hyperlinks

To edit a hyperlink, right-click any text or object that has been formatted for use as a hyperlink
and click Edit Hyperlink. The Edit Hyperlink dialogue box gives you the same flexibility as the
Insert Hyperlink dialogue box. If you want to completely change the nature of the link and what
it does, you can do it all with this dialogue box. In fact, the only difference between the two
dialogue boxes is the Remove Link button in the lower-right hand corner. Click this to remove
the hyperlink from the source object. The source object will remain:

L o

Edit Hypertink 2JE3
Link, to: Text ko display: |E-mail me

_iﬂ E-rnail address:
Existing File or | | mailta:somecne@somewhere. com
Web Page
Subiject:
= hello
% .
Place in This | Recently used e-mail addresses:
Document mailto;someone@somewhere, com?subject=hello
Create New
Document
E-mail Address
ok l [ Cancel ]
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Lesson 2.3: Editing Links

When working with links, you have to remember that external data may have moved in
location, such as a change in a Web page address. Therefore, before your presentation day you
should make sure that your links are current. This lesson is dedicated to showing you how to
maintain your links. We will look at revising links, open and edit source documents, change the
location of the file, delete and cancel links, and create Action Buttons.

Updating Linked Information

If you have imported information from another program, such as linked text to a Word
Document, you will be warned about a potential security risk that might arise from having
linked information. When you open a presentation with linked content, you will see the
following warning:

7 o

Microsoft Office PowerPoint Security Notice E]

@ Microsoft Office has identified a potential security concern.

This presentation contains links to other files.

« If you update the links, PowerPoint will attempt to retrieve the latest
information.
« If you don't update the links, PowerPoint will use the previous information.

Mote that file links can be used to access and share confidential information
without your permission and possibly perform other harmful actions. Do not
update the links if you do not trust the source of this presentation,

Mare information

Update Links] | Cancel
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Click Cancel to stop opening the presentation or click Update Links to refresh the source

38

information. You have the option to refresh the information and view other linked information
options by clicking Office Menu = Prepare = Edit Links to Files (this option will be listed at the

bottom of the Prepare submenu):

= |

Mew

Bpen

Save

Print k

l:"‘-.i

. Inspect Document
I Check the presentation for hidden

L_.lili,
Save As P :;
2

SECLL@)
E.

Prepare. b = F

Send k

._‘:'JE.. Publish #
L\l
Jﬁ Close |j

such as Tlt'le_. &.thh-:l.r, and keywords,

metadata or personal information,

Encrypt Document

Increase the security of the presentation by
adding encryption.

Restrict Permission

Grant people access while restricting their
ability to edit, copy, and print.

Add a Digital Signature

Ensure the integrity of the presentation by
adding an invisible digital signature,

Mark as Final

Let readers know the presentation is final
and make it read-anly.

Run Compatibility Checker

Check for features not supported by earfier
versions of PowerPaoint.

Edit Links to Files

View and edit content in the presentation
that is'linked to an external source.

_:g PowerPoint Options | |X Exit PowerPoint |

The Links dialogue box will appear and show you information about any linked content in your

document. There are two different ways you can refresh the information so that the linked
content is always up to date; Automatic and Manual. Automatic is the default and we have

already seen it with the security warning.
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If you highlight a document source and click Manual...

=,

e
Links: Type Update Close

C1\Dacuments and SettingstJohmDeskkoph,.. Document Manual
pdate Mo

Qpen Source

Change Source. ..
Break. Link.

Source:  CiDocurments and Setkings) JohnDeskioplPowerPoint2007 &\ PowerPoi. . .
Twpe:  Microsaft Office Word Dacument
Update: () Automatic @ﬂanual}

...you will have to open the Link dialogue box every time you want to refresh the linked
information. Highlight the link to update and click Update Now.

Open and Edit Source Files

You can open and edit source files by simply double-clicking on the text or image, by right-
clicking and selecting Object = Edit. Remember that you can only edit files if your user account
has permission to modify information. For example, if you linked to external data over a
network, you may only have read access to the file. Check with your network administrators
for any issues that may arise over linked a document in this manner.
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By opening a source file from the presentation you are updating the connection, and able to
make any changes to data or content of the document. When the source file is changed or

edited, the presentation will also be updated.

{i Bring to Front |I- Convert...
% SendtoBack | k

& Hyperlink...

Save as Picture..,

% Format Chject...

Cancelling Links and Changing the Source

Cancelling links is best done from the Prepare menu. The Links dialogue box will list all of the
links in the presentation, by clicking on the appropriate link you can cancel and delete the link

by clicking Break Link.

1

nks >
Links: | Type | Update | Close
pdate Mo

—

www.microsofttraining.net
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The Links dialogue box also allows you to change the source document. Therefore, instead of
cancelling the link to the source file, and re-creating a link to a different source file, you can
maintain the link and click Change Source. Depending on the type of original link (Web page, e-
mail, other file, etc.) you will be able to modify the link accordingly:

e Bx|

Links: Type Update
i 1Documents and Setkings) JobnDeskiopt,., Document Manual

Close

Qpen Source

[ ]
| Update Mow |
[ ]
[ ]

Zhange Source, .

Creating Action Buttons

Action Buttons are similar to hyperlinks, except they don’t link to partial or entire files. Action
Buttons are built in images that are inserted into the presentation slide and they operate like
hyperlinks.

For example, consider turning this image into an action button:

Select the object (as above) and click Insert = Action:

>y
| Action

Action

Add an action to the selected
object to specify what should
happen when you click on it or
hover over it with your mouse,
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The Action Settings dialogue box lets you hyperlink to a location in the current presentation,
run a program, macro, or other custom action, play a sound, or do nothing at all:

-

Action Settings -\

Maouse Click | Mouse Over

Action on click.

) Hyperlink o

") Run program:

[ ]Play sound:

[ ] Highlight: click.

[ (84 ][ Cancel ]

This dialogue box contains two tabs: Mouse Click and Mouse Over. A mouse click is a left-click
on the object that has been made into an action button. A mouse over is the act of hovering

the mouse over the object but not clicking the left or right button. The types of action that can
be performed on a mouse click or mouse over are the same.

www.microsofttraining.net
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Lesson 2.4: Using Objects

Embedding an object means creating a source file in the presentation. Sometimes this is a
convenient feature; however an embedded file can sometimes mean a very large file size for
your overall presentation. On the other hand, the source file becomes part of the presentation
therefore goes anywhere the presentation does. Links must be re-instated if switching
computers for the presentation. In this lesson we will look at creating new embedded objects,
embedding part of a file, embedding an entire file, and how to edit embedded objects.

Create a New Embedded Object

If the file you need is not already created you can create a new embedded source file.
Embedded objects use the same dialogue box as Linked objects do; we just take different steps
in creating them. Therefore, click Insert = Object and then click the Create new radio button.
In the Object type list, you will find all the objects listed for you to create. This list ranges from
an Adobe Acrobat document to Visio Drawings; almost everything can be created in
PowerPoint. Select the object type you want to use and click OK.

7 o

Insert Object

Object tvpe:
(%) Create new adobe Acrobat Document S
() Create From il Adobe Photoshop Image Cancel
- Bitmap Image
Microsaft Equation 3.0
Microsaft Graph Chark i )
Microsoft Sffice Fxcel 97-2003 Worksheet [ pisplay as icon
Microsaft Office Excel Binary Worksheet
Microsoft Office Excel Chart hatl

IH
ey

Fesulk

i L, Inserts a new Microsoft Office Excel 97-2003 Worksheet object
Em into your presentation.

Embedding Part of a File
When embedding a file you are making that source file part of the main file/presentation. Once

the file has been embedded any changes made in the source file will automatically be changed
in the main presentation.
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Embedding part of a file is very similar to linking part of a file. After performing Copy = Paste
Special, select the Paste option instead of the Paste Link option, and then select the format you
want to embed the file as.

L o

Paste Special

Source:  Microsoft OFfice Word Docurment
CADocume. .,

(%) paste HTML Formak

! Microsoft Office Word Document Object
O Paste fink Picture (Enhanced Metafile)
Picture (Windows Metafile)
Formatted Text (RTF)
Unformatted Text

[ Display as icon

Fesult

§ . Pastes the contents of the Clipboard inko your
Eﬂ presentation so that wou can activate it using
Microsoft OFfice Word,

Embedding an Entire File

Embedding an entire file is done with the Insert 2 Object command, just like linking entire
files. The difference with embedded files is that you do not check the Link option. Therefore,
click Insert - Object, select Create from file, browse and select the file you want to embed, and
then click OK.

L o

Insert Object
() Creake new File:

(%) Create From file  \Drocuments and Settings!JohniMy DocumentsiLesson 1.2, pdf
A i

[ pisplay as icon

Fesul:

§ . Inserts the conkents of the file as an object into your presentation
Eﬂ 5o that wou can activate it using the application that created ik,

The source file will be embedded, meaning it is now a part of the presentation, not a link to the
presentation.
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Edit Embedded Objects

To edit embedded files, double click on the object in the presentation. The default program for
handling this type of file will open and let you make the necessary changes. If you have
embedded video clips or sound clips, double clicking on the embedded file will cause them to
play. In cases such as this, you will have to remove the object, edit the media clip using some
other software, and then embed the object again.
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Section 2: Review Questions

1. To create a Photo Album...

A. Click Insert = Picture from File

B. Click Insert Picture = Clip Art

C. Click Insert - Photo Album

D. Click Insert Picture = Edit Photo Album
2. Pictures can be inserted from a...

A. Hard disk

B. CD/DVD

C. USB flash drive

D. All of the above

3. To ink part of a file...

A. Click Paste Special , and Paste Link
B. Click Paste Special, and Paste
C. Copy data, click Paste Special, and Paste Link
D. Copy data, Click Paste Special, and Paste
4, To link an entire file
A. Go to Insert = Object - Create from File - browse file > check Link - OK
B. Go to Insert = Object - Create from File - browse file > OK
C. Go to Insert Object - Create New - select format
D. Select data - copy - Paste Special - and Paste
5. To open and edit a source file...
A. Open Links dialogue box - Select link - Open Source
B. Double-click on the link from the slide
C. Open Links dialogue box - Select Link - Break Link
D. Both A& B
6. Hyperlinks can link to...
A Web pages
B Email address
C. New documents
D All of the above
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10.

0N w>

o0 w»

o0 w>

o0 w >

To create a hyperlink to a Web page...
Click Insert - Hyperlink - Existing File or Web page - select file
Click Insert = Hyperlink - Email Address = enter web page address
Click Insert - Hyperlink = Existing File or Web page - enter web page address
Click Insert Hyperlink - Hyperlink - create new document - name document -
OK

To delete a hyperlink...
Right-click on the hyperlink - click edit hyperlink
Click on image - press delete
Right —click hyperlink = click remove hyperlink
BothB & C

Action Buttons are used for...
Hyperlinks
Embedded Files
Linked files
None of the above

To create a new embedded file
Click Insert > Object - Create New - select format - OK
Click Insert - Object - Create from File - browse file > OK
Copy data —> click Paste Special - Paste
Copy data - click Paste Special = Paste Link
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SECTION 3: Finishing a Presentation

In this section you will learn how to:
= Launch the Document Inspector
= Run the Document Inspector
=  Publish slides
= Save slides to a Workplace
* Faxslides
= Create a workspace
» Edit and delete comments
» Mark a presentation as final
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Lesson 3.1: Inspecting a Presentation

The Document Inspector is a tool for users to examine presentations mainly to search and
remove unwanted information in a presentation. The Document Inspector is great to use when
sending documents via email to third parties. In many cases you are sending documents
unknowing that they contain personal information that should not be distributed, and words or
phrases that go against company policy and regulations. The Document Inspector is a step in
the right direction to protect personal information passed over the internet.

Launching the Document Inspector

The Document Inspector is found by clicking Office Menu = Prepare = Inspect Document. The
Document Inspector dialogue box will open and list the scanning options:

7 o

Document Inspector

To check the document for the selected content, dick Inspect.

iComments and Annotations:
Inspects the document for comments and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.,

Custom XML Data
Inspects for custom XML data stored with this document.

Invisible On-5lide Content

Inspects the presentation for objects that are not visible because they have been formatted as
invisible, This does not indude objects that are covered by other objects.

[] off-slide Content

Inspects the presentation for objects that are not visible because they are outside the slide area.
This does not indude objects with animation effects.

Presentation Notes
Inspects the presentation for information in the presenter's notes,

Inspect l [ Close
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Running the Document Inspector

Check or uncheck the data you want to have the Document Inspector look for. To run the
Document Inspector click Inspect. PowerPoint will examine the presentation and the content
that was checked off in the dialogue box. When the inspection is complete, the Document
Inspector will alert you of the search results. The Document Inspector also provides you with
Remove All commands to make it easier for you to remove sensitive information. You should
note that when content is removed, the changes made cannot be reversed.

L 1

Document Inspector E]

Review the inspection results.

% Comments and Annotations
Mo items were found,

¥ Document Properties and Personal Information

The following document information was found:
* Document properties

& Custom XML Data
Mo custom ¥ML data was found.

& Invisible On-Slide Content
Mo invisible objects found.

& Presentation Notes
Mo presentation notes were found.

/¥, Mote: Some changes cannot be undone,

Reinspect
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Lesson 3.2: Sharing Your Presentations

There are a couple ways PowerPoint lets you share your presentations with others in your
office network. In this lesson you will learn how to publish slides to the Slide Library, save slides
to a workspace, and fax slides via PowerPoint.

Publishing Slides

The term “publishing slides” means publishing them on your company network. All coworkers
can view and reuse any slides created in a presentation. Therefore, if you have completed a
presentation and want to share it with others, click Office Menu = Publish = Publish Slides.

= g s 7F Prese
o Distribute the document to other people
% fq Package for CD
. _# Copy the presentation and media links to-a
Qpen folder that can be burned to a CD,
mmm| Publish Shides
Save | ‘Save slides toa Slide Library or other

location to reuse |later.

fwily Create Handouts in Microsoft Office Word
Save As B %u;

Open the presentation in Word and
prepare custom handout pages.

Document Management Server

Share the preseptation by saving itto a
document management server,

Print »

A A )

_'l._-“mi

Prepare P i'a_\éz Create Document Workspace

& < Create a new site for the presentation and
keep the local copy synchronized.

Send k
Ef Publish b
by
[ LClose

_Q PowerPoint Options | |X Exit PowerPoint
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The Publish slides dialogue box will display all slides in the presentation. You can select all, or
just a few of the slides to publish. Select the appropriate local or network folder, and click
Publish.

-

Publish Stides |
Select slides that you want to publish.
| Thumbnail File Mame Description 1*!'
. Introducing PowerPoint 2007_001 Introducding PowerPoint 2007
GPOVERFOINT
Introducing PowerPoint 2007 _002 PowerPoint 2007
Introducing PowerPoint 2007_005 Text, Graphics & Pictures
TEXT, GRAFHCSE PETURES
|:| Introducing PowerPoint 2007_004 Superior Text
L1 (e wrweae o | Tntrndiicins DawerDaint 9007 0na Tha Druuar af OffcaArt Cranhice. hi"
[ Select Al ] [ Clear Al [] show only Selected Slides
Publish To: | | _ I

If this is the first time using this feature you will have to create a folder to publish the slides to.
Click Browse to show the Select a Slide Library dialogue box, click new folder, name the folder,
and with the folder highlighted, click Select. This will bring you back to the Publish Slides
dialogue box; the only thing left to do is to Publish!
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1 a Shde Library

Loak in: |uj My Slide Libraries |_V_I & - | X E

S )

My Slide
Libraries

My Recent
Diocuments

@ New Folder

eskkop Marme: My .Shareél. S.iidesllgolld;eri l

=]

o,

My Docurnents

&

My Computer

Folder name: iv]

4 ::lz_,s"ﬂ'
i

P

Saving Slides to a Workspace
Saving slides to a workspace means saving the slides to a Document Management Server. This

means all co-workers will be able to access the presentation from My Network Places. (In order
to use this feature a Network Location must be set up previously by a network administrator.)
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Click Office Menu = Publish = Document Management Server; this will bring you to My
Network Places. Highlight the desired network location and Click Save.

rSave As E]-\

Save in: 'l-_g My Mekwork Places ™ 5l 3| X Ca B
“..} S 1y web Sites on MSH
-
My Network,

Flaces
File: name: Introducing PowerPaoint 2007, ppkx:
5ave a5 YPR! | powerPaint Presentation (*.ppbx)

Coe ) [ow

Faxing Slides

Office 2007 enables you to send faxes from your computer through a third party fax service.

You are able to send faxes with PowerPoint, Excel, Outlook and Word; as well as with the
Microsoft Office Document Imaging Program. In order to send faxes through PowerPoint,
Outlook and Word must be currently installed on your computer. The fax is sent through
Microsoft Outlook (email) and the service provider will automatically send the fax for you.

First, highlight the slide(s) you want to send in the Slide Pane.
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Click Office Menu = Send = Internet Fax:

@i H9 O & 75 Introdiicing Pov
i e |

Send a copy of the document to other people

FIi

Mew
l[-]—-. E-mail
| =" senda copy of the presentation in an
Open e-mail message as an attachment.
I=r  E-mail as PDF Attachment
Save ey eNd a copy of the presentation ina
L2 message a5 a PDF attachment.
E-mail as XPS Attachment
Save As P

Send a copy of the presentation in a
message as an X¥Ps attachment.

Bk K Internet Fax
B | @ Use anInternet fax sepvice to fax the

presentation.

K@ EL LD

Prepare »
ey Serd l*|
;ﬁ Publish
I_Jh' LClose

[} PowerPaint Options | |X Exit PowerPaoint ||

Once you click Internet Fax, Microsoft Outlook will appear with the default fax cover sheet that
is used by your fax service provider. Enter the destination phone number, add a personal
message to the fax in the body portion of the Outlook message, and then click Send.

www.microsofttraining.net



Microsoft Office PowerPoint 2007 Advanced 56

Lesson 3.3: Working As a Team

PowerPoint offers many features for team projects and presentations. When working as a team
PowerPoint gives you the ability to create Workspaces, create, edit and delete comments on a
presentation, and mark presentations as final.

Creating a Workspace

When you create a workspace you are sharing the presentation with other users. A workspace
allows multiple users to brainstorm, edit, review files, share files, and hold meetings. With this
feature you must be connected to a Microsoft Windows SharePoint Server, and work through
the Windows SharePoint Web site.
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The feature makes team presentations easier by allowing them to communicate through the
Windows SharePoint Task pane. Shared Work spaces can be used in other programs; such as
Word 2007, Excel 2007 and Office Visio 2007. To begin creating your Workspace, click Office

Menu = Publish = Create Document Workspace:

=

Hew

Open

Save

Save As

Print

P ETLL@®

Prepare

_t_{ni

Send

@«

Publizsh

Close

B |

The Document Management pane will appear on the screen and prompt you for a name and

g =

Introducing Pav

>

2
{ -

Distribute the document to other people

Package for CD

Copy the presentation and media links to-a
folder that can be burned to a CD,

Publish Slides

Save slides to-a Slide Library or other
location to reuse later,

Create Handouts in Microsoft Office Word

Open the presentation in Word and
prepare custom handout pages.

Document Management Server

Share the presentation by saving itto a
document management server,

Create Document Workspace

Create a new site for the presentation and
keep the local copy synchronized.

_?j PowerPoint Options | |X Exit PowerPoint

URL for the workspace. Enter your information and click Create:
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Document Management v

Document Workspace

Create a Document Workspace site if you want to
share a copy of this document with others. Your
local copy of the document will be synchronized
with the server so that you can see your changes
and waork an the document with others, When vou
dick Create, a new site is created automatically,

@ Tellme more...
Document Workspace name:
Introducing PowerPoint 2007
Location for new workspace:

Vserveriuserworkspace [v]

Inserting, Editing and Deleting Comments

When you have opened a presentation, you are able to edit the presentation using the Review
Ribbon. People who view the presentation have the ability to add comments which are like
sticky notes that add additional information, ask to clarify a point, etc.

The Review ribbon displays commands such as Show markup, New Comment, Edit Comment,
and Delete Comment. The Review ribbon is shown below, displaying the Comment Commands.

Review
A » % B2 O & =t
{ LR 111 o = Il )
. (4 0 —--.-‘_5Z | 1 i
Spelling Research Thesaurus Translate Language Show Mew Edit Delete Previous Mext Protect
Markup! | Comment Comment ¥ Presentation =
Proofing Comments Protect
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Show Markup will display all comments inserted into the presentation, New comment inserts a
new note. New comments will display the user number, date and time the comment was
inserted.

11 J[3ohn 3/28,/2007
Title Slide

Once the comments have been inserted, you can edit the comment by selecting the comment
marker and then click Edit Comment. The Delete command has a sub menu which deletes
comments, all markups on the current slide or the entire presentation.

;Delete

£ | Delete

| #5%  Delete All Markup on the Current Slide

I
[
[
1
[
| ¥ Delete All Markup in this Presentation

Once you have finished editing the presentation you are able to send it off for addition review
by other team members.
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Mark Presentations as Final
Marking a presentation as a final product will make the presentation read-only, meaning that

no one will be able to edit the presentation and prevents changes by you or any team
members. Click Office Menu = Prepare > Mark as Final:

@ H9-0 & '~ Thirsticng w6y

Prepare the document for distribution

Mew

|_|é._ Properties

E,E_J View and edit presentation properties,
Open such as Title, Author, and Keywords.

= |> Inspect Document

Save Check the presentation for hidden

metadata or personal information,

Encrypt Document

Increase the security of the presentation by
adding encryption.

Save As P

Restrict Permission

8y
Print »
Grant people access while restricting their

ability to edit, copy, and print.

Prepare  ® | Add a Digital Signature
Ensure the integrity of the presentation by

adding an invisible digital signature,

Send 3
Mark as Final

| Let readers know the presentation is final
Publish:  * and make it read-only,

Run Compatibility Checker

: Check for features not supported by earfier
Claose versions of PowerPoint,

2 W

IQ PowerPoint Options | |X Exit PowerPoint
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Section 3: Review Questions

1. The Document Inspector checks for...
A Private Information
B Off-Slide Content
C. Comments and Annotations
D All of the above

2. To launch the Document Inspector...
A. Click Office Menu - Share ->Document management Server
B. Click Office Menu - Share - Create Document Workspace
C. Click Office Menu - Finish - Compatibility Checker
D. Click Office Menu - Prepare - Inspect Document

3. The Publish Slides feature allows you to publish slides to ...
A A share point workspace
B A Slide Library
C. The Web
D All of the above

4, To publish a slide to a Slide Library...

A. Click Publish Slides from the Publish menu - check slides - Browse - Publish
B. Click Publish Slides from the Publish menu = uncheck slides = Publish
C. Click Add Slides - Reuse Slides - browse from Slide Library
D. BothA&C
5. You can share presentations with other co-workers through which of the following
PowerPoint features?
A Slide Library
B PowerPoint Workspace
C. The Document Server
D All of the above
6. The Document Server will...
A. Save presentations to a network server
B. Save slides to a Slide Library
C. Synchronize slides with a share point server
D. None of the above
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7. To fax a slide or presentation you need...
A Microsoft Outlook or Outlook Express
B Internet access
C. Fax service provider
D All of the above

8. To create a Workspace...

Click Office Menu = Publish - Create Workspace

Click Office Menu - Publish - Create Workspace = enter URL, name and password
Click Office Menu = Publish - Create Workspace - Create

BothA& C

o0 w>

9. To insert a comment in a presentation...

Click Slide Show - Ink Annotations - Ballpoint Pen - insert comments
Click Review - New Comment

Click Review - Edit

None of the above

o0 wr

10. Marking a presentation as final is for what purpose?
To make the presentation read only

To hide personal information

To remove annotations

All of the above

o0 w>
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SECTION 4: Advanced Topics

In this section you will learn how to:
= Check Settings
= Link and embed Voice Narrations
= Record and delete narrations
= Search for documents
= Start PowerPoint on Windows boot
= Use Office Diagnostics
= Check for updates
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Lesson 4.1: Creating Voice Narrations

Voice narrations are beneficial when producing self maintained presentations, or displaying
your presentation on the internet. Like sound, this feature can only be used if your computer is
equipped with a sound card, speakers and a microphone. Using voice narrations will override all
other sound; therefore if you have designated sound to that slide previously, it will not be
played. This lesson will teach how to check settings, link and embed voice narrations, as well as
record and delete voice narrations.

Checking the Settings

Open Voice Narration by clicking Slide Show = Record Narration:

Slide Show

=% .
,.-E-g = D@ Record Marration |
T (&7 Rehearse Timings
Set Up Hide ) g
| Slide Show Slide [#] Use Rehearsed Timings

Set Lip

Record Marration

Record a narration track using the
microphone attached to your
computer.

Your narration can be played back
alongwith the full-screen slide

show,
L o
Record Marration
Current recording quality | ok |
Quality: [untitled]
Disk use: 10 kbysecond [ Cancel

Free disk space: 30757 ME (on C:1)
Mazx record time: 48754 minutes

]
[ Set Microphone Lewvel. .. ]
]

[ Zhange Quality. ..

Tip

e Adjust quality settings to achieve desired sound guality and disk usage. Higher

@ recording quality uses more disk space, Large narrations should be linked for better
petformance.

[ILink narrations e €., JohmiDeskiop), [ Browse, .. ]

There are two settings you are able to set in this dialogue box; the Microphone level, and the
Quality level. The Microphone Setting provides a microphone check to ensure that the
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microphone is working and the volume level is appropriate. The Quality check allows you to
name and save various quality settings. Higher quality provides a better narration quality, but
means a larger file size.

Set Microphone Level Change Quality
Microphone Check Sound Selection
This will make sure the microphone is working M arme:

and that the microphone's volume is appropriate.

Fiadio Gualit - Save bz, | Remove |
Please read the Following texk inko wour microphone: | Hualiy J

"T am using the microphone setup wizard, It is
checking to see whether my microphone is plugged in Format: |F'Eh-1 ﬂ
and warking properky,"

! BN 1| | Atibutes:  [22.050 kHz, 16 Bit, Mono 43kbisec |

ak | Cancel |

[ (] 4 l [ Cancel

Link and Embed Voice Narrations

If you plan to embed the narration, the narration sound file will be part of the presentation,
which results in a very large file. If you chose to link the narration it will be stored to the hard
drive and will play when prompted, which makes for a smaller presentation file. Unfortunately,
if you are playing the presentation on a different computer, you will need to install the link on
the new computer. At the bottom of the Record narration dialogue box, you will find the Link
option, as well as the Browse button where you can locate the recorded narration.

4L JohnDeskbop!, [ Browse. ., ] “

If you remember from the Custom show lessons, linking files requires you to check the Link
option. When embedding files, leave this unchecked,

Record and Delete Narrations

Recording a narration is just as easy as recording a sound. If you decide to Link a narration
check the Link box before you record, otherwise the narration will automatically be embedded
into the presentation.
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After you have checked narration settings, click OK. The slide show will begin for you to
narrate. After you have recorded the narration, you will be returned to Normal View, in the
bottom corner of each slide you will see a sound icon, and by clicking the icon you can remove
the narration by pressing Delete on your keyboard.

POWERPOINT
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Lesson 4.2: PowerPoint and Windows

The Microsoft Windows operating system lets you do more than just run PowerPoint. In this
lesson, you will learn how to search for PowerPoint files using Windows, have PowerPoint open
automatically when Windows boots, recover corrupted files using Office Diagnostics, and check

for updates.

Searching for Documents

From time to time, you will no doubt forget where you have saved something on your
computer. For those of us who are more forgetful than we’d like at times, Windows Search can
be your best ally. With Windows search you can find just about anything within seconds. If you
forget the name of your presentation, you can use a “wildcard” character to help in your

search.

Click Start = Search to open the Search window:

@ Tour Windows xP @ Help andisupport

Search
Opens a window where vou can pick search options and work with search results,
All Programs D —

J Liag OFF @ Turn QFf Computer

TR
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When the Search dialogue box appears, choose from the list of options on the left:

What do you want to search
for?

EY Pictures, music, or video

EY Documents (ward
processing, spreadshest,
ekc, )

EJ allfiles and Folders
ﬂ Computers or people

) Information in Help and
Support Cenker

You may also wankt ko, .,

£ Search the Internet

Change preferences

'l_g Turn off animated character
e,

U

24

If you can remember part of the name of the document, click the Documents option and then
enter what information you can remember. If you can’t remember the name but know what
type of file you are looking for, this is where you can use the wildcard character.
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Let’s try searching for all PowerPoint 2007 files on your computer. These files have a .pptx
extension, so click All files and folders and enter the following search term:

Search by any or all of the
criteria below.

&ll ar part af the file name:
*,pptx f—

& word or phrase in the File:

Look in:

2@ gl Hard Drives (CESF |
When was it modified? ¥
What size is it? ¥

More advanced options | ¥

[ Back, ] [ Search

P
&'
rey

ViA

The asterisk (wildcard) character tells the Search utility to look for any files that have the .pptx
extension. Note the more advanced search options you can use, such as choosing the hard
drive to search, enter when the document was last modified, how big it is, who modified it, and
more. Click Search to check your computer. Remember that the length of time it takes to
search will depend on how many files you have on your computer. Though in most cases, a
thorough search shouldn’t take much longer than 4 or 5 minutes. It is also worth noting that
once you have searched once, changing some search criteria and then searching again will take
much less time. Windows ‘remembers’ the previous search results and skips over areas it
doesn’t need to check again.
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As the search is being performed, you will see statistics on the side. Once the search is
complete, you will be shown any relevant results as well as options to help refine your search:

-1 Search Results [Z]

File Edit Wiew Faworites Tools  Help ;'_f
| ? j'_."' Search ||| Folders E' '@ Falder Sync

address | ] search Resulks (3% ﬁ o

Search Companion x Mame In Folder Size | Type ;.A.
@Lessnn 1.3 complete, pphx Ci\Docurnents and SetkingstJoh, .. 75KE  Microsoft|
I*\ﬂ]Lessnn 1.3.ppkx Ci\Docurments and SettingstJoh, ., 69 KB Microsaft|

'.Sl_')llntroducing PawerPaint 2007.... CiDocuments and Settings)Joh. .. 1,770 KB Microsoft| =
'lI!l_]Sample.presentation.pptx C:\Documents and SettingstJoh. .. 578 KE  Microsoft)
T'_"E"E were 127 files found. II\é]CanJ:ol.cluc.pptx C:\Documents and SettingstJoh. .. S59KE  Microsoft|
Eg:lnw,trgs?ﬁnd what-yon ‘!;L_!]example.arrange.duc.pptx C:\Documents and SettingstJoh. ., 54 KB Microsoft
IIl{1F'resenl:al:iDnZ.|:|:|l:>< CDocuments and SettingstJoh. .. SAKE Microsoft
a ¥es, finished searching I*‘ﬂ]Den‘u:u.GrDupl PRk CDocuments and SettingstJoh. .. ESKE  Microsoft
Mo, refine this search and... @Lessnn 1.2B.pptx C:Documents and SettingstJoh. .. 114 KB Microsoft
ﬂ Change file name or I*\ﬂ]Lessnn 1.3.ppkx Ci\Documents and SettingstJoh, .. FZ9KE  Microsaoft
keywords @Lessnnz. 1-completed. pptx CiiDocuments and SettingstJoh, ., 1,192 KB Microsoft
B4 Changs whether hidden and i.!l_]LessnnZ. 1.pptx Ci\Documents and SettingstJoh, ., 60 KB Microsaft
system files are included lil:!-_l]LessonZ.2-c0m|3letec|.|3|Jt>c C:\Documents and SettingstJoh. .. ZZ8 KB Microsoft
You may also want to... "E]Lessnn&&pptx C:\Documents and SettingstJoh. ., 176 KB Microsoft
Sorbrasiills by = ‘lﬂLessonZ.3—c0mpletedpptx.pptx C:\Documents and SEtt?ngs'l,_'lnh. i 402 KB M?crusoft
category “‘—_jLessnnZ.S.pptx CiiDocurments and SettingsiJoh... 393 KB Microsoft
view results differently (% ‘lﬂLessnnZ.ﬂlpptx.pptx C:Documents and Settfngsi,Jnh. 4 EZ KB Mfcrnsoﬂ:
Hﬂ_]Lessu:unS. 1.ppkx C:iDocuments and SettingstJoh. .. 342 KB Microsoft
4 start a new search II\:!l_)lLessu:unS.3-cum|:|h3l:n3c|.|:u|:ut>< CiiDocuments and SetkingsiJoh... 222 KB Microsoft
i!l_]LessnnS.S.pptx Ci\Docurments and SettingstJoh, ., 222 KB Microsaoft
h:!-_l]LESSDHS.q-.pth Ci\Documents and SettingstJoh, ., Z18KE Microsaft
Ill."':!]Lessonﬂf. 1.ppkx C:\Documents and SettingstJoh. ., 715 KE Microsoft
II\ﬂLesson& 1.ppkx C:\Documents and SettingstJoh. .. 216 KE Microsoft
f'i":", l‘\lll_"]LessonS.:2—c0m|3letec|.|3|Jt>c C:\Documents and SettingstJoh. .. 65 KB  Microsoft
=1 |l=|_1Lessnn5.2.|:uptx C:\Documents and SettingstJoh. .. 35 KB  Microsoft

J Fs I*\ﬂ:]«Lessu:unS.3—cum|:ulelzecl.|:u|:ut>< CiDocuments and SettingstJoh. .. 405 KB Micrnsoﬂ:-v
AR :L{':' = Leai ! e 1 R e ;

Starting PowerPoint on Windows Boot
Your Start menu features a Startup folder. Any file or program icon that is added to this folder

will be opened/executed when Windows boots. You can add the PowerPoint icon easily by
doing the following.
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First, locate the PowerPoint icon from the Microsoft Office folder. Right-click this icon and click

Send To > Desktop.

. Internet
Mozilla Firefox
|' T‘ E-mail
1O
Microsaft Office Pow

Microsoft OFfice Outl
F rm— |
"_53 2007

é Inkernet Explorer

Sl
|!fr-.=:-" Microsaft Office War

3 Motepad

J] inTw2000

&

Tour Windows =P

l@ Logitech

rﬂg Micros

|@ Mozilla Firefox

I/ snaglt g

@ Startup

) vIa

) WinRAR

B8 adobe Reader
& Internet Explarer
wd Msn

Lﬁl Cutlook Express
‘_-;_ Remote Assistance

-ﬂ,"}, ‘indows Live Messenger
() windows Media Player
‘ﬂ wWindows Messenger
ﬁ Windowes Movie Maker

I@ Super Card

Microsoft Office Tools » ;
Microsaft Office Access 2007
Microsoft Office Excel 2007

. Microsoft OFfice Groove 2007
Micrasoft Office InfoPath 2007
Micrasoft Office CreMote 2007

fE M EE N

Open

Microsoft Office Qutlook 2007

Pin Eo Skark menu

r 3] Compressed (zip

R g
Cut (&} Desktop (crea
Copy ) Mail Recipient

Create Shorbouk
Deleke
Rename

IE:] My Docurments

,ﬂ, 314 Floppy (A:)
b DWD-RAM Drive (D)

Sart by Mame

(] togoft [0] Tumo

Propetties

ff

Open

Pinta Skark menu

Send To

—

'EDI:I':."

Create Shorkouk
Delete
Rename

WWW.Mmi

Properties
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Finally, use My Computer to navigate to C:\Documents and Settings\<your user name>\Start
Menu\Programs\Startup and then paste the shortcut file:

) Startup
File Edit Yew Favorites Tools Help
@Back il <> ‘Ej' P ! Search 4 Folders * Eﬁi Folder Sync
Address ll'f] Ci\Daocuments and Settingst JohniSkart MenulProgramsi Startup
Microsoft ffice FowerPoint
File and Folder Tasks £ r B R
¢ Shortout
Iil[’l Rename this file E

_,JJ Mowe this File

Now when you start your computer, PowerPoint will launch as well. Keep in mind not to add
too many programs to your Startup folder! Doing so will reduce the available free memory and
slow the performance of your computer. It is a good idea to keep the Startup folder as tidy as
possible and place only the items you want to run inside.

Using Office Diagnostics

Detect and Repair found in the 2003 version for PowerPoint has been replaced with Office
Diagnostics. Office Diagnostics helps to identify and repair any program and installation
problems, not just those that may be happening in PowerPoint.

To use Office Diagnostics, open PowerPoint and click Office Menu = PowerPoint Options.
When the Options dialogue box appears, click the Resources tab. Finally, the Diagnose button:

PowerPoint Options @
Popular 5 Contact Microsoft, find online resources, and maintain health and reliability of your Microsoft Office
) L3 programs.
Proofing
Save get updates Check for Updates
Advanced Get the latest updates available for Microsoft Office,
Customize run Microsoft Office Diagnostics —> | Diagnase
Addng Diagnose and repair problems with your Microsoft Office programs.
Trust Center contact us Lontact Us
Resources Let us know if you need help, or how we can make Microsoft Office better,
activate Microsoft Office Adtivate

Activation is required to continue using all the features in this product.
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At the opening screen, click Continue:

B8 Microsoft Office Diagnostics

3
X

Is Microsoft Office having problems?

Running Office Diagnostics may help.

Office Diagnostics can help to identify problems and may be able to repair your
installation of Office, Diagnostics can take up to 15 minutes to run and may connect to
Microsoft's servers. Clidk Continue to get started,

|

[ Continue

]l- Cancel  {

73

You will be shown a listing of checks that will be performed on your version of Microsoft Office:

B Microsoft Office Diagnostics

Start Diagnostics

mEX]

_a Chedk for known solutions Status: Ready torun
ﬁ Memory Diagnostic Status: FReady torun
@ Compatibility Diagnostic Status: FReady torun
§ Disk Diagnostic Status: Ready torun
g8l Setup Diagnostic Status: FReady torun
‘What will diaanostics do? L.f"—..un Diagnostics | [ Cancel ]

Click the Run Diagnostics button to begin the testing. You will be presented with a report when

the scanning is complete, listing any problems and possible solutions.
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Checking for Updates

Microsoft Office provides you with access to updates and downloads from the Resources tab in
PowerPoint Options. By clicking Check for Updates, you will be transferred to the Microsoft
Office Online Web page where you can find updates for your version of PowerPoint (as well as
other office programs):

‘PowerPoint Options ﬁ

Popular C};-J_ Contact Microsoft, find online resources, and maintain health and reliability of your Microsoft Office ‘
L3 programs.

Proofing

Save get updates =3 | Check for Updates

Advanced Get the latest updates available for Microsoft Office.

Customize run Microsoft Office Diagnostics Diagnose

Add-ns Diagnose and repair problems with your Microsoft Office programs.

Trust Center contact us Contact Us

|| Resources Let us know if you need help, ar how we can make Microsoft Office better,

activate Microsoft Office Activate
Activation is required to continue using all the features in this product,
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Section 4: Review Questions

1.
A.
B.
C.
D.
2.
A.
B.
C.
D.
3.
A.
B.
C.
D.
4.
A.
B.
C.
D.
5.
A.
B.
C.
D.
6.
A.
B.
C.
D.

Voice Narrations are used for...
Manually running presentations
A few slides here and there
All Slides
BothB & C

Which setting would you find in the Record Narration dialogue box?
Speaker Volume
Microphone Volume
Quality
BothB & C

To link a Voice Narration...
Click Record Narration - click OK
Click Record Narration = check Link - OK
Click Rehearse Narration
Click Record Narration - Browse—> locate narration file - OK

To embed a Voice Narration into the presentation...
Click Record narration - Click OK
Click Record Narration—> check Link - OK
Click Record narration—> Browse = locate narration file > OK
BothA&C

To delete a narration...
Click sound icon = press Delete
Click sound icon = Sound Tools = options - delete
Click sound icon = right click - delete
All of the above

To search for documents using Windows...
Click Review - Research = type pptx in search box—> click Go
Click Start = Search - click document type—> enter word or phrase - Search
Click Start - Search - computers or people—> search
None of the above
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7. To make PowerPoint launch when Windows boots, which feature do you use?
Scheduled tasks

Click and drop icon into Start menu Startup folder

Administrative tools

BothA&B

o0 w>

8. Office Diagnostics is used to...

Test and repair program and installation problems
Test and repair file problems

Test and repair virus problems

Test and repair spam problems

o0 w>

9. ‘Check for Updates’ checks for which of the following update categories?
A Microsoft Windows
B Microsoft Office
C. Other Microsoft Programs
D All of the above

10. ‘Check for Updates’ is found...

Under Resources in PowerPoint Options
From the Start Menu

In the PowerPoint trust Center

Both A& C

o0 w>
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SECTION 5: Creating Masters

In this section you will learn how to:
=  Work with masters
= Use the Slide Master Ribbon
=  Use the Notes master Ribbon
= Use the Handouts Master Ribbon
= Create a Master Slide
= (Create a Master Note
= Create a Master Handout
=  Use the Master
= Apply a Master to a Slide
» Apply a Master to a Note
= Apply a Master to a Handout
= Remove Masters
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Lesson 5.1: 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.

www.microsofttraining.net



Microsoft Office PowerPoint 2007 Advanced 79

Types of Masters

There are three different types of Masters: Slide masters, Note masters and Handout masters.
Notes and handouts derive from the slide master but can be customized individually and have
different style 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 View Ribbon, in the Presentation Views chunk:

Lo L dL.d

1 | g —~ - |
= {:.—E:'E i3 =]
’F' |EIE|| || b | _
Nurmai Slide Motes Slide S5lide Handout MNotes ‘
Sorter Page Show | Master Master Master
Presentation Views

Slide Master Notes Master Handout Master

‘ | efe/2006 | | { etef2008

+ Click to edit Master text styles ‘
— Second level |
« Third level l

— Fourth level
» 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

| 1 - || Title A' ECDIDI’S i \'P_h] Background Styles - | :.;'_ . !
J J A Rename J F-:n{s = || J L:I
Insert Slide Insert Master Insert I ooter Themes | i Page Slide Close
Master  Layout ‘% PTEsemve ‘ t Placeholder L - EEffEdS 2 |‘ i Bechn oisid Srphles Setup Orientation = || Master View
Edit Master Master Layout Il Edit Theme | Backaround (P 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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Using the Notes Master Ribbon

The Notes Master ribbon contains commands that will assist you in creating and editing Notes
Masters. Click View = Notes Master to see this ribbon:

MNotes Master

= [= 5 =l [¥] Header [¥] Date B coiors - || 5

40 T ; 15 a | <34] Backgraund Styles = H

_/ i) L'j || 1@ slide Image [¥] Body | /L — Fc-nts »

Page Motes Page Slide : Themes — o Background Graphics Clase

Setup Orientation = Orientation - || (¥ Footer 1] Fage Number Effects » Master Yiew

Page Setup | Placehaolders Edlit Thame Background ] _ FLlace

Page Setup Change the margins and page orientation of either the Notes
master sheet or the Slide master sheet.

Placeholders Add or remove content from the Notes page by checking or clearing
these options.

Edit Theme Notes pages are designed to be passed out like a handout sheet or

for your own use while presenting. Therefore, you will likely not
style these sheets. However, if you want to include a company logo
or some color to the page and make the handouts usable for a
formal occasion, use these commands.

Background Like the Theme commands in the previous chunk, you can modify
background of the Notes page with these commands.

www.microsofttraining.net



Microsoft Office PowerPoint 2007 Advanced 82
Using the Handout Master Ribbon
The Handout Master ribbon will assist you in creating and editing a Handout Master. The
Handout Master ribbon is accessed by clicking View = Handout Master:
Handaout Master
= C : @ Header @) Dat A B cotors - Background Styles ~ %!
L{h j | ¥ eader || Date Ha Fant5= I@a groun 5
P Handout Slide Slides P =] 7 L Th { sckground Graphice Clos
Seatafa Orieanrlaﬁgn' Orientlati-:ln' Iljage‘*er| Sl H e = Efffa5'| = i ‘ r-.1asteﬂr 'i'iew
Page Setup | Placeholders Edit Theme | Backoround & - Hose
Page Setup Change the margins and page orientation of either the Handout or
Slide master sheet. You can also select how many slides you want
to appear on the handout page, up to a max. of 9.
Placeholders Add or remove content from the Handouts page by checking or
clearing these options.
Edit Theme Normally it is not necessary to style a handout sheet; it is favorable

to keep handouts as clear and uncluttered as possible. However, if
you want to include a company logo or some color to the page and

make the handouts usable for a formal occasion, use the
commands.

Background Like the Theme commands in the previous chunk, you ca
background of the Notes page with these commands.
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Lesson 5.2: Creating Masters

When using PowerPoint’s templates you can view and edit the template master slides, but are
unable to delete masters created by Microsoft PowerPoint. When making changes to existing
Masters you can save the Master for future use, or create a brand new Master that is unique to
the rest. In Lesson 5.2 we will focus on creating a Master slide, note and handout using the
Slide Master and Edit Master ribbons.
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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.

| 51 o O s s Presentation2 - Microsoft FowerPoint o
- Shide Master Home Insert Animations Review View Add-Ins (7]
I e = Coioi : — =
| ® L= 7] Title B cotor A _ 7 '-‘]
k — = = — Fants' x

| Insert Slide Insert Close

Background| Page Slide

laste Insert 7| Footers || Themes
| Master Layout ‘= ‘ Layout Placeholder = !' i BEf'E'j-‘ T | Setup Orientation = || Master View
L eatmaster | Master Layout | edittheme || Pagesetup || Ciose
R S e e - e B e e e ¥ R e e s e et ek

Clickto edit Master title style

. = Clickto edit Master text styles
| Second level

Third level
= Fourthlevel

* Fifthlevel

A4k A

Stide Master | “IntroducingPowerPoint2007" | (@22 = | 56k é}—@—g

&'JBB

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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Creating a Master Note

Master Notes only has one default note; therefore the changes you make for the one note will
pertain to all notes for each slide. When the default Master note is displayed you can change
the note by checking and un-checking note features such as Date and time, footnotes etc. The
Design theme will have to match the slides, but you can apply background color to the note

page.

Dﬂ = O = 75 Presentation2 - Microsoft PowerPoint - = X
il a8
e Maotes Master Hame Insert Reviaw View Add-Ins e

f =% =k V| Header /| Date Calors = ||.5

| = j !_‘j s ; n = ¥ Background Styles -

; V| Slide Image |¥| Body Fants » —
Page MNotes Page slide - e || Themes : tide Backgroe Srapk Close
| Settp Orientation = Orientation~ || [¥] Footer [¥] Page Mumber || - Ef'f':tE = H - Master View
Page Setup | Placeholdars || Edit Theme Background Tui] | Close
] [ 1 1 Eriae vy 1 1o ] 1

+

&

&

5

2 il

: Fafth e

&

&

&

Maotes Master | TIntroducingPowerPoint20077 EE = | st o el

Creating a Master Handout

When creating a Master handout, you only have to customize the one page. One of the main
customizing tools pertaining to handouts is the number of slides per page command. One of the
easiest layouts to use is 3 slides per page. This lists the three slides on the left, with note taking
space on the right.
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Lesson 5.3: 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.

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.

_.gd Presene

B

Preserve

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

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

Insert Slide
Master

E

Insert Mew Slide Master [(Ctrl=M)

Add a new Slide Master to the
presentation.

(€ Press F1 for more help.

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

With Note and Handout masters you can only apply one Master per presentation. You are
unable to apply two note Masters to one presentation; all notes must be printed using the
same format. After you have created and saved a Note and Handout, it will automatically be
saved as the Master. The only task left is to select note or handout when printing.

Printing Note Master Printing Handout Master

=
(<%
[#:]

PrintPreview

LessonS.3-completed.pptx [Preview] - Microsoft PowerPc Lesson5.3-completed. pptx [Preview] - Microsoft PowerPoir

Print What Notes Pages It /
e - J &> - 5 & X
8 Londscape [ Poriat] * Optons~ | Print | New P G pint || N Close
Fege. " Page. || Pt i Preen
piint Print Pr Close Print Preview | Cloze
H9-63%-£30¢2)- %=

Print: Page 1 of3 | English (Canado) il ol

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.

_;.;I Delete |
'::..': Rename
4 Preserve

2r

Delete Shde

Remowe this slide fram the
presentation,
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Section 5: Review Questions

1.
A.
B.
C.
D.
2.
A.
B.
C.
D.
3.
A.
B.
C.
D.
4.
A.
B.
C.
D.
5.
A.
B.
C.
D.
6.
A.
B.
C.
D.

What is a Slide Master?
A slide the controls all design elements on a slide
A note that controls all design elements on a slide
A handout that controls all design elements on a slide
All of the above

To apply ‘3 slides per page,” which Master ribbon do you use?
Note
Handout
Slide
None of the above

How many note masters can be applied to one presentation?
One
Two
Three
Four

To save a slide master...
Click View = Slide Master - customize Master - Save Master theme
Click View - Slide Master = customize Master - Save
Click View = Slide Master - customize Master - Preserve
All of the above

To create a Note master...
Click View = Slide Master = customize master
Click View - Note Master - customize master
Click View - Handout Master - customize master
Both A & B

To create a new theme font for a Slide Master...
Click View = Slide Master = Click Master -Click Fonts = select font
Click View - Slide Master = Click Master - Click Fonts = Create new theme fonts
Click View = Slide Master = Click Master - Edit Master - Click More Fonts = click
new font style
BothB & C
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7. To apply color to a note master...
A Use the Theme command
B Use the color command
C. Use the background command
D BothB & C

8. To give the note section on the note master a 3-D appearance...

Click Note Section - Drawing Tools - Format - Shape Quick Styles
Click Note Section - Drawing Tools - Format - Effects - 3-D
Click Note Section = Drawing Tools - Format - Shape Outline
Both A& B

o0 w>

9. What elements cannot be removed from the Handout Master?
Slides

Date

Header

Page Number

o0 wr

10. What elements in a slide master cannot be changed or removed?

A. Orientation

B. Date and time

C. Layout

D. None of the above
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