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SECTION 1: Advanced File Tasks

In this section you will learn how to:
= Navigate with My Computer
=  Perform basic tasks with My Computer
= Change file views
= Use the My Computer toolbar
= Use the My Places toolbar
= Use different file formats
= Use file properties
= Use Auto Recover
= Open atemplate
= Use atemplate
= Download a template
= Create a template
= Navigate the slide show
= Use navigation options
= Use the pointer button
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Lesson 1.1: Using My Computer within PowerPoint

My Computer is a utility that displays computer drives and folders to help you locate and organize files.
In this lesson, we will navigate through My Computer, perform basic tasks with My Computer, change
file views, and use both the My Computer and the My Places Toolbars.

Navigating With My Computer

Opening My Computer is great when you want to locate and open a file from PowerPoint. From the
Office Menu, you will find the Open command.

In the Open dialog box, there is a listing of five locations that can store files and folders: My Recent
Documents, Desktop, My Documents, My Computer, and My Network Places. In this lesson, we will be
focusing on My Computer and My Network Places.
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My Computer gives you access to your documents, shared documents, and all disk drives. Any of these
files or drives can be opened by double clicking them or right-clicking them and clicking Open.

Open )&
Look in: | j My Computer |_VJ @ Ll | | A Bl
I_'\.B 3% Floppy (A1) 'r; ‘!J {BealDisk

My Recent I\% b
Documents
" @ DWD-RAM Dtive (D ) GAMES (E:
E (o) w (ED
Deskkop
J w apps (F:) w Removable Disk (G:)
My Documents - =
T N w TREC_THM (H:) I;J shared Documents
.,_ﬂ |
My Computer == 1 '
J Tracy's Documents | Q,(.‘ My Sharing Folders
. ! { ~
Ty Metwork,
Places
File marmne: iv]
Files af bype: !P.II PowerPoint Presentations (*.ppt™, ppt:® pptm;®. pps: ™. pps; * ppsm; * . pat;®, pok; *, pokm) |ﬂ
i it

A1

My Network Places is similar to My Computer; you can browse different computers and network storage
locations hooked up to your network provided you have the correct passwords to access those
locations. Contact your network administrator for more information on network storage facilities.
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Performing Basic Tasks with My Computer

You can perform lots of basic file tasks including locating files, moving files, deleting files, and creating
new folders to organize files. You can perform most of these actions by right-clicking the file or folder
that you want to modify and selecting the option from the list:

select

Open

Explore

Search...

Open as Motebook in Onekote

Sharing and Security. .. |
& snaglt L
B add to archive. ..
Eadd to "Section 1.rar"
E Compress and emai...
E Compress ta "Section 1.rar" and emai

i, Groove Folder Synchronization »
Send Ta b
Cuk

S
Copy
Create Shortout '
Delete  iff— |
Rename
Properties

(Note that some of the commands listed here might not be the same as what you see.)
The red arrows highlight the most common commands that can be performed. Cut or Copy a file or

folder so you can Paste the data elsewhere. If you want to rename something, click Rename and then
enter a new name. You will be asked to verify your choice if you want to delete something,
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You can also move filed into a folder. Simply click and drag a file or folder into another folder in the root

directory:

/—J Section 1 ’J Section 2
/j Section 3 __//—’ | Section'd

- ?‘,iamj:de:.'p'res{antatil:gﬂ.dnc:ppb_c ; ﬁ-i = Slideshow, exarmple, ppt
— Microsoft Office PowerPoint Pr... X Microsoft Office PowerPoint 9,
&g ke ; 1,227 kB

Files can also be deleted from My Computer by clicking on the file and pressing delete on your keyboard
or clicking delete on the toolbar.

Changing Views with My Computer

A view in the My Computer window relates to the way you see the files. Each person has their own
preference for way their files are displayed. My Computer offers eight different views to see your files.
You can select which view you want to use by clicking the pull-down arrow beside the view command

ga  IThumbnails
HE Tiles

o lcons

s=e- List

= Details

T Properties
S Preview
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Here are a few examples of different views:

Thumbnail Useful when using pictures, Thumbnail view shows you in most cases a small image of
what the file is.

=

Shared Docurments

Icon Similar to the icons on your desktop, this shows the file type and the name.
Shared
Documents
Tile Tile view stacks the icons horizontally on the screen.
,J Shared Documents
List List view maximizes the space available on the screen and shows a list of all files in the

current folder.

4] The Mew Interface ] esson 1.4B - Completed
B Presentation2 BLesson 1.4

B Placeholder layout.doc BLesson 1.3-Completed
]Lesson 5.2 BLesson 1.3

4] esson 4.4-completed B esson 1.2 - Completed

Details Details view examines the properties of each file such as author, file type, size, date
modified, etc and lists the specifics.

Mame Type Total Size Free Space  Comments

L Tracy's Docu... FileF..
)Shared Docu,.. File F...
(-)CD Drive (D:)  CODODr.. 0 bytes 0 bytes
“elocal Disk (C:} Local ... 34.1GE 19,3 GB

Preview  preview view is used for viewing movies and PowerPoint files. It lists information like
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Details view, but also shows a mini-presentation on the right.

MName Size  Type ke’
B The Mew Inte... 104 KB Microsoft Office Fo. ..
B Prasentationz S9 KB Microsoft Office Po...
B Placcholderla... 37 KB Microsoft Office Po...
BLesson 5.2 105 KB Microsoft Office Po...
@ egson 4.4-0...  131KB  Microsoft Office Po..,
B Legson 4.4 131 KB Microsoft Office Po...
Blesson 4.3-C...  439KB  Microsoft Office Fo. .
B Legson 4.3 44 KB Microsoft Office Po...
BHlesson 4.2-c... 424 KB Microsoft Office Fo. .
B ezs0n 4.2 32 KB Microsoft Office Po...
B Legeon 4.1 31 KB Microsoft Office Po...
Lesson 3.4-c... 7,078... Microsoft Office Po...
@]Lesson 2.4 7,021... Microsoft Office Po...
B Legson 3.3 143 KB Microsoft Office Po...
@]Lesson 3.2-c... 10,13... Microsoft Office Po...
B egeon 3.2 292 kB Microsoft Office Po...
HLesson 3.1 85 KB Microsaft Office Po... v
< | >

Using the My Computer Toolbar

In any file dialog box in Microsoft Office PowerPoint, you will see the My Computer toolbar at the top. It
contains icons that allow you to go to the next or previous files or folders, create new folders, delete
files and folders, and change views.

Change

; Views
Change locations Up one Folder

\v @xmx l

Delete

Create
Back New Folder

Network

Look in: q My

Using the My Places Toolbar

The My Places toolbar gives you quick and easy access to various locations on your hard drive. Different
files and photos are normally stored and saved to different locations; it all depends on what how you
have your files organized. When you are in the Open dialog box, a simple click on any of the locations in
the My Places toolbar will bring you further in locating your file and its location.

My Recent Documents will list all of the files, presentations etc.
\_5.3 that have been worked on recently. My Recent Documents will
iy Recert display folders, how many files are in the folders, and the
Documents

individual files.
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== This icon allows you to access all of the items on your desktop.

My Documents is the default Windows location for all folders

_."j and files.

Iy Documents

My Computer gives you access to My Documents as well as all

:,'_ﬂ,rg drives in your computer.
My Compuker
- My Network Places will display all folders shared by other
‘:{} computers. For example, if you have a main server and have a
My Metwork shared network, you can access files and folders on the server
Places via your workstation computer with this shortcut.

You cannot remove or rename these five default shortcuts. However, you can move them up or down in
the list. You can also change the icon size by right-clicking on them, like this:

- '
| &
v-ﬂ!"

My Col  Add 'Exercise Files'

.

| Move Lp
My Me T Mawve Down
Fla
|
|
amall Icons '
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You can also add custom folders to the My Places toolbar. Use the My Computer window to navigate to
the folder you want to add (like the Exercise Files folder used by this manual). Right-click anywhere on
the My Places toolbar and click Add ‘<folder name’>.

»
My Metwork,
Flaces

_;__} File

Exercise Files Files

Taoals -

www.microsofttraining.net
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Lesson 1.2: Saving Your Files

In the Foundation level, we learned basic saving tasks you can do with PowerPoint and other Office
program files. In many situations, you may be sending files to people that may not have the same
version of Office that you have. They may not even have programs that are compatible with PowerPoint.
In these cases, you may want to change the format of the file you are saving. In this lesson, we will look
at changing file formats and how to export a file to PDF. We will also customize a file’s properties, use
application properties, and set up Auto Recover.

Using File Formats

When changing the format of a PowerPoint file, it is easiest to use the Save As command located in the
Office Menu. For example, not everyone will upgrade to PowerPoint 2007, so PowerPoint makes it easy
to save the file in the 2003 format (as we learned in the Foundation). If you don’t know which version of
PowerPoint the recipient has, it is best to play it safe and save with PowerPoint 97-2003 format

S
Py Mekwark
Places
-'J File name: Presentationl . pptx v
- Sawe a5 PR | powerPaint Presentation (%, ppk) —
PowerPoint Presentation i ookx) ilis
PowerPoint Macro-Enabled Presentation (*.pptm) O
PowerPaint 97-2003 Presentation (*, ppt)
PowerPoint Template (*,pok:)

PowerPoint Macro-Enabled Template (*.potm) |
PowerPoint 97-2003 Template (*.pot) [~
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Exporting a File to PDF

Sometimes it is convenient to transform your worksheets into a format that is better suited to online
distribution or publishing. Often, documents that are distributed online are published in a PDF (portable
document format). These PDF files (that are viewed with programs like Adobe Acrobat), can contain
images and text in a fairly small file size.

To publish your presentation as a PDF file, you must first download the add-in from Office Online. First,
open your Web browser and visit http://office.microsoft.com. At the top of the window, type PDF in the

search window and then click Downloads for the type. Click Go to perform the search.

® United States (chanas)

Cla v )
2. Office Online

J Home | Products Help and How-to Downloads | Clip Art Templates Microsoft Office Live

Welcone to Dffice Online iy Pressniation template & Prapare Gutiaok for & hischfor
f ;j | Search Al Office Orlin h | | | H|  Crabby honors 10 T=| Daylight Ssving Time il free
Search Al Office Online Search O | picneers : Prepare other software L] updates
1 Search H farmen's History Manthy H Important DT information I Office Updates

Today on Office Online

bl

—_—

Office made easy with new book

Mow that vou've upgraded to the 2007
Microsaft Office system, why nok put the

,}ﬁ—i nizwest Features to work for you? See how in
/"‘=——-" this new "o That's How" book,

= Micrasoft Office ‘Word 2007, Plain & Simple
By the Crabby Office Lady's book

Get Office _ Getstarted

= Try 2007 for free @ « Install and activate
= Buy 2007 now = Basic training for 2007

© &

Get help

¥ Get more
: tsg{;:.:sgm gl = Alltraining and demaos
2 . = = Office Marketplace
Tips to stay organized at work [»| = Office Solution Centers

(Please note that Web sites can and do change!)

Find the Office 2007 Microsoft Office Add-in: Microsoft Save as PDF or XPS link and click it.

¥ 2007 Microsoft Office Add-in: Microsoft Save As PDF or XPS &7

Downloads = Office Download Catalog = Downloads For the 2007 Microsoft OF
Add-ins
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Then, follow the instructions on the screen to download and install the add-in.

¥ 2007 Microsoft Office Add-in: Microsoft Save As PDF or XPS #F

Dowwnloads = OFfice Download Catalog = Downloads For the 2007 Microsoft OF
Add-ins

Now, you should see a Publish to PDF or XPS option under the Save As menu in the Office menu.

@ B9 0 Presentation
I

Save a copy of the document

Hew
PowerPoint Presentation

Save the presentation in the defaulf file

Open format.

PowerPoint Show

Save asa presentation that always opens in

Save ) ;
Slide Show view,

PowerPoint 97-2003 Presentation

Save a copy of the presentation that is fully
compatible with PowerPoint 97 -2003.

Save As |

PDF or XPS

Fublish a copy of the presentation as a POF
ar XPs file,

Prepare —1 Other Formats
Open the Save As dialog box to seledt from

all possible file types.

Print k |

NS AL U O

Send *
A0 Publish »
=Ty

Close

I@ PowerPoint Options | IX Exit PowerPoint

www.microsofttraining.net
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If you click on this option, you will see a Publish as PDF or XPS dialogue box.

13

‘Publish as PDF or XPS

|E]

Tools W]

Savein: I ID My Docurnents
. 'dMy Music
‘_‘3 EIEMV Pictures
My Recent 5 My Received Files
Documents ::ﬂ PowerPoink Presentations
=) | 5naglt Catalog
L '-,j Lpdaters
Deskkop [ My Sharing Folders
My Documents
48
My Computer
‘-‘-’] Fil narme: |Presentatiant v]
2 I —
My Metywork saveas bypei | ppF * pdf) I"1
Places = e
Open file after publishing
____4] Optimize for:  (3) Standard {publishing online and prinking)
= () Minimurn size: {publishing onling) opticns...,
[ Publish l l Cancel l

In the dialogue box, you should make sure that PDF is specified in the Save As Type field. You can also
choose if the document should be published in Standard size (good for printing), or in Minimum Size
(best for online publishing). You can specify your choice by selecting the appropriate radio button at the
bottom of the dialogue. If you click the Options button, you will see an Options dialogue appear on your

screen.

Once you have chosen the settings you want, you can click the OK button to return to the Publish as PDF
or XPS dialogue. You should make sure the file has a name in the File Name field of the dialogue and that
the correct save location is specified in the Save In field. Once everything is ready, click the Publish

button to create the PDF file.
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Using File Properties

With file properties, you can customize any file you have created. Different folders have different
customization options. Folders added to a location can be renamed, shared, and have pictures
displaying the contents of the folder. Default folders (created by Microsoft or were there when you
installed Windows) can be shared and renamed.

Right-click a file or folder and then click Properties. No matter if you right click a file or folder, the
General tab shows a list of all general statistics about the file or folder:

ShdeShow.example. ppt Properties @

aeneral | Custom | Summary

L‘ﬂ | SlideShow.example. ppt

Type of file;  Microsoft Office PowerPoint 97-2003 Presentation

Opens with: I3, Microsoft Office Powe Change. ..
Location: Z:ADocuments and Settingst JohnDesktopi PowerP
Sizes 1.19 ME (1,256,445 bwtes)

Size ondisk: 1,19 MB (1,257,472 bwtes)

Created: Friday, March 02, 2007, 11:12:06 AM
Madified: Fridaw, March 02, 2007, 11:12:51 AM
Accessed: Today, March 19, 2007, 2:54:20 PM

attributes: [ |Read-only [ ]Hidden

[ (o] 4 l [ Cancel

The tabs that appear at the top of the Properties window will vary depending on the type of file.
However, these tabs let you change more detail about the file itself. If right-clicking a folder, you also
have the ability to share the contents of the folder. Consult the Windows help file for more information
on folder sharing.

You can also access file properties from inside PowerPoint. View these properties by clicking Office
Menu - Prepare = Properties:

www.microsofttraining.net



Microsoft Office PowerPoint 2007 Intermediate 15

i U = Presentation
New Prepare the document for distribution
I s Properties
=
| View and edit presentation properties,
Open such as Title, Author, and Keywords,

Inspect Document

Check the presentation for hidden
metadata or personal information,

Save

(=] Encrypt Document
save is b ; Increase the security of the presentation by

adding encryption.

PEC L@

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

=[]
Brint i :_2 Restrict Permission

1‘~'i

Prepare F | [y Add a Digital Signature

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

g.’

Send »
[ Mark as Final

I ' Let readers know the presentation is final
and make it read-only.

Publish ¥
Run Compatibility Checker

=) =4
* %% | Check for features not supported by eartier
Close versions of PowerPoint,

_:g PowerPoint Options | |X Exit PowerPoint

Here you are able to enter presentation headings such as, Author, Title of the presentation, Subject and
Category of the presentation, keywords representing the presentation, and extra comments.

e Document Properties Location: Mot saved s Required field X
Author: Title: Subjeck: Keywords: Category:

John Slide 1

Status:

Comments:

Click the X button in the upper-right hand corner to close the Properties window when you are finished.
You will then need to save the file in order to save the changes in the Properties.

Using Auto Recover
Auto Recover is used for backing up files you are working on. It can be set to automatically save once

every one minute or in intervals up to one hour. In cases of power failure or system crashes, Auto
Recover will hold onto the last copy of the file and display the file in the recovery task pane when the
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program is re-booted. Auto Recover displays all of the copies it has made, so be sure not to mix up the
most recent file with the original as there is no way to recovery your work once it has been re-saved. To
access these settings, click Office Menu = PowerPoint Options. Then, click the Save tab:

Popular :
G | H Customize how documents are saved,
Proofing .
[ Lave | Save presentations
Advanced save files in this format: | PowerPoint Presentation |v:
Customize Save AutoRecover information every |10 ': minutes  eff—
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Lesson 1.3: Using Templates

Templates are files that are ready to use, you just need to add the information and change the template
to suit your needs. In this lesson we will examine what a template is in more detail, discuss how to use a
template, and then create one of our own.

Opening a Template

When you click Office Menu = New, you will see the New Presentation dialogue box appear. This
window is used to let you choose a file to use for the basis of your presentation, whether it is a blank
presentation or a pre-made template. There are two categories to choose from; Normal templates
(ones that were installed when Office was installed) and those that are available from Office Online.

To open a template from either category, highlight the main tab you want to use and then select a sub-
template from the center part of the window. When you have selected a file to use, click Create:

Mew Presentation @
tomptEs G e 0 . |2| || Introducing PowerPoint 2007
Blank and recent
Installed Templates | Installed Templates
Installed Themes
My templates,..

New from existing...
Microsoft Office Online
-
Featured
Agendas oy :
Classic Photo Album Introducing PowerPoint Contemporary Photo Pitchbook

Award certificates 2007 Album
Calendars
Content slides
Design slides
Diagrams
Invitations
Plans

Quiz Shaw Widescreen
Presentations Presentation

Reports

INTRODUCING POWERPOINT

Resumes and CVs

Schedules

Mare categories

S e [
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If you select a file from the Microsoft Office Online category, you must wait for the template to

download first. (We will explore thisin a moment.) Most of the templates are under a megabyte in size,
so this process won’t take long.

Using a Template

Once a template is open in front of you, you can begin to use it as you would any file that was created
from scratch:

l."'! = g v Presentation2 - Micrasoft PowerPaint - = %
i/ -
e’ Haome Insert Dresign Animations Slide Show Review View Add-Ins @
L. | 7= Layout ~ ‘ [‘ :'j R 34 Find
. J T
J EE) — [E5Resst - [ 4. Replace =
Paste New - || B T 8 = Shapes Arrange Qul
| = F || stider %JDelete || = ‘ ([ & e | b setect~ ‘
|Elipboard || Slides Font Faragraph L | Drawing | Editing
[ siides " Qutline ™ -
#
| INTRODUCING POWERPOINT
Atour of new features
ha
Effects +
Yarrimg -
it ¥+
J Click to add notes
L] il
Siidel of 18| “IntroducingPowerPoint2007 | .:EEI"SE-EF: 64% G;—@_‘ \,‘El [‘E L

You can change fonts, move objects, apply new slide styles and transition effects, etc. When you want

to save changes, clicking Save will open the Save As dialogue box. Enter a location and name for the file
and click OK to save it.
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Downloading Templates

19

PowerPoint 2007 templates have the file extension *.potx. Because of the backwards-compatibility built
into Microsoft Office, you can use any template file that was created with Office 97-2003 (*.pot).

To download a template from Office Online, click Office Menu = New and then choose a category

under the Office Online heading:

-~

MHew Presentation

Templates

Blank and recent
Installed Templates
Installed Themes

My templates...

Mew from existing...
Microsoft Office Online
Featured

Agendas

Award certificates

Calendars
Content slides

Design slides

©

Calendars

2006 calendars
2007 calendars
2008 calendars
Academic year calendars

Previous year calendars
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After a quick moment (and providing you have an Internet connection) you will see several sub-
categories of presentations available online, like those shown in the diagram above. Click a sub-
category and then choose from the list of available templates:

|©

2007 calendars

2007 calendar [L2-pp,
Flow theme}

2007 calendar [Stripes
design)

2007 calendar [L2-pp]

.

2007 calendar [12-pp,
Mon-5unj

2007 calendar [Digital
Elue design]

2007 monthly calendar
(Man-5un)

2007 monthly calendar

=

i

2007 calendar [12-pp, Calendaric mensal de

Man-3unj

[2]

2| (8 %

B

2007 calendar [5tripes
design, Mon-5un)

2007 calendar [Digital
Elue design, Maon-Sun)

20
2007 calendar (12-pp, Flow theme)
Pr i by: Microsoft Corporation
{siz= BB KB (<1 min @ 56 Kbps)
T R WY (730 Votes)
January 2007
[Downluad] [ Cancel ]

Selecting one of the templates will display information about the template on the right-hand side of the
screen. These stats include the author, the size in kilobytes, and the overall rating from those Office
users who have submitted a rating.

Click the Download button in the lower-right hand corner to download the template. This will require
validating that your copy of Microsoft Office 2007 is valid.
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Creating a Template
If you want to create a template for your own use, or use an existing template and modify to suit your
needs, this is easy to do. Consider the following template downloaded from Office Online:
I.";h i v = Presentation2 - Microsoft PowerPoint e
:J/ Home Insert Dresign Animations Shide Show Review View Add-Ins '@
21 .. Y “— [ Layout = | . — 1l = T 1 ¥ Shape Fill || 34 Find
. |A | S i
J Ee] ‘ EReset - | | | L‘_"—J) ] fie St utline Sac Replace ~
Clipboard Slides Fant G Drawing [} Editing

Siides - ~_Outline” x

January

‘ Click to add notes

*Siidt‘ll.n_iié-. I *2007 eolendar” |

5 28 = 0w GO iy

SUNDAY MONDAY WEDNESDAY THURSDAY FRIDAY
1 2 3 & 5 &
7 8 9 10 11 12 13
5 e 14 1g 16 7 18 19 20
_______ hd
i \:-
= M [

|A

w

This is a calendar template that contains 12 slides, one for each month. If you wanted to change the
font and the color scheme of the calendar, make the changes you want first of all:

January 2007

SUNDAY MONDAY TUESDAY WEDNESDAY |
1 2 3

Then, then you are happy with the changes, click Office Menu = Save As.
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When the Save As dialogue box appears, click the combo box beside Save as type and select PowerPoint

Template from the list:

Save As

Savein:

[5) Templates |v] @ | XL

A |C)Document Themes
] |7 Smarkart Graphics

MyRecent | S| 2007 calendar.potx

Documents !ﬂ Back-to-school presentation. potx
= \EQ Presentation For report on country, pokx
L. @Project overview presentation, potx
Desktop

s

My Documents

My Computer

Iy Metwork
Places

File name: |Januarv 2007, pok

bt

X

Save as bype: |P0werP0int Template (*, pokx)

PowerPoint Presentation (%, ppks)

LT <]=

PowerPoint Macro-Enabled Presentation (*.pptm)
PowerPoint 97-2003 Presentation (*.ppt)

FOF (*.pdf)
¥PS Document (*,xps)

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

available installed templates:

o

Cancel

New Presentation

X

-~

My Templates |

|m2DD? calendar . pot:x = | i
@Back to-school presentation. pot =
uJEiack to-school presentation, potx Freview
|@CIassrnnm expectations, pot
@Empluvee efficiency award. pot
|E.,§JFDDCI pyramid presentation, pok
|@nghtnlng strike image slide. pot J.mua.n "ﬂ"
|i.ﬂ,lr°w Calendar.paty |
iéJPresentatu:un fFar report on country . pokx;
'llg_lJF‘rD]ect ovetview presentation, potx
|@Pru]ect sktatus report, pok

|@Sales training presentation,pok
@Tralnlng presentation, pot

(] 4 l [ Cancel
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Lesson 1.4: Navigating the Slide Show

When it comes time to give the presentation, knowing how to show your presentation to others is
obviously very important. In this lesson, you will learn how to navigate the slide show using navigation

and pointer buttons.

Navigating the Slide Show

There are several methods of navigating through your slide show while it is running: you can use the left
mouse button, the keyboard, and right-click shortcuts. All of these methods are used when timing or
slide transition is not applied. (In these cases, the Back and Forward buttons will let you move from slide
to slide.) The Pointer allows you to highlight and make annotations directly on the slide; PowerPoint
even provides you with an eraser!

When navigating a Slide show you can use the tools provided in the lower-left hand corner of the
screen. They are quite faded out, but if you hover your mouse in that corner, you can see them one at a
time:

Previous Slide Click this to move back one slide in the presentation.

Pen/Highlighter You can use a virtual marker to emphasize points about your
presentation. Click the command and then choose a pen style/color:

Lg || Arrow
f Eallpoint Pen
,/)/ Felt Tip Pen Theme Colors
o H H EEENE

& | Highlighter

Ink Color k I

1T
Standard Colors
Arrow Options | |i| EEEERE

When you have completed your slide show, you have the option to save
any markings you made to the show.
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Slide Show Menu Click this command to see options about your show (also accessible by
right-clicking any slide):

Mext

Previous

Goto Slide g
Screen r

Pointer Options »

Help

End Show

Next Slide Click to advance to the next slide. You can also advance to the next slide
by clicking on an empty area of the slide, pressing the right or down
arrows, or pressing Enter.

Using the Navigation Buttons
In the foundation level, you were introduced to the Normal view and Slide Sorter View buttons. Next is

the Slide Show button, found next to the Slide Sorter button. The Slide Show can also be viewed from
the Slide Show ribbon, using the From Beginning or From Current Slide command.

Ha T
e - =
& o
2 ; =
From From Custom

| Beginning Current Slide | Slide Show ~
|_ Start Slide Show

To start the slide show, click the Slide Show view button on the bottom right of the screen or select
From Beginning from the Slide Show Ribbon. The first slide in the presentation appears in full screen,
and will not proceed to the next slide until you choose to do so, or set timings for automatic navigation.
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Using the Pointer Button

You can make handwritten notes anywhere on a slide during a presentation by changing the pointer to a
pen, felt tip pen, or highlighter (using the Slide Show menu), and then marking the slide with a tablet
pen or mouse. The Pointer options are available from the Pointer button next to the Navigation buttons
and Slide Show menu on the bottom left of the screen. The Pointer Button provides you with all the
tools necessary to make annotations. Here is an overview of the different pointers:

Lg || Arrow

# | Ballpoint Pen

& | EeltTip Pen

& | Highlighter

Ink Color

o | Eraser
Erase All Ink on Slide

Arrow Options

The default arrow pointer.

Changes the pointer to a ballpoint pen that can write or draw on the
slide.

Changes the pointer to a felt tip pen than can write or draw on the
slide.

Changes the pointer to a highlighter that can write or draw on the
slide.

Displays a color list to change the ink color of the ballpoint pen, felt-tip
marker, and highlighter.

Changes the pointer to an eraser that can erase ink on the slide.
Erases all of the ink mark-up on the slide.
Display options for the arrow pointer: automatic, visible, or hidden.

The default setting is automatic, meaning the pointer shows when it is
moved and is hidden the rest of the time.
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Section 1: Review Questions

1.

o0 w» o0 w» o0 w» o0 w» o0 w» 0N w®

o0 w®p>

My Computer is a...
Place to store files
Location that displays computer drives and files
A piece of hardware
BothA&B

In My Computer you can perform which tasks?
Moving and dropping files into folders
Delete files and folders
Navigate through folders
All of the above

The Thumbnail view displays:
File details and properties
Properties and a preview of the file
Aicon and name
None of the above

To view the properties and details of a file/folder:
Click the Preview view
Click the Details view
Click the Tile view
Click the List view

The My Computer toolbar allows you to...
Move forward and backwards between files and folders
Create new folders
Delete files and folders
All of the Above

To save a file under a different format, which steps would you follow?
Click Save from the Quick Access toolbar
Click Save As = Enter file name - Save
Click Save As - Enter file name - select file format - Save
Both A& C

To add a picture to a Thumbnail folder...
Right click file - Properties = Sharing
Right click file = Properties - Customize
Right click file - Properties - General
You can only apply a folder picture to folders in Icon view.
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8. How would you access a file’s information?
Click the Sharing tab

Click the General tab

Click the Customize tab

BothA&B

0N wp

9. The Slide show pointer is used for...
Slide annotations

Highlighting aspects of a slide
Erasing annotations and highlights
All of the above

o0 wp

10. Manual slide show navigation is done using...

Timing options

Speed and timing options

Clicking back and forward buttons with your mouse
Any of the above

0N w®
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SECTION 2: Adding Tables and Charts

In this section you will learn how to:
= |Insert atable
= Draw a table
= |nsert and delete columns and rows
=  Work with cells
= |Insert Excel tables
= Use the Table Tools ribbon
= Set style options
= Set table styles
= Change the shade of a fill
= Change borders
= Add effects
= Draw borders
= Add and format WordArt
= Create and link worksheet charts and graphs
= |ncorporate titles and data
= Use legends and labels
= Choose and design your chart style
=  Construct 3-D charts
= Edit chart axes
=  Show gridlines and trend lines
=  Work with organization charts
= Create organization charts
= Choose a style and layout
= |Insert and select chart shapes
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Lesson 2.1: Creating and Working with Tables

One of the more efficient ways to organize and present data is by using tables. Creating tables can be
done in most of the Office programs. This means you can insert an existing table from any file, or draw
and format your table anywhere on your slide. In this lesson you will learn how to insert and draw
tables, insert and delete columns and rows, work with cells, and insert an Excel table.

Tables
| | e | e
- I___-..__.L_l_..l
} t‘-étii
| Lu_.-.._.-
e % 3

Inserting a Table

You can insert and draw tables to incorporate and support your information, or you can have a solitary
table that speaks for itself. To create simple tables, use the Insert Table command on the Insert ribbon.
If you look at the figures below, you can see there are two ways you can insert a table.
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The first is by dragging your cursor over the provided squares, up to 10 rows x 8 columns. You can also

click the Insert Table command, which will display a dialog box for you to enter a custom number of
rows and columns.

Option 1 Option 2

Table

6x5 Table

E%%% rlnsert Table E]W
OO
% % % % Mumber of rows: z
I ok | [ cancel
I o [
N
E=
|
&

Mumber of columns: |5

B
B

}
}
)

Insert Table...
Draw Table

Excel Spreadsheet

Drawing a Table

If you require a complex table, drawing a table is the best option. When drawing complex tables, the
initial size of the table must be drawn first, and then the cells are drawn afterwards.
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To do this, first click the Draw Table command listed under Insert Table, as shown above in Option 1.
When Draw Table is clicked, the cursor will change to a pencil for you to draw the table outline and then
construct the columns and rows.

Step 1 Step 2

Here is an example of a complex table that was drawn by clicking and dragging lines to divide the rows
and columns:

Complex Tables
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Using the Table Tools Ribbon

The Table Tools ribbon is a new ribbon called a contextual ribbon; that is one that appears only when
you are working with tables. Every possible command available regarding tables is on this ribbon. (We
will learn more about table formatting in the next lesson.) For now, we will look at the features and

commands available to you.

Design Sub Ribbon

| Header Row | First Calumn
[T Total Row [ Last Column
| If Banded Rows || Banded Columns ||

Table Style Options I

Table Tools

Cresign Layout

A - —_— | -
¥y |

Quick Draw Eraser
| styies~ &~ | L PenColor~  Taple
Table Styles | | Wardart Styleiill Draw Borders

Table Style Options

Table Styles

WordArt Styles

Draw Borders

This group allows you to indicate the style of your table, whether or not to
have a header row, a totals, row, and so on. These options are not
automatically inserted with the default table style.

These styles are preformatted tables that be altered in terms of color,
font, or fill. Borders, shapes, and effects can also be added to these
styles.

Add a bit of your own style to a table by formatting the title or other parts
using WordArt.

This is a group you use in conjunction with complex tables (tables that

have been drawn by you). With this group you can set the width and style
of the border, select a border color, and correct mistakes with the eraser.
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Layout Sub Ribbon

Table Tools

Design Layout

= == | BEE :EI Insert Balow : - = p—— A [ &[] Height: |3:12° < ||| CBring ta Front = 2~
t 2l =Rl = = i
‘ E E | B A insert Lot EE—E' / j IH“ J 53 Width: 6.16° ||| Bysendto Back ~ [H]
t View ete =rge  Spli = G S | & C .
G,—ié\,,—,es | DEI‘ " _T:Ita illk nsert Right .:2“2 [|=8 ok Il = Di,-:d"d.:,n= r|3,.§i|:15. [F] Lock Aspect Ratio | 2y selection Fane
| Table || Rows & Calumns J Merge || Cell Size || Alignment || Table Size | Arrange
Table Style Options The table group allows you to select the whole table, or columns and rows

Rows & Columns

Merge

Cell Size

Alignment

Table Size

Arrange

Working with Cells

for editing. You can also show or hide the table gridlines.
Insert or remove rows and columns in the table as you see fit.

Merging cells means taking all the selected cells and forming them into
one big cell. Splitting a cell will do the opposite, take the area of one cell
and split it up into a specified number of pieces.

This group lets you format the individual cells of your table. Specify the
width and height, as well as distribute the columns and rows for an even
and organized look.

Align the content in a cell with the margins of the cell. You can left, right,
or center justify, as well as space the contents evenly within the
boundaries of the cell.

Set the width and height of the table.

If you have multiple overlapping items in a cell, you can group them
together or order the individual pieces as if you were stacking pieces of
paper on top of each other.

Working with cells can be tedious in regards to formatting. Therefore, the best solution to formatting
cells is first to decide if you are going to use a pre-formatted table style or format the table on your own.
Using a pre-formatted style and then applying a cell effect (such as shape fill) to the style does not
always work as you would like it to. Our advice is to refrain from using these features together or you
could end up wasting a lot of time getting something to look just right.
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No matter what method you choose, formatting tables is done with the Table Styles and Draw Borders
commands shown in the Format Ribbon diagram above.
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Inserting an Excel Table

PowerPoint 2007 can use an Excel spreadsheet as part of the slide. As you can see below, an Excel
spreadsheet differs from a regular table. The Insert Excel spreadsheet command is found under the
Insert table command. When the Excel spreadsheet command is clicked the table automatically inserts
itself for you to enter data, although it may need to be resized to fit properly on your slide:

. N =~ o .

-

Insert Table e # 7 n

|

Lok Sheetl AZIIQ 1 IR

I o

Insert Table...

Draw Table

Excel Spreadsheet

The Insert Excel Table Ribbons

When an Excel table is inserted a new ribbon appears. You will find that there are features you are
already familiar with (like Clipboard, Font, and Alignment in the Home ribbon) and some you might not
be. Let’s go over the new features:
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Home Ribbon

Haome
j ::tuy S Wrap Text || General - }tﬂj l:‘j‘-ﬂl '::dl j'm j _:.:J ‘g::ll?ium' %? i
PoHE 3 bomet Bl B 25| Bl Merge s conter = || S 1% | o | 4)1| SRRE e sea || e e | S ot e
Clipboard & Font & Alignment ] Number & Styles Celis Editing
Numbers Determine how the numbers in the cell or table will be formatted.
Styles Apply conditional formatting (red if negative, black if positive) and format
a group of cells at once.
Cells Insert and delete cells, and format the physical properties of a cell.
Editing Add the values in a column or row, create formulas, fill a cell with a

specific pattern, and arrange data to make it easier to read.

Insert Ribbon

Insert

b B8 P 2

Picture Clip. Shapes Smartart
Art

A = " 2
|ihﬁ w e ﬁ L ‘J
Column  Line Pie Ear Area  Scatter Other

Charts =
Charts iE]

@

Hyperlink

A 04 4 aEQ

WordArt Signature Object Symbol
f x Line =
Text

[o=]
li%i
PivotTable Table

Tables Ilustrations Links

The Insert ribbon is nearly identical to the PowerPoint main Insert ribbon, however this section includes
the ability to add different types of charts to visually represent your data.

Page Layout Ribbon

Page Layout

7 nCoI-:rs' 7 3] ol Gridlines | Headings 1 _l_'._ =l Tkt
[A]Fonts ~ _11*31 = _=-=’J i | 5 ‘ ] view | [¥] View I ' —‘LS el
The:nes @Effecrsv Margins Orientation Size iPrrelr;t. Breaks Background : ‘ e : - ‘ c) SE}L?:LO” L.Il‘gn ota ‘
Themes Page Setup Scale to Fit 2| Sheet Options Arrange

Page Setup All of the Page Setup commands control the overall look of the page, such
as setting margins, orientation, paper size, section breaks, and pictures for
the background of a table.

Scale to Fit These commands will shrink the contents in order to fit the most data on
a page.

Sheet Options This group lets you keep part of the cells stationary while the rest are

scrollable. You can also save the display and settings for a future
presentation.
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Formulas Ribbon

| ﬁ Z ﬁj _AJ @ [ﬁ'[] ,‘32% ZjDeflnef‘la‘nle' .f}E‘TracePrecadems 5% show Farmulas E @CalrulaleNuwl

Fundtion i Used

Insert. AutoSum Recently Financial Logical Text Date& Llookup& Math Maore
® Time » Reference = & Trig ~ Functions =

Function Library

| =F Trace Dependents ¥ Error Checking =
Name

Caleulation T ¢ - ohan
Manager B Create from Selection lizd Calculate Sheet

Options ~
Caleulation

ot Remove Arrows ~ (&) Evaluate Formula | yyic

Defined Names Formula Auditing

Function Library

Defined Names

Formula Auditing

Calculation

Data Ribbon

) 2k A
S~ EERNET
From Fram From From Other
Atgess b Text Sources~ | Connecions

Get External Data

Choose from a vast number of mathematical functions that can be
performed on your data.

This group allows you to create, edit, and find all names in a workbook,
and name cells, in order to refer to them in formulae.

Shows a display of cell relations, display formulas instead of values, trace
the execution path of a formula, error checking, and more.

Specify when calculations are performed on the data in the spreadsheet.

Data
- (@] connections || 4 E Lf7 f Clea B mm — = feror ;,rJ wrj rJ E Shiow Dtall
3 8- B I = o
S T | W EE oy |22 35 B BmoER | el W B ST
il Sort Filter P Textto  Remove Data Consolidate What-If Group Ungroup Subtotal 2
L 27 Advanced || Columns Duplicates Validation = Analysis = - -
Connections Sort & Filter Data Tools Qutline =

Get External Data

Connections

Data Tools

Outline

Import data from Access, Word, or some other external source.

Keeps track of the physical links that have been made between the
spreadsheet and the external data.

Perform analytical calculations on the data as a group of information.
Delete duplicate information, verify the data to make sure it meets
requirements, etc.

Lets you tie a group of cells together to expand or collapse them at once,
create subtotal cells, etc.
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Lesson 2.2: Formatting a Table

Formatting your table means making it look the way you want it to. This lesson will show you how to
have fun with your tables so that you can show your creative side. Using the Table Tools = Design
ribbon, we will look at style options, table styles, shape fills, borders, special effects, and WordArt.

Formatting a Table
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Setting Style Options

Style options are set by checking the option boxes displayed on the Table Tools > Design ribbon. The
purpose of style options is to make certain cells more noticeable then the others. With style options you
can insert a header row, a totals row, set a default color for the first column (for the table title), and
enable or disable banded columns and rows.

[#] HeaderRow  [@] First Column
[#] Total Row [F] Last Column
J' Banded Raows _- Banded Columns

\‘ Tahle Style Options

Banded Rows

Display banded rows, in which
even rows are formatied differently
from odd rows.

This banding can make tables
easier to read.

o g
wom D¢ e

Gy

[¢1]
[
I

[ TR T | I SR N1 OV R
r &t om rt “ m b
]

Setting Table Styles

Using a default table style is easy — just pick a style from the list and all data will be formatted
automatically. In this lesson, you will learn how to change that default style using the Table Styles
gallery. Remember that the color of the table style is determined by the slide design, so set that color
first.
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The Table styles gallery is accessed by clicking the down arrow in the Table Styles ribbon.

Best Match for Document

[k

S :-~ =] :I' == . e | le1

Changing the Shade of a Fill

Most fills used for tables are solid or gradient fills, but other shades can also be used. A shape is the
actual cell of the table, therefore when applying fills the entire table (or particular cells) must be
selected.

Under the Shape Fill command, you will find all of the gradient, texture, and picture options for table
backgrounds.

¥ Shape Fill i -
Theme Colors
HE B B EmEER

Standard Colors
HE fEEEEE
[ moFin

*  MoreFill Colors...

& Gradient o
d Texture 3
2y Table Background ]
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Applying Borders

Borders consist of all the inner and outer gridlines that separate the cells. You can change the style of
the border, as well as increase the weight of certain cells to make them more prominent than the other
cells.

Most of the built-in styles show the gridlines in normal view, although during the slide presentation the
gridlines are hidden. Applying borders to all or some of the gridlines will make them visible during the
slide show. Like shape fills, table cells must be highlighted in order for you to apply a border.

™
o

Mo Border
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Adding Effects

42

Effects can be added to just about any element on a slide including table cells. There are three kinds of
effects that can be applied: 3-D (Bevel), Shadow and Reflection. As well, each type of effect has multiple
variants for you to choose.

An effect is added by clicking on the desired variant under the Effects menu and then choosing a

particular effect.

Drawing Borders

When drawing borders, you can specify border color, style, and the width of the border lines. Drawing

=

| |geriumr-

| l Shadow

L mamection &

No Bevel

=

L

Bewvel

I
A0

23

1

=

oJd

borders is different from the other features you may be use too. For example, when applying effects or

borders the cells must be selected before the effect is applied. When applying border color, style or
width, the color, style or width is chosen first, and then you click on the lines to apply the effect.
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Border Color Border Style Border Weight
_— e lpt———— | =
o Pen Color = | P
Theme Colors Mo Baorder 4 pt
H  AEEEEEN % pt

_________ 3 pt

IIIIIIIIII ................. | tpe— |

1
Standard Colors | | mr=eme=eee 1% pt
mn SfEEEER ————— - 2% pt
i) | More Border Colors.. [ [ 3pt

Adding and Formatting WordArt

When working with WordArt, you must remember that the WordArt styles are just that, styles.
Therefore, in order to match the color of the WordArt with the slides and table the color and outline
color of those elements must be set.

WordArt can be applied by highlighting the word then clicking on the desired WordArt style from the
gallery. Or, you can click on the WordArt style and then type in the word.
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Lesson 2.3: Working with Charts and Graphs

Charts and graphs are used to support your data because they are functional and easy to read when
comparing data. PowerPoint 2007 gives you the ability to create your own graph or insert a graph from a
file. This lesson will cover how to create and link worksheet charts and graphs, incorporate titles and
data, and use legends and labels.
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Creating and Linking Worksheet Charts and Graphs

To create a chart or graph, click Insert and choose Chart.

Insert Chart

Insert a chart to illustrate and
compare data,

: Bar, Pie, Line, Area, and Surface are
I I | some of the available types.
i 4 i - ] |

I@I Press F1 for more help.

45

Next, select your chart type. Select the type from the list in the left, then choose a specific example on
the right and click OK to insert it in your presentation.

Exs@ﬁmwwm'é
o IREEEER
ﬁﬁmgggggégi
e |E

I L
[ enage Templtes... | [_setas Defaule chart | - .
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You will then see an Excel worksheet appear where you can enter your chart’s information. When doing

this, PowerPoint is

automatically creating a link to the Excel worksheet (source):

Chart Tools Ribb

[ E.;\h i ¥ = Chart in Microsoft Office PowerPoint - Microsoft Excel
_.:i/ Home Insert Page Layout Farmulas Data Review WView Add-Ins
z Ei; Calibri Ju A clE = | General - J’lgll Conditional Fi
i 53 — - $ - % o ||| B FormatasTab
Pafte B I U= | oy~ A== = = fad - \<a o0 [ Celf Stytes -
Clipboard T3 Fant {F] Alignment ] Number T Styles
A6 - 5 |
T T T - E F G H |
e Seriesl Series2  Series3
2 |Category 1 4.3 2.4 2
3 |Category 2 2.5 4.4 2
4 |Category 3 3.5 1.8 3
5 |Category 4 4.5 2.8 3
6| :
Jit,
el To resize chart data range, drag lower right corner of range.

on

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

Slide, Insert, and De
below.

Design Ribbon

| .g._.!
Switch
Row/Colu

al g
o
Change  Save As

Chart Type Template
Type

sign ribbons. Therefore, only new features and groups will be labelled in the figures

Chart Tools

Design Format

Layout

=
S| ]
Select  Edit

mn Data Data
Data

Chart Layouts

Data

Chart Layouts

These four commands help you in managing and editing the data used as
the source for the chart (Excel spreadsheet or other). You can switch the
data in the rows and columns to view the information in a different way.
You can select a new data range to use for the chart, and directly edit the
source data. If you are working from a shared file, other users might have
changed some of the source data since you made the chart. Click Refresh
Data to reload the source data and your chart will update automatically.

Choose a number of pre-formatted chart layouts, with the legend, titles,
and chart data in different areas.
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Chart Styles Choose from a number of color schemes to find one that best fits in with
your color scheme.

Layout Ribbon

Chart Tools

Dresign Layout Format

Chart A - = A =1 : - a i 3. 2 7l =

| o] @ B | (] o] o] ] (8] | ] [ o i )

.b-r P Picture Shapes Text Chart Axis Legend Data Data Axes  Gridlines Pl Chart  Chart 3D Trendling Line

&4 Reset to Match Style ‘ - Box | Title= TJittkes~ ~  Labels~ Table~ | - - area = Wall~ Floor~ Rotation Ba

Current Sefection Insert | Labels Axes ‘ Background Analysis

Labels Use these commands to add or remove different chart elements. Click the
pull-down arrow to place the chart element in a number of different
locations within the chart boundaries.

Axes Choose formatting options for the X/Y/Z axes; add or remove chart
gridlines (which can make charts with many data elements easier to read
and compare).

Background Choose which axis plane to use as your background for the data. Use the
3D Rotation commands to adjust how your 3D chart will be rotated, where
the light source will come from, and so on.

Analysis If you are plotting a trend and want to view some statistical elements
about your chart data, use the command to insert a trend line, up/down
bars, and margins of error.

Format Ribbon
Chart Tools
Dresign Layout Format

(Chart Area = &Shape Filf~ é ¥ _;!J Bring to Frant - :{J 44" =

Wy Format selection =| [ shape Outline /A\ A ) = & - || By sendto Back ~ ‘_1 =

Qﬁ Reset to Match Style ‘\ 7| = Shape Effects ~ Zm g [ ‘: L?.b selection Pane H s (66T i |

Current Seiection ‘ Shape Styles & WaordArt Styles | Arrange Size E] |

Shape Styles Select the actual chart objects (like the bars of a bar graph) and apply a

style to them. Remember, every element and feature of a chart is
customizable!
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Incorporating Titles and Data

Incorporating data with your charts and graphs is a good way to stay consistent with the points you plan
to take up during your presentation. PowerPoint makes it easy to enter data labels and titles to charts
using the Chart Elements commands in the Layout ribbon.

Titles can also be added to the chart, or the slide title placeholder. If the chart is the sole element on the
slide, using the slide title placeholder will create a large and clear title. Many of the Styles contain built
in titles directly on the chart; to enter your title name click on the “Chart Title” and type in the name you
would like.

Chart Tithe

Oiwaer DFde. Wiwws

Legends and Labels

When working with charts, a legend will automatically be created for you. However, you are not
required to use that particular legend. You can change the legend using the Legend, Data Labels, and
Axis Titles options of the Chart Tools = Layout ribbon. Each function provides standard and advanced
legend and label options.
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Legends are the column headings you use in the Excel worksheet, and can be hidden or customized
using the Legends and Labels command on the Layout ribbon.

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

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

Legend

/

DHanyary [OFebrvary B March

Axis Label

—

Office Sullples Write Off's Utilities Intermet

Data Labels
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Lesson 2.4: Working with SmartArt

SmartArt is a new type of organization chart. Organization charts are different from a regular
chart/graph because they show a hierarchal relationship. They can be used to display the chain of
command at a corporation or the line of descent in a family tree. There are three primary topics which
will be covered in this lesson: learning what shapes to use, the layout of the chart, and formatting the
SmartArt.

Creating SmartArt

PowerPoint 2007 provides users with various styles of SmartArt so that you can decide which one will
work best with your presentation and data. There are seven types of SmartArt available to choose from.

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

SmartArt
' Choose a SmartArt Graphic
= &
[ a |
= List |== | Bl o 3
A
9 Process HE == | H
% Cyde
*‘_) [ - [y QE e @
ain  Hierarchy ]
@ Relationzhip
B Matrix - [-1-]
BEE 355 gEs pasic Block it
&= Pyramid :
Use to show non-sequential or grouped
(. p=| ‘ blocks of information. Maximizes both
== ' horizental and vertical display space for
i = o ~ e
s
- ——4°
=l
OK ] [ Cancel J

SmartArt Tools
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The SmartArt tools ribbons are just like the Table Tools and chart tools ribbons. All of the same concepts
are there, just customized to SmartArt. The below figures will discuss new concepts in regards to each
ribbon.

Design Ribbon

SmartArt Tools

Design Farmat

(5 Add Bullet AP : 8 E‘ )
= - - ; Yo =] |
— 2 righttoleft | & O e || ana = | - - | [ B N B N o
Add ~ = || Change = Reset

Shape~ Layout F.ETE*T- Fane =l || Colors = T || Graphic
Create Graphic Layauts Smartart Styles Reset
Layouts Choose a layout style to apply to your graphic. The basic structure will be

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

SmartArt Styles Choose a different look and feel as well as color scheme.
Reset Returns your SmartArt to the default style when the diagram was first
inserted.

Format Ribbon

Smartért Tools
Design Format

» [} Change Shape - 2 shape Fill = A Text Fill - =

? ioi
4 Larger H =| [ shape Outline ~ A A | £ Text Outline ~ ! |1k - |
= f e Afrange IZe

7.0 é] smaller = Shape Effects = ! T Text Effects = -
Shapes Shape Styles E} WaordArt Stylec {F]
Shapes You can physically edit the shape of each SmartArt shape with these
commands.
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Resizing Diagrams

Once you have decided on the look of the SmartArt you want to use, you can modify the size of the
chart as a whole. In order to resize your chart you must first select the chart by clicking the border
surrounding the entire graphic. Then, you must click and drag the outside border of the chart to the new
size.

- »

Inserting a SmartArt Graphic from a Slide

An IGX diagram can also be inserted directly from the slide. When you add a new default slide (or
choose a slide layout that can include a graphic) you will see the icon to add a SmartArt graphic. The
process of inserting the diagram is the same as inserting it from the Insert ribbon, except you likely
won’t have to do much resizing or moving of the graphic:

Click to add title

il Fen]
1} 4

o]

* Click to add text

|
= P

=l IInsertSmartArtGraphic

Section 2: Review Questions
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1. To insert a table on a new slide, which steps would you follow?
Select content layout and click on the table icon

Click Insert Table = drag cursor over cells

Click Insert Table = Insert Table

All of the Above

o0 wp

2. To draw a table...

Click Insert Table = Draw Table = draw cells

Click Insert Table - Draw Table - draw perimeter - draw cells
Click Insert Table - Draw Table

BothB & C

o0 w®p

3. To enlarge cell width...

Click the cell’s bottom gridline and drag vertically

Click Table Tools = Layout - Cell Size - enter width dimension
Click the cell’s side gridline and drag horizontally

BothB & C

o0 w®p»

4, Which feature on the Table Tools ribbon would you use to apply border color to drawn table?
Table Tools - Format - Borders

Table Tools - Format - Click border color - Draw table

Table Tools > Format Effects

Table Tools - Format - Shape Fills

o0 wp

5. To Insert an Excel worksheet
A. Click Insert = Table - Excel Spreadsheet
B. Open Excel - highlight Excel table - Copy - open PowerPoint presentation - Paste
Special
Click Insert = SmartArt
None of the Above

oo

6. To Insert a 3-D Column...
Click Insert Table
Click Insert SmartArt
Click Insert Chart
Any of the Above

oo w®>

7. To display axes in a chart use the...
Axis labels feature

Axis feature

Gridline feature

More Elements

o0 w®p>

8. How would you hide values on a chart?
A. Click a style that does not display the values
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10.

Onw

o0 wp

o0 w®p>

Use the Data Labels feature
Use the Gridline feature
Use More Elements

How would you insert a Process diagram?
Draw a Table
Insert a Chart with 2-D columns
Insert an SmartArt — Radial 1
Insert an SmartArt — Bending Process 1

To add 5 shapes to a Cycle diagram...
Click Insert Shape 5 times
Right-click your mouse and choose Insert Shape five times
Cycle diagrams only allow 4 extra shapes added to the default
BothA&B

www.microsofttraining.net

54



Microsoft Office PowerPoint 2007 Intermediate

SECTION 3: Adding Graphics

In this section you will learn how to:
= |nsert symbols and characters
= Add and edit shapes
= Alter diagrams
=  Change diagram types and design schemes
= Incorporate text
= Add a text box
= Select a text box
= Delete a text box
=  Move, resize, and rotate a text box
=  Format a text box
= Search for ClipArt
= |Insert ClipArt
=  Format ClipArt
= |nsert a photo from a file
= |nsert a photo album
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Lesson 3.1: Customizing Your Diagrams

PowerPoint provides you with a variety of diagram styles and designs. In this lesson, you will learn how
to customize your diagrams. The concepts discussed include inserting symbols and special characters,
adding and editing shapes, altering diagrams, changing diagram types and design schemes, and
incorporating text.

Inserting a Symbol or Special Character

Symbols and Characters are inserted from the Insert Ribbon. In the Symbols command, you will find
characters not found on your keyboard such as, trademark symbols, copyright symbols, paragraph

marks and Unicode characters.

Text Header WordArt Date Slide Symbaol Object
Box & Footer " & Time Number ‘\

Text

S
Iilf i

=
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(Symbot x|
Fark: |fnormal bext) v Subset: | Greek and Coptic |
mlplclolt|u|d|x|v|w|i|o|o|o|lolE™

EIB|TF|E|S|I|T|J|/bBR|KNIVIUIA
EIB|T|A|EX|3|UINKINMIH|O|N|PI
CIT|V|¢|X|U|/H|WW| b|bllb|3|O|A|a .

Recently used symbaols; -
M €|L£|¥|O]®|™|+|£|<|2]|+|x|co|pn|a
(sREEK SMALL LETTER FI Character code: |03C0 from: | Unicade (hex) v

nsert | | cancel |

Adding and Editing Shapes

57

All of the SmartArt are set by default to contain a certain amount of shapes for each diagram. However,
not every diagram is going to have the amount of shapes required for your diagram. Therefore, the
Create Graphic chunk of the SmartArt Tools = Design ribbon gives you the option of adding shapes to
correspond with your diagram needs. A shape can also be customized to display bullets, designs and

color schemes.

7 |ES).Add:Bullet
| |
— ¢ Rightto Left | % Demote

Add =
Shapev Layout Iﬂ TEH’t FEHEE
Create Graphic

Add Bullet

Add a text bullet to your Smartart
graphic,

This option is available only if the
selected layout supports bulleted
text.
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Changing Diagram Types and Design Schemes

58

Altering diagrams involves changing elements such as the color, style, or size. Diagrams can be altered

by using the Layout and Quick Styles features on the SmartArt Tools = Design ribbon. The Format

ribbon can also be used for changing the diagram by using tools such as Edit in 2-D and Quick Styles.

[£3 Add Buliet
2 Rightto Left

£ Promote

% Demaote

o Layout

Create Graphic

|é] Text Pane

mew| T gee
| -

Layouts

o
L

Change
Colors =

Smarthri Tools

Design Farmat
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Incorporating Text

PowerPoint has developed a different way to add text to a diagram. When the diagram is selected, a
connecting text box appears for you to enter text into the corresponding shapes. Two arrows connect
the text box and diagram: the top arrow will show the text area, whereas the bottom arrow will hide the
text area.

| SmartArt Text

Type your text here x

* Boxl

* Second Box

* Boxz3 l

. Box 1

Basic Process

Use to show a progression or sequential steps
in @ task, process, or workflow,

Learn more about SmartArt araphics
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Lesson 3.2: Working with Text Boxes

A text box is a movable, resizable container for text or graphics. Text boxes are used to place text
anywhere on a slide. For example, you can put a text box outside a placeholder, add a caption to a
picture, or add text to an AutoShape that won’t attach to the shape. Text boxes can have a border, fill,
shadow, or 3-D effect, and you can change the shape of the box. In this lesson we will learn how to add
a text box, select, delete and move a text box, resize and rotate a text box, and format a text box.

]

E Working wﬁh Text Boxes%

Adding a Text Box

Text boxes are added to hold text where placeholders are absent; they are great to use for captions or
areas on blank slides. Click the Text Box command, then click and drag a text box on the slide. Or,
simply click on the slide, and size the text box after you have typed in your text.

B EIAE D 45

ierlink Action || Text Header WordArt Dz
Box & Footer * &T
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Selecting Text Boxes

Selecting a text box is necessary for you to make changes to the box itself without affecting the text. You

can move the pointer over the outside of the text to display a move pointer ('%’) and then click. The
border of the text box will change from a dashed outline to a solid outline.

Step 1

L2 ]
R S S S S S e e e ClF--mmmmmmmmmm o m £
4 Ll = B r_} o g ':'
 Working with Text Boxes ¢

Step 2

: Working with Text Boxes 7

Deleting a Text Box

Text boxes can be removed easily from your slides. First, select the text box, and make sure that the
insertion point is not flashing in the text. Then, press the Delete key on the keyboard. The text box and

its content will disappear from the slide.
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Moving a Text Box

Text boxes can be placed anywhere on a slide. To move a text box, first make sure the text box is
selected. Then, move the pointer over an edge of the text box until it changes to a move pointer. Now
you can click and drag the text box to a new position. You can also use the arrow keys on your keyboard
to move the text box from place to place.

,L"\,,‘, | T swd ) SV~
1 Working with Text Boxes y

TWerkice with Text Baves |
1 Working with Text Boxes

Resizing a Text Box

You can resize a text box to fit the text inside. To do this, remember that the height of the text box
depends on the size of the text in the box. You can’t make a text box taller by dragging the top and
bottom sizing handles; that is the size of the font is not related to the size of the text box. The text size
has to be increased by using the commands in the ribbon.

Rotating a Text Box

Text boxes can be rotated 360 degrees and can appear on your slide at any angle. This can be very useful
for dressing up a presentation or to avoid having text interfere with pictures on a slide.

Click and drag the green adjustment handle (I) above the top sizing handle to rotate the box.
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Formatting a Text Box

Text boxes can be formatted with borders, background color, shadow, or 3-D effects. You can even
change the shape of the text box and precisely size and position it on your slide. The Drawing Tools
Ribbon (which we will discuss next) has all of the options to help you create a professional look for your
slide.

The Drawing Tools Ribbon

The Drawing Tools (= Format) ribbon is similar to the other ribbons discussed in this level. The only
thing to remember when using these ribbons is that each ribbon may have the same groups, but will
format different aspects of the object. The below figure briefly describes different aspects of the
Drawing Tools ribbon.

Brawing Tools

Format

R (S 8 shape Fill - A || Tmenngto Front + 12 Atgn || go

})\—|_—|_,E‘\/{L|3' . - D’ShapeGJtlme A A = g' o 5e ok ¥ : 2 jo‘t :

!% Eay { } o= D | =} Shape Effects = . = L"-;}Seweman Pane [k Rotate~ || *3+ L o

| Insert Shapes Shape Styles WaordArt Styles & Arrange | Size fa |

Insert Shapes Shapes allow you to change the shape of the actual text box, or you can
add a shape to use inside the text box.

Shape Styles As you have probably guessed, these commands let you format the whole
text box with a new look and feel.

WordArt Styles If you want to add WordArt to your text box, customize all aspects of the
WordArt using these commands.

Arrange If you have multiple objects in the text box, use these commands to

manipulate how they will appear in the text box.

Size Adjust the dimensions of the text box to an exact measurement.
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Lesson 3.3: ClipArt

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

When choosing ClipArt there are certain things to keep in mind:
= Visual images should not be intrusive or take away from the text.
= Text should be your key element.
= Choose clips that illustrate and support the points in your presentation.
=  Provide captions for clipart when they are separate from the collaborating text.
=  When using clips, graphics or images from the web, cite the source of the image, as many
images are copyright protected.

The quick brown fox jumps over the lazy dog. The quick

brown fox jumps over the lazy dog. The quick brown 0/",\,

fox jumps over the lazy dog. The quick brown fox V

jumps over the lazy dog. The quick brown fox jumps ’QX\' \ggﬂ;rﬂf[;rigv;;i !tpn;
over the lazy dog. The quick brown fox jumps over the d \ <k frovin for s

K brown fox jumps
quick

lazy dog. The quick brown fox jumps over the lazy dog.

The quick brown fox jumps over the lazy dog. ck browr g jumgs cus
The quick brown fox jumps over the lazy dog. The quick av: e ek Bron T Jom3s o1+ the ey Sog. The AL b
brown fox jumps over the lazy dog. The quick brown - ]
fox jumps over the lazy dog. The quick brown fox
jumps over the lazy dog. The quick brown fox jumps
over the lazy dog. The quick brown fox jumps over the
lazy dog. The quick brown fox jumps over the lazy dog.
The quick brown fox jumps over the lazy dog.

rown fox jumps
kbo\\rfm( ju

bo\\rfmtu.rrp_
ick brown fox jumps
e quick brown fox jumps ove
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Searching for ClipArt
ClipArt is added from the Insert ribbon:

HEa D™ e

Picture | Clip Photo Shapes Smartért Chart
At Album ™ ¥

Hustrations

JOutling o art

Insert Clip &t into the document,
including drawings, movies,
sounds, or stock photography to
iHustrate a specific concept,

From the ClipArt task pane, you can search for clips, images and graphics in My Computer and Microsoft
Office Online. The task pane allows you to search using multiple sources or conduct customized searches
by selecting one main source of clips and images. The ClipArt task pane requires you to enter a keyword

for the kind of ClipArt you want.
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For example, if you are conducting a presentation on equestrian riding, type horseback riding in the
search for box and then press Enter. Remember that PowerPoint will give you more ClipArt options with
general searches, so you are bound to find many clips supporting equestrian riding.

Clip Art v
Search For:
horseback riding
Search in:

| Al collections M

Results should be;
|.ﬁ.II media file bypes M

|_§| Qrganize clips. ..
Eﬁ Clip art on Office Cnline

I@J Tips for finding clips
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Inserting ClipArt

When you have found the clip that best matches what you were looking for, click and drag the ClipArt
directly onto the slide. You can also hover over the ClipArt and click the pull-down arrow to see more

ClipArt options:

Formatting ClipArt

When the clip has been inserted, you can format the clip by right clicking on the image and choosing

r

] ]
Insert

43 Copy

75 Delete from Clip Organize

MMake Available Offline...

Edit Keywords...

Preview/Properties

67

Format Object. The Picture tools ribbon also has the formatting commands found in the Format picture

dialog box. Like text boxes, ClipArt is inserted with a border for resizing and moving.

. &  Cut

=]

I

e
E Group
L\:JJ Bring to Front

By | sendto Back

apy

I

aste

Save as Picture..,

}J Size and Position...

= \}_*,‘,. Format Ohbject...
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Picture Toofs
Format
& Brightness = :;{ Compress Pictures T — C— - —— — '_jJ Picture Shape = -L_h EBring to Front ~ |2~ | EJ =
() Contrast = Eﬁ(hanga Picture |‘! |-‘I d ‘ M d EI = 2 Picture Border = ‘-.‘ﬁSend to Back - E' . i ;_I :
Qr,y Recolar = d‘j Reset Picture H A = | wf Picture Effects ~ i"1,§ Selection Pane  Sh™ 0P G| !
Ldjust Picture Styles F} Arrange Size {F]
Adjust Manipulate many different picture options here like brightness and

contrast, compress the image size, and reset the image to its original
configuration.

Picture Styles These effects add different borders and styles to the outside of the

picture. You can also change the shape of the image and add 3D effects.
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Lesson 3.4: Other lllustrations

In the last lesson, you may have noticed that the Insert command also has an Insert Picture command. In
this lesson, we will learn how to insert pictures from a file and insert a photo album.
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Inserting a Photo from a File

You will want to insert pictures from a file when you already have pictures saved to your computer. The
Insert Picture command opens a My Computer window and will by default show the My Pictures folder.
Navigate to a different location on your computer if you wish and insert a picture file:

~

‘Insert Picture

Look in: ||ﬂ My Pictures |_VJ & - A X i
Diocuments

LS T ot
Desktop Sample Pictures

\

My Docurnents

Iy Computer

@

Iy Metwark,
Places

File: name: || !v]

Files of type: !.D.IIPictures(*.emF,'*.me;*.jpg;*.jpeg,‘*.jFiF;*.jpe;*.png;*.bmp;*.dib;*.rle,'*.bmz;*.gif,‘*.gfa,‘*.emzlﬂ

Tools Irisert = Cancel

A

e

Inserting a Photo Album

PowerPoint is a program that is easy to use to create a slideshow for social functions, such as a
reception or retirement party. You can add a photo album to the presentation to show off pictures.
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Click the Photo Album command to open the Photo Album dialogue box:

‘Photo Album

album Conkent

Insert picture From: Pictures in alburm: Presvigm:
File/Disk. ..

Insert texk:

Mews Text Box

Mo preview is available For this

Picture Cptions: selection
11 || DT DL Tl
album Layout
b
el

You can add two elements to a slide show — pictures or a text box. Use the text box as an introduction
to the next group of pictures, like you would if you were announcing the scenes in a play. Brose your

computer to locate the files you want to use and insert a text box whenever you want to have a break in
the show.

www.microsofttraining.net



Microsoft Office PowerPoint 2007 Intermediate

72

The following diagram shows some elements to a slide show. When a picture is selected, you can adjust

the brightness and contrast, adjust the picture order, and choose how to layout the pictures on the

slide:

Photo Album

album Content -

Insett pickure Fram:

Insert texk:
Mews Text Box

Picture Opkions:
[ zaptions below ALL pickures
[]aLL pictures black and white

Pictures in albom:

1

2

3

Blue hills
Winker
Text Box
Sunset
Water lilies

Presdien,

album Layouk

Pickure layouk: |2 pictures

Frame shape; | Compound Frame, Black i !

Theme;

Browse. .,

e[

[ Create ][ Cancel ]

If you have inserted a text box, you will be able to modify it after choosing the pictures to add to the

slide show. Click Create when ready to insert the photo album.

o

—

=
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Updating a Photo Album

After you have inserted a photo album, you can add extra features by clicking the pull-down arrow
beside the Photo Album command and clicking Edit Photo Album:

Phota |
Atbum =

B New Photo Album...
[ Edit Photo Album..,

This opens a dialogue box similar to the Photo Album dialogue box, but with a few extra features. Slide
content is now numbered and you can add a caption to each picture if you want. Make the changes you
need to make and click Update when finished:

‘Edit Photo Album 2JES

album Content -

Insett pickure Fram: Pictures in albom: Preswviem:
FileDisk. .. 1 Blue hills
= Winker
Insert text: 2 Texk Box
Sunset
Mew Tk Biox i Wiaker fiiss
Text Box

Picture Options:
[ zaptions below ALL pickures

[ ]ALL pictures black and white

)]

Pickure layouk: |2 pictures | V.

Frame shape; | Compound Frame, Black [» ] I;l I;l

Changes you have made ko photo album slides outside of the Format Phota Album dialog bos, such as
slide backaround and animations, may be lost when wou click Update, You can recover those changes by
clicking Linda an the Edit menu.

Album Layouk -

|Ipdate ][ Cancel

Section 3: Review Questions
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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.
7.
A.
B.
C.
D.
8.
A.
B.
C.

How would you insert a symbol or special character?
Click Insert Picture = ClipArt
Click Insert Object
Click Insert Symbol
Click insert Number

To change the color of one shape...
Click Design - Color
Click SmartArt Tools - Format - Quick Styles
Click SmartArt Tools - Layout = Refine Colors
Click SmartArt Tools - Format - Shape Fill and Outline

To change the design scheme of a diagram...
Click SmartArt tools - Design - Quick Styles
Click SmartArt Tools - Format - Quick Styles
Click SmartArt tools - Design - Change Colors
BothA&C

To change the shape of a Text Box...
Click text box - Drawing Tools - Format - Quick Styles
Click text box - Drawing Tools - Format-> Change Shape
Click text box - Drawing Tools - Format - Shapes
BothB & C

To move a text box...
Double click on the text box and move to the desired location
Move cursor to edge of the text box and move when it changes to a double arrow
Move cursor to edge of the text box and move when it change to a single arrow
Click on the text box and move to desired location

How would you search for online ClipArt?
Click Insert Picture - ClipArt - enter search requirements
Click Insert Picture - from scanner
Click Insert - Media clips = Movie from file
Click Insert - Media clips = sound from file

To apply a Washout effect to a graphic...
Click image - Picture Tools = Picture Tools - Contrast 40%
Click image = Picture Tools = Picture Tools - Re-Color - Washout
Click image = Picture Tools = Picture Tools = Brightness - +30%
BothA&B

To insert a picture from My Pictures...
Click Insert Picture - Picture - locate photo
Click Insert Picture = From Scanner
Click Insert Picture - From Camera
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10.

D.

o0 wp

oSN wr

Click Insert New Photo Album

How would you apply an effect to a photo?
Click Picture Tools = Picture Tools - Glow
Click Picture Tools = Picture Tools - Soft Edges
Click Picture Tools = Picture Tools = Preset
All of the above

To place a picture behind text use which command would you use?
Bring to front
Send to back
Text Wrapping - In Line With Text
Text wrapping - Tight
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SECTION 4: Adding Audio/Visual Effects

In this section you will learn how to:
= |nsert movies from the clip organizer or file
= Loop a movie
= Rewind a movie
= Delete a movie
= |nsert sound
=  Select sound options
= Record a sound
= PlayaCD
= Delete a sound
= Apply entrance and exit effects
= Apply emphasis effects
= Apply animation schemes
= Add and draw motion paths
=  Apply speeds and timing options
= Use slide transition
= Create a custom animation
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Lesson 4.1: Adding a Movie

The movies discussed in this section are video files with specific formats and file extensions. Formats
supported by PowerPoint include MPEG and AVI. If you have watched a clip from a concert, or an
interview on the internet, then you already have an idea of what movies you will be learning how to
incorporate. You have probably seen animated GIFs as well; these are ClipArt type files that include
motion. (You will often see these files decorating and enhancing Web sites.) In this lesson, we will look
at how to insert a movie loop, rewind and delete movies.

Sound Movie Movie

Velsoft Interactive Courseware

Addirg Movies

Velsoft Interactive Courseware

Adding Wovies

"

Insert Movie from the Clip Organizer or File

Movies and GIFs are inserted from the ClipArt organizer or from a file. For custom movies (such as a
speaker who cannot make it to a meeting), the movie must be saved to a file, then inserted from that
file using the Insert 2 Movie command.

You can also search for movie files with the Clip Organizer and the ClipArt task pane. Movies can range
from a person speaking on video or a song playing with visualizations; both have the same extension and
considered movies.
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When you have found your movie clip, simply click on the clip’s options and click Insert. PowerPoint will

then ask you when the movie is to begin: automatically or manually.

-,

Microsoft Office PowerPoint ﬁ

-
y Howe do wou want the movie ko start in the slide show?

Shoiw Help ==

[ Autornatically J [ When Clicked

Movie Tools

When the movie has been inserted into the presentation, the Movie Tools ribbon will appear with
playing and movie options such as looping and rewinding features.

Movie Tools
Cptions
! [ piay Movie: | When Clicked =[] Loop Until Stapped i B By = b =
'«5\ i i TrH ST : 1] Height: 163" =
E;‘ | aill [ Hide During Show [T Rewind Mavie After Playing JJ “E Ew el ;.
Preview || Slide Show | _ | Bring to Send to Selection  Align tate || =3 width: (217" et
Volume= | [l Play Full Screen Front= Back= Pane - |‘ o T
Flay | Maovie Options I || Afrange | Size F}
Play Preview the movie clip as it will appear in the slide show.
Movie Options Control the movie’s behavior when it is to appear in the slide show. You

can play the movie in full screen, adjust the volume before the clip is
played, decide when the play the movie, and so on.

Deleting a Movie

Movies are deleted just like everything else: click the movie and pressing Delete on your keyboard to

remove it.

www.microsofttraining.net



Microsoft Office PowerPoint 2007 Intermediate 79

Lesson 4.2: Adding a Sound Clip

By learning how to create and manage sound effects, you can choose any sound you would like to add
to an animation. You can add music and sound from computer files, a CD, or from the clip organizer. This
lesson will also show you how to record a sound and manage sound options and tasks.

)

Insert Sound Clip from Clip Organizer or File

When you insert a sound or music file, a sound icon appears ( < ). This will represent the sound/music
you have added to the slide. Sound is inserted from a readymade file or from the Clip Organizer. Both
options are available under Media Clips = Sound.

When inserting sound from the Clip Organizer, the ClipArt task pane will search for all sound files on the
computer’s hard drive as well as Microsoft Office Online.

“\'@

!Eaund|

-

4 | Sound from File.., |
Sound from Clip Crganizer... |
Play CD Audio Track...

Becord Sound...
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Sound Tools

Like other elements, when you have inserted a sound clip and then select it, you will see the Sounds
ribbon to help you format it.

Sound Tools

Options

; Ea b B = ;
. ! i i L 2 Play 5 : W Cli * ||| | L I 4 ikt =
E.) “Q%H || Hide During Show  Lkgr Play Sound: | When Clicked | JJ '_D g « . | ‘] Height: 1033 %

Preview || Slide Show | | Loop Until Stopped &U Max Sound File Size (KE): |100 =l Bring to 5end to Selection Align o Width: 033" =
Volume = Front~ Back~ Pane *
Play Sound Options F} Arrange Size E]
Play Play the sound clip; click a second time to stop playing.
Sound Options Adjust the volume, choose when to play the sound, keep looping the

sound once started, etc.

Recording a Sound

In order to record a sound or voice comment you will need a sound card, microphone, and speakers
attached to your computer. The Record Sound command is located under Sound on the Insert ribbon.
When the dialog box appears, you are able to name, manually record, stop, and play the narration or
sound you just created.

L o

Record Sound

Mame: |Recorded Sound
Tokal sound length: 0
> =] [8]
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Playing a CD

In order for a CD to play for a certain slide, the CD must be in the CD-ROM drive of the computer you are
using for the presentation. CDs can be customized as movies and sounds can. CD Options also offer Clip
Selections, Play Options and Display Options.

-
Insert CI' Audio
Clip selection

Skart at track: |1 $ kime: | 00:00 $ seconds

End at track: |1 $ kime: | 00:00 $ seconds
Play options

[ ]Loop until stopped

Sound yolume:
Display options

[ Hide sound icon during slide shaw
Information

Total plaving time:  00:00

File: [CD Audio]

[ (0] 4 l [ Cancel

Deleting a Sound

Any reference to a sound is shown as a speaker icon on your slide. To delete a sound, select the sound
icon on the slide and press Delete.
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Lesson 4.3: Using Animation

Animation is what makes presentations creative and interesting. Visual effects are effective in getting a
viewer’s attention. The Animation task pane makes adding special effects simple. It has everything you
need, from timing slide advancement, picture entrance and exit, to setting the speed and sound for each
slide. The Animation Task Pane has a variety of effects that range from subtle to exciting slide and
picture enhancements. In this lesson, you will learn how to apply entrance, emphasis, exit and motion
path effects to text and objects.

Entrance, Emphasis and Exit Effects
By adding entrance and exit effects, you could have any of your pictures fly onto and off the slide, or

slide in and dissolve away. Adding emphasis to a picture is the same as animating it. Once it has arrived
onto the slide, it can blink or twirl, just enough to attract attention.
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Entrance and Exit effects are Custom Animations, and are applied using the Animations Ribbon. To apply

Entrance, Emphasis and Exit effects the custom animation task pane must first be displayed by clicking
Custom Animation command.

{ 124 Animate: | No Animation =
%30 Custom Animation |

Animations

Custom Animation

Open the Custom Animation Task
Pane so that you can animate
individual objects-on the slide,

l@) Press F1 for more help.

The next step is to select the picture to animate, and then click the Add Effect command that is shown in
the Custom Animation pane.

“| Custom Animation b A

S Entrance b [Z 1. Blinds
% Emphasis * (5% 2 Box
W Exit v [Z¢ 3. Checkerboard
Ty Motion Paths » | 5k 4. Diamond
| [FE— N
Seject an elamer More Effects...
! click A ERfach
_— |
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Add and Draw Motion Paths

Motion Paths are found in the Add Effects command. Motion Paths can be chosen from an existing list
or drawn by hand. By selecting a motion path, you can draw the path you would like the picture to take
before it settles.

Entrance

Emphasis

Exit »

Motion Paths » |

Sefact an efamear
ook Aol Effect]

Draw Custom Path

More Motion Paths...

www.microsofttraining.net



Microsoft Office PowerPoint 2007 Intermediate 85

Lesson 4.4: Advanced Animation Options

Speeds, timing options, and slide transitions are crucial to a self running presentation. You want to make
sure that every piece follows smoothly, not too fast and not too slow. Slides must be set to trigger each
other, and the elements on each slide must be set to start after that.

Self running presentations require attention to detail and organization, and this lesson will show you
how to use PowerPoint’s tools to make powerful impressions. This lesson focuses on speeds, timing
options, slide transitions, and creating custom animations.

Speeds and Timing Options

Speed and Timing options control how fast the elements on the slide appear and when. These options
are set in the Custom Animation task pane. Speed and time must be applied to each element and each
slide, as each element and slide is triggered from the previous. Titles, pictures and other elements can
be started On Click, With Previous and After Previous.

Each effect has specific directions where the effects can enter and exit, as well as speeds, such as very
slow, slow, medium, and fast. To apply these speeds and timing options select any Start, Direction, and

Speed from the drop down menus in the Custom Animation task pane.

Custom Aninmation X

|5 addEffect »| [% Remove

Modify: Grow /Shrink

Start: “3 on Click w
Size: 1505,
Speed: Medium w
1 "'3 5& Picture 2 o
4 +

[I* Play ] [E Slide Show

AuboPreview
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Using Slide Transitions

The slide transition is the amount of time allocated for each slide to be reviewed by the audience. When
showing a presentation you can set the transitions of slides, saving you from manually switching
between slides during the presentation. Slides can have a transition to this slide and the next. By holding
the cursor over any of the transition schemes in the Custom Animation task pane, PowerPoint will give
you a mini preview. If the scheme is what you want, click on the scheme and it will be applied to the
slide. Transition Speed contains the same speed option as effects, and can be selected from the drop
down menu provided.

Animations

— -

Transition to This Slide

e { [Mo Sound] v || Advance Slide

- M Fast »| | [#] on Mouse Click

-

= 5.,:_l].i‘-.|J[:|I3.rT-:| All |F Automatically After: [D0:00 -

www.microsofttraining.net



Microsoft Office PowerPoint 2007 Intermediate 87

Creating a Custom Animation

Creating a custom animation means creating a self-advancing presentation. It requires setting each slide
and text, object, and picture animation on a timer so everything runs smoothly. At this stage, we have
already gone through many of the timing options. It is recommended that this be done with each slide
when the presentation is initially created. Creating a self maintained presentation is time consuming to
begin; but the outcome is effective when done well and can be used over and over again.

To set a time for slide transition, click on the slide, click Automatically After, and then click the up or
down arrows to enter time.

Advance Slide

¥ On Mouse Click

s

V| Automatically After: [D0:20 -
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Step-By-Step

In this Step-by-Step exercise we will learn how to set speed and timing options for objects and slides, set
slide transitions, and create custom presentations.

1. Open Lesson 4.4.

.FIE' Lesson 4.4
—— | Microsoft 2ffice PowerPoint Pr...
|*=| z05 k8

2. Click the Using Animation title and open the Custom Animation pane.

[Er nddeffect 7] % Remove |

Modify: Diamond

et [Boncik [v]
Direction: [m
=| =
et et [v]

| 1 “fﬁ r Rectangle 30: Usin,.. Lv:ﬂ
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3. Add an Entrance effect, like Fly In.
Click Start - With Previous.

Custom Animation

|5t AddEffect »| [% Remove |

Modify: Fly In

Start: ‘3 on Click

Direction: [ On Click
With Previous
D After Previous

1 "’3 b Rectangle 30 Using A,
2"3 ,;* Rectangle 30: Usin,.. [

Speed:

4. Set Speed to Medium.

Custom Animation

|5ty addEffect »| (% Remove

Modify: Fly In
Skart: With Previous hd
Direction: Fraom Bokkam

Speed: Mediurm

_Q'-.-'ery Slo
15 34slow

Medium
* |Fast
Very Fast
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5.  Click the subtitle of the slide and apply the same Fly In entrance effect.
Next, click Start > After Previous

Custom Animation

|5t AddEffect | (%o Remove |

Modify: Fly In

Start: B After Previous

Direction: [ On Click
With Previous
|5 After Previous

1 "ﬁ r Pectangle 30: Using A&,
f Rectangle 30; Using &...
| ® { Velsoft Courseware [

Speed:

6. Set Speed to Medium.

7. Set all photos on slide to After Previous, Medium Speed.

(B addEffect 7|

[%e: Remove |

Modify: Custom Path

Start: 5 After Previous [ih

Path: [ Unlocked [v]
Speed: Medium
- Wery Slow
09 sl

P
® " Fast
D EifVery Fast

I D Picture 11
| © nJ Pictre 3 [ne]]

i1k

bl

Re-Order |5

8. Close Animation Task Pane and move back to the title slide.
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9. Expand Slide Transition gallery = Uncover Right

| b

_ No Tmng_'_tinn

il

@#E 1=

& 7 |4

10. Click Transition Speed - Medium.

Fast %
-,iﬁ Slow

Medium
Fast

|
G

5
n

11. Uncheck On Mouse Click - Check Automatically After - Set to 00:05.
*'- | Advance Slide

i e ¥ | [ T .,_..,l Lﬂ, Mo Sound]

| ﬁ;Ili lﬁ ' == |ﬂ‘ W‘ ‘l% ‘ﬁ | Fast - On Mouse Click

— — ' 7 {30 Apply To Al Automatically After (0005 =
Transition to This Stide

o Th

12. Click Slide 2.
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13. Select a Slide Transition, your choice and set Transition Speed to medium.

|_,-i§t1 [Ma Sound]

|E§ I%g “ | =i - E_I dﬂ Apply To Al
Jiansion to This slids

14. Check Automatically After - Set to 3 seconds.

Advance Shide
] on Mouse Click
Automatically After: |00:03 o

15. Click Slide Show = From Beginning to view the show.
Save the file as Lesson 4.4 complete.
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Skill Sharpener

Objective

Briefing

Task

Hints

Sample Data

To understand how to apply advanced timing options to a presentation.

In order for this to be a self-run presentation, timing options must be
applied.

Apply a slide transition to your Whale presentation and have the
presentation automatically advance each slide after 15 seconds.

This would also be a good time to go into Setup Slide show and check Use
Timings as discussed in Lesson 4.4.

Use your Whales presentation.
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Section 4: Case Study

Objective

Briefing

Task

Sample Data

To understand how to use audio and visual effects.

The presentation is to be shown tomorrow, and transitions and audio
effects must be applied.

Open the sample file and include the following:

Add a title slide animation

Insert a movie sound clip

Narrate each slide’s relevance and data using the Record a Sound
command

Apply slide transitions and speeds

Preview and fix any elements on the presentation that may not
flow

i B section 4 Case Study
== Microsoft OFfice PowerPoint Pr...
545 KB
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Section 4: Review Questions

1. To insert a Movie from the Clip Art pane, which command would you use?
A. Click Insert - Media Clips - Movie from File
B. Insert Content Slide - click on the area provided
C. Click Insert - Media Clips - Movie from Clip Organizer
D. Click insert - Media Clips - Record Sound
2. To set when the movie is to start...
A. Use the setup wizard
B. Use Animation schemes on the Movies ribbon
C. Use Transition schemes
D. Both A& B
3. To loop a movie...
A. Expand Movie Options and check Loop Until Stopped
B. Check Loop Until Stopped in Movie Options
C. Check Hide icon in slide show
D. BothA&B
4, When a sound is applied to a slide...
A. A sound icon will appear
B. A music note will appear
C. A CD Rom will appear
D. None of the above
5. To narrate your voice which command would you use?
A. Click Insert - Media Clips - Sound - From Clip Organizer
B. Click Insert - Media Clips - Sound - Play CD Audio Track
C. Click Insert - Media Clips - Sound —>From File
D. Click Insert = Media Clips - sound - Record Sound
6. To add an entrance effect to an object...
A. Click Animations - Add Effect - Emphasis
B. Click Animations - Add Effect - Motion Paths
C. Click Animations - Transition To Slide
D. Click Animations - Add Effect - Entrance
7. The numbers beside objects represent...
A. Motion paths
B. Entrance and Exit effects
C. Animation schemes
D. All of the Above
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8. To have each element run after another, you would...
Click Next with your mouse

Set Timing Options

Set Slide Transitions

Use all of the above

0N w®

9. Slide transitions are...

When slide 1 changes to slide 2 with effect
When slide 2 changes to slide 3 with effect
When object 1 changes to object 2

Both A& B

o0 wp

10. To set slide transition the same speed to all slides in the presentation...
Click Apply to All

Click each individual slide - Automatically After - Set Time
Click Custom Animation - Speed - Set Speed

BothA&B

0N w®
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