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Presentations

Objectives

Describe the characteristics of a good pre-
senter

Define the different types of questions and
how to use them

Describe the different view modes and
their application

Demonstrate the ability to apply design
templates

Demonstrate the ability to use slide Auto-
Layouts

Use the menu options to save a presenta-
tion

Describe the use of the AutoContent Wiz-
ard

Edit text in a presentation by changing
text characteristics
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Demonstrate the ability to add, move, and delete slides

Use the Slide Sorter view to arrange the slides of a presentation
Add text notations to a slide

Change object placements on a slide

Create and view speaking notes for a presentation

Describe the process for printing overheads and handouts

Add clipart images to a slide

Use the drawing tools of PowerPoint to draw objects on a slide
Access images on the World Wide Web

Create and edit a presentation's Slide Master

Apply a Slide Master to change a presentation

Create custom backgrounds and color schemes

Create data charts with Microsoft Graph application

Create simple data tables

Create organizational charts with Microsoft Organization Chart application

Add special, non-ASCII characters to your screens

Apply different transitions to slides in a presentation

Animate objects on slides in a presentation

Add hypertext links to text on a slide

Hide slides of a presentation

Use tools available during Slide Show view mode

Import text from a word processor into PowerPoint

Use data from a spreadsheet to create a chart

Use PowerPoint spelling and style tools to check a presentation

Describe general guidelines for creating better presentations
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BASIC PRESENTATION SKILLS

Basic presentation skills are those that enable you to become a good teacher and give effective
professional presentations. By demonstrating the ability to give a thorough and confident
presentation, you allow your audience to know that you are a thorough and confident
employee, capable of delivering what you promise.

A presentation is a fast and effective method of selling your idea. Although your proposal is
going to list in detail what you propose to accomplish, a presentation allows your audience to
see the “human side” of the proposed idea.

Presentation Delivery

Follow these guidelines when delivering a presentation.

Guideline 1: Keep Sessions as Short as Possible

Whenever possible, keep sessions short and concise. A good rule to follow is to never go
longer than 30 minutes when presenting an idea. If you need to go longer, break up the
sessions, and recap what you have covered at the end of each session.

Guideline 2: Keep It Appropriate

All of your training materials should be appropriate to the matter you are discussing. Keep
your presentation relevant to the issue at hand. It can be easy to go off on tangents, especially
if your audience is very talkative; however, do your best to keep the presentation focused and
direct.

Guideline 3: Be Enthusiastic

If you are not excited about your proposal idea, do you expect others to be? Try your best to
show enthusiasm for the subject. Even if what your presenting is dull and drab, think of
creative ways to present your idea. For example, start your presentation with what participants
are familiar with, and then gradually link it to your proposed strategy.
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Guideline 4: State Your Objectives

Always start your presentation by clearly stating what the goals of the meeting are. This not
only helps you stay on track, but also allows your audience to know what is going to be
discussed.

Guideline 5: Use Open Lines of Communication

Remember, the most effective information delivery process involves communication with the
participants and not at them. Always allow for interaction between yourself and your
audience. Encourage questions and open discussions. Make sure your body language conveys
it is “OK to participate”.

Guideline 6: Use Feedback

As a competent presenter it is important that you identify learners with clarification and
feedback needs. Be aware of your audience’s signals that they don’t follow you or are
confused. Be on the lookout for body language and other non-verbal indicators that your
audience either understands or is lost completely. Use feedback with questions such as, “Is
everyone with me?” or, “Are there any questions before I continue?” Always promote an open
line of communication within the presentation environment.

Guideline 7: Use Active Learning and Exercises

Your audience is going to learn more if they are actively involved in the process. If it is
possible, prepare practical exercises, quizzes, or questions for your audience. Interact with
your audience as often as you can. Without some form of interaction, your audience will lose
1/4 of what you said within six hours, 1/3 within 24 hours, and 90% within six weeks.

Guideline 8: Repeat Key Messages

At the end of your presentation, summarize and repeat the most important messages you wish
to convey. If you are running out of time, make sure that all important information is covered
and understood.

Guideline 9: Use Positive Body Language

Ensure that your non-verbal language projects positivity. Properly use gestures, facial
expressions, and body movement to aid in your discussion and add emphasis to important
points. Be aware of your body movements and try not to make any careless movements, such
as jingling change in your pockets or rocking back and forth.
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Using Questions Effectively

Questions are used to involve your audience and assess comprehension of the subject matter.
You can also use certain questions to reignite lost interest during long presentations. The
following list details question techniques you can use during a presentation.

» Overhead questions are directed to a group rather to one participant. You want to use this
type of questioning to increase the likelihood of a correct answer. An example is “Can
anyone tell me what year Columbus landed in America?”

» Open questions are questions that can not be answered with a simple yes or no. They
require a more detailed response. An example is, “Roger, what are your thoughts on
open-source technology?”

» Closed questions are answered with a yes or no. They do not prompt much of a response.
An example is, “Does this application require a license key?”

» Direct questions require a response from a specific participant. This type of questioning
is used to obtain information or assess individual comprehension. An example is, “Ben,
what year did IBM begin selling computers?”

» Redirected questions are used to solicit feedback from other participants on a statement
asked by a member of your audience. Use this technique when you do not want to
embarrass a student by telling them they are wrong. An example is, “Does anyone agree
with what Jennifer said?”

» Reversed / Reflected questions are used by a presenter to clarify a statement. An
example is, “What are your thoughts on the question you just asked?”

Use these techniques to promote interaction and comprehension. Be careful in asking too
many questions or questions that are too difficult and make your audience lose confidence.

Using Eye Contact Effectively

Using correct eye contact is essential to establishing instructor credibility. Follow these
guidelines when establishing effective eye contact.
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>

Establish direct and frequent eye contact with each member of the audience. Make
sure that your attention is divided evenly among the class. Make eye contact with
someone in the audience for a few seconds, then look at another person. Looking at
individual participants rather than the entire group will make you more comfortable, and
gives the impression that you are interested in the members of your audience.

Don’t stare at one particular member. This can make the participant feel
uncomfortable.

Keep focused on your audience. The members of your class tend to look where you
look. If you are focused on the clock on a side wall, your audience will develop an urge to
see what is so interesting about the side wall. When you focus on the members, they will
focus on you.

Never turn your back on your audience while you are talking. If you writing on a
white board, avoid talking while you are writing. Always keep your body facing forward
when you are speaking.
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WHY USE POWERPOINT?

PowerPoint and other presentation software programs are extremely popular as they enable
you to create attractive materials for giving talks. They are also relatively easy programs to
learn.

PowerPoint is used to:

>

Create a slide show for a computer

Slide shows are used to enhance presentations, especially sales presentations. They are
presented to individuals or small groups using a notebook screen or a standard monitor, or
to larger groups using an LCD projector. Presentations are also created with slides that
advance automatically for situations where a speaker is not present, as in demonstration
booths at trade shows.

Create overhead transparencies and handouts

PowerPoint provides a faster, easier, and flashier method to create overheads as opposed
to using Microsoft Word® or other word processors. PowerPoint lets you select from
supplied layouts with common color schemes and consistent font styles and sizes, or it
allows you to create your own layouts. You can also use a color printer to make color
transparencies for your overhead projectors.

Create a presentation on the World Wide Web

PowerPoint takes care of the details of converting your slide shows to HTML as it
automatically adds navigation buttons and links to each slide. Simply copy the files to a
web server and your presentation is available to others on the Internet.
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STARTING POWERPOINT

Click on the B byton on the Windows® taskbar, and select Programs > Microsoft
PowerPoint.

If the Office Assistant does not display when you start PowerPoint, it has probably not been

installed, or it may be turned off (hidden). If it was installed, you can display it by clicking the
) button. If not installed, access the menu bar Help option or press the F1 key.

Tip of the Day

By default, the Microsoft Office Assistant displays a Tip of the Day when PowerPoint starts.
Read the tip if desired, and then close the window.

The tips are useful when you're starting to use a new application; however, you can disable
them if you wish. When you disable the tips in one Microsoft Office application, it disables
them in all of the applications in the Office suite. If you don't see the Tip of the Day, it has
already been disabled.

To disable or re-enable the tips:

< Right-click on the Office Assistant
< Scelect Options

< Click on the Options tab

Office Azsistant ﬂ E

Galery  Options |

¥ Use the Office Assistant

¥ Respond to FL key ¥ Move when in the way
¥ Help with wizards [+ Guess Help topics
¥ Display alerts ¥ Make sounds

[ Search for both product and programming help when programming
Show tips about

¥ Using Features more effectively ™ only show high priority tips
[V Using the mouse more effectively [+ Show the Tip of the Day at startup

[~ keyboard shartcuks Reset my tips

Cancel |

Figure 4-1: Office Assistant dialog box - Options tab

< Click on Show the Tip of the Day at startup to remove or add the selection checkmark.

Pointing at any object (like a word, an image, or an area of the screen) and
'~ right-clicking usually displays a shortcut menu. The shortcut menus list a
]?' variety of commonly used options for the object. All of the shortcut options
are also found within various menu bar commands.
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STARTING YOUR PRESENTATION

The New Presentation tab appears when you start PowerPoint. This tab offers four options,
including:

» Opening an existing presentation,

» Creating a new presentation using templates or the AutoContent Wizard,
» Creating a new presentation from an existing presentation, or

» Creating a new presentation from a template.

< % slide Design > X

Design Templates
[z Colar Schemes
[&% Animation Schemes

Apply a design template:

Used in This Presentation

4 % New Presentation r x

Open a presentation
Lessonl ppk =

Tracing. ppt Recently Used

WET.ppt

Designisayout, ppt i

Color.ppt s s

B”' More presentations. ..

New
[ Blank Presentation
From Design Template
’ﬁs‘l From AutoContent Wizard

Available For Use

New from existing presentation
,3:] Choose presentation. ..

New from template
Help'¥rite.pat

] ] General Templates. ..
;I Templates on my Web Sites...
o ] Templates on Microsoft, comn

(7 Add Metwork Place. ..
@ Microsoft PowerPaink Help
[#] Shaow at startup

[, Browse...

Figure 4-2: Task Pane - New Presentation and Slide Design tabs

When you select the From Design Template option, the Slide Design tab appears. There are
several options listed above the Apply a design template pane. They include:

» Design Templates - displays the templates available,

» Color Schemes - displays the color schemes available, and
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» Animation Schemes - displays the animations available in three categories.

The Design Templates option includes various templates. A thumbnail representing each
template displays at the bottom of the slide design tab. To select a specific template, click on
its thumbnail. A drop-down arrow appears on the right side of the thumbnail. Click once to
view the options for applying the template. Select an option to apply the template to the
presentation.

Available For Use

Apply ko Al Shides
Apply ko Selected Slides

Show Large Previews —
—

Figure 4-3: Selecting a design template

About the Design Templates

Templates are background patterns created by graphic artists. When you choose a template, all
the elements of that template (i.e. titles, bullets, and charts) are coordinated with the colors for
that background. The design template also includes graphic elements that are repeated on all
slides to provide a harmonious and repetitive style to the presentation. Templates are one of
the strongest features of PowerPoint because design is already done. Therefore you do not
have to be an artist to create attractive and effective presentations.

The purpose of templates is to give your presentation a consistent and a professional look.
That is why it is important to select a template that is appropriate for your content as well as
your audience.

40 templates are included when you install the default version of PowerPoint. If you perform
a custom install, you can load all the available templates. To add additional templates, select
the Additional Design Templates thumbnail. You are then prompted to insert the Office or
PowerPoint CD.

Additional
Cresign

Ternplates

Figure 4-4: Additional Design Templates thumbnail
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Exercise 1
In this exercise, you are going to create a new presentation using a template.

Perform the following steps:

% < To begin your presentation, start PowerPoint. If the Tip of the Day is enabled, read the tip,
and then close the screen.

< Sclect the option to create a new presentation using a template. Browse through the
template choices, and then select the Stream template.

Figure 4-5: Stream design template thumbnail

® Leave the Slide Design tab open on your screen and continue with this lesson.

.o You can usually select items in Windows dialog boxes by double-clicking on
them. If you do not like to double-click, select the item, and then click the
button provided in the dialog box.

Layout Options

The New Slide tab offers you a choice of text and content layouts for the slide you are about
to create. These layouts are formatted with placeholders for you to insert information such as
text or charts. When you click on a layout, a drop-down arrow appears on the right side of the
thumbnail. Click once to view the options for applying the layout, and then click on an option
to apply the layout to the presentation.

Exercise 2

Perform the following steps:

% < Click the button, and the Slide Layout tab displays.
<@ Sclect the Title and Text layout.

<® Leave the blank bulleted list displayed on your screen and continue to read this lesson.
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Page Setup

From the PowerPoint window, one of the first things you should do is to select the type of
output you are creating (on-screen slide show, 35mm slides, paper printout, etc.).

Microsoft PowerPoint - [Presentations]

@ File Edit Wiew Insert Format Tools Slde Show Wwindow Help  Acrobat auto layout - X
DEEHPR ERV|BEBRS | o- - |0 H®&|1=%H B e RN B -
Garamond -18 - B I U 8 E =[= = | A 4= A - | Design T1kew Slids
o =7 T NX IR RRNT Y YRRt RN PR NT SR T RN R U PR YRR RSN NET FRFVRRTT FRTURRTT SUTTT 4 % slide Layout v x
o «| Apply slide layout:
Text Layouts =l
i
iy
N Click to add title
- =|i=
‘2 Click to add text
5
ha =2
! bl £
bl sl
e
BAE2
R L

EEREN >

| (L0 [

-

Click to add notes

[V Show when inserting new slides

me’@ Autoshapes = \DO‘::J@ &--f-A-E?

=
s
Stream [£7]

Slide 2 of 2

Figure 4-6: PowerPoint Window

The output screen dimensions may differ with each selection. If you change the output options
after your presentation is complete, page layouts may be modified and objects may even be

cut off.

By default, PowerPoint assumes that you are formatting output for an on-screen show. If you

are planning to use a different output format, select File > Page Setup from the menu.

Page Setup ﬂ m
Slides sized far: Crientation———————————
IOn-screen Shaw j —Slides
width:  Portrait Lc'ell

10 3: Inches ' Landscape
Height: —Motes, handouts & autline
75 3‘ gz by (% Partrait
Kumber slides fram: A # e

1 z

Figure 4-7: Page Setup dialog box

In the Page Setup dialog box, choose an output format (35mm slides, letter paper, etc.) from
the Slides sized for drop-down list.
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For 35mm slides and on-screen shows, make sure that the slide orientation is set at landscape.
This is the default.

The PowerPoint Window

At this point, we need to digress for a moment to talk about the PowerPoint Window. If you
use Microsoft Word, you will notice similarities. The default window has, from top to bottom,
a title bar, a menu bar, and a toolbar displayed above the main document window. While some
toolbars are the same, many of the buttons and menu items are different from those in Word.

There are several toolbars in PowerPoint, and some of them displayed by default. To display
other toolbars or to hide existing toolbars, select View > Toolbars, or right-click on any visi-
ble toolbar and check which toolbars to display. The Standard toolbar is displayed by
default.

D8 SRV | §BRBS oo~ OB |6
Figure 4-8: Standard Toolbar

Like menus, toolbars in PowerPoint are automatically customized to match your preferences.
There is some variation among installations of PowerPoint, but it is likely that to begin with,

only the basic commands appear as buttons on the toolbar. As you work, PowerPoint adjusts

the toolbars so that only the buttons you use most are displayed. You may also customize the
toolbars by selecting View >Toolbars > Customize and selecting the Options tab.

Customize EH

Taoalbars I Commands ~ Options |

Personalized Menus and Toolbars

|v Ehow Standard and Formatting toolbars on bwo roms:

¥ &lways show Full menus

I~ Shaw Full menus after a short delay

Reset my usage data |

Other

r Large icons
[# List Font names in their Fonk
[+ Show ScreenTips on toolbars
[ Show shortout keys in ScreenTips

Menu animations: |(System default) VI

o

Figure 4-9: Customize dialog box - Options tab

The default buttons on the standard toolbar include:

New Create a new presentation
Open Open an existing presentation
Save Save the presentation

Print Print the current presentation
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Spelling Spell check the presentation

Cut Cut the selected object and paste it to the Clipboard
Copy Copy selected text

Paste Paste cut or copied text

Undo Undo the last action

Insert Hyperlink Add a hyperlink to a slide

I-| |Zoom Change the zoom percentage

Help Access the Office Assistant

EEEEEEEE

The formatting toolbar is essential for quick access to formatting commands and options.

(2] uls]i=]

Figure 4-10: Formatting toolbar

EGaramand - 15 -

2 Design | Mew Slide

+;'_§+;'§|A.

Another useful toolbar is the Drawing toolbar. It is located at the bottom of the PowerPoint
window.

~ Draw = | AukoShapes = ™ e [ ] O A

Figure 4-11: Drawing toolbar

&-4-A-==E2Rg.

The drawing toolbar contains buttons that allow you to add text boxes, shapes, lines,
rectangles, circles and fancy text called WordArt to your slides. Some of the buttons on the
drawing toolbar are covered in Lesson 3.

The three buttons on the left side of the screen E8 % above the drawing toolbar are
particularly important. They are used to look at your slides with different view modes. Use
these views at any time while creating a presentation. In addition to these buttons, there are
two tabs at the top left side of the PowerPoint window. These tabs and buttons and their
related view modes are:

= New Create a new presentation

Open an existing presentation

Outline % | Open

S E VB WX Save

Save the presentation

EE Print Print the current presentation
= Spelling Spell check the presentation

You will work in each of these view modes during this course.
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(s
Place your mouse pointer over any button on any toolbar. A ScreenTip, ™% appears.
ScreenTips provide a brief description of the button function. In this course, the ScreenTip
description is used for the button name. The ScreenTip feature can be disabled in a
customized setup.

The bar at the bottom of the screen, below the drawing toolbar, is called the Status bar.

Slide 1 of 2 Skream B 4
Figure 4-12: Status Bar

In Slides or Outline view, the left side of the status bar indicates which slide you are viewing
and the total number of slides in the presentation. The middle of the status bar displays the
name of the presentation template.

After you use the spell check feature, a o button appears on the right portion of the Status
bar. Double-click this L button to activate the spell checker for the current slide.

Normal View Mode

After you select the slide layout, a slide template appears in Normal view, E, mode, Normal
view mode combines three views of the application: Slides, and Outline, and Notes Pages.

The three portions of the working area are displayed in different panes, similar to frames on a
Web page. You can change the dimensions of the panes by dragging the edges. The slide pane,
where you can see how objects appear on the slide, is in the upper right portion. The pane
underneath the slide pane is used to add notes. You can also print this section to use as
speaker notes when giving a presentation. The pane on the left is the text outline or slide
thumbnail area.

The slide pane displays the slide template you selected. The slide template has placeholders
(dotted areas) for elements in that slide (titles, bullets). Placeholders are areas designated for
information, and contain settings for the font size, type, color, justification, and other
characteristics. The placeholders prompt you to click and enter text or create objects like
charts and graphs.
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You can ignore a placeholder if you do not want to use it. Placeholders always appear on your
screen when you are in Normal (Slides or Outline) view mode. If a placeholder is not used, it
will not print or appear in a Slide Show view display.

Figure 4-13: Slide with placeholders

You should choose the working view you are most comfortable with, depending on your
equipment and the task you are completing.

When you start a presentation, you may find it faster to focus on entering text and ideas first,
and then go back and clean up the appearance of the slides. If you prefer to work this way, you

may want to work in the Outline view mode.

To change from one view to another, click on the appropriate view button or tab.
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Working In Outline View

To enter your text ideas in an outline form, click the Outline tab of the Normal view,
Outline X X

The Outline view is similar to a blank sheet of paper.

Outline * Slides X

=1

R

Click to add title

+ 1

1 =

D hE
|

Click to add notes |

Esz= I E
Figure 4-14: Outline view mode

The Outlining toolbar (displayed on the far left side) may or may not be present. If it is not
present, turn it on using the View > Toolbars > Outlining option. The outlining toolbar has
buttons to help you position items in your presentation. A thumbnail-sized version of the slide
displays to the right of the slide number. The text area for the slide is visible next to and below
the slide thumbnail.

In Outline view, the first line you type is presumed to be a title by PowerPoint. Press the
Enter key to start the next line in the outline. Pressing the Enter key continues to add items at
the current level; therefore, you must use the outlining toolbar. Use the Demote E and

Promote [« buttons or the keystrokes described below to position the text.
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For instance, to position bulleted items under a title, you would perform these steps:

< Type the title and press the Enter key.

1 2 my list
230

< Because pressing Enter created a new slide, click the [*] button on the Outlining toolbar
to indent the level from a title level on a new slide to a bulleted level on the preceding
slide.

1 (2] My list
« Item 1

<© Continue to press Enter to add new list items at the bulleted level.

12 My list
+ [fem 1
+ [fem 2
+ Item 2

<< (Click the IE button after the last list item to create a new slide.

1 [T my list
« Ilem 1
« [tem 2
« [tem 3
zJ

It is often quicker and easier to use the keyboard instead of the buttons to position text. You
can also use shortcut keystrokes when working in the Outline view. Shortcuts include:

Enter Inserts a new slide if the insertion point is on a title line or a new
bullet if the insertion point is on a bulleted line

Tab Demotes (indents) current line
Shift + Tab  Promotes (moves to left) current line
Shift + Enter Creates a new line under a bulleted item without adding a bullet

Ctrl + Enter Adds a new slide in the outline when you are finished with the last
bullet on a slide

Backspace  Removes an extra line or bullet

Another way to add a new slide is to click on the button on the Formatting toolbar.

The advantage of using the button is that you can select a different screen layout for
the new slide from the Slide Layout tab, if desired.
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Exercise 3

Perform the following steps:

< Using the same display from Exercise 2, place your mouse pointer on each of the bottom
three view buttons to see the ToolTips. Select the button for Normal view.

< Click on the QOutline tab, /Ouline (sides '\ X

< The insertion point is on the line for Slide 1. Use the keystrokes for the Outline mode, and
type the following text:

1 Getting Acquainted with the Internet

» What's in it for me?

2 What is the Internet?
» Networked computers worldwide
» Access to other people

» Access to data and information

3 How does the Internet work?
» Internet protocols
» Client-server networks

» Internet addressing

4 Internet Protocols
» Universal languages

» Common protocols

» HTTP
» TCP/IP
» FTP

» SMTP

5 Client-Server Computing
»  Your computer requires a modem or network connection and "client" software

» Networked computer runs "server" software

6 Internet Addressing
» [P Numbers
» Domain names

> Aliases
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7 E-mail Addresses
» Each individual with e-mail has a unique username and address

» username(@host.net

8 Web Addresses
» Each Web page has a unique address
» URL (Uniform Resource Locator)

» Protocol://server/pathname/filename

9 Summary

Understanding these Internet concepts helps you make the Internet work for you.

< Lcave this presentation open.

Note that Slide 4 has two levels in the outline under the title. You can have up to five levels in
an outline, although five levels is normally too many for most slides.

The beginning of your outline should look like the following.

1 Getting Acquainted with
the Internet

« What's in it for me?

2 what is the Internet?
+ Networked computers
wear Idwyicle
« Access to other people
« Atcess to data and
infior mation

E How does the Internet
work?

+ Internet protocols
+ Client-server networks
« Internet addressing

4 Internet Protocols
+ Universal languages
+ Common protocals
« HTTP
« TCP/IP
« FTP
« SMTP

3 Client-S5erver Computing
» YOur camputer requires a
rodern oF network
connection and "client”
software
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Saving A Presentation

Whenever you work on a computer, it is a good practice to save your work often. When you
save your presentation, all the slides are saved in one file with a .ppt extension. To save your

presentation, select File > Save or click the button on the Standard toolbar.

Save As 7]
Save in: |@ My Documents j @ 7 - Toals =

Adobe

M&Q ColorForOnline

Designilayouk
My eBoaoks
A My Pictures
Mew Falder
My Documents 31
TracingBitmaps

Favorites

T

]

Iy Network
Places Save as bype! |Presentation (*.ppt)

File: name: Getting Acquainted with the Internet.ppt

Save

Cancel

L Lo

Figure 4-15: Save As dialog box

The Save As dialog box opens if the file has yet to be named. You may save your PowerPoint
file in any folder you want.

Once your presentation is named, click on the button saves the file over the older version.
Use the File > Save As to change the file name, or to save to a different folder or drive.

Exercise 4

Perform the following step:

< Click the button on the Standard toolbar and save your current presentation as Intro
to the Internet. Make a note of the folder where the presentation is saved so you can
access it in the future.

Using the Slide View

When your outline is complete, you may want to return to the Slides view to see how the
slides look. The two views are very similar, and the features described here appear in either
view. The slide template pane is more prominent in Slides view than it is in Outline view, but
you can still access the notes pane. It is easiest to make formatting changes in the Slides or
Normal view.
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To display the Slides view, click on the Slides view tab, /= 0 X

Slides view displays one slide at a time. To move from slide to slide, click on the double-
arrow buttons on the bottom of the vertical scroll bar, at the right side of the slide display. The

Previous Slide button, EL has two arrowheads pointing up. The Next Slide button, E, has
two arrowheads pointing down.

Sliding the vertical scroll bar or using a scroll wheel on a mouse also moves you through each
slide in the presentation. As you slide the bar, the slide number and title, if the slide is named,
are displayed.

Slide: & of 9
Internet Addressing

Figure 4-16: Using the scrollbar

A third way to move to a different slide is to click on a specific slide thumbnail.

Figure 4-17: Thumbnails

Exercise 5

Perform the following steps:

< Move your insertion point in the Outline View so you are on the line for Slide 1. Or use
Ctrl + Home to move to the top of the outline.

< Click on the Slides view tab, /= 0 % Use the [&] and B buttons on the vertical
scroll bar to move from slide to slide.

<© Are there any slides where the titles appear too long?
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< Are there any slides where the bulleted list is going off the slide?

<€ Use the vertical scroll bar to go back to Slide 1.

Playing A Slide Show

The slide pane in both Outline and Slides view gives you a good idea how each slide looks;
but these views display at a lower resolution than the presentation will display. To view the
slides, as they will be shown, select the Slide Show view.

To view your presentation from the current slide, click the [ button. This button is located
with the other view buttons to the left of the horizontal scroll bar.

To view your presentation from the first slide, select View > Slide Show or Slide Show >
View Show from the menu bar, or press the F5 key.

Press the Down Arrow, Enter or PageDown key, or click your mouse to move to the next
slide. Press the Up Arrow or the PageUp key to move to the previous slide.

Right-click anytime during the slide show to display a right-click menu containing options for
navigating the presentation or to end the slide show. You can also press the Esc key to end the

slide show.

When Slide Show is selected, the presentation begins from the currently selected slide.

Exercise 6

Perform the following steps:

% <€» Move to Slide 1, and then click on the [= button.
< Use the keystrokes described above to move through the slides.

<© As you move through the slide show, notice the placement of titles and bulleted text
items.

» What type of symbol is used for the bullets?

» What colors are being used?

» Are items centered or left justified?

The graphic artists who designed the template made each of these decisions. Each of these

options can be changed, if desired. By using the pre-designed templates you can see the
timesavings over having to enter all the elements separately.
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More On Slide Templates

PowerPoint offers 27 slide AutoLayout templates in the Slide Layout tab. Many of these
layouts are used in this course

Title Slide

Title & 2 Column Text

Title & Content

Title, 2 Content, &
Content

Title, Content, & Text

Title & Text over
Content

Title, Text, & Clip Art

Title, Chart, & Text

Title & Table

hi

Title Only

Blank

Title & 2 Content

Title & 4 Content

Title, Text, & 2 Content

Title & Content over
Text

Title, Clip Art, & Text

Title, Text, & Media Clip

Title & Diagram or
Organizational Chart

.The Available AutoLayouts

Title & Text

Content

Title, Content, & 2
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Slide the vertical scroll bar in the New Slide tab to see all of these layouts. You can change the
slide layout even after you have created a slide. To change a slide's layout:

< Sclect Format > Slide Layout from the menu bar, or

a. Right-click on the background edge area of a slide, away from any placeholders, and

then choose Slide Layout from the menu, or

b. Click the button on the Formatting toolbar.
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< Sclect the new layout in the Slide Layout tab, and then click the Apply to selected slides
option to apply the changes.

Changing the slide layout retains all the information on your slide, but additional editing may
be required.
Exercise 7

Perform the following steps:

% < Change the view to Slides view for your Intro to the Internet slide show. Use the buttons
on the vertical scroll bar to move to Slide 1.

< Use one of the methods described above to change the slide layout template for Slide 1 to
Title Slide.

<@ Take a look at the result on the screen. You could leave the new sub-title area, as What's
in it for me?

< Instead of leaving the title, change the text to Understanding the Basics. Do this by
selecting the What s in it for me? text and typing the new subtitle over it.

< Save this version of the Intro to the Internet slide show.

Changing Autolayouts in the Slide Sorter View

If you want to change several slides as a group, use the Slide Sorter view. This view lets you
see several slides at once, and allows you to select, reorganize, or change attributes of multiple
slides.

Click the Slide Sorter 2 button to change to Slide Sorter view.

While holding the Shift key, select each slide that you want to change to a similar layout. If all
the slides are to be changed, you can choose Edit > Select All.

Next, right-click on the slide and select the Slide Layout option from the shortcut menu. In

the Slide Layout tab, select the layout desired. The layout you click is applied to all of the
selected slides.

Changing The Design Template

When you created a new presentation, you selected a design template for the slide background
from the Slide Design tab. This background is not permanent as you can change the design
template at any point.
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There are several ways to change the design template.

The name of the current design template is displayed near the middle of the Status bar at the
bottom of the PowerPoint window.

Slide 1 of 2 Stream G 4

Double-click on the design template name to open the Slide Design tab. When you find the
desired template, double-click on the template thumbnail to apply it.

You can also find the Slide Design option under the Format menu on the menu bar, or by

clicking the button.

There is no longer the restriction where you can only apply one background to an entire
presentation. In PowerPoint, you may apply different templates to different slides within one
presentation.

Exercise 8

Perform the following steps:

< Use your Intro to the Internet slide show, and click on the button from the
Formatting toolbar. Select the Marble template, and then click on the drop-down arrow.
Select the Apply to All Slides option.

<€ While using the Slide Show view and move through the slides to see the effect.

< (Change the template back to Stream. Go to slide four. Use the drop-down arrow for the
Globe template and select Apply to Selected Slides.

< Using the Slide Show view, move through the slides again.

» Feel free to apply other templates.
» What is your reaction to these backgrounds?

» When would you want to use one template and not another?

< You do not need to save this version of Intro to the Internet. Close the Intro to the
Internet presentation by selecting File > Close.

Using an Existing Presentation

When you first load PowerPoint, the New Presentation tab appears. In the top part of the tab
box is the option Open a presentation. Select the More Presentations option and the Open
dialog box appears. Choose the file you would like to work with. You can use the Look in
pane to change to another folder or another drive, if desired.
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To open an existing presentation in PowerPoint, click the 2 button on the Standard toolbar
or select File > Open on the menu bar. A convenient feature under the menu bar File option
lists the most recently opened files. You can quickly open one of those files by clicking on the
file name.

Exiting PowerPoint

After creating and saving a slide set, click on the L= button at the top right of the PowerPoint
window, or select File > Exit from the menu bar to exit PowerPoint.

Exercise 9

Perform the following steps:
% < Close PowerPoint and then restart it.
< From the New Presentation tab, open the Intro to the Internet file.

<® (Close this document by clicking on the document %] button (the | %] button that is on the
same line as the menu bar).

The AutoContent Wizard

One of the options in the opening New Presentation tab is New > From AutoContent
Wizard. The AutoContent Wizard is a guided approach to creating presentations. It helps
you create your presentation by allowing you to select the type of presentation you wish to
prepare. An outline is automatically created for you based on your responses to a few
questions. All you have to do is flesh-out the skeletal presentation with pertinent information
and supporting data for your presentation.

AutoContent Wizard ﬂ E

The AutoContent Wizard gets you started by
providing ideas and an organization For your
presentation,

@ Caneel | = Back: | ek = I Finish

Figure 4-18: AutoContent Wizard dialog box
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Selecting this option causes the AutoContent Wizard dialog box to begin. Several screens
are then displayed. They ask you general questions about your presentation. To advance from

one screen to the next, click the _ mext=  button. To go back to a previous screen, click

< Back

One of the questions asked is about the type of presentation you are creating. This screen lets
you pick from some existing types of talks, like recommending a strategy, reporting progress,
selling a product, etc.

Next, you are asked what type of output you would like (overheads, 35mm slides, on-screen
presentation, etc.).

You are then prompted to enter a title for your presentation, as well as several additional

items. Finally, click on the __ Fnish | button and you are taken to Normal view. This allows
you to view the skeletal presentation that PowerPoint created. Flesh out the outline with
information and supporting data to complete your presentation. You can also add or delete
slides, as necessary, or make any edits that you wish.

If you have been working on a presentation, but wish to begin a new presentation using the
AutoContent Wizard, it is possible to access the AutoContent Wizard without exiting and
restarting PowerPoint. Select File > New. In the New Presentation, select the General
Templates option under New from Template. The Templates dialog box opens. Select the
General tab and double-click on the AutoContent Wizard option.

Templates ﬂ E
General |D95|gn Templates I Presentations |
12l Elan Presentation I |
Ely AukoContent ‘Wizard
= R
& | Helpirite. pot Preview
Preview not available,
oK I Caneel

Figure 4-19: Templates dialog box

The AutoContent presentations are not installed with some installations of PowerPoint. If you
encounter this, you are asked if you want to install them the first time you try to use the
AutoContent Wizard. To install them, insert the Office or PowerPoint 2002 CD.

Exercise 10

Perform the following steps:
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< Sclect File > New from the menu bar.
< (Click on the General Templates option in the New Presentation tab.

© In the General tab of the Templates dialog box, double-click on the AutoContent
Wizard option.

< Pick out a talk that interests you.

<© Answer the Wizard's questions just as if you were going to create the presentation, and
look at the text provided.

< If you desire, change the text and save this new presentation under an appropriate name.
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CHANGING A PRESENTATION

Text Editing

You can quickly generate a presentation by using the supplied slide templates and working
from an outline. However, you also need to know how to change and customize slides. This is
important because you do not want to limit yourself to PowerPoint's default choices. You may
customize your presentation by adding or deleting text content in a slide, adding new slides,
deleting unnecessary slides, or rearranging the order of the slides.

You can add or adjust text within a slide by working in the Normal, Slides or Outline view.
Whether you use the Outline or Slides view is based upon your personal preference. You may
edit text the same way in either view.

To edit in Outline or Slides view, display the slide you want to change by making it active. In
Slides view, click once on the item you want to change (a bulleted text area, title) to place the
insertion point in the element or box. Once the insertion point is inside the element, you can
modify the text as desired.

Changing text in Outline view is more straightforward because it is closer to working in a text
mode of a word processor.
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Quick Text Selection Tips

To Select:

Some of the text Click and drag over it with the mouse to highlight the text
A word Double-click on the word to highlight it

A paragraph Click on it three times to highlight the entire paragraph

All of the text in a | Click on the gray box outline, or press the Esc key. The box outlining the
selected placeholder placeholder changes slightly as the hash marks that create the box become small
dots

Undoing Actions

PowerPoint provides many ways to change the look of your slides. You must experiment to
determine the best way to create the customized professional look you desire. Do not worry
about making changes. You can always undo a change that results in an undesired effect by

clicking the button on the Standard toolbar. Even if you undo an effect and then decide
that you did want the effect, you can redo any change by clicking the button.

Twenty actions are stored under Undo and Redo by default. Click the small down arrow that is
on the right side of each of those buttons to see the action history. You can also undo or redo
one previous action by selecting Edit > Undo or Edit > Redo from the menu bar.

Exercise 11

Perform the following steps:

% < Start PowerPoint and open the Intro to the Internet file created in Lesson 1. There are
currently nine slides in this presentation. You now wish to rewrite the existing bullets
because you have more information to present on client-server computing.

< Use Outline view to change Slide 5 so it reads as follows:
Client-Server Computing

Server computers store and distribute data over Intranets and the Internet
Servers are often referred to as "host computers"

When your computer uses client software, it can request information from servers

Client software includes e-mail programs and web browsers

vV vVv.v v v

Client-server systems enable information exchange among different kinds of comput-
ers
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If you think there is too much text on this slide, you are correct. We will remedy this prob-
lem later in the lesson.

<© Save the file.

Using the New Office Clipboard

Before we continue discussing PowerPoint editing techniques, we will review the Cut, Copy,
and Paste commands, and also introduce a new feature of Office 2002 applications called the
Office Clipboard.

The Cut, Copy, and Paste commands found in the Edit menu should be familiar to most
Windows users. These features are part of almost every Windows application. They allow you
to easily transfer text, graphics, or other objects within or among Windows applications,
without retyping or recreating the object.

Cutting or copying an object places it on the Windows Clipboard (i.e. a temporary storage
area.) The object stored on the Windows Clipboard can then be pasted into another location,
document, or application. Only one object at a time is stored on the Windows Clipboard.
Copying or cutting another object replaces whatever was stored on the Windows Clipboard.

When you select Edit > Paste from the menu, or use the button, the contents of the
Windows Clipboard are automatically placed at the insertion point.

The three keystrokes for cutting, copying, and pasting are worth
memorizing because they are used in most applications. They are:

v~ Keystroke Function
]9’ Ctrl + x Cut

Ctrl + c Copy
Ctrl + v Paste

Microsoft Office 2002 expanded on the functionality of the Windows Clipboard by creating
the Office Clipboard. The Office Clipboard stores up to twelve objects, instead of just one.
The objects can be pasted selectively or all at once from a tool called the clipboard toolbar.
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MODIFYING YOUR PRESENTATION

Splitting a Slide

When you first create a presentation, especially if you work in Outline view, you may end up
with too much information on a single slide. This problem is more obvious when your slides

are viewed in Slide Show view. You can solve this problem by rewriting your thoughts. If you
need to keep the information in the presentation, you can split the content of one slide into two
or more slides. Two good rules-of-thumb are:

» Keep it to one idea per slide

» Try to have no more than 25 words on a slide

To split an existing slide into two (or more) slides, work in the Outline view. Place the
insertion point at the first line that you want to put on another slide. Click the [ button on the
Outlining toolbar, or the Shift + Tab keystroke combination until you create a new slide
number. You may also have to use the [@ or [& buttons on sub-points for the new slides.

If the Outlining toolbar is not displayed, right-click on the Standard toolbar and select it
from the toolbars listed.

Exercise 12

Perform the following steps:

% < You should still be in Outline view using your new version of Intro to the Internet. Look
at Slide 5 (the client-server computing slide) in Slide Show view. The easiest way to do
that from Outline view is to click somewhere within the text for Slide 5 and then click on

the [ button.

This slide is filled with too much text. This slide would be more effective if it were split
into three slides - one on servers, one on clients, and one with the general idea summa-
rized.

<€ Press the Esc key to leave Slide Show view and return to the outline. It is time to split this
crowded slide.

<© Each of the three related slides should start with a similar title. The most efficient way to
accomplish this is to copy the title and paste it onto the two new slides. Select the title text

and click the button.
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<O Position your insertion point at the end of the title and change it to the following:

Client - Server Computing: Servers (Note that this longer title might wrap to the next line
in Slides or Slide Show view. We will remedy this later.)

Now position your insertion point at the front of the line beginning "When your com-
puter..."

< (lick on the [® button to change this to a new slide. It becomes Slide 6.

<@ With your insertion point still in front of the "W" in "When your computer...", press
Enter, and then press Tab to demote this line to a bullet underneath the Slide 6 title.

< Click on the blank title line for Slide 6, and then click the button to paste the title.
< Position your insertion point at the end of this title and change it to the following:
Client - Server Computing: Clients

Slide 6 now has three bullets. The third bullet makes more sense to be on a new slide.

<© Position your insertion point in front of the word "Client-server," and press the [ button
to split the slide. Paste the "Client - Server Computing" title and make the line starting
"This system..." a bulleted sub-point.

The text on slides 5, 6, and 7 in Outline view should look like the graphic.

5 Client-Server Computing: Servers
« Server computers store and distribute data
over Infranets and the Internet
+ Servers are often referred to as “host
computers”
3 Client-Server Computing: Clients

+ YWhen your computer uses client software, it
can reguest information from servers

+ Client software includes e-mail programs
and web browsers

7 (B Client-Server Computing

+ Client-server systerms enable information
exchange amang different kinds of
computers

< In the next section you'll learn a different method to do this. Close this file without saving
your work.

Sometimes you will want to promote (or demote) several bullet items at once. To do that,
select a bullet, and then press the Shift key to continue selecting additional bullets. When all
of the bullets you wish to adjust have been selected, click on the [@ or [# buttons to change
all of them at the same time.
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Duplicating a Slide

There is another way to add slides from either the Slides or Outline pane. However, instead of
splitting the slide, you can duplicate it, and then delete text from each of the identical slides.

To duplicate a slide in Outline, Slides or Slide Sorter view, select Insert > Duplicate Slide
from the menu bar. An identical copy of the slide is created after the current slide. Depending
on the slide, this method can be accomplished with less work than the splitting process.

In the Slide Sorter view, you can also use the Copy and Paste commands to duplicate slides.
To do so:

< Sclect the slide(s) you want to copy

< (Copy the slide(s) using one of the methods described earlier in this lesson

<€ Decide where you want to place the duplicate slide, and then click on the slide that will
precede it

<O Paste the copied slide(s)

When you use this process, you can place the duplicate slide anywhere in the current
presentation, or even copy it into a different presentation.
Exercise 13

Perform the following steps:

J@ < Re-open the Intro to the Internet presentation. Stay in the Qutline view or change to
Slide view.

< Sclect Slide 5 (the client-server computing slide). You should make this slide into three
slides. To do this create two duplicates of this slide.

<© Duplicate this slide by choosing Insert > Duplicate Slide from the menu bar. An
identical copy of this slide (Slide 6) is created.

< Select Insert > Duplicate Slide to make a second copy.

9 Delete text from each of the slides to make each one unique. Return to Slide 5, and
position your insertion point at the end of the title. Change it to the following:
Client - Server Computing: Servers

<® Position the insertion point in the text area and delete the last three bulleted items.

< Go to Slide 6 and change the title to:
Client - Server Computing: Clients
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Adding Slides

<© Position the insertion point in the text area and delete the first two and the last bulleted
items.

< Move to Slide 7 and delete all but the last bullet.
The outcome of this method is exactly the same as the outcome from splitting a slide in
Outline view. The benefit of using this method is that when some text is repeated on each
slide, duplicating the slide reduces the need to re-enter (or copy) text.

<® Save this new version of the presentation. You should have 11 slides.

Unless you are an exceptional planner, you will likely need to add more slides to a
presentation. Adding slides can be accomplished in Normal's Slides and Outline views, or
from the Slide Sorter view.

There are many ways to add a new slide. Normally a new slide is placed after the current slide.
The exception occurs when you are in Outline view. If the insertion point is placed at the
beginning of the title, the slide is inserted before the current slide. Otherwise it is inserted after
the currently active slide, as in all of the other views.

From any of the views, you can add a new slide using the following methods:
» Select Insert > New Slide from the menu bar

» Press Ctrl + m
» Click the button on the Formatting toolbar

These commands display the Slide Layout tab, where you can select the AutoLayout for the
new slide. The Title and Text layout is the default. If a different design is desired, double-click
on the desired design thumbnail to apply it to the slide. The slide appears with placeholders
for the slide template you selected.

Exercise 14

Perform the following steps:

< Using the Intro to the Internet slide set, use the Slides view and display Slide 2 as the
active slide.

<4 (lick on the button and use the Title and Text layout.
< Click on the title of the new slide and type the title:

Popular Internet Applications
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< (Click on the text and enter these items:
Electronic Mail
World Wide Web
Chat
There are now 12 slides in your presentation.

< Scroll to Slide 9 on Intro to the Internet. Use one of the views (Outline, Slides, or Slide
Sorter) and add this new slide:
Top Level Domains
.com Commercial sites
.edu Educational institutions
.org Non-profit institutions
.gov Government sites
.mil Military sites
.net Networks

Top Level Domains

.com Commercial sites

.edu Educational mstitutions
.otg Non-profit nstitutions
gov Government sites

il Military sites

net Networks

There are now 13 slides in this set.

<@ Save this version of Intro to the Internet.

Working in the Slide Sorter

The Slide Sorter view was briefly mentioned in Lesson 1. To review quickly, click the B2
button located next to the other view buttons, or select View > Slide Sorter from the menu bar
to display the Slide Sorter view.

Slide Sorter view displays several thumbnail-sized slides at once. The slides are too small to
read easily and you cannot edit text in this view. If you click on a slide, it is selected in Slide
Sorter and is the active slide. Double-clicking on a slide in the Slide Sorter view shifts you
into Slides view, where you can edit the text.
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Moving Slides

If you have done many presentations using “real” slides or overhead transparencies, you have
probably reorganized the slide order several times after presenting. This is done to specifically
modify the presentation for different audiences and situations.

Rearranging the order of slides in PowerPoint is very easy to do. Use the Slide Sorter view to
give a visual orientation of the slides and provide the tools to move and reorder them. Select
the slide you want to move by clicking on it once. With the slide selected, drag it to its new
location. A small slide image follows the mouse pointer. A gray vertical bar to the left of
another slide displays at the new location of the slide. You may need to drag a slide to another
location if you accidentally “drop” the slide in the wrong spot.

You can select more than one slide at a time in the Slide Sorter, and then drag all the selected
slides to a new location. If the slides are contiguous, click on the first slide, and while holding
down the Shift key, click on the last slide in the sequence. If the slides are not contiguous,
click on the first slide, and while holding down the Ctrl key, select additional slides.

You may also use the Outline view when reorganizing slides. Click on the slide number in the
left margin and drag it to another slide line. A horizontal line appears in the outline showing
where the slide will be dropped.

One advantage to moving slides in Outline view is that it is possible to combine the contents
of two slides. Notice as you experiment with this feature that you can position the horizontal
line within another slide, and drop the slide in another slide, rather than just between two
slides.

Exercise 15

s

It would make sense to place Slide 8 on client-server computing before Slide 6 to help
introduce the concept.

Perform the following steps:

< Use the Slide Sorter view and drag Slide 8 in front of Slide 6.

Internet Frotece Clexnt- fexrer Computing:

Chenty

< Save this file.
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Deleting Slides

You can delete a slide in any of the three working views. Click on the slide or the slide number
you want to delete, and then select Edit > Delete Slide. If in the Slide Sorter view, select a
slide and press the Delete key. If in the Outline view, delete a slide by clicking on the slide
number in the left margin and pressing the Delete key.
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THE FORMATTING TOOLBAR

With the text selected, you can use options found under Format on the menu bar, or you can
use the Formatting toolbar buttons to modify text.

The Formatting toolbar is displayed directly to the right of, or below the Standard toolbar in
the Slides and Outline views. If the Formatting toolbar is not displayed, right-click on the
Standard toolbar, and then select the Formatting toolbar option from the shortcut menu.

Most of the buttons in the Formatting toolbar are features that are found under the Format
menu. The toolbar buttons are emphasized in this lesson because it is faster to use the buttons
to apply these commonly used features.

As an example, to center-justify text in the placeholder, you could select Format >
Alignment > Center from the menu bar. The same task can be accomplished with a single
click of the & button.

From left to right, the default buttons on the Formatting toolbar are:

|Garamnnd | - \ Font Changes the font of selected text
Font Size Change font size of selected text
E Bold Bolds selected text
E italic Italicizes selected text
IE Underline Underlines selected text
IE Shadow Adds a shadow to selected text
= | Align Left Left-aligns selected text
= |Center Centers selected text
= | Align Right Right-aligns selected text
%EE Numbering Adds/removes numbers from selected paragraphs
:= |Bullets Adds/removes bullets from selected paragraphs
IE Increase Font Size Increases font size of selected text
E Decrease Font Size | Reduces font size of selected text
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€= | |Indent Less Removes indents to selected paragraphs by one level
*= | Indent More Indents selected paragraphs by one level
Text Color Applies color to selected text
I@ Design Opens the Slide Design tab
" “liew Slide | New Slide Opens the Slide Layout Tab

For text formatting purposes, it is important to remember that a paragraph is defined as a unit
of text that ends when the Enter key is pressed. This means that a paragraph can be a single
line, or several lines of text in PowerPoint. Note that several of the Formatting toolbar buttons
affect paragraphs of text.

Exercise 16

Perform the following steps:

In this exercise, we will modify the size of the titles on the two "Client - Server Computing"
slides. Perform the following steps:

< You should be using the Stream design template. If this is not the background in use,
change the background by double-clicking the design name on the Status bar. You also

want to be in the Slides view for this exercise.

< Move to Slide 7. You will notice that the title wraps to a second line. If the font were
slightly smaller it would fit on one line across the slide.

<© First, display the Formatting toolbar if it is not visible. (Right-click on the Standard
toolbar and select the Formatting toolbar from the list of options.)

< Click once on the title of the slide to select the placeholder.
<© Press the Esc key. That selects all of the text within that placeholder without requiring

you to select it with a marquee. You will see a minor change to the appearance of the box
surrounding the placeholder.

< Click on the drop-down button on the Formatting toolbar and change the font size
to 40 point. That should make it fit; if not try a smaller size.

<€ Repeat the procedure on the next slide.
Do not reduce the size of the titles too much. If you have to decrease the size more than a

few points, you should reword the title or find another solution. In Lesson 3 you will learn
how to modify the size of similar text areas on all the slides in a presentation at one time.

4 - 41
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Take one more look at slides 7 and 8. Can you think of a way to reduce the number of
words on these slides without changing the meaning?

The slides below are one possible solution.

Client - Server Computing: Clients

Client - Server Computing: Servers

m Store and distribute data over Intranets and the m Request information from servers

Internet m Includes e-mail programs and web browsers

m Also called “host computers™

<© Save this version of Intro to the Internet.

Now that you have saved your work, spend some time selecting text and experimenting
with the other bullets using the tools of the Formatting toolbar. When you are done exper-
imenting, close the file without saving your work.
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THE RULER

If you wish to modify paragraph indents or align text in columns, turn on the Ruler. To display
the Ruler, select View > Ruler on the menu bar.

Summary

» Understanding these Intemet concepts helps
you in making the Internet work for you.

m Leave this presentation open.

Figure 4-20: Slide with the vertical and horizontal rulers displayed

When Ruler is turned on, horizontal and vertical rulers appear at the top and left side of the
slide pane. The appearance of the rulers change depending on what you select on the slide.

Adjusting Indents

Each text placeholder has its own ruler and its own indentation and tab settings.

When a text placeholder is selected, the two triangles on the left side of the horizontal ruler
show the indents for the first line in each paragraph. For instance, for a bulleted list with one
level of bullets, the top triangle marks the position of the left edge of the bullet, and the
bottom triangle marks the position of the text following the bullet. There will be indent
markers for each level of a multi-level bulleted list.

To change an indent setting for the selected text, drag the top or bottom triangle to the desired
location. Dragging the small square below the bottom triangle will move both triangles at the
same time and maintain their positions relative to each other.
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Placing and Moving Tabs

Tabs in PowerPoint are very similar to tabs in Word. As in Word, when you want to align
columns of text, you should use tabs and not spaces.

PowerPoint provides four kinds of tabs

L Standard (flush left) causes text to align flush left at the tab stop

L Center causes text to center beneath the tab stop
- Flush Right causes text to align flush right at the tab stop
X Decimal causes text to align on a decimal point or period

You will notice a * button to the left of the ruler when a text placeholder is selected. While a
standard (flush left) tab is used by default, you can click on this button to display the other tab

types.

Default tab stops are set at one-inch increments. These preset tab stops are displayed as
vertical lines on the bottom edge of the Ruler.
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You can change a preset location by dragging the tab marker. The space between all default
tab markers changes proportionately. If the tab stops were moved to one-half inch, all default
tabs would change to be one-half inch apart.

To set a tab on the Ruler, click the tab button to display the desired tab type. Next click on the
Ruler where you want the tab to be applied. Notice that this removes all preceding preset tabs
and the selected tab becomes the first one on the ruler. To change the position of a tab drag it
left or right. To remove a tab, drag it below the Ruler and release the mouse button.

Exercise 17

Perform the following steps:

\/Ej < Return to Slide 10. To make the slide more legible, align the domain descriptions in a
column.

< In each line of the bulleted list, delete space(s) between the domain name and its
description.

<© Press the Tab key to move the description to the nearest preset (left) tab. The slide should
look like the graphic below.
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ADDING CUSTOM TEXT BOXES

Text placeholders supplied by the design template are convenient and useful. Text boxes are
also useful for annotating charts, callouts for graphics, or describing complicated images on a
slide. There will be times however, that you will want to add text in areas of slides that are not
in a template's placeholders.

To add text boxes for customizing slides, use the [ button on the Drawing toolbar (at the
bottom of the PowerPoint window). This function is also accessible in the menu bar under
Insert > Text Box.

For this lesson, it is desired to put the presenter's name and title on the title slide.

Text boxes are added in the slide pane in either Outline or Slides view. Click on the [£l button,
and then move the mouse pointer over the slide. Notice that the shape of the mouse pointer has

changed to | .

Getting Acquainted
with the Internet

Understanding the Basics

Figure 4-21: Slide with Insert Text cursor displayed

There are two methods to add text. One method allows you to click where you want the box to
start. When you release the mouse button, the insertion point is inside a small box. Type the
text. Press Enter to force the text to the next line.

The other method is to click and drag to create a sized textbox. Set the textbox size by
releasing the left mouse button. The insertion point is inside the box. As text is entered, it
automatically wraps to fit the width of the box. The box expands its height to accommodate
text.

Text in custom textboxes can be formatted just like any other text. PowerPoint treats custom
textboxes as graphical elements. Any information typed into a custom textbox does not appear
in the Outline view.
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Moving or Copying Placeholders and Text Boxes

You can select placeholders and text boxes on the slide pane or in Slides view by clicking on
them. They are then treated like a graphic box in Word. You can drag the box by its border to
change the position, drag a handle to change its size, press the Delete key to delete the
placeholder, and cut, copy and paste the box to other slides.

Getting Acquainted

with the Internet

Figure 4-22: Slide with placeholder selected

Exercise 18

Perform the following steps:

\/Ej < Open the Intro to the Internet file in Outline or Slide view.

< Go to Slide 1. Click the [&l button on the Drawing toolbar.

<€ Click on the slide where you want your name and title to appear. When the insertion point
appears inside the box, type at least two lines: one with your name and one with your title.
Press Enter to force your title information to the second line.

< Click away from the custom textbox to deselect it.

© [s the text in your text box the correct size? If not, select the text. Decrease or increase the

size by clicking the [& and [A buttons until the desired text size is achieved. View the
slide in Slide Show view to review the font size.
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<@ To position the custom textbox, move the cursor over the gray edge of the text box. When
the mouse pointer becomes a 4-sided arrow e, drag the box to the lower right corner of

the title slide.

<@ The title slide should now look like the graphic below.

Getting Acquainted
with the Internet

Und nding

<@ You may also want to include your name on the last slide of the presentation. While the
text box is still selected, press the button to copy it and then go to the end of your

presentation and paste the text box on the Summary slide. The and buttons are
displayed on the Standard toolbar.

<© Save this new version of Intro to the Internet.
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ADDING SPEAKER NOTES

If giving a PowerPoint presentation you will find it essential to add notes to the notes pane in
the Outline or Slides view. You can print the notes and use them as speaking notes.

The notes pane is below the slide pane in Normal’s Slide and Outline views. In order to see the
notes as you type them in this box, you may need to enlarge the notes pane. Place the mouse
pointer on the edge between the slide pane and the notes pane. When you see it change its

appearance to a double-sided arrow, , you can drag the edge to make the notes pane larger.

If your monitor is not large enough to allow you adequate space to work in Slide or Outline
view, you can select View > Notes Pages from the menu bar. In order to see the text in the

notes area of this screen, you may need to use the button on the Standard toolbar to
enlarge the display.

Notes are not displayed in Slide Show view, but you can print a version of the presentation
that shows a half-page size image of each slide. The related lecture notes are printed below the
images.

If you want to use the notes to create handouts, you can also format the text using the features
found on the Formatting toolbar.

Exercise 19

Perform the following steps:

% <€ Go to Slide 3 of the Intro to the Internet file.

< This page lists three popular Internet applications. Add notes to remind yourself to ask
the audience some questions at this point in the presentation.

<€© Work in Normal view, or select the Notes Pages view from the View menu. Click on the

button and enlarge the display, if required. The prompt: "Click to add text."
should be easily legible.

< Click in the notes area of the screen, and type in the following notes: (Add bullets using
the f= button on the Formatting toolbar.)

» Share some anecdotes about how you use the Internet for work and in your home life.

» Ask the group about their Internet use.
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» How many have access?
» What do they use it for?

» What kinds of services do their Internet Service Providers offer? E-mail? Web? Web
space?

<© (Go to Slide 12 (Web addresses). Add the note: URL stands for "Uniform Resource
Locator."

<@ Save this new version of Intro to the Internet.

In the next section you will learn how to print notes, as well as other views of the slides.
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What Can Be Printed?

Printing Basics

A variety of items can be printed through PowerPoint:

Slides Prints one slide per page, with all the bulleted items present. This is the default.

Handouts (2, 3,4, 6 or 9 slides per page) Prints small versions of the slides with multiple
slides per page. You may select the number of slides per page and the slide
layout on the page.

Notes Pages Prints the notes with the slides for speaker notes or as a reference for the

audience.

Outline View Prints an outline just as it appears on your screen.

The option you select when printing depends on your needs and preferences.

Bring up the Print dialog box by selecting File > Print, or by pressing the Ctrl + p keys.

Print HE
[~ Prinker
Mame:  |WDeDZ{kerox DocuPrint N2125 x| Properties |
Status: Idle .
Type: “eroy DocuPrink M2125 Find Printer... |
where: IP_192.1658.0.10
Comment; ™ Frink to fils
[ Print range Copiss
& Al € Current slide € Seleckion Murnber of copies:
= Custom Show: | = I 3:
1 Slides: |
Enter slide numbers andjor slide ranges. For example,
1,3,5-12
V' collate
Prink what: Handauts
Slides jv Slides per, page: IG Vl %
Color/grayscale: Ordery % Horizontal {7 Werkical EE
Grayscale -
[ Scale to fit paper = Print hiddem slides
[ Frame slides
[~ Include comment pages
Preview | Ok I Cancel

Figure 4-23: Print dialog box

Click the button on the Standard toolbar to print the entire presentation using the most
recently used print settings (the Print dialog box does not display). Or select File > Print to

display the Print dialog box.
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The Printer box lets you select various printers installed for your computer.

» The Print Range section allows you to print all of the slides in your presentation
(default), the current slide, or a specific range of slides. For a range of slides, use a
comma separator "," to specify individual slides, and a dash separator "-" to indicate a
range of slides. If you have selected slides in the Slide Sorter view, you may also indicate
that you wish to print this selection.

» The Copies section allows you to indicate the number of copies to print. If multiple
copies are needed, you collate them by clicking the Collate checkbox.

The following options are available at the bottom of this dialog box:

+ The Print what drop-down box lists the choices that were described at the beginning of this sec-
tion.

+ If selected, the Pure black and white option prints all of the slides in black ink on a white back-
ground. If you have a color printer, this is a quick way to print a draft copy of your presentation.

If selected, the Scale to fit paper option automatically sizes slides to fit the paper loaded in the
printer.

< If selected, the Frame slides option adds a thin frame around the border of every slide,
except when the Outline view is printed.

<€ [fyou have created a presentation with hidden slides, an option to Print hidden slides
also appears. Select this option to print hidden slides. Hidden slides are covered in Lesson
5.

< [fyou have animated any slides, an option to Include animations appears when you print
slides. Animation options are covered in Lesson 5. If you create a slide to display one
bulleted item at a time, rather than all of the bullets at once, this option adds a bulleted
item (beginning with the slide title) on each subsequent page until the entire slide is
printed.

Exercise 20

Perform the following steps:

< Open the Intro to the Internet file. Experiment with options under the Print dialog box.
Change the print item to Handouts (9 slides per page), and use the File > Print Preview

[& option to review the way the presentation would print. Change the number of slides to
3 per page and use the File > Print Preview [& option again.

Use the [[& option to view a single full page slide print option. Try adjusting the options for a
second and third slide, experimenting with the Black and white and Frame slides options

and viewing the results using the [& option.

Preview the printing of the presentation in Outline view. If you entered Notes for your slides,
preview those slides using this format and the [& option.
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Page Setup

Page setup was covered briefly in Lesson 1 for the purpose of selecting the slide output type.
Page setup allows you to change the size, type, and orientation of paper on which you wish to
print your presentation. It additionally allows you to set the slide starting number.
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ADDING IMAGES

Adding clean, easy-to-understand, and appropriate images to a presentation can be a powerful
way to convey the content of the presentation to its audience. For example, the Client-server
computing slide in the Intro to the Internet presentation may be easier for the audience to
understand with an illustration of the concept included. If giving this presentation, you might
add a graphic to each slide, or even use illustrations in place of the words on some slides.

You must decide where images are appropriate for your presentation. You should consider the
audience, the topic, and the reason for the presentation. It is important to add only images that
enhance your presentation. Adding images just for esthetics will actually degrade your
presentation.

Sources of Images

A number of clip art images are installed during a standard installation with PowerPoint.
However, you might want to add other types of images to your presentations, such as an
organizational chart, a company logo, or diagrams explaining a concept. Due to PowerPoint's
ability to import a wide range of graphic formats, images are easy to acquire for use in
presentations. Images can come from the Web, commercial graphics applications, scanned
photos, or can even be of your own creation. PowerPoint supports most graphic formats, like
.gif, .jpg, .wmf, .bmp, .png, and many others.

Adding images from other sources requires that the correct import filters be installed when
loading PowerPoint onto your computer. You might need to add filters if you have trouble
with a particular type of graphic. PowerPoint also supplies a toolset for you to use to create
images yourself. These drawing tools are described later in this lesson.

The Web is a good source of clip art, and many Web sites offer clip art for free. Four websites
for clip art are:

» USDA Photo Center http://www.usda.gov/oc/photo/opclibra.htm
» The ClipArt Connection http://www.clipartconnection.com

» ClipArt.com http://www.clipart.com

» All Free ClipArt http://www.free-clipart.net/main.html

Microsoft also offers clip art on the Web. Accessing the online clip art is covered later in this
lesson.

You can save any .gif or .jpg image displayed on Web pages if you right-click on them. Even
though information stored on the Web can be freely accessed, copyright law still applies.
Generally, you should obtain permission to distribute any documents or graphics you find on
the Web unless your use of the material falls under the Fair Use Guidelines. Always assume



Lesson 4: Presentations

information, graphics, sound files, and anything else you can save off the Web is copyrighted,
unless a statement saying otherwise accompanies it.

To read more about copyright law, visit the United States Copyright Office at http://
lcweb.loc.gov/copyright.

Types of Images

You need to be aware of two types of images as you use them in presentations with a color
background: bitmapped (or raster) and vector graphics.

Bitmapped images are made up of pixels (or dots). They are commonly produced from
scanned drawings or photographs, and with a paint program, like the one that ships with the
Windows operating systems.

Vector images, on the other hand, are based on mathematical equations. The computer stores
the images not as information for each small area of the drawing, but as a series of
mathematical equations. The file sizes are smaller, and you can group and ungroup these
drawings in most vector programs. Vector images can have irregular shapes, and the
background shows around the edges.

If you place a bitmapped flower image on a slide with a colored background, the background
part of the image (which is probably white) is part of the image, and covers up the slide's
background. If you place a vector flower image on a slide, in most cases, there is no
background to cover up the slide's background.

Most of the images in the Microsoft Clip Gallery are vector images. You can purchase both
types of images, so consider the image format when buying clip art.

The number of clip art images you have access to from Office 2002 depends on your
installation choices, and whether or not you have clip art from previous versions of Microsoft
Office. If you have the Microsoft Office 2002 CD in your CDROM drive when you access the
clip art collection, you can access all of the clip art on the CD.

As the lesson proceeds, if you do not have the clip art image mentioned in an exercise, choose
a different one. The point here is to learn how to work with clip art.

Placing an Image

To insert an image, you should be in Outline or Slides view and looking at the slide where you

want to place the image. Click the [l button on the drawing toolbar, or select Insert >
Picture > Clip Art on the menu bar. The Insert Clip Art tab appears.

Use the Search in drop down list to select the directories for searching clip art. Use the
Results should be drop-down list to select the types of clip art to display in the search results.
Once these have been set, use the Search text field to type in a keyword.

4-55
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Click the @ button to execute a search for clip art with the parameters you set in the
Search in, Results should be, and Search text fields.

Resulks:

See also

B clip Organizer...
@ Clips Online
@ Tips Far Finding Clips

Figure 4-24: ClipArt search results

For this lesson we will choose the @ art. Double-click on the thumbnail to insert the clip
art on the selected slide. The inserted image is selected on the page and has handles around it
(eight squares around the outside of the image area).

Figure 4-25: Handles of image

Click anywhere within the handles, and then drag with the left mouse button depressed to
move the entire image to any location on the slide. A dotted outline shows you where the
image will be placed when you release the left mouse button.

Figure 4-26: Moving an image

Exercise 21

Perform the following steps:
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\/Ej < Open the Intro to the Internet presentation and display Slide 2 in Outline or Slides
view. An image showing a globe from the Map category might be appropriate here to
help enforce the concept of the Internet as a world-wide system. (If you do not have an
image like the one in the lesson, select any other image you like.)

< (lick on the k== button on the Drawing toolbar. Use any or all of the search fields to find
a world clip art piece suitable for use on Slide 2. Double-click on an image thumbnail to
place it on the slide.

< Practice moving the image around on the slide, and then move it to the lower right side of
the slide by clicking and dragging anywhere within the box area (but not on a handle).

Depending on the image you choose, your slide should look similar to this:

What is the Internet?

—
.
’.
-
»
[
|
—

< Save the revised presentation.

Deleting an Image

Sometimes after you insert an image, you may decide that you would rather use a different
graphic. To delete the current image, click on it to select it, and then press the Delete key.

Resizing Clip Art

You will often want to adjust the size of images you place on your slides. There are a variety
of options, and they all begin by selecting the clip art object. To select an image, click on it
with the mouse to make the handles appear.

Resizing by Dragging

» To make an object shorter, drag the top middle or bottom middle handle toward the
center.

» To make an object narrower, drag the middle handle on either side toward the center.
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» To make an object taller or wider, drag the middle handles away from the center.

» To maintain the proportions of an object as you enlarge or reduce it, drag it by a
corner handle.

» To keep the object centered as you resize it, press the Ctrl key while you drag one of
the corner handles.

Using the top/bottom or left/right handles will resize only the height or width, and therefore
distort the graphic. To maintain the graphic's proportions, use one of the corner handles to
resize the graphic. Remember that you can click the button to return the graphic to its
original proportions.

Scaling Graphics

You can also resize an image by using the scaling feature by pressing the Ctrl key while
dragging a corner handle. This will proportionally resize the object around a fixed center point
by specifying a scale percentage. A scale of 200 percent doubles the size of the selected object
and a scale of 50 halves the size of the graphic.

To scale an image, right-click on the desired image and choose Format > Picture from the
shortcut menu. (This option is also found in the menu bar under Format.) Next, select the
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Size tab. The Scale section in the Format Picture dialog box allows you to indicate
percentages for the height and width, relative to the original picture size.

Format Picture 7| x|

Colors and Lines | Size | Positionl Picture I Text onl web I

Size and robate

Height: |1.15" E‘ Width: 1.44" =
Rotation: |D° E‘

Stale

Height: 55 % = Width: 55 % =

|V Lock aspect ratio
[+ Relative to original picture size

I Best scale For slide show

Resalution: |64D 480 'l
Criginal size
Height: 2.08" ‘Width: 2.61" Reset |

oK I Cancel | Preview |
Figure 4-27: Format Picture dialog box

You can see the results of the modifications you make if you click the _Eevew | button, and

then drag the Format Picture dialog box out of the way. The —E=®=* _ button is grayed out
until the option to Lock Aspect Ratio is de-selected. The Lock Aspect Ratio option is
selected by default. When this option is selected, changing either the height or width, causes
the other to automatically change to keep the image's proportion. If you do not want to
maintain the object's original proportions, click to remove the checkmark from this option.

When you find the percentage that works best, click the —%* | button to accept the new scale
factor.

You can always click the =% button on the Size tab to return the selected object to its
original size.
Exercise 22

Perform the following steps:

< Click on the image inserted in Exercise 21 to select it. With the Ctrl key pressed, drag
one of the corner handles to make the object larger.

< Right-click on the image, and select Format > Picture from the shortcut menu.

< Click on the Size tab. In the Scale section, experiment with different scale percentages,
previewing your slide as you make changes.

< Find the size that you like best, and click the —%_| button.

» Which resizing method do you prefer?
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» Can you think of advantages for each of them?

<© Save this version of Intro to the Internet and keep the file open.

Images from Other Sources

The Insert > Picture > Clip Art menu selection and the [ button provide access to images
from the Microsoft Clip Gallery. To use image files from other sources, choose the Insert >
Picture > From File menu option.

Insert Picture H E
Look in: I[:l Graphics_Lessonl j & & K o + Tools *
Mame | Size | Type | Modified | -
é @AdditionalTemplat. oo 2KB GIF Image 4182003 10:23 AM
Histary @AutoContent.g\F 12KB  GIF Image 4152003 7:35 PM
| B BTN_pack.gif 1KB GIF Imags /2003 7139 PM
A [BY BTN Close.qf 1KB  GIF Image 4/5/2003 6:35 PM
j |5 BTN _Copy.f 1KE GIF Image 48/2003 12:01 PM i
Iy Documents @BTN?Cut.giF 1KB GIF Image 4182003 12:04 PM
@BTN_Demote.g\F 1KB GIF Image 4182003 3:02 PM
m @BTN?Design.giF 2KB GIF Image 4182003 540 PM
| B BTN_Firish. oif 1KB GIF Imags 45]2003 7142 PM
Deskiop [ B BTN_Help.qif 1KB GIF Image 4/8/2003 12:14 PM
@BTN_Hyperlink.giF 1KE GIF Image 4/5/2003 12:02 PM
> [ B BTN_Mew.qif 1KB GIF Image 482003 12:00 FM
- [ B BTN _Mewslide. oif 2KE GIF Image 4{5]2003 5142 PM
Favorites |G BTN _plesct gif 1KB  GIF Image 4/8]2003 7:40 PM
= @BTN_Open.giF 1KB GIF Image 432003 12:00 PM LI
y I\Eg‘irk File: name: || j Insert |~
Places Files of type: IAII Pictures (”‘.emf;"‘.wmf,'"‘.]pg,‘*.]peg,‘*.]Flf;"‘.]pe,'*.png;‘j Cancel
4

Figure 4-28: Insert Picture dialog box

In the Insert Picture dialog box, click in the Look in field to select the drive and/or folder

that contains your image(s). Click on the file you want to select it, and then click [ e [,
The image you insert is placed on the active slide. The default folder is a good place to store
files you want to use in PowerPoint presentations.

Click the option from under the button in the Insert Picture dialog box (see image
below) to see a preview of the image you select before you insert it.

. +|Tools =

g Large Icons

== Small Tcons

E List

Dietails

Properties

EH
o I

Thumbnails

@
Figure 4-29: Insert Picture drop-down list
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Exercise 23

% In this exercise, you will add an image to the Intro to the Internet presentation.

oooo_ooo
oo
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Personal
Computer User Networked Server
Computer The Internet

0oo0 ooo

Figure 4-30: UserTolnternet.bmp

With the Intro to the Internet presentation loaded in Normal view, make Slide 6 the active
slide. Instead of having just text on this slide, it is decided that showing a graphic of the
concept would be more useful. As you explain the concept of the slide, the audience will be
able to visualize it with the graphic on the slide. You can also copy the bulleted text to the
notes pane.

Perform the following steps:

< Sclect the text in the bulleted text placeholder.

< Press Ctrl + x to cut the text from the placeholder.

<€ Click in the notes pane and press Ctrl + v to paste the text.

< (Change the slide layout to a Title Slide AutoLayout.

< Reduce the size of the title text so that it fits on one line by clicking the [ several times.

< Delete the sub-title text box.

< To insert the image, select Insert > Picture > From File.

< Navigate to the Look in window to select the drive and/or folder where you saved the
UserTolnternet.bmp image. If you saved the image in A:\Pictures, you should see the file
name when you access the directory.

< Double-click on the file name UserTolnternet.bmp to insert the file.

The image does not display well on the dark-blue background. The later section of this
lesson provides a solution to this problem.



Lesson 4: Presentations

< Save and then close the Intro to the Internet file.

Picture Toolbar

There are many ways to modify the vector clip art that comes with PowerPoint, in addition to
moving and resizing it. The Picture toolbar displayed below contains tools for performing
modifications. Some of these tools also work with bitmapped formats, but you will need to

experiment with each case.

OO ol FLEFEY S W

Figure 4-31: Picture toolbar

The Picture toolbar may display automatically when you select a clip art image. If it is not
displayed, right-click on an image and select it from the shortcut menu. If it appears in an
inconvenient location on your screen, you can move it around by dragging its title bar. To

close it, click the [X button on its title bar.

The tools on the Picture toolbar are explained below.

Insert Picture

Allows you to insert a picture

Image Control

Sets the image as Automatic, Grayscale, Black and White, and Washout

More Contrast

Increases the picture's contrast

Less Contrast

Decreases the picture's contrast

More Brightness

Increases the picture's brightness

Less Brightness

Decreases the picture's brightness

Crop Crops a portion of the picture
Rotate Left Rotates the picture 90 degrees counter-clockwise
Line Style Sets the line style of the picture

Compress Picture

épens the (-Zompress Picture dialog box with options to reduce the
picture's file size

Recolor Picture

Opens the Recolor dialog box for changing colors in the picture

Format Picture

Allows you to format the picture

Set Transparent Color

Only available for bitmapped pictures, sets the transparent color

Reset Picture

e S ) [ ) o | ]| 2 2 [ [ |

Returns original picture settings
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If you are interested in changing the graphics used, try experimenting with the Picture toolbar
buttons. It is safe to make any changes you wish. Just click the Picture toolbar button to return
the picture back to its original state, no matter what changes you have made.

The next section describes how to use the cropping tool on the Picture toolbar.

Cropping Clip Art

The cropping feature allows you to hide unwanted parts of an image in order to emphasize the
part that remains. To crop an image, select it, and then display the Picture toolbar. Click on the

[# button.

The mouse pointer changes to an arrow with the cropping tool (the image on the [ button).
When you place the tool over one of the handles, the arrow disappears. Drag one of the
object's handles to crop the image as desired.

Personal

Computer User Networked Server

Computer The Internet

L _
Figure 4-32: Graphic with cropping handles

Repeat this step, using other handles on the object, until the cropping is completed to your
satisfaction. When you are finished, click on any blank area in the slide, or press the Esc key
to deselect both the clip art object and the cropping tool.

[! Personal F]
Computer User

Personal
Computer User

Figure 4-33: Graphic cropped to smaller graphic

PowerPoint keeps the entire object intact in memory when you crop it, so un-cropping is
possible. This allows you to restore part of, or all of, what has been previously cropped. To
un-crop an object, select it and use the Cropping tool to drag the handles to reverse the
previous cropping action. Part, or all of the cropping can be reversed using this method. You

can also click the [il@ button on the Picture toolbar to return the picture to its original state.
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However, this also causes any other modifications made (brightness, image color, etc.) to
revert to the original settings.

An alternative method for cropping is found on the Picture tab of the Format Picture dialog
box.

Format Picture 7| x|

Crop From
Lefk: m Top: m
Right: m Eiokkamm: m

Image control
Color: Im
Brightness: LI _I LI lm
Conkrast: LI _I LI lm

COmpress. . Recolor... | Reset |

(84 I Cancel | Presiew |

Figure 4-34: Format Picture dialog box

Cropping a picture in this dialog box is done by entering measurements in inches into the
Crop from fields. This method is more precise, but is also harder to accomplish accurately.
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The Drawing toolbar provides a selection of tools for working with graphics in the slides.

The buttons on the Drawing toolbar and their functions are:

Diraw =

Draw Menu

Provides options for grouping and ungrouping images, aligning
images, rotating images, and more

Select Objects

The default button. Selects an image when you click on an
object

Insert Picture

Inserts a graphic from any acceptable file type

Fill Color

[Draw -
@ AutoShapes Adds a variety of shapes to your slide drawings
E Line Draws a line
E Arrow Draws an arrow
Rectangle Draws a rectangle
@ Oval Draws an oval
£5| | Text Box Adds a text box
Ii Insert Word Art Adds "artsy" words to your slide
@ Insert Chart g;;ir;itrtieoﬁiagram Gallery to insert a diagram type into the
Insert Clip Art Inserts an image from the Clip Art Collection

Changes the color of the selected drawing object

H Line Color Changes the color of the selected line
H Font Color Changes the color of the selected text
Ii Line Weight Changes the weight of the selected line

Line Style

Changes the dash style of the selected line

Arrow Style

Changes the style of the arrows on a selected line

Shadow

Adds a shadow to a select object

3-D

Adds three dimensions to a selected drawn object

Add/Remove Buttons

Customizes the Drawing toolbar
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Explaining all of the drawing tools in detail could comprise a whole workshop, but once you
understand a few of them, you will be able to explore others on your own.

Adding Objects

The process for adding objects (like lines, arrows, rectangles, ovals, or any of the
AutoShapes) is to click on the object's button on the Drawing toolbar, and then click on the
screen and drag the mouse to draw the object. Release the left mouse button and the object
appears with selection handles. You can resize a drawn object as you do a clip art image - by
dragging on the handles. You can also move a drawn object by dragging it to a new location.

If you hold down the Shift key as you drag to draw the object, the object is constrained to an
equal proportion. For example, when you add a rectangle, holding down the Shift key as you
draw it lets you draw a perfect square.

Exercise 24

Perform the following steps:

% < Start PowerPoint and open a new presentation with the From Design Template option.
Select the Design Default template.

<€ Move the title box to the top and enter Computing Today as the title. Delete the sub-title
placeholder.

<€ Insert a clip art image (a laptop computer) on the first slide.

Computing Today

< Draw a box around the image of the laptop computer to make it stand out on the slide.

Click on the [ button, then click where you would like the upper left corner of the box
to start. Depress the left mouse button, and while holding it down, drag to the lower right
to create a box around the laptop graphic.
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Computing Today
{

< When the box is the size you want, release the left mouse button. A rectangle will cover
the laptop graphic. The color of the rectangle will depend on the fill color selected when
you drew the rectangle.

<© Leave the slide open on your screen and continue with the next lesson to learn how to
remedy this problem.

Layering Objects

Objects in graphics programs like PowerPoint are layered or stacked on the slide. This is
referred to as a z-order. As you move objects around, you will clearly see that each object
resides on its own layer. The rectangle you created in the previous exercise is on top, and you
need to move it behind the laptop computer image.

To reorder a stack of objects, select one of the objects and click on the button on the
Drawing toolbar. You can also right-click on the object to display the shortcut menu. Select
Order and then select from the choices in the sub menu. They are:

Bring to front puts object on top of the stack
Send to back puts object on bottom of the stack
Bring forward brings object up one layer

Send backward  moves object down one layer

Exercise 25

J@ Continue from the Computing Today slide.



Lesson 4: Presentations
Perform the following steps:

< If the rectangle is not selected, click on it.

<@ (Click on , and choose Order > Send to back.

Computing Today
{

<€ Leave the slide open on your screen and continue with the lesson.

Modifying Object Attributes

Every object you draw will be created using the default PowerPoint settings. The buttons on

the Drawing toolbar, starting with the button and moving toward the right, gives you
options for changing object colors and styles.



Exercise 26

Perform the following steps

Lesson 4: Presentations

Continue from the Computing Today slide. Perform the following steps to change the fill

color of the rectangle:

< If the rectangle is not selected, click on it.

< (Click on the down arrow on the right side of the button. A small fill color dialog box
appears with a small set of colors to choose from.

Mo Fil

]

Sutarnakic |

OmENECIEE =

More Fill Colors, .

Eill Effects...

< [f you do not like the colors provided, click on More Fill Colors and click on a different
color on the color wheel in the Colors dialog box.

Colors

1] st |

Transpatency:
4

2] x| Colors K E
Colors:
Cancel | Cancel |
Presvien | Presvigw |
Color model; RGE -
Red: 187 =
Blue: 227 =
Current Current:
Transparency:
2l oo = 4 NS =

<O Sclect a light blue fill.
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< Besides changing fill colors, you can select No Fill or select from a variety of Fill
Effects, including color gradients, textures and patterns.

Fill Effects 7] x|

e

{| Texture | patterm | picture |

coby |
Caneel

< One color —I

¢ Two colors

 Preset

rTranspatenc

From: 4 j 0% =

T 4 | o =

~Shading style: ariant:

< Horizontal
 wertical
" Diagonal up Sample:

~ Diagonal down
¢ From corner
¢~ From center

I~ Rotats fill effect with shape

Computing Today
1

< Leave the slide open on your screen and continue with the lesson.

Grouping Objects

In the Computing Today picture you created in the preceding exercises, there are two objects:
the laptop computer and the rectangle. If you want to move the two images on your screen,
you would have to select each one and move them separately. If there were twenty objects,
imagine how time-consuming and tedious this could be.

One solution to this is to group objects together. Grouping objects so that you can move or
resize them all at once is very useful, especially with a drawing made up of several individual
components.
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To group objects, you have to select them all at the same time. To select multiple objects, click
the 1st object. Hold down the Shift key, and then click on each additional object. Handles
appear around the objects as they are selected. If an object is accidentally selected, click on
the object again while the Shift key is still depressed, and it will be deselected.

Here are a couple of shortcuts for selecting multiple objects on the slide. Use the [ tool, and
click and drag to draw a marquee box completely around the objects. Or, choose Edit > Select
All to select every object on the screen. To eliminate an object or two from the selection, press
the Shift key and click on the objects you do not want.

To group the selected objects, click on and then choose Group. Selected objects can
also be ungrouped and grouped again as required.

Vector drawing objects, including some clip art, are really made up of many smaller objects
that may be grouped together. For example, the laptop computer graphic is comprised of about

a three-dozen smaller objects.

Before you ungroup an image, you may need to convert it to a Microsoft Office drawing
object. If this is required, a prompt will appear.

To resize an ungrouped object proportionally, you must use the Shift key.

As you look through the Clip Art Gallery, keep in mind that you can ungroup and/or crop the
clip art images and modify their component objects. This makes the supply of images
available to you even greater.

Exercise 27

Perform the following steps:

Ungrouping the object for editing and then grouping the objects on the Computing Today
slide will help you to reposition or resize the image.

<@ Sclect the laptop graphic, and then click on the button and choose Ungroup.

< Sclect the gray shadow object and press the Delete key. The laptop computer graphic
below shows the shadow deleted.
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Computing Today

<€ Draw a marquee box around all of the laptop graphic and click on the button and
choose Group.

<O Press the Shift key and click on the rectangle and the laptop computer to select them.

Computing Today

<© (Click on the button and choose Group.

<@ The objects are now grouped into one object. Demonstrate this for yourself by dragging
the picture to the right or left. Both objects now move together.

<> Save this new version of Computing Today and close the presentation.
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WORKING WITH SLIDE MASTERS

So far, you have created, edited, and enhanced individual slides in a presentation. In this
section you will learn how to edit and enhance all of the slides in a presentation at once. This
is performed automatically when you select a design template.

Each design template is created using masters that hold the formatted placeholders for text, as
well as the background items such as page numbers, dates, and graphics. For every design
template, there is a separate master for slides, handouts, speaker's notes, and the formatting for
text placeholders.

Adjustments are made to design templates through the slide masters. The placeholders can be
moved and reformatted as desired. Simply changing the format on the master may change the
entire look and function of a presentation. Changes made to the format of individual slides do
not affect the master.

To work with the masters, select View > Master from the menu bar, and then select Slide
Master. The slide master appears, with placeholders for the title, text, and background items.

Click to edit Master title style

i 54 02 G 03 [5] Close Master View

Figure 4-35: Slide Master with toolbar

Areas on the slide master can be moved, resized, or formatted in any way desired. Selecting
placeholders and objects in them on the Slide Master is identical to the process when working
with a single slide. Click on the placeholder to select it, and press the Esc key, or click a
second time on the gray box outline select the entire placeholder. With the eight handles
displayed, the placeholder can be moved, and resized, or you can apply any formatting you
wish. Remember PowerPoint's definition of a paragraph: a new one is created every time the
Enter key is pressed. Click in any paragraph to select the paragraph, and then apply
formatting to just the selected portion of text within the placeholder. When changing text
attributes, it is sometimes easier if the text you want to change is highlighted.
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You may want to add your organization's logo to the presentation. Using the slide and title
masters, a logo can be added to every slide in the presentation very easily. You probably want
to begin by making room for the logo. Move and/or resize the title and text placeholders as
required. Once you have made room for the logo (or any graphic), select Insert > Picture
from the menu bar and select and place the logo on the slide and title master. This image now
appears on every slide.

Remember that applying changes to the master slide changes all slides that are using the
master. If only changing a few slides in your presentation, change the individual slides, and
leave the slide master alone.

Exercise 28

Perform the following steps:

< Open the Intro to the Internet file and sclect View > Master > Slide Master from the
menu bar.

<€ Assuming you are still using the Stream design template, all of the titles are centered.

Select the title placeholder, and then click the [& button on the Formatting toolbar. The
title becomes left aligned, rather than centered.

< Change the color of the title to yellow using the arrow on the right of the button on
the Drawing toolbar.

< Change the appearance of the bullets, or turn them off completely.

<© Experiment with the = button on the Formatting toolbar and Format > Bullets and
Numbering on the menu bar. Remember that any changes you make are applied to the
bullet level(s) currently selected.

<@ Return to Outline or Slides view to observe the results of the changes. Examine several
slides, including the title slide.

<@ Close the Intro to the Internet file without saving it.



CHANGING THE BACKGROUND
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Changing Slide Color

PowerPoint offers different slide color scheme options for the templates provided.

Select Format > Slide Design. On the Slide Design tab, select Color Schemes. To edit any of
the existing schemes or to create a new scheme, select the Edit Color Schemes at the bottom
of the tab.

Edit Color Scheme B B Edit Color Scheme ﬂ
Standard | Custom | Standard Custom I
i~ Colar schemes Apphy i~ Scheme colors Bpply
ﬁ Eiackground
Eanz | Text and lines e |
Freviem . EReilars Brewigw
—I [ Title text —I
Fills
Tip for new EqD3 [T accent
users | accent and hyperlink
Use & light background For averheads I™" accent and followed hyperlitk
and a dark background Far on-screen
presentations and 35mm slides, Change Colar... |
Add A5 Standard Sch
Dokt sehems [t st st

Figure 4-36: Edit Color Scheme dialog box - Standard tab and Custom tab

The Standard tab offers several preset color schemes, based on the colors being used for the
background template. The Custom tab provides the tools to completely customize a color
scheme. With the tools of the Custom tab you can select the color for each element on the
slide. Just like the dialog box for custom backgrounds, you are able to preview your work, and
then decide to apply the results to the current slide or all slides in the presentation. Once you
create a custom color scheme that you really like, save it as a standard scheme. Your
customized scheme will then appear under the Standard tab for use another time.

Creating a Custom Background

While PowerPoint comes with a nice selection of backgrounds that you can select through the
design templates, you may find that you wish to create your own for an entire presentation or
for individual slides within a presentation.
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To create your own background, select Format > Background from the menu bar. This
displays the Background dialog box.

Background E

—Background Fill

Apply to All

 Title of Slide
+ Bullet text

Apply

Cancel

4 |:.
A - |

[~ ©mit background graphics From master

Preview

ot

Figure 4-37: Background dialog box

The Background Fill box occupies most of the dialog box. The drop-down box near the
bottom can be used to select backgrounds of different colors, shades, patterns, textures, and
even pictures. As you try different combinations, they are displayed in the small image in the

Background fill pane. To see a larger version of the background, click the _ereen | button.

If you start from a design template when you create a custom background, you can choose not
to include graphics that are part of the slide master.

When you are satisfied with the background, click on the —__ | button to change the

background of the current slide. If all slides are to be changed, click the oA | bytton and
every slide in the presentation will have the new background.

Exercise 29

Perform the following steps:

Reopen the Intro to the Internet presentation. Remember the dark graphic on Slide 67

Experiment with the Slide Color scheme and Custom Background options to create your own
solution to that problem. Experiment with as many of the options as you wish. When you are
finished, return to your presentation and evaluate.

» Did you modify the background for all the slides, or change the background on only
some individual slides?

» Does the background you used enhance the text or detract from it?

» Will your audience be able to read the slides easily?
These are issues you need to consider when customizing the background. When you prepare a
real presentation, if you have the opportunity, test your presentation with the equipment you

will use to present it. This is important when you use a digital display or need to create 35 mm
slides, because color choices can be modified by display or photo equipment.
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Another simple solution is included below.

< Click on the graphic to select it.

< (Click on the rd button, and then click in the background of the graphic.

<€ Save this version of Intro to the Internet.

CREATING CHARTS

Four slide AutoLayouts have placeholders for charts: Title, Text & Chart; Title, Chart & Text;
Title & Chart; and Title & Diagram or Organization Chart.

Separate accessory applications are used to create data and organizational charts within
PowerPoint. The Microsoft Graph application is used to create data charts and the Microsoft
Organization Chart application is used to create organizational charts. When you double-click
the chart placeholder area, PowerPoint launches the application required to create the chart.
Different menu options and toolbar buttons appear when these accessory applications are
active.

Both the Chart and Organization Chart layouts have a title area and a graph area that nearly
fills up the slide. The Title, Text & Chart layout has a bulleted list to the left side of the graph,
and the Title, Chart & Text layout has a bulleted list to the right side of the graph.

The Organization Chart application is used specifically for creating a diagram of positions
within an organization.

The three data chart layouts can be used to present data in a variety of ways, including
horizontal and vertical bar charts, pie, line, scatter, area, stock charts, and others. The more
complex the data chart, the more likely it is that you would need to use the full size chart for
legibility and readability.

To add a chart to any other slide layout, select Insert > Chart from the menu bar, or click the

i, button on the Standard toolbar. To add an organizational chart, select Insert > Picture >
Organization Chart from the menu bar or Insert > Diagram, and then select the
Organizational Chart option in the Diagram Gallery dialog box.Creating a Data Chart
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The vertical bar chart is one of the most commonly used data chart types. This is referred to as
a column chart in PowerPoint, and is the default chart type.

90 -
80 -
70 -
60 -
50 - O East

40 W West
30 H North

20 1
104

1st Qtr 2nd Qtr 3rd Qtr 4ath Qtr

Figure 4-38: Bar Chart

Working with charts is easiest in Outline or Slides view. Add a new slide and select one of the
chart layouts.

Click to add title

Double click to add chart

Figure 4-39: Title and Chart template

Add a title to the slide, and then double-click on the chart placeholder to launch Microsoft
Graph application. The Datasheet dialog box appears.

A B C D E -
| 1st Qtr  [2nd Ot [3rd Otr__ |4th Otr
1_a|East 204 274 90 204
2 _afl|West 30.6 30.6 46 M6
3_afl|North 45.9 46.9 15 139
4 >
4 | v

Figure 4-40: Datasheet dialog box

It displays sample data to aid you in entering your own data. Move the dialog box, if desired
by clicking and dragging on the title bar.
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With Microsoft Graph application running, the Edit, View, Insert, Format, and Tools menus
have different options. Data and Chart also appear on the menu bar, and the Microsoft Graph
toolbar buttons appear on the Standard toolbar.

ODElal &R o - Chart Area -2 ] e o | [Ef e e WEES > 2.
Figure 4-41: Standard Toolbar

To close Microsoft Graph application and return to the normal PowerPoint screen view, click

on the slide outside of the chart area. If you click out of the chart area accidentally, double-
click on the chart to reopen Microsoft Graph application.

Selecting Chart Type and Format

The default chart type is a column chart. To see samples of the other chart types and the
formatting options available for each, select Chart > Chart Type on the menu bar to bring up
the Chart Type dialog box.

Chart Type HE

Standard Types | Custom Types I

Chart bype: Chart sub-type:

=

*

kian:
(P i Clustered column with a 3-D visual effect,
I™ Apply to selection
™ Default Formatting
Press and Hold ta Yiew Sample |
Set as defaulk chart | Cancel |

Figure 4-42: Chart Type dialog box

There are seven variations or sub-types of the column chart. The default sub-type is the
Clustered column with a 3-D visual effect.

In PowerPoint, you can change the default chart type by selecting a different type and clicking
the _S=dakdat | 1tton at the bottom of the Chart Type dialog box.
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Another quick way to select a different chart type is to click the down arrow on the right side

of the [M[= button on the Microsoft Graph application toolbar. This button lets you choose
from 18 of the most common chart sub-types.

TR W

¢csLEMEF
i yeVNB

°
84

Figure 4-43: Chart sub-types

For the greatest variety of chart types and options, use the Chart > Chart Type menu
selection.

It is possible to change chart types after you have entered data for a chart, but sometimes some
data cannot be transferred from one chart type to another. Sometimes PowerPoint restricts you
from changing from one chart type to another, depending on the chart types.

Entering Chart Data

Use the datasheet to enter data into Microsoft Graph application. If the datasheet is not

displayed, click the |E button on the Microsoft Graph toolbar, or select View > Datasheet
from the menu bar.

Working with the datasheet is similar to working in a spreadsheet program. Drag to select the
sample data in the datasheet, or click the corner control box the empty cell in the upper-left
corner of the datasheet to quickly select all of the data, and then press Delete to clear it. The
datasheet will be blank and the associated chart will disappear, because there is no data to
create the chart.

Enter text labels and numbers in the datasheet just as you would in a spreadsheet. Use the
arrow keys to move around. After the data is entered, close the display of the datasheet using
one of these methods:

» Click the button [x on the datasheet title bar

» Click the button on the Microsoft Graph toolbar to toggle off the datasheet dis-
play
» Select View > Datasheet from the menu bar to toggle off the datasheet display

If you have data in another application like Microsoft Excel or Lotus 1-2-3, you can import or
link to that data and use it in a chart. Importing data is covered in Lesson 6.
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Exercise 30

Perform the following steps:

To practice creating a chart in a presentation, we will assume that a survey was conducted of
users in your organization. Questions in this survey deal with how people use Internet services
at work and at home. Introduce the data in the presentation using the default column chart
format.

< Open the Intro to the Internet file. Move to Slide 3 on Popular Internet Applications.
Click the button and select a Title and Chart layout.

< Enter Internet Applications Used as the title of the slide.

<© Double-click on the chart placeholder.

< Take a look at the datasheet that appears and how data is entered. Notice there is a column
for legend labels (small labels for the individual bars) and a row for cluster labels (text to

explain the X-axis).

< Click the corner control box in the upper-left corner of the datasheet to select all of the
data at once.

<@ Press the Delete key to remove all the data.

<@ Replace it with the information provided below:

ppt - Datasheet
A B C D E =

E

2
=

Home 67 45 38

Email World Wid Chat
Waork a0 78 17

s (G | Pl [

-
-
8

As you enter the data, you can see the chart being created. The title in Column B should be
World Wide Web. Notice that as you type the column headings, Column B is not wide
enough to display the full title. Even so, the entire text item appears on the chart. If you
drag the vertical line between columns in the header area of the datasheet (where the col-
umn letters appear) you can enlarge the column to view the title.

< When finished entering data, close the datasheet by clicking its % button.

<© To complete the chart and return to a PowerPoint view, click anywhere on the slide
outside the chart area. The Microsoft Graph application toolbar disappears and the
normal toolbars reappear.
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The column chart you created should resemble the graphic below.

Internet Applications Used

EWork
B Home

Email World Wide Web

< Save this version of Intro to the Internet.

<> With the chart slide active, change the AutoLayout to Title, Text & Chart or Title, Chart
& Text.

» What do you think of these slides as compared to the Title and Chart layout?
» Change the AutoLayout back to Title and Chart.

Hiding and Displaying Selected Data

You might sometimes want to chart only part of the data entered in a datasheet. Hide selected
columns or rows of data by double-clicking on either the column letters (A, B, C, and etc.) or
the row numbers (1, 2, 3, and etc.). Double-click on hidden columns or rows to toggle them
back on.

Suppose you wanted to show only the data for E-mail and Web use. You would open the
datasheet, and then double-click on the column heading C to hide the Chat data. The image
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below shows that the data in column C is readable in the datasheet, but it is dimmed. The chart
now shows only bars for the data entered in columns A and B.

A B C D E =~
Email World Wid Chat
1_=i|Work 90 78 17
2 sd)Home 67 45 i}
3
i -
4 | v

Internet Applications Used

HWork
B Home

World Wide Weh

Figure 4-44: Bar Chart with data entered
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REFINING DATA CHARTS

For ease of understanding data presented in a chart, the KISS (Keep It Simple, Stupid)
principle works. There will be times when the default PowerPoint data charts lack the
necessary format for the correct presentation of information.

Earlier, you created a chart displaying data on the use of Internet applications at work and at
home. This data was not defined very well. A lot of information was left out. Did the numbers
represent actual individuals, or did the numbers represent the percent of individuals surveyed?
Were the individuals all surveyed from the same department, or were they a cross-section of
the general population? How current is the data presented? While including too much detail
on a chart can make it chaotic and hard to read, always include enough information to get the
point across and avoid misinterpretation.

Chart Options

Options for adding titles and data labels can be accessed in the Chart Options dialog box by
selecting Chart > Chart Options from the menu bar in the Microsoft Graph application.

Chart Options H

Sl Axes I Gridines I Legend I Data Labels I Data Table I
Chart kitle:

Category (¥) axis:

Series () axis: I I H Work
B Home

Yalue (Z) axis:
Email Chat

Cancel |
Figure 4-45: Chart Options dialog box

The Chart Options dialog box has six tabs:

Titles Add chart and axis titles

Axes Determine which axis labels display

Gridlines Display or hide major and minor gridlines for each axis
Legend Display or hide the legend and determine its placement

Data Labels Display data values and/or percentages

Data Table Display table of data used to create the chart

To add titles to the horizontal or vertical axis, enter the titles on the Titles tab. A preview pane
to the right of the title entry area provides an idea of where and how the titles will be
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displayed. Because of limited space in this pane, the display may be inaccurate. You will have
to close the dialog box to see exactly how the titles display.

The option for labeling the data is found on the Data Labels tab. Some data label options are
unavailable for certain chart types.

Exercise 31

Suppose the data presented in the chart you created in Exercise 30 were obtained in a 2001
survey of employees and show the percentage of employees using each type of Internet
application. Adding titles with this explanatory information would make the chart more
meaningful.

Perform the following steps:

< Still working on Slide 4 in the Intro to the Internet file, double-click on the data chart to
launch Microsoft Graph application. Select Chart > Chart Options.

<€» Examine the Data Labels tab. Experiment with the available options and watch the
preview pane as you make changes. Although you could show the value represented by
each bar, there is no option available here for indicating that the data represents
percentages. You would need to include that information in titles, or add explanatory text
annotations to the page.

< (Click on the Titles tab. In the Chart Title field, type in the title: 2001 Survey of
Employees. Notice where the title is placed in the preview pane on the right.

< In the Value (Z) axis tab, type in the title: Percent.

< Click —* I to close the Chart Options dialog box and see the results.

The column chart you created should resemble the graphic below.
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Internet Applications Used

2001 Survey of Employees

Percent - OWork
- mHome

<@ Save this version of Intro to the Internet.

Formatting Data Charts

Every chart is made up of many objects, like titles, gridlines, axis values, and data
representations (lines, bars, pie wedges). You have a great deal of control over the way each
object in the data chart is displayed. For example, you can change the font color and style of
each title; the color, fill, and shape of data bars; the location of the legend; the axis scale; and
SO on.

When the Microsoft Graph application is active, you can edit the objects that make up a chart.
To edit an object, perform one of the following:

» Click on an object to select it and then choose Format > Selected Object from the
menu bar. (Note: the term "selected object" will be replaced with the actual item type
selected such as: "Axis", "Gridline", or "Walls").

» Right-click on the object and choose Format > Selected Object from the short cut
menu.

» Double-click on an object.

Practice and experience are required to learn exactly where to find each object. But to assist
you, descriptive tooltips appear as you hover your cursor over chart items in the Microsoft
Graph application. The tooltips identify which object is selected if clicked on at that location.

The specific formatting options available for each object depend on the chart type and sub-
type being used. For example, some 2-dimensional charts let you add error bars and trend
lines. These options are not available for 3-dimensional charts.
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The best way to learn which formatting options are available, is to explore them for each chart

type.

Exercise 32

Perform the following steps:

Lets completely alter the appearance of the Internet Applications Used chart created in
Exercise 30. You will not be saving the results of this exercise. Feel free to experiment with
any options and forget about tasteful and functional design. Your purpose (for this exercise
only) is to explore possibilities.

< Still working on Slide 4 in the Intro to the Internet file, double-click on the data chart to
launch Microsoft Graph application.

<€ The Datasheet dialog box appears. Close this dialog box by clicking the X! button.

<© Your first goal is to see just how many objects you can find on this graph. Hover the
cursor at different parts of the graph and find the objects listed below.

vV v v vV V. vV Yy V. vV VvY%

v

The value axis title

The value axis

The category axis

A bar from the "Work" data series

A bar from the "Home" data series

The Chart title

The legend

The value axis major gridlines

The walls

The corners

The plot area (the area around the actual graph, excluding axis labels and titles)
The chart area (the area surrounding everything on the graph)

You are probably beginning to realize how many objects make up the column chart.
Right-clicking any of these objects brings up a menu with options for that object.

< Your purpose now is to be creative! See how many features you can change for each of
the objects listed above.
Rotate text, add patterned backgrounds, change number formats, change bar styles, move
the legend. As you make changes, examine the effect on the chart. Although you would
never change object properties with complete abandon as you are now, some of these
possibilities may be useful to you in the future.

< (lose the file without saving it.
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Resizing Charts

Resize a chart just like you resize images, that is by dragging any of its handles when it is
selected. A default setting (called Auto Scale) in the Chart Area Format dialog box causes
the fonts in a chart to be resized in proportion to changes you make in the size of the chart.

Format Chart Area | 7] x|

Patterns

Font: Fant style: Size:

|Garam0nd |Bold |18
H Foatlight MT Light 2| [Regular

" Frakiur BT Italic
Freestyle Scripk =
Eiold Ttalic
Underline: Color: EBackground:
INone j I Autarnatic j IAutomat\c j
Ffeck i
I strikethrough
I Superscript _ AaBbCcYvZz _ |
™ Subscript =

| ¥ Auto scale I

This is a TrueType fant. The same fant will be used on bath your printer and
your screen.

Ok I Cancel |

Figure 4-46: Format Chart Area dialog box - Auto scale

If for some reason you want to turn the Auto Scale feature off, select the chart area by right-
clicking in it (the blank area between the border of the chart and the plot area). Select Format
Chart Area from the short cut menu. Select the Font tab and clear the check box from the
Auto Scale option.

Drawing Objects and Charts

In Lesson 3, you learned how to draw objects on a slide. You can use the same techniques to
draw objects on a chart either within the Microsoft Graph application, or directly on your slide
in PowerPoint. There is a slight difference in how the drawn objects are handled when a chart
is moved or resized.

If you draw an object on a chart while you are in PowerPoint the object remains separated
from the chart. It will not automatically resize or move if you resize or move the chart.

On the other hand, if you draw an object on a chart while in the Microsoft Graph application,
the object becomes part of the chart. It will scale proportionally if you resize the chart, and
will move with the chart if you adjust its position on the slide.

To draw an object while in Microsoft Graph application, click on the [ button on the
standard toolbar to display the Drawing toolbar, if it is not already displayed at the bottom of
your screen. Use the tools on the Drawing toolbar to draw objects using the same techniques
you learned in Lesson 3.
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You have already learned many important basics of creating data charts in PowerPoint. The
upcoming sections cover some items unique to pie charts.
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CREATING A PIE CHART

Pie charts are commonly used to show the percent of the total for each item in a group. Begin
a pie chart using the same process you would use for any data chart, select one of the chart
layouts for a new slide. Double-click the chart area to launch the Microsoft Graph
application, and then select the Pie chart type by choosing Chart > Chart Type on the menu
bar.

Chart Type HE

Standard Types | Custom Types I

Chart bype: Chart sub-type:

£~ [ EE
= Bar .
4 Line
2 LI— —‘
[ = (Scatter) ‘
Area
% Doughniut '

iy Radar
(@ Surface

®: Bubble

e Stock LI
kian:

’-Qp on Fie. Displays the contribution of each value

I™ Apply to selection @ & el
™ Default Formatting

Press and Hold ta Yiew Sample |

Set as defaulk chart | Cancel |

Figure 4-47: Chart Type dialog box - Pie chart

There are six pie chart sub-types including:
Basic Pie Each slice represents a percentage of the whole
3-D Pie Same as above, only in 3 dimensions
Exploded Pie  Each slice is separated from the others

3-D Exploded PieSame as above, only in 3 dimensions

Pie of Pie One slice is extracted to show user-defined sub-sections in another
pie

Bar of Pie One slice is extracted and shows user-defined sub-sections in a bar
chart

A pie chart normally does not require a legend, but it does require labels for the pie slices.

Exercise 33

Perform the following steps:
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Add a chart to your presentation showing the number of United States Web sites by domain,
as reported in a recent survey. Because each category represents a percent of the total U.S.
Web sites, this would be an excellent use of a pie chart.

< Re-open the Intro to the Internet file and move to Slide 11 Top Level Domain. Use
Slides view and add a new slide. Select a Title and Chart layout.

< (lick on the title placeholder and enter the title U.S. Web Sites.

< Double-click on the data chart placeholder, and select Chart > Chart Type and pick a
basic pie chart type.

< When the datasheet appears, note how the sample data is entered, and then clear it by
clicking on the corner control box and pressing the Delete key.

<© Enter the information as in the graphic below:

ppt - Datasheet

A & B C D E
EDU NET ORG COM
= |Pie 1 6092 56874 81127 972268

| v ix)

A

£

< Close the datasheet by clicking on the X button.

<@ Click on one of the pie wedges, and right-click to bring up the Shortcut menu. Select the
Format Data Series option. The Format Data Series dialog box appears.

Format Data Series | x|

Patterns I Aixis

abel Contains
[ Series name

r Category name
[ walue

[ Percentage

[~ Bubble size

Separator: I - I

I™ Legend key
¥ Show leader lines

Cancel

<@ The Data Labels tab in the Format Data Series dialog box provides options to change
the setting for data labels, which is initially None, to:

» Series name
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Category name
Value

Percent
Bubble size

vV v v v

< Select Percent and click — % to close the dialog box and examine the results.

< Right-click on the border surrounding the pie chart and choose Format Plot Area. Click

the None option of the Border area to turn off the border display and click —%__| to
close the dialog box.

<> This data was obtained from an outside survey and should be cited. Bring up the Chart
Options dialog box by selecting Chart > Chart Options. Enter the title: 2001 Data

from http://www.internet.gov/. Click — % to close the dialog box.
<® Click on the slide away from the chart area to exit the charting program and return to
PowerPoint.

Examine the chart. Is the pie chart easy to read?

The chart should look something like the graphic below.

U.S. Web Sites

2001 D ata from htt rww.internet, gov_,.-"'

<® Save this version of Intro to the Internet for now. You now have 15 slides in the set.

Refining the Pie Chart

The pie chart just created has a few shortcomings. First, the data labels intersect the title, and
one of the slices is really too small to be easily readable.
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Because every feature on a chart can be edited, there are some specific and useful processes
for pie charts. You can rotate the starting angle of the pie; this rotates the labels and eliminates
the overlap with the title. This option is found on the Options tab in both the Format Data
Series and Format Data Point dialog boxes. Right-click in the pie slice area and select the
applicable option.

The individual pie slices can be exploded emphasis. This is useful for legibly displaying very
small slices. To explode the pie, click on a slice and drag it away from the rest of the pie.

Another useful process is using one of the pie sub-types to display more detail about a
particular portion of the chart.

The next exercises walk through the steps involved in these techniques.

Exercise 34

Perform the following steps:

< Continue working on the U.S. Web Sites slide you created in Exercise 33. If not already
in the Microsoft Graph application is not open, double-click on the pie to launch it.

<€ Before going on, save this PowerPoint file as Pie Experiments.

<€ Experiment with rotating the pie to adjust the location of the slice labels. Select one of the
pie slices (by slowly clicking twice), and then right-click. Select Format Data Point. On
the Options tab, increase the Angle of first slice until the slice labels are clear of the title
and then click _ « |

Format Data Point | x|

Patterns I Data Labels  Options |

angle of First slice: 45 E‘ Degrees

[+ Wary colors by slice

Data from

.internet.gov,




Lesson 4: Presentations

< Now experiment with exploding selected pie slices. Suppose it is the ORG domain that
you wish to emphasize. Click on the slice representing the ORG domain and drag it away
from the rest of the pie. This helps focus the audiences' attention to it.

U.S. Web Sites

2001 Data from http:/ /www.internet. gov,

<© Save the Pie Experiments file and close it.

The processes you have just used have resulted in an improved pie chart. However, one
problem remains. The slice representing the COM domain is so large that the other three slices
are nearly lost in the chart. The details of the EDU, NET, and ORG slices would be better

presented by using a second pie chart. This is accomplished using the Pie of Pie chart sub-
type.

Exercise 35

J@ It will be easier to work on the Pie of Pie chart if you return to the previous version of this file.

<€ Re-open the Intro to the Internet file and return to Slide 12 on U.S. Web Sites. Double-
click on the pie to launch Microsoft Graph application.

< (Close the datasheet.
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<© Sclect Chart, Chart Type and choose the Pie of Pie sub-type.

Chart Type HE
Standard Types | Cuskom Types |

Chart bype: Chart sub-type:

(g Column =
Bar
E Line ‘9
2
e Em
hdly Area
@ Doughnut
iy Radar

@ Surface o
®: Bubbls

5 Stock |

ptiar: iz of Pie. Pie with user-defined values
™ Apply to selection «tracted and combined into a second pie.
I~ Default Formatting
Press and Hold ta Yiew Sample |
Sef as default chart | Cancel |

< By default, Microsoft Graph application extracts the last two data points in the datasheet
for the corresponding pie slices. Options permit changing the selection by value,
percentage, or by dragging slices from pie to pie.

< To select the desired slices for the sub-pie, right-click on the sub-pie and select the
Format Data Series option from the Shortcut menu.

<@ On the Options tab, change the item Split series by to Percent value.

Format Data Series | x|
Patterns I Axis | Data Labels  Options |
Split seties by: Pasition |z| v Series lines
Position N = [+ ary colors by slice
Second plok contalys),e E walues
Size of second plo{istom Gap width: 100
2001 Data from
rorw.internet.gov,
Cancel

<> Change the selection Second Plot contains all values less than to 80%.



Lesson 4: Presentations

< Experiment with the other formatting options and make any other desired changes to this
pie chart. Consider changing the number format of the slice labels to show one decimal
place, to give more meaning to the EDU domain percentage.

Format Data Labels: H

Fatterns I Faont Mumber | Alignment I

Cateqory: ample
General ;I 0.55% |
Humber
Currency Decimal places: Iﬁ
Accounking

Date

Time

Fraction
Scientific
Text
Special

Custorm ﬂ

™ Linked ta source

Percentage formats mulkiply the cell value by 100 and displays the result with
a percent symbal,

(84 I Cancel

U.S. Web Sites

2001 D ata from http Fw.internet, gov_,.-"'

<© Save this version of Intro to the Internet and close the file.
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ORGANIZATIONAL CHARTS

Organization charts are used for many reasons; a few might be to show the structure,
information flow, or lines of operation within an organization or work unit.

PowerPoint includes an Organizational Chart as one of its slide layouts. When you add an
organizational chart to a PowerPoint presentation, you use an accessory application called
Microsoft Organization Chart. If Organization Chart was not installed on your computer,
PowerPoint will prompt you to install it the first time you attempt to create an organizational
chart. You will need to insert the Office 2002 CD to complete the installation.

To begin an organizational chart on a page by itself, add a new slide and select the
Organization Chart layout. Enter a title for the slide, and then double-click on the chart
placeholder to launch Microsoft Organization Chart.

Diagram Gallery ﬂ E

Select a diagram bype:

| @
Is] e ] [+]

to ¥y o1

T
A &O

Crganization Chark
Used to show hierarchical relationships

oK I Cancel

Figure 4-48: Diagram Gallery dialog box

Select the organizational chart from the Select a diagram type pane and click the — %
button.

To add an organizational chart to any other slide layout select Insert > Picture >
Organization Chart from the menu bar.

The initial chart provides a small tree with one manager position and three subordinate
positions. You can enter up to four lines of information in each position box. To enter
information, click the box once. Enter text and then press either Enter, Tab, or the Down
Arrow to move to the next text line.
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Organization Chart Basics

Adding Positions

Use the Organization Chart toolbar buttons to add positions to your chart.

ﬁ Insert Shape = | Lavout -

Seleck ~ Q’:z

Figure 4-49: Organization Chart toolbar

The Organizational Chart buttons and Menus

%- Insert Shape |=

Subordinate

Coworker

o e T

Assistant

Standard
Both Hanging
Left Hanging
Right Hanging

Layouk =

Fit Crganization Chart to Conkents
Expand Organization Chart

Scale Crganization Chark

] B ER ] e e s []

Aubalayout

Lewel

Branch

Select =

Al Assistants

Bl G T

All Connecting Lines

Organization Chart Style Gallery

Select a Diagram Style:

Double Outline
Thick Cutline -
Primary Calars

Shaded

Fire O

3-D Color
Gradient
Brackets s B

Braces
Bookend Fil

Srpes Gl Ol E e
Bieveled

Beveled Gradient
Square Shadows

Apply | Cancel |

To add to a position, right-click on the position, and then click on the type to add. You must re-
select a position each time you add a box, unless you are adding multiple positions to one box.



Lesson 4: Presentations

Deleting Positions
To delete any position, select it and then press the Delete key. If you delete a position with
subordinates, the subordinate positions will move up one level in the structure.

Selecting Multiple Positions
One way to select more than one position is to hold down the Shift key while you click on the
position boxes. The Select and Select Levels options under Edit in the menu bar let you select
specific groups of boxes based on organizational functions and levels.

Saving and Returning to PowerPoint

To save your work and return to PowerPoint, click off the chart area.

Exercise 36

% Open the Pie Experiments file and choose any background you like.
< Create a new slide and select the Organization Chart layout.
< Title the new slide My Department.
<© Experiment with Organization Chart to create the structure of your department. If you
work in a very flat organization, add some imaginary positions. Add at least one position
of each type: coworker, subordinate, and assistant. Delete a position that has subordinates

and look at the results.

< Save the file as Pie Experiments and leave it open for the next exercise.

Formatting an Organizational Chart

Cosmetic Changes

The Organization Chart menu bar items Text > Boxes > Lines and Chart contain options for
changing the appearance of those items. Select the object(s) to be changed and then make the
changes. You can also change the background color of the chart by choosing Chart >
Background Color.
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Structural Changes

There are four options under the Layout menu for changing the organization of subordinate
groups in the chart. A group is considered to be all of the positions who share the same top
level. The default style uses a wide arrangement to display boxes at the same level.
Sometimes one of the other styles would conserve more space on the slide and make a cleaner
appearance.

To change a Style, click the & button and select the new style you want to apply. The
structure below shows all subordinates reporting to one of the third-level managers.

Company Organization

Dept

Manager Manager Manager hanager

Manager Manager

Figure 4-50: Organizational Chart slide

Exercise 37

\/Ej Continue experimenting with the organizational structure you created in the Pie Experiments
file.

< Double-click on the organizational chart to re-launch Microsoft Organization Chart
application.

<€ Sect the Style to Default by clicking the (& button and selecting Default.
< Sclect all of the boxes using the Edit > Select > All option.

< (Change the box color and border color and style, and apply a shadow. Make any other
appearance changes as desired.

< Now experiment with different group styles. Can you find a way to restructure your chart
to improve its readability?
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<@ Save and close the Pie Experiments file for now.

4-101
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CREATING SIMPLE TABLES

4-102

PowerPoint includes a new feature that allows you to insert simple tables into presentations.
However, there are still some limitations to PowerPoint tables, and some situations where it
would be better to use one of the other Microsoft applications to create a table and then import
it into PowerPoint. Tables requiring complex formatting should be created in Microsoft Word,
and those requiring complex calculations should be created in Microsoft Excel. Although the
type of tables that are best presented within a presentation can be created in PowerPoint.

There are several ways to add a table to a presentation:

» Create a new slide and choose the Table AutoLayout, or change the layout for an
existing slide to the Table AutoLayout.

On any other slide AutoLayout:

» Choose Insert > Table from the menu bar and enter the number of columns and rows you
want, or

Insert Table ﬂ
Nurmber of columns:
E] =]
Mumber of rows: Cancel |
|2 3:

» Click the ] button on the Standard toolbar and drag to select the number of rows and
columns you want.

1 @ |1 44 &
]
]

3% 3 Table

Like Excel spreadsheets or tables in Word, PowerPoint tables are made up of individual cells
(the intersections of columns and rows). Click in a cell to insert text. Press the Tab key to
move to the next cell. Press Shift +Tab to move to the previous cell.

To resize a table, click on it to select it, and then drag a handle using the techniques described
in Lesson 3 for resizing images.

To select text within a table, drag across the text.
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To select an entire column, point just above the top border of the column. When the mouse
pointer appears as a solid down-arrow, click to select the column.

To delete a table and its contents, point to the outer border of the table. When the mouse
pointer appears as a 4-sided arrow, click to select the table and then press the Delete key.

Exercise 38

Perform the following steps:

< Open the Intro to the Internet file and display Slide 3 (the chart on popular Internet
applications).

Because you suspect that some of your audience will be unclear about the difference
between e-mail and chat applications, a slide comparing the two applications would be
useful.

< (Click the button and select the Title and Table AutoLayout.

<© Double-click the table placeholder, and create a table with 3 columns and 3 rows.

< Add the slide title Internet Communications.

< Enter text to create the following table:
Tool Timing Type
E-mail Occurs at communicators' convenience Formal or informal

Chat Occurs in real time Typically informal

4-103
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Your table should look similar to this:

Internet Communications

Timing

Email

<@ Save the Intro to the Internet file and continue with this lesson.

Formatting Tables

4-104

Formatting text within a table is similar to formatting text within any placeholder. Select the
text and then make changes using buttons on the Formatting toolbar or options within the
Format menu. For example, to align text horizontally within a cell, select the text and then

click the desired alignment button ( [£ , &, or B ) on the Formatting toolbar. The options
for changing the vertical alignment, internal cell margins, and rotation of text within a cell are
found on the Text Box tab under the Format > Table menu selection.

Format Table KB

Borders |Fil | Text Box |

Style:

Click on diagram below ar use buttons
to apply borders

Cancel | Preview |

Figure 4-51: Format Table dialog box

Options for formatting a table's border and fill are also found under the Format > Table menu
selection. You must click on the table to make the Table option appear in the Format menu.

Alter table row heights and column widths by selecting the table and then dragging row and
column borders.
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Format other aspects of the table structure using buttons found on the tables and borders
toolbar. If the toolbar is not displayed, right-click on the Standard toolbar and select it from

the toolbar list.

Tables and Borders * X

g2

'1pt'j|v£v

Table -

e Ml =P ==

Figure 4-52: Tables and Borders toolbar

Draw Table Creates a table with complex column and row structure
@ Eraser Merges cells within a table by erasing lines
| |v Border Style Changes line style of selected segments in a table
1 Border Width Changes the line width of selected segments within a table

Border Color

Changes line color of selected segments in a table

Select Borders

Applies border formatting to selected group of borders

Fill Color Changes the fill color of selected cell(s)
Includes options for inserting, deleting, splitting, merging,
Table ;
and selecting columns and rows
Merge Cells Merge selected cells
Split Cells Split selected cell
Align Top Vertically align text at top of cell
Align Center Vertically align text in the center of cell
Align Bottom Vertically align text at bottom of cell

Distribute Rows Evenly

Aligns rows evenly in table

EHEEEEEHEEH!

Distribute Columns
Evenly

Aligns all columns evenly in table

Exercise 39

Perform the following steps:

< Experiment with the formatting options to customize the table you created in Exercise 38.
Use your own ideas, or try some of the following:

» Bold the column headings

» Vertically center text within columns
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» Decrease the height of the first table row

» Change the inside borders to dotted lines

< [fyou like the formatting changes you made, save the Intro to the Internet file. If not,
close the file without saving the new format.
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USING SPECIAL CHARACTERS

Occasionally it is necessary to include special, non-ASCII characters or symbols in a
presentation.

To insert a symbol or special character, first click in a text placeholder and position the
insertion point where you want the character to be placed. Select the Insert > Symbol option.
The Symbol dialog box appears.

Subset: IBasic Lakin

Fant: I(normal text)

blc

5

r
£|e
2 | -

e | < | en |
]

a
9
¢

+|— o
E=R L R
ST IERE=a

T

d

1

&

[s]

T 1. °)>%1/23/4C'AL|

Recently used symbals:
le[cl¥[ole[™]£][#]<[z][x][o]n]«]p]
LATIN SMALL LETTER L Character code: [006C From: [Uricode (hex) =l

Insert I Cancel |
F

Figure 4-53: Symbol dialog box

The Symbol dialog box provides you with the list of symbol fonts accessible on your
computer. Select the font you need, and then double-click on the character you want to insert,

or click once and then click =

Warning: Special characters are created from special sets of fonts. If you use special
characters in your presentation and then go to another computer to either show the
presentation or have 35mm slides made, be sure both computers have the same fonts on them,
or these symbols will not display as intended.

If the correct font is not available, PowerPoint will substitute a different font and does not
bother notifying you it is substituting, so you must check fonts before you give a presentation

or get 35mm slides imaged.

The Pack and Go feature explained in Lesson 5 provides the option to embed TrueType fonts
with your presentation, and may be helpful in some situations.
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SPECIAL FEATURES FOR PRESENTATIONS

The features described in this section are recommended, but not all are required for an
effective slide show. Most of the features will only be used in presenting a slide show using a
computer connected to a data projector.

Applying Transitions to Slides

4-108

Slide transition is the effect that occurs when going from one slide to another in the Slide
Show view mode. The default is no transition, which means one slide disappears and the next
appears as you view your slide show.

Select Slide Show > Slide Transition from the menu bar to apply a transition to the active
slide. This method works from any of the view modes. The Slide Transition tab appears on the
right side of the PowerPoint window, and has 59 transition effects from which to choose. To
preview how each effect displays, click the ¥ button after selecting the transition.

You can apply a transition to a single slide or to all of the slides. To apply a transition to a
single slide, simply select the transition in the list. The transition is automatically applied to
the current slide. If you select more than one slide in the Slide Sorter view, before you bring
up the Slide Transition tab, the transition will be applied to each of the selected slides. To

apply the selected transition to all the slides of the presentation, click the button.

Other options in the dialog box affect the transition speed, when the slide should advance, and
sound effects.

Exercise 40

So far in the Intro to the Internet presentation, no transitions have been applied to any of the
slides.

Perform the following steps:

< Open the Intro to the Internet file and save it as Transitions so you can experiment with
different transition effects.

< Work in Outline or Slides view and go to Slide 1.

<© Sclect Slide Show > Slide Transition from the menu bar and examine some of the types
of transitions. Just a little experimentation here will clarify what transition is all about.
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Be sure to check out these transitions:
Blinds Vertical

Box Out

Checkerboard Down

Cover Right-Down

Dissolve

Split Horizontal Out

Wipe Right

vV vV v vV vV vV vY

Random Transition

< Sclect a transition that you like for one slide and then go to Slide 2 and apply a transition
to that slide. Apply another transition to Slide 3.

< Use the [E button to view your slide show. Notice what happens as the first few slides
appear.

<@ Stop the show at anytime by pressing the Esc key.

Transitions in the Slide Sorter

The Slide Sorter view is probably the most convenient view to use when applying transition
effects to one or more slides. The toolbar features a button that brings up the Slide

Transition tab. When you select multiple slides in the Slide Sorter view, you can apply the
same transition effect to all of the selected slides at one time.

Regardless of how the transition is invoked, any slide with a transition applied will have an
icon displayed under it on the left side. Click on the & icon to preview the transition for that
slide.

Exercise 41

Perform the following steps:

J@ < Change to the Slide Sorter view. Select several slides, and apply a transition to all of
them. To select multiple slides, hold down the Shift key while clicking on desired slides.

< (Click the & icon at the lower-left side of each slide to preview the transition. View your
slide show with the new transitions added.
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Using Transitions

There is no definite rule on how many transitions to use or when to use transitions. The
application of transitions is very dependent on your audience and the tone of your
presentation. If you use transitions, it is probably better to stick with one type of transition
within the presentation, and possibly use a second type in key places. Use transitions with
caution, especially multiple types of transitions in the same show, or your audience will start
watching the transitions and ignore the points of the presentation!

Applying Text Animation Effects

4-110

A powerful effect to use in a presentation is the text build effect. Conventionally, a build effect
is the displaying of the slide title and each bullet item separately as the slide is viewed. First
the audience sees the title, then pressing Enter or clicking with the mouse makes the first
bullet appear, then clicking again makes the second bullet appear, etc. This helps in keeping
the audience's attention on the point you are currently talking about, rather than letting them
read ahead on the slide.

PowerPoint 2002 has gone beyond the traditional build effects to include over 20 different
animation effects for titles, text, and objects for entering the slide, 20 more for adding
emphasis, over 20 more for exiting effects, and over 20 more for special path effects. Many of
the effects can be applied from different directions (left, right, top, and bottom). In addition to
building a bulleted list, you can now apply any of the animation effects to titles and text in a
variety of ways: by having the text appear all at once, animated word by word, or animated by
letter. You can also animate charts so that data series appear in sequence as you press the
Enter key or click with the mouse. And, you can include sounds with the movement options.
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Figure 4-54: Effect menus
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To access all the possible combinations of sound and movement, use the Custom Animation
option found in the Slide Show menu to open the Custom Animation tab.

Applying Animations to Objects in Slide View

PowerPoint has a number of preset animation effects for objects like titles, bulleted lists, and
charts. Some of these combine movement and sounds.

You can apply preset animation effects in Outline, Slides, or the Slide Sorter view. In Slides

view, select the slide to animate, and then select Slide Show > Animation Schemes from the
menu bar. The Slide Design tab appears with the Animation Schemes displayed. Choose the
animation effect you want to apply to the slide.
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Animation Schemes in the Slide Sorter View

Selecting animation effects is easy from the Slide Sorter view. As previously discussed, the
Slide Sorter Toolbar has different options. The animation effects applied under the Animation
Schemes is only applied to text that is part of the template design. You cannot animate charts,
graphics, or any other objects (including inserted textboxes) that you added to the slide.
Slides with text animation effects applied are identified in Slide Sorter view by an icon under

the slide on the left side (same as the slide transition icon, if you have also applied a slide
transition).

Exercise 42

% Use the Transitions slide set again. Investigate each of the preset animation types by
performing the following:

<€ Go to Slide 2 in the Outline or Slides view.

<@ Select Slide Show > Animation Scheme.

< Sclect an effect, and then click on the [ button.

< Click the mouse or press Enter to display each bulleted item in the list.

<© Press Esc to leave the show and return to Slides view.

<@ Repeat the process with another preset animation effect until you have viewed all of the
effects.

What is your reaction to these preset animation effects?

< Now change to Slide Sorter view. Select Slide 1 in your presentation, and using the
Animation Schemes tab listing, choose Faded Wipe. Click the [y taaisices button.

<O Click the [EIsiesaw. button and view your slide show (at least several slides of it anyway).
What is your reaction to building the bullet information this way?

< Save this version of the slide set, if you want, but leave the file open for the next exercise.

Applying Custom Animation Effects in Slide View

You might agree that some of the preset animation effects are inappropriate for a formal
presentation. You can apply custom animation effects to the current slide from the Outline or
Slides views by selecting Slide Show > Custom Animation. Animation Scheme effects
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should be turned off first. If not, some applied with animation schemes may remain on even
after applying custom animations.

To turn animation scheme effects off, select the slide to which you have applied the scheme
effects, and then select No Animation. Or select the animation listed and select the Copy
Effects to Slide option.

,.;* Master; Title Copy Effects ko Slide

| ¥ Master: Body [ view Slide Master

Figure 4-55: Animation effect and drop-down menu

Getting Acquainted
with the Internet

Understanding the Basics

AIMNINED

Figure 4-56: Slide with animation effects indicators

You can animate an object, and control the order in which the animation is applied. A typical
order would be the title first, and then the text paragraphs or bullets.

To animate an object on a slide:

< Sclect the object to animate.

< Click on the button.

< Sclect the type of animation you want.

< Click [» rey to preview the effects.

Arrow [ [= buttons at the bottom of the Custom Animation tab are used to rearrange the
order in which the animations are applied.
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Dimming Bullets
When using a text build technique to present bulleted items one at a time, it is useful to dim or

hide bullets after a new bulleted item is introduced. Options for doing this are in the Effect
Options list on the drop-down menu for the effect.

“B  Start On Click

Stark \With Previous

(D Start After Previous
Effect Options. ..
Timing...
Show Advanced Timeline

Remowe

Figure 4-57: Effect Options drop-down menu

On the menu, select Effect Options to open the selected effect's options dialog box.

Faded Zoom 2]

Effect |Tim\ng | Text Animation |

Enhancements

Sound: MCECTTM— | | |
=

After animation: IDon't Cirn

Animate text: IAII at ance j

3: &t delay between letkers

[s]4 I Cancel |
Figure 4-58: Effect Option dialog box (Effect tab)

Select the After animation drop-down and pick a color.

EOENOEEDOO
More Calars. ..

Don't Dim

Hide after animation

Hide on Next Mouse Click

Figure 4-59: Color selection drop-down menu

To dim the previous bullets, select a color that will mute the text display on the background of
the presentation.
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Grouping Bullets

When you use a text build technique for a slide with more than one level of bullets, decide
how to group the bulleted items. The options for doing this are on the Text animation tab of

the effect's options dialog box.

Faded Zoom K

Effect | Timng Text Animation |

Group bexk: IAS one object vl
I~ | Automatically after ID 3: seconds

I™ | animate attached shape
™| Iri reverse order

[o]'4 I Cancel |

Figure 4-60: Effect Option dialog box (Text Animation tab)

Remember that a slide can have up to five levels of bullets. If this slide has two levels of
bullets, like the example below, grouping the items by the lowest level (the second level in
this example) then every item will come in by itself.

Internet Protocols

m Umiversal langua,

m Common protocols
m HTTP

(] /1P

Figure 4-61: Slide with two-levels of bullets

If you group the items by a higher level, any lower level bullets will come in at the same time
as the higher level bullet they are associated with. In this example, if you group the items by
the first (highest) level, all of the second level bullets under the second item (common

protocols) will come in at the same time.

Simple is best

Animation effects can be fun, but like slide transitions, they should be used sparingly and with
your audience in mind. Experiment with these features and determine the animations, if any,
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that should be used. Keep in mind the tone of the presentation. Also remember that if you are
applying slide transitions, adding animation effects may tend to make your presentation too
busy for your audience. If they remember the animation, but not your key points, the
presentation is useless.

Exercise 43

Use the Transitions slide set again, and set the view to Slides view.
< Go to Slide 7.
< Turn off preset animation effects if any are applied to this slide.

<€ Choose Slide Show > Custom Animation.
<O Sclect the text area. The button becomes active.

<© Click on the button and select Fly in from the Entrance list of effects.

< (Click on the [1%_# e zimer.. 1 drop-down arrow and select the Effect Options option.

<> The After animation option should be set at Don't dim. Change this by clicking on the
drop-down arrow and, selecting More colors. Choose a gray color.

<© (Click on the Text Animation tab.

< For the Grouped text option, select 2nd level paragraphs.

< (Click the o | button. Display the show for this slide to view the text build series you
just created. Observe how the items are presented, then return to the Custom Animation
tab and change the grouping to Ist level paragraphs and view the slide again.

<> Now go to Slide 4 with the Internet applications chart. Experiment with applying custom
animation effects to the chart. Make sure you view the slide show after applying the

animation effects.

<® Save this version of the slide set and leave the file open for the next exercise.

Including Hyperlinks

PowerPoint lets you add hypertext links to your presentations. Hypertext links are most
commonly thought of as being associated with Web sites. Hyperlinks let you jump from one
location to another. In PowerPoint you can include hypertext links to Web sites, but you can
also link from a slide in your PowerPoint presentation to another slide, another PowerPoint
presentation, or even another application.
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Links can be added to text or to objects, like graphic images. To add a hyperlink, select the
text or object to link to, and then select Slide Show > Action Settings.

Action Settings EHE
Mouse Click | Mouse Over |
Action on click.
@ None
" Hypetlink ko:
[t side |
" Run program:
I Erowse. .. |
€ Run macto:
| I~
€ Ohject ackion;
| I~
™ Play sound:
I[ND Sound] j
™| Highlight click:
OF I Caneel |

Figure 4-62: Action Settings dialog box (Mouse Click tab)

Note the tabs in the Action Settings dialog box. The tabs refer to how you initiate the action.
You can activate an object either by clicking on it or by passing the mouse over it.

On either tab, the hyperlink options are found under the Hyperlink to item. Click on the radio
button next to Hyperlink to to activate the feature. Click on the drop-down arrow and select
the object to link with.

If you create a link to a Web page (URL), and then activate the link on a computer that has
Internet access, PowerPoint opens your default browser and loads the linked page. To return to
your presentation, close the browser window instead of minimizing it. The next time you click
on a link, PowerPoint will open another browser window even if you had minimized the
previous one.

There is another dialog box just for adding clickable hyperlinks. You can access this dialog
box by choosing Insert > Hyperlink, by pressing Ctrl + Kk, or by clicking the button.

Ingert Hyperlink ﬂ E
Link ta: Text ta display: I ScreenTip... |
Look in: I[:I My Documents j | @l D”'l
Existing File or
Weh Page |- adobe - Bookmark, ., |
CFHorIrdeenrt I_7 ColorFaronline
(5 |_] DesignaLayouk
Place in This My efiacks
Document Browsed @ My Pictures
Pages |7 Mew Folder
11 5-1
Create Mew Recent D TracingBi.tmaps
Document Files ﬁ 30.82_winzp exe
40,72 winzk WHOL.exe e
Address: I LI

E-mail Address
| Cancel

Figure 4-63: Insert Hyperlink dialog box
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Exercise 44

Perform the following steps:

Here is a quick way to add a link to a URL using the Insert Hyperlink dialog box and the
Copy and Paste keystroke commands:

< Open your Web browser and load the page to which you want to link.

<9 (lick in the location window and press Ctrl + ¢ to copy the URL to the Windows
Clipboard.

<€ (o to your presentation in PowerPoint.

¥ Sclect the text or object you want to link to and press the keystroke combination Ctrl + k
to open the Insert Hyperlink dialog box.

< Click in the Address field in the Insert Hyperlink dialog box and press Ctrl + v to paste
the copied URL in the window.

< Click & | to close the Insert Hyperlink dialog box.

Using this method is quick and eliminates the problem of mistyping the URL.

Save the file before you run the slide show and test the hyperlinks. You should also test the
hyperlinks immediately before you give your presentation, if possible. This allows you to test
the network connections and the availability of the sites you are linking to. It is not fun to

stand there with nothing happening while your audience waits anxiously.

PowerPoint assigns colors to the unvisited and visited links based on the design template you
are using. You can change these colors to better suit your scheme, if desired.

< Sclect Format > Slide Design. On the Slide Design tab, select Color Schemes.
<€ Sclect the Edit Color Schemes option at the bottom of the tab.

<€ Sclect the Custom tab.

Edit Color Scheme =
Standard  Custom |
—Scheme colors ——————————————— apply
Background
Text and lines Sl |
. Sheifs Preview
[ Tidle kext —I
M Fils
I_ Accent
I_ Accent and hyperlink
I_ Accent and followed hyperlink.
Change Calor... |
Add|as Standard Scheme

Figure 4-64: Edit Color Scheme dialog box - (Custom tab)
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<O Sclect new colors for the Accent and hyperlink and/or Accent and followed hyperlink
options.

Exercise 45

Hiding Slides

Perform the following steps:

<@ Use the Intro to the Internet file you have used in previous exercises. Go to Slide 13 with
the chart on U.S. Web sites.

< This slide used data from an actual Web site, http://www.internet.gov. Create a link from
the chart to the Web site, in case your audience wants to see the original data.

< (Click once on the chart to select it.

< Choose Slide Show > Action Settings from the menu.

<© (Click to select the Mouse Click tab.

<@ Sclect Hyperlink to and choose URL. Type in the URL, http://www.internet.gov.
<9 Click __« | to close the Action Settings dialog box.

< Save your work and then run the slide show for this page and test the hyperlink.

There might be some slides in a presentation that you may or may not want to show to the
audience. This may be due to the type of audience, or it may be that with time constraints you
may not be able to show and discuss all the slides. Perhaps you want to avoid unnecessary
detail in your main presentation, but you anticipate receiving a question from the audience.
You might hide the slide that provides that additional information, and display it only if the
question arises. A hidden slide is still saved with the presentation, but it will not be displayed
when viewing the slide show.
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To hide the current slide, select Slide Show > Hide Slide from the menu bar. In the Slide

Sorter view, click the |El button on the slide sorter toolbar to hide selected slides. Slide
numbers of hidden slides display with a line through them in Slide Sorter view.

T.5. Wb Siten

Figure 4-65: Slide Sorter thumbnail with Hidden icon

If you change your mind about hiding a slide before giving the presentation, select it, and

unhide it by clicking the button on the slide sorter toolbar a second time, or reselect Hide
Slide from the Slide Show option on the menu bar. Only the selected slide(s) will be hidden,
(or displayed) with either of these actions.

There are two ways to display a hidden slide while you are presenting a slide show in Slide
Show view. Right-click on any slide and choose either Go > Slide Navigator or Go > By
Title from the popup menu. Select the slide you want to display. You can easily identify the
hidden slides in the list (their numbers are in parentheses). (Slide 13 is hidden in the example

below).
Slide Havigator 7| x|
Shiow:
Jal Slides =]
sSlide titles:
5, Internet Applications Used ;I

6. How does the Internet work?

7. Internet Prokacals

8. Clienk - Server Computing

2, Client - Server Computing: Serve...

10, Client - Server Computing: Clien...

11. Internet Addressing

12, Top Level Domains —
{13.)1.5. Web Sites

14, E-mail Addresses ;I

r—Last slide wiewed

Go To I Cancel |

Figure 4-66: Slide Navigator dialog box
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SPECIAL FEATURES FOR SLIDE SHOWS

The Pen

In Lesson 5, you learned how to display a hidden slide in the Slide Show popup menu. There
are a few more Slide Show tools that can help you more effectively deliver your presentations.
These tools can be invoked either with simple keystrokes or through selection from the right-
click menu.

Pointers and laser beams can be used to draw the audience's attention to a particular part of a
slide. As an alternative, PowerPoint offers a Pen tool that you can use while you are
presenting a Slide Show.

The pen is always used in Slide Show view. One way to activate the pen is to right-click on the
slide and choose Pen from the popup menu. The less distracting way to activate the pen is to
memorize and learn the keystroke commands for turning it on and off. The commands you
need to know are:

Activate the Pen Ctrl+p
Activate the Arrow  Ctrl+a

Hide the Arrow
or Pen Ctrl+h

When activated, the mouse pointer appears on your screen as a pen, ( t:;a,). Click and hold the
left mouse button and drag to draw on the slide. Depress the Shift key while dragging the
mouse to lock the drawn line straight.

Use the Page Down or Page Up keys to go to the next or previous slide, respectively. The
mouse click to advance the slides is disabled in the pen mode. Toggle back to the mouse arrow
by pressing Ctrl + a or Ctrl + h to deactivate the pen.

The default pen color depends on the design template currently in use. To change the pen
color during a presentation:

<€ Right-click on the slide.

< Choose Pointer Options > Pen Color from the right-click menu.
<® Choose a different color.

To change the pen color before a presentation:

< Sclect Slide Show > Set Up Show.
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< (Change the color in the Set Up Show dialog box.

Set Up Show EHER
—Show type —Shaw slides
% Presented by a speaker (Full screen) o al
 Browsed by an individual (window) = From: m To: ﬂ
I~ Show scrollbar ) B, S
 Browsed at a kiosk (Full screen) I j
—Show options ———————————— [~ Advance slides
™ Loop continuousky until ‘Esc' C Manually
I Shaw without narration ¥ Using timings, if present
[ show withaut animation - Multiple monitors
Display slide show on:
Pen color: I j\J |Pr\mary Monitar j
I™ | Shows Presenter Wiew
—Performance
™ Use hardware graphics acceleration Tips |
Slide shiow resolution: I[Use Current Resolution] j
ok I Caneel |

Figure 4-67: Set Up Show dialog box (Pen color)

If you are displeased with the pen drawing, you can erase all of the pen marks on the current
slide by pressing the e (erase) key. You can also turn off the pen marks by right-clicking on the
slide and choosing Screen > Erase Pen from the short cut menu.

Whether you use a pointer, laser beam, or the pen tool, realize that overusing or playing with
them during a presentation will distract your audience away from your objective.

The Black Screen
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Another option under the Screen item on the short cut menu is Black Screen. This command
temporarily black screens the display. You might use this feature while the audience is on a
break, or while you are answering a question that is not related to the visual being displayed.

The keystroke command for the black screen is the b key. Pressing the b key will toggle
between the slide and a black screen. This, again, is less distracting than using the popup
menu.

If you move to the next or previous slide using the Page Down or Page up, the screen
automatically cancels black screen mode and redisplays your slides.

There is also a related command for automatically displaying a black slide at the end of every
slide show. End with Black Slide, is found on the View tab when you select Tools > Options
from the menu bar.
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Options EE

Save | Security | Speling and Style |
Wiew General | Edit I Prink

Shaow
¥ startup Task Pane
¥ slide Layout task pane when inserting new slides
V' status bar
IV vertical ruler
IV windaws in Taskbar

Slide show

¥ Popup menu an tight mouse click

v Show popup menu butkon
[V End with black slide

Default view

Open all documents using this view
|The wiew saved in the file j

[4]4 I Caneel |
Figure 4-68: Options dialog box - (View tab - End with black slide)

You might also find it useful to display a white screen during a screen show. Press the w key
to toggle back and forth between your current slide and a white screen.

Exercise 46

Perform the following steps:

% <@ Open the Intro to the Internet file you have been working on throughout this workshop.
Access the Slide Show view, and experiment with the Slide Show tools.

< Go to one of the bulleted list slides and use the Pen tool to underline one of the bulleted
items. Try doing this freehand and then with the Shift key depressed. Move on to the next

slide and then return to the slide you were writing on. What happened to your pen marks?

<€ Now try to blacken the screen and then unblacken the screen. Can you think of times
when you might use this feature?

< Keeping PowerPoint open, exit the Slide Show view and close the Intro to the Internet
file.

Interfacing PowerPoint with Other Applications

Often, the information you want or need to include in your PowerPoint presentation is already
existing in another application format, like a word processor or spreadsheet; and other times,
you may find it useful or necessary to export information from your presentation into another
application format. This section discusses the transferring of information between PowerPoint
and other applications.
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Text from a Word Processor

You can import text into a PowerPoint presentation from a word processing file while in
Outline view, Slide view, or Slide Sorter view. Of these three, it is probably easiest to import
text while in Outline view.

PowerPoint can read MS Word files, Rich Text Format (.rtf), and plain text (.txt) files directly.

Sending text from Word to PowerPoint is a great way to start a presentation with text from
Word, and sending a PowerPoint file to Word is a great way to print a presentation using
layout options not available in the PowerPoint print options; but going from one to the other
and back again will cost you valuable formatting time.

To import a file, position the insertion point where you want to place the text, and choose
Insert > Slides from QOutline on the menu bar. Select the file to import from the Insert
Outline dialog box, and then click on the = @t  button.

Insert Outline EHE
Look in: I[:l DesignaLayout j & & X o ~ Tools *
%SpeakingPaperPresentatiDn.doc

History
N
My Documents
Fr ¥
Desktop

2

Favarites

=

2145 File name: I j rEet:
My Network —

Places Files of type: IAII Outlines (*.txt;"‘.rtf,'"‘.doc,'"‘.xls,'*.xlw;*.wps;*.wpd;*.ﬂ Cancel
4

Figure 4-69: Insert Outline dialog box

The Outline is designed for text that would fit on a slide; for example, short phrases and
occasional sentences. Each paragraph contained in the file is treated as a separate slide. After
importing text, you will need to edit the text to make it fit better on the slides of the
presentation.

If you know that a document is going to be used in a presentation, sometimes it is easier to
prepare the document before importing it. The following layout works well for outlines in
files that will be imported into PowerPoint. (Press the Tab key when you see the reference):

First line of Slide 1

Tab First level of bulleted points

Tab Tab Second level of bulleted points
Tab Tab Second level of bulleted points

Tab Tab Tab Third level of bulleted points
Tab First level of bulleted points
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First line of Slide 2
First line of Slide 3

PowerPoint imports up to five text levels in the outline; levels six and higher will be treated as
level five text.

Exercise 47

Perform the following steps:

This exercise will let you practice importing a text document that was saved in Rich Text
Format (.rtf).

< Use the sample file (sample.rtf) by coping it to your local directory. It was created in
Word and saved as an RTF file. Save the file in your default document folder for
PowerPoint (probably C:\My Documents).
You can see what the text looks like by opening it in a word processor.

<€ Start a new presentation in PowerPoint. Select a presentation design that you like.

< Change to Outline view.

< Make sure your insertion point is at the line for Slide 1, and choose Insert > Slides from
Outline on the menu bar.

< In the Insert Outline dialog box, select the sample.rtf document, and click on the

met  button. You should have one slide for each paragraph. Delete any slide lines that
do not have text.
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Microsoft PowerPoint - [Presentation2]
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+ Designs and art are easier and ;
make document more
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element 1=
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EEERN| [-]
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<@ Change to the Slides view and look at each slide. What might you do to improve the
appearance of these slides?

<@ Close this presentation, but leave PowerPoint open for the next exercise.

Exporting a Text Outline to a Word Processor

You can export text as an outline from PowerPoint to a word processor from any of the
working views (Outline, Slide, or Slide Sorter). When you save a presentation as an outline,
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only the text is saved. Select File > Save As from the menu bar, and in the File Save dialog
box, select a location from the Save in field and enter a file name in the File name field.

Save As
Save in! Diocurnents PR @ * + Taols *

_1adobe

1 ColorFarOrline

[ Designilayout
1My eBooks

=] My Pickures

1 New Folder

My Documents 151

1 TracingBitraps

EI‘ Computing Today.ppt
EI‘ Inka to the Inkernet.ppt
EI‘ Pie Experiments. ppt

Histary

>

&\

eskbn

=)
o

¥

Favorites
=
= File name: |T0pics For Tips and Tricks.ppt j Save
Iy Metwark
Placss  Save astyne: [presentation (*.ppt) =l Cancel |,
4

Figure 4-70: Save As dialog box

Change the Save as type field to save the file as Outline/RTF. Click Save to complete the
operation.

The resulting document will be an outline file that can be opened directly by Word and other
word processors, and looks very similar to your text in the Outline view.

Topics for Tips and Tricks
Tracing Bitmaps

+ Why change araster to a vector drawing?

— Digital Phatos

- Hcans

— Need for scalability

— Need for reproducibility (copy tmachines)

— Meed for clarity
+ Time Eequired
*+ Tools required
* Steps to trace raster graphics

Color for Online and Print
* Why color if black and white laser printing?
— Porting to HTWML and Acrobat
— Color printing as option
— Designs and art are easier and make document more professional
+ Hot, Warm, Cool, and Cold
— Temperature of colors
— Compliments and contrasts
+ Check it in grayscale
The Forgotten Design Element
* "White Space — the absence of a design element is a design
element
* IMarging
- Fortnal and informal
- Bingle and rrirrored
* Separate paragraphs and other design elements
* Trregular captured white space and how to avoid it

Figure 4-71: Exported outline
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Exercise 48

This exercise will walk you through the steps involved in exporting a presentation outline
from PowerPoint to a format that is readable by most word processors.

< Open the Intro to the Internet file you have been using in this course.

< Click on File > Save As and change the file type from a PowerPoint PPT file to an
Outline/RTF format. Use the filename text outline (the extension automatically is
inserted as .rtf). Note where the file is being saved.

<€ Minimize PowerPoint.

< Load your word processor, open the outline.rtf text file, and examine the document.

. . . = Inchides e-mail programs and vrsh brovrers
Getting Acquainted with the Intemet Addressing
Internet = [P Mumbexs
Tnderstimding fhe Basics - EE;“‘“WS
i .
What is the Internet? e

» Metuovle d computers v duids
m Arcess to other people

= Aecess to da and information

Top Level Domains
= com Conumerial sites
= edu Educational institaticns
woorp  Monprofitistititions

Popular Intemet Applications =gov  Govemument sites
= Electronic Ml =il Mty sies
= Weorld Wide Wikb mret Nemmrks
-t -~ U.S. Weh Sites
Internet Communications p
. E -mail Addresses
Internet Applications Used = Each individusl with e-mail has 2 unigque uwemame and
How does the Internet work? address
w Intermet protoc dls = uremame (GhosLnet
= Clienterer el Web Addresses
= Interret addressing = Each veb page has its oum addiess
Internet Protocols = TEL (Uniform Fesowce Locator)
= Usivarsal lngpuages = Protocol {fsermsfpathvme/ flenzme
= Commen protocels Summ
= HT'TP = Understanding fhese Inemete oncepts helps yon in making the

it Internet work for pow
= Leave this presemation open.

Client - Server Computing

Client - Server Com puting: Servers
= Server cormputers store and distribnate dat owey Intranets and the
Intemet
= Servers me often wfored to as “host conpuers”
Client - Server Com puting: Clients
= Request infonmation from srers

<€ (Close your word processor without saving the document. You may also delete the file,
text outline.rtf, if desired.
A Special Transport Method for Word Users

A nice, alternate way to transfer your presentation file directly from PowerPoint to Word is by
using the File > Send to > Microsoft Word command on the menu bar. This command will
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open the Send To Microsoft Word dialog box where you have five layout choices for
exporting your presentation to Word.

Send To Microsoft Word ﬂ E
Page layout in Microsoft Ward

W&
s
W
i

{% Motes next to slides

" Blank lines next to slides

" Motes below slides

" Blank lines below slides

il )

" Sutline only

Add slides to Microsoft Waord document ——

* Paste
" Paste link

Ok I Cancel |

Figure 4-72: Sent To Microsoft Word dialog box

After you make your selection, Word automatically loads and displays the presentation in the
layout you selected.

If you choose the Outline only layout, the file will be saved in Rich Text Format with an RTF
extension. You can edit the outline in Word, using Word commands, and when finished, you
can import the outline back into PowerPoint, if desired. Do this by selecting File > Send to >
PowerPoint from the Word menu bar.

If you create a new outline in Word, you can use The File > Send to > PowerPoint command
from Word to swiftly transport your outline into PowerPoint.

WARNING - Exporting an outline from PowerPoint to Word from a nearly completed
presentation, and then back into PowerPoint after editing it in Word will cause most
background styles and animations to be lost.

Copying a Chart to a Word Processing Document

Charts created in PowerPoint can be copied for use in a word processing document. To copy a

chart to another document:

< Go into Slides view in PowerPoint and select the chart by clicking on it.

< Once the eight handles are visible, select Edit > Copy from the menu bar, or click on the
button on the Standard toolbar.

< Start your word processor and position the cursor at the point in the document where you
want the chart inserted.

<O Sclect Edit > Paste from the menu bar, or click the button. The chart appears.
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s

If a colored background is used for the PowerPoint presentation, it is likely that text labels in
the chart are white or light colored. This can lead to problems when placing this image against
a white background, as the chart and label text might not show up. You might need to adjust
the text or background color of the presentation, before copying the chart.

You can retain the design and change the slide color scheme to one with black text by
choosing Format > Slide Color Scheme from the menu bar in PowerPoint before you copy
and paste the chart.

Exercise 49

Perform the following steps:

This exercise should work with any Windows word processor.

< Switch to PowerPoint and open Intro to the Internet if it isn't already open. Change the
design template color scheme by selecting Format > Slide Color Scheme from the menu
bar. Select one of the options that offers black text on a white background. Go to the slide
with the bar chart (Slide 4) and click once on the chart area. With the chart selected, click

the button.

< Switch to Word, or open whatever word processor you use. Open an existing document,
or work with a blank, new document. Position the cursor at the point in the document

where you would like to have the chart inserted. Click the button to insert the chart in
your document. Adjust the chart size and placement, if you wish. In Word, double-
clicking on the chart will invoke Microsoft Graph application, and the datasheet and chart
toolbar will appear. This allows you to edit the chart. Close this file when you are done
working on the chart, and close your word processor.

Importing Chart Data
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In Lesson 4, you created data charts in PowerPoint using data entered in the datasheet.
However, you can also import data from Excel or other spreadsheet applications, or from
other common file types, like text (.txt) files.

Importing Data from Excel

Although Excel allows you to have multiple sheets in an workbook file, you can only import
one sheet for any individual graph. To import data from Excel:

< Open the chart datasheet.

< Sclect the upper-left cell where you want the data block to appear.

<€ Sclect Edit > Import File.
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< Sclect the file to import and click @ The Import Data Options dialog box appears.

Import Data Options ﬂ
Select sheet From warkbook;
Sheet1

Sheetz
Sheet3

~Impork:
% Entire sheet

r' Range:

¥ Cuverwrite existing cells

Cancel

Figure 4-73: Import Data Options dialog box

€ Sclect the sheet first, then indicate whether you are importing the entire sheet or a range
within that sheet. You can identify a range by entering cell coordinates, or a range name,
if you named the range within Excel. (Either range option might require you to open the
file in Excel to determine the correct entry.)

< Ifyou want to overwrite the existing cells in the datasheet, leave that item selected. If you
already have data in the datasheet you want to leave intact, remove the check mark from
Overwrite existing cells.

< Click —*__|,

Importing Data from Spreadsheet Applications Other than Excel

The steps involved in importing data from other spreadsheets, like Lotus 1-2-3, or text files
vary depending on the file type. The simplest way to import a block of data from any
Windows-based spreadsheet program is to use the Copy and Paste commands to copy the
data from your spreadsheet directly into the PowerPoint datasheet. This method also works
with data from Excel spreadsheets.

Writing Tools

PowerPoint offers several writing tools to assist you in creating the text of your presentation.
They include a spelling tool, a style checker, and a feature called AutoCorrect.

Check Spelling
The spelling tool looks through the entire presentation, no matter if the slide is active or not

when you start the checker, and checks all the words in your presentation slides and handouts.
The dictionary can also be augmented with industry words and names frequently used.
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WARNING - The spell checker does not check text in graphics and charts of PowerPoint.

Always save a new presentation before runner the spell checker.

To begin the spell checker, select Tools > Spelling from the menu bar, or click the button
on the Standard toolbar. The spell checker stops on unrecognized words and offers
suggestions, if available. Depending on the circumstances, some of the following options are
presented each time the spell checker stops:

Ignore Skips the word and move to next misspelled word
Ignore All Ignores all occurrences of word

Change Changes the word

Change All Changes all occurrences of word

Add Adds word to custom dictionary

Suggest Suggest correct spelling, if not already enabled

AutoCorrect Adds the spelling error and its correction to the AutoCorrect list

Close Discontinues the spell checker at any time
Spelling
Mak in Dictionary: IIneternet
Change ta: | Resume I Igmore &l |
Suggestions:
Ehange | hanme Al |
Add | Sugnest |
Add wards to; | CUSTOM.DIC x| | sutoCorrect | Clase |

Figure 4-74: Spelling dialog box

After initially running a spell check, a & putton appears on the far-right of the status bar if
anything is changed on a slide. Double-click on this button to activate the spell checker to
check the text on the current slide.

Another feature related to the spelling tool checks your spelling as you type and underlines
words not found in the dictionary. Right-click on each word to display a shortcut menu with
suggested replacement words.

Acquainted
Ignore All
Add ko Dickionary

Spelling. ..

39
&

@ Paste
Figure 4-75: Short cut spelling menu
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To activate or deactivate these features, select Tools > Options and select the desired options

on the Spelling and Style tab.

Options EE
Wiew | General | Edit | Print |
Save I Security Spelling and Style
Spelling

¥ Check spelling as vou type
™ Hide &ll speling errors

v Always suggest corrections
[+ Igrore words in UPPERCASE

¥ Ignore words with numbers

Style
I~ Check style

Style Options. .. |

K I Cancel

Figure 4-76: Options dialog box - (Spelling and Style tab)

AutoCorrect

AutoCorrect can be useful in correcting common errors as you type, and to create typing
shortcuts. For example, you might enter an abbreviation for a long word or phrase that you use
frequently (like Win) so that AutoCorrect will automatically enter the longer string of text for

you (Windows).

AutoCorrect starts automatically once set up. To check or change the setup, select Tools >

AutoCorrect from the menu bar.

AutoCorrect: English (U.5.)

AutoCorrect |Aut0Format A5 ‘fou Type I

¥ show AutoCorrect Cptions buttons

[V Correct Two INitial CAplkals :
o Exceptions. .. |
¥ Capitalize first letter of sentences

¥ Capitalize first letter of table cells
|¥ Capitalize names of days
¥ Correct accidental use of cAPS LOCK key

— Replace text as you bype
Replace: With:

<
p] ®
() ™

Add | Delete |

E
~|

o1

Cancel |

Figure 4-77: AutoCorrect dialog box

By default, the AutoCorrect dialog box is set to:

» Correct Two initial capitals

» Capitalize first letter of a sentence

4-133



Lesson 4: Presentations

4-134

Capitalize first letter of table cells
Capitalize names of days

Correct accidental use of cAPS LOCK key

v vV

» Replace text as you type

Clearing the corresponding check box disables any unwanted feature. To add a word or phrase
that will be automatically replaced as you type:

< Make sure that the Replace text as you type option is checked.
< Type the abbreviation or shortcut in the Replace field.

<© Type the word or text to substitute in the With field.

< Clickthe __au | button.

The last three steps must be repeated until all entries are added. When finished, click the
oK button.

To delete an entry from the replacement list, click on the item to select it, and then click the
Delete button.

Exercise 50

Perform the following steps:

< Open the Intro to the Internet file and spell check it.

< Sclect Tools > Options and click the _sweoptons... | button on the Spelling and Style tab.
< Change one or two of the style options, depending on your personal preferences.

< Return to your presentation.

<@ (lick on any icons that appear on your slides, and make the changes as desired.

<@ Leave the presentation open as you read through the design tips that follow.
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PRESENTATION DESIGN TIPS

The mechanics of putting together a presentation are fairly easy to master, but creating a
presentation that gets the message across effectively is much more difficult. This section
offers some general guidelines to help you create dynamic and professional presentations.

Makeup of a Presentation

Consider the following elements when creating your presentation.

Does your presentation include:

>

A Strong Beginning

Start with something inspiring to anchor the lesson.

A Clearly-Defined Purpose

Tell the audience why the material is valuable and how this presentation links with past
and future learning.

A Review of Prerequisites

Cover background information or essential skills the audience needs to understand the
material. Use plain English, not technical jargon.

A Statement of Objectives

State what the audience/learner is expected to get from the presentation.

An Overview

Outline key points to provide structure and help audience organize information.

An Organized Presentation

Use as many slides as appropriate. If the presentation is more than 30 minutes, provide a
break for audience.

Application of Content

How can the knowledge be applied?

A Concise Summary

Restate major points for reinforcement.
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Do's and Don'ts

Even with a strong outline, visuals can make or break a presentation. While PowerPoint's
templates help you create presentations quickly and easily, creating a custom design will give
you a unique and very professional-looking presentation.

The following are some general guidelines to help you prepare professional-quality slides.

Graphics

< Do keep presentation graphics as simple and clean as possible. Readability takes
precedence over everything else in a presentation. Your visuals are support pieces; they
should not impede the objective.

< Do keep everything consistent. Use only one template design per presentation, with all
slides conforming to. Decide what typeface, color palette, graphics size, and layout you
require, and then use it for the entire presentation.

< Don't use too many graphics. Be careful not to overload your audience with graphics or
they won't hear what you have to say.

< Don't use bad graphics, as they detract from what you are presenting. If you do not have
high-quality graphics, it is better not to use any. Your audience will judge your
presentation on the quality of your worst slide.

Color

< Do test your presentation before the actual presentation. Video equipment and computer
monitors interpret colors and display colors differently. There may be a world of
difference between the colors on your computer screen and the colors projected by the
output device.

< Don't use vibrating color combinations or color combinations that make reading the
information difficult. A primary concern in color usage is visibility. The color of objects
and text needs to stand out from the background color. Inappropriate colors can interfere
with legibility, and too many colors can distract from your message. Use lots of contrast
between foreground and background.

<© Do use cool colors (dark blues, darker grays, dark greens, and black) for the backgrounds,
as they seem to recede away and are less dominate. Use the warm colors (yellows, light
reds, and white) for foreground objects as these colors appear to come out of the
background. Stay away from extremes.

< Do use color to explain or emphasize a single point, to make emphasized elements more
vivid, to prioritize information, to make new points stand out, to identify a recurring

theme, and to sort out material using color repetition.
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< Don't color overload. Using too many shades of one color detracts from your
presentation and is chaotic.

<@ Do use colors that are of different shades of grayscale so everyone will see and
understand the point being made. Keep in mind that some of your audience may be color
blind, especially when it comes to reds and greens.

< Don't use textures and patterns that interfere with seeing and understanding the message.
Text on top of textures or patterns can be extremely difficult to see in projected materials.

<© Do use white space or blank areas on the slides to help the reader through the data and to
avoid the appearance of a cluttered or messy slide.

Text

< Do keep the content on your slides to a minimum. Use as few words and lines as possible.
Show key words rather than complete sentences or paragraphs.

< Do limit the use of punctuation. Don't use commas, semicolons or periods at the end of
bulleted items, except in rare cases. However, don't take this to mean all the rules of
punctuation can be thrown out of the window!

<© Do create bullets with only the first word and proper names capitalized. All other words
should be lowercase.

< Don't use text with fine or thin lines that could seemly disappear when projected. Avoid
using script, italic, or fancy type. Type should be readable and readily comprehended.
Text needs to be large enough to provide good contrast to the background, and to allow

viewers in the back of the room to see the presentation.

< Don't use more than 2 or 3 typefaces per presentation. Instead, you can create
distinguishing differences, using bold, changing font sizes, or changing font colors.

<@ Do use simple typefaces in large sizes. Text should be large enough to read without effort.
Ideally, titles should be 36-48 point and text 24-36 point for slides.

< Don't use all capital letters as it gives the impression you are yelling at your audience.
Additionally, all caps are harder to read. Change colors, type size, and weight to
distinguish different levels of importance.

<© Do proofread your presentation. And then have someone else proofread it again for you.

< Don't underline words, unless they are links.
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Charts and Graphs

< Do make data elements (for example, bars in charts) the thickest and the brightest colors.
The frame should be a lighter weight than the data elements, so it appears to fall behind
the data. Grid lines should be the thinnest and should be placed behind the data lines or
bars. Text should be bright and bold and easy to read.

< Do place the labels on the bars, lines, or wedges in a chart whenever possible, rather than
having a separate legend. This allows for faster comprehension, because the eyes don't
have to bounce back and forth from the legend to the data elements on the graph.

<© Do use solidly-colored lines, bars, and wedges.

< Don't put up the entire chart or graph if the information or display is at all complicated.
Simplify the charts so they are easily read in a short time period. If you do have to show

the whole chart, give a handout so the audience can follow along.

<© Do line up decimal places, note units clearly, and construct clean, orderly arrangements of
rows and columns in table charts.

< Do use as few bars as necessary, and a maximum of six different bars in bar graphs. Four
or six data lines on one graph are plenty.

<@ Don't use more than 6 slices in pie charts.

<© Do make labels run horizontally (from left to right) whenever possible, with the
exception of the Y-axis label.

< Do use sans serif typefaces, such as Arial, for all labeling and text for charts and graphs.

Exercise 51

Perform the following steps:

< Open the Intro to the Internet file. Go to Slide 2 in Normal view. Select the bullet chart
area and change the font used to the following (or pick some of your own from your font
listing):

» Arial
Times New Roman
Verdana

Vladimir Script

vV v. v v

Courier

How does the font selection change the feel and readability of the slide?
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< Undo the font changes and take one last critical look at your Intro to the Internet file.
Make any changes that you feel would improve the design of this presentation. Some
questions to ask include:

» How does the design template enhance or detract from the quality of this presentation?
» How might you re-word some of the slides to provide more impact?
» Do the data charts convey their desired meaning effectively?

<€ When you are done, close the presentation for the last time. Save it for reference in the
future, if you desire.
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