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ABouT THIs CoOURSE

In today’s work environment, presentations have moved far beyond flip charts and ovethead
projectors. Audiences not only expect that your presentations are in an elgctrenic formmat, but
they also demand that your presentations be unique and sophisticated in their ase of/such
formats. In this course, you will work with Microsoft® Office PowerPoint® 2007 fo create
electronic presentations.

By using PowerPoint to create and deliver presentations, you will capture your audience’s
attention and communicate your ideas more effectively. You wili~aise-cicarly establish your
authority and professionalism with a dynamic presentation style that-makes full use of
PowerPoint’s features.

Course Description

Target Student

This course is designed for students who are-interested in learning the fundamentals needed to
create and modify basic presentations usiig Microsoft® Office PowerPoint® 2007. This course
is also intended for students interested in pursuing Microsoft Office Specijelist certification in
Microsoft® Office PowerPoint® 2007

Course Prerequisites

Students should be familiar with using personal computers and-have used a mouse and
keyboard. You should be comfortable in the Windows environment and be able to use Win-
dows to manage information 0r your computer. Speeifically, you should be able to launch and
close programs; navigate toinferination stored on the/Computer; and manage files and folders.
Students should have eotapleted the following courses or possess equivalent knowledge before
starting with this course:

e Windows XP/(- Introdiction

o Windows XP-Professional - Level 1

e Windows | XP Professional - Level 2

° Windows/2000 - Introduction

Introduction

INTRODUCTION



INTRODUCTION

How to Use This Book

As aLearning Guide

Each lesson covers one broad topic or set of related topics. Lessons are arrangeéd in. order ‘of
increasing proficiency with Microsoft® Office PowerPoint® 2007; skills_you acquire inone les-
son are used and developed in subsequent lessons. For this reason, you’should work/through
the lessons in sequence.

We organized each lesson into results-oriented topics. Topics include<ail the relevant and sup-
porting information you need to master Microsoft® Office PowerPoint® 2007, and activities
allow you to apply this information to practical hands-on examples.

You get to try out each new skill on a specially prepared sample. file. This saves you typing
time and allows you to concentrate on the skill at hand. Throagh the nse of sample files,
hands-on activities, illustrations that give you feedback at cfucial steps, and supporting back-
ground information, this book provides you with the foundation and/structure to learn
Microsoft® Office PowerPoint® 2007 quickly and easily!

As a Review Tool

Any method of instruction is only as effective-as the-time and effort you are wiiling to invest
in it. In addition, some of the information thai.yeu learn in class may-nct-be important to you
immediately, but it may become important later on. For this reason//we encourage you to
spend some time reviewing the topics and activities after the course. For additional challenge
when reviewing activities, try the “What-You Do” column before lookiiig at the “How You Do
It” column.

As a Reference

The organization and layout of the bock make it easy to-use as a learning tool and as an after-
class reference. You can/use-this book as a first source for definitions of terms, background
information on given topics, and-summaries of procedures.

This course is one of aseries of New Horizons-courseware titles that addresses Microsoft Cer-
tified Application Speciaiist,(MCAS) skill séts. The (MCAS) program is for individuals who
use Microsoft’s busiriess desktop software and who seek recognition for their expertise with
specific Micrasoft preducts. Certification candidates must pass one or more product proficiency
exams in order to earn Office Specialist certification.

Course Objectives

I this ceurse, you will explore-the’PowerPoint environment and create a new presentation.
You, will format text on/slides-te enhance clarity. In order to enhance the visual appeal, you
will add graphical objécts 1o a presentation and modify them. You will also add tables and
chartsto a presentation to-present data in a structured form. You will then finalize a presenta-
tion to deliver it.

You will:
e  get started with PowerPoint.

o create a presentation.

Microsoft® Office PowerPoint® 2007 - Level 1 (Second Edition)
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e format text on slides.

e add graphical objects to a presentation.
e  modify objects on slides.

e add tables to a presentation.

e add charts to a presentation.

e  prepare to deliver a presentation.

Introduction Xi
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LESsoON 1

Getling Started with

PowerPoint

In this lesson, you will get started with PowerPoint.

You will:

Explore the PowerPoint interface.
Navigate and view a presentation.
Use Microsoft PowerPoint Help.
Enter text.

Save a presentation for later use.

Lesson 1: Getting Started with PowerPoint
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Lesson Time
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Infroduction

While you may have scribbled down a fabulous idea on a notepad, you will still need to com-
municate your ideas dynamically and generate interest in your projects. PowerPoint-allows you
to efficiently create powerful multimedia presentations. In this lesson, you will get started with
Microsoft® Office PowerPoint® 2007.

By using PowerPoint, you can create dynamic presentations that captivate your dudience and
communicate difficult concepts. Its ability to integrate audio and video components-gives you
the flexibility to fashion presentations geared to your particular needs. You cair easily adjust
the style of your content to offer the most compelling delivery for each(occasion.

Topric A

Explore the User Interface

To effectively use PowerPoint 2007, you must be able.to find your way around iis-various
menus. The program’s main interface is now more based on the tasks you want to perform
than previous editions. In order to navigate effectively, you want to become famiiiar with the
new look and feel of the application. In this.topic;-you will explore the user-intettace.

While you could launch into playing with buttons-and searching threugh menu options, under-

standing what tools are available in PowerPoint 2007 and the interface’s general configuration

will help you to quickly begin putting together presentations. For those-familiar with older ver-
sions, reviewing the basics will help, yov' adjust to the new configuration.

Microsoft Office PowerPoint 2CQ7

Microsoft Office PowerPoint 2007-enabies you to creaté-coioriul and dynamic presentations
that will create a visual iinpact.on the audience. Its user-friendly interface streamlines your
work and maximizes yeur produciivity. Its multimedia.capabilities enable you to add diagrams,
images, sounds, photos,and animations to your presentations. Microsoft Office PowerPoint
2007 also provides asers-with enhanced collaborative-capabilities. You can use the integrated
Help feature to easily access information ori. 2owerFoint and get help on any of the various
tasks you may need io perform.

The PowerPoint 2007 Agplication Window

The PowerPoint2007 application window/is displayed every time you open PowerPoint. This
window displays components that @liow you to work effectively and efficiently on your
presentations.-You do not need te-have a presentation open to see these components.

Microsoft® Office PowerPoint® 2007 - Level 1 (Second Edition)
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Figure 1-1: The PowerPoint 2007 application window.

The following table describes the components of the PowerPoint application window.

Window Component

[Description

Office button
Quick Access toolbar
Ribbon

Microsoft Office Window Frame

Displays A menu of options-including open, save,
print, pubiish, and close.

A‘toobar that provides one-click access to the most
comrnonly used comniands. in a presentation.

A panel with a tab-for.cach/step needed to create
and deliver a pifésentation.

A status bar that prevides basic slide information
and quick access to viewing options.

The Office /Button

The Office button, located.in the top-left corner of fhe, PowerPoint interface, displays the Office

menu. Options on the-Office menu are common cofnmmands that apply to the entire

presentation.

Option Description

New Opens the New Presentation dialog box.
Open Opens existing presentations.

Lesson 1: Getting Started with PowerPoint
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Option Description

Save Saves a presentation in the default-format.

Save As Saves a presentation to a different location or in a
different format.

Print Opens the Print dialog box.

Prepare A sub-menu of options fer preparing a presentation
for sharing over the Internéet.

Send Provides options to send 4 presentation via email
or fax.

Publish Provides options to-distribuite a. presentation in a
variety of formats,

Close Closes the current document and prompts you to

Recent Documents

PowerPoint Options

Exit PowerPoint

save changes if you-have-not done so.
Displays recently apen presentations.

Displays options for customizing the PowerPoint
envircnment.

Exits. the ‘application and any opef-presentations.

The Ribbon

The Ribbon is the panel at the top of the application window that contains’ all the commands
available in PowerPoint 2007. The commands are organized into functional groups and each
functional group is located on a tab.| The tabs are divided into the main steps you take to cre-

ate and deliver a presentation.

Command l
Tab
ey -
ine Jiiice O AU
Button | L ) * i . ~
nome wsEn usugn
- ¥
'_E’ . B
lide =) wt
Clipboxrd Sligies
\__..V_J

Functional Group |

Figure 1-2: The Ribbon.

Sinde Shgw HEriew Wigw

osoft PowerPoint -

it

- Shapet Amange Editing

Pasagraph Diawing

6’ The Ritbon-edn/be collapsed to show only ihe tabs by double-clicking one of the tabs. To restore the full Ribbon,

seiect any tab.

ScreenTips

A ScreenTip is a srnall window that is displayed when you hover the mouse pointer
over an element on-the screen. A ScreenTips may display the name of a command or
style option and may include a description of a command.

Microsoft® Office PowerPoint® 2007 - Level 1 (Second Edition)



KeyTips
If you prefer to use the keyboard shortcuts to access features in the PowerPoint inter-
face, press the Alt key and the screen will display a corresponding KeyTip for each
feature in the current view. To hide KeyTips, press the Alt key again.

Contextual Tabs

Contextual tabs are sets of additional tabs containing specialized commands that are
displayed by selecting a specific object type such as text, tables, charts, or pictures.
The commands on these tabs are displayed on the Ribbon, and they can be used to
manipulate, edit, and format the selected object. When you deselect the object, these
contextual tabs disappear.

The Dialog Box Launchers

Dialog Box Launchers are small boxes with downward-pointing arrows,located in the
lower-right corner of a command group. Dialog Box Launchers open'a dialog bex with
the advanced options for that particular group. The Dialog Box Launcher-itr-a group
will be unavailable (greyed-out) until the appropriate slide element is-selected:

The Quick Access Toolbar

The Quick Access toolbar is a toolbar that provides easy access to any command in the
application. By default, the Quick Access toolbar is placed on tep of the. Ribbon and includ¢s
core commands such as Save, Undo, and Repeat. The Quick Aceess tooibar can be customized
with the commands you use most frequently, moved below the Ribben;,and it can everi be cus-
tomized for a particular presentation.

ﬁ You can add a command to the Quick Access toolbar by right-clicking the command on the ribbén-and,choosing
Add To Quick Access toolbar.

The Microsoft Office Window Frame

The Microsoft Office Window Frame appears at the-bottom of the application window and dis-
plays information about the current slide ‘along with viewing options(for the entire
presentation. Any item on the status bar-can be added or removed-at-any-time.

i | Fit Slide To
Shide Number
View Shortcuts | Current Wind ow
_t"L"i

Shide 1 of 1 Office Theme =2 T s '.-—J i;:_ j‘lrl a3l

T Zoom Controls |
Theme Narme J

Figure 1-3: The Microsojt Office Window Frane.

The Window Frame options are described in-the-fellowing table.

Frame Qption Description

Slide Number Displays the current slide number you are viewing
and the total number of slides.

Lesson 1: Getting Started with PowerPoint
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Frame Option

Description

Theme Name
Spell Check

View Shortcuts

Zoom

Displays the current theme name,

Displays the status of errors in the slide:

Options for viewing the slides in Normal, Slide
Sorter, or Slide Show view.

Displays a zoom percentage, a zocm slider to
increase or decrease the zcoin level, and’a Zoom
To Fit option.

Activity 1-1

Exploring the User Interface

Scenario:

It is your first day as an account manager with Burke Properties. Before you/begin formal
training for the job, your manager wants you to runthrough a brief overview. presentation. You
notice that your computer has PowerPoint* 2687 installed, but you are not familiar with the
application. Before you look at the presentation, you decide to spend some timme familiarizing

yourself with the user interface of PowerPoint 2007.

What You Do

How You Do E

1. Explore the Office button.

a.

Choose/sStart—All Programs—Microsoft
Office—sMicrosoft Office PowerPoint
2007.

Click the Office button.

Varify that the commands Save As,
Print, Prepare, and Publish are included
in the list.

Hover the mouse pointer over the Save
As command.

Verify that the options include
PowerPoint Presentation, PowerPoint
Show, and PowerPoint 97-2003
Presentation.

To close the Office button menu, click
anywhere outside the menu.

Microsoft® Office PowerPoint® 2007 - Level 1 (Second Edition)



2. Explore the Quick Access toolbar.

To the right of the Quick Access toolbar,
click the Customize Quick Access
Toolbar button. E|

Verify that Save, Undo, and Redo com-
mands are checked.

To close the Customize Quick Access
Toolbar menu, click anywhere outside
the menu.

3. Explore the Ribbon.

On the Ribbon, select the Insert-tab;

Hover the mouse pointer/over-the
SmartArt button to view the ScreenTip.

Select the Home tab/

Click inside the'Click Te Add Title text
box.

On the Ribbon,_ in tihe Font group, click
the Font Dialog Box Launcher.

| Font ___JJ

Verify that the Font dialog box is
displayed.

Click Cancel.

On the Ribbon, double-click the Home
tab to collapse the Ribbon.

Verify that the Ribbon has collapsed into
tabs only.

On the'Ribbon, double-click the Home
tab to expand the Ribbon groups.

Vérity that the Ribbon is expanded to
shigw groups.

Lesson 1: Getting Started with PowerPoint
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4. Explore the Microsoft Office Win- a. In Microsoft Office Window Frame, verify
dow Frame. that Slide 1 of 1 and “Office Theme” are
displayed.

b. In the Window Frame, on the right side,
click anywhere in the slide-and hover
the mouse pointer over cach’'View/but-
ton to see the naime of thie/view.

c. Click the Zoom Level button.
d. In the Zoom(To/list, select 100%.
e. Click OK.

f. In the/lower<right corner of the Window
Frame, click the Fit Slide To Current

Window button.

U

_lick the Office buttoin.and-choose
Igse.

[a)e!

Toric B

Navigate and View a Presentation

Once you become familiar with the PowerPoint interface, you will need to know how to view
your information,depending on your needs.“At times you may be trying to envision the overall
structure of a presentations create an individual siide, or organize the sequence of slides. In this
topic, you will mhavigate-and view a preseittation in different ways.

When working in PowerPoint, the ability to-view your slides in multiple ways will help you to
organize’ and,edit yeur information. You will be able to choose the viewpoint that allows you
to.see precisely what you need to knowrat various stages of development and freely navigate
between different’ presentation windows:

nNormal View

Whenever you open PowerPoint 2007, by default you are in Normal view. This is the primary
view_you will use to create-and edit slides in a presentation. Normal view displays four main
working areas.

Microsoft® Office PowerPoint® 2007 - Level 1 (Second Edition)
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Figure 1-4: Normal view.

The following tab describes the working area of Normal view.

Working Area Description

Slides tab
Outline tab

Slide pane

Notes pane

A visual list of all the slides in a presentation.

Lists’the text on each slide in-the presentation in
an outline format.

Displays d large working view. of the current slide.

An.area to type notes that apply to a particular

slide:

The Slides Tab

The Slides tab displays each slide.in-a presentation as a smail pjcture, also known as a
thumbnail. Each slide is listed-in order and you can nayigate through the entire presentation by
using the Slides tab scroll/bar,/You ¢an also arrange slides, quickly by dragging and dropping
individual slides. The Slides tab also has a shortcut thenufo cut, copy, paste, delete, insert, and
duplicate slides quickly:

The Outline Tab

The Outlirie tab is-similar'to the Slides tab-—you can scroll through the slides using the scroll
bar and/afrange) slides by dragging and dropping them—but on the Outline tab, each slide is
displayéd in a text-orly format. In Outline view, each slide displays all the text (including the
title, subtitle,/and bullets) on that slide. The text can be directly edited from this list. The
shortcut menu-on the Outline tab contains the basic commands for cutting, copying, pasting,
inserting and deleting, along with specialized commands for working in an outline format.

Lesson 1: Getting Started with PowerPoint
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Presentation Views

In addition to the default Normal view, the View tab offers three other views you can use to
navigate and arrange slides in a PowerPoint presentation. These views are described.in the fol-
lowing table.

Presentation Views |

A
r~ -}

g
| 4=]| | & Shide Sorter | [ Slide Master

I'I_'=I MNotes Page _J Handout Master

'M-:-rma[
. Slide Show | [5] MNates Master

Presentation Views
\'.__V,_J
Design Views |

Figure 1-5: Presentation views.

The following table describes the various presentation/views.

Presentation View Description

ide Sorter view i the slides in-a i allimages (larger than
Slide Sort Displays all the slides in-a presentation as smal (
thumbnails). Slide Serter view makes it much'easiet' to arrange slides.

Notes Page view Displays a single slide-with the slide content and the entire contents of
the Notes-pane visible. Enables you to edii-the’notes content while
viewing/the fentire slide.

Slide Show view Used to show the presentation on-screen, one slide at a time, as it
would be-preseiited to an audience.

Additional Presentation Views
There are threeradditional views available pa-the View tab: Slide Master, Handout
Master, and Notes Master. These views are used to edit the design and layout of slides,
handouts, and-noses.

Presentation View Navigation Methods

In the Normal, Slide Sorter, and Notes Page view, there are several methods available for navi-
gating betweens individual slides. In ¢éach-view, you can choose between keyboard shortcuts,
the scroll baty or the scroll bar shortcut mi¢nu. In addition, the View tab has a separate scroll
bar specifically for navigating on(the Siides and Outline tabs.

Slide Show View Navigation Methods

The navigation methods ayeailable when you are in Slide Show view are somewhat different
fromthie methods used iix the other views. You have the option of using keyboard shortcuts,
the Slide Show shortcut menu, or the left mouse button.

Slide Show Navigation Help

While running a slide show, you can press F1 for a Slide Show Help menu of naviga-
tion options.
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How to Navigate and View a Presentation

Procedure Reference: Navigate and View Slides in Normal View
To navigate and view slides in Normal view:
1. Display the Presentation in Normal view.
° On the View tab, click Normal.
e  Or, in the Microsoft Office Windows Frame, click the Normal button.

2. Navigate through the slides.
e  Use the scroll bar on either the Slides or Outline tab.
e  Use the Slide pane scroll bar.
e  Right-click any scroll bar to access the scroll bar shortcut menu.

e  Or, use keyboard shortcuts.

ﬁ For keyboard shortcuts to navigate in a presentation, see the PowerPoint Hetp/article “Pre-

sentation Keyboard Shortcuts For PowerPoint 2007.”

3. If desired, hide the Slides/Outline tab pane by clicking the close box in the upper-

right corner of the pane.

ﬁ To show the Slides/Outline tab pane again, click the Normal button.in the Windows Frafrie.

Procedure Reference: Navigate and View Slides in Slide Sorter View

To navigate and view slides in Slide Sorter view:

1. Display the Presentation in Slide Sortei view.
e On the View tab, click Slide Sorter.

° Or, in the Microsoft Office-Windows-Frame, click the Slide-Sorter button.

2. Navigate through the slides.
e  Use the scroll bar.
e  Right-click the scroll bar/to-access the scroll{bar shortcut menu.

e  Or, use keyboard shortcuts:

Procedure Reference: View Slides in Notes Page View
To navigate and view stides in“"Notes Page viev/:
1. On the View tab,/click/Notes Page.

2. Navigate threugh the slides.
e Use the scroil bar.
e | Right-click the scroll bar'to)access the scroll bar shortcut menu.

e Or, use’keyboard shortcuts.

Procadure Reieience: View Slides in Slide Show View
Toview slides in Slide Show view:

1. Display the Presentation in Slide Show view.

Lesson 1: Getting Started with PowerPoint
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e  On the View tab, click Slide Show.
e  Or, in the Microsoft Office Windows Frame, click the Slide Show button.

2. Navigate through the slides.
e  Use keyboard shortcuts.
e Right-click in the presentation to access the Slide Show shortcut’ menu:

e  Or, use the left mouse button.

Clicking the left mouse button will only allow you to advance through the presentation one
slide at a time.

Activity 1-2

Navigating Through a Presentation

Data Files:

e Navigate a Presentation.pptx

Before You Begin

Navigate to the C:\084899Data\Getting Started\ folder, and open the¢/Navigaie a
Presentation.pptx file.

Scenario:

A coworker has just finished showing you-a presentation he plans to'deliver later today. You
wrote down some notes for suggested changes on several-slides, but you only had a few min-
utes to look at the presentation.'You decide to take a second:-look and view those individual
slides again.

What You Do How You Do It

1. View the slides-iin,Normal view. a.\ On the Slides tab, click slide 5.

b. Verify that the thumbnail slide graphics
match the graphics on the actual slide.

c. Select the Outline tab.

d. Verify that slide 1 shows a title only and
slide 3 shows a title and bulleted list.

2/ / View the slides in/Slide Sorter view. a. On the View tab, in the Presentation
Views group, select Slide Sorter.

b. Double-click slide 11.

Microsoft® Office PowerPoint® 2007 - Level 1 (Second Edition)



3. View the slides in Slide Show view. a. On the View tab, in the Presentation
Views group, select Slide Show.

ﬁ Notice that even though slide 11 is selected,
the slide show starts at slide 1.

b. Press Page Down to view slide 2.
c. Press End to view the last slide.

d. Right-click and choose Go To Siide-»10
Balance Sheet.

e. Click the left mouse button once to view
the next slide.

f. Press Esc to exit Slide Show) view.

g. Click the Office button and choose
Close.

Toric C

Use Microsoft PowerPcint Heip

Because PowerPoint 2007 has numerous features, you may have several guestions regarding
application functionality. To streamline receiving-support, you shomid become familiar with
basic help options. In this topic, you/will use the’Microsoft PowerPoint Help feature to get
assistance on PowerPoint features.

By utilizing PowerPoint Help, you’ll be able to solve many, ptoblems on your own without
resorting to time-consuming support. calls. Equally important/is jyour opportunity to discover
the program’s many features, which wi}l enhance your ability to create professional
presentations.

The PowerPoint Help Featui2

The PowerPoint Heip feature-is a complete user-manual on the functionality of the various
features of Microsoft PovserPoint 2007. It Consists-of the PowerPoint Help toolbar, the Search
text box, the-Search‘drop-down list, and the/{able Of Contents pane. You can search for infor-
mation on any, topic in PowerPoint by specifying your query in the Search text box. The
Search drop-dowiiiis provides you with options to search for help information in online or
offline-content. The Table Of Contents pane lists all of the Help topics available on
PowerPoirit.

Lesson 1: Getting Started with PowerPoint
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PowerPoint Help |

Toolbar
.q'.l PowerPoint Help = —.—v_
X (% 4 !M & &  SearchDrop-down List B
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Dieveloper Reference
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Al PawerPaint

‘ Conmected to Office Onling -E‘

Figure 1-6: PowerPoint Help features.

A wildcard is a special symbol that stands for one or more characters. For exaraple, the asterisk symbol (*) is a
wildcard character that stands for any combination of letters. PowerPoint Help dogs-ist recognize wildcard char-
acters in a text search.

Areas of Search in PowerPgint Heip

You can specify a search areato narrow down the searcii results to that specific area.
You can either use the Help feature within the application or select the Content From
Office Online option to_search the web for help on:the topic. The following table
describes the options available from the Search drop-down list.

Area of Search Description

All PowerPoint Lists information on the query from the
built-in Help feature and provides help links
from the Microsoft Office website, if required.

PowerPoint Help Lists information on the query from the
built-in Help feature as well as the Microsoft
Office website, but does not take you to the
Office website.

PowerPoint Templates Lists sample templates that are available from
the Microsoft Office website.

PowerPoint Traiting Lists sample training information links from
the Microsoft Office website.

Developer Reference Lists programming tasks, samples, and refer-
ences to guide you in developing customized
solutions based on PowerPoint.
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PowerPoint Help Toolbar Options

The PowerPoint Help toolbar provides buttons that enable you to navigate through the Help
system quickly. These buttons allow you to move back and forth between pages, stop a page
from loading, refresh the current page, display the table of contents or the home page, and
print a particular topic. You can change the view in the help system by increasing or decreas-
ing the font and keeping the Help window on top of other windows.

Stop | Increase Fomt |

Back | Home | Keep On Top |

& Powerfoint Hegp -
N YoR

Y
- AL o
T D search -

Forward | Print |

Refresh | Index |

Figure 1-7: PowerPoint toolbar options.

How to Use Microsoft PowerPoint Heip

Procedure Reference: Search Microsoft Office PowerPoint Help

To use search Microsoft Office PowerPoint Help:

1. Access Microsoft PowerPoint Help.
e  C(Click the PowerPoint Help buttonin the upper-right corner of the Japplication

window.

e  Or, press F1.
2. In the Type Words To Search For texi-box, type a word ©r-phrase.

3. If necessary, from the Search-drop-down list, select-an-eption to specify the area
of search.

4. Click Search to display the‘search results.

5. Click a link from the displayed results.
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Activity 1-3

Using Microsoft PowerPoint Help

Scenario:

You want to create a new presentation and in the process you want to‘léarn about.soine of the
new features of the software. You also want to use the Ribbon and the contextual tabs while
creating your presentation. As a new user of PowerPoint, you are not sure how te, proceed.

What You Do How You Do It
1. Display the contents of the What’s a. Click the Office button and choose New.
New topic. Then, ¢lick Createto start a new

presentation.

b. On the/Ribbon, to the far right side, click
the Microsoft Office PowerPoint Help
butten. [ |

¢.—In'\the PowerPoint Help-windew, in the
Browse PowerPoint 'Help)section, click the
What’s New liK.

Browse PowerPoint Help

iivhat's new Getting help

Actrvating Pawer Foint Custamizing

d. Select some of the links in the What’s
New list.
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2. Search for information about the a. In the PowerPoint Help window, click in
Ribbon. the Type Words To Search For text box,
type ribbon and click Search.
ribbon * KB Search ~
b. In the displayed results, click the Use The
Ribbon link to access the page that
describes the Ribbon.
c. Notice the displayed informatioh abgut:
the Ribbon.
d. Click the Back button.
3. Using the All Of Microsoft.com link, a. In the PowerPoint Help windew, scroll

search for information about con-
textual tabs.

down to the Hbottom of the/list to view
the All Of Microseft.com-link.

Other places twlook for "ribbon":
All of MicrosofisQffice OnliHe
Get answers from othes Office users
Support Knowledge Base
Clip/art-and media
All lof Mjépdsoft.com
Live\Segrch

CiicK the All Of Microseft.com link.

In the Search Results - Microsoft Internet
Explorer window; double-click in the
Search Microsoft,com For text box, and
type “contextual tools”

Click Searcin.

Clickthe topic Reference: Locations Of
PowerPoint 2003 Commands In
PowerPoint 2007.

Close PowerPoint Help and Internet
Explorer.

Close the presentation.

Lesson 1: Getting Started with PowerPoint
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TopricD

Enter Text

Now that you are comfortable navigating in PowerPoint 2007 and finding help, when\necessary,
you are ready to begin creating a presentation. As text will almost always be indispengable to
your presentation, you need to add words to your slides. In this topic, you will begin by enter-
ing text.

By understanding how to enter text, you will be able to enter information-quickly by either
cutting and pasting or typing directly into text placeholders or boxes. Once-you review the
basic procedures, you will not have to waste time worrying about shifts ifi formatting or type
fonts when you enter your text.

Text Placeholders

Text placeholders are containers where you can type your/text,\Most of the slide layouts con-
tain one or more text placeholders. Clicking in a text placeholder will activate it-and allow you
to enter text. The placeholder is movable and you can position it anywhere ori-the slide. A text
placeholder can contain multiple lines of text and when the typed text reackés. the right side
border of the text placeholder, it automatically wiaps'to the next line. If the-amaunt of text
being entered in the text placeholder exceeds the size of the placeholder) the size of the font
and the spacing between the lines are automatically-adjusted to accommodate the text within
the placeholder.

Dotad hne
indicatas
Macetiolder
is active

This is a text placeholdes You can Taxt wrapping
Sizing type whatevertext you need and the = automatically |
Handle | placehagider will expand or adjust the
font size 1o accommodate the text]

Figure 1-8: Text placeholder.

Text Boxes

Additionai-text placeholders can bé-sed when you need to add additional text outside
thedefault text placeholder determined by the slide layout. Such placeholders are
refetred to as text boxes. The Text Box button, under the Text group on the Insert tab,
is_usedo insert a text box./Yow can resize a text placeholder by dragging the sizing
handies to display the texi: You can remove an unwanted text placeholder from a slide
by.selecting it and-pressing /Delete. Before entering text in a text box, if you click out-
sid¢ of it, the text-hox disappears.

How to Enter Text

Procedure Reference: Enter Text in Text Placeholders

To enter text in a text placeholder:

1. Open a new or existing presentation.
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2. In the left pane, on the Slides tab, select the slide to which you want to add text.

3. Click in the text placeholder and type the text.

Procedure Reference: Insert a Text Box

To enter text in a text box:

1.  On the Ribbon, select the Insert tab.

2.  On the Insert tab, in the Text group, click Text Box.
3. Click and drag on the slide to create a text box.
4.

Type the text.

Procedure Reference: Resize a Text Box

To resize a text box:
1. Open an existing presentation.
2. Select the text box that you want to resize.

3. Use the sizing handles to change the width or length of\the-texi box:

Procedure Reference: Delete a Text Box

To delete a text box:
1. Place the mouse pointer on the border of the text box and click to select|it.

2. Press Delete to delete the text box and the fext-within it.

Activity 1-4

Entering Text

Data Files:
e Enter Text.pptx

Before You Begin
Navigate to the C:\084899Data\Geiting Started folder, and opén the Enter Text.pptx file.

Scenario:

You are ready to give a preseéntation to your team memoeis. You quickly run through the pre-
sentation to check if-thére are-any glaring issues. You'observe that the presenter’s name is not
included on slide 1. You-aiso notice that the title ig/missing on slide 2 and some unwanted text
is present on slide’ 3-

Lesson 1: Getting Started with PowerPoint
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What You Do How You Do It

1. Add a name to the title slide. a. Onslide 1, click in the Click To Add Sub-
title text placeholder.

Click to add subtitle

b. Type your name.

c. Click outside the text box.

2. Onslide 2, add a text box to hold a. In theleit pane,onthe Slides tab, select
the title “Agenda.” slide 2.

b. On'theRibbon, select the Insert tab.

In-the Text group, click Text Box.

M

d.—Place the mouse poiinter above the let-
ter “C” in the word “Competition,” and
click and drag the cross hairs until you
reach the end 'of the/word to insert a
text box above it.

e. Type Agenda

f. On thevight border of the text box, click
and-drag the middle sizing handle
toward the center of the text box until
you reach the letter “e” of the text
*“Competition” to decrease the length of
the text box.

3. Onslide 2, delete the text box 3. Click the text “Customer Expectations”
*“Customer Expectations.” to make the text box visible.

b. Place the mouse pointer on the border
of the text box and click to select it.

ﬁ When a text box is selected, the outline should
change from a dashed line to a solid line.

c. Press Delete to delete the text box and
the text within it.
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Save a Presentation

After entering your text, you will want to save your changes and ensure that your saved file is
in the proper file type. In this topic, you will save a presentation.

You might find that sometimes the easiest task may be the most important one. Working for
hours to create a presentation and then forgetting to save it can be very costly. Once you\save
a presentation, all your work is preserved and you do not need to worry about retyping
information. You also need to understand what PowerPoint features are compatible with earlier
versions in order to avoid editing problems.

The Save Command

The Save command is used to save a newly created presentation or to saye tiig changes you
make to an existing presentation. When saving a file for the first time, you are prempted to
enter a file name for the presentation, and you are asked in which{acation you would like the
file to be saved. When you save changes to a file, you are not prompted for any information,
the file just saves and you can close the file or continue working in the\file. By default, a
PowerPoint presentation is saved with the .pptx file extensioa.

The Save As Command

The Save As command is used to save an existing presg¢ntation with a new file name, a new
file format, or in a new location. It also provides the optionto save a copy of the:file as a tem-
plate, a slide show, or in the PowerPoint 97-2003 file format.

Save vs. Save As Command

The Save command overwrites the existing-file-whereas the Save As.command creates
a copy of the file with the required/clianges and leaves the original fiie intact.

PowerPoint 2007 File Types

PowerPoint 2007 uses Xtensible Markup A.anguage (XML) as the default file format for pre-
sentation files. A PowerPoint 2007 file.can-be identified with the letier “x” at the end of the
file extension. For example, a piresentation file extension in/PowerPoint 2007 is .pptx

File Type Desgriptiorn

Presentation .pptx-—+he default file type for a PowerPoint 2007
presentation.

the file type for macro-enabled PowerPoint

2007 presentations.

.ppt—the file type compatible with previous ver-

sions of PowerPoint.

.pptity

Lesson 1: Getting Started with PowerPoint
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File Type

Description

Template

Show

.potx—the default file type for a PowerPoint 2007
template.

.potm—the file type for a macro-enabled
PowerPoint 2007 template.

.pot—the file type compatible with prévious’ver-
sions of PowerPoint.

.thmx—the file type for PcwerPoint 2007 theme
templates.

.pps or .ppsx—the file/type for a PowerPoint 2007
slide show.

.ppsm—the file type for 4 macro-enabled
PowerPoint 2007 slide/show.

.pps—the slide showfile type compatible with pre-
vious versions.of PowerPoint.

Benefits of XML

The PowerPoint XML format offers significant-benefits including:

Compatibility Checker

Smaller file size—the new format uses.zip compression to reduce. filg size.

Improved information recovery—iiles_are- structured modulafiy so they can be
opened even if a component within the file is damaged,

Easier detection of macros—distinct fil¢ names make a\ macro-enabled file easy to

Information integration (and/izitefoperability—inforniation created within Office
applications can easily be_shared/by other applications:

The Compatibility Checker{feature enables you to identify ebjects such as charts, shapes, and
SmartArt used in a PowerPoint 2007 presentation fthat:may not be compatible in previous ver-
sions of PowerPoint. Any-object that is not compatible will be converted into a picture so it is
displayed correctly in-the PowerPoint 97-2063 tormat. The objects that are converted cannot

be edited in earlier(versions|of PowerPoint.
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Microsoft Office PowerPoint Compatibility Checker [?| "fl

The follawing features in this presentstion are nat suoporied by sarsr
versiong of PowesPont, These features may be logt or degraded when you
save this presentation in an earber fle format.

Surmary Mumber of ooorrenoes

B chart in this document may contan data in cels outside of the row 1
and column mit of the sslected fle farmat. Data beyand 256 (V) Help
columng by 65,536 fows cannot be saved, (Slde 5) To mainiain the visual appearance of your grouped

T shape and any text in it cannot be edited when using earker 4 shapes, your grouped shapes are converted to an ipage
versions of FowerPont, (Side 7) =

o that you cannot edil in earlier versions of PowerPoint
The grouped shapes and any text in it cannat be edited when using 3
warker versons of PowerPoint, (Shide 8) Help
The message appears
The SmartArt graphic and any text in it cannot be edited when using 1
= |'J:pdc Iisit 'n.hen - F-'- Paint 97-2003 farmats. because your
EamMpal =3 it Pordeer - raks.
’ i presentation contains Saolution to tr)

Grouped shapes with one Remove the (3D effedl I
or more of the following
effects applied o all
shapes: reflection, glow
bevel son edges, 3-D
rotation, or fills (gradient

picture, angd lexture)

Help System Information

Figure 1-9: The Compatibility Checker.

Compatibility Checker Automation

By default, the Compatibility Checker opens automatically when you save a file in the
PowerPoint 97-2003 format.

How to Save a Presentation

Procedure Reference: Save Changes to an Existing Presentation

To save changes to an existing presentation:
1. Open and modify the presentation.

2. Save the changes.
e  C(Click the Office bution/and{choose Save.
e On the Quick Access-toolbar, click the Save button.

e  Or, press Ctrls-S

Procedure Reference:/Save’‘a New Presentation
To save a rlew presentation;
1. Click the’Qffice button and choose Save.

2. In tHe"Sawve As dialog box, navigaie to the location where you want to save the

file.
3.~ If necessary, create a new folder:
4. Jn-the File Name text box, type the name of the file.
5.~ Click Save.

Lesson 1: Getting Started with PowerPoint
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Procedure Reference: Save a Presentation as Another File Type

To save a document using the Save As command:

1. Click the Microsoft button and choose Save As.

2. If desired, save the presentation to a different location.
3. In the File Name text box, type the name of the file.
4

In the Save as Type text box, click the drop-down arrow and choose the appropri-
ate file type.

5. Click Save.

Procedure Reference: Check a Presentation for Compafibility
To check a presentation for compatibility:

1. On the Office button, hover the mouse over Psepare and click Run Compatibility
Checker.

2. In the Compatibility Checker window, click Help on/any compatibility issues you
want to resolve.

3. Click OK.

Activity 1-5

Saving Presentations

Data Files:
e Enter Text.pptx

Before You Begin
The C:\084899Data\Getting Started\Enter Text.pptx/file should be open.

Scenario:

You want to create ‘a/copy, of an existing client presentation to make changes for a new
customer. Onge you-have made the changes, you need to save the presentation in PowerPoint
2003 format/so'the customer will be abl¢/to/epen the file and all the objects will display
correctly.
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What You Do How You Do It

1. Make a copy of the presentation. a. Click the Office button and choose Save
As to open the Save As dialog box.

b. In the Save As dialog box, navigate to the
C:\084899Data\Getting Started folder.
c. Inthe File Name text box, type My Enter
Text
d. Click Save.
2. Save the presentation in PPT a. Click the Office button; and chocse-Save
format. As—PowerPoint 97-2003 Presentation.
b. In the Save As dialog box; in the File
Name text box, type My/Clieyit
c. Inthe Save As Type drop-down list, verify
that PowerPoint 97-2003 Presentation
(*.ppt) is.seiected.
d. Click Save.

3. Check for compatibility. a. In the/Microsoft Office PowerPaint Com-
patibitity Checker dialog box, nexi’to the
error fer-(Slide 6), click Help.

b. “Maxirnize the Poweroint Help window.

c.~_in the In This Article-section, near the
bottom of the screen, click the error A
chart in this'document may contain data
in cells otitside of the row and column
limit...”

d. Verify that a solution is provided in the
right column.

e. (\Giose’PowerPoint Help.

f.<in the Compatibility Checker window,
click Continue.

g. Click the Office button and choose

Close.

Lesson 1: Getting Started with PowerPoint
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Lesson 1 Follow-up

In this lesson, you started using PowerPoint. Getting acquainted with the user interface while
creating a basic presentation will give you the confidence to tackle more complex

presentations.

1.  When you create a basic presentation, what is most important to you| the'everali look,
the information it contains, or how it is delivered?

2. Is it necessary for you to save presentations in different locations and fermats? Why or
why not?
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LESSON 2
Creating a Presentation

In this lesson, you will create a presentation.

You will:

e (Create a new presentation.

e  [Edit text on a slide.

e  Add slides to a presentation.

e Arrange slides in a presentation.

e  Work with themes and background styles.

Lesson 2: Creating a Presentation
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Lesson Time
30 minutes
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Infroduction

Once you are familiar with the Microsoft® Office PowerPoint® 2007 environment, you are
ready to create a presentation of your own. You can use different options to create your presen-
tations, including templates that have pre-formatted graphics, color schemes, and text formats.
In this lesson, you will create a PowerPoint presentation.

By creating effective presentations, you can engage your audience members and/focus|iheir
attention through using multimedia elements. By using the program’s tools, you'will’be able to
quickly create dynamic formats customized for any situation, as well ag develep templates for
later use.

Topric A

Create a Presentation

After becoming acquainted with the PowerPoint exvironment, you will begin empleying its
design features. PowerPoint provides different options for-creating presentations;-including
templates with pre-formatted text, graphics;-and color'schemes. In this lesson;-yat will create a
presentation.

By understanding the various ways of creating a presentation, you will use témplates available
to minimize your design time, undertake creating a presentation from scratch, or build from an
existing presentation.

Templates

Definition:
A template is a presentation-that has one or more-slides with text, graphics, and color
schemes already| formatted. Templates can be found pre-installed on your computer or
you can search-Microsoft.com for additional templates. A template can be created from
an existing presentation.

Example:

Graphics |
J

Template : Text
! by
| =

Similar color scheme
on each slide
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Methods for Creating a Presentation

There are three primary options to choose from when you create a new presentation.

Option Description

Blank Presentation Creates a presentation with a single blank slide.
No formatting or layout options are applied.

Presentation Template Creates a presentation based on a preconfigured set
of colors, styles, and layouts.

Existing Presentation Creates a presentation from a previously saved

presentation.

How to Create a New Presentation

Procedure Reference: Create a Presentation from a Tempiate

To create a presentation from a template:

1.
2.

3.
4.

Click the Office button and choose New.

In the New Presentation dialog box, in the Templates task paite, click Installed
Templates.

In the Installed Templates section, select a teinplate.

Click Create.

Procedure Reference: Create a Presentation from a Microsoft Word Ouiline

To create a presentation from a Microsoft Word cutline:

1.
2.
3.

4.

Navigate to the slide in the presentation where you want to inseri;the outline.
On the Ribbon, select the Home tab.

In the Slides group, fromthe New-Slide drop-dowrndist, select Slides From
Outline.

Navigate to the required folder; select the appropriate file, and click Insert.

Procedure Reference: Create G Presentation from an-Existing Presentation

To create a presentation from an existing preseniation:

1.
2.

Click the @Office butter’ and choose New.

In the Néw- Presentation dialog box/ (in/thie Templates task pane, select New From
Existing.

Navigate/to the required folder, select the appropriate file, and click Create New.

Lesson 2: Creating a Presentation
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AcTiviTy 2-1

Creating a New Presentation Using a Template

Before You Begin:
Microsoft PowerPoint 2007 is open.

Scenario:

You have to make a presentation to a group of company stakeholders, but.you do not have
enough time to create a totally new presentation. You also want to make sure;that your presen-
tation is professional and does not compromise the quality of the /presentation.

What You Do How You Do It
1. Display the available templates in a. Clickthe Office button choose New to
PowerPoint 2007. open/the New Presentation dialog box.

b.\ in the Templates task pane; click
Instalied Templates to-display the default

templates.
2.  Apply the Introducing PowerPoint a._Select the Introducirig PowerPoint 2007
2007 template. template.

b. Click Create.

c. Verify-thaithe Introducing PowerPoint
2007-Praosentation template is opened in
Normal view for editing and contains 18
precorifigured slides.

(6N

Ciick the Office button and choose
Close.
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AcTiviTy 2-2

Creating a Presentation from a Word Outline

Data Files:
e Slides from Word.pptx

e QOutline.docx

Before You Begin

Using My Computer or Windows Explorer, navigate to the C:\084899Data\Creating a
Presentation folder, and open the Outline.docx file.

Scenario:

You have noted the points of discussion for a meeting in a Word document.-You_need-{o con-
vert it into a new PowerPoint presentation so that you can present it during the meeting.

What You Do How You Do It .
1. Review the outline contents in a. Verify that the- Word document contains
Microsoft Word 2007. an outline -with four-main bullet poirits.

b. Close Microsoft Word.

c. Close the Creating a Presentatiaon folder.
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2.

Insert slides from outline.docx into
a PowerPoint presentation.

Click the Office button and choose
Open.

ﬁ If you do not see the slides from word.pptx file
in the Creating a Presentation folder, click the
Files of Type drop-down ariow and cheasz All
Files.

In the Open dialog.box, navigate to the
C:\084899Data\Creating a Presentation
folder and openthe slides from the
word.pptx file:

From the Honre'tab, click the New Slide
drop-down arrow. “

At the bottom of the Office Theme dialog
box, select Slides From Outiine.

|_Slid\'.s frop Gutline...

In the’lnsert Outline diatog-box, navigate
to'the C:\084899D:ta\Creating a
Presentation folder.

Select outline.docx and click Insert.

Verify four siides were created from the
four main bullets in the Word document.

Save the presentation as My Slides from
Word and close the file.
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AcTiviTy 2-3

Creating a Presentation from an Existing Presentation

Data Files:

e Existing Presentation.pptx

Scenario:

You have to create a presentation and you are running short of time. You want to reuse an
existing presentation and modify it to suit your requirements.

What You Do How You Do It \/ —
1. Display the New From Existing Pre- a. Click the Office button-and chcose New.
sentation dialog box.
b. In the Templates task pane, select New
From Existing, {_Nﬂfrom existing...
2. Create a new presentation from a. In the New.From Existing Presentation dia-
existing presentation.pptx. log box, navigate te-the C:\084899Data\
Creating a Presentation folder.
b. Selectthe existing presentation fiie:
c. Click Create New.
3. Compare the original presentation a.._Click the Office button-and open the
to the copy. original existing presentation.pptx file.
b. “Verify that the new presentation con-
tains the sliges fronY the existing
presentation.pptx file.
c. Save the new presentation as My Exist-
ing Preséntation and close the file.
d. Clese the existing presentation.pptx file.
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Toric B
Edit Text

After creating a new presentation, you have essentially a blank canvas that nceds/to be filled
with content. In this topic, you will learn to edit text on slides.

Presentations evolve and require a good deal of reshaping before they reachrtheir final form.
Editing text allows you to restructure your ideas painlessly, as you can cut and paste material
to try out different ways to organize your presentation. By understanding the options for edit-
ing text, you will learn to control the formatting and style of text whern,you move it around.

Text Selection

There are various selection methods by which you can select text orja slide. The following
table describes these methods.

Text Selection Method Description

Double-click Double-click-before orafter the character or word &’ select it.

Triple-click Triple-click befare or-after a phrase or a sentence to select it
entirely.

Shift-Click Place the insertion point at the beginning of the text you want to

select; press Shift, and then click again at-the end of the text to
select the entire sentence or paragfaph.

Crtl-Click Place. the-irisértion point at the start of the text you want to select.
Hold down the Ctrl key and then drag the mouse pointer to select
the teéxt. Holding down Ctri;-seiect text in other locations.

Reposition Text

PowerPoint allows youw'td copy or move text{within)a slide, across slides, and within a single
presentation or between presentations. You can-also’ copy or move text from PowerPoint to
another application er vice versa. You can-copy or move text by using the Cut, Copy, and
Paste buttons available in the Clipboard [group on the Home tab.

Cut, Copy. cind Paste Options

The/Cut/ button allows yot to.remove the selected text from its existing location. The
text_yor’cut will be temporarily stored on the Clipboard. You can then place the text in
a new location by clicKing the Paste button. The Copy button allows you to copy the
text-on a slide. Again, you place the text in a new location by clicking the Paste
button. You can/aise moye selected text by dragging and dropping it in a new location.

Alternate Methods for Repositioning Text

The Cut, Copy, and Paste options can also be accessed from the shortcut menu that is
displayed when you right-click the selected text. In addition, you can use the Ctrl+X,
Ctrl+C, and Ctrl+V shortcut keys to access the Cut, Copy, and Paste options,
respectively.
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Paste Options

Office

The

When you paste text, a Paste Option button appears in the right corner of the text box.
It contains various options to determine the format of the text that is being pasted.

Paste Option Effect

Keep Source Formatting The pasted text will retain the formatting,of
the source text.

Use Destination Theme The pasted text will acquire the formatting of
the theme in the destination slide.

Keep Text Only The pasted text will be unformatted-text.

Clipboard

The Office Clipboard is a task pane in which all the items you cut er-copy-are’ stored.
You can view the task pane by clicking the Clipboard Dialog Box Launcher-button in
the Clipboard group of the Home tab. You can copy items to the\ clipboarid-from any
other application. To paste an item from the clipboard ont¢ 2 slide, you just have to
click the item on the clipboard.

The Clipboard task pane contains the Paste All option-and-the Ciear All option. The

Paste All option enables you to paste all the items present.in the Clipboard task pafe
to the slide. The Clear All option enables you to remove all the items from the Clip-
board task pane.

Paste Special Command|

The Paste Special command is used to paste itemg in/a new1ocation with a file(type)that you

choose.

When you choose the Paste Special comiriand, the Paste Special dialog box’is

displayed. The default file format of the object will appear/ selected in the-As-isi box. You can
either accept the default file format or choose from the-various file formats-available in the
Paste Special dialog box.

o —
Paste Special A mz‘
Sourca:  PowarPoint | 974 4
D:\Praject|Microsoft Powerpoint -, L_'_R:’
&s: e
(% paste Shapes n'\L—L—J
Picture (Windoves Metaflie)
Picture (Erhanced Motafiie) i
Pickure (PNG) File Formats |
Picture (GIF)
Picture { PEG) w

Resul

E Pashes the contents of the Cloboard ipio your

presankstion 82 PoePont shapes,

Figure 2-1: The(Paste Special dialog box.
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How to Edit Text

Procedure Reference: Edit Existing Text
To edit existing text:
1. Select the text you want to change using the appropriate selection/technigue,
2. Type the new text.

3. Click outside the text box to deselect it.

Procedure Reference: Delete Text

To delete unwanted text:
1. Select the text you want to delete using the appropriate/selection technique.

2. Press Delete.

Procedure Reference: Copy and Paste Text
To copy and paste text:
1. Select the text from the text placeholder or text box.
2. Copy the text using the apprapriate copy. method.
e  On the Home tab, click the Copy button.
e  Right-click and choose Copy.
e  Or, press Ctrl+C

3. Navigate to the locatior, where you want to paste the text.

e  To paste the text within-the presentation, navigate to the slide where you
want to paste the text:

e Or, to paste the text/nto another présentation, open the presentation and
navigate to the slide where you want to paste the text.
4. Click in the text placeholder or text boxX en the slide.
5. Paste the text using the approprigte method.
e (Cn the Home tab, click the-Paste button.
o/ » Right=ciick and choose Paste.

s . Or, press Ctrl+V

If necessary, click the Paste-Option button that appears in the right corner of the
pasted text and select an. opizon.

o

Procedure Reference: Cut and Paste Text
To_cut and paste text:
1. Select the/text from the text placeholder or text box.
2. Cut the text using the appropriate method.
e  On the Home tab, click the Cut button.
Right-click and choose Cut.
l e  Or, press Ctrl+X
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Navigate to the location where you want to paste the text.

e To paste the text within the presentation, navigate to the slide where you
want to paste the text.

e  Or, to paste the text into another presentation, open the presentation and
navigate to the slide where you want to paste the text.

Click in the text placeholder or text box on the slide.

Paste the text using the appropriate option.

e  On the Home tab, click the Paste button.
e  Right-click and choose Paste.

e  Or, press Ctrl+V

If necessary, click the Paste Option button that appears in the right cornet /of the
pasted text and select an option.

Procedure Reference: Cut and Paste Text Using the Paste Speciai Opticn

To cut and paste text using the Paste Special option:

1.
2.

Select the text.

Cut the text using the appropriate method.

° On the Home tab, click the Cut button.
e  Right-click and choose Cut.

e  Or, press Ctrl+X

Navigate to the location where you want to/paste the text.

e To paste the text within the presentation,aavigate to the slide where-you
want to paste the text.

e  Or, to paste the text into another presentation, open the presentation and
navigate to the slide where you want to paste the text.

Click in the text placeholder dr'texi-box on the slide.

On the Home tab, in the Clipbeard group, from the Pastc.drop-down list, select
Paste Special.

In the Paste Special dialog/box, in the As list box, seiect/an option and click OK.

Procedure Reference: Move Text Using the Drag-cind-Brop Method

To move text using the drag-and-drop method:

1.
2.

Select the text from the text placeholder or-text box.

Click and drag the-selected text to the-new-location on the slide.

Procedure Reference: Duplicate the Texi-Piciceholder or Text Box

To duplicate the text placeholder/or text box:

1

2.

Select the text.
Duplicate the text placeholder or text box.

*_ On the Home tab, in the Clipboard group, from the Paste drop-down list,
select Duplicate.
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e Or, press Ctrl+D.

AcTivity 2-4

Editing Slide Text

Data Files:
e Edit Text.pptx

Before You Begin

Navigate to the C:\084899Data\Creating a Presentation folder, and-open the Edit Text.pptx file.

Scenario:

Your colleague has created a presentation and she has o leave work early today. She has cre-
ated only a rough draft, and she wants you to review hér présentation and make the necessary
changes. On slide 1, you notice that the presenter*s.narne/is spelled incorrectly and-there is
also a capitalization error in the title. You further netice that some of the text on siide 2 is in
an incorrect location. In addition, you want to reuse ‘some-of the text from slide 1\on*slide 5.

What You Do ~HowYouDolt .
1. Correct the presenter’s name on a. Onslide 1, click after the letter “n” in
the title slide. the presenter’s-raine.
b. Typen
c. Verify that the presenter’s name is
changed to Ann Reed.
2. Correct the capitalization mistake a// Click and drag the mouse pointer to
in the title. select the first letter “p” in the word
“properties.”
b. Type P to replace the existing text.
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3. Remove the text “Customer Expec-
tations” from slide 2 and paste it
onto slide 3.

In the left pane, on the Slides tab, select
slide 2.

Triple-click the text “Customer Expecta-
tions” to select it.

On the Home tab, in the Clipboard group,
click the Cut button.

In the left pane, on the Slides tab, sclect
slide 3.

Click in the Click To Add Title text
placeholder.

On the Home tab, in the-Clipboard/group,
from the Paste drop/‘dowa list, select
Paste.

4. Onslide 2, make the text “Con-
sumer Demand” the first bullet
point.

In the left panej en the Slides tab, select
slide 2.

Triple-click the text “Consumer,
Demand” to select it.

Click and drag the selected‘text and
placé.t before the letter “C” in-the text
“Competition” to make the text “Con-
sumer Demand” the first butlet/point.

5. Onslide 2, place the text “Trend”
after the text “Market.”

D

Double-click the text “Trend” to select
it.

On the Homie tab, inthe Clipboard group,
click theCut button.

Click after the text “Market” and press
Spacebar’.

©n the/Home tab, in the Clipboard group,
fromthe Paste drop-down list, select
Paste Special.

In the Paste Special dialog box, in the As
list box, scroll down and select
Unformatted Text.

Click OK.
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6. Copy the text “The New Reloca- a. In the left pane, on the Slides tab, select
tion” from slide 1 and paste it onto slide 1.
slide 5.

b. Click before the text “The,” hald down
Shift, and click after the text “Reloca-
tion” to select the text “The New
Relocation.”

c. On the Home tab, inthe Clipboard group,
click the Copy button.

d. Select slide 5.

e. Double-click the text “Relocation” to
select it.

f. On/the Home, tab, in the Clipboard group,
from/the Paste drop-down list; select
Paste.

g. \Savethe presentation as-My Edit Text
and close the file.

Toric C

Add Slides to a Preseniation

Slides and layouts are-the basic building blocks-of any’/presentation. For a presentation to be
effective, you must,choose the‘type of slide most appropriate for your content. In this topic,
you will add slides'\to’ 4 presentation.

PowerPoint offers several built-in slide layouts to deliver visually effective presentations. Being
able to add the appropriate slide layout wiil enable you to create your presentation quickly
because you can avoid trying to fit coflent into the wrong format.

Slide Layouts

Definition:
A slide layout is-aslide template that determines the placement of text and content on
a slide. Layouts car be used to create new slides and applied to existing slides.
Placeholders that can hold text, tables, charts, and other slide content are built into a
layout. When you create a blank presentation, the title slide layout, which is the default
layout, is applied to the slide. PowerPoint 2007 includes approximately 13 built-in
slide layouts.
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Example:
Edge
o - -
Title Shide Title and Content Section Header Two Cantent
ol
o -
Companson Title Oniy Blank Content with
Default Layouts | Caption
-
]
Picture with Title amd Text Title and Diagram Title, 2 Content
Caption or Crganization . aimd Texd
L

k Title and Chart

Types of Slide Layouts

Different types of slide layouts are available in PowerPoint-2007. These layouts are described

in the following table.

Slide Layout Type

Provides

Title Slide
Title And Content

Section Header

Two Content

Comparison

Title Only
Blank
Content With Caption

Picture/With Caption

Text placeholders to_enter A main title and a subtitle.

A placeholder to_enter siide title text and a placeholder to populate
content in the siide-that can include text, charts, tables, pictures,
clip art,~and.SmartArt graphics.

Text placchoiders to enter sectioy-and sub=Section titles.

Alplaceholder to enter slide title-text and two content placeholders
to popilate/content that can include-fext, charts, tables, pictures,
clip ari;-aiid SmartArt graphizs:

A-placeholder to enter slide-title/text, two text placeholders to
enter subtitles, and two/content placeholders to populate content
that can include text, charts,/tables, pictures, clip art, and SmartArt
graphics.

A text placeholderto enter title text.
A blank slide with-n¢’ placeholders.

A placeheider to-enter title text, a text placeholder to enter text,
and a content placeholder to populate content that can include text,
charts, tables; pictures, clip art, and SmartArt graphics.

A picture placeholder to insert a picture and a text placeholder to
enter caption text.
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The Reuse Slides Pane

Microsoft PowerPoint 2007 offers you the ability to share and reuse slides in yeur presentation
using the Reuse Slides pane. You can access the pane from the New Slide drop-dowa list in
the Slides group on the Home tab. The Reusable Slides pane options are described in the fol-
lowing table.

Option Allows You To
Insert Slide From text box Type the path to navigate to a presentation.
Browse drop-down list Browse for slides from the slide library or from. files.

Open A Slide Library link Access a slide library.

Open A PowerPoint File link  Access any PowerPoint file.

Learn More About Reusing Access Help topics pertaining to.reusing siides:

Slides link

How to Add Slides to a Preseniation

Procedure Reference: Add a New Slice-to & Rresentation

To add a new slide to a presentation:

1.

On the Home tab, in the Slides group, click New Slide to display the default list
of layouts.

From the New Slide drap-down/list, select a layout to-insert a new slide using
that layout.

Procedure Reference: Change an Existing Slide Layout

To change an existing-slide iayout:

1.
2.
3.

Select the/siide.

On the'Home tab,in the Slides group; click the Layout button.

Select'a new layout.

é‘ When you change a slide layout/fhat)has text or graphics, the existing text and graphics are

’/ moved on the slide into the-new piaceholder locations. No slide elements are deleted, even if
there’is no placeholder on'the-iayout format.

Procedure Reference: Reuse Slides from an Existing Presentation

To_reuse slides from at/gxjsting presentation:

1.

On the Home lab;.in the Slides group, from the New Slide drop-down list, select
Reuse Slides,

In the Reuse Slides pane, specify the location of the slide.

e In the Insert Slide From text box, enter the location of the slide library and
click the arrow button to locate the slide library.

e  From the Browse drop-down list, select Browse Slide Library. In the Select
A Slide Library dialog box, select the slide library and click Select.
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e  From the Browse drop-down list, select Browse File. In the Browse dialog
box, navigate to the folder, select the file, and click Open.

3. If desired, check the Keep Source Formatting check box.

4. From the slides listed in the list box below the Browse drop-down list, select a
slide to insert it into the presentation.

To insert all the slides in an existing presentation, right-click any slide in the Reuse Slides parie
and choose Insert All Slides.

AcTiviTy 2-5

Adding New Slides to a Presentation

Data Files:
e Add Slides.pptx

Before You Begin

Navigate to the C:\084899Data\Creating a Presentation foldet; aid-open-the Add Slides.pptx
file.

Scenario:

You have been working on a financial overview presentation’ for.your department. Your man-
ager mentions that there will be comparison data from ‘a‘new sales report available-in a few
days. While discussing the information with him, you discover that a new finance-department
manager has been hired. You want to include the/new data and introduce the.new. finance man-
ager during your presentation, but you do not have any of the actual informatienyet. You
decide to insert placeholder slides in your presentation-so/you will remember to add the infor-
mation later.

What You Do N\ How You Do It_ N
1. Insert a Title And Content slide. a. On the Ribbon, it/necessary, select the
Home tab.

b. Click thetop half of the New Slide
button.

c.—_Intihe Click To Add Title text box, type
New Manager
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2. Insert a Comparison slide. a. From the New Slide drop-down list, select
Comparison.

b. In the Click to Add Title text-box at the
bottom of the slide, type Sales Compari-
son

c. Save the presentatien as My-Add Slides
and close the file.

ToricD
Arrange Slides

Creating a dynamic PowerPoint presentation involves, editinng your work. Once you have cre-
ated your slides, you will need to arrange<them in-the proper order. In thisiepic, vou will
arrange your slides.

When creating a presentation, you attempt to structure your slide scquence to create the big-
gest impact. By understanding how to arrange slides, you need create-ceoitent without worrying
about shifting material around later, thus €rnhancing the creative process.

How to Arrange Siides

Procedure Reference: Arrange Siides Using Slide Sorier View
To arrange slides /sing Slide Sorter view:
1. On the Ribbom;. select the View tab.
2. In the Pregsentation Views group/ click Slide Sorter.
3. Select @ slide!
4. <Mave, copy, or delete the slide/ag needed.
5. __If necessary, hide the selected slide.
Hiding Siidies
Depeiding on the audjence for your presentation, you might want to hide certain slides

but have them available/for/backup use if required. By hiding slides, you can ensure
that certain slides do-not appear during the slide show.

Procedure Reference: Arrange Slides by Cutting, Pasting, and Dragging in Nor-
mdaii View

To arrange slides by cutting, pasting, and dragging in Normal view:
1. On the Ribbon, select the View tab.

2. In the Presentation Views group, click Normal.
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3. In the left pane, on the Slides tab, select the slide.

4. Arrange slides using the appropriate method for moving slides.

AcTiviTy 2-6

Arranging Slides in a Presentation

Data Files:
e Arrange Slides.pptx

Before You Begin

Navigate to the C:\084899Data\Creating a Presentation folder, and open the Arrange
Slides.pptx file.

Scenario:

Before delivering your presentation, you want to make sure the slides are in thecorrect order.
While reviewing your presentation, you decide that some changes need to be incorporated. You
want to list the agenda when you start the presentation. You also want to list the highlights of
the financial overview before you speak about the company’s. inrcome:—You want to delete the
additional copy of the National Revenue By Division slide. You feel that'it is not necessary. to
reveal the asset details to the audience; however, you want to have that,information iri/the pre-
sentation for reference.

What You Do How You Do It ~
1. Make slide 5 the second slide of the a, 0On the Slides tab, select slide 5.
presentation.

b.~Inthe Clipboard group, click the Cut
button.

¢. On the Slidestah; ciick just above slide
1.

d. In the Clipboard group, click the Paste
buttof. L_J'

e. Verify that the Agenda slide is now slide
1.

2. Move slide 4 before slide 3. a./_On the Slides tab, click and drag slide 4
and place it above slide 3.

b. Verify that the Highlights slide has
become slide 3.
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3. Eelete the additional copy of slide On the Ribbon, select the View tab.
. In the Presentation Views group, click
Slide Sorter.
Select slide 6 and press/ Delete.
4. Hide slide 7. Select slide 7.

On the Ribbon, select the Slide Show tab.

In the Set Up group click Hide Slide.

Press F5-to run the slide show.

Press 6-and then press Enter to navigate
to the/sixthslide.

Press the Right Arrow key.

Verify that the Asscts siide is hidden and
the End Of Slide Show, Click To Exit
screen is displayed.

Press Esc tc.end the slide show.

Save-the presentation as My Arrange
Slides-and close the file.
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TopricE

Work with Themes

After ensuring that your slides are in the right order, you should create a style that unifies your
presentation and provides a consistent appearance. In this topic, you will work with thenies.

Imagine a presentation where every slide has a different color scheme and font style. With
each slide, your audience would have to adjust their expectations and refocus their attention.
By applying a consistent theme to your presentation, you can create professional presentations
that are uniform in their look and feel.

Themes

A theme is a combination of colors, fonts, and graphics that provides a consistent-visual look
and feel in a presentation. A theme determines the background color of a/slide as welil as the
colors of diagrams, tables, or any other components present in the presentation. Yow'can
choose to apply a theme to all slides or only to selected slides.

Available colors
intheme

CLICK TO ADD TITLE

R

Click to add text

Figure 2-2: Built-in themes.

Quick Style
A Quick Style is & specific set of formatting optiozs)jyou can apply to an object on a
slide by clicking cne buatton, There are Quick Styles for formatting text, tables, charts,
and graphics. Sgme of ilie Quick Style groups (available are WortArt Styles, Shape
Styles, PictureStyles, and Chart Styles.

Galleries

Galleries.ai'e’ visual collections of Quick Styles. Each gallery displays numerous style
options\for any-object selected on a slide.
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Live Preview

The Live Preview feature enables you to view the results of the editing and formatting
changes made to a presentation, without actually applying them. These changes are
displayed in real time as the user moves the mouse pointer over the avaiiabie options.
With Live Preview, you do not have to click the Apply button to see a change and
then click the Cancel button if the change is not what you wanted.

Components of Themes

A theme encompasses three critical formatting components: Theme Colors, Theme Fonts, and
Theme Effects. After applying a built-in theme to a presentation, you can-modify the individual
theme components to suit your requirements.

The following table describes the theme components.

Theme Component Purpose

Theme Colors Enable you to customniize the colots in a chosen buili-in theme to
suit your requirements:

Theme Fonts Enable you to customize and-modify the fonts used in 2 ‘presenta-
tion theme. They consist of two different font types:)one for the
heading/and ihe-other\for the body text.

Theme Effects Enable you to customiZe the visual effects in a/built-in theme.

Background Styles

A Background style is the colorand texturc of the background of a slide. Background styles
are derived from the combinations of theme colors and backgrouid intensities in the chosen
presentation theme. When a presentation theme is chaaged -itie’background styles are also
updated to match the new-theme celers and background.

Background styles are displayed-as thumbnails in the-Background Styles gallery. You can
apply background Quick Themes using the options displayed in the Background Styles drop-
down list. Using the Format Background dialog bax, you can customize and modify the
background styles (o suit your presentation reguirements. You can choose to have gradient
effects, pictures, ok texture variations.

Hide Background Graphics
Using the Hide Background Graphics check box, you can hide the background graphic
of the’ theme you applied te-your/slide.

Options Avdiilable in the FormaiBackground Dialog Box

Certain options ar¢-availabje in the Format Background dialog box. These options are
described in the following table.
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Tab Description

Fill Options to add a gradient, texture, or picture fill to a shape.
The background objects can be hidden by checking the Hide
Background Objects check box, and the color of the fill can
be changed by using the Color Picker drop-down list. The
transparency of the fill can also be adjusted.

Picture Options to adjust the brightness and contrast of the picture.
The Reset Picture button can be used to restore the default
settings for brightness and contrast.

How to Apply Themes and Background Styles

Procedure Reference: Create a Custom Color Theme

To create a custom color theme:
1. On the Ribbon, select the Design tab.
2. In the Themes group, click Colors and then select Create\New-Theme Colors.

3. In the Create New Theme Colors dialog box, in the Theme Colors section, set
color options. You can preview the custom color theme in the Sample section.

4. If necessary, click Preview to see a preview of the color theme.

5. In the Name text box, type a name for the custoin color theme.

p To change a presentation back to its original-theme, ciick the Reset button.

Procedure Reference: Create a Custom Font Tiieme

To create a custom font theme:
1. On the Ribbon, select the Design tab.
2. In the Themes group, click Fonts\and then select Create New Theme Fonts.

3. In the Create New Theme Fonts dialog box, from the Heading Font drop-down
list, select a heading font type.

4. From the Body Font drop-down list, select a-bodytont type. You can view a pre-
view of the custon font theme in the Sample¢-section.

5. In the Name textbox; type a name for (the¢’custom font theme.

Procedure Reference: Apply a Theme
To apply 4 theme:
1,~0On the Ribben, select the Design tab.

2. Apply a theme.
¢ In the Themes group, select a theme.

° Or, in the Themes group, click the More button, and then select a theme.

3. Click away from the gallery to close it.
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Procedure Reference: Modify an Existing Theme Element

To modify an existing theme element:
1. On the Ribbon, select the Design tab.

2. Using the Themes group, modify the existing Theme element.
° From the Colors drop-down list, in the Built-in section, sel¢ct a/colot:
e  From the Font drop-down list, select a font.

e  From the Effects drop-down list, select an effect.

Procedure Reference: Apply a Background Style
To apply a background style:

1. On the Ribbon, select the Design tab.

2. In the Background group, click Background Styles, and then select a background
style.

3. If necessary, check the Hide Background Graphics chieck box to keep.any back-
ground graphics from appearing on/the slide|

Activity 2-7

Applying a Theme and Background Style to a
Presentation

Data Files:
e Apply Themes.pptx

Before You Begin
Navigate to the C:\0848%9Data\Creating a Presentaiion-folder, and open the Apply Themes file.

Scenario:

You have a look at\a/PoOwerPoint presentation-created by your colleague and are going to make
any necessary /changes-betore finalizing it. You firid that the presentation has been designed
with different-¢olor combinations. You wani/te enhance the presentation so that the color
schemes have a.censistent look across all-the slides so that it is visually appealing.
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What You Do

How You Do It

1. Apply the Equity theme.

On the Ribbon, select the Design tab.

In the Themes group, click the More but-
ton to display the Themes gallery. E|

In the Built-In section, in the first row,
move the mouse pointer over the sixth
column. Notice that a live preview,.of the
Equity theme is displayed on the slide.

Select the Equity theme.

2. Modify the Equity theme elements.

Select slide 2.

From the Colors dropfdowir. list;in the
Built-in section, select/Opulent.

From the Fonts drop-down list, select
Georgia!

From the Effects drop-down list, select
Verve.

3. Apply the Style 6 background style.

From the Background Styles drep-down
list,.iri-the second row, second celamn,
select Style 6.

Verify that the changes are reflected on
all the slides.

Save the presentation as My Themes and
close the fiie.

Lesson 2 Follow-up

1. Do you prefer to . create a presentation frori-abiaink slate or do you like using tem-
plates with existing.colors and text styles? Why?

2. Do you generdlly use'the preconfigured slide layout for entering text or do you create
your cwn texi-boxes and position them an a slide as needed?

Lesson 2: Creating a Presentation
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L ESSON 3 ssn T
Formatting Text on Slides

In this lesson, you will format text on slides.

You will:
e  Apply character formats.
e Apply paragraph formats.

e  Format text placeholders and text boxes.

Lesson 3: Formatting Text on Slides 53
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Infroduction

Now that you have entered text on your slides, you want to enhance the appearance of the text
and add emphasis to particular points. In this lesson, you will format the text on-your slides.

Formatting the text on your slides makes them easier to read, helps to clarify yeur point,~and
adds emphasis where you want it.

Topric A
Apply Character Formats

After you add text to your slides, you are now ready to enihance-the text’s appearance. One
way to accomplish this is to control the font type, size, styie, and.celor through character
formats. In this topic, you will apply character formatting.

Without formatting, all your text will look the same: Butyeu can add emphasis;-create visual
appeal, and make the text easier to read by changing-the. text formatting. By @applying character
formats, you do not have to laboriously customize the appearance of text; insiead, you can
copy formats quickly and apply them to téxi-elsewheie\in your presentation.

Character Formats

Definition:
Character format is a formatiing-option that allows yeou-to-change the appearance of
text. The four elements/that make up character format arg font type, size, style, and
color. These four elements cari be used in any conibination to create an enormous array
of character formatting options.

Example:

Font = Arial o
Size = 44 pt » WhirUse Pictures?
Style = Undexline

“A picture is worth a thousand words”

~Confucius

Font = frial
Size = 32 pt » “Thought’is impossible without an image”
Stle = talic -Aristotle
Font = Arial “Don’t waste my time....Show Me/"
Size=24p P -Eliza Doolittle

e = Regular
_Svle - Reguiay]

Font Dialog Box

The Font dialog box provides advanced character formatting options to format text. These
options are described in the following table.
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Option

Description

Latin Text Font

Font Style

Size

Font Color

Underline Style

Underline Color
Strikethrough

Double Strikethrough

Superscript
Subscript
Small Caps

All Caps

Equalize Character Height

Choose the font type. Some of the font types avail-
able are Times New Roman, Arial, Sans-serif, and
Serif.

Choose the font style. The font styles that are
available are Regular, Italic, Bold, and Bold Jialic.

Choose the size of the font. You can increase or
decrease the font size.

Choose the font color. You can choose froma
wide spectrum of colors by using the More Colois
option.

Choose the underline style for the-font.
Choose the color for the underlire.

Create a strikethrough effect; which miakes’ a line
pass through the text.

Create a double strikethrough (effect, which makes
two lines pass through:the-text:

Create superscript text.
Create subsctiptstext.

Capitalize the text:The size of the text dogsmot
increase after you appiy.this option.

Capitalize aii-the letters of the text. The size-ofthe
text in¢reases after you apply this option.

Equalize the¢ character height.

Serif vs. Sans-Serif Fonts

Serif fonts such as Times New Roman have tails on the end of letters.” Sans-serif fonts

such as Arial do not.

Serif font
has tails

4 W)

This 18 a Serif font

This is 2 Sans-serif font
T

Sans-serif font

has ho talls

Figure 3-1:/Serif and sans-serif fonts.
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Format Painter

The Format Painter provides you with an easy way to format text. You can use,the Format
Painter to copy the format of the existing text on a slide and apply it to other text. You need to
select the text whose formatting you want to copy and then click the Format Painter-button.
After you click it, the mouse pointer icon changes to a brush. You can then apply. the format-
ting by clicking text in another location. If you double-click the Format Painter butten, vou
can apply the format to text placed in different locations on a slide and)also in different
presentations.

B
=3
Paste
- jq— Format Painter
Clipboard

Figure 3-2: The Format Painter helps you apply the format ef existing text to other
text.

Replace Font Option

Using the Replace Font option, you can easily change all instances of a pariicular font
throughout a presentation. You can access this.from the’Replace drop-down list under the Edit-
ing group. In the Replace Font dialog box, specify the font you want to repiace. Then, in the
With drop-down list, specify the font that will replace the existing font.

Current Font

Replace Font
Replace:

Ao : - = I
Wik [ Clesis J I
Garamond ‘ - |

Font you want to use
on all text in the =iide

e ——

Figure 3-3: The Replace Fonts option.

Text Stvies

Text styles arg styles with predefined text/cffects. Text styles are displayed as thumbnails in the
WordArt Styles/gallery that is pregent\on the Format contextual tab. These styles can be
applied to a-sciection of text or-ig,text within a shape on a slide. By placing the mouse pointer
over a-thumbnail, you can.see how) the selected text would look if the style is applied. The
other text style options are Text Fill, Text Outline, and Text Effects, which can be used to

make c¢haracters colorful and atiractive.

WordArt
WordArt are styles that you can apply to text to create a visual effect.
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The Clear WordArt Button

The Clear WordArt button removes the applied WordArt style from the selected text
and enables you to retain the original style of the text.

The Mini Toolbar

The Mini toolbar is a floating toolbar that appears when text is selected or you right-click
selected text. The Mini toolbar consists of commonly used font and paragraph tools. You Can

use one or more of these available commands without having to move to the main toolbar. The

Mini toolbar disappears when you move the mouse pointer away from it.

Font Size

Font Style Format Painter |

Calibri(t ~ |44 ~ A A" O -

. N
“

= - |

— f
Alignment | Bullets |

Figure 3-4: The Mini toolbar.

Options on the Mini Toolbar

There are different options on the Mini toolbar that enable you'to format text. These

options are described in the following table.

Option [escription
Font Chogse the font type.
Font Size Choose the font size.

Increase Font Size
Decrease Font Size
Shape Fill

Shape Outline

Format Painter
Bold

Italic

Align Left

Center

Align Right
Increase List Level
Decrease List‘Level

Bullets And Numbering

Increase the font size.
Decrease the font| size.
Applies a background color to the text box.

Applies a color and style to the line that
marks the boundaries of the text box.

Copy text/formats and apply them to text.
Apply bold-formatting to text.

Italicize the text.

Align-the text to the left.

Align the text to the center.

Align the text to the right.

Increase the left indent of the bullets.
Decrease the left indent of the bullets.
Add bullets and numbers to text.

Lesson 3: Formatting Text on Slides
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How to Apply Character Formats

Procedure Reference: Format Text

To format text:
1. Select the text you want to format.

2. On the Home tab, in the Font group, apply character formats.
e  Click the Bold, Italic, or Underline buttons to change the-style.
e  From the Font drop-down list, select a new font.
e  From the Size drop-down list, select a new font size,

e From the Font Color drop-down list, select a riew ¢olor-from the palette.

3. Using the Font dialog box, apply font effects;

a. On the Home tab, in the Font group, click the -Font button to open the Font
dialog box.

b. In the Font dialog box, set options.
c. Click OK.

4. If necessary, on the Format contextual tab,-in-the WordArt Styles group,‘select
text styles and apply them to the text.

e From the Text Fill drop-down list, select a fill style.
e  From the Text Outline drop-down Jist, select an cutline Style.

e  From the Text Effects drep-down list, select an effect.

Procedure Reference: Globally Replace a Font

To globally replace a font-asing the Replace Font dialog box:

1. On the Home tab,.in the Editing group, from-the Replace drop-down list, select
Replace Fonts:

2. In the Replace Font dialog box, from tie-Replace drop-down list, select the font
you want to-replace.

3. From/the With drop-down list, s¢lect ihe font that will replace the font listed in
the Replace drop-down list.

4. (Click Replace.

Procedure Reference: Format Text Using the Format Painter
To format text using the Format-Painter:
1.~ Select the text that-hag the format you want to copy.

2.~ On the Home tab;.in _the Clipboard group, click the Format Painter button once to
copy the existing text’s formatting.

3. Click and-drag to select the text to which you want to apply the copied text
formatting.

4. If necessary, apply the same formatting to the text located in multiple places
within the document.

a. On the Home tab, in the Clipboard group, double-click the Format Painter
button.
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b. Click and drag the text to apply the copied text formatting.

c. Repeat step 4b until you have applied the copied formatting to the text
located in multiple places within the document.

5. Click outside the slide to deactivate the Format Painter button.

Procedure Reference: Format Text Using the Mini Toolbar

To format text using the Mini toolbar:
1. On the slide, select text to display the Mini toolbar.
2. Move the mouse pointer over the semitransparent Mini toolbar to make it visible.

3. On the Mini toolbar, click a format command button to apply the format t¢’ the
selected text.

4. Move the mouse pointer away from the Mini toolbar or deselect the text te-hide
the Mini toolbar.

ActiviTy 3-1

Applying Character Formatting to Texi on a Slide

Data Files:

e Character Formats.pptx

Before You Begin
Navigate to the C:\084899\Formatting Text folder,and openthe Character Forriats.pptx file.

Scenario:

An intern at your company has come to you for help on a PowerPoint preseritation. She wants
you to help her make it look better. Lookirig at her slides, you decide-ihiat formatting the text
will improve its appearance. You also want-to-enhance the appearance of the titles on the
fourth and fifth slides.

Lesson 3: Formatting Text on Slides
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Select slide 3 and double-click the word

On the Home tab, in the font group;-<lick
the Bold button to apply bold formatting.

On slide 3, bold the words “Commit-

Click before the‘'word “Sensitive,” hold
down Shift; and click after the word
“sensible” toselect the text "Sensitive

On, the’Home' tab, in the Font\group, in

[arial Beay~ - |scroll down and select

Times,New Roman to cnangg the font

On the Home fab, in.the Clipboard group,
double-click the Forrnat Painter button.

Click and-drag the paintbrush to select
the text "Delivering on promises” in
order to-apply the copied text formatting.

Click and drag the paintbrush to select
the text “Client satisfaction” in order to
apply the copied text formatting.

What You Do How You Do It
1. Onslide 3, apply bold formatting to a.
the words “Service,” “Commit- “Service.”
ment,” and “Guarantee.”
b.
C.
ment” and “Guarantee.”
2. Onslide 3, change the font type of a.
all the sub-bulleted text to Times
New Roman.
and sensibie.”
b.
the Font drop-down list,
type.
C.
d.
e.
f,

Click outside the slide to deactivate the
Format Painter button.
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3. Onslide 4, apply the character
styles to the title.

Select slide 4 and triple-click the title
“Relocation Team” to select it.

On the Home tab, in the Font group, click
the Dialog Box Launcher button to open
the Font dialog box.

In the Font dialog box, in the Effects’sec-
tion, check the Small Caps check box.

In the All Text section, from the Underline
Style drop-down list, select the third
option to apply the Double Line style.

In the All Text section, from.the Underline
Color drop-down list, in the Standard Col-

ors section, select thefirst.coloi'to apply
the Dark Red color.

In the Font dialog box, click OK.

4. Onslide 5, apply text styles to the
title.

Lesson 3: Formatting Text on Slides
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Select siide 5-and triple-click the title
“First Quarter-Sales” to select it,

On the Ribbon, select the Format coittex-
tuai tab:

In the WordArt Styles group, ciick the
Text Fill drop-down list-arrow.

Place the mouse pointer-over the Tex-
ture option.

In the dispiayed-gallery, select the tex-
ture effect in the first row, last column
to apply the Woven Mat texture.

i
:

i ij Waven mat
" ! 4:1 EL’-"J.L_EE"ZE_'--"!

e

In the WordArt Styles group, click the
Text Outline drop-down arrow.

Place the mouse pointer over the Dashes
option.

LEssoN 3
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h. In the displayed sub-menu, select the
third option to apply the Square Dot dash
to the text.

oooooooooooooooo

Square Dot | _

i. In the WordArt Styles-group, click the
Text Effects drop-down arrow.

j. Placethe mouse-peinter over the Glow
option.

k. In the/disptayed gallery, in the Glow
Vaiiations section, select the glow effect
in the second row, first columin to apply
the-Accent Color 1, 8 Pt/Glow effect.

| Gisw Variations

Accent cefard, 8 pi glow

i..-Save the presentation as My Character
Formats and close the file.
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AcTiviTy 3-2

Formatting Text Using the Mini Toolbar

Data Files:
e Mini Toolbar.pptx

Before You Begin

Navigate to the C:\084899Data\Formatting Text folder, and open the Mini Toolbar.pptx file.

Scenario:

While reviewing a presentation, you find that the text on one of the slides dees/not appear’to
be properly formatted and is inconsistent with the rest of the slides. You need to-quickly for-
mat the text to ensure that the formatting is consistent with the rest of the presentatios.

What You Do

How You Do It

1. On the third slide, modify the for-
matting of the body text.

2. Modify the formatting of the title
text.

Select slide 3, click-before the word
“Sales,”-and drag untii-the word “Wid-
get” to'seiect thetext in the text box;

Verify the transparent Mini toolbar
appeais.near the selected text.

Move the inouse pointer over the'Mini
toolbar arid click the Decrease Font Size

buttan.

Verify the font size of the text is
reduced.

On the Mini-toolbar, click the Decrease
List Leve! button.

In the/titie, click before the word “Key”
and drag¢ through the end of the word
*Acccmplishments.”

0N the Mini toolbar, click the Bold
button.

Save the presentation as My Mini
Toolbar and close the file.

Lesson 3: Formatting Text on Slides
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Toric B
Apply Paragraph Formats

Once you have formatted the text in a presentation to make it more appealing, youw may need
to improve the readability of the presentation. This can be achieved by formatting paragraphs
to give the presentation a consistent look and feel. In this topic, you will*apply paragraph for-
mats that enhance the textual content in your presentations.

Text content without any kind of formatting will fail to convey the relative importance of your
content. Imagine a book that fails to differentiate the title and different sections from the other
content. In the same way, a presentation with just plain text and withicutany formatting will
not attract the users’ attention and interest. Applying the right paragraph/formats and typogra-
phy effects enhances the readability of the content and allows. you te-stréss the importance of
certain text.

Bulleted Lists

A bulleted list is a list of items, each beginning with-a buliet.-"PowerPoint enabies you)to add
bullets to existing content. There are a variety of options.you can use to forfuat a bulleted list.

Mone o o
. O s
- O %
= O s
=3 o
b v
b ¥

1= Bullets and Humbering

Figure 3-5: Bullet-types.

You can choose to use a bulleted list when the sedience of the items in the list is unimportant.
PowerPoint enables you to add bullets to existing content. It also allows you to choose the
type of bullét. The different bullet types (available are Filled Round, Hollow Round, Filled
Square, Hellew Square, Star, Arrow, and Checkmark. The Increase List Level option allows
you to increase the space between the-builet and the margins of the slide. The Decrease List
Level optior allows you to decrease, the space between the bullet and the margins of the slide.
When you use-thiese options, the bullets also change in shape. Therefore, you can use these
optiens-for sub-bullet points in/order to differentiate them from the main bullet. The Bullets
And Numbering dialog box-contains options for the size and the color of the bullets. It also
provides pictures that yoir-can-use as bullets. The Customize option allows you to choose a
syrabol that can be uséd_ag,a bullet.
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Figure 3-6: A slide containing a bulleted list.

The following table describes the various bullet options.

Bullet Option

Description

Shape

List Level

Size
Color

Picture

Customize

Choose between Filled Round, Hollow Round;
Filled Square;/Hollow Square, Star,<Avrow, and
Checkrark:

Incredse or dectease the space between |the bullet
and the riargin of the slide. Using these options
will autornatically change /iestiape of the bullet to
indicate_sub-levels of bullets:

Set the bullet size as a percentage of the text size.
Change the colored part of the bullet. White space
i3 not filled in with color:

Use a pre-instailed bullet graphic from a list. Usu-
ally complicated shapés and color combinations.

Use any symibol in the Insert Symbol list.

Numbered Lisis

In addition to bulleted lists;-PowerPoint allows you/to format your text using numbered lists. It
also allows you tg ehoose the/type of numbering. sysiem. You can choose the Arabic or the
Roman numbering system to number the itéms. You can also choose to order the items by

using the English alphabet.

Lesson 3: Formatting Text on Slides
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Figure 3-7: Numbering options.

The following table describes numbering options.

Number Option

Description

Number System

List Level

Size

Color

Start At

Options include numeric, Roman numeral, and
alphabetic:

Tierease or decrease the space between the bullet
and the margin of the slide:Using these options
willvautomatically change the letter or number of
the bullet to indicate sub-lévels of bullets.

Set the numbers-gize as a percentage of the text
size.

Change the color of the numbers. Note: this does
NOT charige. thecolor of the text.

Deteriminie-what number or letter to begin the list
with.

Text Alignment Options

Text alignment refers toih¢ position of the text inside a text box. Text can be left-aligned, cen-
tered, right-aligned, or justified. The follGwing, table describes the various alignment options.

Atignment Option

Result

lign' Left %
CenmrE%ﬂ
Align Right
Jusﬁny%i

Each line of text starts from the left border of the
text box.

Each line of text starts from the center of the text
box and works outward.

Each line of text touches the right border of the
text box.

Each line of text stretches across the text box so
that it touches both the left and right borders.
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Spacing Options

Spacing refers to the vertical distance between two lines or paragraphs of text. There are three
available spacing options. The following table describes these options.

Spacing Option Description

Line Spacing Changes the spacing above a paragraph and
between the lines in a paragraph.

Before Changes the spacing above a paragraph.

After Changes the spacing below a paragraph.

Rulers

There are two rulers in PowerPoint. The horizontal ruler is located below/tlie Ribbon; the ver-
tical ruler is located on the left side of the slide pane. Each ruler has marked increndents to
help measure the position of objects on a slide. The margins and iadents inside the text
placeholders are controlled by the position of the indent markers on\the-ruler.

Hanging Indent |

First Line Indent | Marked Increments |

Left Indent |

Figure 3-8: The horizontal ruler.

Typography Effects

In addition to the standard text formatting options, PowerPoint 2007 provides additional
options so your text appears exactly das yoa want.

Lesson 3: Formatting Text on Slides
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Text Box
Text layout

Vertical alignment:| Top w
Text direction: | Horizontal w

Autofit

) Do not Autofit
(*) shrink text on overflow
) Resize shape to fit text

Internal margin

Left: 0.1" =l Top: 0.05"
Y
w

LR

Right: 0.1"
Wrap textin shape

Figure 3-9: The Format Text Effects dialog box.

The following table describes the various formatting options.

Formatting Option Deseription

Wrap Text In Shape Enables you wrap any téxt within a shape.

Text Direction Changes the text direction o vertical, stacked,
horizontal, or rotated.

Columns Enables you to split text into two or more
columns. You, can also’ define the spacing between
columns.

The Clear All Formattirig-Button

The Clear All Formatting-button enables you t0 remove formatting changes made to
any selected text and restores the text to-its.original state.

How to Apjply Paragraph Formats

Procedure Reference: Align Text

To align text:

1.7/ Select the text you warnt toalign.

2. On the Home tab) iri/the Paragraph group, select alignment options to apply them.
e  Click the-Aligin-Text Left button to align the text to the left.
e  C(lick/the)Center button to center the text.
e  Click the-Align Text Right button to align the text to the right.
e  Click the Justify button to justify the text.
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Procedure Reference: Set Line Spacing

To set the line spacing for text on a slide:

1.

4.

Place the insertion point in a paragraph or select the paragraph to which you want
to apply line spacing.

On the Home tab, in the Paragraph group, click the Dialog Box Launcher button
to display the Paragraph dialog box.

In the Spacing section, apply the appropriate spacing option.

e  From the Line Spacing drop-down list, select the appropriate option to
change the spacing above and within a paragraph.

¢  From the Before drop-down list, select the appropriate option to change the
spacing above a paragraph.

e  From the After drop-down list, select the appropriate optiot-to,change-the
spacing below a paragraph.

Click OK.

Procedure Reference: Change Indents

To change the indents:

1.
2.

Select the text you want to indent.

On the View tab, in the Show/Hide group, check the-Ruler check box to display
the ruler.

Apply indentation.
e Indent text using the ruler.

— Click and drag the upper marker to-control the left boundary of the
bullet.

— Click and drag the upper portion of /the lower marker—to-control the left
boundary of the text it a-bulleted item.

— Click and drag the lower portion of the lower niarker to control the left
boundary of both bullets.and text.

e Indent text using the-Paragraphi/group.

— On the Home'tab,/in the Paragraph group, click the Increase List Level
button to increase_the-indent level.

— On the Heme. tab, in the Paragraph group, click the Decrease List Level
buttoii to dectease the indent level:

If necessary, on _th¢ View tab, in the Show/Hide group, check the Ruler check box
to hide the ruler.

Procedure Reference: Apply Typography Effects

To apply typography effects:

1
2.

Seleci-the text to which you watit to apply the effect.

In ‘the-Paragraph group, select typography effects to apply them.

¢  From the Text Direction drop-down list, select an option to change the orien-
tation of the text to vertical, stacked, or horizontal, or to rotate it in a certain
direction.

Lesson 3: Formatting Text on Slides
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e  Click the Columns button to split text on a slide into two or more columns.

Procedure Reference: Apply Text Styles
To apply text styles:
1. Select the text.

2. On the Format contextual tab, in the WordArt Styles group, select an’ option to
apply a text style.

3. If necessary, in the WordArt Styles group, click the More(buttonto view more
text style options.

e In the Applies To Selected Text section, select a-styie to-apply to the selected
text.

e In the Applies To All Text In The Shape section, select a style to apply to all
the text within a shape.
Procedure Reference: Apply Quick Styles to Texi
To apply Quick Styles to text:
1. Select the text.
2. On the Ribbon, select the Home tab.
3.  On the Home tab, in the Drawing gioup, from the Quick-Styles drop-down list,
select a text style.
Procedure Reference: Create o Buiieied or Numbered List
To create a bulleted or numbered list:
1. Place the insertion point where you want to start-the) list.

2. Insert a bullet or number.

a.  On the Home tab;-in the Paragraph group;,click the Bullets or Numbering
drop-down list.

b. In the Builets or Numbering list, select a style.
3. Type/the list item and press Entér to start the next list item.
4. Repeat step 3 antil you have entered-all the items in the list.

5. “End the list.

s On,the Home tab, in-the Paragraph group, from the Bullets or Numbering
drop-down list, select’'None.

e/ /Or, right-click and/choose Bullets or Numbering, then select None.

Procedure Reference: Crecite’/d Numbered List
To create a numbered list:
1. Place the insertion point where you want to start the list.

2. Create the numbered list.

e On the Home tab, in the Paragraph group, from the Numbering drop-down
list, select a style.
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Or, right-click the selected paragraph. Place the mouse pointer on the Num-
bering option and then choose a style.

Type the list item and press Enter to start the next list item.

Repeat step 3 until you have entered all the items in the list.

End the list.

On the Home tab, in the Paragraph group, from the Numbering drop-down
list, select None.

Or, right-click and choose Numbering—None.

Procedure Reference: Transform Paragraphs into Lists

To transform selected paragraphs into lists:

1.
2.

Select the paragraphs that will be included in the list.

Create the list.

On the Home tab, in the Paragraph group, from the Builgts drop-down list,
select a style to create a bulleted list.

On the Home tab, in the Paragraph group, from the Numbeiing drop-down
list, select a style to create a numbered list.

Or, right-click the selected paragraph, place-tiie-mouse pointer on the Bullets
or Numbering option, and then choose a style.

Procedure Reference: Format Lists

To format lists:

1.
2.

Select the list.

Display the Bullets And Numbering/dialog box.

On the Home tab, in the Paragraph-greap, from the Buliets-drop-down list,
select Bullets And Numbeiing.

Or, on the Home tab, in"the Paragraph group, from fhe:Numbering drop-
down list, select Bullets And-Numbering.

Using the Bullets And Numbering dialog box, format the list.

From the Color.drop-dowry list, select a color.

In the Size texi box, enter a value.

Click OK to close the Builets And Numbering diaiog box.

Lesson 3: Formatting Text on Slides
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AcTivity 3-3

Applying Paragraph Formats to Text

Data Files:

e Formats.pptx

Before You Begin
Navigate to the C:\084899Data\Formatting Text folder, and open the Formats.pptx file.

Scenario:

Your friend has asked you to review his presentation. As yow are reviewing it, you realize that
you can enhance the textual presentation on a few slides. You want to apply text formatting so
that the presentation is more interesting.

What You Do How You' Do It _\
1. Onslide 2, split the text into two a. \ Select slide 2 and click/before the text
columns. “Burke Properties,” hold down Shift,

and click after the text "requirements.”

b. On the Home tab,-irithe Paragraph group,
from the Calumns drop-down list, select
Two Columns. |ss

2. Onslide 3, center-align the title a. Selectsiide”3 and triple-click the title
text. text “Why A Relocation Team?”

b. —In the Paragraph group, click the Center
button.
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3. Onslide 5, add a numbered list and
format it.

Select slide 5 and click before the text
“Professional,” hold down Shift, and
click after the text “Revenue.”

In the Paragraph group, click the Num-
bering list drop-down arrow.

Select Bullets And Numbering.

In the second row, second column/select
the A,B,C numbering style.

From the Color drop-down list,\in'the
Standard Colors section;-select the Green
color.

Click OK to close the/Buliets-And Number-
ing dialog box,

4. On slide 4, change the line spacing
of the first level bullet items to
Double.

Select slide 4 and piace the insertion
point anywhere in the word “Service.”

In the Paragraph group, click the’/Dialog
Box Launcher button.

From/the Line Spacing drop-dawn list,
select-Dedble.

Click DK.

Change the line spacing of the bullet
item “Commitment’ to Double.

Change the line)spacing of the bullet
item “Guarantee” to Double.

5. Onslide 4, change the indent of the
sub-bulleted text to 2 iiiches.

Lesson 3: Formatting Text on Slides

Place thie inisertion point anywhere in
the text “Sensitive and sensible.”

Ontive Ribbon, select the View tab.
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c. In the Show/Hide group, check the Ruler
check box to display the vertical and
horizontal rulers.

v Ruler

Gridlines

Chirpns Al o =
Show/Hid

=

d. Click the bottom hali-of the lower
marker and’drag to the/2-inch mark of
the horizontal rulef.

e. Change the indent of the text in the
other twosub-bullets to 2 inches.

ral

On’the View tab, in the Show/idide group,
uncheck the Ruler checkexto hide the
vertical and horizontal riitetr

g.-—Select the Home telb.

6.

On slide 5, apply a text style to the a. Select slide 5'and click before the word
title text. “Relocation,” heid-down Shift, and click
after thesvord “Team.”

b. Select the Format contextual tab.

c. In-the WordArt Styles group, click the
More button. E|

n

In'the Applies To Selected Text section, in
the fourth row, second column, select the
Gradient Fill Accent 6, Inner Shadow
style.
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7. Onslide 5, add bullets to the list a. Click before the text “Professional,”
and format it. hold down Shift, and click after the text
“Revenue” to select the text.
b. On the Ribbon, select the Home tab.
c. In the Paragraph group, click the Bullets
list drop-down arrow.
d. From the Bullets drop-down list, seiect
Bullets And Numbering.
e. In the third row, first column, select thia
Arrow Bullets style.
f. Click the Color list drop-downh-arr'ow.
g. In the Standard Colors section, select
Red.
ﬁ Notice that aii-the bullet formats change to, red:.
h. Click OK.
8. Onslide 7, modify the indent level a. Select slide)7.
of the bulleted list.
b. Click before the text <*Saies,” hold down
Shift, and click after the text “Overseas
mai'ket” to select the-text.
¢.~.On the Home tab; inthe Paragraph group,
iick the Increase List Level button.
9. Onslide 8, decrease the indent a. On the Slides tab, select slide 8.
level of the bullets.
b. Click before the text “Sales up in 3rd
Qtr,”bold down Shift, and click after
the text “International Widget” to select
thie text.
¢:-—0n the Home tab, in the Paragraph group,

click the Decrease List Level button

Lesson 3: Formatting Text on Slides
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10. Onslide 9, change the text direc-
tion of the word “teamwork.”

a. In the left pane, on the Slides tab, select
slide 9.

b. Double-click the word “Teamwork” to
the left of the shapes to selectit.

c. In the Paragraph group, from/the\Text
Direction drop-down/list, select/Stacked.

i~

d. Click outside the slide to deselect the
text.

e. Save/the presentation as My Formats

Topric C

Option

Format Text Placeholiders

You applied paragraph formats to the textual content in your presentation. Now, you may want
to format the placeholders that hold the’text./In this topic, you wilt-format text placeholders.

A beautifully designed flower yase/will enhance the aesthetic appeal of the flowers placed in it.
Similarly, by formatting the containersthat hold text, you can improve the visual appeal of that
text. Formatting text placeholders will’enable you to énhance your presentation.

Text Placeholder Formatting Options

You can format a text-placehelder or a text box by using the Shape Fill, Shape Outline, and
Shape Effects options/ These options are desetibed/in the following table.

Description

Shape Fill

Shape Outline

Applies a background color to the text box. You
can choose from a wide range of colors. The text
will be displayed with its existing color. Therefore,
choose a shape fill that will suit the text color.

Applies a color and style to the line that marks the
boundaries of the text box. The Shape Outline
drop-down list contains the Weight and Dashes
options. Using the Weight option, you can choose
the width of the line. Using the Dashes option, you
can choose the style of the line.
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Option Description

Shape Effects Applies multidimensional effects to the text box.
The different effects available are Preset, Shadow,
Reflection, Glow, Soft Edges, Bevel, and 3-D
Rotation.

How to Format Text Placeholders and Text Boxes

Procedure Reference: Formatting Text Placeholders and Text Boxes

To format text placeholders and text boxes:
1. Select a text placeholder or text box.
2. On the Ribbon, select the Format contextual tab.

3. On the Format tab, using the Shape Styles group, format th¢ {ext placeholder.
e  From the Shape Fill drop-down list, select an option.
— Color
— Picture
— Gradient
— Texture
e  From the Shape Outline drop-down list;select one or more options.
— Color—the color of the outline only,
—  Weight—the width of the line.
— Dashes—the line style.

e In the Shape Effects drop-down'list, place the mouse pointer-over one of the
following option galleries and-choose-an effect.

— Preset

— Shadow
— Reflection
—  Glow

— Soft Edges
— Bevel

— 3-D' Rotdtior

Lesson 3: Formatting Text on Slides
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Activity 3-4

Formatting Text Placeholders and Text Boxes

Before You Begin
The My Formats.pptx file is open.

Scenario:

While viewing your presentation, you realize that the first slide is not appealing. You want to
format the containers that hold text on the first slide so that you can improve,the visual appeal

of the text within them.

What You Do

How You _Qo_lt

1.  Onslide 1, format the placeholder
that contains the text “Burke Prop-
erties Introduces.”

a.

b.

Orni stide 1, click after the letter “B” in
the text "“Burke.”

Qn-the border of the text-piacehglder,
clicl the top-left sizing handle to select
the text placeholder:

On the Ribbon,/select the Format contex-
tual tab.

In the Shape Styles group, from the Shape
Fill drop-dawn list, in the first row, ninth
column;. select Tan, Accent 5.

In"the Shape Styles group, from the Shape
Outline drop-down list, in the Standard
Calors section, in the sixth column, select
the Green color.

In the Shape Styles group, in the Shape
Effects drop-down list, place the mouse
pointer over the Glow option.

In the displayed gallery, in the Glow
Variations section, in the first row, second
column, select Accent Color 2, 5 pt
Glow.
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2. Onslide 1, format the placeholder a. Select the placeholder that holds the
that contains the text “Our New text “Our New Relocation Team.”
Relocation Team.”

b. In the Shape Styles group, from the Shape
Fill drop-down list, in the Standard Colors
section, select the Light Green color.

c. From the Shape Outline drop-down tist,-in
the Standard Colors section, select the
Dark Red color.

d. Save the presentation and close the fiie.

Lesson 3 Follow-up

In this lesson, you formatted text on slides. Doing so will allow you tomake your slides easier,
to read, and it gives you the ability to add emphasis to specific areas of\a slide.

1. When you create presentations in your environment, what type of text formatting do
you think you will use most often? Why?

2. Are there any formatting techniques you find especia!ly intriguing? Which would you
use in a presentation?
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Adding Graphical Objecis
to a Presentation

In this lesson, you will add graphical objects to a presentation.
You will:

e Insert clip art and a picture into a presentation.

e  Draw lines and shapes on a PowerPoint slide.

e Insert WordArt on the slide.

Lesson 4: Adding Graphical Objects to a Presentation 81
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Infroduction

Formatting text on slides is only the first step to creating a dynamic presentation. Adding
graphical objects to your slides will reinforce the text and engage your audience: Ii-this lesson,
you will learn how to add graphical objects to a presentation.

By adding graphical objects, you can create a more engaging presentation. Carefuily inserting
graphical objects will illustrate difficult concepts and help your audience understand thie text of
your presentation. By emphasizing key points through graphical objects, you can _help/focus
your audience on your essential points.

Topric A

Insert Clip Art and Pictures

During an oral presentation, your audience will riot have thie luxury of reviewing ranaterial in
depth, so using clip art and pictures will allow youi-to-communicate more immediately. In gen-
eral, presentations require the interaction of text and graphical elements to engage, the
audience. Once you’ve created the text for/yeur slides, you need to concentrate-en adding clip
art and pictures. In this topic, you will add clip_art-and a picture to your/presentation.

Placing clip art and pictures will not only be more entertaining for /our audience; it will also
help you focus attention on key points and illustrate difficult concepts. Your use of pictures
will help keep your audience engaged by-preventing information overicad.

Clip Art

Clip art is graphic images in o digital format you can inseri-into a presentation. A collection of
clip art is available in the Clip Ari-galiery. In addition fe-piciures, the Clip Art gallery also
contains photographs, movies;-and sounds. The Clip Art gailery is searchable by keyword to
help locate a specific picture quickly. If you are not-able to locate the clip you need in the Clip
Art gallery, there are thousands of clip art files availabie on the Microsoft website.

Drawings

)

Figure 4-1: Clip art.
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How to Insert Clip Art and a Picture

Procedure Reference: Insert Clip Art

To insert clip art:

1.
2.
3.

6.
7.

On the Ribbon, select the Insert tab.
In the Illustrations group, click Clip Art.

In the Clip Art task pane, search for an image.

e In the Search For text box, type a search word that best describes the/inage.

e  Or, from the Search In drop-down list, select a category to search in:
Click Go.

If necessary, in the Microsoft Clip Organizer dialog box, click Yes io include the
additional clip art images from Microsoft Office Online.

From the displayed results, select the image you want to insgrt.

If necessary, drag the image to position it on the slide:

Procedure Reference: Insert a Picture

To insert a picture:

1.

2
3.
4

On the Ribbon, select the Insert tab.
In the Illustrations group, click Picture.
In the Insert Picture dialog box, navigate to' the' folder that contains the image.

Insert the image.
e Double-click the file name of the picture to insert it in yotr presentation.

e Or, select the picture and click Insert.

If necessary, drag the image to  position it on the slide.

Lesson 4: Adding Graphical Objects to a Presentation
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AcTivity 4-1

Inserting Clip Art and a Picture

Data Files:
e Insert Object.pptx

e Susan Johnson.jpg

Before You Begin

Navigate to the C:\084899Data\Adding Graphics folder, and open/the/Jasert Object.pptx file.

Scenario:

Your company’s financial consultant has provided you with’the company’s current financial
status. As part of finalizing the financial presentation yoa-have creatéd, you have decided to
add a few final touches. You would like to add the financial/consultant’s photo onslide 1 of
the presentation. Also, you want to add a visual elemerit on slide 4 to make the slide more

appealing.

What You Do

1. Insert a business theme clip art
image onto slide 4.

How You Do It

a.

On slide 4, click'the Ciick To Add Text
placeholder text.

Select the fnsert tab.
In the Illustrations group, click Clip Art.

In the Clip Art task pane, click in the
Search For text box, type board meeting
and then click Go.

If necessary, in the Microsoft Clip Orga-
nizer dialog box, click Yes to include
additional clip art images from Microsoft
Office Online.

From the displayed clip art images, in the
first row, select the first image.

Close the Clip Art task pane.
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2. Onslide 1, insert the financial con-
sultant’s image under her name.

In the left pane, on the Slides tab, select
slide 1.

Select the Insert tab.

In the Illustrations group, click Picture.

In the Insert Picture dialog box, navigate
to the C:\084899Data\Adding Graphics
folder.

Select the susan johnson.jpgfiie and
click Insert.

Drag the image to the léwer-right part of
the slide, below the text “Susan
Johnson.”

Save the presentation as My Insert
Object and close the Tile.

Toric B

Draw Shapes

After adding clip art images and pictures, you may still need to focus your audience’s attention
even further. You may want to emphasize-a particular area of a slide(by adding lines and
shapes. In this topic, you will draw lines-and shapes on a slide.

Lines and shapes can help to add emphasis or |draw attention to-a-particular area of a slide. By
working with the lines and shapes._that are available in PowerPoint;-you can quickly add these
elements to your slides, adding,<olor and visual effects to further engage your audience.

Shapes

Definition:

Shapes are simple geometric objects that aire¢ pre-created by PowerPoint and can be
modified and-used as.building blocks withiin-a presentation. The basic component of a
shape is(a line/that forms an outline of that particular shape. A shape can contain text
or_can appeat without it. It can aiso-be filled with color and the outline of the shape
can be given-a-different style and coiet. Visual effects can be applied to shapes to

into/groups such as Lines, Rectangles, Basic Shapes, Block Arrows, Equation Shapes,
Filow~Chart, Stars And Banners, Callouts, and Action Buttons.

Lesson 4: Adding Graphical Objects to a Presentation
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Example:

Curved Arrow

Thick Lined Wiidth

Dashed Line
Customized Start And End Points

Categories of Shapes

Triangle
»#—— Gradient Colors
( Shadow Effect
\,\

The following table describes the different:categories of shapes.

Shape Category

Examples of Availabi¢ Shiapes

Lines

Rectangles

Basic Shapes

Block Arrows

Equation Shapes

Flow Chart

Stars /And Banners

Callouts

Action Buttons

Line, Double Arrow, Elbow Connector, and
Elbow Arrow Connector.

Rectangle, Rounded Rectangle, and Snip
Single Correr-Rectangle.

Different/types of polygonal shapes including
Oval;-Parallelogram, Trapezoid, Diamond, and
Regular-Pentagon.

Righi-Arrow, Left Arrow, Up Arrow, and
Down Arrow.

Diiferent types of shapes designed in the form
of ’nathematical symbols including Plus,
Minus, Multiply, Division, Equal, and Not
Equal.

Different types of shapes that can be used to

create a flowchart including Process, Alternate
Process, Decision, Data, and Display.

Different types of stars including 4-Point Star,
5-Point Star, 6-Point Star, and 7-Point Star.

Rectangular Callout, Rounded Rectangular
Callout, Oval Callout, Cloud Callout, and Line
Callout.

Back, Forward, Beginning, and End.
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Drawing Tools

The contextual Drawing Tools section provides commands that enable you to insert various
shapes, apply shape effects and styles, and fill them with color. The commands in the Arrange
group enable you to arrange the various shapes on a slide. You can change the size of the

shape after you insert it on the slide.

SN LS 7. ~| $8shapeFill - A, A -
AlLLpd 0o - Abc B n - | [ shape Outline - 1.%_ & -
] F s = | ) Shape Effects = Quick g

Styles +

Insert Shapes Shape Styles = | [ WardArt Styles =

Figure 4-2: Drawing tools.

How to Draw Shapes

Procedure Reference: Create Shapes

To create shapes on a slide:
1.  On the Ribbon, select the Home tab.

2. In the Drawing group, select a shape.

|Lv
=

a £l
L?'lé Selection Pane Sk~

Arrange

Bl

Size
o

3. If necessary, in the Shapes group, click the More-hution-and\then, from the dis-

played categories of shapes, select the shape.

4. Create the shape in the Slide pane.

e In the Slide pane, point the cross hair niouse, pointer to the upper-left-coiner
of the area where you want to draw the shiape;‘and then drag diagonally
down to the right to create the shape with' the/size you want.

e  Or, click anywhere on the slide to-piace the default-sized shape.

Procedure Reference: Apply Shape Styles to-Shcipes
To apply styles to shapes:

1. On a slide with a shape, select.the shape to which you want to apply the style.

2. On the Ribbon, select the-Format contextual tab.

3. In the Shape Styles group; ¢lick/the More button to view more shape style

options.

4. Select the style that you-want to apply to the shape!

5. If necessary, in the¢ Shape Styles group, fromthe Shape Outline drop-down list,

select No Ouiline/to rernove the border/from-the shape.

Applying Shape Styies to Shapes

You can also-choose-a text style for the textembedded in the shape. This can be done
by selecting the shape and choosing a styie from the Shape Style gallery found on the

Format centéxtual/tab.

Remoyving Boideis from Shapes

Using the No Outline option in the Shape Outline drop-down list, you can remove the

bordets. from a shape.

Lesson 4: Adding Graphical Objects to a Presentation
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AcTiviTy 4-2

Drawing Shapes on a Slide

Data Files:
e Shapes.pptx

Before You Begin

Navigate to the C:\084899Data\Adding Graphics folder, and open the Shapes.pptx file.

Scenario:

You have added some photographs to your presentation. Now; you want to add labels and

enhance the visual appeal of the photos.

What You Do

How/You'Do it

1. Onslide 2, add a label to the
photograph.

av_Select stide 2.

h. ‘Select the View tab.

¢._In the Show/Hide greup, check the Ruler
check box.

d. Select the-‘Home tab.

e. In the Drawing group, click Shapes.

f. In the-Shapes drop-down list, in the Rect-
angles section, select Rounded
Rectangle.

Ractangles

777 I N

g. Click in the space above the photograph
and drag to create a rounded rectangle
shape.

h. Type Susan Johnson
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2. Apply a shape style to the label. a. On the Home tab, in the Drawing group,
click Quick Styles.

ﬁ Be sure the shape is selected before you
perform the next step. b. In the Shape Quick Styles drop-down list,
in the third row, third column, select
Light 1 Outline - Colored Fill Accent - 2.

3. Onslide 3, remove the border from a. In the left pane, on the Slides tab, select
the shape. slide 3.

b. Select the William Franklin label.

c. In the Shape Styles group, from thie’Shape
Outline drop-down list, select No‘Qutiine
to remove the border.

d. Save the presentation as My Shapes and
close the file.

Topric C

Insert WordArt

After adding lines and shapes to your presentation,.you may find that you-find your presenta-
tion needs to be more dynamic. You could then add-visual emphasis to the-text itself. In this
topic, you will add WordArt to a slide.

To create effective presentations, you need-to-judge your audience—they may require a flashier
or more playful presentation style to be fully engaged. By adding-WordAft, you can create
graphics that appeal to your audience/ By mauipulating the text’s style, you can also shape a
playful mood to help overcome any distance /between you and yout-aadience.

WordArt

Definition:
WordArt is ‘a_t€xt style thiat’you can apply to’text, to turn it into an editable piece of art.
You can select-a WordArt style from the/WordArt gallery. Then, you can either apply
WordArt to tie-existing text or insert-the WordArt object and type the text. WordArt
enables you to create shadowed, skewed; rotated, and stretched text, as well as text
within predéfined shapes. WordAdt styles can be combined with any font to design
some_amazing graphic effects.

Lesson 4: Adding Graphical Objects to a Presentation
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Example:

Fill - None
Owtline — Accent 2

LG

Fill - White | ) "
[ Ay Fi
Gradient Guthne — Accent 1 [é'\ ™y A o\
A Gradient Fill —Accent 4
A A A A A o Reflection

Figure 4-3: WordArt.

How to Insert WordAri

Procedure Reference: Insert WordArt
To insert WordArt:
1.  On the Ribbon, select the Inseristab.
2. In the Text group, click WordArt.
3. Select a style form the WordArt gallery.
4. If necessary, on the Ribbon,/s¢lect the Format contextual tab and in the WordArt

Styles group, from the Text/Effects drop-down list, select effects for the WordArt.

Procedure Reference: Apply Quick Styles to WordArt
To apply Quick Styles to WordArt:
1. Select the WordArt-object.
2.  On the Ribbon; select the Format tab!
3. In the WordArt Styles group, sglect one of the three WordArt Styles displayed, or

click! the’ More Jbutton to select from a/variety of styles.

Procedure/Reference: Change a WoidArt Shape
To chiange.a-WordArt shape:
1, / Select the WordArt object.
2. On’the Ribbon, select the/Format tab.

3.~ In the Shape Stylesigroup, select one of the three Shape Styles displayed, or click
the More buiten-to select from a variety of shapes.
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AcTiviTty 4-3

Adding WordArt to a Slide

Data Files:
e Wordart.pptx

Before You Begin

Navigate to the C:\084899Data\Adding Graphics folder, and open the Wordart.pptx file.

Scenario:

Your colleague has won the employee of the month award. You are creating,a presentation to
congratulate him; however, the text in the presentation is very plain. You want.to-add some

different effects to the text.

What You Do

How You Do It

1. Replace the title with a title cre-
ated using WordArt.

On slide 1, in the'title,click before the
word “Cengratulations!;” hold down
Shift, and click arter exclamation point
to select the text.

Press Pelete.

Click the border around the titie’box
and press’Delete to select/and delete the
title-placeholder.

On-the Ribbon, select the Insert tab.

In the Text group, from the WordArt gal-
lery, in the first-row, second column,
select Fili- None, Outline - Accent 2.

™ =
/A r{a‘\

a4 4 R

Type Congratulations!

g. Click outside the slide to deselect it.

Lesson 4: Adding Graphical Objects to a Presentation
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2. Apply the Shadow effect. a. Triple-click the word *“Congratulations!”
to select the title text.

b. On the Format contextual tab, in the
WordArt Styles group, in the Text Effects
drop-down list, place the’mouse pointer
over the Shadow option.

c. In the displayed gallery,-in the Outer sec-
tion, in the second/row, first column,
select the Offset Right shadow effect.

d. Click outside the'text box to verify that
the effect was applied.

e. Save the presentation as My Word Art
and close the file.

Lesson 4 Follow-up

In this lesson, you added graphical objects to a presentation. By using graphical objects, you
will be able to get your message acrgss 1o the audience in a more concise and effective manner
than by using just text.

1.  When would you prefer to use ciip_art-on a slide? A phiotcgraph? A simple shape?

2. Which shapes will you use-most-often in your environment and what will you use them
for?
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L ESSON 5 ason i
Modifying Objects

In this lesson, you will modify objects on slides.

You will:

e  Work with objects on a slide.

e  Change the orientation of an object on the screen.
e  Format objects on a slide.

e  Group and ungroup objects on a slide.

e  Arrange objects on the slide.
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Infroduction

After inserting graphical objects on a PowerPoint slide, you may want to change their appear-
ance on the screen. In this lesson, you will learn how to modify objects on the sereen.

Imagine a slide in which the objects are placed in inappropriate places and are of-unegual
sizes. This would clutter the slide and not convey information clearly to the audience.-By
modifying the size of the objects and placing them in appropriate positions, you/can convey
the information clearly and accurately to the audience.

Toric A
Work with Objects

After inserting graphical objects, you may need to resize them, chiange their appearance, or
make other modifications to these objects. In thistopicy you will work with objects.

Objects should not distract from a presentation’s ideas. If anobject on a slidg-is-too iarge or
small, you can resize the object to improve its visibility ‘er establish its relative irnportance. By
altering the size of objects, you can avoid‘preblems-with file size and mereeasily share and
distribute your presentation electronically.

Object Selection

Before you can modify any object, the object must be selected.“By. selecting the object, it
becomes active and sizing and rotation handlés are displayed around the object border. There
are several methods you can use-iu select an object and you'can select more than one object at
a time.

Rotaiiodn Hantllﬂ

2

[

4

Solid line
-— indicatiing ohject
is selected

Sizing Handles I

Figure 5-1:-A'sélected object.
Select Drop-Down List:Qpticns

The Select drop<dgewn-iist, located on the Home tab, provides three options for select-
ing objects. Thése options are described in the following table.

Option Description
Select All Selects all the objects on the slide.
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Option Description
Select Objects Selects a single object on the slide.
Selection Pane A list of all the objects on a single slide.

When you select an item in the list, the corre-
sponding object is selected on the slide.

Picture Tools

The new contextual Picture Tools section provides commands that enable you to modify and
enhance a picture. It adds the Format contextual tab to your PowerPoint environment, which
contains the Adjust, Picture Styles, Arrange, and Size groups. Picture formatting cornmands
such as Picture Shape, Picture Border, and Picture Effects are included withinthese groups.

Ficture Toah

Farmat

Figure 5-2: Picture Tools Format contextual tab.

The following table describes the groups of commands found on the Format contextuzj-tab.

Group Description

Adjust Fine-tune the-color, brightness, and-contrast of an
object.

Picture Styles Format the overall appearance of the picture
includiitgthe shape, outline;-border, and special
effects.

Arrange Move the object on thg slide in relation to other
objects or text.

Size Increase or deci¢ase the)size, rotate, and crop the
object.

Object Scaling

Scaling is the process_of adjusting’the size of an object s height and width proportionately. In
the Size And Position dialog box; there are severai-opticns to finely adjust the scale of the
object.

Lesson 5: Modifying Objects
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Figure 5-3: The Size And Position dialog box.

Scale Options
The following table describes the available scale-options.

Scale Option pescription

Lock Aspect Ratio Automiatically adjusts the widtly'percentage

when you change the fieight percentage or
vice versa.

Relative To Original Picture Size Adjusts the picture based on the original width

and height size ratio.

Best Scale For Slide Show Adjusts the picture based on the resolution of

the screen that-wiil be used to display the
slide show.

Image Compression

Image compression is_a technique you can use to reduce the file size of an image inserted on a
slide. Compressing an jmage does not change'the physical appearance of the image on the
slide. PowerPoint| presentations with a large number of graphics can become very large and
when you reduce the file-size of images, the overall file size of your presentation becomes sig-
nificantly smaller. A smaller presentation/file’size can be useful when sending presentations via
email or other electronic methods.

How t& Work with Obiects

Procedure Reference: Selecit Objects on a Slide
To select objects-on a slide:
1. Select the-objects on the slide.
e  Select the-objects manually.
— To select a single object, click that object.

— To select more than one object, hold down Shift and click the objects.
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— Hold down Ctrl and drag a selection marquee around the objects to
select multiple objects.

— Press Ctrl+A to select all the objects on the slide.

e On the Home tab, in the Editing group, from the Select drop-down list, select
an option.

— Select the Select All option to select all the objects on the slide for any
formatting.

— Select the Select Objects option to select only the specific objects on the
slide for any formatting.

— Select the Selection Pane option to display the Selection And Visibility
pane, which displays a list of objects on the slide.

Procedure Reference: Resize an Object

To resize an object:

1. On a slide, select the object. Observe that sizing handles appedr on the,selected
object.

2. Resize the object.
e  Resize the object manually.

— Drag a sizing handle toward the center-of-the object to reduce the size
of the object.

— Drag a sizing handle away from the center of the¢ object to enlaige the
object.

— Hold down Ctrl while dragging the sizing handle to keep the'center of
the object in the same place.

— Hold Shift and drag the sizirng handle to maintain the-original propor-
tions of the object while resizing.

— Hold down both Ctrl and Shift while dragging the sizing handle to
maintain both the original.proportions and the center of the object.

e  Resize the object using the commands on the Forniat contextual tab.
a. On the Ribbony sclect the Format contextizal tab.
b. In the Size group/ fesize the height and width of the object.

— In the Shape-Height text box, select the existing value and type a
height for the object.

— Jn-the,Shape Width text box/ select the existing value and type a
width for the object.

e  Resize the obiectusing the Size And/Position dialog box.

a. “~/On the Format contextual (taby in the Size group, click the Dialog Box
Launcher button to open-the Size And Position dialog box.

b. //Inithe Size And Rofate)section, in the Height text box, select the exist-
ing/value and type a li¢ight for the object.

c. In the Size And Rotate section, in the Width text box, select the existing
value and type a width for the object.

d. Click Close to close the Size And Position dialog box.
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Procedure Reference: Scale an Object

To scale an object:

1.

5.

On a slide, select the object you want to scale. Observe that sizing handles appear
on the object.

On the Ribbon, select the Format contextual tab.

On the Format contextual tab, in the Size group, click theé Dialog Box Launcher
button to open the Size And Position dialog box.

Adjust the scale of the object.

e In the Scale section, in the Height text box, double-click the existing value
and specify the object’s height.

e In the Scale section, in the Width text box, doublé-click the existing value
and specify the object’s width.

e  If necessary, check the Lock Aspect Ratio check bex to change the height
and the width of the object in unison,

e  If necessary, check the Relative To Original Ficture Size check box to change
the size of the object as a percentage of its original size.

e  If necessary, check the Best Scale For Slide Show check box and then select
a resolution so that the size-of the ‘object’will be adjusted to-suit a slide
show.

Click Close to close the Size And Position dialog box;

Procedure Reference: Compress-an Image

To compress an image:

1.
2.
3.

Select the picture that’you want to compress.

On the Format contextual tab, in the Adjust-greup; click Compress Pictures.

In the Compress Rictures dialog box, check the Apply To Selected Pictures Only
check box to apply-the compression setiings only to the selected images.

If necessary, in the Compress Pictures-dialog box, click Options and modify the
compfession’ settings.

a. Inthe Compression Settings dialog box, in the Compression Options section,
set-the options to compress the image.

e  Check the Automatically Perform Basic Compression On Save check
box to save théCompressed version of the image. This option applies
only to the current/presentation that is open.

e Check the Déiete’Cropped Areas Of Picture check box to reduce the file
size by remoyving the cropped areas from the picture.

b. In the Target Ouiput section, set the target output.

e  Seleet Print (220 ppi): Excellent Quality On Most Printers And Screens
tasave the output for print.

e  Select Screen (150 ppi): Good For Web Pages And Projectors to save
the output for web.

e Or, select E-mail (96 ppi): Minimize Document Size For Sharing to save
the output for sending through email.
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5. In the Compression Settings dialog box, click OK to apply the compression set-
tings and close it.

6. In the Compress Pictures dialog box, click OK to close the dialog box.

ActiviTy 5-1

Working with Objects

Data Files:
e  Work with Objects.pptx

e Financial Overview.pptx

Before You Begin

Navigate to the C:\084899Data\Modifying Objects folder, and open the Work with-Objects.pptx
file.

Scenario:

You are finalizing an already existing presentation before presenting it. You notice that the pro-
cess diagram in the presentation is incomplete and you plan to-add appropriate shapes to
complete it. The images in the presentation are too big and you feel that they may increase the
file size. Therefore, you decide to modify those images. You also decide to reuse the clip art
on slide 5 in one of your presentations.

Lesson 5: Modifying Objects
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What You Do

How You Do It

1.

On slide 1, compress the picture to a.

suit the printer settings.

Click the Susan Johnson picture to select
it.

b. On the Ribbon, select thé Format centex-
tual tab.

c. In the Adjust group, click.Compress
Pictures. :_.{ Comprdss Pictures !

d. In the Compress-Pictures dialog box,
check the Apply/'Tc Selected Pictures
Only check box.

e. Click Optiens-to launch the Compression
Settings dialog box.

iv._In the Target Output sectich; select the
Email (96 ppi): Minimize Document Size
For Sharing option.

g._ In the Compression Settings dialog box,
click OK.

h. In the Compress Pictures dialog box, click
OK.

2. Onslide 4, resize the Development a. Selectslide’4.
text box to match the size of the
Design text box. b. Clickthe border of the Development
text box to select it.
 —
Development
i i

c. Verify that the sizing handles appear
around the selected text box.

d. Drag the bottom-center sizing handle

down half an inch to visually match the
size of the Design text box.
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3. Duplicate the Design text box. a. Right-click the boundary of the Design
text box and choose Copy.
b. Right-click in the empty space below the
Design text box and choose Paste.

4. Move the new Design text box to a. Click and drag the new Design text box
the right of the Development text to place it to the right of the arrow next
box and rename it. to the Development text box.

b. If necessary, click and drag the Design
text box again to fine-tune its placement.

c. In the new Design text box; doubie-click
the text “Design” to setect.it.

d. Type Marketing

e. Click outside the slide to deselect the
text.

5. Onslide 5, adjust the scale of the a. In the left-pane, on-the Slides tab, select
Business clip art object to 15 slide 5.
percent.

b. Select-th= Business clip art object:

c. _On theRibbon, select the Fermat contex-
tual tab.

d.-Inthe Size group, click-the Dialog Box
Launcher button to oper’the Size And
Position dialog box:

€. In the Scale section, in the Height text
box, triple-click/the text to select it.

f. Type 15

g. Press'Tab to move to the Width text box.

b

Verify that the value of the object’s
width automatically changes to 15%.

In the Size And Position dialog box, click
Close to close it.
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6.

Add the newly scaled Business clip
art object to slide 5 of the financial
overview.pptx presentation.

o

va

Right-click the Business clip art object
and choose Copy.

Click the Office button and choose
Open.

If necessary, in the Open dialog box, navi-
gate to the C:\0848929Data\Modifying
Objects folder.

In the Open dialog-box, select the
financial overview.pptx file and click
Open.

In the, left pane;-on the Slides tab, select
slide 5.

In the/Click-To Add Text placeholder,
right-click, and from the shortcut menu,
choose Paste.

Save the presentation-as My, Financial
Overview and clcse the'rile.

Save the work with’objects.pptx file as
My Work with Objects and close the file.

ToricB -

Change Object Crientation

Altering the‘characteristics of an object wili/itnprove the quality of your presentation. But you
may also need te change an object’s perspective by rotating the object at a specific angle to
suit your sfeguirements. In this topic,(yor-will change the orientation of an object.

When working with graphic objects;an’image may not suit your purposes completely. You
may 4ind, fer example, that the arrows/in a process flowchart you have created are not pointing
in the-correct direction or that a/liand points the wrong way. By changing the direction of your
images, you can alter graphics to-meet your needs and ensure the accuracy of the content.

Microsoft® Office PowerPoint® 2007 - Level 1 (Second Edition)



Orientation

Orientation, or rotation, is the angle at which an object appears on a slide. It is measured in
degrees from 0 to 360. When you select an object, a rotation handle in the form of a circle
appears along with the sizing handles. You can drag the rotation handle in a circular motion to
change the orientation of the object. If you hold down Shift while dragging the rotation handle,
you can restrict the rotation of the object to 15-degree increments.

Object rotated
to the right

Figure 5-4: Selected object rotated to the right 90 degrees.

You can also change the orientation of an object by using the options in 'the/Rotate drop-down
list on the Format contextual tab. These options are described in the-following-table.

Option Description

Rotate Right 90° Rotates the object to-its-right by an angle of 90
degrees.

Rotate Left 90° Rotates/the-gbject to its left by an angle of $G
degrees.

Flip Vertical Vertically reverses the object.

Flip Horizontal Horizontally reverses the objéct.

More Rotation Options Rotates the object by the angle-you specify. When

you-click’this button, the SizeAnd Position dialog
box is launched. In the Size And Position dialog
box,,in the Size And Rotate, group, in the Rotation
spin box, you can specify the degree of rotation.

How to Change Object Orientcaiion

A~

Procedure Reference: Change Cbject Orientation

To change object ori¢ntation:

1. In the left pane, on the Slides tab, sg¢iect the slide that contains the object whose
orientation you want to change.

2. Select thie’object you want to/rotate.

3. Reotate the0bject.
¢/ |_Rotate the object using the rotation handles.

— Drag the rotation handle in the required direction to display the object at
an angle.
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— Hold down Shift and drag the rotation handle in the correct direction.
This will constrain the rotation of the object to 15-degree increments.

e  Rotate the object using the options available in the Rotate drap-down list.
a. On the Ribbon, select the Format contextual tab.

b. In the Arrange group, from the Rotate drop-down list, select the required
rotation option.

e Or, rotate the object using the Size And Position diaiog box.

a.  On the Format contextual tab, click the Dialog Box Launcher button to
launch the Size And Position dialog box.

b. In the Size And Rotate section, double-click-in-the-Retation text box
and type a value.

c. Click Close to close the Size And Position didlog/box.

AcTiviTy 5-2

Changing Object Orientation

Data Files:
e Object Orientation.pptx

Before You Begin

Navigate to the C:\084899Data\Modifying/Objects folder, and gpen the Object Orientation.pptx
file.

Scenario:

Your colleague wants you to checiethe financial presemtation lic has made. During your review,
you notice that the process-flow arrows in the flowchart oinslide 5 are not facing the correct
object in the correct direction. Alse, on slide 6, two-of the process flow arrows in the new
development process are-facing the wrong directicn. You want to change the direction of the
arrows so that the process fiow;is depicted correctly:
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What You Do

How You Do It

1. Onslide 5, rotate the three-phase
development process flow arrows to
a horizontal position.

In the left pane, on the Slides tab, select
slide 5.

Click the first arrow object that is
between the Design and Development text
boxes to select it.

Hold down Shift and drag the rotation
handle clockwise to rotate the arraw'to
face the Development box.

Click the second arrow object that is
between the Developmeént .and Marketing
text boxes to select it.

On the Ribbon, select thie' Format contex-
tual tab.

In the Arrange group, from the Rotate
drop-dewn list;-select Rotate Right 90°
to change the direction of the arrow.

Lesson 5: Modifying Objects
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2.

On slide 6, rotate the two arrows in
the New Product Development Pro-
cess to the correct position.

7

U

In the left pane, on the Slides tab, scroll
down and select slide 6.

Select the arrow object that is-between
the Marketing and Quality Analysis text
boxes to select it.

On the Ribbon, select the Format contex-
tual tab.

In the Arrange group;-from the Rotate
drop-down list, select.Fiip Horizontal to
change the/direction\of the arrow.

Click the arrow object that is between
the Devetopment and Quality Analysis text
boxes to select/it.

On the Format contextual tab, in the Size
group,-click the Dialog Box Launcher
button to launch the Size And Position
dialog box.

In the Size And/Rotate section, in the
Rotation text bax, triple-click and type
180

Click Clgse-to close the Size And Position
dialog box.

Save the presentation as My Object Ori-
entation and close the file.
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Toric C

Format Objects

After manipulating the size and the orientation of an object, you may still sense that something
is missing—the object may be the wrong color, require shadows or 3-D effects, or need
arrowpoints at the end of a line. In this topic, you will format objects on a slide.

At times, your graphical objects may not fit well with your existing color scheme or they. may
lack visual interest. You may be tempted to scrap them, but they might be integral to the mes-
sage you are trying to convey. By formatting objects, you can make minor alterations-that, will
significantly improve their appearance. In such instances, you can format the graphics by add-
ing color and other visual effects to improve the look and feel of the presentation.

Object Formatting Options

The Format Shape dialog box provides various options to format an objeci. The options that
are available are determined by the type of object you are formatting.-The formatting options
are described in the following table.

Formatting Option Description

Fill Change the fill color of*dn object. .

Line Change the line color of an object.

Line Style Change the/line ‘styles of an object. It‘also allows
you to add‘an afrOw to a line.

Shadow Apply a shadow to an object.

3-D Format Apply a three-dimensional effect to-an object.

3-D Rotation Change the orientation and petspective of an
object.

Text Box Modify the text layout(within a text box. This

aption is enabled only.ifiii¢ selected object is a
shape or a text/tiox.

The Set Transparent Color Option

The Set Transparent.Color option €¢nables you to make-any-one color in a picture transparent.
The Recolor drop-dowmlist, i th€ Adjust group on'the Ffermat contextual tab, contains the Set
Transparent Color option. When you select the Sgt-Transparent Color option, a small arrow
appears at the edge of the.miouse pointer. If you 'click a particular color in the picture, that
color is made trangpaierit. You can use this eption to remove the background of a picture.
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1.
2.
3.

2
3.

To format a shape:

How to Format Objects

Procedure Reference: Format a Shape

Select the object.

On the Ribbon, select the Format contextual tab.

Format the shape.

e  Format the shape using the commands in the Shape  Styles group.

— In the Shape Styles group, click the More butten, and-from the Shape
Style gallery, choose a Shape Style theme!.

— From the Shape Fill drop-down list, select.a’coloyr'to change the fill
color of the object.

— From the Shape Outline drop-down list, seiect/the color, line style, and
width of the line that marks the /boundaries. of the object.

— From the Shape Effects drop-down/list, select a visual shape effect.

e  Format the shape using the Format Shape-dialog box.

a.  Click the Dialog Box Launcher button to launch the Hormat Shape dia-
log box.

b. Apply a format to the shape.

In the left pane, select Fill, and in the right pane, select an option
to fill the shape with color or no color.

In the left'pane, select Line, and in the right pane, select an option
for filling the-line/with color.

In the left pane, select Line Style;-and/in the right pane, select the
line width, line types, and se-on.

in-the feftpane, select Shadow;-and in the right pane, select a pre-
set;-set the transparency.-and so on.

In the left pane, select'3-D Format, and in the right pane, select a

bevel, depth, and s0 on:

In the left pane, seiect 3-D Rotation, and in the right pane, select a
rotation preset, custoniize rotation angles, and so on.

In the left parie//s¢lect Text Box, and in the right pane, select text
layout, AutoFit;-and internal margin options.

Procedure/Reference: Formaf o Picture

To forinat a picture:

Select the picture.

On the Ribborn, seléct the Format contextual tab.

In the Adjust-group, modify the brightness of the picture.

e  From the Brightness drop-down list, select a brightness option for the image.

e Or, in the Picture Styles group, click the Dialog Box Launcher button to
launch the Format Picture dialog box.
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— In the Format Picture dialog box, in the left pane, Picture is selected by
default. In the right pane, move the Brightness slider to a specific level.

— Or, in the Brightness text box, type a value to alter the brightness.

e  C(Click Close to close the Format Picture dialog box.

4. In the Adjust group, modify the contrast of the picture.
e  From the Contrast drop-down list, select a contrast option for the image.

e Or, in the Picture Styles group, click the Dialog Box Launcher button to
launch the Format Picture dialog box.

— In the Format Picture dialog box, in the left pane, Picture is selected by
default. In the right pane, move the Contrast slider to a specific ievel.

— Or, in the Contrast text box, type a value to alter the brightness,

e  Click Close to close the Format Picture dialog box.

Procedure Reference: Set Transparent Color to an Object

To set transparent color to an object:
1.  On the Ribbon, select the Format contextual tab.

2. In the Adjust group, from the Recolor drop-down list, select Set-Transparent
Color.

3. Click a color in the image to make that color transparent.

AcTiviTy 5-3

Formatting Objects on a Slide

Data Files:
e Format Objects.pptx

Before You Begin

Navigate to the C:\084899Data\Modifying Objects folder, and open the Format Objects.pptx
file.

Scenario:

In the presentation you are/presently working on, you feel that the process flowchart on slide 6
could be made more.visuelly presentable. Also, you want to/change the visual effect of the text
and the brightness level of the-Finance clip art object on)siide 4.
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What You Do

How You Do It

1.  Onslide 1, apply the Warp text
effect format to the WordArt
object.

a. On the slide, triple-click the text “2007
Financial Overview” to setect. it.

b. On the Ribbon, select the Format centex-
tual tab.

c. In the WordArt Styles group, from the
More drop-down list, in the Applies To
Selected Text sectien, in the fourth row,
first column, select-Gradient Fill - Accent
1, Outline / White, Glow - Accent 2 to
change the WoidArt style.

d. In theeWordArt Styles group, in the Text
Effects drop-down list, place the mouse
?a_)inter over. the Transform option.

e \Inthe displayed gallerv,(in the Warp sec-
tion, in the fifth row, secord column,
seiect Wave 2.

abcde  Abcae .:.ihcdﬁ abcde
abcde | abcdeabgde abede

abcde abede abede abede
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2. Onslide 4, change the brightness
level of the Finance clip art object
to 1 and the contrast level to 2.

In the left pane, on the Slides tab, select
slide 4.

On the slide, click the Finance clip art
object to select it.

On the Ribbon, select the Format contex-
tual tab.

In the Picture Styles group, click the Dia-
log Box Launcher button to launch the
Format Picture dialog box.

In the Format Picture djaleg box, 4n_the
left pane, verify that the Ricture option
is selected.

In the right pane, in the Brightness text
box, triple-click and type 7

In the Contrast text boxy triple-click and
type 2

Click Close.

3. Remove the background of the clip
art object.

b,

On(the Format contextual tabZin the
Adiust group, from the Recolor-dirop-down
tist, select Set Transpareiit Color.

In the Finance clip artobject, in the top-
weft’corner, click the green color to make
the background transparent.

4. Onslide 6, apply a shape fill to the
flowchart objects.

0

If necessary, scroit-down and select slide
6.

Hold dewn Shift, and click the Analysis,
Design;/Development, Quality Analysis,
Marketing, and Product Evaluation text
boxes to select all of them.

Qithe Ribbon, select the Format contex-
tual tab.

In the Shape Styles group, from the Shape
Fill drop-down list, in the Standard Colors
section, select the third color to apply
the orange color.
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5. Apply shape effects to the flow- a. In the Shape Styles group, in the Shape
chart objects. Effects drop-down list, place the mouse
pointer over the Preset option.

b. In the Presets section, in the third row,
first column, select Preset-9, | ]

c. In the Shape Styles group, in the/Shape
Effects drop-down list; ptace the mouse
pointer over the 3-D Rotation option.

d. In the displayed gsllery, in the Parallel
section, in(the second row, fourth col-
umn, select Off Axis 2 Left. |j|

6. Change the X and Y coordinates of a. In the Shape Styles group, click the Dialog
the flow chart to 30 and 20 Box Launcher button to launch the For-
degrees, respectively. mat Shape dialog box.

b.\ in_the Format Shape dialog-box, in the left
pane,/select 3-D Rotation.

¢ In the right parne;’/in‘the’Rotation section,
in the X text box, triple-click and type 30

d. In the Rotation section, in the Y text box,
triple-click and type 20

e. ClickCloseto close the Format Shape dia-

log-box.

f. —Save the presentation as My Format
Objects and close the file.

112 Microsoft® Office PowerPoint® 2007 - Level 1 (Second Edition)



ToricD

Group and Ungroup Objects

A single slide may contain multiple objects whose position or format needs to be changed.
PowerPoint gives you the flexibility to manipulate multiple objects simultaneously by grouping
the objects together. In this topic, you will group and ungroup objects.

Rather than manually moving all the objects on a page one by one, which would be a very
time-consuming process, you can move them simultaneously, without disturbing their align-
ment or sequence.

Grouping and Ungrouping Objects

Grouping is a technique in which multiple objects can be grouped together to_forim a-single
entity. Any modifications made to a group will affect all the objects in that-group. When the
objects are grouped, there will be one single set of sizing handles for the entire group; there-
fore, the entire group can be moved as a whole. However, PowerPoini.enables you to modify
individual objects within a group. You can select a single object within-a group-by first select-
ing the group and then selecting the object.

You can also ungroup the grouped objects. When the objects are ungrouped, each object will
have its own sizing handles and can be moved individually.

Ungrouped
objects selected

nternational’ | __
| ‘And Domestic;

Srouped |_. International
objects selected "_‘An(‘ Uomestﬂc I

Figure 5-5: Slide displaying grouped objects.

How to Group and Ungroup Qkjects

Procedure Reference: Group Objects
To group/cbjects:
1. _Selectvall the objects you want 0’ group.
2/ On the Ribbon, select the Format-contextual tab.

3.. /Group the selected objects.

s In the Arrange group, from the Group drop-down list, select Group to group
the objects.
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e  Or, right-click the selected objects, and from the shortcut menu, choose
Group—Group.
4. If necessary, resize, modify, or move the grouped objects to the correct location.

e  Resize the grouped objects by dragging the rotation handles to the-appropri-
ate size.

e  Modify the grouped objects to the shape and color you want ugsing the’Shape
Styles group on the Format contextual tab.

e  Or, on the Format contextual tab, from the Size group, click the Dialog Box
Launcher button to launch the Size And Position diaiog box tc.inove the
grouped objects to the appropriate location.

a. In the Size And Position dialog box, click/the Position’ tab.

b.  On the Position tab, in the Position On Slide section, type the position
of the grouped objects in the Horizental and-Vertical text boxes.

c. Click Close to close the Size And Position-dialog box.

Procedure Reference: Ungroup Objects
To ungroup objects:
1. Select the grouped objects that you want to-ungroup.
2. On the Ribbon, select the Format contextusl tab.

3.  Ungroup the objects.

e In the Arrange group,from the Group drop-down list, select Ungroup to
remove the groupirig.

e  Or, right-click the seiected objects, and from the-shortcut menu, choose
Group—Ungreup;

AcTiviTy 5-4 A

Grouping and Ungrouping Cbjects

Data Files:
e Grouping Objects.pptx

Before You Begin
Navigate 'to the C:\084899Data\Meodityifig Objects folder, and open the Grouping Objects.pptx
file.

Scenario:

When your colleague reviews the presentation you have been working on, he suggests that you
align the flowchart on“slide’5 to the center of the slide. You decide to align all the objects in
the flowchart at one time rather than aligning each object individually. You also decide to
apply a shadow format to the objects. Your colleague further suggests that you apply some
sirape formatting to the flowchart text boxes.
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What You Do

How You Do It

1. Onslide 5, select all the objects in
the Three-Phase Development Pro-
cess flowchart.

In the left pane, on the Slides tab, select
slide 5.

Hold down Shift and select the Design,
Development, and Marketing text boxes
and the arrows between the text hioxes.

2. Group the selected objects in the
flowchart as one entity.

On the Ribbon, select the Format contex-
tual tab.

In the Arrange group, from the(Group
drop-down list, select Group to-group/the
selected objects in the flowchart.

3. Move the grouped objects to the
center of the slide.

]

In the Size group, click-the Diaicg Box
Launcher button tg¢ launch the/Size And
Position dialog box.

In the Size And Position dialog box, select
the Position tab.

On the Positiontab, in the Positich On
Slide section, in the Horizontal text box,
triple-click and type 0.30

On thePgsition tab, in the/Pesition On
Slide section, in the Vertical text box,
triple-click and type 3.00

Click Close to close the Size And Position
dialog box.

4. Apply a shadow effect to all the
objects in the Three-Phase Devel-
opment Process flowchart.

On the Forrnat contextual tab, in the
Shape Styles-grotp, in the Shape Effects
drop-down list;/place the mouse pointer
over the Shadow option.

Inthe’Perspective section, select the Per-
spective Diagonal Upper Right option.
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5. Ungroup the objects in the a. On the Format contextual tab, in the
flowchart. Arrange group, from the Group drop-down
list, select Ungroup to remove the group-
ing between the objects.

b. Verify that the perspective-3-D effect
has been removed from the objects.

c. Save the presentation as My Grouping
Objects and closée the fite.

ToricE

Arrange Objects

For complex slides, you may have added a4 number of ‘objects. If they are-iet layered, the vis-
ibility of smaller objects may be affected. For this reasen, you need to be. ablg to layer the
objects on a slide in a specific order. Furthermore, you might need (o align-objects that are
unevenly placed. In this topic, you will arrange objects.

By arranging objects on a slide, you/can ¢réate more complex graphics and control their
appearance. Rather than settling for scolitary images, you can build.layer images and carefully
determine their position on the screen;-givirig'you a great dea!-of flexibility and control.

Order of Objects

The order of objects detérmines-how overlapping objects appear in relation to each other. The
object on the top layer/will be cowipletely visible, sviiereas the visibility of the object on the
bottom layer will be obstructed by all the objects above/it. You can change the order of objects
to display only the areas you want displayed/in the ‘overlapped image.

¥
Lavers |

in back
s
.‘/ \ I

A \
{
L ‘4«"4’:5_-&'.':f Cenm;

A\ J
/%, <

g
Layer
infront

Figure 5-6: Overlapped objects.
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The Arrange Objects group, on the Format contextual tab, contains options you can use to
order objects. These options are described in the following table.

Option Description

Bring To Front Brings an object in front of all the objects placed
above it.

Bring Forward Brings an object in front of the object placed
above it.

Send To Back Places an object at the back of all the objects.

Send Backward Places an object at the back of the object that 1s

placed immediately below it.

Guides and Gridlines

Guides are two lines, one vertical and one horizontal, that divide a slide intg fouilequal
quadrants. The guides can be moved and you can add additional guides.if necessary. Gridlines
are multiple dotted horizontal and vertical lines on a slide that further\divide the slide into
much smaller squares of equal dimensions. You cannot move,the gridlines, but you can adjust
the width between each line. Guides and gridlines provide you with aguick visual means of
arranging and aligning objects on a slide. By default, guides and-gridlines are not visible:

Horizontal Guide I

Gridlines |

Figure 5-7: Gridiines and guides on a slide,
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How to Arrange Objects

Procedure Reference: Arrange Objects

To arrange objects:
1. Select the objects you want to order.
2. On the Ribbon, select the Format contextual tab.

3. In the Arrange group, select a layering option.

Click Bring To Front to bring an object to the front.

Click Bring Forward to bring an object one step-closer to the front.
Click Send To Back to send an object to the back.,

Click Send Backward to send an object one step toward the back.

Procedure Reference: Arrange Objects Using the Guides
To arrange objects using the guides:
1. On a slide, select the objects you want to arrange,
2. On the Ribbon, select the Format coniextual tab.

3.  On the Format contextual tab;.ifi-the Arrange group, from the Align-drop-down
list, select Grid Settings.

4. In the Grid And Guides dialog box, in the Guide Settings section, check the Dis-
play Drawing Guides On-Screen check box.

5. Click OK to close the Grid’And)Guides dialog box-
6. If necessary, hold down Cirl-and drag the existing guides to add additional guides.
7. Using one or more'guides, ¢s reference, drag the selected objects to the location

where you want them te-b¢ and arrange them evenly.

Procedure Reference: Arrang2 Objects Using the Gridlines
To arrange objects using the gridlines;
1. On a slide/sefect the objects thai-you,want to arrange.

2. Display-the giidlines.

[

Display the gridlines using the View tab.
a..» On the Ribbonj click the View tab.
b. In the Show/Hide group, check the Gridlines check box.

Display the gridiites/using the Format contextual tab.
a. On the Ribbon, select the Format contextual tab.

b.  On—the-Format contextual tab, in the Arrange group, from the Align
drop-down list, select Show Gridlines to turn the gridline display on or
off:

Or, display the gridlines using the Grid And Guides dialog box.

a. On the Ribbon, select the Format contextual tab.

b.  On the Format contextual tab, in the Arrange group, from the Align
drop-down list, select Grid Settings.
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c. In the Grid And Guides dialog box, in the Grid Settings section, check
the Display Grid On Screen check box.

d. If necessary, in the Grid And Guides dialog box, in the Grid Settings
section, in the Spacing text box, select the text and type the spacing you

want for the grids.

e. Click OK to close the Grid And Guides dialog box.

3. Using the grids as reference, align the objects precisely, particularly in relation to

each other.

AcTivity 5-5

Changing the Order of Objects on a Slide

Data Files:
e Layer Objects.pptx

Before You Begin

Navigate to the C:\084899Data\Modifying Objects folder, and open-the Layer Objects.pptx file.

Scenario:

You have an existing presentation that you are making minor aesthetic changes to before
delivering. On slide 8, you find that the new product deveiopment process flowchart is not
aligned properly. You realize that the graphical representation of these flowcharts ‘would be

more clear if the objects were arranged better.

What You Do How You Do It

1.  Onslide 7, bring the Design text box
to the front of the Development
text box.

b.

w

In the left pane, on theSiides tab, scroll
down and select slide 7.

Click the Design text box to select it.

On the Ribbon, select the Format contex-
tual tab.

Inthe“Arrange group, from the Bring To
Front-arop-down list, select Bring To
Front.

2. Move the Marketing text.box to the
back of the/Development text box.

0J

Click the Marketing text box to select it.

If necessary, on the Ribbon, select the
Format contextual tab.

In the Arrange group, from the Send To
Back drop-down list, select Send To Back.
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3.

On slide 8, arrange the Marketing
and Product Evaluation text boxes
in order.

In the left pane, on the Slides tab, select
slide 8.

Click the Marketing text box to select it.
On the Ribbon, select the'View tab;

In the Show/Hide group, check the
Gridlines check box.

Click and drag-the Marketing text box
down to thé next/horizontal gridline so
it aligns with the Quality Analysis text
box.

Click the Product Evaluation text box to
sellectit.

Click-and’/drag the Product Evaluation
text-box down so that it atigns with the
Marketing text box.
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4. Move the arrow above the Quality
Analysis text box to the left of the
Marketing text box.

o

On the Ribbon, select the Format contex-
tual tab.

In the Arrange group, from the Align drop-
down list, select Grid Settings.

In the Grid And Guides dialog box, in_the
Grid Settings section, uncheck the Dis-
play Grid On Screen check box.

In the Guide Settings section, check the
Display Drawing Guides On Screen check
box.

Click OK to close the Grid And Guides dia-
log box.

To create a second vertical guide, hold
down Ctrl and-drag the vertical guide to
the left, to the 1.25-inch-inark.

ﬁ To be-stire-you create a second vertical guite;
be sure yau release ihe mouse button first,
then release the Cirl key. If you release Ctrl
before you release the mouse button, the verti-
cai guide will simple move to the new iseation,
not Créate an additional guide.

7o create a third vertigal uide, hold
down Ctrl and drag the right vertical
guide to the left, ta-the 1.83-inch mark.

Click the arrow above the Quality Analy-
sis text box to select)it.

Drag the seiected arrow and place it
between the two guides, next to the
Marketing text box.

OritheFormat tab, in the Arrange group,
from the Align drop-down list, select Grid
Seitiigs.

In the Grid And Guides dialog box, in the
Guide Settings section, uncheck the Dis-
play Drawing Guides On Screen check
box and click OK.

Save the presentation as My Layer
Objects and close the file.
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Lesson 5 Follow-up

In this lesson, you modified objects. The techniques from this lesson will allow. you to custom-
ize any object on a slide to meet the specific needs of a project.

1.  What formatting techniques will you use most often on the objects in your presenta-
tion?

2. What are the advantages of grouping and layering the objects in your presentations?
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Adding Tables to a
Presentation

In this lesson, you will add tables to a presentation.
You will:

e Insert a table on a slide.

e  Format tables.

e Insert a table from Microsoft Word.
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Infroduction

Inserting objects will give your presentation visual appeal. After inserting and modifying
objects, however, you may want to present your data on the slide. This may require-you to use
a table to present your information clearly. In this lesson, you will learn how to add-tables to
your presentation.

Your audience will struggle to comprehend your presentation if you trv_to preserit/compiex
data through text alone. By using tables, you can clearly display inforniation and allow your
audience to immediately grasp its meaning, particularly when you need. to compare results.

Topric A

Create a Table

Much of your presentation will involve text and/its supporting) graphical objects. But in some
presentations, you must communicate complex data.that requirés you to adjust your-foermat. In
this topic, you will insert a table.

Some information lends itself to being preésented in-a'structured way, and 2ot presenting it in
such a fashion may impact the clarity of that information. Presenting data.in the form of a
bulleted list or in a paragraph often affects the clarity of the information, and the audience
might not understand what you are trying to convey. Using a table 'to_present this data will
effectively bring out the relationships/ameng the data.

Tables

Definition:
A table is a container-that coiisists of boxes called ¢cells. You can arrange these cells
vertically, creating columis, and horizontally, creating rows. There are many varying
border styles tiiat can be applied to a table¢( Tables can be small, simple, and conven-
tional, or they-ean be quite extensive and cemplicated, perhaps containing pictures.
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Example:
Columns |

r _‘\‘\

ca ! | Actual
Q1 $125K |$200K

co 2 [$180K [$250K } Rows |

W $305K | $355K
Q4

$350K | $475K

Figure 6-1: A table.

Table Creation

PowerPoint 2007 enables you to create tables dynamically simply_by-moving the mouse
pointer over the checkered table displayed in the Tables group and-selectirig the number of
rows and columns you need. You can also see a live preview of the table being created on the
presentation slide. You can create a table by using the Insert Table button. This option ‘enables
you to specify the number of columns and rows in the table. Using the Draw Table button; you
can manually draw a table.

D) w9
B o I fl 2 4 E 2’ &3 B
- e
adh Lainis '
mm|
Selected number of H
rows and columns 0]
]
= LIt
H _,:__:}JI =FEETeR e e b e Y
Insert Table Button I—h e |
Draw Table Button
L praview of the table
Click bo add niies l
A R e 2 5 - a a1l

Figure 6-2: A dynamically created table.
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How to Create a Table

Procedure Reference: Insert a Table

To insert a table:
1.  On the Ribbon, select the Insert tab.

2. Insert the table.
e Insert a table using the Insert Table option.

a.  On the Insert tab, in the Tables group, from the-Table drop-down list,
select Insert Table.

b. In the Insert Table dialog box, enter the namber,of rows and columns
you want the table to contain.

c. Click OK to insert the table.
e  Insert a table using grids.

a. On the Insert tab, in the Tables group,.in-the Table drop-down list, place
the mouse pointer over the. cells tn/the giid to select the number of rows
and columns you want the table to'contain. Each cell in the~grid repre-
sents one cell in the table.

b. Click the mouse buttonte-insert. the table.
° Or, insert a table using the Draw Tabie option.

a. On the Insert tab, in the Tables group, from the Table drop-down list,
select Draw Table:

b. Using the Pen foo); draw the table on the/slide with the number of rows
and columns you want the table to contain:

Procedure Reference: Navigate Within a Table
To navigate within a table:
1. Navigate within the table.
e  Press Tab.to move to the next cell.

° Press.Tab 1 the last cell of ithe table to insert a new row at the end of the
table,

o/ > Press-Shift+Tab to move to the previous cell.

]

Press Enter to start a new/paragraph within a cell.
e, Press the Right Arrow key to move one cell to the right.
¢ ) Press the Left Arrow key to move one cell to the left.

e/ Press the Down ‘Afrow key to move the insertion point to the cell in the next
TOW.

e Press the Up Arrow key to move the insertion point to the cell in the previ-
ous row.

Procedure Reference: Einter Data in a Table

To enter data in a table:
1. Place the insertion point in the appropriate cell of the table.

2. Type the information.
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3. Navigate to the next cell and enter desired information.

AcTiviTy 6-1

Inserting a Table

Data Files:
e Insert Table.pptx

Before You Begin
Navigate to the C:\084899Data\Adding Tables folder, and open the Insert Table.pptx file.

Scenario:

The finance department has given you the latest revenue details and asked vou-to include them
in a presentation you are working on. You need to create a table to display the/erganization’s
revenue details.

Quarter Projected Actial
Ql $125K $200K
Q2 $180K $250K
Total $305K $450K

Lesson 6: Adding Tables to a Presentation
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What You Do

How You Do It

1.  Onslide 3, insert a table that con-
tains four rows and three columns.

DDL__II_H—I

In the left pane, on the Slides tab, select
slide 3.

Click the Click To Add Texti placehclder
text.

On the Ribbon, select-the Insert tab.

In the Tables group, from the Table drop-
down list, in‘the insert. Table section, in
the fourth row, third column, select the
cell to create/a’table with four rows and
three columns.

3x4 Tmole

2. Enter the data in the table.

a.

Verify that the insertion point is present
in the first cell in the first row.

Type Quarter and press Tab to move to
the fhiext celd.

Type-Projected and press Tab to move to
the next cell.

Type Actual

To move to the next cell, press Tab and
type Q1

Press Tab and type $125K
Press Tab and type $200K

Enter data in the last two rows as shown
in the table in the scenario.

Save the presentation as My Insert
Table and close the file.
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Format Tables

Tables contain a great deal of information that must be processed by your audience at a glance.
After entering data in a table, you may want to improve the readability of the content and
make the table more attractive. In this topic, you will format tables.

Tables display a wealth of information. By modifying the format of a table, you can claxity its
structure for your audience. Instead of relying on text alone, you can insert images into your
table for visual interest, and you can integrate your table’s format into the overall design of
your presentation.

Table Tools

The Table tools appear instantly on the screen when you add a table to a /slide. The Table tools
consist of the Design and Layout contextual tabs. The commands on the|Design tab/enable you
to add various table styles and a background color, customize borders;.and add visual effects.
The commands on the Layout tab allow you to insert columns and rows, mergecells, and
adjust cell size and alignment.

(T e — oossn cooms < A, A-
semem| s ¥

Figure 6-3: The Table Tools Design contextual tab.

Table Tag

Tak

Figure 6-4: The Table Tools Layout contextual tab.

The Alignment group on the Layout contextual tab contains various options for aligning the
text inside a cell. These options-are described in the following table.

Option Descripiion

Align Left — Aldigns-iext to the left of the cell.
Center Aligrns text to the center of the cell.
Align Right Aligns text to the right of the cell.
Align Top Positions text on top of the cell.
Center Verdcally Positions text in the center of the cell.
Align/Battom Positions text at the bottom of the cell.
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Option

Description

Text Direction

Determines the direction in which~the text will be
typed in the cell. The Text Direction_drop-down
list contains various options. They are Horizontal,
Rotate All Text 90°, Rotate All Text 270°, and
Stacked. These options are language’ specific.

Table Fill Options

The Fill tab in the Format Shape dialog box provides various optiens,to fill-a’table cell with
color, texture, or a picture. These options are described in the following fable.

Option Description
No Fill Remoyes the-fili-in the table cell.
Solid Fill Fills a‘table cell with color.

Gradient Fill
Picture Or Texture Fill

Fiils-a table-cell with gradient goiers.

Inserts a picture in the table celi:You can choose a
pictate from the Clipboard/or-Clip-Art gallery or
use one stored on your-system.

Table Styles

Definition:

Table styles are a combination jof formatting options;including color settings, that can
be applied to a table. When_ a table is inserted, a-iable style is applied to it by default.
However, with just a-sinigle click, you can change the look of your table by choosing
from the various thumbnaiis displayed in the Tables Styles gallery.

Example:

Best Match for Document

Table Siyle Options

You can modity, tie formatting style of tables by checking or unchecking the relevant
check boxes in'«the/Table Style Options group. The following table lists the various
options and their-respective functionality.
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Check Box Allows You To

Header Row Modify the formatting style for the header
Tow.

First Column Modify the formatting style for the first
column.

Last Column Modify the formatting style for the last
column.

Total Row Show or hide the totals, which are displayed
at the bottom of the table.

Banded Rows Display or hide formatting for altériiaie rows.

Banded Columns Display or hide formatting for alterpate
columns.

Table Effects

Effects are a set of options you can use to apply visual effects to a table. PowerPoint 2007 pro-
vides three table effect options to modify and enhance tables or individual celis within them.
You can choose these options from the Effects button. These options are.described in the foj-
lowing table.

Table Effect Adds

Cell Bevel Bevel eftects to individual cells or an entire table.
Shadow Asshadow eifect to the table.

Reflection A\ mirror‘reflection effect to the table:

How to Format Tables

Procedure Reference: Format Tables Using Contextuai-Tabs
To format tables using the contextual tabs:
1. Select the table youwant to format.
2. Select the Design contextual tab.

3. In the(Table Styl€ Options group, check' the various check boxes to modify the
formatting “style.

° Check the Header Row check box to differentiate the format of the header
row/from other rows.

e '\ Check the Total Row check/box to differentiate the last row of every column
from-the other rows.

¢ —Check the Banded Rows check box to apply a color band to alternate rows
of the table.

° Check the First Column check box to differentiate the format of the first col-
umn from other columns.
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10.

o  Check the Last Column check box to differentiate the format of the last col-
umn from other columns.

e Check the Banded Columns check box to apply a color band4o-alternate col-
umns of the table.

In the Table Styles group, select the various options to apply the table styles.and
effects.

e In the Table Styles gallery, select a table style optiofi.

e In the Table Styles gallery, click the More button and-select more table style
options.

e  From the Shading drop-down list, select a background-coior option.
e  From the Borders drop-down list, select a border style eption.

e  From the Table Effects drop-down list, select a-table effect option.
Select the Layout contextual tab.

If necessary, select a row or column to edit it

e  Place the mouse pointer in the row you /want o select and click.

e  Or, on the Layout contextual tab;.in-the Table group, from the Select drop-
down list, select Select Column or Select Row to select the(columnior row.

If necessary, in the Merge group=section,.click a merge option:

e  Click the Merge Cells button to merge cells.

e  Click the Split Cells button to split cells.

If necessary, in the Cell/Size’group section, set a sizing option.

e In the Height text box./specity a value to set the height of the selected cells.

e In the Width text/box, specify a value to set the jwidth of the selected cells.

e  C(lick the Distribute Rows button to distribute the height of the selected rows.

e Click the-Distribute Columns button to-distribute the width of the selected
TOWS.

If necessary;.in-the Alignment section, set an alignment option.

If necessary; from' the Text Dirgrtion drop-down list, select an option to change
the orientdtion of the text to vertical, stacked, or horizontal or rotate it to a par-
tiCular-direction.

Procedure Reference: Add an Image 10 a Table

To add an image to a table:

T

[

v RTW

Click in the cell where/ you want to insert the image.
Right-click and cho6s¢) Format Shape.

In the Formar Shape dialog box, select Fill.

In the Fili~sec¢tion, select Picture Or Texture Fill.

If necessary, insert a clip art image.
a. In the Insert From section, click ClipArt.

b. In the Select Picture dialog box, in the Search Text text box, type a search
word that best describes the image you want.

Microsoft® Office PowerPoint® 2007 - Level 1 (Second Edition)



c. Click Go.

d. From the displayed results, select the image you want to insert.

6. If necessary, insert a picture from a file.
a. In the Insert From section, click File.

b. In the Insert Picture dialog box, navigate to the folder that contains the pic-
ture, and select the picture.

c. Click Insert.

7. If necessary, drag the image to position it within the cell.

AcTiviTy 6-2

Formatting a Table

Data Files:
e Format Table.pptx

Before You Begin
Navigate to the C:\084899Data\Adding Tables folder, and open the-Format Table.pptx file.

Scenario:

You have created a table and you want to apply the right"'combination of formats to make the
information really stand out.

What You Do kiow You Do It N
1. On slide 4, modify the table style. a.-_Inthe left pane, on the Slides tab, select
slide 4.

b. Click at the tep-left'corner of the table
to select tihe entire table.

c. On the Ribbon, select the Design contex-
tual tab,

d. In'theTable Style Options group, check
the Total Row check box.

AT
|_({|_T otal Row
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e. In the Table Styles group, select the last
style in the visible row, Medium Style 2

Accent 5.
E === ] j==}=—1-] S33s9
ﬁ =1=]==1=] === =]
2. Onslide 4, apply a table effect. a. Verify that the entire table is selected

and not just a single cell.

b. In the Table Styiey group, in the Effects
drop-down|list, place the mouse pointer
over the Cell Eevei Option.

c. In thedisplaved gallery, in the Bevel sec-
tion, inthe third row, second column,
select'the Riblet effect.

3. Onslide 4, align the table layout. a: \In-the table, in the secand cclumn of the
hieader row, click before the word “Pro-
jected,” hold dowri/Shitt, and in the last
column of the header-row, click after the
word “Actual’’/to select the second and
third columns 'of the/header row.

b. On the Ribbon, select the Layout contex-
tual tab;

c. In-theTable group, from the Select drop-
down list, select Select Column.

d./ Inthe Alignment group, click the Center

button.

4. Onslide 4, charige the/orientation a/ In the table, in the second row, first col-
of the table text in the second, umn, click above the letter “Q,” hold
third, and'fourth rows of the first down Shift, and in the last row of the
column to Horizontal. first column, click above the letter “T”

to select the second, third, and fourth
rows of the first column.

b. In the Alignment group, from the Text
Direction drop-down list, select
Horizontal.

c. Click outside the slide to deselect the
cells.
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5. Onslide 5, in the first row, first col-
umn of the table, insert a clip art
image.

In the left pane, on the Slides tab, select
slide 5.

In the first row, first cell, right-click the
empty cell, and from the shortcut menu,
choose Format Shape.

In the Format Shape dialog box, in tihe
right pane, in the Fill section, select Pic-
ture Or Texture Fill.

In the Insert From section, click Clip-Art.

In the Select Picture dialog box, in the
Search Text text box, type-husiness

Click Go.

In the second row, select the third
image.

Click OK.

In the Format Shape dialog box, click
Close.

Save tihe presentation as My Format
Table and close the file.
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Toric C

Insert a Table from Microsoft Wora

You have learned to create a table within PowerPoint. But you may want to use 4/table already
created in Microsoft Word. In this topic, you will insert tables from Microsoft Word.

For your presentation, you may draw your data from tables in Microsoft Werd: Creating the
information in a new table and transferring information would only create more-¢pportunities
for error. PowerPoint provides you with the option to insert tables from.Word, thereby saving
you precious time and reducing your effort.

Linking vs. Embedding

You can use an external object such as a chart, graphic, table, er sound file in your presenta-
tion by either linking or embedding it on a slide. The difference between a linked object and an
embedded object is the location where the data is stored and hew’the data is updated after it is
inserted into the presentation. In the case of a linked object, data is physically stered. in the
source file, which is the file that originally contains the-object. The object in the-destination
file merely acts as a window to view this data. When you modify the data if 'the source file,
the object in the destination file automatically-reflects . the changes. In the case ©i~an embedded
object, there is no link between the data in the source-and destination files. A)copy of the data
is physically embedded in the destination file and-dees not change if'you modify the source
file. By default, objects are embedded in PowerPoint.

How 1o Insert a Table from Microsoft Word

Procedure Reference: Insert a Tokle from Microsoit Weid
To insert a table from Microsoft Word:

1. In the left pane, on-the Slides tab, select the slide on which you want to insert the
table.

On the Ribbon; setect the Insert {ab:
In the Text group, click Object to-open the Insert Object dialog box.
Select Create From File to insert a table from the Word document.

Click Browse.

AU N W N

In the Browse dialog box; navigate to the folder that contains the Word document,
seleot it, and click OK.

7. In the Insert Objeci diatog box, click OK to insert the table in the presentation.

8../ If necessary, mthe-Microsoft Office Word dialog box, click OK.
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AcTiviTy 6-3

Inserting a Table from a Word Document

Data Files:
e Table from Word.pptx
e Highlights Table.docx

Before You Begin
Navigate to the C:\084899Data\Adding Tables folder, and open the Table from Word.pptx/file.

Scenario:

You are preparing a presentation on the financial highlights of your organization. As yeu are
collecting some old data, you find that some of the information that you need to_present is
stored as a table in a Word document. You want to get the information intdo yOdr présentation
without having to manually enter it.

What You Do How You Do It
1. Onslide 5, insert a table from a a. In the leftpane, onthe Slides tab, select
Microsoft Word document. slide 5.

b. Clicktihe/Click To Add Text placehoider
text.

¢/ 0On the Ribbon, select ¢he'lnsert tab.

d.~Inthe Text group, click-Object.

e. “In the Insert Object djalog box, select
Create FroniFile.

f. Click Browse:

g. In the Browse dialog box, navigate to the
C:X084899Data\Adding Tables folder.

h. USelect the highlights table.docx file and
click OK.

i, In the Insert Object dialog box, click OK
to insert the table from the Word
document.

j. In the Microsoft Office Word dialog box,
click OK.
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2. Verify that the information was a. In Windows Explorer, navigate to the
inserted correctly. C:\084899Data\Adding Tables folder and
open the highlights table.docx file.

b. Compare the table in Microsoft-Werd to
the table inserted into PowerPoint.

c. Close Microsoft Word.

d. Save the presentation as My Table from
Word and close the file.

Lesson 6 Follow-up

In this lesson, you added tables to your presentation.. Tabies-enable you to preséni-complex
information to your audience in an organized manner:

1.  How do you think using tables to dispiay-text or.data will make your presentations
more effective?

2. What are the formatting changes vou might make to a table after adding it to a presen-
tation?
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Inserting Charts in a
Presentation

In this lesson, you will add charts to a presentation.
You will:

e  (Create a chart on a PowerPoint slide.

e  Edit chart data on a PowerPoint slide.

e  Modify a chart on a PowerPoint slide.

° Paste a chart from Microsoft Excel.
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Infroduction

You have learned how to work with tables on your PowerPoint slides, which is,one of the
more complex formatting techniques. Sometimes a graphical representation of data would bet-
ter facilitate its analysis or enable viewers to better relate or compare data. In this lesson, you
will add charts to a presentation.

Relationships between numerical data can be difficult to interpret. Adding charts/to your pre-
sentation creates a visual relationship with that information. Charts can’enhance \youi slide text
or make a point on their own.

Topric A

Create a Chari

You created tables to present statistical data. Analyzing/complex data becomes easier when it
is presented in the form of charts. In this topic, you will create’ a chart in your presentation.

If you use tables extensively in your presentation, your audience might find“it.diffjcult to ana-
lyze data. Compared to the immediacy of ‘charts, tables of information regtire more effort to

comprehend. By presenting this numerical data graphicdlly, you can easily show the relation-
ship between data to your audience.

Charis

Definition:
A chart is a visual representation of numeric data fromi-a’table or spreadsheet. The data
can be displayed in a number of different chait+ormats. By default, the data is plotted
as a column chart: Charts show the relationship between groups of numerical data and
may contain a title, a tegend, and a data table.

Example:

Revenue By Division

Chart Title AnnuzlRevénae

420 + -

00 <
350 7’
300

%6 N
200 6(T ]
159 + I
i
50/
o

-— Chart |

B Frojecied
B Assual

Legend |—p

Nauonal | Overseas
Projectad kAT 200
Data Table J| ki = =
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Chart Data

When you insert a chart in PowerPoint, a Microsoft Excel® worksheet displays sample data

that will populate the chart in the presentation. The sample data contains data labels, which

describe the data in the rows and columns. You can add, remove, or change this data to meet

your needs. The Excel worksheet is saved along with the PowerPoint file.

o i E Chart in Microsoft Office PowerPaint - Microsaft Excel = x

ol
—" ' Hame Trsert Page Layout Farmulas Data Review View B - 5 X
o Caiib R =F  General - Tt = || E>
'| ; alibri =5 = __.I‘ enera A _,I 1e E ‘}? }}
e ||| e et i o | e o P
il el | -1 il
i 7| - FEE e o e || EIFormat= | 2 Einere Setec-
Clipbosra = Font . Atignment - Mumber s Celiy Editing
A - & S B |2
A B [ 3] [T S - T T
1 Seresl  Senes?  Series 3 Ili: i:l:: -ﬁﬂl | |
2 |Category 1 4.3 2.4 2 |
I Samle Data |
Sample Data =
4 |Category 3 3.5 1.8 3 P |
5 Categoryd 45 2.8 5 |
6 | \i
T
B To resize chart data range, drag lower right corner of range. ‘
- |
1n
11
-4 b | Sheat1 /73 [ PV o [
| Ready =0 @m:h‘j_ﬁhﬂ

Figure 7-1: An Excel worksheet containing sample data:

The Chart Window

The Chart window contains a sample chart plotte¢d from the sample data in the Excél

worksheet. It helps to give you a feel for what the chart will look like after—vou-finalize the
settings.
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Figure 7-2: The Chart window contai @

Chart Tools

The contextual Chart tools section p
the design and layout of charts. You
your presentation. The chart formatting

Design, Layout, and Format.
'Y=
Refieth Qu_ll;l: ‘
Data Layout =
e/
Figure 7-3: Tl e%@ols Design contex tab.

commands that enable you to modify and enhance

-; and insert a cl%zt\g‘r?paste an Excel chart into
jands are distri@ the three contextual tabs:

il o, o

Change Sawe As 'il.-u:'.ln
Chart I'ﬂ:e Template | Row r|r|

b

7 — |65 e i | L] Crart WaD - ,
E _!ﬂ = [F I]I“ m L Chart Floar = E
Ingert | Chart  Axis fores  Gndlines  Plot = Anslysi
. Tite = Tities = - . Arsav Lis 3-D Rotation .

s Background

V=%
VU
ut contextual tab.

?p e : The Chart l’-.
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WA Format Selection Abc | Abc ]
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& Feset to Mateh Style

Figure 7-5: The Chart Tools Format contextual tab.

These contextual tabs provide various options that allow you to choose the chart type, manipu-
late chart data, choose layout and styles, and work with individual chart elements. You <an
also use Shape and WordArt styles to enhance individual elements in a chart.

The Save As Template Feature

The Save As Template feature enables you to save and reuse a chart type that.you cus-
tomized to suit your specific needs as a chart template. Instead of re-Creaiing a chart,
you can simply use the saved chart template.

How to Create a Chart

Procedure Reference: Create a Chart

To create a chart:

1. In the left pane, on the Slides tab, select the slide on which you want to /¢reate the
chart.

Click in the placeholder where you want to/ingert the chart.

On the Ribbon, select the Insert tab.

In the Illustrations group, click Chart,

In the Insert Chart dialog box, select a_chart type.

In the respective chart type section;-select a chart, and then click OK.

In the Excel worksheet, replace the sample data with data labels and data values.

If necessary, save and cigse the Excel worksheet.

O 00 N o0 U1 A W N

Select the Layout contextual tab,

—
©

In the Labels group, from the Chart Title drop-down list, select a chart title
layout.

11. Select the existing texi‘and type the new fiile,

12. In the Labels group, from the Legend drop-down list, select a legend layout for
the chart,

13. If necCessary, click outside the slideto deselect the placeholders.
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AcTivity 7-1
Creating a Chart

Data Files:
e Insert Chart.pptx

Before You Begin
Navigate to the C:\084899Data\Adding Charts folder, and open the Insert Chart.pptx file.

Scenario:

You want to project the organization’s performance in the/last four Guarters in your
presentation. Instead of just representing the figures in a table;-you think it will be more effec-
tive to display the information in a chart.

Quarter East West North
Ist 20.4 45 459
2nd 27.4 38.6 46.9
3rd 90 34.6 70
4th 20.4 05 43.9
What You Do How You Do It
1.  Onslide 4, insert a chart. a. In theleft pane, on the Slides tab, select
slide 4.

o

Click the Click To Add Text placeholder
text.

c. On the Ribbon, select the Insert tab.

d. In the Illustrations group, click Chart.

e. In the Column section, in the second row,
third column, select the 100% Stacked
Cylinder chart, and click OK.

2./ Enter data in the chart. a. In the Excel worksheet, enter all the data
as shown in the scenario.

b. When you are finished, in the Excel win-
dow, click the Close button.
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3. Insert a title for the chart.

On the Ribbon, select the Layout contex-
tual tab.

In the Labels group, from the Chart Title
drop-down list, select Above Chart.

Select the text “Chart Title.”

Type Financial Overview

4. Change the location of the legend
on the chart.

In the Labels group, from the Legend
drop-down list, select Show Légend At
Left.

Verify that the legend is/displayed at the
left of the chart.

Save the presentation/as My Insert Chart
and close thefite.

Toric B

Edit Chart Data

After creating a chart, you might get updated information that you would like to include in
your existing chart. In this topic, you will edit chart-data.

Often, you will track changes to a data set over-time. To be more efficieni; you can edit your
existing chart data instead of re-creating the entire chart.

How to Edit Chart Data

Procedure Reference: Edit Chairt Data

To edit chart. data:

1. Click the chart to-select it.

On the-Ribbon, select the Desigi.contexiual tab.

2
3. In thé Data group, click Edit/Data.
4

In the-Excel’worksheet, make the relevant changes to the data.

5. (Close-the Excel worksheet.

Lesson 7: Inserting Charts in a Presentation
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Activity 7-2

Editing Chart Data

Data Files:
e Edit Chart Data.pptx

Before You Begin
Navigate to the C:\084899Data\Adding Charts folder, and open the Edii-Chart Data.pptx file.

Scenario:

The accounting department has provided some updated figures to-he-refiected in the chart that
you have already created. You need to update the chart data.

What You Do How You'Po it
1. Change the value for National Pro- av_in the teft pane, on the Slides—tab, select
jected sales to 500 and Overseas slide 5.

Actual sales to 350.

b.—Click the chart to select it.

c. On the Ribbon, select the Design contex-
tual tab.

d. In the Datagroup, click Edit Data to dis-
play-the.data in an Excel worksheet.

e. In<cell B2, select the text and type 500.
f// Select cell C3, type 350 and press Enter.

g.)) Verify that the updated values are
reflected in the chart.

h. Click the Close button to exit the Excel
application.

i. Save the presentation as My Edit Chart
Data and close the file.
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Toric C

Modify a Chart

When creating your chart, you must ensure that the chart type is appropriate to display the
type of data you’re analyzing. PowerPoint gives you the option to choose from a wide variety
of chart types. In this topic, you will modify a chart.

You will always analyze your data from a certain perspective—percentage of a whole, changes
over time, relative performance, and so on. By choosing the right kind of chart for your data,
you will clearly display the relationship between elements.

Chart Types

There are several chart types available in PowerPoint. Each chart type displays data in’a differ-
ent way and highlights different aspects of the data. Each chart type has a list,ofavaiiable sub-

types to further customize your chart.

Chart Sub-Types

i Templates _Cﬂ.-_lm_l'!
- AT AT T o P LA |, '
( e tre HH' “?| At iﬁ Eljj l?_ j)i uJ, 'ilj EEJ
& Pe = W 1 i i (/] | | 1. 1
o ) b |la4 ] 1A4) (60 disf aA| A A
A Area — X Y/ - -
Chart Types K XY (Seatter) ' i 1T
Py o] 4| ) a] 2 f e a'a
& Doughrut Pie :
#:  pubble L | @] | 1Rl 4]
Bar
= | R e R e = &
| - [ - - i “ il
lﬂmageT:mdnlz:... | [ ?;IMDE'&.J[@ (a0 | | Cancel J

Figure 7-6: Chart types.

Some of the most commonly used chart types are columii; line, pie, and bar charts. These chart

types are described/in the foliewing/table.

Chart Type

Description

Column chart

Line chart

Data in a table can be used to plot a column chart.
It is mainly used for comparing items.

Data in a table can be used to plot a line chart. It
is mainly used for plotting the change in data over
a period of time.
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Chart Type Description

Pie chart Data in one particular row or column can be used
to plot a pie chart. It is mainly used for showing
the proportion of a particular item.

Bar chart Data in a table can be used to piot a,bar chart. It is
mainly used for comparing iterns

Chart Layouts

Chart layouts are predefined layout options for different chart types. PowerPoint provides a
variety of predefined layouts that you can choose from in the Chart/lzaycut gallery. When a
predefined layout is applied, a specific set of chart elemenis such as titles, legends, data tables,
or labels are displayed in the chart. A predefined layout can aiso be fine-tuned by manually
formatting individual chart elements.

i el |
gl e

Figure 7-7: The Chart Layout gallery:.

Chart Styles

Chart styles are predefinéd styles that match the applied chart type, chart layout, and theme of
your presentation. You/can apply.a chart style to an-existing chart. These chart styles are avail-
able in the Chart Styles group on the Design contextual, tab.
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Figure 7-8: The Chart styles.
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Modifying a Chart

Apart from modifying the chart style, chart layout, and chart type, you can also add a
chart title, data labels, legend, and data table.

How to Modify a Chart

Procedure Reference: Change the Chart Type

To change the chart type:

1.

2
3
4.
5

Click the chart to select it.

On the Ribbon, select the Design contextual tab.

In the Type group, click Change Chart Type.

In the Change Chart Type dialog box, select a chart type.

In the respective chart type section, select a chart, and then click-OK:

Procedure Reference: Change the Chart Style and Layout

To change the chart style and layout:

1.

In the left pane, on the Slides tab, select the slide-on which  you/want to change
the chart layout.

Click the chart to select it.

On the Ribbon, select the Design contextual tab.

Select a chart style.

e In the Chart Styles group, in the displayed-list] select a style for_the chart.

e  Or, in the Chart Styles group, click the More button, and ‘select-an/option to
apply a style to the chart.

Select a chart layout.

e In the Chart Layouts group, in the displayed list, seiect a layout type to apply
to the chart.

e  Or, in the Chart Layouts group, click the Mof¢ button, and select an option
to apply a layout type:
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Activity 7-3

Modifying the Chart Layout

Data Files:
e Chart Type.pptx

Before You Begin

Navigate to the C:\084899Data\Adding Charts folder, and open the Chart Type.pptx file.

Scenario:

You have created a chart representing your organization’s financial performance. As you take a
final look at it, you feel that the data will be easier to understand if you present it using a dif-

ferent chart format.

What You Do

How You Do It

1. Onslide 5, change the chart type.

In-the left pane, on the(Slides tap, select
slide b.

Click the chart to dispizy the Chart Tools
contextual tabs.

On the Ribion, select the Design contex-
tual tab.

In the-Type group, click Change Chart

Type:

in.the Change Chart Type dialog box, in
the left pane, verify that the Column
chart is selected.

In the Column section, in the third row,
fourth column, select the 100% Stacked
Pyramid chart type.

Click OK.

2./~ Madify the chart layout.

In the Chart Layouts group, click the More
button.

In the displayed gallery, in the third row,
select the second layout to apply Layout
8 to the chart.
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3. Modify the chart style. a. In the Chart Styles group, click the More
button.

b. In the displayed gallery, in the fourth row,
select the sixth chart style to apply Style
30 to the chart.

c. Click outside the slide to deselect ttie
chart.

d. Save the presentation as My Chart Type
and close the file.

TopricD

Paste a Chart from Micresoft Excel

While you may create a chart in PowerPoint and modify it to suit yourneeds, you may want
to reuse charts from other applications. In this topic, you will paste a chart from Microsoft
Excel into your presentation.

Imagine a situation where you have some charts created using the Excel application-that you
need to use in your PowerPoint presentation. By adding them_ifito your presentition\with the
click of a button, you can save yourself the time/and effort of re-creating them.

How to Paste a Chart from Microsoft Excel

Procedure Reference: Paste a Chart from Microsoft Excel
To paste a chart from Microsott Excel:

1. Open the worksheet that.containg’ the chart.

a. Choose Start-5All Programs—Microsoft Otfice—Microsoft Office Excel
2007.

b.  Click the Office button and choose Open:

c. Navigate\to the folder that containg tie Excel worksheet, select the
worksheet, and-click Open.

2. In theExcel wotksheet, select the-chait:

3. Copy the/chart.
e On the Home tab, in the Clipboard group, click the Copy button.
o/ |_Or, press Ctrl+C.

4.~/ An the Excel window, click the Minimize button.

5. In fhe PowerPoint window, in the left pane, on the Slides tab, select the slide on
which you want to insert the chart from Microsoft Excel.
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6. On the slide, place the insertion point at the point where you want the chart to
appear.

7. Paste the chart on the slide.

e On the Home tab, in the Clipboard group, from the Paste drop-down-list,
select Paste.

e Or, press Ctrl+V.
8. If necessary, click outside the slide to deselect the chart.
9. Click the Close button to exit the Excel application.

10. If necessary, in the Microsoft Office Excel message box, click-No to close the
Excel application without saving changes.

Activity 7-4

Pasting a Chart from Microsoft Excel

Data Files:
e Chart from Excel.pptx

e Revenue Chart.xlsx

Before You Begin
Navigate to the C:\084899Data\Adding Charts\folder, and open:tiie Chart from Excel.pptx file.

Scenario:

You are delivering a presentation later{this week to the management team. Because most of the
team is from finance, you know. they prefer to view irfermation in chart format. A coworker in
1

accounting has already created a chart’and you would like to use it in your presentation, rather
than retyping all the informatien:

What You Do N / How You Do It
1. Open the workshieet/that contains a/ Choose Start—All Programs—Microsoft
the chart. Office—Microsoft Office Excel 2007.

b. Click the Office button and choose
Open.

c. In the Open dialog box, navigate to the
C:\084899Data\Adding Charts folder.

d. Select the revenue chart.xlsx file and
click Open.
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2. Copy the Excel chart and paste it on
the fourth slide of the presentation.

Select the chart.

On the Home tab, in the Clipboard group,
click the Copy button.

In the Excel window, click the Minimize
button.

In the PowerPoint window, in the left
pane, on the Slides tab, select slide\4.

Click the Click To Add Text piacehoider
text.

On the Home tab, in the‘Clipboard group,
from the Paste drop-down list; select
Paste.

Click outside thie slide to deselect the
chart.

Save the presentation as My Chart from
Excel and close the file.

On/thetaskbar, click Microsoft Excet:

Click theClose button to exii-the Excel
application.

Lesson 7 Follow-up

In this lesson, you added charts to,a presentation. Charts enable you‘to present numerical data

graphically.

1. List some instances when-vou-might use a chart ir-a presentation.

2. What types of charts do you'think you would use most frequently? Why?
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Preparing to Deliver a
Presentation

In this lesson, you will prepare to deliver a presentation.
You will:

e  Review the content of a presentation.

e  Add transitions between slides.

e  Add animation to objects on a PowerPoint slide.

e  (Create notes on slides.

e  Print a presentation.

Lesson 8: Preparing to Deliver a Presentation 155



LEssoN 8

156

Infroduction

After creating and editing your presentation, then modifying it for your particular audience,
you still need to add elements so you can deliver it effectively. In this lesson, you will learn
how to prepare to deliver a presentation.

By preparing your PowerPoint slides for presentation, you will be able to establish your pro-
fessionalism and credibility. By ensuring that your presentation unfolds correctiy dnd presents
information flawlessly, you can concentrate on making a stellar impressioun.

Toric A

Review Content

Slides magnify mechanical errors in spelling and punctuation: Before you deliver your presen-
tation, you want to ensure that your content is coirect. \In/this topic, you will review. the
content of a presentation.

A presentation full of spelling and punctuation errois\wiil. damage your credibility) By review-
ing your content, you can project professionalism and ensure that your authority-is not
undermined by careless mistakes.

AutoCorrect

AutoCorrect is a feature that automaticaily fixes many common-spelling errors as you type. In
addition to spelling errors, AutoCorrect will’automatically capitalizethe first letter of sentences
and of words in a table cell, as’well as the names of days. The AutoCorrect list contains a list
of misspelled words and the cotresponding list of correct words. You can add a word to the
AutoCorrect list and from then on;-the misspelled word will b€ automatically corrected.
AutoCorrect is turned on/by. default, but it can be disabled:

T EE\\W)/i1 3|
plboCovedt | sukoFirmak &5 You Type | Smart/TAgs

l [#] St Aubaionrect Options buttons

[#] Comreict Aisfo INItal CApitals -

[ Capitalze first letter of sankentes @
[¥] Capitalze first letber of table cels

[#] Capitalze names of days

1] Comect accidental use of cAPS LEC:key

’ [¥] Replace taxt & you bype

Feplace: Watich
ahbaut it -~
ahoty shoul
Aito Coirect List | shouta st 5
a4 ahoutk shout it
shiytties shout the w

o Ccmen ]

Figure 8-1: The AutoCorrect dialog box.
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The Spell Checker

The Spell Checker feature is used to check a presentation for spelling errors. You can access
this feature using the Spelling button located in the Proofing group, which is located on the
Review tab. When you click the Spelling button, the Spelling dialog box appears. It points to
the first instance where a spelling error has occurred in the presentation. You can replace the
misspelled word by selecting from a list of words in the Suggestions list box.

List Of
Misspelled Word | Suggested Words

Spelling,
Mot in Dictionary; Servies
Change ba: SErVices [ lgnore ]l Igrore A1 |
Sugpestions: SErVicEs
SEFVES l Change J l Change Al ]
[ e | [ sumes |
Options. .. l.nutocu_reaj l Clase ]

Figure 8-2: The Spelling dialog box.

The Spelling dialog box contains various options to correct the spelling errors. These options
are described in the following table.

Option Description
Ignore Ignores the spelling error in that instance oniy.
Change Replaces the/misspelled word with the. word

selected-frem the/Suggestions list box in-that
instance oniy:

Add Adds the\misspelled word to the-dictionary. Once
itis~added/to the dictionary;=iire-Spéll Checker will
not list7it as a spelling mistake.

AutoCorrect Adds, the misspelled word-to the AutoCorrect list.

Ignore All Ignores the spelling-error throughout the
presentation.

Change All Replaces the misspelled word with the word

selected from the Suggestions list box throughout
the presentatioi

Suggest Selects a-wordfrom the Suggestions list box to
replace( the-misspelled word.

Research Task Pane

The Research task pane 2llows you to seaich for information using a wide variety of online
references: The Research task pane can be-accessed by clicking the Research button in the
Proofing group on the Review tab.

The Research/task pane contains various options to search for words and their synonyms or
antonyms:. These options are described in the following table.
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Option

Description

Search For text box

Start Searching button

Back button
Forward button

Results list box

Research Options link

Displays the selected word for which the search has been initiated. You
can also enter the word for which you need to find synonyms_and
antonyms.

Allows you to initiate the search for the word entered i the\Search For
text box.

Allows you to navigate to the previous search results.
Allows you to navigate to the next word you searched for.

Displays the synonyms and an antonym for the.selected word. It also
has two links: All Reference Books and-Ail Research Sites. The All
Reference Books link directs you to a locationfrom which you can
search in a dictionary and the thesaurus and vse’the translation option.
The All Research Sites link checks-for synoityms on the web.

Opens the Research Options dialog box;-with numerous options to set
research options for the task pane.

:Ru:-:arch
| Search for:
niemabons
Thesaurnus: Engiish (L1.5.)
[@Back = |
- Thesaurus: English (U.5.)
= global {adj.)
gobas
wafldwide
Intercontinental
domestc (Antonym)
- Can't find it?
. Reseandh opbons...

Al |

Figure 8-3: The Research task pane displaying synonyms and antonyms.

Thesaurus

Definition:

The Thesaurus is a reference toal that)provides you with a collection of synonyms and
antenyms. To access this tool,-you-have to select the word for which you want a syn-
onymi and click the Thesaurug-button in the Proofing group in the Review tab. This
displays)al list of synonyms-and‘antonyms in the Research task pane. By default, syn-
onyms-aind antonyms are ‘dc¢cessed from the Thesaurus English (US) reference book.
The Thesaurus is availabie invarious languages such as English, French, and Spanish.
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Example:
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Spei llnm earch Thesawrus Tramslate Language Show Hlew Previows et Protect
Markup Comment Presentation *
Froating Comments Proted
Research v X
= I Search for:
AccomnbBehments
AaLLompssnmenis

J—————_— —— — — —— Oe———————— e = 8]
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= Mlarket share up to 35%
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&), Research optiona. .. JI
| shdetof3 5 EEETT o "‘-“]

How to Spell Check

Procedure Reference: Set AutoCorrect Options

To set AutoCorrect options:

1.

2
3.
4

Ui

/(',\

Click the Office button and choose PowerPoint Options.
In the PowerPoint Options dialog box, in the'left pane, select Proofing.
Click AutoCorrect Options.

In the AutoCorrect dialog box, set optiens.

e Check the Correct TWo INitiai-CApitals check box to change the casing of
the second letter of the word tolowercase if the casing.of the first two letters
of a word is uppercase.

e  Check the Capitalize First’Letter Of Sentences check box to capitalize the
first letter of a sentence:

e  Check the Capitalize First Letter Of Table Cells check box to capitalize the
first letter in @ table cell.

e  Check the-Capitalize Names Of Days chieck box to capitalize the names of
the days/of the week.

e Check,the Correct Accidental Use O 0 APS LOCK Key check box to capital-
ize the-first leiter of the word and change the casing of the rest of the letters
to_loweicase.

e /(ChecK the Replace Text As-You Type check box to correct spelling errors as
you' type)
Click OK to close the AutoCorrect dialog box.

Click OK to close the PowerPoint Options dialog box.
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Procedure Reference: Spell Check a Presentation

To spell check a presentation:

1.

Select the content you want to spell check.

e On the Slides tab, select the first slide to check the entire presentation for
spelling errors.

e  Or, select the text you want to correct.

If the insertion point isn’t at the top of the document, PowerPoint starts the-spelling check at the
location of the insertion point, works to the end of the document; and then cheeks from the
beginning of the document to the insertion point.

Start the Spell Checker.

e On the Review tab, in the Proofing group, <lick -Spelling.

e  Or, press F7.

Use the Spell Checker options in the Speliing dialog box to correct the spelling
erTors.

¢  Change the spelling.

— If the correction you want to imake is already highlighted in the¢’ Sugges-
tions list box, click/Change.

— If the correction that you want 1’ make is in the Suggestions list box but
is not highlighted, select that word, and then/click Change.

— If you have repeated_the spelling error througheut-the document, click
Change All to/autoinatically correct all accurrences of the misspelled
word in the docuiment,

— If the Speli Checker{inds repeated words, click Delete to delete the sec-
ond instance of the word.

e Leave the woid unchianged.

— If/you-waat to leave the word as is aiid continue spell checking the
document;-click Ignore Oncg:

— —If you want to automaticaily ignore all remaining occurrences of the
word, ciick Ignore Ali:

e  Add’the/word to the dictionary.

— If'you want to add ayword to the default dictionary, click Add. Once it
is added to the dictionary, the spell check procedure will not list it as a
spelling mistake.

e | Stop the spell check.
— Click Clese te_stop the spell check procedure at any point.
e Add the,word/to the AutoCorrect list.

— (Click the-AutoCorrect button to add a misspelled word and its correct
spelling to the AutoCorrect list. Once it is added to the AutoCorrect list,
the-spell check procedure will not list it as a spelling mistake.

ﬂ You can also right-click a spelling error and choose the correct spelling.

In the Microsoft Office PowerPoint message box, click OK.
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Procedure Reference: Insert a Synonym Using the Thesaurus on the Shortcut

Menu

To insert a synonym using the Thesaurus on the shortcut menu:

1.
2.

3.
4.

Right-click the word for which you want to find a synonym.

Choose Synonyms to display a list of words with similar meanings.

& If a word is misspelled or unrecognized by PowerPoint, the Synonyms option will not be avaii-
able on the shortcut menu.

Select the most suitable word to replace the original word.

If necessary, save the presentation.

Procedure Reference: Insert a Synonym Using the Thesaurus in the Research

Task Pane

To insert a synonym using the Research task pane:

1.
2.
3.

Open an existing presentation.
Select the word for which you want to list synonyms.

Display the Thesaurus in the Research task pane.
e On the Review tab, in the Proofing group, click Thesaurus.
e  On the Review tab, in the Proofing group, click Research.

e  Right-click the word that you want to find a synonym for and choose
Synonyms—Thesaurus.

e Or, press Shift+F7.

If necessary, in the Research task parie;in the list box, scroll te locate the appro-
priate synonym.

In the Research task pane, in the-list box, place the mouse pointer over the syn-
onym you want to insert, then/¢lick the drop-down arrow to the right of the
synonym and select Insert tc/insert the-synonym.

If necessary, save the presentation:

Lesson 8: Preparing to Deliver a Presentation

LEssoN 8

161



LEssoN 8
AcTiviTy 8-1

Spell Checking a Presentation

Data Files:
e Spell Check.pptx

Before You Begin
Navigate to the C:\084899Data\Prepare to Deliver folder, and open the Spell Check.pptx file.

Scenario:

You have been working on a presentation for several days-and going-back and forth between
data in your presentation and data in other applications. Before you send the presentation for
review by your manager, you want to make sure there are no speiling errors or typographical

mistakes.
What You Do ow You Do/lt -
1. Check the functionality of the a. \In the’left pane, on theSiides tab, select
AutoCorrect feature. slide 3.
b. “Click before the title “Relocation Team
Provides” andtype'ceh
c. Press the Spacébar.
2. Start the Spell Checker. a. In theleftpane, on the Slides tab, select

slide 1

b.~0n the Ribbon, select the Review tab.

c.\ In the Proofing group, click Spelling.
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3. Correct the errors in the a. In the Spelling dialog box, click Change to
presentation. correct the misspelled word “regionel.”

b. Notice that the control moves to the next
misspelled word, “cleints.” In the Spelling
dialog box, click Change to correct the
misspelled word.

c. Notice that the control moves to the next
misspelled word, “competetive.” In(the
Spelling dialog box, click Change tao cor-
rect the misspelled word.

d. In the Spelling dialog box, click Add to
add “BurkeBuddy” to the dictionary.

e. In the Spelling dialog/box, click-Delete to
delete the second occurrenceof the word
“the.”

f. In the Microsoft Office. PowerPoint mes-
sage box,-ciick OK to complete the spell
check.

g. Save the presentation as My Spe!l Check
and clase the file.

AcTiviTy 8-2

Using the Thesaurus

Data Files:

e Thesaurus.pptx

Before You Begin:
Navigate to the C:\084899Data\Prepare to Deliver folder, aiid open the Thesaurus.pptx file.

Scenario:

You are reviewing -a presentation created by<a-colléague. You would like to replace the phrase
“planning to plari for Change” with a suitabie alternative that better fits the context of the
presentation.
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What You Do How You Do It
1. Display the Research task pane. a. On the slide, select the ward “plan.”

b. On the Review tab, in the Proofing group,
click Thesaurus to displaythe Research
task pane. |:|

2. Using the Thesaurus, replace the a. In the Research task pane,.in the list box,
word “plan” with its synonym, place the mouse tointer-avar the word
“prepare.” “prepare,” click-the drop-down arrow,

and select Inseit.
setup
prepare V] =
desigj 54 fnsert Vi
inten _‘__;I Cuny
propn‘ i/ Aook g
mEan T )

b.-_Save the presentation-as My’ Thesaurus.
pptx

c. Close the Researciitask pane.

d. Close thepresentation.

Toric B

Add Transitions

After ensuring that.your content is spotless, you may want to add visual effects to your presen-
tation to (create visually pleasing transitions between slides. If your presentation contains a lot
of(text, it ¢4n become monotonous for vour audience. In this topic, you will add transitions

between slides:

By-introducing visual effecis to-the¢/transitions between slides, you can add color to the presen-
tation and ensure a smogth -mavement from one slide to the next. By adding transitions, you

car also control the pace at/which slides change.
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Transitions

Definition:

Transitions are special effects that are displayed as one slide changes to another during

a sl

ide show. You can change the transition speed and add sounds to accompany the

transitions. You can change or remove the existing transitions in a presentation. Transi-
tions can occur on a mouse click or be set to appear automatically after a specified
period of time. There are five categories of transitions: Fades And Dissolves, Wipes;

Pus

Example:

woulil I SN0 e

o] x| OxC| R S| T L

h And Cover, Stripes And Bars, and Random.

& Transition

| B

| =] ‘li ﬂj |

il i
o = | i T S

B

u

Al )
) o

How o Add Transitions

Procedure Reference: Add Tiansiticn effects

To
1.
2.
3.

add transition effects:
Select the slidés-te, which.you want to assign-a-transition.
On the/Ribbon, select/the Animations tab,
Apply astransition.
e Inihe Transition To This Slide greup, click a transition.

e [ Or/in the Transition To/Fhis)Slide group, click the More button, and from
thie’displayed list of transition schemes, select a transition to apply it only to
the-seiected slides.

if necessary, in the Transition To This Slide group, click Apply To All to apply
the transition effect to all the slides in the presentation.
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1.
2.

1.
2.

If necessary, in the Transition To This Slide group, from the Transition Speed
drop-down list, select the speed at which the transition should occur.

If necessary, in the Transition To This Slide group, from the Transitien Sound
drop-down list, select a sound to add a transition sound.

If necessary, in the Preview group, click Preview to preview the gffect of a transi-
tion on the selected slide.

Procedure Reference: Change Transition Effects

To change transition effects:

Select the slides for which you want to change the transition.
On the Ribbon, select the Animations tab.

Change the existing transition effects.

e On the Animations tab, in the Transition To-This Slide group, click the More
button, and from the displayed list of transition-scliemes, select a transition to
apply it only to the selected slides.

e In the Transition To This Slid¢ gteup, from the Transition Speed diop-down
list, select a speed to set the slide iransition speed.

e In the Transition To This Slide group, frem the Transition Sound drop-down
list, select a sound to add-a transition ‘sound.

If necessary, in the Transition To This Slide group, click' Apply To All to change
the transition effect for all the slides in the presentation.

Run the presentation to/view/the transition effects,

Procedure Reference: Remove Transition Effects

To remove transition effects:

Select the slides for-wihich’ you want to remeve the transition.
On the Ribbon, select the Animations tab,

Remove the existing transition effects:

e  In'the Transition To This Shide group, click the More button, and from the
displayed list of transition schemigs, in the No Transition section, select the
Neo. Transition option.

In the Transition To This/Slide group, from the Transition Sound drop-down
list, select the No Scund option.

[/}

Run the presentation to verify that the transition effects have been removed.

Press Esc to end the-presentation.
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AcTiviTy 8-3

Adding Transitions to a Presentation

Data Files:

e Transitions.pptx

Before You Begin
Navigate to the C:\084899Data\Prepare to Deliver folder, and open the Transitions.pptx fiie.

Scenario:

As your company’s sales manager, you have to present the sales numbers at/the annual-sales
meeting. You decide to add visually pleasing transitions between slides. You warit to explore
some of the effects before you apply them; however, you do not want to add -more timie to the
presentation for these transitions.

What You Do How You Do It .
1. Onslide 1, apply the Dissolve transi- a. On the Ribbon, select tive Animations
tion effect at a medium speed. tab.

b. In the Transition To This Slide group, from
the displayed transitions, select the Bis-
solve transition effect.

% A star-appears under the slide number on the
slide tab to indicate that-an animation effect
has been applied to-that slie:

C.._From the Transitien-Speed drop-down list,
select Medium fa sef/the slide transition

speed.
2. Apply the transition effect to the a. In the Transitien To This Slide group, click
remaining slides. Apply 7o All.

ﬁ Notice that all the slides on the Slides tab have
stars’underneath the slide number.

b// Select slide 6, then click Preview.

c.” Verify that the remaining slides all have
the Dissolve effect.
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3. Change the effect to the Push Down
transition effect for all the slides in
the presentation.

On the Animations tab, in the Transition
To This Slide group, click the More but-
ton to display the Transition Schemes
gallery.

Scroll down to view the Push And Caver
section.

In the Push And Cover.section;-in the first
row, first column| select-the Push Down
transition effect. E

In the Transition To This Slide group, click
Apply to All.

Verify that the new transition effect has
been-applied-to all the slides.

4. Run the slide show.

f‘)

On the Ribbon, select the®iew tab.

In the' Presentation Viewsgroup, click
Slide Show.

To review all the slides and transitions,
click the left mause button until you
reach the-end of the presentation.

Press Esc to end the slide show.

5. Remove the transition effect-from
slide 1.

Seiectsiide 1.

On the Animations tab, in the Transition
To,This Slide group, click the More but-
ton to display the Transition Schemes
gallery.

In the No Transition section, select the
No Transition effect.

Run the slide show again and verify that
there is no transition on the first slide.

Save the presentation as My Transitions
and close the file.
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Toric C
Apply an Animation Effect

In addition to adding transitions between slides, you can create special effects for the objects
on the slide. In this topic, you will apply an animation effect.

When you present slides that contain static objects and text, you run the risk of losing your
audience’s attention. By allowing objects to move on the slide, special effects will help ycu
keep your audience’s attention.

Built-in Animations

Built-in animations apply movement to an object or text on a slide during a slide.show. Ani-
mation can be applied to single object or to multiple objects. Each object can use-the-same
animation or you can select a separate animation for each object. PowerPoint prevides several
built-in animations, or you can create a custom animation to suit your neesls;

Animation Effect Description
Fade Objects slowly-becomie-visible on the slide.
Wipe Objects appear to roil up_from the bottoniof the

object to the top.

Fly In Objects/zoom in from the bottom of the slide:

How to Apply an Animation

Procedure Reference: Apply Built-in Animation to an Object or Text
To animation an object or text on-a slide:
1. Select the object or text,On-a siide:
2. On the Ribbon, select the Animations tab.
3. In the Animations group, from the Animate drop-down list, select an animation.
4.

If necessary, run-the presentation to view the;animadtion you set.

Procedure Reference: kRemove Built-in Animgiion fiom an Object or Text
To remove apimation frem an object or text:
1. Select-ilic-object-on the slide for-which-you want to remove the animation.

2. On the Animations tab, in th¢/Animations group, from the Animate drop-down
list, seléct Mone.

3. If necessary, run the presentation to verify that the animation has been removed.
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Activity 8-4

Applying an Animation Effect

Data Files:

e Animation.pptx

Before You Begin

Navigate to the C:\084899Data\Prepare to Deliver folder, and open the Animation.pptx file.

Scenario:

After reviewing a presentation you created, your colleague-asks if.you could put in some spe-
cial effects that animate the text and keep the audience’s attention. She suggests you animate
the title slide, a bulleted list slide, and some of the contact information on another slide.

What You Do

How You Do It

1. Apply the Fade animation to the
title on slide 1.

Onslide 1, click anywheére-in the title
text.

On the Animati¢ons tab,“from the Animate
drop-down list; selec¢t Fade.

2. Apply the Wipe animation to the
bulleted list on slide 2.

On slide Z;click anywhere in the
bulleted list.

From the Ainimate drop-down list, in the
Wipc-section, select By 1st Level
Paragraphs.

‘Wipe
AllAt Gnce

By Lst Level Paragraphs

3. Apply the Fiy In animation to the
contact information at the bottéin
of slide’3.

On slide 3, click anywhere in the text
“For More Info.”

Hold down Shift and click anywhere in
the text “Diane Mader (ext. 8329).”

From the Animation drop-down list, in the
Fly In section, click All At Once.
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4. Run the slide show and verify that a. On the Ribbon, select the View tab.
the animations have been applied

correctly. . . .
y b. In the Presentation Views group, click

Slide Show.
c. Press Enter.

d. Verify that the Fade animation is applied
to the title on slide 1.

ﬁ Use the Enter key or the left-mouse-hutton-to
advance through each animation/or thg indi-
vidual slides.

e. Verify that the Wipe animaticn is
applied at the first paragraph-level to
the bulleted list on/slide 2,

f. Verify that the Fiy in animation is
applied to the contact information on
slide 3.

g. Press Esc to end the slide show.

h. Save the’presentation as Mv Animation
and cicse the file.

TopricD

Create Speaker Notes

Once you have added transitions and-animation effects, you-rieed to prepare your speaking
script. Effective PowerPoint presentations only present gsseniial information, requiring that the
presenter fill in the details oraily. There is the possibility that you will forget some of the other
information when you are delivering the presentatioh. /n\this topic, you will create notes for
your slides.

Creating speaker notes-wili~remind you of essentiai-points that you may forget during a
presentation. PlaCing miaterial in notes allofvs.you-to keep your slides free of clutter and too
much information, while providing you with/2 way to combat nervousness when you present.

Lesson 8: Preparing to Deliver a Presentation
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Speaker Notes

Speaker notes are support material that can be printed for the speaker to reference during the

presentation. You can enter any information you might need during the course of.a presentation
in the Notes area at the bottom of the screen. The text in the Notes area can be formatied with
the basic font and paragraph formatting commands; however, you cannot change-the font style.

When you print the Notes pages, the slide content along with the information you entered in
the Notes area is printed.

Revenue By Division

Overseas

MNadonal

5

awoa

T T
1] 100 200 Jan 400 F00

1. Since our acquisition of the international market, our overseas revenud is expected to grow very )
quickly in the next year,

2. National revenue for actual vs. projected is offset by a new régional office. NDtEBS Scroll
3. Remember to|Ask for Questions! o
Bold Formatting Notas PaneJ
Applied —_—— 7

Figure 8-4: Speaker notes in/the Notes area.

How to Create Spedaker Notes

Procedure Reference: Create Speaker Notes

To create speakef notes:

1. Inthe left pane, on the Slides tab, select the slide on which you want to create
notes.

2. —Click in the Notes area at-the-bottom of the screen.
3. /Type your notes.

4. I necessary, format the notes.
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ActiviTy 8-5

Creating Speaker Notes

Data Files:
e Notes.pptx

Before You Begin

Navigate to the C:\084899Data\Prepare to Deliver folder, and open the Notes.pptx file.

Scenario:

You have been asked to give a presentation on the financial overview of your organization.
You are comfortable with the slides that contain mostly text, but on the slides with charts and
graphs, you could use a few reminders of the important points.

What You Do

How You Do It

1. Onslide 6, type your notes.

On slide 6, click in the Notes area and
type We-expect the Southwest division
to increaserevenue by 30% in the next
quarter.

PressCnter and type Northeast revenue
is/expected to continue at its current
level/through the end of theJiscal year.

2. Format the notes into a numbered
list.

a0

In the Notes area, select ali-the text.

On-the Home tab, In the-Paragraph group,
click the Numbered List button.

Select the text ©38%.”

On the Home tab, in the Font group, click
the Boid button to apply bold formatting.

Save the presentation as My Notes and
close trie file.

Lesson 8: Preparing to Deliver a Presentation
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ToricE

Print a Presentation

You created speaker notes for the slides in your presentation, which will serve'ay a reference
for you when you present. However, in order to obtain hard copies of‘the reference material
and provide it to your audience, you need to print it. In this topic, you will print slides, notes,
outlines, and handouts.

Having a hard copy of the presentation will help you to quickly refer ie_a-previous slide,
rather than switching between the slides during the presentation. Providing-hard copies of the
presentation to the audience will allow them to refer to the content you are presenting and pro-
vides a place to jot down notes and allows them to concentrate more directly on your speech.

Handouts

Handouts are support material for your audience during,a/presentation. Handouts €an provide
lined space next to a picture of a slide for the aqdience to take notes during the-presentation.
The date and the page number are printed on the handouts for reference.

o -d LENL - My financial overview.noty (Predes b ereadt Powerfoint X |
a'l
Frint Previewr el
Lk > A% = i =
— _"L Print What [l S = g Next Page H
frint Options | Hapgouts 3., - | Orentation | foom  Fitto Close Primt
= - ing Prewiew
Prind T Fage Setup Lo Prisviinw
4~
Handouts (3 Slides =

Per Page) Option

Handouts l—-ﬁ X
| =] —
’ Py = = = 7=
| :
| = e P30 Number | =
4 e e i B&E7 Sl i "\:!:J. ..-:.i..-.-.J.

Figure 8&-5: Print preview of handaouts.

Qutlines

Outlines are printed suppert mat€rial that contain all the text on each slide in a condensed
format. Slide numbers are-alse.visible in outlines; however, graphics and other objects do not
appear) Outlines are prirnarily used for checking the uniformity of content in a presentation.

Microsoft® Office PowerPoint® 2007 - Level 1 (Second Edition)



D) “ N g = et effec

ol )

fs.ppix [Preview] - Microsoft PowerPoint

— Print Praubew

"y
it

ik 3 ] 2]
] Print What: - - o = t E
vl s [=H \
Print DplBns outline View Origmation Zeam Filte T L Clase Print
= - Window Preview
Promt Page Setup Toom Frenrw

1/3/2007

Slide Number I—p B 2006 Financial tverview -aff—ES [T N1 |

Print: Page Lol % .J FEIES

side e

A0 Agenda
Chat Fabel Company supphss products snd ssrvom o peapls worklwede
This pracentation providesas awarvies of aur finanzial parfarmanca.
Unikss marked &8 Corpany Confdential, &l informabon has besn mads puble,
12 Highlights
» 12 milon propect with International Widgat
+ Introduced new product development process
+ Revenue incresss of 510 milian expected through the new shesmined process
4[C0 Financial Review for the Year 3006
Financial Highlkghts
» Sales up in 3rd Qi
+ Expendiures down by 10%%
= Market share up bo 35%
+ Incressed revenue from Oversess market
I[CJ Three-Phase Development Process
EL) New Produd Development Proosss

o0
[T |

A 7~

e

Figure 8-6: Outline of a presentation.

The Page Setup Dialog Box

The Page Setup dialog box contains various options you can use to set the size and orientation
of a slide. You can specify the width and height of the slide_in the Width and Height spin
boxes. You can also determine the numbering of the slides by/specifying a starting number in
the Number Slides From spin box. In the Slides section,\yow can set the orientation-to either
Portrait or Landscape. In the Notes, Handouts & Outline séction; you can chooge-an orienta-
tion for notes, handouts, and outlines. This can be different from the one you chose)for the

slides.

Slides sizead far: Ssratian E:' 5
| BESERSTERHEI v —
Width: ) gortrak A\
. . 0 & PPN o Origfiation or the slides
Size of the slides Fehe: —I-'
soht: Nokps,) handouts & ouin

[ 75 3 Inches |—1 @ Partrak 0r|e atjén for notes,
Humber slides fram: | 4 Olaiscepe dnuls and outlines
1 -

Figure 8-7: The Page Setlip dialog box.

How to Prini'a Prese

Procedure Refarence:

niatiorn

Preview a Presentation

To preview/a/presentation before/printing:
1/ Click the Office button and choos¢ Print—Print Preview.
2. /Scroiid

3. ~.On the Print Preview tab, click Close Preview.

Lesson 8: Preparing to Deliver a Presentation
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Procedure Reference: Print Slides, Handouts, Notes, or Outlines

To print slides, handouts, notes, or outlines:

1.
2.

On the Design tab, in the Page Setup group, click the Page Setup butten.

In the Page Setup dialog box, set the page size and orientation.
e  Set the page size.

— From the Slides Sized For drop-down list, select the size of paper for
printing.

— In the Width and Height text boxes, enter the required width and height
values to customize the page size.

e  Set the page orientation.

e In the Orientation section, in the Slides section, select Portrait or
Landscape.

e In the Orientation section, in the Notes;-Handeuts & Outline section,
select Portrait or Landscape.
Display the Print dialog box.
e  Click the Office button and choose Print:
e  (Click the Office button and choose ‘Print—>Print.
e  (Click the Office button and chieese Print—Print Preview; and then click Print.

e Or, press Ctrl+P.

If necessary, from the Names drop-down list, select the name/of the printer to
which you want to print/

If necessary, in the Print Range section, select an opiion:
e  Select the All/eption to print the entire presentation.

e  Select the Current Slide option to print the-currently displayed slide in the
presentation.

e  Select the Slides option to enter the range of slides in the Slides text box.
This ‘option is used to print specified slides of the presentation.

If necessary, in the Copies sectior, in the Number Of Copies text box, enter the
number ¢f/copies you want to print.

If necessary, from the Print What drop-down list, select the printout type.
o Select the Slides option'to print the slides.

e, Select the Handouts/Option to print the handouts.

e | Select the Notes/Pages~option to print the notes.

e Select the Outline 'View option to print the outlines.

If necessary, if the’Handouts option is selected from the Print What drop-down
list, from the-Siides Per Page drop-down list, select the number of slides you want
to print or/each page.

If necessary, from the Color/Grayscale drop-down list, select a print output option.
e  Select the Color option to print in color.

e  Select the Grayscale option to print images that contain variations of gray
tones between black and white.
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e Select the Pure Black And White option to print the handout with no gray
fills.

10. If necessary, in the Print dialog box, click Preview to see a preview of the
printout.

11. Click OK to print.

AcTiviTy 8-6

Printing a Presentation

Data Files:
e Print Outline.pptx

Before You Begin
Navigate to the C:\084899Data\Prepare to Deliver folder, and open/the Prinit/ Qutline.pptx file.

Scenario:

Your presentation is ready for delivery. You want to print a ¢opy of-the presentation for your
project history file. You want only the titles and main text fromeach siide/on the printout for
reference.

What You Do How You Do It

1. Set the slide orientation and page a. On‘theRibhbon, select the Besign-tab.
size for the presentation.

b.._ On the Design tab, in the Page Setup
group, click Page Setup.

c.~.in the Page Setup dialog box, in the Slides
section, select Landscape.

d. In the Notes, Haridouts & Outline section,
select Landscape.

e. Fronvthe Siides Sized For drop-down list,
select'ietter Paper (8.5x11 in).

f.— Click OK to print the presentation.

Lesson 8: Preparing to Deliver a Presentation
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2. Print an outline of the a. Click the Office button and choose Print.
presentation.

b. In the Print dialog box, fram.the Print
What drop-down list, selectQutline
View.

c. Click OK to print the preseritatioi:

d. Save the presentation-and close the file.

AcTiviTy 8-7 ‘

Printing Speaker Notes and Hanclouis

Data Files:
e Print Notes and Handouts.pptx

Before You Begin
Navigate to the C:\084899Data\Prepare to Deliver folder, and open \the Print Notes and
Handouts.pptx file.

Scenario:

You have to deliver your preserfation in a sales meeting tomorrow. For your own reference,
you want to print the Notes pages. Yod have also just beeti-toid-that your presentation is going
to be included as an appendix in the annual report, so‘youneed to print handouts.
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What You Do How You Do It
1. Print the speaker notes for slide 4. a. Click the Office button and choose Print.
b. In the Print dialog box, from the Print
What drop-down list, select Notes Pages.
c. In the Print dialog box, click Preview.
d. Scroll down to view the notes on the'Rev-
enue slides.
e. On the Print Preview tab, in the Print
group, click Print.
f. In the Print dialog box; in-the Rrint Range
section, select Slides:
g. In the Slides text hox, type 5, 6
h. Click OX te-priint-the speaker notes for,
slides 5 and 6.
2. Print three handouts per page. a. On the Print Preview tab, in the Print
group, lick Print.
b. —In the Print Range section;/select All to
print all slides as handouts.
c.~From the Print What drep-down list,
select Handouts.
d. In the Handauis section, from the Slides
Per Page diop-down list, select 3.
e. In the Print dialog box, click OK.
f. On/the-Print Preview tab, click Close

Print Preview.

Close the file.

Lesson 8: Preparing to Deliver a Presentation
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Lesson 8 Follow-up

In this lesson, you prepared to deliver a presentation. You are now ready to give a well-
prepared, professional presentation.

1.  What benefits do you see in using the spell checker and research tools/in-a presenia-
tion?

2. What is the difference between animation effects that enhance your presentation ver-
sus animation effects that could detract from your presentation?
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Follow-up

In this course, you explored the PowerPoint environment and then created a new presentation.
You formatted the text on slides to enhance clarity. In order to enhance the visual appeal, you
added graphical objects to a presentation and modified them. You also added tables and charts
to a presentation to present data in a structured form. You then finalized a presentation to
deliver it.

1. As you create presentations in PowerPoint, which elements (text, graphics, tables,
charts, animation) will you make the most use of?

2. How will PowerPoint assist you in getting your information and ideas across to your
audience more effectively than other methods?

3. Where might you become more efficient in creating your current presentations by
using the new features in PowerPoint 2007?

What’s Next?

Microsoft® Office PowerPoint® 2007 - Level 2 is the next course in-this series. In that course;

you will use Microsoft Office PowerPoint 2007 features to draw, animaic,-and format presenta-
tions with professional-quality content so that they may be communicated to a wide vaiiety of
live, remote, and self-service audiences.

FoLLow-up
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Due to classroom setup constraints, some labs cannot be keyed in sequence itnmediately foi-
lowing their associated lesson. Your instructor will tell you whether your labs.can-be practiced
immediately following the lesson or whether they require separate setup frein-the main/lesson
content. Lesson-level lab setup information is listed in the front of this mianual,in-the course
setup section.

Lesson 1 LaB 1

Getting Started in PowerPoint

Activity Time:

10 minutes

Objective
Get started with PowerPoint.

Data Files:
e Explore.pptx

Scenario:

You are at a new client, Burke/Praperties, and will be making a presentation in a couple of
hours. The client has mentioned she just installed PowerPoint-2007, so you decide to use the
extra time to familiarize yourself with the new interface!

1. Open the explore.pptx file.

2. Explore the elérnents of the application:window.

3. Explore the individual slides using different views.

4. Expiore the PowerPoint Help feature to find information on new features.

Lesson Labs
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LEssoN 2 LaB 1

Working with a Presentation

Activity Time:
10 minutes

Obijective
Work with a presentation.

Scenario:

You have just familiarized yourself with the basics of PowerPoint presentation creation.
now wish to apply this knowledge by creating a presentation.

You

Create a new blank presentation.

Apply the Title And Content slide layout to slide 1.

Insert a Comparison slide.

Insert a Blank slide.

Apply the Concourse theme'tc the presentation.

Move slide 3 before slide 2.

Save the presentation-as My Overview.pptx.

Close the presentation.
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Enhancing a Presentation Using Character and
Paragraph Styles

Objective
Enhance a presentation using character and paragraph styles.

Data Files:
e Enhance Text.pptx

Scenario:

While reviewing a presentation, you find that the text in your presentation is not in the correct
format and is visually unappealing. You want to apply character and paragraph styles to
enhance the visual appearance of the text in the presentation.

1. Open the enhance text.pptx file.

2. Apply bold formatting to the title text on slide 1.

3. Apply the colored underline style to all the slide titles after slide 1.

4. Apply line spacing of 2.0 between the main bullet points on slide 3.

5. Apply a WordArt style of your choice to'the title on slide 6.

6. Save the file as My Enhance Text.pptx.

Lesson Labs
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Lesson4 LaB 1

Inserting Graphical Objects

Objective
Insert various graphical elements to enhance a presentation.

Data Files:
e Graphical Objects.pptx

Scenario:

You have created a financial overview presentation for your‘erganizaticr. You want to add
some visual elements to make the presentation visually intefesting.

1. Open the graphical objects.pptx file.

2. Onslide 6, insert the Businesses, Businessmen, Charts clip art irhags.

3. Onslide 5, insert two rectangles into the development process diagram, and
add the text “Development, Marketing™ within each of the text boxes.

4. Apply a shape style of your choice to the rectangle shapes.

5. Onslide 1, replace the title text with the title created using a WordArt style of
your choice.
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Working with Graphical Objects

Objective
Modify graphical objects to suit individual requirements.

Data Files:

¢ Annual Fundraiser.pptx

Scenario:

You are adding the final touches to your organization’s annual charity fundraiser presentation.
There is a clip art image on slide 6 that you would like to use as a bullet icotn. To~accomplish
this, you need to proportionally reduce the size of the image so that it is not_much tallér than
the height of the text in the list. Once you have the images in place as bullet/icens; you will
have to group them to preserve their alignment.

1. Open the annual fundraiser.pptx presentation.

2. Onslide 6, reduce and resize the clip art graphic so that it .can be used/as a
bullet for the first item in the list.

3. Place the resized graphic so that it covers the existing bullet. Resiza the
graphic again, if necessary.

4. Duplicate the image three times.

5. Move the duplicate image copies to the left of each of the remaining three list
items.

6. Align and group the images.
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LEssoN 6 LaB 1

Inserting Tables

Objective
Insert tables.

Data Files:

e Annual Fundraiser.pptx

e Fundraiserfinancials.doc

Scenario:

A representative from your company’s human resources departinent’hias asked you to promote
an annual charity fundraiser at the next department meeting. You have taken some information
that the representative sent you and used it to create a\basi¢ PowerPoint presentation. The rep-
resentative would like you to incorporate some additional infetrmation about last-yeai’s
fundraiser. This new information is sent to you in\twe.tables:”A sheet of paper-has begn
handed to you and it contains the information about the organizations and tie-numiber of appli-
cants served. That information is in the following table:

Organization Applicants Served
Homeless Hostels 422 -
Mackenzie House 71

LCAA 233

CDPHP 312

Strike Out Hunger 749

Valiant Volunteers 695

The other table has been sent to you in a Microsoft /[Word document named
fundraiserfinanciais.docC. Yon need to present the information contained in the Word document
in a tabular format on shide 10.

1. Open thée annual fundraiser.pptx file.

25 On slide-5, create a table-that has two columns and seven rows.

3. > Msing‘the informatien-from the scenario, insert the data into the table you
created.

4. Modify the width of the columns to fit the content exactly.

5. Change the color of the header row.
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6. Center-align the content of the right column.

7. Onslide 10, import the table from the fundraiserfinancials.doc file.

8. Save and close the annual fundraiser.pptx file.

LessoN /7 LaB 1

Adding Charts

Objective
Insert charts in a presentation.

Data Files:
¢ Annual Fundraiser.pptx
e Charity Distribution.xlsx

e Fundraiserfinancials.docx

Scenario:

While reviewing your presentation materials for a charity fondraiser, a coworker suggests that
the data on slide 10 that is currently displayed as a table.niay be better presentedi-as a-chart.
After reviewing the data, you agree that a chart would be an appropriate format. Your
coworker deletes the table for you. After the tablelis deleted, you use the information found in
the fundraiserfinancials.docx file to create a column chart on slide 10 that=will-show the Goal
and Actual Donation data. Since the Percent Inciease vdiues are in a very different data range
than the Goal and Actual Donation values, (vou decide to add a line chart to slide 11 that dis-
plays the Percent Increase on its own. While you are’ at it, you will paste g pie chart onto slide
5 from an Excel spreadsheet file named charity. distribution.xlsx

1. Open annual fundraiser.pptx.

2. On slide 10, using the fundraiserfinancials.docx file, create a column chart that
represents the Goal and’Actual Donation datadisplayed in the table.

3. Onslide 11, create a linechart that dispiays the Percent Increase data from the
table.

4. Onslide 5, paste the chart from/the/charity distribution.xlsx spreadsheet file.

5. Save and close the annual fundraiser.pptx presentation file.
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LEssoN 8 LaB 1

Finalizing the Presentation

Objective
Prepare to deliver a presentation.

Data Files:

¢ Final Presentation.pptx

Scenario:

You have created a presentation, and you now want to prepare to deliver the presentation. You
want to correct the spelling error “Comptition” on the second-siide. You’d like to rearrange the
slides in the presentation. You also want to apply transition and animation effects to your pre-
sentation and you think that creating speaker notes will (helpyouwhile delivering,the
presentation.

1. Run the spell check utility and correct the spelling mistakes in the
presentation.

2. Apply the Dissolve transition effect to the entire presentation.

3. Apply the Fly In animation effect to all the text on the first slide.

4. Add a note on the second slide to review customer feedback.

5. Change the default page size and print a copy of the presentation.
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INDEX

A

ActiveX, 21

animation effects, 169
applying, 169
removing, 169

application window, 2

AutoCorrect, 156
setting options, 159

B

background styles, 48

backgrounds
applying, 50

borders, 124

bulleted lists, 64
creating, 70

C
cells, 124
character formats, 54
chart data, 141
editing, 145
chart layouts, 148
changing, 149
chart styles, 148
changing, 149
Chart tools, 142
chart types
modifying, 149
Chart window, 141
charts, 140
creating, 143
pasting from Microsoft/Excel, 151
types, 147
Clear All' Formatling button, 68
clip art, 82
inserting, &3
color themes
creating custom, 49

Index

columns, 124
Compatibility Checker, 22
contextual tabs, 5

D

Dialog Box Launchers, 5
drawing tools, 87

E
embedding, 136

F
Fill tab, 130
Font dialog box, 54
font themes

creating custom, 49
fontg

replace, globally, 58
Format Painter, 56

using; 58

G

galleries, 47

gradients, 48

gridlines, 117
using, 118

group, 113
objects, 113

guides; 117
tsifrg, V18

H

handouts, 174
printing, 176

image compression, 96
images

compressing, 98
indents

INDEX
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INDEX

194

changing, 69

L
legends, 140
line spacing

setting, 69
linking, 136
lists

formatting, 71
Live Preview, 48

M
Microsoft Office button, 3
Microsoft Office PowerPoint Help
using, 15
Microsoft Office Window Frame, 5
Mini toolbar, 57
options on, 57

N

navigation methods, 10
Normal view, 8
notes
printing, 176
Notes Page view
viewing slides in, 11
numbered lists, 65
creating, 70

0]

object scaling, 95
object selection, 94
objects
arranging, 118
formatting options, 107
resizing, 97
scaling, 98
selecting. 96
setting /transparent color, 109
Office Clipboard, 35
oider/of objects, 116
oriéntation, 103
changing,-103
Qutiine) tab, 9
outlinés/ 174
printing, 176

P

Page Setup dialog box, 175
paragraphs

transforming to lists, 71
paste options, 35
Paste Special command, 35
Paste Special option

using, 37
pictures

formatting, 108

inserting, 83
PowerPoint Help featute, 13
PowerPoint Help toalbar, 15
presentations

checking for ¢ompatibility, 24

creating from'existing presentation, 29

creating from templates, 29
creating frem-Word outlines, 29
previewing, 175

saving,/23

saving changes made to existing, 24

Q
Quick Access toolbar, 5
Quick Styles

applying, 70

R

Replace Font dialog box, 56

Research tagk-pane, 157
using<te.insert/’synonyms, 161

Reuse-Slidespane, 42

Ribbon, 4

rows, 124

rulers, 67

h)
Save As command, 21
save changes to a presentation, 23
Save command, 21
Save Template feature, 143
Save vs. Save As, 21
scaling, 95
ScreenTips, 4
Set Transparent Color option, 107
shapes, 85
applying styles to, 87
categories of, 86
creating, 87
formatting, 108
slide
printing, 176
slide layouts, 40
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types, 41
Slide Show view
viewing slides in, 11
Slide Sorter view
navigating and viewing in, 11
slides
adding to a presentation, 42
arranging, 44
hiding, 44
how to navigate and view, 11
reusing from existing presentations, 42
Slides tab, 9
spacing, 67
speaker notes, 172
creating, 172
Spell Checker feature, 157
spell checking, 160
Spelling dialog box, 157

T
table creation, 125
Table Effects feature, 131
table styles, 130
Table tools, 129
tables, 124
adding images to, 132
entering data in, 126
formatting, 131
inserting, 126
inserting from Microsoft Word, 136
navigating, 126
templates, 28
text
aligning, 68
copying and pasting, 36
cutting and pasting, 36
deleting, 36
duplicating, 37
editing existing, 36
formatting, 58
formatting using Min{ teolbar, 59
moving using drag-and-drop-method, 37
repositioning, 34
text alignment, 66
text boxes
deleting, 19
entering text/in, 19
resizing, 19
text placeholders; 18, 76

Index

entering text in, 18
formatting, 77

text selection, 34

text styles, 56
applying, 70

textures, 48

themes, 47
applying, 49
components of, 48
modifying, 50

Thesaurus, 158
using, 161

titles, 140

transitions
adding, 165
changing, 166
removing, 166

typography effects, .67
applying, 69

U

ungroup, 113
objects, 114

\Y

views,\10

W
WordAuit, 89
inserting, 90

X

XML, 21

Xtensible Markup Language
See: XML
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