PowerPoint 2010: Creating Tables and Charts

Show and Tell: Tables and Spreadsheets

Advanced PowerPoint Objectives e - e — v |
In this lesson, you will learn how to: Sl (3| 2 S R Ddonenns a1 ] : e == (P
1. Use the Table Tools Ribbon to construct and ey I Bt - = | Monmvecnmn DH ol WS Ceasseanse R4 sncoan
modify Tables = = i < .

2. Modify the Rows & Columns in a Table with - A & | motpv
Borders, Shading and Effects [ Chactot | s e
3. Merge and Split Cells and modify the Cell Size E ‘ New Product Ideas g

Dessert Ideas Comm -

Apple Cider Crisp Apples in stock N

4. Distribute and Arrange Rows, Columns and
Tables

5. Insert a Microsoft Excel spreadsheet into a
PowerPoint presentation and edit the data

Kiwis in stock

Charlotte's Kitchen

B 2
F'% Insert Bel H B | - . . "
© 2011 Comma Productions LLC EHE }( | HH E e T -E'|J 041" - [E Distribute Rows

' JH Inzert Left - : .
View Delete Insert ) Merge Split f 133" z ™ Distribute Columns
Gridlines] ~  Above CFInsertRight  ceis  cels -

Rows & Columns Merge Cell Size
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1. Readings
Read Lesson 1 in the Advanced PowerPoint
guide, page 11-38.

Project
A sample presentation that includes a table
and an Excel Chart.

Downloads
Charlotte's Website Complete.pptx

Business35.qif
Balloon1.gif

2. Practice
Complete the Practice Activity on page 39.

3. Assessment
Review the Test questions on page 40.

Comma Training Page 12

Lesson 1 : Show and Tell Tables and Spreadsheets

Table Tools->Layout Ribbon

E Insert Below

EHE ~ ‘:&g === TR * B7 pistribute Rows
T [ [ 1 L 1 -
| JH Insert Left
Wiew Delete | Insert ) Merge Split 1133 : Y™ Distribute Columns
Gridlines] ~  Above GiFInsertRight  ceys  cels -
Table Rows & Columns Merge Cell Size
4 2/ 5) 8/
Table Tools->Layout Ribbon
4] Height: 0.81" Ly Bring Forward - |2 Align -

fhy

7 Width: 667" :

== T Y Send Backward ~ E Group
E‘I o Text Cell - ) _ N
Direction = Margins = Lock Aspect Ratio E?[}Selectlnn Pane Sk Rotate
Alignment Table Size Arrange

3] 4
Menu Maps

From the Table Tools-> Layout Ribbon.

. Table Tools, page 17

. Table Tools->Layout->Merge, page 18

. Table Tools ->Layout->Alignment, page 21

. Table Tools ->Layout->Alignment->Text Direction, page 22
. Table Tools ->Layout->Cell Size, page 23

. Table Tools ->Layout->Cell Size->Distribute Rows, page 24
. Table Tools ->Layout->Arrange->Align, page 30

NO AR WN =

From the Table Tools-> Design Ribbon.
Table Tools ->Design->Table Style, page 16
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r &> Working with Tables

A Table is a fundamental method for organizing information into Rows and Columns. In Microsoft Office 2010, including
: Word, Excel and PowerPoint, Tables are formatted with the Table Tools: Design and Layout. The Layout Ribbon works
with the Rows and Columns. The Design Ribbon makes the Tables easy to read and fun to look at.

Start -> All Programs ->Microsoft Office-> Microsoft Office PowerPoint 2010

% Please Start Microsoft PowerPoint
2 At What do you see at the top of the

ommmm e B AT el ST T screen? s there a Title Bar that says
- '“' E Microsoft PowerPoint? Yes.

Is there a Home Ribbon with the
Clipboard, Font and Paragraph
Groups? Yes.

Click to add title If your screen looks similar to the
example on this page, then you are
ready to get started.

Click to add subtitle

IEET -
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Before You Begin

Home ->Slides->New Slide

i ; ; | s M- s e eee e I BNNOO0  Ha [ Seere M
This lesson begins by creating a sample el e e [ 2 120 O] S g | e
tation for Charlotte's Websit L IS I TG el =TT
presentation for Charlotte's Website. = , e , - | g

1. Try it: Create a New Presentation
Open PowerPoint. You should see a new,
blank Presentation.

Go to Home ->Slides->New Slide. I

Please add 2 new slides.

Keep going...

Home | Insert Design Transitions Animations

[ r

> 5 Layout = P

) B S
Reset

Mew .. AV -

Sige~ Ssedion- | B 4 U § abe 0N Aa |

Slides Font

cl

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides
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E One Design ->Themes

o
Enter and Format Text " i afn el — W
Enter the following Text and format the ,,—J e | e _":'__,l A E]“E ) | el - @ E
presentation with a Theme. e e i = R M . 2
b | Ol M R R R R RRRRRRERRRRRIIEEREREEE =
2. Try it: Enter Text :
Go to Slide 1. ey

Enter the Title: Charlotte's Website
Enter the Subtitle: From the farm to your E
table That's Fresh!

Try This, Too: Select a Theme
Go to Design->Themes
Select a Theme: Executive

Charlotte’s
WA eheite

Charlotte’s
Website

From the farm to your table
That's Fresh!

Keep going...

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text
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@ Insert ->Table

Insert a Table

There are a couple of buttons you can
click to add a Table to your slide. Either
way, PowerPoint will ask you to enter the
number of Columns and Rows.

uary

3. Try it: Insert a Table
Go to Slide 2.
Enter the Title: New Product Ideas

Try This, Too: Insert a Table
Go to Insert->Table.

You will prompted to type:
Number of columns: 3

Number of rows: 5

Click OK and keep going, please.

Memo to Self: You can also go to the
Placeholder and click on Table

EE== ilj P =i
Elgl (%
|| BE] 9%

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Insert Table
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@ Table Tools ->Design

Hello, Table Tools

There are two Table Tools: Design and
Layout. The Design Ribbon lets you edit the
Table Style Options and the Table Styles.

uary

Before You Begin: The Table on Slide 2 is
selected. The Table Tools are available.

4. Try it: Edit the Table Style — ; .
Go to Table Tools ->Design->Table Styles. N | .
Select a Style: Medium Style 1-Accent 1

Keep going...

Header Row First Column = ——| [ — ——|

[ Total Row [ Last Column ——— ] || =2 === E=——===
Banded Rows Banded Columns

"Yes, we have no bananas

We have-a no bananas today.... Table Style Options | Table Styles

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables
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Those walnuts and doughnuts
There ain't many nuts like they.

Table Tools ->Layout

Table Tools: Layout e e T

The Layout Ribbon edits the Table structure: © & dwe e D e LUl G| Mt B

Rows, Columns, and Cells " e T o Beeange OT G Sy Dowescman (2 0 WL st S semaennes Gt 5
. , : e 2w 8 Conmre e ot e sharment Tt s dowge

5. Try it: Review the Layout Ribbon
Go to Table Tools ->Layout.

New Product Ideas
(N | R

What Do You See? The Groups include:
Table

Rows & Columns
Merge
Cell Size
Alignment
Table Size
Arrange

Keep going...

g

=it & Insert Below —— o §lllo4r 3 B pistribute Rows

|
s
: = HH Insert Left
select | View Delete | Insert Merge Split lZ'H-f -
Just try those coconuts +  |Gridiines - pbove [InsertRight  coe  cels | o ~ [LLEECRU IS

‘ Table | Rows & Columns | Merge | Cell 5ize

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Layout
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One Table Tools ->Layout
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"-
—— Peen YarrRanm Aot Sade how i a
Enter the Labels and Data ﬁ - e R S —_— ———
: W e M "} ) B o ) es fowesiom EEW llh L] iy L e fesmat s, I8 An
The Cells in a Table have the same name | = . dwes = = M Cwen yt st ]
H TR T s B On O . 3 5 Ot Conmen :"‘m.w. Lok Adpent Rotw R, Seteman Pene T4 Petine
as the Cells in an Excel Spreadsheet. 4 g s - e i
Columns are letters and Rows are Sudes | Ouow | X, e R— — -

numbers. So, the first column is Column
A, the second is Column B. The Rows are
numbered, beginning at the top with Row
1. The first cell is Cell A1.

| New Product Ideas

6. Try it: Enter The Labels } = Apple Cider Crisp Apples in stock
In Cell B1 type: Dessert Ideas ;. Kiwi Lime Pie Kiwis in stock

In Cell C1 type: Comments Banaca Faoa 140 No Bananas "

New Product Ideas
Dessert Ideas

Try This, Too: Enter the Data

In Cell B2 type: Apple Cider Crisp
in Cell B3 type: Kiwi Lime Pie

In Cell B4 type: Banana Fana Mo

In Cell C2 type: Apples in stock
In Cell C3 type: Kiwis in stock

In Cell C4 type: No Bananas AppleCider F Applesin stock
Kiwi Lime Pie Kiwis in stock
So far so good. Keep going...
Banana Fana Mo No Bananas

We'll sell you two kinds of red herring,
Dark brown, and ball-bearing.

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables
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Table Tools->Layout->Merge->Merge Cells

. Mome Iwet  Desgn  Tiowlieni  Anmatens  ShieThew  fevew  View | Deign Lapeat =@
Layout. Merge Cells ¥ t1d )\ ’. g Yo Beiow _! :"1. 5 ose + 8 Outriovte Rows 'R E | l“A 1] wegee 221 T S teng Ferwend - !,u,
You can select several cells and Merge them u_; G| S| R = B Moeeeta Mg e SWRT | Deesane:
together to make one cell. T, S L arae il o et 1

Sdes | Ovine [ x| [V

1. Try it: Merge Cells

Select Cells A1 through A5.
Go to Table Tools ->Layout.
Go to Merge->Merge Cells. :

1 New Product Ideas

2. What Do You See? The selected cells — Apple Cider Crisp Applesin stock
were merged into one. The merged cell ‘ Kiwi Lime Pie Kiwis in stock ﬂ

inherited the formatting of the first cell, A1. _ 5 T NoB

9 |
New Product Ideas _J

Applesin stock

Keep going...

Apple Cider Crisp
Kiwi Lime Pie Kiwis in stock
Banana Fana Mo No Bananas

But yes, we have no bananas
We have no bananas today."

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Merge Cells
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Layout: Alignment
Alignment places the Text in the Cell.
The Alignment Group includes:
Horizontal (Left, Center, Right)
Vertical (Top, Middle, Bottom)

=
4
3

8. Try it: Change the Alignment

Select Cell A1.

Type: Charlotte's Kitchen

Go to Table Tools ->Layout->Alignment.
Click on Center.

Try This, Too: Change the Alignment
Select Cell A1.

Go to Table Tools ->Layout->Alignment.
Click on Middle.

cwa [t L
E[];[ Text Cell

Direction = Margins =
Alignment

The Text should be placed in the center (left
to right) and in the middle (top to bottom).
Keep going...

Table Tools ->Layout->Alignment->Center

L LK
Mot Mo Cengn

Tanchens  Anmgtens St Thew  Reew  View | Desgn  Lapew a

wiE] N ""i R m flew  : diowesiw [EEE um | Drewezr | Shomgtewes (3 ag
suet TR et | s SRetton P = - e Sweny T S Bacwens + 7]
=3 23 = = - e C -
© Gncheey - dvowe Jbentigm an Y o 24 do-m:---mv.-u- ek dspen bote B, Seenentene Ty
Sanie Borws B Cobmen Mege ot e digrment Tabie e Lvenge
Sbes | Outine | N

New Product Ideas

Comments

Applesin stock
Kiwis in stock

-~ itase Dessert Ideas

Charlotte’s Kitchen

No Bananas

_ - i o o
New I’roduct Ideas ZJ
= ]

Dessert Ideas

Apple Cider Crisp Applesin stock
H Charlotte’s Kitchen
Kiwi Lime Pie Kiwis in stock
—— No Bananas

Banana Fana Mo

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Alignment
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Layout: Text Direction
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text.

1. Try it: Change the Text Direction

Select Cell A1.

Go to Table Tools ->Layout-
>Alignment.

Go to Text Direction.

Click on Rotate all text 270°.

2. What Do You See? The text will rotate =
in the center, in the middle of the cell.

Keep goi

Comma Training Page 22

You can use the Alignment tools to
change the Text Direction and Rotate the

Table Tools ->Layout->Alignment->Text Direction

- et Coipn R D A o nde Arm Froea View Deign Loyinst
i iE Y :;:::- s doaesn Wl i} ) 2:: e :::.M b e
skt | Vow | Dwee - Bamagm O = QO 2 113 Ot Conmens Sd-lg;;!z*f:n_ muom«vm - e : 1
Bows B Comen Mege Lot e 4 ol e derenge
ffffff ABC J [— — F
1 i
New Pro”— — - = ][] B
= E = |
re=rs Il 54 Widtt
= Text Cell
Kiw Dg Direction ~|Margins ~ | ' Lock#
Bana A— ‘
ABC || Horizontal 2
& .
a Rotate all text 90
od1:
2 Rotate all text 270°
8
B Stacked
Cider c
ime Pie llﬁ More Options...

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Change the Text Direction
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Table Tools ->Layout->Cell Size

. 1 L
IC.ayout. Cell Size RSl 8 = 5 i Do o s@m [} Evewa 72| Amarenms- B o
ell A1 looks funny because it is still as soos B o | iy Siteenron e PN A e e — L M
wide as it needed to be when the textwas .~ Sttt e o atons st [ ot a1 S ot o
aligned horizontally, instead of rotated s | Ovlow | X
vertically. You can Resize the cell. ¥

New Product Ideas

1. Try it: Resize a Cell

Select Cell A1. s — s e
Go to Table Tools ->Layout->Cell Size. mcm—— e e
Type the Width: 1.5" - Apple Cider Crisp Applesin stock

Charlotte’s
Kitchen

Kiwi Lime Pie Kiwis in stock
Banana Fana Mo No Bananas

" l
3] 041- * |H¥ pistribute Rows ‘

| |
0|15 :Ci_lu?':istributecmumns . New Product Ideas
ell Size ” |
| I

2. What Do You See? When you make

-
Cell A1 smaller, the whole Table will be g "g Apple Cider Crisp Applesin stock
resized smaller as well. e E

B § Kiwi Lime Pie Kiwis in stock
(Compare this screen image with the ﬁ
image two pages back.) - Banana Fana Mo No Bananas

Keep going...

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Resize Cells
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Table Tools ->Layout->Cell Size->Distribute Rows
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O LAl vopre
Layout: Distribute Rows o g e
P i BT 9 = e e §)y s diowemrw EWE “m R - =], S tng rommans - 0 20
You can use the Layout Tools to Distribute s R = | S isenim g o P e O el R . e
the Rows evenly instead of resizing each S 7y St BRSO Gt e il e e 1

Row by hand. Here are the steps. we Lol

|
1. Try This: Edit the Cell Size S
Select Cell B4.

Go to Table Tools ->Layout->Cell Size. i
Type the Height: 3 —

New Product Ideas

Dessert Ideas Commenis

Apples in stock
Kiwi Lime Pie Kiwis in stock

What Do You See? Row 4 should be taller.
Banana Fana Mo No Bananas

s
]
=
-
-
Fa
-
2
=
=

3
2. Try This, Too: Distribute the Rows ‘ ’
Select the Rows from Apple Cider Crisp to

No Bananas (B2:C4). New FrgdLlCt IdeaS

Go to Table Tools->Layout->Cell Size.

Click on Distribute Rows. Dessert Ideas Comments
le Cider Crisp Applesin stock
What Do You See? The three rows that you e o
selected should be the same height, now.
Kiwi Lime Pie Kiwis in stock

Keep going...

¥

ARBOT

Banana Fana Mo No Bananas 2 |

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Distribute

<
v
=
=
£
-
-
=
°
=
=
-
=
v
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E Table Tools ->Layout->Merge->Split Cells

F’uq-o“ —
. H et Beet  Dengh Tomleei  Aneatesn  Shde Thew  Revew vow Cesgn | Lipowt -Q
I_.ayOUt' Spllt Ce".s ) (el (3] | 8 @ teen b md oemens (milw (I} [ Beweps o} Ssstems: B
Picture a Shadow Box with different Cell S S % U =T Ty S ORMNIR
Si The Cells in a Tabl b T oo S TIowmecomn T e Mg e [ ea et S Seeten pone
izes. The Cells in a Table can be s AT M- =i sl
— — ——— - -

formatted the same way. You can Merge
or Spilt the Cells in a Table.

1. Try it: Split the Cell

We are still on Slide 2.

Select Cell A1 in the Table.

Go to Table Tools ->Layout->Merge.
Click on Split Cells.

Split Cells L&u 3 pl
| Mumber of columns: |1 IEI & -
Mumber of rows: 2 El
| ok | [ Cancel ] : Kiwi Lime Pie Kiwis in stock
You will be prompted to enter the [
following: Banana Fana Mo No Bananas
Number of Columns: 1 2 —_—

Number of rows: 2

2. What Do You See? Cell A1 has been
split into two Cells. Keep going...

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Split
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:1 Design: Add Shading
Shading. The Shading can be Pictures,
Gradient and Texture. You can also
format the Table Background.

1. Try it: Add Shading

The cursor should be in Cell A2.
Go to Table Tools ->Design.
Go to Table Style-> Shading.
Click on Picture.

Table Background L4

You will be prompted to Browse for a

Each Cell in a Table can have a different

Table Tools ->Design->Table Style->Shading

. — —

................................... 3 Ui

. REREEEE .

Ouww  Lraver
Taove
% 1 3 Ovew Bosdery
== I""Iili‘ |
L}
LB

L = J New Products ==

@ geaee

2

Kiwi Lime Pie

4 More Fill Colars...

@ EICture“I
[ Gradient b 5 o

Texture L4

Tagie Lo

picture. Double click: Business35.jpg

What Do You See? Cell A2 is filled with
the picture. Keep going...

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Design Shading
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Kiwis in stock

Kiwi Lime Pie

Banana Fana Mo
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Design: Add Borders

In this example, the Borders will be added
to the Table, then to one Cell. Watch what
you select, first. Then modify the Border.

=
4
3

1. Try it: Add a Border to a Table
Click on the frame around the Table.
Go to Table Tools ->Design.

Go to Table Style->Borders

Select: All Borders.

4 shading ~ & A -
: & =

o~ Borders| =

Mo Border

@ All Borders
Dutside Borders

2. Try This, Too: Add a Border to a Cell
Click on Cell C4: No Bananas.

Go to Table Tools ->Design.

Go to Table Style->Borders

Select: Diagonal Down Border.

Yes, that works. Keep going...

Table Tools ->Design->Table Style->Borders

Kiwis in stock

£ Charlotte’s Kitchen

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Table Borders
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Table Tools ->Design->Table Style->Effects->Shadows
Design: Effects a.;.,.:“ — T T T
:1 Another Table Style that you can editis = wew  Tm T T SRR TR TEE R G 4D = g

called Effects. The example on this page - >
adds a Shadow Effect to the Table. S| O | X, J ousee + | 3

1. Try it: Add an Effect to a Table " —
Click on the frame around the Table. : NeW PI'OdLlCt IrCe ™
— ' ()

Go to Table Tools ->Design.
Go to Table Style->Effects->Shadows.
Go to: Inner->Inside Bottom.

LULQdJ
Perspective Inside Bottom

—

U Y

Dessert ldeas

Apple Cider Crisp

Charlotte’s Kitchen

Kiwi Lime Pie

2. What Do You See? The Table should
have a Shadow on the inside of the
bottom border. Looks cool. Keep going...

Shgedot)

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Add an Effect
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Table Style Options

The Table Style Options format the data
in the Rows and Columns. A check mark
for the Header Row formats the first Row
differently because these are the Labels.
The other options include:

Total Row

First or Last Column

Banded Rows or Columns

=
F =

1. Try it: Edit the Table Style Options
Select the Table on Slide 2.

Go to Table Tools ->Design.

Go to the Table Style Options.

Select: Last Column.

W| Header Row [ First Column
[ Total Row ¥ Last Column
| Banded Rows || Banded Columns

Table Style Options

2. What Do You See? The last column of
the Table is filled dark blue Shading.

Keep going...

Table Tools ->Design->Table Style Options->Last Column

[ Desgn Loyt =@
| Sashang - re < ——
::::l ::::I o] K booun + &34 ™ . j L
bttt s bt Quan Ovaew  Lraver
= L stens (0 GRtenCeler s 1
Lt R T PR S S e S
-

New Product Ideas

Dessert ldeas Comments

Apple Cider Crisp Apples in stock

Charlotte's Kitchen

Kiwis in stock

Jt

No Bananas

Dessert Ideas Comments

Apple Cider Crisp Apples in stock

Charlotte’s Kitchen

Kiwis in stock

:

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Table Style Options
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Table Tools ->Layout->Arrange->Align Center

EIrd9 -
Home Wiee Dewgn LT 2 Aremstiay e (P Fovrm Ve Dougr &

Design: Arrange ] (X N I i o ww [ (] D e S
You can use the options in the Arrange S i LS| S Gesun S b T e 8 Al e 4B i
H - o ol - | &) Gt o . »d 3
Group to edit the placement of your Table. = = im0 camm hococerrry ol ROl b sy 1
Shder .:.* .1 i r = e - o 9 angn Jop

Argr AnITe

1. Try it: Center the Table
Select the Table on Slide 2.
Go to Table Tools ->Layout->Arrange.
Go to Align->Align Center.

avgr fotiom
Deatrnss morcontady

Destrinste Yertucaby

JwiEsa

New Product Ideas

Dessert Ideas Comments

dige ty bty

Vi LanBne

Apple Cider Crisp Apples in stock

2. What Do You See? The Table was
centered on the slide.

Kiwis in stock

Charlotte’s Kitchen

Made You Look: The Align options are: |
Align Left, Center, Right % s ——
Align Top, Middle, Bottom
Distribute Horizontally (not shown)
Distribute Vertically (not shown)

Q Bring Forward ~

OK. That's a brief introduction to Tables.

|= align =
LY |=  align Left

-ﬁ & Align Center
=| Align Right

=

Do This, Too: Save Your Presentation
Go to File->Save.

Browse to your Documents folder

Enter the File Name: Charlotte's Website.
Click SAVE.

it Align Top
of Align Middle

i Align Bottom

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Arrange: Align Center
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@ Insert ->Table->Insert Spreadsheet

uary

Tables and Spreadsheets R e =
Tables present lists very well. The Rows and :E = Siﬁ T E i;’i,__..g Q = :—_J - f...§ = :J., .I.[.. Q i i >
Columns are easy to organize and format so - T R i S R AR 5l -

that the information is easy to read.
Spreadsheets calculate data.

1. Try it: Insert a Spreadsheet

Go to Slide 3.

Enter the Title: Ideas Add Up

Go to Insert->Table->Insert Spreadsheet.

Ideas Add Up

* Click to add text

E Insert Table...
ﬁ Draw Table
@ Excel Spreadsheet

2. What Do You See? A new spreadsheet
should be placed on Slide 3. The
spreadsheet may be very, very small. Keep
going...

Memo to Self: Depending on your system,
this step may make the screen flash a couple
of times as the new Ribbons turn on.

Ideas Add Up

. a [ %
g1

2

ETqu[s i

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Insert Spreadsheet
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Home ->Number

uary

Resize the Spreadsheet e

This spreadsheet is embedded in the = == s s s o s e =@
slide show. Embedded is a technical " % o= 6 w0 Sea e e e K Sy =30 ra
term that means that the spreadsheet ™" » ® 7 G- Zr & A EXR & Glwesiom: § 0% @ W03 S0 S ane 0T T et D
really is Microsoft Excel--and not some e === = e = -
frustrating, limited spreadsheet editor. &= &8s« 3

3. Try it: Resize the Spreadsheet
Select the frame around the little

spreadsheet. Use one of the corner
handles to drag the spreadsheet
larger to show Column E and Row 8.

What Do You See? The PowerPoint

Ideas Add Up

[ v | e

Ribbons show File and Window, only.
Beneath that you should see the Excel
Home Ribbon: Clipboard, Font,
Alignment, Number, Styles, Cells and
Editing.

Keep going...

masietd  twos | General

$ - % 9

Mumber

Exam 77-883: Microsoft Powe
4. Creating Charts and Tables
4.1. Construct and modify tab
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- =
= [ 27|
fﬁg -:'EE Conditional Format Cell
Formatting = as Table = Styles -
a Styles
rPoint 2010

les: Insert Spreadsheet

-

"CIEE:

Insert Delete Format

-

Cells

il

1

-




@ Home ->Number->Accounting

Onardot's

uary

Edit the Spreadsheet i
4. Try it: Add Labels to the Spreadsheet I
Enter the Labels D2 o B L e - KB e 3FE ;.Qr 4
Select Cell A1, type: Product B R @A EEW EE Euvendcma- 8- % o | WA S NS, I8 | M T | 2
Select Cell A2, type: Wholesale e —— Sl e e o hey

(e | Oune [ x|

Format the Labels .

Select Row 1.
Go to Home->Font->Bold.

Charlotte’s
Webmte

Ideas Add Up

Format the Data | 4 A B C D 3
Select Column B. ‘ }’""“" Wholesale
Go to Home->Number. A |
Click on the dollar sign ($) o
'S |
Keep going... : =
A B C D E

Product] Wholesale 1

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Enter Data into the Spreadsheet
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E Takg
One Home->Number

Chariote't
Add More Data e
5. Try it: Add the Data e wawt Pemles  Fumcss DM Aeeew  View . =@
Enter the Items Do om  ca caw S 8 Seew e B 5 WS
Select Cell A2, type: Apples 0 At oottt I et [ —— ¥t Mot PS8~
Select Cell A3, type: Box — s e s e e ey
Select Cell A4, type: Card el
Select Cell A5, type: Bow C
Select Cell A6, type: Basket Charitiey
e Ideas Add Up

Enter the Numbers fmm— _
Select Cell B2, type: 3.75 == 4 A L B o E
Select Cell B3, type: 1.90 E - 1 Product Wholesale
Select Cell B4, type: 1.25 2 |\Apples 5 395 _
Select Cell B5, type: 1.00 T —— T ;
Select Cell B6, type: 2.00 Slbow 5 100 i j
Keep going... A B C [»]

Product Wholesale

Apples S 3.75

Box S 1.90

Card S 1.25

Bow S 1.00

Basket |$  2.00]

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Enter Data into the Spreadsheet
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T
Home ->Editing->Sum

=
4
3

7 Onarotin's |
AutoSum the Data Eia
You can find the AutoSum on two Mo Wt Parlwes  Fems s Resew Ve
Ribbons in Microsoft Excel: Home and - AN See - WOy
Formulas. A A A EED RE $o% v ud _ .
Ntrwo;urun' » (SN v & Sumnzae) :
6. Try it: AutoSum the Data .
Select Cell A7. =
Go to Home ->Editing->Sum. hubotits
. Ideas Add Up
What Do You See? Microsoft Excel | a—— A
inserted the formula: =SUM(B2:B6). E A 8 ¢ 0 E E
1 Product Wholesale
2 Apples | S 3.75
The Cells that are used in this formula are i 3 aof - [s 190
outlined and you can see that none of the °  “iit  wrresserer e Er R E LR
numbers have been left out. :’"‘ 2 A B C D
Click ENTER on the keyboard. Product J"_.yfh’glgfilg‘?
The Sum in Cell B7 should be: $9.90 Apples | $ 375 !
f !
Keep going...the next part is interesting. Box E S 1.90 !
Card |S 1.25
!
Bow |$S 1.00 §
!
Basket }S 2.00 |
SUM(numberl, [number?], ...)

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Create formulas in the spreadsheet
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Home ->Styles->Conditional Formatting

=
4
3

Chusriones
Format the Data S
Conditional Formatting changes the B ~~ Rl oo e - =@
Shading depending on the value in the T2 e A S e Feere s SR B oo () 20T R 7
cell. ey (W2 gc @ S EEE RE DumekCsnr| § % v A [0l temn O bem O foma | etk ol |
jﬁ_f} _____________ T I 'l‘-'hn-ln.ll- — : — " '_'ﬁ g Lo e fen - | -

7. Try it: Use Conditional Formatting el = E L venenmmen - [ f -
Select Cells B2:B6. ' | m—
Go to Home ->Styles. Casdote) - Bl vsen "l 48 4
Click on Conditional Formatting. e F Tl vz - 42 5] 2
Select: Data Bars. . - =] ] wom (o

i ) r— Bk
The Conditional Formatting includes: - 8 D et " e e
Highlight Cell Rules V— | e T
Top/Bottom Rules P
Data Bars b
Color Scales A g ¢ D E
Icon Sets Product Wholesale
New Rule

Apples
Box B |1.90
card [ | 125
Bow 8| 1.00
Basket I8 |2.00

[s o90]

Clear Rule
Manage Rules

Yep, Conditional Formatting helps your
audience visualize the numbers.

SedrSoll  Emeoder

Keep going...!

0O |~ |h LA | & (WM

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables: Format the Spreadsheet
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Ta
PowerPoint ->Home

=
4
3

=
Return to the Slide Show e e
When you edit an embedded spreadsheet ol ,f Do :_ ot hairhsl, ALLDOo| S g S e -
you were working in Microsoft Excel. Howdo ... " ..,. e | D A b= 8
you get back to the slide show in Sdes | Ovew X
PowerPoint? .
8. Try it: Return to PowerPoint Ideas Add Up
Click on the Title Box on Slide 3. | g——
What Do You See? If you select something E ; Product | Wholessle
else on the slide, the spreadsheet will close. Apples IS
The Microsoft Excel Ribbons will be put = ’ sor W) 1%
away. i h cod B 125
-~ Bow Bl 1w

Memo to Self: You can return to Excel and
edit the data if you wish by double clicking
the embedded spreadshee

E

Basket I |2.00
S 9.90

Product Wholesale
Apples 3.75
Box B |19
card B 125
Bow B! 100

Basket I8 |2.00

S 9,90

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.1. Construct and modify tables
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Summary

Tables summarize information into
Rows and Columns. The Table Tools
offer many options for formatting the
data so that it makes sense.

uary

Microsoft PowerPoint can also display
data in an embedded spreadsheet so
that you can use all of the tools in
Microsoft Excel.

Way cool convergence of technology.

Save. Save. Save. That's enough for
now. The next lesson uses Excel to
create Charts and Diagrams.

Allez allez in free.
You get the cookie.
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Kiwis in stock

Mo Bananas

Basket B |2.00

I S B.BDI

s |
A
1 |Product Wholesale
2 Apples .75
3 Box B ]1.90
4 cad B | 125
5 Bow 8] 1.00
6
7
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Practice Activities

Lesson 1: Working with Tables
Before You Begin: Start Microsoft PowerPoint 2010.

Try This: Do the following steps

. Open a new blank presentation.

. Add the Title: Marketing Results

. Format the title Red. Change the font to Cooper.

. Insert a new slide. Insert a table with 2 Columns and 3 Rows.

. Apply the Table Style: Medium Style, Accent 5

. Format the table height to be 2.5”

. Select Cell A2. Add the following data to the table.

Before After

120 210

210 275

275 460

8. Put your cursor in the first row of the table. Insert a row above.
Merge the cells of the new row. Add the text: New Ad Campaign
9. Format the text New Ad Campaign as centered

10. Put your cursor in Cell A2 Insert a column to the left.

11. Add the following data to the table:

A2: Week 1

A3: Week 2

A4: Week 3

12. Format Cells A2-A4 with effect Cell Bevel-> Cool Slant

13. Put your cursor in Cell C2. Insert a column to the right. Add the
text Goals Met!

14. Select the text Goals Met! Change the text direction to Rotate
all Text 90°

NO AR WN -
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/7
\\% ’fff

. 9%
» Dege?
15. Resize Column D to be 0.5 e
16. Select Column D and split it into 2 rows. In the empty cell, format
the shading to be the sample file Balloon1.qgif or a picture of your
choice.
17. Add Outside border to the table
18. Remove Banded Rows and apply First Column Table Style Options
19. Arrange the table by setting the alignment as Right and Bottom.
20. Add a new slide.
21. Insert a Table: Excel Spreadsheet
22. Add the following data to the spreadsheet:

Ham Turkey Egg Salad
Period 1 40 20 20
Period 2 50 35 40
Period 3 65 45 55

23. In Cell E2, use the AutoSum function to add Cells B2-D2. Use the
AutoSum function in Cells E3 and E4.

24. Apply Conditional Formatting to Column E.

25. Save this activity as Advanced PowerPoint Practice 1
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Test Yourself

1. 1. What Ribbon has the command for
adding a table to PowerPoint?

a. Insert

b. Home

c. Page Layout

d. Table

e. There is no command

Tip: Advanced PowerPoint, page 16

2. What are the Table Tools Ribbons?
a. Styles

b. Layout

c. Format

d. Design

Tip: Advanced PowerPoint, page 17

3. The command to merge cells is Table
Tools--> Layout--> Merge — Merge Cells
a. True

b. False

Tip: Advanced PowerPoint, page 20

4. Which is an option for Table Shading?
a. Pictures

b. Stripes

c. Gradient

d. Textures

Tip: Advanced PowerPoint, page 26

Comma Training Page 40

5. What Ribbon has the command to add
Table Borders?

a. Table Tools--> Design

b. Table Tools--> Format

c. Table Tools--> Borders

Tip: Advanced PowerPoint, page 27

6. The table alignment commands are on
which Ribbon?

a. Layout

b. Table Tools--> Layout

c. Home

c. Table Tools--> Format

Tip: Advanced PowerPoint, page 21

7. The Header Row is the top row of a
table where there may be labels.

a. True

b. False

Tip: Advanced PowerPoint, page 29

8. Which are Arrange options?
(Select all correct answers.)

a. Align Left

b. Align Right

c. Align Top

d. Align Bottom

Tip: Advanced PowerPoint, page 30

9. A spreadsheet embedded into a PowerPoint presentation
is as fully functional as a regular Excel file.

a. True

B. False

Tip: Advanced PowerPoint, page 32

10. Which of following is true?

(Select all correct answers.)

a. Tables organize data

b. Spreadsheets calculate data

Tip: Advanced PowerPoint, page 31 ‘

v -
e

Fe
b ot




PowerPoint 2010: Creating Tables and Charts

) Show the Data: Charts and Chart Tools

Take

=
4
3

Advanced PowerPoint Objectives B ————
In this lesson, you will learn how to: ﬁ‘_‘_ R ey - T i g -l it
1. Insert and modify Charts in PowerPoint it = reee e =

2. Use the Layout Ribbon to format the Chart [r——
Title, Axis Title and Data Table

3. Format the Axes and the Gridlines

4. Use the Design Ribbon to change the Chart 5 Ei ' New Fall Products
Type, select a different Chart Layout, and apply 1= ol e =P
Chart Styles.

5. Use the Format Ribbon to Resize a Chart and
edit the Position on the slide.

WS ow The Dol Vicrosoft PowerP o J—

Slide Show

Transitions Animations Review View Design Layout

© 2011 Comma Productions, LLC A:__. | |r[l_rh—| ||J ,ig ||rl_rhj| | rlm | ng—| ﬁrlﬂ | I'IE| |||.|_|-.—| fﬂjﬂ| Iﬂjﬂ|
Text Chart  Axis Legend Data Data Axes  Gridlines Plot Chart Chart
Box Title = Titles = E Labels = Table = = E Area~ Wall~ Floor~ R

Labels Axes Background
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Lesson 2 : Charts and Chart Tools

4

1. Readings
guide, page 41-71.

Project
A simple presentation that includes Charts
and introduces the Chart Tools.

Downloads
Show the Data Complete.pptx

Farm1.qif
Chicken4.jpg

2. Practice
Complete the Practice Activity on page 72.

3. Assessment
Review the Test questions on page 73
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Read Lesson 2 in the Advanced PowerPoint

Chart Tools->Layout Ribbon

= - r = —

| Joe] og| i (3] el aw] o] W] dw] ()

Chart Axis Legend Data Data Axes  Gridlines Plot Chart Chart 3-D

Title = Titles ~ A Labels = Table ~ - A Area Wall ~ Floor~ Rotation
Labels Background

2} 3]

Chart Tools->Design Ribbon

4 5 8

= B0
al of H B e
Change Save As Switch Select  Edit

Chart Type Template Data

Row/Columr Data
pe
3 ¥

EJ Data
Menu Maps

From the Chart Tools->Layout Ribbon.

. Chart Tools ->Layout, page 52

. Layout->Labels->Chart Title, page 53

. Layout->L abels->Axis Titles, page 54

. Layout->Labels->Data Table, page 55

. Layout->Labels->Axis->Axis, page 56

. Layout->Labels->Axis->Gridlines, page 57
. Layout->Labels->Background, page 58

NO PR WN =

#

iJ Chart Laynutshh 4iJ lrJ :'
More Menu Maps

From the Chart Tools->Design Ribbon

1. Chart Tools->Design, page 62

2. Design->Data->Switch Row/Column, page 61
3. Design->Type->Change Chart Type, page 62
4. Design->Chart Layouts, page 63

5. Design->Chart Styles, page 64

—
e

Refresh
Data

From the Chart Tools->Format Ribbon
1. Format->Shape Styles->Shape Outline, page 66
2. Format->Size, page 67




Show the Data

Your data is supposed to tell a story but rows of numbers can be difficult to read. The numbers, percents and
formulas just get lost and your message isn't heard. Consider presenting your data graphically. People can look at
a pie chart and see that one slice of "pie" is bigger than the rest. In the previous lesson, we added (embedded) a
Microsoft Excel spreadsheet to a slide. In this lesson, we will use Excel to create charts.

Start -> All Programs ->Microsoft Office-> Microsoft Office PowerPoint 2010

Femi B DA RRaa Ml BERds Gees  Vee =

T e Please Start Microsoft PowerPoint
S What do you see at the top of the screen?

— Is there a Title Bar that says Microsoft
PowerPoint? Yes.

« B FH N de T e o FEEE n® § ¥

i 'il..l"

[ Fanpamn

Is there a Home Ribbon with the Clipboard,
Font and Paragraph Groups? Yes.

Click to add title If your screen looks similar to the example on
this page, then you are ready to get started.

Click to add subtitle

Ol I s ot
IWET A e
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Home ->Slides->New Slide

uary

T s " 7
H [ Weainl [ RITE P Lrnmatden Saelle Urien Frern Wern
Bgfo_re You Begin _ RS i m e e BN i o A~
This discussion begins by creatinga .. e e |2 1 18 Ok o] B oot b -
sample presentation with two slides. ... .. - - it
The design will include a Theme. B I_L._,..l

Themes have Effects which can be !
used to format the Charts.

1. Try it: Create a New Presentation E : :
Open PowerPoint. You should see a Pl 9- 0O
File

new, blank Presentation.
Go to Home ->Slides->New Slide.

Please add 1 new slide for a total of 2. B%j] ') \j [ Layout ~

Home Insert Design Transitions Animations

= - A A

K ) =3 - -Reset
eep going... Faste s AV . - | .
= 7 5I|dev _|5!.‘H:t|t:|n*-r B I U sbe 57 Aar |
Clipboard 1= Slides Font
Slides | Qutline | x
1

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides.
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@ Design ->Themes

uary

Frde-w
Enter Some Sample Text R e e ————— = -
Enter the following Text and format the e | gl (Eandil | il | M m — | | o e
presentation with a Theme. =

Ll ¥ 2 W

2. Try it: Enter Text G s
Go to Slide 1.
Enter the Title: Charlotte's Website .
Enter the Subtitle: New Fall Products Charlotte's VWWebsite

Try This, Too: Select a Theme
Go to Design->Themes.
Select a Theme: Solstice

‘ Mew Fall Products

Keep going...

v IS

Charlotte’s Website

New Fall Products

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text
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r.‘,:e Insert ->lllustrations->Chart

Insert a Chart

3. Try it: Insert a Chart
Click on Slide 2.
Edit the Title: Charlotte's Website.

[-2T] Teafralatri Ara e, e Prires Erera en

-E\_D-ﬂug-

=
4
3

EH[_:'
ELi'

Select the bottom Text Box.
Go to Insert ->lllustrations->Chart.

Charlotte’s Website

. » Click to add text
Keep going...

Memo to Self: You can click on the
Chart button in the Placeholder, too.

B
o ESl

[
il

| ¥ 1)
Lo ] »

Seamlell  Chelnad’

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables

4.2. Insert and modify charts: Select a Chart Type

Comma Training Page 46



e

Enter Chart Data

4. What Do You See? You will
be prompted to select a Chart.
The Chart Templates include
Column, Line, Pie and many
others.

uary

Go to Column.
Select: Clustered Column.

Made You Look: Look at the
bottom of this window for Set as
Default Chart.

You can select a chart template
and make that chart the one that
is always used when you click on
Chart in the lllustrations Group.

Click OK.
Keep going...
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Insert ->lllustrations->Chart

=

Insert Chart

Templates

Column

Line

Pie

Bar

Ca
I
[ex
&
E
al

Area

XY (Scatter)

Stodk

Surface

Doughnut

Bubble

=)
&
4

Radar

¥ YRP o

| Manage Templates... | | SetasDefault Chart

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.2. Insert and modify charts: Set as Default Chart



Hello, Little Chart
5. What Do You See? You should see
a new Column Chart on Slide 2.

uary

The Chart Tools include:
Design
Layout
Format

What Else Do You See? A new,
sample spreadsheet should be opened
in Excel as well.

The buttons on the Home Ribbon in
Excel may look funny when the
window is small, but the Ribbons and
Groups are all in the right places.

Keep going, this is getting interesting...

Chart Tools
5~ u*—_mm

"'*'ﬂ-—*“éﬂ ~h.1.|...|..||.|..|,|.-i-.-

Sk AL Gty Seer  dde et .I.IH .’
Chart Type Templaty  RowColusn Culs  Culs ta

= et

P
nemy braan Page iayear Prmain Dudn [-TEP [T a9
- 0 « W - - u e - 0
R 8 =y S G Ay e E
L
nT-\'J' BSU Ky EERFH F-w% 0 = Sne gﬂrn:ﬂ_ II
¥ EH A R WA Bt | 2- 22 o8
[ Far 2| g BasmFire ol [ETE
AB . F3
TR m < ] E [ o
Series ]  Serssl  Senierd
Catisgiey 1 &3 14 2
Catigoey 2 FL) 44 2
Catisgiey & LL) 18 5
45 18 3

i

T rariitn chierl i rips, deiag R ight coimee ol rangs.

OB R B R e

10
1
12
T
T
1%
16

17

Fasdy 7]

Chart Tools
- Design Layout Format
o E
Chart Styles

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.2. Insert and modify charts: Enter Chart Data
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Home->Font->Bold

tippa Pt = igh

Iru". Imbl I: hd ki

Enter Chart Data

6. Try it: Enter Chart Data
Select Cell B1, type: October.
Select Cell C1, type: November.
Select Cell D1, type: December.

uary

If these are labels (and they are), then
they should be formatted Bold.

Select Row 1. . _ - =
Go to Home->Font->Bold. :;E s R R Chart in Microsoft PowerPoi icrosoft Bxcel |
FE| |
. :: File Home Insert Page Layout Formulas Data Review
Keep going... al
@ & Calibri 11 - = g%] =i  General -
Toresine L |=|ﬁ . I U - | A .ﬁ. % E E ﬂ $ - B 9
aste o i
- EH A FE( R WS
Clipboard 1= Font a Alignment P MNumber P
D1 v (" .fr| December
Y T— A | B | ¢ D E | F i
-| 1 October  November |[December |
o2z | mmer ]| 2 | CAtegOTY 1 4.3 2.4 2
3 |Category 2 2.5 4.4 2
4 Category 3 3.5 1.8 3
5 |Category 4 4.5 2.8 5

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.2. Insert and modify charts: Enter Chart Data
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@ Home->Font->Bold

uary

Enter More Data .l . hh*:\.lL '|IHII:!I Aty Jhde TRgw  Bretw  Vew | BRMA | Lield
7. Try it: Add More Labels premsiaes— 1 P (1 (] (2] o ] (] ) W) ] 8 ) L] L ) 7
Select Cell A2, type: Legs. TR s e L S e MBI
Select Cell A3, type; Eggs_ T — =
Select Cell A4, type: Pigs. A e o N oo
| TR ) T ] YT il - site
If these are labels (and they are), then -..‘ﬁ r | A ytl RN P ;:‘;: e
they should be formatted Bold. Ciptowd o Pen | gt 5| Ramber T
Select Row 1. L
Go to Home->Font->Bold. '
Try This, Too: Add the Data
Select Cell B2, type: 200. = Ocrober
Select Cell C2, type: 220. Nevember
Select Cell D2, type: 240. = Dacarnbar
Select Cell B3, type: 100.
Select Cell C3, type: 200. £ | Legs
Select Cell D3, type: 300.
. D E

Select Cell B4, type: 450. 1 October November December
Select Cell C4, type: 550.
Select Cell D4, type: 600. s 2 LEgS ! 200 220 240

3 Eggs 100 200 300
Whew. Keep going... 4 |Pigs 450 550 600

5 |Category 4 4.5 2.8 5
6

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.2. Insert and modify charts: Enter Chart Data
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@ Home->Cells->Delete->Delete Sheet Row

uary

Select Chart Data e e T
The sample Chart data included more premsreas | 09 (9 4| 2] ol ”5;,{ ml 2l ol &l ) A =
information than we need. You can use e e e e L e
the Handle in the bottom right corner to ETTTe P -
select the Range that is included in the '{-"."" - ‘_""‘“‘_"’"f""""?“"‘f"'"“:"'_ —_
Chart. - A B C D e F
8. Try it: Select the Chart Data i g 1 October  November December
Select: A1:D4. —— l 200 220 240
The Chart on Slide 2 will update to match 1 Detaiser
3 100 200 300

the Range of Cells that you selected. :F s Eggs

e = 4 Pigs 450 550 600
Try This, Too: Edit the Chart Data 3 5 Category4 4.5 2.8 5
SeleCt ROW 4. i T resire ¢ ﬁ
Go to Home->Cells->Delete. e -
Click on Delete Sheet Row. u

= 8 To resize chart data range, drag lower right corner of range.
Do This: Save the Presentation = hl l . L l 1]
Go to File->Save. I";
Browse to your Documents folder. L A | B c D E F
eqer the File Name: Save the Data.pptx 1 !Dctuher November December
Click on Save. 2 |Legs 200 230 240
So far, so good. The spreadsheet has . Eggs 100 200 300
three months data for the new products: 4 Pigs 430 330 600
Legs, Eggs and Pigs at Charlotte's 5

Website.

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.2. Insert and modify charts: Select Chart Data
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Chart Tools: Layout

The preceding pages worked on
the getting data into Excel. Let's
return to PowerPoint and look at
the Chart on Slide 2.

uary

Not bad for a start.
It needs some work...

People like to figure things out,
especially diagrams and charts.

Give them a clue by labeling your

Chart.

The Labels Group can be found on

the Layout Ribbon. The Label
Options include:

Chart Titles

Axis Titles

Legend

Data Labels

Keep going...

The one-L Lama,
a Poem by Ogden Nash

Comma Training Page 52

Chart Tools ->Layout

= W [T Tiafrllaer AT i, ke Wi Frérn iew D Lyt Faimar i &=
% TO3k L5
. mY ik bk | ii i ki ki
T o i 2 02 AL X ‘
Tt il CFuir Lipinatti
St | Ol | Hi|  — =
1

Charlotte’s Website

u.jll

&00

500

IN' i

Ch.m‘t Tools

Transitions Animations Slide Show Review View Dulgn Layout

AT [l (o] (o] ] (] (| (] (] [

Text Chart  Axis Legend Data Data Axes  Gridlines Plot Chart Chart

Box Title = Titles = E Labels = Table = = E Area~ Wall~ Floor~ R
[ Labels [ Axes [ Background

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.3. Apply chart elements: Labels-Chart Title



@ Chart Tools ->Layout->Labels->Chart Title

uary

" R W
Layout: Label the Chart " e vt\.m ST Tifrdl Anematary,  aaf Pum Biden wirw [2F° Lyl Fuimar = igh
1. Try it: Edit the Chart Title e £l @ (21 (] ta] = ] sla e ) Jdd
Go to Slide 2 and select the Chart. e e e e 1
The Chart Tools should be available. . i oen oo | P
Go to Chart Tools->Layout->Labels. = ;::‘M.MM lotte's Website
Go to Chart Title->Above Chart. R
| — :.Dur Mew Fall Products
A new Chart Title will be placed above T 700
the Chart. The Chart has been resized to = : — - -
. ba] (g i) (8] (o] (] (] 0 s )
Edit the Title: Our New Fall Products Chart | Axis Legend Data Data Axes  Gridlines PFlot Chart Chart 3-D Trendline
Title = | Titles = = Labels = Table = < < Area~ Wall~ Floor - Rotation >
Keep going... | (=7 MNone Axes Background

Do not display a chart Title

—1 ‘Centered Overlay Title

|ﬁl Cwerlay centered Title on
chart without resizing chart

= o |OLLE'S Website

area and resize chart

dare Title Options...

Y W T

£

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.3. Apply chart elements: Labels-Chart Title
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@ Chart Tools ->Layout->Labels->Axis Titles

uary

Layout: Label the Axis 'r. : H:Ir- h.IrT Do-u-n Ilh:ll;n:qll_ nnl Hi.-o- Frore R g ; L Format
2. Try it: Edit the Axis Titles yrcanwme o P ] B (oo ] B o] 8 B ) ] -
Go to Slide 2 and select the Chart. e e Rk AT 0 vmassars e e » B W 1 i
The Chart Tools should be available. == s« ) e vemca st o l;J L
Go to Chart Tools->Layout->Labels. =~ _ Charloi = R
Go to Axis Titles. i _ S| G s et |
Go to Primary Vertical Axis Title. T gr— 700 - T——
Select Rotated Title. z | T —
el 0 - :
o it
You should see a new Axis Title on S 500
the left side of the Chart. i
fm B Comober
Edit the Title: Monthly Sales ' i e
t S
Keep going... | " l I 1
500
Ta?
9
m
| w0 400
|2
sni 7 | £ I
' '£,300
12
The one-L Lama, ||3; '
He's a priest... _620[} —— — -

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.3. Apply chart elements: Labels-Axis Title
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Layout: The Data Table

A Data Table shows the numbers at
the bottom of the Chart. It is another
useful way to convey your message.

uary

3. Try it: Show the Data Table
The Chart on Slide 2 is selected.
The Chart Tools should be available.

Go to Chart Tools->Layout->Labels.
Go to Data Table->Show Data Table.

You should see a new Data Table on
the bottom of the Chart.

Keep going...

The two-L Llama,
He's a beast...

Chart Tools ->Layout->Labels->Data Table

Aol i 1hie Shdwr Ereen e Bein [FE )

___Ih-eh_ﬂ_l_l__iui‘a.h! _l :I'
e _u [— F“" :
ChE 2 Exi'rgﬁmm slte
o
600 -
8 500
$ 400
2=
-E 300 H October
ﬁ H
z 200 - November :
B December
100 -
0 -
November 220 200 550
December 240 300 600
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Chart Tools ->Layout->Labels->Axis->Axis->Primary Vertical Axis

0" R A

Layout: Format the Axis T T T TR T T T e T e
You can format the Axis as well as the Axis 8 Pomms Snie .;.,..i = ';J ;J ;‘, :—,‘J ,,;’ :’ ﬁ;j,, ,: ' ;j,, ,";,J
Title. Here are the steps. s T g (- e S e S e

ﬁhtn R el '_____“ A vy Yot hs  » I ._J :.- ’
4. Try it: Format the Axis e "
The Chart on Slide 2 is still selected. Charlotte'’s Wel = A
The Chart Tools are available. b | Duote i with st |

m .—J ?h:lunm~'

Go to Chart Tools->Layout->Labels. ¥ 600
Go to Axis->Axis->Primary Vertical Axis. = i \||‘ = O e b e
What Do You See? You can change the |ﬂrﬂ |.F|_Fi¥| |Mﬂ—| ﬂ]]j]il| ﬂﬂ]j]fﬂ| ]
scale on the Vertical Axis from Hundreds to - _ _ !
Thousands, Millions or Billions. There is also R CTneE | Mok Shelt oot SR (| frendine Lines Op/Boy

an option to show the numbers on a Log 10

base scale. Analysis

| [#] Primary Horizontal Axis !cgrc-und

- |£| Primary Vertical Axis L None

Do not display Axis

Please leave the Primary Vertical Axis on

the Default and keep going. |—

tte's WeH

Seeeiet e I

Show Default Axis
Display Axis with default order and
labels

Show Axis in Thousands
Display Axis with numbers
represented in Thousands
Show Axis in Millions

Display Axis with numbers
represented in Millions

Memo to Self: The Log 10 Scale may be
interesting in an economy that is going
through hyperinflation.

:.
H
=

And | would bet a silk pajama...

S ETHE

Exam 77-883: Microsoft PowerPoint 2010
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Layout: Format Gridlines
By Default, this Chart is showing the
Maijor Horizontal Gridlines. Let's look

uary

at the other options that are available.

5. Try it: Format the Gridlines
The Chart on Slide 2 is selected.
The Chart Tools are available.

Go to Chart Tools->Layout->Labels.

Go to Axis->Gridlines.
Go to Primary Vertical Gridlines.

What Do You See? You can choose
the show the Gridlines. The options
are:

None

Major Gridlines

Minor Gridlines

Major and Minor Gridlines

Please select: Minor Gridlines.

Keep going...

There isn't any Three-L Lllama...

500 -
400 -
: 300 m October
200 Movember
B December
. 100
0 - ; : .

Chart Tools ->Layout->Labels->Axis->Gridlines

BEW = tn eign Suestae  bemmee  fsefaew R PR e T a g

Chast Birk - A i
P M| w8 il Ml ]l I |
i | (24 J o= il Of ) | ] |
- Pemas Dt T {ha®t Aom agass Deis Dets Aa Lrkderan Pue Trranrd Tvesr
i Berl B LAACH Hyle = [ ] Tiie~ Wiwn- - Lsbwin - Tabde~ - - Ao - [
Curres] Srivdben Frerl Lkt B b Py S Gl b 4 W
Chdes | Chtle ] e — | T | -
1 Wl gy Goraieray
et v i [ V——

Charlotte’s Website ) S v o

- 700
700 -
600

I""I«:'.tnl:hl‘qur Sales

Legs Eges Pigs
October 200 100 450
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7‘.,*" Chart Tools ->Layout->Background->Plot Area

E °
Layout: Add a Background % S —— ,

: Many television news shows format the e _f"m A &l -;Ju"fj,_ nl & : ij_ ﬁy "‘ 8 ) L
Chart Background so that it amplifies the "0 o ey
meaning of the numbers. For example, a e i , Ml o

S Pt Ares
u Ui Pt Aeen
Setout corie v

Charlotte's Teceeree

Chart showing the number of babies born  * .
might have a picture of diapers or bottles
in the background.

6. Try it: Format the Background
Select the Chart Area of the Column
Chart on Slide 2. The Chart Tools should
be available.

Go to Chart Tools->Layout->Labels.
Go to Background->Plot Area.
Click on More Plot Area Options.

Design

]| 500 |t

Plot | Chart Chart 3D Trendline M
| | Area~ | Wall - Floor - Rotation | v

Layout Format

What Do You See? You can show the
Plot Area with a default color fill that goes
with the Theme, or None.

11
Legs
200
220
240

None

4 dl{| Clear Plot Area fill

Keep going...

Oick 10 add notes

Show Plot Area
||| show Plot Area with

default color fill

Maore Plot Area Options...

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.3. Apply chart elements: Labels-Chart Title

Comma Training Page 58



Chart Tools ->Layout->Background->Plot Area

Background Fill Options - —
Format Plot Area includes options to edit the = s f_;;'),_A:J a—:;j ,—_J:—i 7',;‘,1 E ,:' - ;“_,' - ) ..;:j_ = .f..J 7
Fill, Border Color, Border Styles, Shadow, e T e = - e
Glow and Soft Edges and 3-D Format. The i | Oiew | X [— LFI Fill
Default Fill is a solid color. You can use a 2 4 l
picture for the Background Fill if you wish. S © Ho fi
Border Styles ) Solid fil

7. Try it: Edit the Background Fill () Gradient fill
Select: Picture or Texture Fill. Shadow @ Picture or texture fil
Click on Insert From: File... p— -
Browse for your Documents folder and select ~e o ol S el © Falen
a picture_. The example in this lesson uses == 3.0 Format () Automatic
Farm1.gif. i: .

' Insert from:

Try This, Too: Change the Transparency
Edit the Transiency: 60%.

Click on Close to return to the Chart.

Keep going...!

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.3. Apply chart elements: Labels-Chart Title
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Tile picture as texture

Stretch options

Offsets:
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Top coto:
Transparency: - O 60% &1
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@ File ->Save

ary [

ﬁ' -
Layout Summary " I u-\.m bﬂm: 'wm_ PR e Wvirn Erera re Brign Layins Fosmat .-_-.n
8. What Do You See? The Chart  srwwes = (0 50 Bl e Wl B0l o 0 0 0 )
now has a Chart Title, Axis Title, =000 L s 52 )1 ey, e e 111t e
Data Table and a background de | Qe | W
picture. - [ F—
o Charlotte’s VWebsite
So far, discussion has focused on
the Layout Ribbon. Let's look at i — L J—
the options on the Design E 400 F
Ribbon. E "%50 b & = -
Do This, Now: Save, Save, T .
Save 600 '*:;
Go to File->Save. -3
w 500 -
2
ﬂ L L]
4 400 : -
£
1= 300 - B October
f 200 b = November
B December
. 100 L
0 - ]
Legs Eggs
‘October 200 | 100 450
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Chart Tools: Design

Chart Tools ->Design->Data->Switch Row/Column

The Design Ribbon has options for:

Type Sl “ -:j i 1 = | I 1
Data (Select, Edit, Refresh) = 18 ﬂ] ﬁg il i 1
Chart Layouts 1 Change Save As Switch Selet Edit Refresh =
Chart Styles. == Chart Type Template Row/Column Data Data Data s
Type Data Chart Layouts
|
1. Try it: Format the Data P o gre— | Je—
The Chart on Slide 2 is selected. B o I
; £ —
The Chart Tools are available. 'J| 700 « e 2 o
Go to Chart Tools->Design->Data. e
Click on Switch Row/Column. 600 - — g :
._,. :
What Do You See? The Columns are 500 :
grouped by Month, now, not Product. R 1
@ 400 AR '
What If It Doesn't Work? This example z & - L
works when the spreadsheet is open in :
Microsoft Excel. If Switch Row/Column c 300 5 = " Legs
option is not available, click on Edit Data L " Eggs
to open the spreadsheet for this Chart. = 200 .
o ® Pigs
Keep going, please... sumi.n Q0 3 e
0« )
October November December
Legs 200 220 240

Exam 77-883: Microsoft PowerPoint 2010
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@ Chart Tools ->Design->Type->Change Chart Type

B R T L e e R
Design: Change the Type n [ ,,...:‘ /‘..,,; A--..,..»,,‘ ...... Shsethow Revew View | Oesgn | Lot P
You can change the Chart Type if you "' '.c‘, S a2 22 RRIRE B
wish. Question: will the Chart keep the =~ =™ = === o ™=
formatting we added with the Layout ol
Ribbon? - P y—

uary

_ Charlotte’s Website
2. Try it: Change the Chart Type

The Chart on Slide 2 is still selected. =

w—— 1200
The Chart Tools are available. Emdll -
Go to Chart Tools->Design->Type. 1200
Click on Change Chart Type.
1000 -
You need to select a Chart Type.
Choose a Category: Column -
Choose a Type: Stacked Column ! 800
v
What Do You See? The Stacked E"“ 600 -
Columns combine all of the Products. | %5
The Labels and Background are still E
there. ¥ 400
Keep going... . 200 - - -
( e ol L Ol Wt
October November
Pigs 450 550

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
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@ Chart Tools ->Design->Chart Layouts
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B e L e

Design: Change the Layout e e e o | e T =4
The Chart Layouts offer several c,.i.,. Sf E ame woan == FRIRR BN D BH M)
templates for formatting the Charts. e R e e - 3

b | Gl W -
3. Try it: Change the Layout e
Go to Slide 2 and select the Chart. Charlotte's Website
The Chart Tools should be available. '

o pp— ChartTitle

Go to Chart Tools->Design. |
Go to the Chart Layouts.
Choose a Layout: Layout 2

mLegs mEggs mPigs

— B
hE E_Enaln
Chart Layouts

Layout 2

What Do You See? The data has been
placed in the Column, instead of in a Data
Table. The Vertical Axis is not shown. The e
Gridlines have been turned off. :

-

The Chart is simplified. Keep going...

October MNovember December

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
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@ Chart Tools ->Design->Chart Styles

uary

o a- 0T d
Design: Quick Styles - E = == .‘.,;“‘“ e MH: = == = =4
8E£Jﬁtsst;?::allttle fun with the u“-:u"ﬁ'.r;r’-‘-‘;& .,."S;‘-'.‘..% - * qﬂat:‘l;f M mMe N lm: 280 RH: 4
e | G | El e S — -
4. Try it: Apply Quick Styles i
gﬁat?t Slide 2 and select the | Charlotte's Website
The Chart Tools should be A — B Chart Title
available. | T I ‘I | mlogs WEgs - Figs
Go to Chart Tools->Design. . ! = |
Go to the Chart Styles.
Choose a Quick Style: Style 5.

What Do You See? The Quick
Style did not include the Chart
Background.

i Ocrober Movember
way to apply Quick Styles to the
Chart.
: [
Click ko ac O L t F t
The plot thickens. Turn the e ayou orma
age...
i H B : :
W~ NE
Chart 5tyles

UNDO this step. There is another

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.2. Insert and modify charts: Apply Quick Styles
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@ Chart Tools ->Format->Shape Styles->Shape Effects->Preset

uary

Format Chart Effects R T e :

Each element in a Chart can be selected @t E] B L] ol e | B K- Sseateames - B ' : 5
and formatted separately. This example B B | e T

will format the data series in the Columns. == [8ss — = I .

5. Try it: Format Chart Effects

Go to Slide 2 and click on any data point,
say Pigs. The entire Pigs series will be
selected. The Chart Tools should be on.

Go to Chart Tools->Format.
Go to Shape Styles->Preset.
Choose a Style: Preset 2

Try This, Too: Format the Other Series
Select the other two Data Series and
format the Shape Style to match.

Keep going...

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.2. Insert and modify charts: Format a Chart Element
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Format the Border

Charts are made of Shapes. You can
use the Format Ribbon to edit the
Border of the Plot Area.

6. Try it: Choose a Shape Outline
The Chart on Slide 2 is still selected.
The Chart Tools are available.

Go to Chart Tools ->Format.
Go to Shape Styles->Shape Outline.
Select a Theme Color.

What Do You See? There should be a
new Outline around the Plot Area.

But wait, there's more!

Chart Tools ->Format->Shape Styles->Shape Outline

hajr Wb

e

WA it

Farsderd Lodory

EEY SaENEEE

s haltia'nd

T (Momt Oulieg Colors

B

icee’s Website

ChartTitle
@legs wEgrs mFigs

1) (e

Shape Styles

ﬁsmpé Fill ~
[E|shape Outline v] = @\

Theme Colors 5
H EN ENEN,

Standard Colors
HN AEEENENE
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@ Chart Tools ->Format->Size

uary

B
H 1r i Wratel (-2 REreE P A, Shde rirn Frera ea Brign Lyl Faimar =
Reslze a Chart Chast Sars E 23t inape P « - L e e [ F
New Charts fill the width of the Text  sreases  [o] [s] - domonnc B 00 0 20 G 200 7
Box on the slide. You can Resizea " e T = =S
Chart the same way you resize a s | O | )| . "~
Picture or Shape. - [ y—
Charlotte’s Website

7. Try it: Resize a Chart
The Chart on Slide 2 is still selected.

The Chart Tools are available. ChartTide

ulegs wiges wFPigs

Go to Chart Tools ->Format->Size.
Enter the Width: 5

What Do You See? The Width and
the Height can be edited
independently.

The Chart is tall, now, not wide. The
Columns and Background resized to

Mevember  December

fit.
Keep going... M Format ]
Bring F d~  |= Align - =
L Bring Forwar IE. ign 5] [s.25°
Y send Backward - % Group ~
—1 5]
E?[} Selection Pane 54 Rotate =~ | "9
| Arrange | Size

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
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Specify the Position

Say you wanted the Chart to be 2" from
the edges of the slide. You can use the

advanced options to format the Position.

uary

8. Try it: Edit the Chart Position
The Chart on Slide 2 is selected.

Go to Chart Tools ->Format->Size.
Look in the Size Group for an Option
arrow. Click on More.

Go to the Position tab.
Edit the Horizontal Position: 2
Edit the Vertical Position: 2

Click Close. The Chart will be posmoned
precisely as you indicated.

Ok, that's pretty good.
Save, Save, Save.

Chart Tools ->Format->Size->More

Pld9-0
Home  Imet Tanitions  Anmationi TheShew  Revew  Vew | Deign  Lapedt | Fema - @

Chart dren

3 e P - . - A Dtwmgromus: Lagnc oo
B, tormat Leiertnn [3 B Ao thape Outee ¢ \ A\ = e -3 &4

o o1 10 Matin e ¥ Thape trem
Cwmrerd Letetun

Shde | Owilme | X

Fill

Position
‘ Border Colar Position on slide

Border Styles Horizontal: Erom: |Tn|:| Left Corner EI
Shadow Vertical: From: |Tn|:l Left Corner EI

Glow and Soft Edges

3D Format

Size

[ Pasition l

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.2. Insert and modify charts: Specify the Position

Comma Training Page 68



Just for Fun, Really
1. Try it: Insert a Picture
Slide 2 is selected.

uary

Insert ->Images-> Picture

Go to Insert ->Images-> Picture.
Browse to your Documents folder for ~ *
a picture. The one on this page is

called Chicken4.jpg

Try This, Too: Format the Picture
The new picture is selected and the
Picture Tools should be available.

Go to Picture Tools->Format.
Go to the Picture Styles.
Click on Drop Shadow Rectangle.

Then what..?
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Arrange Chart Elements

2. Try it: Arrange the Chart Elements
Select the Chart on Slide 2.

Go to Chart Tools ->Format->Arrange.
Click on Bring Forward.

uary

What Do You See? The Chart should be
in front of the picture, however, the picture
may "shine through" the transparent
background of the Chart.

3. Try This, Too: Format the Chart
The Chart on Slide 2 is still selected.
Go to Chart Tools->Format.

Go to Shape Styles->Shape Fill.
Select a color: White.

4. And Try This: Format the Border
Go to Chart Tools->Format.

Go to Shape Styles->Shape Outline.
Select a color: Black.

That works.

Chart Tools ->Format->Arrange->Bring Forward

Coingn R B

Chadt Soes . 3% Shape t - - s A Dbwgrowns - Bagn- . 538
B, Permat brieaen E] ’:] M o L Shape Outiee + A\ & Duratetwws - ]
o Reset to Masen Sapte — F o Shape ey ¢ - S - T, Setetien Pune o 2

Curvest Seiechan Shase Sytes Waordad Uyl Ararge S
Sudes | Oulew X =
- - "

— i X
Charlotte’s Website

b o rom

New Fall Products
ulegs wEggs wPigs

New Fall Products
o Legs 11Eggs mPigs

-
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Working with Charts

This lesson demonstrated how to
add a Chart to your presentation.
The Chart was created from data
entered into an Excel
spreadsheet.

uary

We looked at three Chart Tools:
Design, Layout and Format.

Allez, Allez in free. You done

good.
Go get two cookies, OK?
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Practice Activities
Lesson 2: Working with Charts

Before You Begin: Start Microsoft PowerPoint 2010.

Try This: Do the following steps

1. Open a new, blank presentation.
2. Add the title: Year End Report
3. Apply the theme Pushpin, or a theme of your choice.
4. Insert a Chart. Select Clustered Column.
5. Add the following data to the spreadsheet:
Last Year This Year
Shirts 100 325
Hats 75 125
Balloons 120 400
Coffee Mugs 55 170

6. Format the labels Bold and 14 point

7. Delete any extra columns and make the handles fit the data
8. Change the Chart Title: Highest Increases

9. Format the Background of the Chart with a Gradient fill of
your choice.

10. Format the Gridlines to show Major and Minor Gridlines
11. Select each of the columns and format them with different
colors and shape effects of your choice.

12. Change the chart type to Clustered Bar.

13. Insert a picture of money. Arrange the picture so it is
overlapped behind the chart a little.

Comma Training Page 72

14.
15.
16.

17.
18.
. Change the Theme Colors to Flow.
20.
21.
22.
23.
24,

Insert a new blank slide.
Insert a new chart. Pick a pie chart.
Add the following data to the spreadsheet:

Shirts 325
Hats 125
Balloons 400
Coffee Mugs 170

Format the Data Labels to be Outside End. Apply Chart Layout 6.
Apply Chart Quick Style 12.

Apply a shape border to the largest piece of pie.

Resize the Pie Chart to 2” by 2.

Add a chart title: Asleep at Mouse Gear

Add a picture of a mouse. Apply a picture style of your choice.
Save the file as Advanced PowerPoint Practice 2.
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Test Yourself

1. A spreadsheet can be added to a
PowerPoint presentation.

a. True

b. False

Tip: Advanced PowerPoint, page 48

2. What are the Chart Tools Ribbons?
(Select all correct answers.)

a. Design

b. Layout

c. Format

d. Styles

Tip: Advanced PowerPoint, page 48

3. A Chart can only be added to
PowerPoint from a pre-existing
spreadsheet.

a. True

b. False

Tip: Advanced PowerPoint, page 49

4. Which commands are on the Chart
Tools-> Layout Ribbon?

(Select all correct answers.)

a. Chart Titles

b. Axis Titles

c. Legend

d. Data Labels

Tip: Advanced PowerPoint, page 53-56
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5. What is the term that refers to the area
of a chart, behind the data?

a. Background

b. Wall

c. Plot Area

Tip: Advanced PowerPoint, page 58

6. Changing the Chart Type removes all
settings like Background and Labels.

a. True

b. False

Tip Advanced PowerPoint page 62

7. Which command offers several
templates for formatting Charts?

a. Styles

b. Chart Layouts

c. Design

Tip: Advanced PowerPoint, page 63

8. Charts have Quick Styles.

a. True

b. False

Tip: Advanced PowerPoint, page 64

9. A Chart can be resized the same way as a
picture or a shape.

a. True

b. False

Tip: Advanced PowerPoint, page 67

10. Charts cannot be formatted with Effects.
a. True

b. False

Tip: Advanced PowerPoint, page 70
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Extra: Hyperlink to a Chart i

Many presentations use hyperlinks to add E b e e P 0 AW Ml 2
information from the Internet, say alinkto ... = g
current prices on the company website. o

E Toky . .
E L Insert ->Links->Hyperlink

1. Try it: Add A Hyperlink
Select the Chart on Slide 2.
Go to Insert ->Links->Hyperlink.

= Ukt Teettodagley < <Selecion n Documents | sovevg.. |
2. Try This, Too: Edit the Hyperlink | el —— L
Select: Existing File or Web Page. SO | & bearnec pcoem._svemons _ —
Type an Address: http://www.google.com : ) -
Click OK to return to Slide 2. . , Look in: l .| My Documents
Existing File or
Web Page i |, beginner_access_guestions
3. And Try This: Test the Hyperlink Current P beginner—access—questions
Go to Slide Show->Start Slide Show. Folder & = -
If you click on the chart during the show, = U
you should go to the Google website. Place in This 4 Fax
Document Browsed |[(=5) My Data Sources
Pages . My Meetings
; (=3 My Shapes
Create New Recent | ¢ My Web Sites
Document Files L MySite
.. OneNote Notebooks
http://www.google.com/ Address: |hﬂD= T —p———
E-mail Address

October November

Exam 77-883: Microsoft PowerPoint 2010
4. Creating Charts and Tables
4.5. Manipulate chart elements: Add Hyperlinks
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PowerPoint 2010: Transitions and Animations

Reach for the Stars

Tok
D

=
4
3

e
Advanced PowerPoint Objectives B . M —
In this lesson, you will learn how to: Y W o @ B = - o

1. Create a Master Slide

2. Use the Drawing Tools to create, resize, and
position graphics on a Master Slide

3. Apply Styles, Borders and Effects to a graphic
4. Add Transitions to a Slide Show

5. Modify the Transitions with Sound and Timing

Favas e B ™ [
B3 1
o -3 -

vl

tf, Sound: | Camera ~ | Advance Slide

2 Duration: 0200 I || ¥ On Mouse Click

5,.;I-Jﬂq::ur:-lj.-'Tu::u All After. 00:00.00 -
Timing

© 2011 Comma Productions, LLC
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Lesson 3 : Reach for the Stars

4

1. Readings
Read Lesson 3 in the Advanced PowerPoint
guide, page 75-112.

Project
An animated presentation that includes
Slide Masters and Slide Transitions

Downloads

Atmosphere.qgif, Brilliant Star.qgif,
Code.qif, EarthRise.jpg, Jupiter1.jpg,
Neptune.jpq, ShuttleAtlantis.qgif, Small
Star.qif, SolarEclipse.jpg, Tree of
Life.omp

Reach for the Stars.pptx (Complete)

2. Practice
Complete the Practice Activity on page 113.

3. Assessment
Review the Test questions on page 114.
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Slide Master Ribbon

2
Col ~ _J
Aa B colors 4] Background Styles ~ | IEl B
e Fonts = _
Themes Hide Background Graphics Page slide Close
- @Eﬁects - Setup Orientation = | Master View
Edit Theme Background I Page Setup Close
Transition Ribbon : ;
- P '-
I‘_' e =.EL Sound: | [No Sound)] | Advance Slide 6
IT J|Ii|| - 8 Duration: 01.50 S| ¥ On Mouse Click —J
Effect
ol Random Bars || o tions~ | i3l Apply To Al After 00:00.00 *
Timing
7

2] 3 4 &

Menu Maps

From the Slide Master Ribbon.
1. Slide Master->Background, page 80
2. Slide Master->Close Master View, page 90

More Menu Maps

From the Transitions Ribbon

1.

2
3
4.
5
6
7

Transitions ->Transition to This Slide, page 102

. Transitions ->Transition to This Slide->Effect Options, page103

. Transitions ->Transition to This Slide->More, page 104

Transitions ->Timing->Sound, page 105

. Transitions->Timing->Duration, page 106

. Transitions->Timing->Advance Slide, page 107

. Transitions->Timing->After, page 108
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& Slide Masters and Transitions

There are three things that apply to the whole PowerPoint presentation: Themes, Slide Masters, and Transitions. A Slide
Master is a design view that you can use to create your own presentation Theme. A Transition is how the presentation goes from
one slide to the next. The Transitions, like segues in a movie, can dissolve, fade to black, or use some exciting wipe. This lesson

will create a presentation on space, Reach for the Stars. The images are available free, without copyright, from NASA. The lesson
will demonstrate how to create a custom Slide Master and how to apply Transitions to a slide show.

Start -> All Programs ->Microsoft Office-> Microsoft Office PowerPoint 2010

Ok 1o adkd notes

Comma Training Page 77

Click to add title

Please Start Microsoft PowerPoint

What do you see at the top of the screen?
Is there a Title Bar that says Microsoft
PowerPoint? Yes.

Is there a Home Ribbon with the
Clipboard, Font and Paragraph Groups?
Yes.

If your screen looks similar to the image on
this page, then you are ready to get
arted.

>




@ View ->Master Views-> Slide Master

uary

| Am the Master """'"“""""“’"""‘"‘""*‘*"r“'“‘

L il =1 3 a
Behind every slide show, there is H%ﬂ& ﬂ&_.ﬂ_ St ,S_ o mnan “_i B E
a Slide Master. The Slide Master e e vee Tl el s e ""‘"3"‘,;’_: e

is the template for every slide in
the presentation.

Whatever is added to the Slide
Master will be seen on all slides.

1. Try it: View the Slide Master
Go to View ->Master Views.
Select Slide Master.

Click to add title

Keep going, please... Click to add subtitle

=
Mormal| 5lide Motes Reading S5lide |Handout Motes
Sorter Page  View Master | Master Master

Presentation Views Master Views

Exam 77-883: Microsoft PowerPoint 2010
1. Managing the PowerPoint Environment
1.1. Adjust views: Master Views
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Slide Master

Towrritnei At i Rivirm Wi =

Hello, Slide Master!
2. What Do You See? There is a new o !
Slide Master Ribbon on the left side. It is i el b FRREEE

Pagm Yot Chirie
between the File and Home Ribbons.
The Slide Master is actually a group of .
Layouts. There is a special design for the |
Title Slide, the first slide in a presentation. (e i ) . o .
There are additional layouts that include : File Slide Master Home Insert Transitions Animations Review
two text boxes, or one text box and an 31g ;‘Kj [ Delete - 1 Titie A I colors -
image. = SEEE L8
[5) Rename [A]Fonts -
. = Insert Slide Insert Master Insert | Footers @ Themes
Keep going... Master layout '+ Preseve | |ayout Placeholder~ «  [O]Effects -
Edit Master Master Layout Edit Theme

1| | o o ecit Mastert

.........

Exam 77-883: Microsoft PowerPoint 2010
1. Managing the PowerPoint Environment
1.1. Adjust views: Slide Master View
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@ Slide Master->Background->Background Styles
]

Slide Master: Background
This show will include images from deep,
dark outer space. The Slide Background
should be black.

uary

Before You Begin: The presentation is
open in Master View. The Slide Master
Ribbon is available.

Select the Top Slide in the Layouts at the
left side of the Master View. This is the
Slide Master. Any formatting that you
apply to the Slide Master will be inherited
by all of the slides in this presentation.

3. Try it: Edit the Slide Background
Go to Slide Master->Background.
Go to Background Styles.

Select: Style 4 (All black)

.

F |

What Do You See? All of the slides
should be black with white text.

Keep going... ' | | d
@ Format Background...

o

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides: Modify a Theme
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@ Drawing Tools->Format->WordArt Styles

Edit the Slide Master m ,. ,». .,F x- ‘: - a— - o d

Think Outside the Box: The Slide ALUD G O | El e E] | (] - R A B - et oo -y sema e - S
Master has Shapes. Shapes can be T e —r= T e e
modified with the Drawing Tools. You |
can use the options in the Drawing Tools,
even though you are working in the

Master View.

uary

A Text Fill [y Bring Forward -

A A - gText Qutline _‘j S5end Backward ~
= || /s Text Effects |

Et} Selection Pane

4. Try it: Modify the WordArt
The presentation is open in Master View.
The Slide Master is selected.

WordArt Styles Arrange

Select the Master Title Text Box. Shadow '
Go to Drawing Tools->Format.
Go to WordArt Styles. .
Select a Text Fill: Yellow Reflection ¥
Select a Text Effect: Glow

. Glow [
Keep going...

! I\'-. I=l 2
......................... ¥ o) T

4\ 3-DRotation *
ol

ﬂ/‘m Transform b

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.3. Modify WordArt and shapes: Modify Text Fill and Text Effects
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@ Drawing Tools->Format->WordArt Styles->Text Fill

Slide Master: Edit the Text N
5. Try it: Edit the Master Text Styles
Select the Master Text Box.

Go to Drawing Tools->Format.

Go to the WordArt Styles.
Select a Text Fill: Orange . . ;
9 Click to edit Master title style
What Do You See? The WordArt Styles
that you selected for the Slide Master « Click to edit Master text styles

were applied to all of the Master Layouts.

— Second leve

Keep going... * Third|

Click to edit Master title style

* Click to edit Master text styles

— Second level

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.1. Manipulate graphical elements.
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@ Insert->lllustrations->Shapes

B A - e I i TN E et Pt T | = - i

uary

Slide Master: Add a Shape ~ "2F 0 = - o o o0t dE0 e — y
You can add a pICtureY |Ogo’ or Shape to '-I.:'-I. #--..l ..d- ':':]rl't:-. Proie M.Ip:l.':l-.--. ? = .l.l.:. "II.:.JI Warakit |’."-w '--:l. -'f:‘.l |.'..IJ:I:A "E..I-: ‘g: |:'::..'
the Master title slide. The objects on the e s oow v A f (AT e
Master slide are repeated on all of your ' . B 2 -
slides. So, every slide in the outline will - -
repeat your name or image. TR ' . .
peaty J edit Master title style
6. Try it: Insert a Shape - : -+
Go to the Insert->lllustrations->Shapes. Vaster text styles

Pick a rectangle from the Shape gallery.

Drag a thin rectangle between the Title
and the Text boxes. Keep going...

Click to edit Master title style

* Click to edit Master text styles

— Second level

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.1. Manipulate graphical elements:
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@ Drawing Tools->Format ->Shape Styles

uary

Edit the Shape: ReSize ﬁ r_;,_.l_,__:_.l _ W e ﬁ ew " — p—————— -.-,}
7. Try it: Resize the Shape 55 02| El et (=) (=) (=] (=] (=] [= e
Select the Shape on the Master Slide. e — p— i e e

Go to Drawing Tools->Format->Size. - = N - N

Edit the Height: 0.1"

= Align -

" : =
B all o1 ;
o, ot ¥ .
~alk Rotate
Size u : e Traese Fatd phasat Mo Grasge, iiiest

Try This, Too: Format the Shape
Style

Go to Drawing Tools->Format.
Go to the Shape Styles.

Select a Style: Intense Effect-
>Orange.

Keep going...

Click to edit Master title style

» Click to edit Master text styles

— Second level

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.1. Manipulate graphical elements: Resize a Shape
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@ Insert ->Images->Picture

uary

el - 0TH it PirnePiet e e e
Slide Master: Add a Logo MR e s e e e e e oo et 5 T
You need to add a picture or logo to the = r ' : : B :

nd bl Ao s % et Pbee L T TR I R

Master. The objects on the Master slide s _ :
are repeated on all of your slides. So, : E 3
every slide in the outline will say your i

niame of image again and again. Click to edit Master title style

8. Try it: Insert a Picture

Go to the Insert ->Images->Picture
Browse to the samples you saved to the
Documents folder and select one.

* Click to edit Master text styles

Ll

Resize the picture smaller.
Place the picture in the bottom right
corner of the Slide Master.

Keep going... : -

=
Memo to Self: The example on this page
uses the Brilliant Star.jpg available in
our downloads. You do not have to
MATCH the graphics shown in this
lesson.

10y21/2011

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.1. Manipulate graphical elements.
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Slide Master: Footers

Look at the bottom of the Slide Master for
the Footer. By default, there are three
Text Boxes in the Footer: aligned left,
center and right. This slide show has the
Date on the left and the Slide number on
the right.

uary

9. Try it: Edit the Footers
Go to the Footer on the Slide Master.
Select the Center Text Box.
Type: Reach for the Stars

Ok, it's coming together.

Click to edit Master title style

= Click to edit Master text styles

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides: Setup Slide Footers
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@ Insert ->Text->Date & Time

- 0 AT i o ST T Bt FomtrPot = T T N e

™ ]
Insert the Date and Time M e e BOond CEAE AETE VI
You can include the Date and Time on your Slide — = -~ @+ 5 = & & e n D‘ o5 9 =
Master. By default, the control will be placed in a e )

text box in the footer at the bottom of the slide. '

-

m-
Ik
3

Try it: Insert the Date and Time
The first slide in the Master List is selected.
Go to Insert->Text-> Date & Time.

= LI~(T)
Text Header WordArt Date Slide
Box & Footer = & Time | Mumber

Text

Click to edit Master title style

= Click to edit Master text styles

Available formats:

10/31/2011 Englizh {L1.5.)
Monday, October 31, 2011

31 October 2011

October 31, 2011 i |Western
31-0ct-11

October 11

Oct-11

10/31/2011 5:29 PM

104312011 5:29: 27 PM

17:29
17:29:27
5129 PM
5:29:27PM

What Do You See? You will be prompted to
choose from a list of available formats.

Memo to Self: You can make the Date and Time
update automatically. The check box option is in
the bottom, left corner.

-........................ T
®m October 31, 2011 ach 7] Update automatically

] [ Cancel ] [ Default...

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides: Setup Slide Footers
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Insert Slide Numbers
You can add the Slide Numbers to the
Footer if you wish. Hmmmm, do you

uary

really want to tell your audience that you

are on slide 5 of 230? <zzz zzz>

Try it: Insert Slide Numbers
Place your cursor in the Text Box in the
bottom right corner of the Slide Master.

Go to the Insert->Text->Slide Number.

Al g 4 53 E

Text Header WordArt Date Slide
Box & Footer = & Time Mumber

Text

What Do You See? The Slide Number
will be placed in the text box.

Insert ->Text->Slide Number

Click to edit Master title style

« Click to edit Master text styles

— Second level

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides: Setup Slide Footers
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Insert ->Text->Header & Footer

uary

Bl i M-
Slide Master: Insert a Footer " - S ow e o 2
This discussion assumed that the Slide —' Sl = | - S
Master included a Footer. Say the T R P

template you created does not. Here are :
the steps to setup a Footer.

eader and Footel

Try it: Insert a Footer
The slide show is open in Master View.
The Slide Master is selected.

Siide | Notes and Handouts |

Jw) L2 &4 =

Soeemibot Phokas  Shapm Searbled Chad Rk Hasdir WoedhA Dutr  Shde Db Dgustion Symbol  Vides dudic  Embad
r i . L o Tema My T . . Finh
ten ke [T Fuih

Go to Insert ->Text->Header and Footer. Indude on slide
What Do You See? You can select the
following options if you wish:

Date and Time (Update or Fixed)

Slide Number

Footer

(@ Update automatically
10/31/2011

English (L.5.)
i) Fixed
10312011
Slide number
Footer
Reach For the Stars

There is a check mark to make the title
slide different.

What Else Do You See? You can click
on Apply to add the Footer to this slide
and Apply to All to add it to all of them.

[ Don't show on title glide

B

Western

Prewview

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides: Setup Slide Footers

Comma Training Page 89




@ Slide Master->Close Master View

uary

BF e - O e e ey izl
Close the Master View B e e e s .
All of this formatting has been applied | s - e Pt LN L
in the Master View. When you are i T e Mion " oue

ready, you can Close the Master
View and return to the Normal View.

Click to edit Master title style

Try This: Close the Master View.
Go to the Slide Master Ribbon. .
Click on Close Master View. « Click to edit Master text styles
Look for the button in the upper right )
corner of the Slide Master Ribbon _- — Second |
. Tk

Do This: Save Your Presentation
Go to File->Save.

Browse to your Documents folder.
Name the file: Reach for the Stars.
Click on Save.

{4 Background Styles ~
Hide Background Graphics Page Slide Close
B Setup Orientation = | Master View
Background P Page Setup Close

Exam 77-883: Microsoft PowerPoint 2010
1. Managing the PowerPoint Environment
1.1. Adjust views: Close Master Views
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Tl 7 T F U Vo B L i Pt TR RS = .
n it P | [ STy ViR Araa® e, e (P Brira View LIS ".‘.a
- e e P T Sy f aver A
. e '.!_"':‘_. BSOS aeTA A EEEE M n - o o demange l'm.:p_"_':_;u"l::. ‘ s-l:'
Enter the Slide Text i) S 5 R S L e

uary

What Do You See? When you close the e | =
Master Slide view, you will see one slide '~ :{::"“x:"w i ] 1
that includes the star picture, the shape 5 Mt ol gl |

and the information we added to the ——

footer. 5 And 3 dozen Iqhts that flash X

It's mse sy mmachina
Lisgror b ok e risce

1. Try This: Enter Text on the Slides V5, g e s e
Please add 8 new slides for a total of 9. FRRASENS bt Shcoth crbampncel ’ Reach for the Stars

Select Slide 1, type: Reach for the Stars Slides Outline d subtitle
Slide 2: | built a shiny star ship
Slide 3: Made of silicon and glass
Slide 4: Little bits of code 2 I built a shiny star ship
Slide 5: And a dozen lights that flash!
Slide 6: It's me and my machine

i Reach for the Stars

3 Made of silicon and glass

Slide 7: Eager to join the race 4 Little bits of code
Slide 8: O, the things we can explore
Slide 9: As we cruise through cyberspace! 5/ And a dozen lights that flash

Keep going #wisr ¢ It's me and my machine
7 Eager to join the race
E 0, the things we can explore

3 Aswe cruise through cyberspace!

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.1. Manipulate graphical elements.
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Insert Pictures

Each slide needs a picture. The images
for this presentation come from the
Hubbell Space Telescope. This is a great
site.

You can use the sample files for this
presentation if you wish. You are also
welcome to use your own pictures.

uary

Try it: Add pictures

Select Slide 2.

Go to Insert ->Images->Picture.
Browse to your Documents folder.
Select a picture.

Please add a picture to each slide.

Memo to Self: You can also insert a
picture with the short cut in the middle of
the slide placeholder.

Insert ->Images->Picture

Fl o T e e 1 W Vo P et Y 1=~ -
kel & — = TR N P
= BT I TR Rt Oy | e
g I e BN s A EEuE o
Sl Dl =

T ot

| Chick: o adddl nobes

| ome——

Oy Tt | o35 HEE T -

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Add images
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Format the Pictures

Some of the pictures from space have a
black background. However, the density
of the black is not as dark as the black
color of the slides. There is a simple way
to make adjustments.

Before You Begin: The image on this
slide is called Tree of Life. It is selected
and the Picture Tools are available.

3. Try it: Adjust the Contrast

Click once on the picture to select it.

Go to Picture Tools ->Format ->Adjust.
Click on Corrections.

Select the Brightness and Contrast.

Brightness bathes the image in light and
“washes out” the colors.

Contrast accentuates the difference
between absolute black and white. When
you increase the Contrast, the black gets
darker and the white gets lighter. When
you decrease the Contrast, the picture
fades to grey

Picture Tools ->Format ->Adjust ->Corrections

" R

Slides C

Made of silicon and glass

| 9
fy @

. .
. 1 y &
RN i 2
; e

b’

By N

. ~rn o

ix Corrections = :_-;]: Compress Pictures

Sharpen and Soften
Remove )

Background E

1 Reach Brightness and Contrast

2[00 1 buile |

3 L Made «

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Adjust Contrast
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@ Insert ->Links->Hyperlink

S L o BTV e T RRRY §are, WSS ... o v
Insert a Hyperlink L L e -
A hyperlink is an effective way to =S e T e o i R =
link your presentation to more
resources on the Internet. This L
demonstration adds the hyperlink to =~ * = "o e emen

. 1 lsslt & shivry #Lae ship
the picture. + ] Made of sbcon and glass

Litthe bitw of aodn

K

Aurad 3 doren Ights that Mash

When you run your mouse over the i
picture, you will be able to click On @ . . 1ager o join the rae

hyperlink and go to a webpage. U O, e Chings e o exphore
# s wne crunas Dheossgh Cybeeripace!

Try it: Insert a Hyperlink
Click on the picture to select it.
Go to Insert -> Links->Hyperlink.

Keep going....

ﬁ Home Insert Design Transitions Animations Slide Show

o
1
I

" DER e B ™M @

Table Picture Clip Screenshot Photo Shapes Smartart Chart | Hyperlink Acion
< Art B Album - e i
Tables Images Illustrations Links

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.1. Manipulate graphical elements: Add hyperlink
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@ Insert ->Links->Hyperlink

AN v N oo fo g W Mrosoh Pewerocd SN T T N, 77 " ET]

uary

Hyperlink Options . e _ T ¢
What Do You See? Youwilbe = =¥ o B OB S Q@Y 2 4HIW T2 S 2
prompted to edit the hyperlink. — e Nt b e = i e s s AR st v
There are three key options for L x P

. . 1 1 Reach for the Stars
programming a hyperlink: Link to, e

Address and Screen Tips. B M el S : Made of silicon and glass 3

¢ o Uthe bits of code

1. Link To a Web Page + i« And 3 doren Bghts that flash

4w s me my machine

Select: Existing File or Web Page. . o s ety

. Link to: Text to display: | < <Selection in Document>>
2. Type the Address .
http://steuben.com @ Look in: 5| My Documents E

3. Enter the Screen Tip E"avf,hezgpzl_,eeor = Eacterl il Yy | A —
Type the following: Click here to Current | @l h ! [
go to the Steuben website “older 2] eBet
% Excel 2010 Shapes and SmartArt
. . Place in Th w1 Excel in 3 Table
Click OK and keep going, please. " wsed @J First Sample Excel 2010 w
—— 925 | (BH] Fish Tale Complete i
) 5 Fishy2
Create New Recent IEJ Friends and Family
Document Files ®} Fruit and Nuts
= W) Fruit and Nuts Macro Sample 2010 v
Address: http: //steuben.com/| E]
E-m: 2
| ok || cancel

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.1. Manipulate graphical elements: Add a hyperlink

Comma Training Page 95



@ Slideshow->Start Slideshow-> from Current Slide

™ R i e e - e 4

uary

Show Time: Test the Hyperlink #5 ~= = o oo e o e e

In the previous pages, we walked throughthe ~ © = ® = & =0 0 T " snee

steps to add a hyperlink to a picture. These = o siin: sl S8 i i i s

steps were done in Normal, or Design view. Sates . x -

Reuch for the Star

The hyperlink can be tested when you Start L s i
the Slide Show and try the link "live" dUMNG |, s v vses ans st
the show. + i Ukt bk of code

And a dozes Rgts that Rash
It's me vy machine

4. Try it: Start the Slide Show R

Go to Slideshow->Start Slideshow. ' O, the things we can explore
Click on from Current Slide. Yl Arws onie thringh cbmapec
Keep going...!

“a»

ﬁ Home Insert Design Transitions Animations Slide Show Review View

=] : = o x. V| Play Marrations
o | &2 » J 7 [e- K5
= = = — “ ¥ Use Timings
From From Broadcast  Custom Set Up Hide Rehearse Record Slide )
Beginning Current Slide ' Slide Show Slide Show = | Slide Show Slide  Timings  Show=- ¥ Show Media Controls
Start Slide Show Set Up

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.2. Set up slide shows: Start Slideshow from Current Slide
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@ Slideshow->Start Slideshow from Current Slide

Test the Hyperlink
What Do You See? A PowerPoint Made of silicon and glass
Slide Show does not include all of the
Ribbons and Tools you played with
when you designed the slides.

uary

5. Try it: Test the Hyperlink

Run your cursor over the image that
has a hyperlink. You should see a
screen tip that says: Click here to go to
the Steuben website.

Click on the hyperlink.
The Steuben website should open in
your web browser.

Try This, Too: Exit the Slide Show
Click Escape (ESC) on your keyboard.
The Slide Show should close.
PowerPoint should still be open.

Do This: Close the Internet
Browser.
Click the X to Exit from the Internet.

OK, hyperlinks are good.

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.2. Set up slide shows: Start Slideshow from Current Slide
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Back to the Drawing Bo
Arrange the Graphics

uary

Here is something you should proof in

your presentation: look at how the
pictures overlap. You may need to

Arrange the images and send one to the

back. In the example on this page,

picture of the planet Jupiter was covering

up part of the space shuttle Atlanti

Try it: Arrange the Graphics

Go to Slide 6.

Select the picture of the planet.
Go to Home-> Drawing-> Arrang
Click on Send to Back.

What Do You See? The picture of the
planet was moved to the Back, it is behind

the picture of the space shuttle.

Keep going...

Comma Training Page 98

Home-> Drawing-> Arrange-> Send to Back

ard!

the

S.

e.

Click bo add nobes

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.1. Manipulate graphical elements: Arrange Graphics



Arrange the Graphic Position
You can also edit the Position of a graphic,
picture, or shape with the Arrange options.

uary

Try it: Arrange the Position

Still on Slide 6.

The picture of the planet is selected.

Go to Home-> Drawing-> Arrange->Align.
Click on Align Left.

What Do You See? The picture of the planet
was moved to the left side of the slide.

What Else Do You See? The Arrange options
include the following:

Order Objects (Front, Back, Forward, Backward)
Group Objects (Group, Ungroup, Regroup)
Position Objects (Align, Rotate, Select)

Home-> Drawing-> Arrange-> Align

Pl 0 ar T . e o i T i) e et TSRO (1 L - - |
BDE =~ o o Guemeen  dmemees  Setew  Rraes 7]
Iy~ e oF | O e ¥, eptecy =
:-|: F ¥ - il -:r-'.-‘- = s e,
aid | v (again L =4
b e —
i [z 4 Shape
3 L7 shape

5w

Saded ol ¥ THTer Thame S

¥ Arrange| Quick
— - Styles = = Shape

[rig
* "™ Order Objects

._JJ Bring to Front
'-.lj 3end to Back
_J] Bring Forward
43 Send Backward
Group Objects

5

Click: to add nobes IEI

E.‘-

Paosition Objects

I=  Align »
Sk Rotate 3

"_ftl} Selection Pane...

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.1. Manipulate graphical elements: Position Graphical Elements
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@ Design ->Background->Hide the Background Graphics

P M0 forthe

) ) L T becgeend e
\a ; ; Aa At Al Fonts +
— L —— e, P = - St 2 M B0k g 6und (agied

Hide the Background Graphic
Sometimes the images and logos on the
Slide Master compete with the pictures on a
slide. You can use the Design tools to Hide
the Background Graphics.

1. Try it: Hide the Background Graphics
Go to Slide 2.

Go to Design ->Background,

Click on: Hide the Background Graphics.

2. What Do You See? All of the Background
Images have been hidden (not deleted) on
this slide, only.

Do This, As Well: Save Your Presentation
Go to File->Save.
Save. Save. Save.

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.1. Manipulate graphical elements.
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@ View ->Presentation Views-> Slide Sorter

uary

" RN Toi e = Wy
Hello, Slide Sorter L T B ———— . 1
The Slide Sorter shows little e e e .,;';, = N i o e o Tosew | o | S8
thumbnail images of your slides. It is a - ] e e e e E R

visual outline and a great way to
organize your thoughts.

The Slide Sorter is also is the best
place to add Transitions to your
slides.

=

1. Try it: View the Slide Sorter
Go to View ->Presentation Views.
Click on Slide Sorter.

What Do You See? The slides are
shown as miniatures in rows.

Keep going, please...

ES|(==|=1NEE

Mormal | Slide | Motes Reading Slide Handout MNotes

Sorter | Page View Master Master Master . “f |
Presentation Views Master Views '4,_“ L %

Exam 77-883: Microsoft PowerPoint 2010
1. Managing the PowerPoint Environment
1.1. Adjust views: Presentation Views Slide Sorter
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Transitions ->Transition to This Slide->Wipe

e

Add a Slide Transition

Transitions animate how one slides leads
into the next. Without a Transition, the segue
can be abrupt and distracting. Let's
investigate the Transitions Ribbon.

P 0" h o the resl

uary

2. Try it: Add a Transition to This Slide
Select Slide 2.

Go to the Transitions Ribbon.

Go to Transition to This Slide->Wipe.

What Do You See? The Transition should
play, giving you a little preview.

What Else Do You See? This Group is
specially called "Transitions to This Slide."
That means the Transition will be applied to
the slide that you select. You can have a
different Transition for each slide if you wish.
Keep going...

m Home Insert Design Transitions Animations Slide Show Review View
sl | - — | -1
[0 m | = (@ | ® F

) | = | [S==|

Preview Mone Cut Fade Push Wipe split Reveal

Preview

Transition to This Slide

200000 *

]

Random Bars

-

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.4. Apply and modify transitions between slides: Apply Transition to This Slide
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@ Transitions ->Transition to This Slide->Effect Options

Edit the Transition Effect - —

Each Transition may have several Effects
that you can edit. For example, the Wipe
Transition can begin from the top, bottom,
right, left or any corner.

LE

uary

| built a shimy star ship

3. Try it: Edit the Transition Effect
Slide 2 is selected. The Transitions
Ribbon is available.

Go to Transition to This Slide.
Go to Effect Options->From Left. Ltk bits

What Do You See? The Transition
should play the preview. In this example,
the Transition would begin the Wipe from
the left side of the slide.

0 Duration:
Effect

Keep going...
pgoing Rl Gptions +|| 38 Apply To Al

From Right

al
L From Top
I E From Left

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.4. Apply and modify transitions between slides: Modify Effect Options
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Transitions ->Transition to This Slide->More

More Transition Options

4. Try it: Review the Transitions

Slide 2 is selected. The Transitions Ribbon
should be available.

Go to Transition to This Slide->More.

What Do You See? PowerPoint has a rich
library of Transitions. The categories include:
Subtle

Exciting

Dynamic Content

Try This, Too: Pick an Exciting Transition
Select: Zoom.
The Slide Sorter should play the Transition.

ien . . . Excitin
Go to Transitions->Preview to see it again. 7 _
;:I‘: -g_
Keep going...this is getting good. = =
Dissalve Checkerboard
m 1 n|
Wi
b/ =
Shred Switch
Dynamic Content
=] L=

Pan Ferris Wheel

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.4. Apply and modify transitions between slides: Modify Effect

Comma Training Page 104

Conveyor




uary

@ Transitions ->Timing->Sound

= AAL e
Add Sound to a Transition — = i e .

5. Try it: Add Sound to a Transition = & & = D -} == J 3 = oy L . o

Slide 2 is selected. The Transitions = ' T | e I 5

Ribbon should be available.

| It @ shimy star shig 2

Go to Transitions->Timing->Sound.
Select a Sound: Camera.

Try This, Too: Preview the Sound
Go to Transitions->Preview.

What Do You Hear? You should hear the - And o dazen lights that flash

"Camera" Sound as the Transition plays.

What If It Doesn't Work? Please look for
simple answers, first. Does your computer

have speakers? Are the speakers turned - . -] ]
on? Is the sound muted? b Sound: | Camera * | Advance Slide
8 Duratiol [Mo Sound] 2 Click
Keep going... 150 Apply Tg [Stop Previous Sound] 00.00
Applause T
Arrow r .

Bomb

Breeze
Camera

Cash Register

- IM"!

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.4. Apply and modify transitions between slides: Add Sound to a Transition
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@ Transitions ->Timing->Duration

uary

Modify the Duration R e e e =V R -4
Each Transition has a Duration. It is D g m W E ® @ @R o
shown in seconds. The shorter the time, ... ' i e T T ] bt AT 6
the faster the Transition plays. -
of wlicon and glass
6. Try it: Modify the Duration -
Slide 2 is selected. | ih Sound: Camera ~ | Advance Slide

-

Go to Transitions->Timing->Duration. O Duration: 0200 * || [¥] On Mouse Click

Select a Duration: 2.00.

-

_=,=:l| Apply To All After: |00:00.00

Timing

What Do You See? The Durations begin
at 0.01 second, and increment in tenths of
a second as you click the arrows.

Try This, Too: Preview the Duration
Go to Transitions->Preview.

Keep going...

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.4. Apply and modify transitions between slides: Modify the Duration
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Timing is Everything...

7. Try it: Review the Advance Options
By default, PowerPoint will Advance, or go
to, the next slide when the presenter clicks
any key on the keyboard or mouse. This
option is called On Mouse Click.

The slides advance at the presenter's
discretion. This option allows the presenter
to say all of the information that goes with this
slide. The presenter can go faster or slower,
depending on the time allocated for her show.

Keep going...

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations

Transitions ->Timing->Advance Slide->On Mouse Click

C A o T ————— W .|\ s Vi 1 3 et ST VR e

)

2 Duration:
ol Apply To All

dh, Sound: | Camera

02.00

-

-
-

Timing

5.4. Apply and modify transitions between slides: Advanced Slide Manually
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Advance Automatically

You can use the Transitions Timing to set up
a show that advances automatically. You
could use this approach for a trade show or a
kiosk.

8. Try it: Advance Automatically
Slide 2 is selected.

Go to Transitions->Timing.
Select Advance Slide After: 3.00.

What Do You See? When you Preview the
slide, the Transition will show the Wipe Effect
for 2 seconds and then advance to the next
slide after another second.

What Else Do You See? The Slide Sorter

shows a star (for Transition) and the timing of
the Transition.

Way cool.

Transitions ->Timing->Advance Slide->After

Cod T T (. r2 T Ve B ek WSS . et e

dl, Sound: | Camera * | Advance Slide

-

2 Duration: 02.00 On Mouse Click

-

;JApplyTo All | After 00:03.00 5

Timing

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.4. Apply and modify transitions between slides: Advanced Slide Manually
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e

All for One and One for All
This Transition was applied to Slide 2.
You can quickly make the rest of the
slides match if you wish.

9. Try it: Apply to All

Slide 2 is still selected.

Go to Transitions->Timing.
Click on Apply to All.

What Do You See? All of the slides in the
Slide Sorter should have an animation
star and the timing for the Transition.

Save, Save, Save.

Transitions ->Timing->Apply to All

F 9 g T . 1 e e e Pt N - - ek

L I

E | a |

Rizach Borthe Stars

el

o

i Eaper ta join the rece

Hede bashn

Offie Thame™ | e

BE

= 0

Exam 77-883: Microsoft PowerPoint 2010

5. Applying Transitions and Animations

|

Made of sikcon and ghass

5 Duration: 02.00 s On Mouse Click
En,,]]AppI].-'Tcn All | After: 00:03.00
Timing

Made of silicon and glass

w{t.ﬂ

L S £

5.4. Apply and modify transitions between slides: Apply to All
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@ Slide Show ->Start Slide Show ->From Beginning

uary

I IR I R el PEITRIRETL TIPS i |
Ready to Launch e T m
Try it: Start the Slide Show # 31 | P R GR O . |
Go to Slide Show ->Start Slide Show.

Click on From Beginning.

What Do You See? The presentation should
advance automatically every three seconds.
Will the slides advance On Click if you click
the mouse?

Memo to Self: If you're lucky enough to have
two monitors, PowerPoint 2010 will open the
Slide Show on the second monitor, leaving
PowerPoint open on the first.

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.2. Set up slide shows: Start Slideshow from Beginning
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@ Slide Show ->Start Slide Show-> From Beginning

uary

B T T TSI e e Thar Sae] ¢ Dt Fimat i) T - - - e
End the Slide Show e e L
Try it: End the Slide Show B x| B A e @eeon o
Say the presentation advances to the last =iy i s s wie dmee e s feme

slide. What happens then? You can exit
the slide show by pressing the Esc key
on your keyboard.

What Do You See? The presentation
window should close but PowerPoint will
still be open.

Memo to Self: You can use the Esc key
to exit a presentation at any time.

hghts that flaah

End of slide show, click to exit.

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.2. Set up slide shows: Start Slideshow from Beginning
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Summary

We created a Master Slide and used the
Drawing Tools to resize, format and
position the graphics.

This lesson offered a good introduction to
Transitions. Transitions included Effects,
Effect Options and Timing.

Allez, Allez in free.
You done good. You get the cookie.
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i, Sound: | Camera
D Duration: 02.00
il Apply To All
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Timing

Advance Slide
¥ On Mouse Click
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Practice Activities

Lesson 3: Working with Transitions
Before You Begin: Start Microsoft PowerPoint 2010.

Try This: Do the following steps

1. Open a new, blank presentation.

2. Go to the Slide Master.

3. Format the background to be Style 9

4. Format the text in the title box to be Word Art Style Gradient
Fill- Black, Outline- White, Outer Shadow. Format the text
outline to be Dashes: Square Dot.

5. Insert Shape: Cloud. Move the cloud to be on the right side of
the slide, just under the title text.

6. If not already done by default, format the cloud with a blue fill
and a darker blue outline.

7. Resize the cloud to be 1” by 1.5”

8. Apply the Effect: Shadow, Perspective Below

9. Add the following text to the center footer box: Rainy Day
Savings Company. Format the text as bold and blue.

10. In the left footer box, add the date and time and set it to
update automatically.

11. Close the Master Slide View.

12. Add 4 new slides. Add the following slide titles:

Setting Financial Goals

Creating a Budget

Tracking Spending

Ways to Save

Comma Training Page 113

13. Add a picture to each slide related to saving money. Apply Picture
Styles or other effects of your choice.

14. On slide 2, add a second picture—find an umbrella in Clip Art. Move
the pictures so that both pictures overlap. Put the umbrella layered behind
your other picture.

15. On slide 4, add a hyperlink to www.mint.com.

16. Go to the Slide Sorter.

17. On the Title slide, add the Transition: Blinds. Change the effect option
to be horizontal. Set the slide to advance automatically after 00.05.00

18. On slide 2, add the Transition: Flash. Add the sound Camera.

19. On slide 3, add the Transition: Honeycomb. Change the Duration to be
5.50

20. Save this file as Advanced PowerPoint Practice 3.




Test Yourself

1. An object on the Slide Master is on
which slides?

a. Some slides

b. Selected slides

c. Only content slides

d. All the slides

Tip: Advanced PowerPoint, 78

uary

2. When the Slide Master Ribbon is visible,
where is it located?

a. At the far left of all the Ribbons

b. At the far right of all the Ribbons

c. Between the File and Home Ribbons
Tip: Advanced PowerPoint, page 79

3. What Ribbon has the command to add
Shapes?

a. Home

b. Insert

c. Tools

d. Format

Tip: Advanced PowerPoint, page 83
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4. Which of the following are true about
Date and Time?

(Select all correct answers)

a. Command found on the Insert Ribbon
b. Can be set to automatically update
Tip: Advanced PowerPoint, page 87

5. Which of the following are true about
Footers?

(Select all correct answers.)

a. The command is on the Insert Ribbon
b. Can be added to all slides

c. Can be added to just the selected slide
Tip: Advanced PowerPoint, page 89

6. Which of the following is true about
Recoloring a picture?

(Select all correct answers.)

a. Increase Brightness bathes the image in
light and washes out the color

b. Increase Contrast makes black darker
and white brighter

c. Decrease Contrast makes the pictures
fade to gray

Tip: Advanced PowerPoint, page 93

7. Which of the following are true about adding
Hyperlinks?

(Select all correct answers.)

a. A hyperlink can be added to a picture

b. Hyperlinks connect to web pages

c. You can add a hyperlink to a PowerPoint
presentation

Tip: Advanced PowerPoint, page 95

8. To test a hyperlink you need to start the
Slide Show.

a. True

b. False

Tip: Advanced PowerPoint, page 96

9. Which of the following are Picture Tools->
Arrange options? (Select all correct answers.)
a. Order Objects

b. Group Objects

c. Position Objects

Tip: Advanced PowerPoint, page 99

10. Which is true about adding Transitions?
(Select all correct answers.)

a. Only applied to the selected slide

b. Use Transitions-> Timing-> Apply to all to
add Transitions to all slides

Tip: Advanced PowerPoint, page 102



PowerPoint 2010: Transitions and Animations

Tax :
w’;"‘ Top Ten Reasons to Hire Me

Advanced PowerPoint Objectives [ =" B L e
In this lesson, you will learn how to:

1. Use the Animations Ribbon to create an
Entrance and and Exit

2. Edit the Animation Effect and change the
direction of the animation

3. Change the timing and start options
4. Create a Motion Path!

5. Animate text and edit the text options Bold Flash Bold Reveal Wave Disappear

2. Basketball

] o &

© 2011 Comma Productions, LLC

FmoT s (=p ik {3
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Lesson 4 : Animations

4

1. Readings
: Read Lesson 4 in the Advanced Excel
guide, page 115-143.

Project
A slide show that uses Animation and
Custom Animation.

Downloads

Top Ten Reasons.pptx
Baseball1.jpeg, Baseball3.jpeg,
Basketball2.jpeg, Basketball3.gif,

Football3.qif, Football4.qgif, Football5.qgif,

Gymnastics1.jpeg, Gymnastics2.jpqg,
Hockey2.jpeq, HockeyPuck?2.gif,
Swimming2.jpeg, Track2.jpeq,
Volleyball2.jpeg, volleyball3.qif,

Wrestling1..jpg
The Boy Who Cried Wolf.pptx

2. Practice
Do the Practice Activity on page 145.

3. Assessment
Review the Test questions on page 146.
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Animation Ribbon

k

Preview | Mone
-

Preview

Animation Ribbon

b ¢ L

L4

v Dptiﬂnsv Animation ~ *\_’f.’é‘.nimatiun Painter

]

X H'vf

Float In split _ Effed
Options =

1) 8 9] 1) 2

‘ [Egﬂﬁ.nimatiun Fane] P Start: | On Click 5] Reorder Animation
gTrigger' 8 Duration: |00.50 6 | & Move Earlier

Add | I

B Delay: 00.00 .| ¥ Move Later

Timing

Appear Fade

Animation

| Advanced Animation

Menu Maps

From the Animation Ribbon.
. Animations ->Animation->Fly In, page 123

|
= 4

. Animations ->Animation-> Effects Options, page 124

. Animations ->Advanced Animation->Add Animation, page 125

. Animations ->Advanced Animation-> Animation Pane, page 126

. Animations ->Timing->Start, page 127

. Animations ->Timing->Duration, page 128

. Animations ->Animation ->More, page 130

. Animations ->Animation->Motion Paths, page 134

OCONOOOAPRWN -

. Animations ->Animation-> Bold Revealed, page 139




@ Animation!

Animation is the heart and soul of PowerPoint. Animation keeps your audience interested and focused on your key
points. Animation Effects can be applied to pictures or text. A picture can have more than one Animation. For
example, a baseball can fly in (Entrance) and fly out (Exit). The Animation can include sound as well. This lesson is
fun, creative and playful. There are a lot of sample files that you can use if you wish.

=
4
3

Start -> All Programs ->Microsoft Office-> Microsoft Office PowerPoint 2010

S S—w— s gtart Microsoft PowerPoint

. 35000 B i ems ' What do you see? Is there a Title Bar that
B s { ) == ¢ e says Microsoft PowerPoint? Yes.

Is there a Home Ribbon with the Clipboard,
Font and Paragraph Groups? Yes.

If your screen looks similar to the example on
this page, then you are ready to get started.
Click to add title

Click 1o add subtitle

ABBT -
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Home ->Slide->New Slide

Fl ol 0 e i T W B N O . |- g
Before You Begln — <--_| :wrmhlm afrr Anemaatn  Ghlr e Breen Tiem . - = - = g
. . . . B i " v K. L ol o B Satars -
Th[s Iegson m}roduqes Anlmatlpns._ The e W bwE A A EmEEE ALLDO oL T oL e
Animations Ribbon includes Animation, P = R e nang | 1
Advanced Animation and Timing. We will S | Ot | =

animate pictures and text.

1. Try it: Create a New Presentation
Open PowerPoint. You should see a new,
blank presentation.

Go to Home ->Slides->New Slide
Please add 10 new slides for a total of 11.

Click to add title

= Click to add text

Keep going... Home Insert Design Transitions Animations
. | _
. ) ¥ ‘:l [&= Layout ~ . AL
Memo to Self: You do not have to —_hl By~ B Reset .
MATCH the images and special effects Paste New . B 7 U 8§ ahe V- Az~ |
shown on these pages. - F | slide- T Section~ - o
Clipboard = Slides | Font
Please add your own pictures if you wish. Slid Outli
It is more important that you begin with e | s | -
something and try the options that are 1 e
aVaiIabIe Glde 11 KL qnqlu-: ks ‘:

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text

Comma Training Page 118



o

Enter the Titles

2. Try This: Add Text to the Titles
Counting down the top ten reasons,
please enter the following titles.

uary

Slide 1, type: Top Ten Reasons to Hire
Me

Slide 2, type:10.Football

Slide 3, type: 9. Track

Slide 4, type: 8. Hockey

Slide 5, type: 7. Baseball

Slide 6, type: 6. Wrestling

Slide 7, type: 5. Swimming

Slide 8, type: 4. Volleyball

Slide 9, type: 3. Gymnastics

Slide 10, type: 2. Basketball
Slide 11, type: 1. W plete the team!

Keep going...

Home ->Slide->New Slide

——— Yoo Copn AR A are ade Aiw Rroen View
= 3
= Sy reea

e~ | Sedes

Chpbonrd ' ey Port . Penyach

B O |

T Commmpuesngic M v X'y W IZ.gE. J':I'uf"
ot A
B/ U S A A-ERIR N . -

Format a

“] i " S} Shape i - MNorea
ALLDOOG - - 11%«0«-—:- £ teplace

yix

1w Top Tenm Reascns to Mre Us
1 10 feothel

e, 1. We complete the team!|

4w & Wockey
5 7. Basebol

o & Wresting * Click to add text

dd

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text
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Design ->Themes

Mo Bk gronand Goapheds
e prramd

™ R o9 Ten Reasons 1o

Design: Themes MY = S5 e SeSm RS _sahe S S -
The Theme sets the tone of the presentation. = .= 42 4 | A ot | Aa || Aa
Some themes are dark and serious. Others 0 e e T e A
have primary colors and look very playful. St " A

10. teothal
3. Try it: Apply a Theme Vi 9 Track
Go to Design ->Themes. & Wockey
Select: Composite. . _—

3. Swinming
Do This: Save the Presentation O 4 Velaytut
Go to File->Save. e it ,
Browse to your Documents folder. 4 L. We complete the teamt SEN VSN 15 D M
Type the name: Top Ten Reasons to Hire '
Me.
Click Save.
Keep going...
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Insert Design

Transitions Animations

Aa ||| Aa

| W) =

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides: Apply Themes

Slide Show

Review

Themes



@ Insert ->lllustrations->Picture

uary

VRS i
Insert the Sports Pictures MERR ro o fow e s e v vt b -

. . @ Corredsem Comperit Pl — — _— R — — R Mt B e il a¥ =
Every picture tells a story. Pictures Bt T [ e [ o ] ﬂ Al b S e t.hf _J :
motivate your audience and focus on the =~ = #o s e T T b et NN e 4
message you are trying to convey. Please  #* &8s«

add one or two pictures to each slide. 4

4. Try it: Insert Pictures

Begin on Slide 2. ¥
Go to Insert ->lllustrations->Picture. & .

You will be prompted to Browse for the | pre————
pictures. This computer course offers
many sample graphics online. You can =

also use your own pictures or clipart if you
wish.

10. Football

Add two pictures to each slide. e 1

Try This, Too: Format the Pictures
Select a picture on Slide 2.

Go to Picture Tools->Format.
Choose a Picture Style.

gz
ﬂ Animations S5lide Show Review View | Format |

Shede Jod i

Format all of the pictures with the same - & Picture Border ~

Picture Style. Keep going ‘;‘ ‘;‘

~+ | ld Picture Effects ~

]
ki
i
L
L]

= “‘a,:lf' Picture Layout ~
Picture Styles Ia

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.1. Manipulate graphical elements: Insert and Resize Pictures
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@ Insert ->lllustrations->Picture

uary

20" L LRt
Add Something to Animate i W v e O AR WS T e ————— -
3 Comectomn = L Comperns Metures | — N — W ndweborter -y beng Formare - 1 5 11 -
o Pithure ety < Send Backwand + 1]

This presentation uses a sports metaphor ™  wee: Bl wd ol ol ol u . - B
to promote the message. Think about Ty el T T T TR T by eoreneer e M e 5
sports. There's always something "moving -

on the screen" when you are watching it.

Aot

i S

Let's start with a flying football.

5. Try it: Insert a Picture

Slide 2 is still selected.

Go to Insert ->lllustrations.

Click on Picture.

Browse to your Documents folder and
select the football image.

10. Football

Keep going...

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.1. Manipulate graphical elements: Insert and Resize Pictures
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Hello, Animations
6. Try it: Add an Animation

uary

Select: Fly In.

football, is it?

Keep going...

Memo to Self: You can click on Preview

to play the animation again.

Comma Training Page 123

The football on Slide 2 is selected.
Go to Animations ->Animation.

What Do You See, Now? By default the —I

picture probably flies up from the bottom,
and that just isn't the right direction for a

Animations ->Animation->Fly In

o Wl (=T Vafrillari Al ure, Shdr Pien Frera Ven

LI A E B
Provarss Pt fre. Fedr Byl Tt In
Froverw | Adin vt

A Lt Pprey ¥ HeE On e
T - * ‘ oF g ¢

o Cwesten 050 =

EHrd Rid :
® Opbiom - Anemstion - Hpisesidn fesn OB Gy @M@ ]

10. Football

Home Insert Design Transitions Animations Slide Show

H A Kk Kk

Preview Mone Appear Fade

Preview

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.1. Apply built-in and custom animations

Animation

Review View
o 30 |-
Float In Split _ fFEffed
Options =

]



@ Animations ->Animation-> Effect Options

uary

1" -
Edit the Effect Options | T
Each animation Effect has options. For ,,,t** x * k| wi_‘ i A A~ .,.*., ‘E 3 D w3 T | 4w tans
example, you can change the direction of .. G B e v e O T
the animation. A football should fly in from = 5= o | s T
the top, not rise from the bottom. :

fioem orsm o gt

7. Try it: Edit the Effect Options

The football on Slide 2 has the Fly In
animation effect. It is selected.

Go to Animations ->Animation.

Go to Effect Options->From Top-Right.

What Do You See? The football begins in
the top right corner and stops where you
placed it on the slide.

'EY T T EE]

Keep going... 30 Animation Pane

;; Trigger =
Effect Add ) ) )
Options || Animation ~ ‘%Anlmatmn Painter |
| Direction inimation
L
* From Bottom

@ From Bottom-Left

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.3. Manipulate animations: Change the Direction of an Animation
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Before You Begin: Add a Picture

Go to Slide 5: Baseball

Go to Insert->lllustrations->Picture.

More than one Animation
An object can have an entrance and an exit.

Animations ->Advanced Animation->Add Animation

Pl o Ten.
Meme Bt Desgn  Tescbess st Bt Vi boon -

Fermar

vect 31
© Options*  Aremation

Ertance

1 = €
»
Browse to your Documents folder and select ' w

the baseball picture.
Place the baseball by the batter.

8. Try This: Add an Entrance
Select the baseball.

Go to Animations ->Animation.
Select: Fly In.

Go to Animations->Animation.

Go to Effect Options->From Right.

Try This, Too: Add an Exit
Select the baseball again.

Go to Animations ->Advanced Animation.

Go to Add Animation->Fly Out.
Go to Animations->Animation.

Go to Effect Options->To Top Right. L

. ¥

Preview the animation. Save, Save, Save
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Transitions Animations

.- »

Disappear

Animation

- * 34 Aremation Pune

7 trgger *
By hremstoon Puster B Cetey

4

*

L

1o pury.

Slide Show

JOwnen 0% © &

>
o

*

> 3

%

7
4

wx I v

..........

Review

—|  Effect
T | Options

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations

5.3. Manipulate animations: Change the Direction of an Animation



Animations ->Advanced Animation-> Animation Pane

uary

-0 & w ]
. . Mt Deent Cengn Buslen  Aneaner Shie how  Revew Vew 7 ]
Show the Animation Pane i P T r——
The Animation Pane lets you work with Ml X *x kx| x W | | aag - s
multiple animations. Each animation is listed ... e et 05 Ao At - 1
in order on the play list. There is a simple - | SS——
timeline that tracks the play. d >
[ w7 | L=
3N e ?
1. Try it: Show the Animation Pane 2 I"
Go to Animations ->Advanced Animation. ; |
Go on Animation Pane. ]
: ‘
What Do You See? The Animation Pane E b _q ]
should be available on the right side. | p—— 7. Baseball
What can we do with this, we wonders.... ﬁ ‘ -
‘m. .| | . .
Ei [Eaﬂﬁnimatinn Pane] I Start: | On Click ~ | Reorder Animation
_»? Trigger = O Duration: |00.50 || & Mowve Earlier [
Add L = ‘
Animation ~ ¥ Animation Painter B Delay: 00.00 - w* Move Later
Advanced Animation [ Timing

1.7 Picture 7 ]

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.1. Apply built-in and custom animations
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Set the Start Options

uary

the mouse or any key on the

keyboard: On Click. You can make

the animation start automatically.
Here are the steps.

2. Try it: Set the Start Options

The baseball on Slide 5 is selected.

The Animation Pane is visible.

Go to Animations ->Timing->Start.

Select: After Previous.

What Do You See? Both animations

should start After Previous.

Preview the animations.
Not bad. Keep going...

Comma Training Page 127

By default, PowerPoint animations
and transitions begin when you click

Animations ->Timing->Start

A

| ‘ [Eg,ﬂ Animation Fane]

7? Trigger =
Add
Animation = *‘fﬁ.nimatinn Painter
Advanced Animation

[ Start: | After Previous : Reorder Animation -

& Durati On Click | 4 Move Earlier
@ Delay: With Previous
| After Previous

¥ Move Later

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.2. Apply effect and path options: Set the Start Options



@ Animations ->Timing->Duration

el e AR e St s W Wiireroh o TS SIS NG - st
Set the Timing A e o . B . . e h B e e |
There are two Timing options you can = ol i o * o w - :

o Dwsalian  90.7% - -

uary

edit: Duration and Delay. b e T e B Yo | - 3
* et Pars - K

The Duration is the time is takes to play eal

the animation. The shorter the Duration,

the faster the animation is played.

The Delay is the amount of time between
the animations. In this example, there is
no Delay (0 seconds) between when the
ball flies in and when it flies out.

7. Baseball

[ Stark: | After Previous ~ | Reorder Animation

3. Try it: Set the Timing

The baseball on Slide 5 is selected. 4 Move Earlier

& Duration: |00.25

The Animation Pane is visible. B Delay: 00.00 ¥ Move Later

Click on the first animation. Timing

Go to Animations ->Timing->Duration.

Select: .25 # | Animation Pane - X

Preview the animation.
Keep going...

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.2. Apply effect and path options: Set the Timing
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Animations ->Advanced Animation

g
Add 80und to an Effect g HEse e Dyngs Toendie Tr-—dﬁ'u bk i .rr-'n.‘ wn R o T e = ig

You can use the Animation Pane to select ,1:’; o . o .E E : “‘_d T 5 oo 3 man 950 e

an animation and edit the Sound. b = S e A e & s S S 4
4. Try it: Add Sound to an Animation : ] [ ]

The baseball on Slide 5 is selected. R

-
The Animation Pane is visible. a Fly Out
Double Click the second animation. ‘:" I

Effect | Timing

Settings

What Do You See? The Effect editor
should open. There are two tabs: Effect
and Timing. Go to the Effect Tab.

Edit the Sound: Applause

Click OK.

=
il B

28

Direction: | To Top-Right IZ“

Enhancements

Preview your effect.
And the Crowd Goes Wild..

Keep going...!

Sound: Eemlasse

After animation: |D|:un't Dim IE“

| Ok Animate texk: | IE“

Mo hof 13 Campousy’ | o3
|:| % delay bebween lethers

Ok

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.3. Manipulate animations: Add Sound to an Animation
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Animations ->Animation ->More

Pd9-0
Mot Bt Degn  Saaclemn  Aneetens SRt Thew  Revew  View [

More Entrance Effects - = - S B <
The Animation Library has Entrance, | S * N7 v S Duen 9100 & b
Emphasis and Exit Effects. Of course, you ... == N | e e | e e 5
can always find More... - “ Mmsonbwe v
y : = A.»*w v-t ‘nt [ :h "V‘;A‘: .:- [ >

Before You Begin: Add a Picture E X ox *x % K ¥
Go to Slide 8: Volleyball ‘ag v
Go to Insert->lllustrations->Picture. . soune a
Browse to your Documents folder and o 7 . Ay o—
select the volleyball picture. ¥ i# o e o B B : :

- o * » . % - ny O 'kx Co k.. " - ::‘ > 3
Place the volleyball by the Text Box. '}i N " " . o . 4. Volleyball
5. Try This: Find More Entrance Effects - —
Select the volleyball. -
Go to Animations ->Animation->More. - Exit

(B Mass frerance ttecn bt 1 s =

You should see the Animation Library. | e T k £
Click on More Entrance Effects. 3 e Disappear Fade Fly Out
Keep going...! %I S More Entrance Effects...
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Qxtosd 32 More Emphasis Effects...
Shdedetil | Compaste’ _

W= More Exit Effects...
{‘3 More Motion Paths...

& | OLE Action Verbs

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.1. Apply built-in and custom animations: Find More Entrance Effects




Exciting Entrance Effects
The Entrance Effects are arranged by
category: Subtle, Moderate and Exciting.

Lary g

6. Try it: Chose an Exciting Entrance
The volleyball on Slide 8 is still selected.
Go to Exciting->Bounce.

Click OK.

Try This, Too: Modify the Timing
Go to Animations-> Timing.
Edit the Start: After Previous.

Preview the animation. The volleyball will
appear on the left and bounce to where
you placed it on the slide.

Keep going...!

Animations ->Animation ->More-> More Entrance Effects

¥ * A >y . = o X o togpe + D Owmen WX o -
Possion el Bounce Pane Cosze P Teeter or o Y P — e °
7»'7‘-:'7-7 : £2 2 2 A o Advors 04 Mgt ,,":',',‘,,,”,W, L4 IO
[E_N—" = Aewnstion Pare - x
.-
s
L ==

RAtcee
P
Moderate

P

4. Volleyball

FiI

# MestDown # reatp

F F i

E R

Leusting

b A P Yoo ng

FL— }

#onmin ey

p Exciting

& reren

® e * Basic Swivel .f Boomerang

|.f Bounce
f Curve Up
# Flip

A% Pinwheel

| #* credits
# Drop
# Float
# spiral In

Click to add notes
Sdelofll  Compeste D

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.1. Apply built-in and custom animations: Find More Entrance Effects
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@ Animations ->Animation ->More-> More Exit Effects

uary

[ 9 & O e 7o Rassens o T eion P - e
MOI'e Exit EffeCtS “ S e [T Tl Ratew | Viow ; — — @
Before You Begin: Add another picture __ ~© & ¢ & . o0 Lo .
Go to Slide 4: Hockey ' - osoves | s S s . 7
Go to Insert->lllustrations->Picture. Bl * Animaton Pore e
Browse to your Documents folder and - g‘, : [ >
select the picture of a hokey puck. ] = g
o 1 St s
Place the puck in the center of the slide. & [y— #* rode
| L W\ 2o
7. Try This: Find More Exit Effects e ——
Select the puck. - \ et
Go to Animations ->Animation->More. WAt N kDo
Click on More Exit Effects. f .::‘
Go to Exciting->Spiral Out. | koscows |\ e
Click OK. |\ tore N own
: %, Curve Dows n
Try This, Too: Modify the Timing
Go to Animations-> Timing.
Edit the Start: After Previous. * Basic Swivel x Boomerang
Preview the animation. The puck will ‘& Bounce *& Credits
begin where you placed it then spiral out. s B oo st noes g, Curve Down *, Drop
A . Flip "y Float
i Pinwhesl | ¥ spiral Out

E '-."'."hil:l

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.1. Apply built-in and custom animations: Find More Exit Effects
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@ Insert->lllustrations->Picture

Coimpr Varmgen A seo (e Naw RBrven View Vit

Custom Animation

1+ ol Compren s W Nawe Borter « Ly Bong Pormmd + 1D+

So far, so good. This lesson has shown how S = - - e e e
to find the various animation effects in the e 1

library. You can create your own animation Wb ‘ ‘ ‘ . ' ‘ ‘l * Anietion Pare

effects. ? >

Before You Begin: Add a Picture g . ‘ . . . . .

Go to Slide 10: Basketball
Go to Insert->lllustrations->Picture. .
.\E —
Browse to your Documents folder and select . . ‘ - e
the basketball picture. -
LT 00000060
Place the basketball in the upper left corner ®/ i.w @ Q @ b

of the slide, please. aia

sé'\

2. Basketball

e Q‘" I ):
1. Try This: Apply Image Corrections

You can use the Picture Tools to select the .
white background around the basketball

picture and make it transparent %

Select the basketball picture on Slide 10. 2 g £ 2 :

Go to Picture Tools->Adjust->Color. N b{-"’ Bl = =
Select: Set Transparent Color. e ; Pl e T

Click on the white background surroundin
the basketball picture. g g 28 More Variations Memo to Self: The basketball

image is hidden behind the

¥ SetTransparent Color Color menu in this screen shot.

Keep going...this could be interesting. % Picture Color Options

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.1. Manipulate graphical elements: Apply Image Corrections
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Animations ->Animation->More-> More Motion Paths

Use Motion Paths

. . . . T AatieaMase. B Bt On Ok = Beorer drvmation
The Animations shown on the previous pages I{_ . S »:"‘ ool E’ 7 togger - 9 en wim % o
have preset Effects you can select. Thereis ... — i i vwemmtererd e oo O 2
another set of Animations for people who like =~ == s = = Anematon Fane
to draw outside of the lines. For example, you * >

can create a Motion Path to make the
basketball swoop through the hoop.

2. Try it: Use Motion Paths

The basketball picture on Slide 10 is
selected.

Go to Animations ->Animation->More.
Select: More Motion Paths.

O -

Crange Moton Path ‘
| Lines & Curves . ‘
|« MO ¢ Mcian

) decRight ~ Acip

# Bource Leh [Neorenge |

@) vy ien Py—— i

. Decapng mave "\ Duaganal Down Righe

S Dagorel g Rugret | Dowm

V fvel “ Mo et '

-t — g

L NumDown Right J Tumip |

What Do You See? You will be prompted to
select a Motion Path from the library.

Go to Lines and Curves.

Select: Bounce Right.

.= Lines & Curves

Keep going...
s Arc Down { Arcleft
) ArcRight # Arc Up
#1" Bounce Left | “tn Bounce Right
@ Curvy Left @ Curvy Right
«ny Decaying Wave *-. Diagonal Down Right

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.1. Apply built-in and custom animations: Use Custom Motion Paths
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@ Animations ->Animation->More Motion Paths

Resize the Motion Path
The Motion Path can be resized so that the
basketball goes through the hoop.

uary

3. Try it: Resize the Motion Path

Select the Motion Path. You should see
handles in each corner, just like on a picture
or shape. Use the handles to Resize the
Motion Path.

What Do You See? When you preview the
animation, the basketball will follow the
Motion Path. Ok, that really was fun.

Turn the page for More.

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.1. Apply built-in and custom animations: Use Custom Motion Paths
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Draw a Custom Motion Path

The Animations shown on the previous pages
have preset Effects you can select. There is
another set of Animations for people who like
to draw outside of the lines. You can make a
Custom Motion Path if you wish.

uary

4. Try it: Draw a Custom Motion Path
The basketball picture is selected.

Go to Animations ->Animation.

Go to Motion Paths->Custom Path

After you select Custom Path, click on the
basketball picture. You should see a pencil
following your mouse.

Draw a Motion Path from the basketball,
through the hoop and dribble across the
bottom of Slide 10. Double click the mouse to
complete the Motion Path. You can also click
Esc on the keyboard.

What Do You See? When you preview the
animation, the basketball will follow the
custom motion path.

Animations ->Animation->Motion Paths->Custom Path

O R = —
“ Mot Deent Celgn Marmen A ot how  Revew View = Q
* . . . - ‘ i Amemation Pone P Nat OnOrer © Bessder Anemation
4 ¢ A% 3 7 Tegon + D Owmen MW - =
Powstow Tarnt sraser Leep Cunhomn Puthy . o:.;:‘ U_::“M_ * 2 Owy 0o : v 4
Pevew Arematson . Advenied dvmatan Ty
Shdes | Ouilen " * Arimation Pars

5|

n 2. Basketball

@ - - »
—_ ™ I,
e 0 et O ( | —
I & @ l \__J { X j ?
Lines Arcs Turns Shapes Loops Custom Path

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.1. Apply built-in and custom animations: Use Custom Motion Paths
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@ Animations ->Advanced Animation-> Add Animation->More Emphasis Effects
E 28" R Ten Rasans b0 Hore Me = Pemarbemt [ h=gogr |
More EmphaSis ? ‘:‘ = .c'“r — ‘:-’J .A.:"A'- — - = '; Do Arematn Pore b et On vt © Beseder Anematuon -€
: The Emphasis Effects include Pulse, Color, 00 . " o o Rl .00 T S Ownen w20 | o
Spin, Teeter and Grow/Shrink. : ' vz by sprervmstarn bl =B oy 5
' = Aemstion Para
5. Try it: Add More Emphasis oy
The basketball is selected on Slide 10. —
Go to Animations ->Advanced Animation “mw
Go to Add Animation. e D
Select: More Emphasis Effects. —
® ,
What Do You See? You will be prompted to epmmmenl |
select an Emphasis. ‘ N # o e g
Go to Exciting->Blink. b -y B # o o X e
Keep going...! # ol e *
v &Y Teeter
factig
= ]w
.~ Moderate
@ Color Pulse ﬁ Grow With Color
#F shimmer % Teeter
F—
| i Blink | B Bold Reveal

.f' Wave

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.1. Apply built-in and custom animations: Use More Emphasis Effects
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e

Start After Previous

Right now, both Effects will play at the
same time. You can use the Animation
Ribbon to edit the Timing.

6. Try it: Set the Start Options
Go to the Animation Pane.

Select the second Effect: Picture 4.
Go to Animations ->Timing.

Edit the Start: After Previous.

What Do You See? When you preview

the animation, the basketball should
follow the Motion Path and then blink.

Keep going...

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations

Animations ->Timing->Start

f

‘ B bmmgtmn e b Het AMePreviow c Braedrr heemalen
oF Vg < o Dwealee GLO0 1 ok Rbive Bl
Animatin, - iy s T 6
i dvpmard dnemgtagn d .n—-nu 1
= BgigaPe . TR
.‘M‘_
T BED ]
2. Basketball
p Start: | After Previous = | Reorder Animation
& Duration: | 01.00 . | 4 Move Earlier
B Delay: 00.00 I || * Move Later
Timing

5.2. Apply effect and path options: Set Start Options
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@ Animations ->Animation-> Bold Revealed

Animate the Text

uary

Text can be animated as well. The effects 7" e e A i ok R [ = “-:-' L P

work best with bulleted lists. S — e [ RS N e 7
Sy | Ol | Ci| 2 Rodeiin Par - W

Before You Begin: Make a Bulleted List i al

Go to Insert->Text->Text Box. g ' P '

Enter the following: T —

Sample 1 '

Sample 2 i {ﬂ )

Sample 3 m 2. Basketball

Select the text. .- ﬂn:;'

Go to Home->Font->Bullets. . S _

7. Try it: Animate the Text :

The Text Box is selected. !

Go to Animations ->Animation.

Click on More and go to the Emphasis
Animation Group.
Select: Bold Revealed

2. Basketball

Click ta add notes T

What Do You See? When you preview
the effect, the Text will be a become

LA [ ——

Shde L0 L1 Componds”

BOLD, from left to right. 1 }. Sample 1 O
Keep going... = Sample 2
l- Sample 3

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.3. Manipulate animations: Select Text Options

Comma Training Page 139




e

Edit the Text Options

There are three ways you can animate the
Text Sequence:

As One Object

All at Once

By Paragraph

uary

8. Try it: Edit the Effect Options

The bulleted list on Slide 10 is selected.
Go to Animations ->Animation.

Go to Effect Options.

Select: By Paragraph.

What Do You See? Each bulleted item in
the list has its own animation when you
select By Paragraph.

Try This, Too: Set the Start Options
Go to the Animation Pane.

Select the third Effect: Text Box.

Go to Animations ->Timing.

Edit the Start: After Previous.

Did you try the preview? Keep going...

Animations ->Animation ->Effect Options

D e L
g ¥l (=T e Ee et a¢ TP Erera e Forsual = !t
*', (] gy ESARE b e v - ot st
— L] L t * L= T Dot + S Dusalas  dald T b Blgws Bl

Pesew | mpidrune | Bl Arersl He Ctapis e yOu g E:‘"_:I_ e B S S ey 8
Firera Aramali = frd Lt ]

B | Okl ®| * A Parst ¥R

d Coppt Coges

=

]

2. Basketball

Ei [Egﬂﬁ.nimatinn Pane
¥l= Saemple 1
ndd J Trigger = . i'flﬂfi

Animation = W Animation Painter |
ced Animation

o

-
| 8 |
| B | P Wik |
| %, o B Bohan &
| Y ——— —
\ By Farsgre [ rosasn ::|
|

"— As One Object
= matonce g 2. Basketball

By Paragraph
= Sample 1

* Sample 2
3« Sample 3

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.3. Manipulate animations: Edit the Text Options
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Animations ->Timing ->Reorder

Reorder the Animation
Say you wanted to play the text animation

first. Here are the steps. ke

9. Try it: Reorder the Animation

The bulleted list on Slide 10 is selected.
Go to Animations ->Timing->Reorder.
Click on: Move Earlier. -

What Do You See? You can use use the
buttons to move an animation earlier (up)
or later (down) on the play list.

Keep going...there's one more option.

Memo to Self: The Textbox animation
can be collapsed or expanded. When they
are expanded, you can edit each Text
Effect (Timing, Duration, Delay)
separately. When the group is collapsed,
you can move the entire series of TextBox

effects if you wish.

Shde 0w Ll | Componnr” | o3

Sodd s

i Prarsd

Yy Comm——
* ey :
it Ao
L Optom = Aramatzon = ¥ o & Graar EE] T Bl Lo
dgvpmard demglgn Timarey
R— —
W g
R e w—r
G
3% Pichure &
o i &

2. Basketball

® = Sample 1

[ Start:

| & Duration: | Auto
/| @ Delay: 00.00

= | Reorder Animation
& Move Earlier

¥ Move Later

Ammation Pane * X

|0 B TextBox 5:5a... | |

¥
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@ Animations ->Advanced Animation-> Animation Painter

Use the Animation Painter

The basketball picture on Slide 10 is
formatted with an Animation. You can use the
Animation Painter to apply that effect to the
ball on another slide.

Try it: Use the Animation Painter

The basketball on Slide 10 is selected.

Go to Animations ->Advanced Animation.
Click on: Animation Painter.

‘ [Egﬂ Animation Pane

%7 Trigger -~
Add
Animation - %Animatinn Painter
Advanced Animation

Go to Slide 8 and click on the volleyball.

What Do You See? The Animation Painter
added both Effects to the volleyball.

What Else Do You See? You may need to T

resize the Motion Path for the volleyball, OK?

“ Animation Pane v X
o

| 17 Picture 5 |
| %% Ppicture 5 [=]|

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.3. Manipulate animations: Use the Animation Painter
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=@
'hl—'hn'h-r b Mt GmObk Erpedar hmamplmn
A o e - @ e W% -
l & Gray el
Summary e =

This lesson demonstrated many basic
Animation options. The demonstrations
provided examples of Entrance, Exit,
Emphasis and Motion Paths.

The Advanced Animation tools were used to
add more than one animation to a picture,
and then manage multiple animations with
the Animation Pane.

10. Football

S0000000...save your presentation.

Go to File->Save.

Browse to your documents folder.

Enter the name: Top Ten Reasons to Hire
Me.

Click Save,

You done good. You can get two cookies.

Design Transitions Animations Slide Show Review View

y %
X . 3 g [ bl

Mone Appear Fade Float In Split = Ef_f"":t
Options =

Animation (P

4
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Made You Look

The Computer Mama Sez: Microsoft,
like many mega corporations,
prepares sophisticated PowerPoint
presentations to introduce new
software and teach new methods.

| had the opportunity to give the launch
presentation for Microsoft Office 2010
at Mott Community College.

This is a sample of the animation that
was in the official slide show. Look at
how many objects are animated on
just one slide.

Someone had a lot of time on their
hands, didn't they?
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Practice Activities

Lesson 4: Working with Animation
Before You Begin: Start Microsoft PowerPoint 2010.

uary

Try This: Do the following steps

1. Open the sample presentation: The Boy Who Cried Wolf.pptx

2. On the title slide, use the Set Transparent color tool and select the blue around the edge of the little boy
image.

3. On slide 2, select the content text (not the title slide) and apply the animation effect dissolve. Set both lines of
text to appear On Click. Add the sound effect Typewriter to all the text animation.

4. On slide 3, apply the animation emphasis effect Grow/ Shrink to the wolf and speech bubble.

5. On slide 4, apply the animation entrance effect Swivel to the laughing boy.

6. On slide 5, apply the animation entrance effect Fly Out. Change the Effect option so the boy flies out to the
right. Also, apply the animation entrance effect Fly In. Change the Effect option so the boy flies in from the left.
Reorder the animations so the entrance effect is first. Set the exit effect to occur after previous.

7. On slide 6, select the red NO symbol and add the emphasis effect Blink from the More Emphasis effects
menu. Change the animation effect to Pulse.

8. On slide 7, add a motion path to the wolf. Resize the motion path so the wolf moves onto and across the
entire slide. Change the duration of the wolf to 4.00.

9. On slide 8, add a custom motion path to the boy.

10. On slide 9, resize all the sheep to be 1.41” by 1.2”. On the first sheep, add the entrance effect Float Up.
Also, add the exit effect fade. Set the exit effect to Start After Previous and apply a delay to the exit effect
of .50.

11. Use the animation painter on all of the sheep so they have the same animation settings.
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Test Yourself

1. Which are commands on the Animation Ribbon?
(Select all correct answers.)

a. Preview

b. Effect Options

c. Animation Pane

Tip: Advanced PowerPoint, page 123-126

2. Which is an option for animating text?
(Select all correct answers.)

a. All at once

b. As one object

c. By paragraph

Tip: Advanced PowerPoint, page 140

3. Which of the following is true about starting
animation?

(Select all correct answers.)

a. By default, animation begins on click

b. Animation can be set to begin after a previous
animation

c. Animation can start at preset times

d. Animation starts cannot be changed

Tip: Advanced PowerPoint, page 127
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4. Which of the following can be animated in a
presentation? (Select all correct answers.)

a. Text

b. Pictures

Tip: Advanced PowerPoint, page 139

5. Which of the following is true about Animations?
(Select all correct answers.)

a. Sound can be added to an animation

b. Only one animation can be applied to an object
c. A motion path can be re-sized

d. Animation can be added to either the entrance or
exit path, but not both

Tip: Advanced PowerPoint, page 129, 139




PowerPoint 2010: Transitions and Animations

Animating Multimedia

Advanced PowerPoint Objectives 2"

Eoikpn  Daelarn bemsters  Shiefhew  Brdew Vew  Pems  Purted

In this lesson, you will learn how to: S fute aten B [Fr et [Dm o
. . . 15':' B futen m .
1. Use the Video Play Ribbon to adjust the - } ':'nﬂ- @ Fade Duration
playback options 4 | §¢] FadeIn: 0000 %
; ; i i Play Add Remaove Trim ; "
2. Trim a video and edit the Fade in and out e e | qil Fade Out: |00.00 >
3. Apply a Style to a video or audio content T Bookmarks Editing

4. Use the Video Format Ribbon to size and
arrange the multimedia content

If the Train Should
Jump the Track

© 2011 Comma Productions, LLC
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Lesson 5 : Animating Multimedia

E Video Tools->Format Ribbon

1. Readings _ g 3 o
Read Lesson 5 in the Advanced PowerPoint g = "
guide, page 147-178.

Play Corrections Color Poster Reset
> > Frame = Design =

Project Preview Adjust Video Styles

2\:1 s:(ijn;:éesigerizt-antation that includes lJ iJ iJ lJ iJ EJ iJ

Video Tools->Playback Ribbon

Downloads
The Pere Marquette.pptx ’ O "@F Fade Duration "‘P (s Start: | On Click [ T —
ToyTrain1.qif, ToyTrain2.qif, Train1.gif, g . f¢) Fadeln: 0000 d Play Full Screen
Lrain2.gif, Traind.gif, Irain4.gif ) Bo:f:ark e e f3) Fade Out: 00.00 = Volume i While Nat Playing b
M Preview Bookmarks 1 2 Editing 3 4 Video Options
Polar Express Owosso, Ml.mp4 5
Using Swiffer.wmv

. Menu Maps More Menu Maps

. From the Insert Ribbon From the Video Tools->Playback Ribbon

2. Practice 1. Insert->Media->Video->Video From Website, page 158 1. Playback-> Bookmarks, page 170

Complete the Practice Activity on page 179. 2. nsert->Media->Video->Video from File, page 164 2. Playback->Trim Video, page 171
3. Playback-> Editing, page 172

3. Assessment From the Video Tools-> Format Ribbon 4. Video Tools ->Playback->Volume, page 173
Review the Test questions on page 180. |- Format ->Preview ->Play, page 160 5. Playback-> Video Options, page 174

2. Format ->Video Styles, page 161

3. Format ->Size, page 162 From the Animations Ribbon

4. Format ->Arrange, page 163 1. Advanced Animation-> Timing, page 175

5. Format ->Adjust ->Corrections, page 166 2. Advanced Animation->Trigger, page 176

6. Format->Adjust->Color, page 167 3. Advanced Animation->Animation Painter, page 178

7. Format->Adjust->Reset Design, page 168
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Working with Multimedia

One of the best Christmas videos is the Polar Express, with Tom Hanks as the voice of the conductor. It is the story
of children who travel to the North Pole in a special steam engine: No. 1225, the Pere Marquette. No. 1225 is the
only steam engine named after a priest and it served for many years in Michigan. Our PowerPoint presentation will
use the Pere Marquette as our theme. The images and videos will be used to teach how to animate multimedia.

There are two methods for working with videos in PowerPoint: linked and embedded. Linking to a site like YouTube
(copying the EMBED code), means that you have to be online to play the video. Adding the video to your
presentation (embedding the multimedia) means you can play it anytime: you do not have to be online So, let's look
at the options.

Start -> All Programs ->Microsoft Office-> Microsoft Office PowerPoint 2010

LA T eTermmmmmm—mmSm—m— . start Microsoft PowerPoint
: . s B e What do you see? Is there a Title Bar that

I S 26 04 ) S says Microsoft PowerPoint? Yes.
Is there a Home Ribbon with the Clipboard,
Font and Paragraph Groups? Yes.

If your screen looks similar to the example
. ) on this page, then you are ready to get
Click to add title started.

This lesson is dedicated to Fr. John Rocus,

who likes steam engines and train bells...
and Saint Philomena

Tk In adkd ncdes
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Before You Begin

This lesson demonstrates the Video
Tools. There are two Video Ribbons:
Format and Playback. We’ll begin by
creating a new presentation and
adding titles, pictures and videos.

1. Try it: Start a New Presentation
Open PowerPoint. You should see a
new, blank presentation.

Go to Home ->Slides->New Slide.
Please add 4 new slides for a total of
5.

Keep going...

Memo to Self: You can add your
own pictures and videos if you
wish. You do not have to MATCH the
multimedia shown on these pages.

It is more important that you start with
something and try the options.

Home ->Slides->New Slide

I

burky ol e B W A
Chpbiard g Merd

B | Dk H

3
= J
o
s LEP
- F | slide~
Clipboard s

a o TG

Tawwerey

Click to add title

* Click to add text

Insert Design

55| Layout =
E Reset

= Section ~
Slides

Transitions

Animations

- B

B I U 8 abe 2V- A5

Font

Paste MNew
Slides | Outline |

X

E

Sedebel®  OfrTrame | 4]

Exam 77-883: Microsoft PowerPoint 2010

2. Creating a Slide Presentation
2.5. Enter and format text
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@ Home ->Slides->New Slide

uary

F oA e T e T v o T |

Enter the Titles N - e R———
2. Try This: Add Text to the Titles Do g STemmwr® oA s mfwm o a1 U050k O D e -
Slide 1: The Pere Marquette ) B LB T L e T e

Slide 2: Engine, Engine No 9 B e .

Slide 3: Going Down Chicago Line '—-::::::t

Slide 4: If the Train Should Jump the o acg e Cinge sian

Track 4 T tha Tiraln. Shoukd ump thas Track

Slide 5: Do You Want Your Money Back? ¢ e Yo st vour oy Backt

Keep going...

Shides Outline

1) The Pere Marquette

2 Engine, Engine Ho 9

seioi wwne 3| Going Down Chicago Line

4 If the Train Should Jump the Track
5 Do You Want Your Money Back?

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content.
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@ Design ->Themes

uary

Design: Themes ol T e
3. Try it: Apply a Theme — g-ha |2 /A
Go to Design ->Themes. G e

Select: Perspective. i | Ovee | X

Keep going...

The Pere Marquette

Click to add subtitle

Transitions

Slide Show

Review l

Themes

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides.: Apply Themes
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E
Before You Begin e B — 1 -
Please add a picture to every slide. — oo B .. B PR QL0450 T O & =
You can use the sample files for this .., S e R L | W afes - &l mete
presentation if you wish. You are
also welcome to use your own

pictures.

@ Insert ->Images ->Picture

uary

w  Wcwe Chp Soweubol Phots  Shape Smabit Chudl | Hypesiok Adon  Diek  Hesdr Wosdt Dwle  Shin Obied  Hgushion Vides udic  Embud
wat - M . - =t Pmh

e [ Flath

4. Try it: Add pictures

Select Slide 1.

Go to Insert ->Images->Picture.
Browse to your Documents folder.
Select a picture: Train1.gif

Please add a picture to each slide.

Slide 2, insert: Train2.gif

Slide 3, insert: Train3.gif - _
Slide 4: insert: Train.gif The Pere Marquette
Slide 5: insert: Train5.gif Click to add subtitle

Please keep going.

Home Insert Design Transitions Animations Slide Show :

J8 L m s @
e | A _}’J -~ ko
. . . . 1L
Picture Clip Screenshot Photo | Shapes Smart&rt Chart | Hyperlink Action bt
Art = Album k&
Images [ Illustrations | Links

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Insert Pictures
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Animate a Picture

5. Try it: Insert Another Picture
Select Slide 2.

Go to Insert ->Images->Picture.
Browse to your Documents folder.
Select a picture: ToyTrain1.gif

Try This, Too: Animate the Picture
ToyTrain1.gif on Slide 2 is selected.
Go to Animations ->Animation->Fly In.

And Try This: Modify the Animation
ToyTrain1.gif on Slide 2 is still selected.
Go to Animations ->Animation.

Go to Effect Options->From Top Left.
Go to Animations->Timing.

Edit the Start: After Previous.

Edit the Duration: 01.50

Way cool. Keep going...!

Transitions Animations slide Show

v x o

Fade | Fly In | FloatIn

Animation

Animations ->Animation->Fly In

dehow  Reven - -t
o y 2 Amematcn Pare P oSt ANe fewows < Sessder Anemsteon
i< ’ 7 topoe * - sl -
. L szo

3 Dwen 9%

T Optiom®  Amtmition+ By Anmtentorter D Oviy W00 °

Format

Review View

@ Ei EE.';{:FJAnimatiu:un Pane [ Start: | After Previous -
r .
‘;; L - J Trigger = 2 Duration: 0150 3
Split —| Effect Add o . -
| Options * | Animation * %Anlmatlnn Painter | (B Delay: 00.00 -

] Advanced Animation Timing

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.1. Apply built-in and custom animations.: Modify the Effect Options, Start and Duration
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@ Transitions ->Transition to this Slide->Fade

uary

Pl ol - r | 6
Add the Transitions R e ™ Tp— = -
6. Try it: Add a Slide Transition s ™ et v == = B | 2 B
Go to View->Presentation Views. e T Mg Wity o e e (L

Click on Slide Sorter.

Select all of the slides: Slide 1-5.

Go to the Transitions Ribbon.

Go to Transition to this Slide->Fade.

What Do You See? Each slide has a little
star indicating that it has a Transition.

Do This: Save Your Presentation

Go to File->Save.

Browse to your Documents folder.

Enter a File Name: The Pierre Marquette.
Save. Save. Save.

Please return to the Normal View and
keep going...

m Home Insert Design Transitions Animations Slide Show |

—1 - _I

= O = W= R @ =
L

Preview None Cut . Fade . Push Wipe

Engine, Engine No 9

Preview Transition to This Slide

s 2

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.4. Apply and modify transitions between slides
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Linked or Embedded Videos

There are two methods for adding a video to a
PowerPoint presentation: insert from a file on
your computer or insert from an Internet
Website, such as YouTube. Both of these
options are called embedded, so the terms are
confusing.

When you insert a video from a file on your
computer, this will create an embedded video. It
will be included in the PowerPoint presentation.
If the video is large, the size of the PowerPoint
presentation will be large as well.

When you insert a video from a website, you will
copy the link, or embed code. The video will not
be added to your presentation, just the link to it,
so the file size will not increase.

1. Try This: Find a Video

Open an Internet Browser.

Type the address: www.youtube.com
Search for: Pere Marquette Mason

When you find the video, click on Share.

Keep going...

www.youtube.com ->Share

youtube com

% | €8 1225 ot Masen rd. + YouTube »

v Bager Sedeye Yok - N S D
(T Tuhe IR Q  Bowse  Moviss  Upload Cresme Accout ~ Sign i
1225 at Mason rd.

5oy Q) Sedecrne 73 vadeon

I 1275 learving Dursnd

Vincoss 6 & Flagg Coal
75 with & cobd PM 1225
[

PV 1225 with the pols
wprons and & GUEST

Like * Addto - -
s e o m
1225 heads norh out . - ST P o0 Expreas ¥ip of the

2007 seanon_ on Sunday December Y

Uploaded by TSBY on Dec 1S EIR =) 1l i1 RO TR 1 (=1

1225 heads north out of OWoSs0 on the Last Mo
2007 season, on Sunday December 16th.

ole Express frip of the

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Linked Videos
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Copy the Embedded Code

Each website may be different, but the steps
will be similar to the ones on this page. The
goal is to find the embed code, copy it, and
paste it into PowerPoint.

2. Try it: Copy the Embedded Code
When you click on Share, you should see
options to Embed or Email. There may be
options for Facebook, Twitter, LinkedIn or
other social networking sites.

Click on Embed.
Click on Use old embed code.

What Do You See? The embed code will be
displayed in the little window.

Look! Look! Look! On some sites, like
youtube, you have to select Use old embed
code so that the code will work in
PowerPoint.

Try This, Too: Copy the Embed Code
Type Ctrl+C to copy the code.

(You can also Right-click->Copy).

Keep going...

www.youtube.com ->Share->Embed

B8 -
(11 Tuhe et a
1225 at Mason rd.

sy Q) Sebecrbe + A3 vkess -

£ = C X | €3 1225w Musen rd. - YouTube *

" v bagee Seeye Teehe @ N 80

Browse  Movies  Upload

Create Account Sign In : !

llmbmql)u-d
Southbound 1us
*' . > T
> as 1O e

show more

Embed  Email ng 1

sobject width="420" height="315"><param name="movie"
alue="http://www.yvoutube . com/ v/ d&TELgvraXwl?
ersion=3&amp,; hl=E]1_TJE"H,I"'pElI'EJIE‘-{pErﬂI[I.
mame="allowFullScreen™ wvaluse="true"></param»<param

&~
1226
2007 wm After making your seleclicn, copy and paste the embed code above. The code changes based

on your selection.

Upioade

Sounds |

Show suggested videos when the video finishes
[T] Use HTTPS [2]

] Enable privacy-enhanced mode [7]

Usze old embed code [7]

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Linked Videos
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@ Insert ->Media->Video-> Video From Website...

Insert Video from a Web Site

The next step places the Embed Code
into your PowerPoint presentation.

22| @

{Video‘Audio Embed
it Flash

3. Try it: Insert a Video from Web Site
Return to your PowerPoint presentation.
Select Slide 3.

Go to Insert ->Media->Video.

Click on Video From Web Site....

Video from File...
Video from Web Site...
Clip Art Video...

You will be prompted to paste the code
your copied from the video website.

Place your cursor in the dialogue box.
Type Ctrl+V to paste the code.
(You can Right-click->Paste as well.)

Toinsert a link to a video you've uploaded to a Web site, copy the embed code from that Web site and
paste itinto the text box below:

<nbject width="420" height="315"> <param name="movie"
value="http:/fwww.youtube. com v /JdGAKLgvgXwl?version=3&amp;hl=en_US" >« fparam><param
name="allowFullScreen” value ="true "= < fparam > <param

Click Insert. Keep going...

What Do You See? The Embed Code
indentifies your video and includes the
formatting for the frame width, height. It
also has instructions to allow the video to
be displayed full screen.

Help and examples

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Linked Videos
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Hello, Video!
What Do You See? The video is
displayed as a black frame on Slide 3.

uary

There are two Video Ribbons available:

Format and Playback.

4. Try it: Review the Video Tools
The Format options include:
Preview

Adjust

Video Styles

Arrange

Size

The Playback options are:
Preview

Bookmarks

Editing

Video Options

Keep going...

Video Tools

L R Fer
2 a8 B

Py Camschien Coder Poater  Gmk
v = Fiemet Degn~

Foers Aadpay] vaey i v dnamgr

S | Dbl H

Shde Brew  Wiew | Foms | Paybed = @

i el Mg - L Beng foempen - L -

o ol el ol [l o D s Gysmateames 3 H

T e ens s B Srtaes Peag

Going Down Chicago Line

R | ‘

=t

PowerPoint T T ———

Slide Show Review View Format Playback

e

_(_'?‘-Iiden Shape =

I M D |-ﬂ‘ ; - | 7 Video Border -

= | i Video Effects =
Video Styles a

4 Bring Forward ~ |& -
LY send Backward - E

'Et}SElection Pane ok

Arrange

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Video Tools
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@ Video Tools ->Format ->Preview ->Play

uary

0" I
Video Format: Play e
You probably already did it, but here are the : Sl t"’ M e —

steps to Preview the video.

5. Try it: Preview the Video
Go to Video Tools ->Format ->Preview.
Go to Preview ->Play.

What Do You See? PowerPoint will link to
the video from YouTube. The video will play
in the little Media Player. The Media Player
has simple buttons to Start/Pause, adjust the
Volume, and show Full Screen display.

Keep going...

Memo to Self: This presentation needs to be
online, connected to the Internet, so that the
source video can be played on youtube.com.

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content.
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@ Video Tools ->Format ->Video Styles
e |
T

Video Format: Video Styles
The video is linked to a Shape, so the
formatting tools are the same ones we have
seen before. You can edit the Video Shape,
Border and Effects. You can also apply a
Video Style that formats all of these options.

6. Try it: Apply a Style to a Video
The video on Slide 3 is still selected.

Go to Video Tools->Format->Video Styles. « :’ Going Down Chicago Line
Select a Style: Outer Shadow Rectangle. : - 4 \

What Do You See? The border around the
Video has been formatted white. There is a
subtle drop shadow under the bottom border.
Keep going...

Video Styles

.

i'l?‘u‘iden Shape ~
- | & Video Border -

| ! Video Effects =

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Apply a Style to a Video
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@ Video Tools ->Format ->Size

uary

" : —— e
Video Format: Size T o _f;', e ]
The embed code specified a default } e B ol el ol ] ol Ssearames - -
size for the Video. Here are the steps ... .= ™" el “ .

to change the Size.

7. Try it: Format the Video Size
The Video on Slide 3 is still selected.
Go to Video Tools ->Format ->Size.
Edit the Width: 4

| ot 3 || Height: 3°

Crop = width: |4" .

+_]+

Size ]

When you click ENTER on the
keyboard, the height will resize to
match the same proportions.

Keep going...

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Resize Video or Audio Content
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When we inserted the Video, by

default it was placed in the center of Pk protes
Slide 3. You can Align the Video if you B | O | W

wish: left, right, middle, top, bottom 1

(4 Bring Forward = ||&~ @__1

and center.

8. Try it: Arrange the Video
Go to Video Tools ->Format.
Go to Arrange->Align Right.

Format: Arrange Content e

Video Tools ->Format ->Arrange->Align Right

2

L4 send Backward ~ | |=
IE"{hs»alvanctil::un Pane &

What Do You See? The Video has Arrange El

been placed on the right.

Save, Save, Save.

Memo to Self: You can go to View
Gridlines if you would like to arrange

the objects to the Grid.

Comma Training Page 163
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Align Left

Align Center

Align Right

Align Top

Align Middle

Align Bottom
Distribute Horizontally

Distribute Vertically

Align to Slide

View Gridlines

Grid Settings...

Exam 77-883: Microsoft PowerPoint 2010

3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Arrange Video or Audio Content
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Let's Do That Again

The first video was linked to a website.
Keep in mind that you need to be online,
connected to the Internet, when you play
this presentation.

uary

This second video will be inserted into the
presentation. It is part of your slide show:
not a separate file or linked to a webpage.

Before You Begin: This demonstration
uses a small video that you can
download,

1. Try it: Insert a Video from File
Select Slide 4.

Go to Insert ->Media->Video.
Click Video From File...

You will be prompted to browse to your
Documents folder and select a video.

The example shown in this lesson is:
Polar Express Owosso, Ml.mpg4. You
will need the QuickTime player to do this
step. You can use a different video is you
wish. Keep going....

Insert ->Media->Video-> Video From File...

If the Train Should : -
Jump the Track gy
‘ \1{‘\ D v Flash

Video from File...

* 4 Ve Video from Web Site...

- —

Clip Art Video...

Click to add notes

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Insert Video From File...
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Embedded Video Formatting
What Do You See? The embedded video is
visible. The video linked to a website was
displayed as a black shape until it was
played.

uary

2. Try it: Format the Embedded Video
Go to Video Tools ->Format ->Size.
Edit the Height: 4

When you type ENTER on the keyboard, the
width will be resized as well.

Keep going...

Video Tools ->Format ->Size

Fra-

If the Train Should
Jump the Track

|Nj 3] Height: |88 :

Crop  — width: 533"

:1-._]-1-

Size

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Resize Video or Audio Content
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@ Video Tools ->Format ->Adjust ->Corrections

uary

Format: Adjustments e e e e T
There are different Format and t B T o Ry i o (o e 8 o Sy ens s - o “,: :
Playback options when you inserta  |,.... .~ "= BT prn e e s _ 3

video from file. For example, you can
make Corrections to the
Brightness and Contrast of an
embedded video.

3. Try it: Adjust the Contrast
The Video on Slide 4 is selected.
Go to Video Tools ->Format.
Go to Adjust ->Corrections.
Select: Brightness 0, Contrast
+20%

What Do You See? Increasing the
Contrast made the snow whiter and
the red signal lights more noticeable.

el e @& -
al & B =

Corrections| Color Poster  Reset
o Frame = Design =

Keep going...
P going | Brightness and Contrast

= EEEa
L FF

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Adjust the Brightness and Contrast
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Format: Adjust the Color
What if you wanted to make this
video look like an Olde Fashioned
movie. You can apply a Color filter if
you wish.

4. Try it: Adjust the Color

The Video on Slide 4 is selected.
Go to Video Tools ->Format.
Go to Adjust ->Color.

Select: Sepia

What Do You See? The embedded

video has been colored sepia brown.

Keep going...

Video Tools ->Format ->Adjust ->Color

Trama - Dwniga -

2
m Heme  pem  Drege  Toeapnear  Ammpnies; i Beaes = sy | Repmen = g
. 3 = . = § - Ve Thage - iy Beng Pormard - l.'.-- =
P B LS % e pem e e = rem e R e
Py ﬂlh‘dﬁ Caler P-luu Ravat j ﬂ d _ m ek ‘ . "_ : :‘w: I-:Hh-\dm il .--_ Lizg
L

.y . S|

:ﬂi:ﬂ '
T '— '_

v

Play Corrections | Color | Poster Reset
Frame = Design =

- -

(licke oy i FoDless

Preview Recolor

Slides Cutline % -
1

———

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Adjust the Color
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@ Video Tools ->Format ->Adjust ->Reset Design

oy R = e
Format: Reset Design ;“ e e e Ml T
Say the formatting didn't turn out as good | . w5 E’fg B e R o B e i e
as you were hoping. You canreturntothe ... ~ 07T Aot | B dntoa e 1| e

Bl Eam D
= B

original video with Reset Design. e

5. Try it: Reset Design
The Video on Slide 4 is still selected.

Go to Video Tools ->Format ->Adjust. . 1
Go to Reset Design->Reset Desigln. = If the Train ShGU|d
Jump the Track

What Do You See? The Video will be

back to the original contrast and color. :H

g J=

B ’ 3 <|>:. - Eh

e, ST -
Play Corrections Color Poster

w7 < Frame « |

==t Preyiew Adjust £4  Reset Design

ot

Slides | Outline | A E;d, Reset Design & Size

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content.
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@ Video Tools ->Playback

Video Tools: Playback

The Playback Ribbon lets you program
your video presentation. The options are
simple, but effective.

—

S T Ersrn wiew Faimat Py teiah = 0

N TN S —
3 Flpy 13 Linrer,

v b

uary

Pt W P P

vl aftes Papsng
vidra Gedsvri

1. Try it: Review the Playback Ribbon
The Video on Slide 4 is still selected.

Go to Video Tools ->Playback. If the Train Should
What Do You See? The Groups include: . Jump 'the TTECK
Preview s . P —
Bookmarks M 74

Editing
Video Options

Keep going...

Home Insert Design Transitions Animations Slide Show Review View Format Playback
9=P  Fade Duration m ¥z Start: | On Click -
} '3# % @ | il = Loop until Stopped
| 44 FadeIn: 0000 I o Play Full Screen
Play Add Remove Trim | = | Volume i i
Bookmark Eookmark  Video = 4® Fade Out 0000 2 - Hide While Mot Playing Rewind after Playing
Preview Bookmarks Editing Video Options

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Playback Options
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Th Video Tools ->Playback-> Bookmarks
Teg

Playback: Bookmarks

A Bookmark lets you quickly select a ’ . @II Fade Duration
place in the video. You can have several | fq] FadeIn: 00,00
Bookmarks if you wish. Play Add Remove Trim

Bookmark Bookmark | Video Efi Fade Out: 00.00

2. Try it: Add a Bookmark Preview Bookmarks Editing
The Video on Slide 4 is selected.
Go to Video Tools ->Playback.
Go to Bookmarks-> Add Bookmark

What Do You See? The Bookmark
appears as a dot on the timeline.

What Else Do You See? When you
select a Bookmark, you cannot move it,
but you can remove it if you wish.

Try This, Too: Remove a Bookmark
Select a Bookmark on the timeline.

Go to Video Tools ->Playback.

Go to Bookmarks->Remove Bookmark.

<l > 000556 o)

Keep going...

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Adjust Playback Options- Bookmarks
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@ Video Tools ->Playback->Editing->Trim Video

Playback: Trim Video

Say you wanted to begin the video when
the camera is steady. You can edit the
beginning with the Trim function. Trim
doesn't delete any of the video. It simply
sets the start and stop times.

i ] ~& Er Ut | D Chick

Hresew m@
B Woama =
i Pese Dt SO0 : Haty Whie il Playg el

uary

3. Try it: Reset Design

The Video on Slide 4 is still selected.

Go to Video Tools ->Editing->Playback.
Click on Trim Video.

You will be prompted to enter the Start
Time and the End Time. You can use the
playback buttons to set the time very
precisely if you wish.

Click OK and keep going, please.

00:06.270 = |,‘|‘ ‘.,‘ ‘IP‘

Start Time

00:26.004
B a

00:26.004

End Time

Ok

] [ Cancel

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Trim Video
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@ Video Tools ->Playback-> Editing

Playback: Fade Duration W R e e e e )
4. Try it: Edit the Fade Duration : B | ) S Ciee S

The Video on Slide 4 is still selected. ] pha | o e e 4
Go to Video Tools ->Playback - e
>Editing.

Enter the Fade In: 01.00 (it's one second
Enter the Fade Out: 01.00

uary

If the Train Should

Jump the Track
-

'T-L"E Fade Duration
‘gg f¢] FadeIn:  01.00
Trim

Video %] Fade Out: 01.00
Editing

4k 4 F

What Do You See? When you Play the
video, the Video will Fade in and Fade
Out gradually for a second.

What Else Do You See? If you use the
player to advance the last second frame
by frame, you will see that the video fades
back to the start. In this little example, the
video fades through the steam back to the
beginning for a very cool effect.

Shandedd  Penpen

Keep going...
e <l > 001738 i

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Fade Duration
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@ Video Tools ->Playback->Video Options->Volume

2"
Playback: Volume . o B e =E= e -
Raise your hand if you do not like 5 : n :
. . . ¥z Start: | On Click =
being blasted by loud music when - EE / 5
you click on a link? Let's look at the g Play Full Screen
YVolume
Volume controls... . Hide While Mot Playing

Video Options

5. Try it: Adjust the Volume Low

The Video on Slide 4 is selected. i )
Go to Video Tools -Playback. : If the Train Shou ——

Go to Video Options->Volume. -:_ Jump the Trar:;k High

Mute

What Do You See? There are four
options: Low, Medium, High and
Mute.

What Else Do You See? You can
also adjust the volume with the
speaker control in the video player.

One more set of options..

Click to add nobes

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Volume
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@ Video Tools ->Playback-> Video Options

Playback: Video Options O T s 3
The Video Options are similar to the ones 3 G .

we used on Transitions and Animation. You ]
can program how the video starts and
plays.

4 Py A Lorren

e Aappec
) 7 Rewnd wtes Payng
4 rde Wde Nl Ppeng

Vides Cpdommy

uary

6. Try it: Edit the Video Options

The Video on Slide 4 is selected. |
Go to Video Tools ->Playback. g S If the Train ShOUId

Go to Video Options. - J ump the Track

Edit the following:

Start: On Click

Select: Play Full Screen
Select: Hide While Not Playing
Select: Rewind after Playing

These Video Options will play the video big-
-full screen--when you click it.
Keeeeeep going. This is the good part.

Memo to Self: If you select Hide While Not
Playing, you will not see the little video to
click on it. The following pages will show
you a new method for starting the video.

Qickto ac5lide Show Review View Format Playback

1 .

¥z Start: | On Click <
=7 o fie Loop until 5topped
| Play Full Screen
| Hide While Mot Playing

Video Options

| Rewind after Playing

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Edit the Video Options
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Animate the Sequence

You can use an Animation Effect as a Trigger,
or a command button, to start your embedded
video. When you click the Trigger, the video will
play. The Trigger can be added to a Title
Textbox or a Content Placeholder (a picture,
shape or chart).

Before You Begin: Arrange the Objects
Select the Video on Slide 4.

Go to Video Tools ->Format ->Arrange.
Go to Send Backward-> Send to Back.

7. Try it: Animate the Picture

Select the Picture on Slide 4.

Go to Animation->Advanced Animation.
Select: Animation Pane.

Go to Animation->Animation.

Select: Fade

Try This, Too: Edit the Timing
Start: After Previous
Duration: 01.00 (one second)

What Do You See? The Video is behind the
Picture. The Picture, also called Content
Placeholder 3, has an animation. Keep going...

Animation ->Advanced Animation-> Animation Pane

P90
SV et Cetgn Laretan - ar Sase hiw Rrera - Vormat
* -‘ D1 Amemation Parse P Nat Afe Nevows ¢ Reosder Aneat
b X * X w ) w .  togper ¢ J Dwwen 0100 o
Preven sl Proiult Fade ™ heatn ) Anemation - B et fovter D Oway WM v
v Arvmation » Advanied Anmatan ]
. x * Armation Pare

Shde 4

If the Train Should
Jump the Track

1&

[Egﬂhnimatinn P'anel B Start: | After Previous -

¥

;? Trigger = & Duration: 0100 3

Add "
Animation = %Animatinn Painter | B Delay: 00.00 -
Advanced Animation Timing

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.3. Manipulate animations.: Edit the Animation Timing
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@ Animation->Advanced Animation->Trigger

uary

T e |
Animation Triggers i — e — = | R | =l e Y
You can use another object, say the Title = f: L * o [ e 3 Cummier [in % || b s
or a Content Placeholder, to Trigger the . e ; o B R R 8
Play Animation. Here are the steps. E ] commommenrs (20 -

8. Try it: Animate the Video shudimintin
The Video on Slide 4 is selected.
Go to Animation->Animation->Play.
The Video now has an animation.

Trger Coterd Pasishuider §
16 Poa Evzrmmn =

If the Train Should

_ _ o Jump the Track
Try This, Too: Trigger the Animation
Go to Animation->Advanced Animation.

a H k
Go to Trigger->On Click of... : - E ;i i
What Do You See? There are three E Ei Anlmatmn F'ane] p Start: | On Click = | Reorder Animation

objects that you can select: Z Trigger ~ 0 Duration: |Auto . & MMove Earlier
Title 1 Add )
_ imation~| J On Clickof  » i pte
Polar Express Owosso (the Video) A"'mat':: @ ongiicko Title 1
H vl -
Content Placeholder 3 (the Picture) [ Polar Express Owosso, MLmpd &
v X
Select: Content Placeholder 3 v | Content Placeholder 3
. . ™ Play
What will happen, next? Keep going...
03 ContentPlace... [ |
[Trigger: Content Placeholder 3 l
I 10> Polar Express ... [ E“

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.3. Manipulate animations: Use an Animation Trigger
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@ Animations ->Preview

Play It! 5 : T8 Aramphana B F et On Chek - Egoeder drempbioe
. . . t i P ui H. 'ﬁ' c -} J.L.. I-c.v--r \ I.-l‘,_ : ::: : ,,

9. Try it: Play the Animation Sequence _° =~ = & ™ o N7 D o e 3| et

Slide 4 is selected. iy ' presey ity e iU e

Go to Animations->Preview. L - rnaen Pt

What Do You See? The Picture on Slide
4 fades in. What happens when you click

on it? Did the Video play and then return
to Slide 4?

Well, we always save things that work.
Save, Save, Save.

f Start: | On Click

}

- | Reorder Animation

2 Duration: | Auto || & Move Earlier

B Delay: 00.00

v Move Later

ik bo add notes

=

Hdedpl}d  TPenperier

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.3. Manipulate animations: Preview
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@ Animation ->Advanced Animation->Animation Painter

2" e e tints
Finishing Touches e “ i
Before You Close the Show: The Computer ° * x X K U . N5 v 3 Owmen 100
Mama sez it is good practice to make the : = ; e et e e

Animations match.

Try This: Animate the Pictures
Please select the Picture on Slide 5.
Go to Animations->Animation->Fade.

e Do You Want Your
Try This, Too: Edit the Timing 1 Money Back?.
Go to Animations->Timing. a

Edit the Start: After Previous
Edit the Duration: 01.00

And Try it: Use the Animation Painter

The Picture of Slide 5 is still selected.

Go to Animation ->Advanced Animation.
Click on Animation Painter and use the little
paint brush to add an Animation to the
pictures on Slides 1, 2, and 3.

You done good. E,5';.'}]ﬁmimatin::un Pane [ Start: | After Previous -

That was so fun it comes with popcorn! o7 Trigger ~ D Duration: 0100 *
Add
Animation = ¥ Animation Painter | (B Delay: 00.00 5

Advanced Animation Timing

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.3. Manipulate animations: Use the Animation Painter
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Practice Activities

Lesson 5: Working with Multimedia
Before You Begin: Start Microsoft PowerPoint 2010.

uary

Try This: Do the following steps

1. Open a new blank PowerPoint presentation.

. Add the title Helpful Baby

. Add two blank slides.

. On slide 2, insert a video from file. Insert the sample video Using Swiffer.wmv.

. Apply Video Style Snip Diagonal Corner, White to the video. Resize the video to be 3” tall.

. Apply the Correction Brightness +20%, Contrast +20% to the video.

. Add a bookmark to the video at a spot of your choice.

. Trim the last 5 seconds off the end of the video.

. Add a baby related picture of your choice. Resize the picture to be larger than the video placeholder.

10. Set the video to hide when not playing.

11. Add a Trigger to the Video. Select the picture on the slide as the Trigger with the video playing on click of
the picture.

12. Go to slide 3. Add the following video from YouTube titled Helping with Laundry.
http://www.youtube.com/watch?v=mae3ErCZjl0

13. Add three baby or child themed ClipArt images to the slide show. Arrange the images so that two of them
over lap the video. Arrange one of the overlapping images to be in front of the video and one of the overlapping
images to be behind the video.

14. Test your slide show.

15. Save this file as Advanced PowerPoint Practice Activity 5.

OCO~NOOAADRWN
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Test Yourself

1. Which is true about adding video to a presentation?
(Give all correct answers.)

a. An embedded video is inserted from file and
increases the size of the PowerPoint file.

b. A video inserted from a website increases the size of
the PowerPoint file.

c. An embedded video uses a link or embed code and
does not increase the size of the PowerPoint file.

d. A video inserted from a website uses a link or embed
code and does not increase the size of the PowerPoint
file.

Tip: Advanced PowerPoint, page 156

2. A video linked from a website requires an internet
connection to play.

a. True

b. False

Tip: Advanced PowerPoint, page 164
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3. Which can be edited on an embedded video?
(Give all correct answers.)

a. Brightness

b. Contrast

c. Color

d. None

Tip: Advanced PowerPoint, page 166-167

4. Trim deletes the marked parts of a video.
a. True

b. False

Tip: Advanced PowerPoint, page 71

5. Which is true about Triggers?

(Give all correct answers.)

a. Uses a picture or other object to trigger a video or
animation to play

b. Command is on the Animation Ribbon

c. Used to access media that is hidden on a slide
Tip: Advanced PowerPoint, page 176
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Advanced PowerPoint Objectives
In this lesson, you will learn how to:

1. Use the Presentation Tools to add pen and
highlighter annotations

2. Set up a Slide Show, play narrations and show
the Media Controls

3. Rehearse, adjust and use timings in a slide show
4. Record a Slide Show

PowerPoint 2010: Sharing and Collaboration

Showtime: Delivering Presentations

PAINT UP YOUR FACES

+ Coloddi pmduca

+ Tuz feva e el 2

- [ » -
» ¥ B O =M 8
From From Eroadcast Custom Set Up Hide
Beginning Current Slide ' Slide Show Slide Show = | Slide Show  Slide Timings

© 2011 Comma Productions LLC
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Start Slide Show

Rehearse Record Slide

Set Up



4“3 Lesson 6: Delivering Presentations

4

:1 1. Readings

Read Lesson 6 in the Advanced PowerPoint

guide, page 180-207.

Project

This lesson demonstrates how to show a

PowerPoint presentation.

Downloads
Show Time.pptx

2. Practice
There is no Practice Activity.

3. Assessment

Review the Test questions on page 208.
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Slide Show Ribbon

- T i_'='| p T, - - =

P ¥ P T =M
Custom Set Up
Beginning Current Slide  Slide Show Slide Show ~ | Slide Show Slide

From From EBroadcast

Start Slide Show

1 8 9

Slide Show Ribbon, continued

Iy,

o & S 0
Set Up Hide |
Slide Show  Slide

| 7
Menu Maps
From the Slide Show Ribbon.

. Start Slide Show, page 184
. Set up->Rehearse Timings, page 191

. Set Up->Record Slide Show, page 197

. Monitors->Resolution, page 199

. Monitors->Show On, page 200

. Monitors->Use Presenters View, page 201

. Set Up->Hide, page 202

. Start Slide Show->Custom Slide Show, page 205
. Set Up-> Set Up Slide Show, page 206

T

Rehearse Record Slide
Timings Show =

Set Up

O©CoOoO~NOOOOPRWN-

| Play Marrations
W Use Timings
| Show Media Controls

+'| Play Narrations
v Use Timings
| Show Media Controls

Hide Rehearse Record Slide
Timings Show ~

Set Up
2] 3

(@8] Resolution: | Use Current Resolution -
@E Show On: | Primary Monitor -

Use Presenter View

[ Monitars iJ iJ £J|

More Menu Maps

1. Transitions->Timing->Advance Slide, page 193
2. Insert ->Media->Record Audio, page 194
3. Audio Tools ->Playback->Audio Options, page 196
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@ Delivering Presentations

There are so many baaaaaaad ways to deliver a presentation that one comedian has made a good living with a show called,
Death by PowerPoint. PowerPoint actually has an entire Slide Show Ribbon that you can use to prepare, rehearse and
program your presentation. Your delivery can be polished and professional. The timing can be recorded and edited to fit your
speech. Inspite of all the jokes, PowerPoint has many ways of making you look good.

Click to add title

P

Comma Training Page 183

Oick o ackd noley.

EET am

Start -> All Programs ->Microsoft Office-> Microsoft Office PowerPoint 2010

Start Microsoft PowerPoint
What do you see? Is there a Title
Bar that says Microsoft
PowerPoint? Yes.

Is there a Home Ribbon with the
Clipboard, Font and Paragraph
Groups? Yes.

If your screen looks similar to the
example on this page, then you
are ready to get started.



uary

Before You Begin e
This lesson demonstrates the options on the - -

Slide Show ->Start Slide Show

Slide Show Ribbon. You can use the sample SRl e

presentation or open any PowerPoint slide

show if you wish.

1. Try it: Review the Slide Show Ribbon
Open the presentation: Show Time.pptx.
Go to the Slide Show Ribbon.

What Do You See? There are three groups:

Start Slide Show
Set Up
Monitor

Keep going...

Comma Training Page 184

Trom from Brosacas Cuctom "o
Begrnmg Cumert Shde  Sade Lhow Sade 1how - h3e Use Presenter Veew

Click to add notes

Y B T w8 E

From From Broadcast Custom Set Up Hide Rehearse Record Slide

Beginning Current Slide ' Slide Show Slide Show = | Slide Show  Slide Timings Show
Start Slide Show Set Up

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.1. Apply presentation tools: Start Slide Show



Find the Presentation Tools
2. Try it: Find the Presentation Tools
The slide show is open.

Go to Slide 2.

Go to Slide Show ->Start Slide Show.
Click on Start from Current Slide.

@ Slide Show ->Start Slide Show->Start from Current Slide
: : i o

uary

What Do You See? PowerPoint will show
Slide 2.

What Else Do You See? Run your
mouse over the bottom left corner. You
should see the Presentation Tools:

Left Arrow (Previous Slide)

Pencil (For annotation and markup)

Menu (Options for navigation and display)
Right Arrow (Next Slide)

Keep going...

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.1. Apply presentation tools: Find the Presentation Tools
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@ Slide Show ->Start Slide Show

Presentation Tools L
o L Vg M ‘_ﬁf_

Watch your cursor as you move across N\
the slide. You should see a white arrow
that you can use to point and click.

You can switch to a Pen or Highlighter
and annotate your slides with comments
or gestures if you wish.

% Freshingredients
% Fun toppings

3. Try it: Add Pen Annotations

The Slide Show is open.

Slide 3 is displayed on screen.

Go to the Presentation Tools in the
bottom left corner.

Select the Pen.

Circle the text on Slide 3 to make a mark.

Pen

What Do You See? When you click on S
the Pen in the Presentation Tools, you & Highlighter

should see short menu that includes the

. . . Ink Color
Arrow, Pen and Highlighter. This menu ! =
also has an Eraser that lets you wipe out f s 1 7 Eraser !
the annotations. You can Erase All Ink R i )
on Slide as well. P Erase All Ink on Slide

Arrow Options
That looks good. Keep going...

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.1. Apply presentation tools: Add Pen and Highlighter Annotations
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Working with Annotations
The default Ink Color may or may not
work with your PowerPoint Theme. Here

are the steps

4. Try it: Change the Ink Color
The Slide Show is open.

Slide 4 is displayed on screen.
Go to the Presentation Tools.
Go to Pen->Ink Color.

Select a color from the palette.

Circle something on Slide 4 to make an

annotation.

Keep going... 3

Slide Show ->Start Slide Show

to change the Ink Color.

Highlighter
Theme Colors

Ink Color | B8 el H

.
Arrow Options L4 I.IIIIIIII

Standard Colors
H N STHEEERN

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.1. Apply presentation tools: Change the Ink Color
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Go to a Specific Slide

uary

Tools and you should see options for
navigating slide show. At the top of the

menu you can go to the Next, Previous
and the Last Viewed. You can also go to

a specific slide.

5. Try it: Go to a Specific Slide

The Slide Show is open.

Slide 5 is displayed on screen.

Go to the Presentation Tools->Menu.
Click on Go to Slide.

Select: 1 Show Time.

You should go to the first slide in the
show.

One more example, please keep going...

Click on the last button in the Presentation 'J ’

Slide Show ->Start Slide Show

Next

Previous

1 Show Time |

b 2 Put On Your Top Hat
» 3 White Feathers and Tails

Screen - 4 Paint Up Your Faces

Help

v | 5YourReds and Your Pales

End Show

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.1. Apply presentation tools
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@ Slide Show ->Start Slide Show

Keep or Discard Annotations
Say you added several annotations to your
presentation. You can Keep or Discard the
markings if you choose. You will be prompted
when you end the presentation.

uary

6. Try it: Keep the Annotations
The Slide Show is still open.

Slide 1 is displayed on screen.

Go to Presentation Tools->Menu.
Click on End Show.

SHOW TIME

-

s R

What Do You See? You will be prompted to
Keep or Discard the ink annotations.
Keep the annotations. Keep going...!

Introducing the new desserts at Charlotte’s Website
[ Microsoft PowerPoint l“]

! . Doyouwantto keep your ink annotations?

[ Keep ] [ Discard

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.1. Apply presentation tools: Retain or Discard the Annotations
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Edit the Annotation ? - x:dn".bnm Tuilmrn  demstats Shiefhew  Braew  view 4::‘:“ o = i@
If you keep the annotations, can .2 R e e e o P | o e 7

you delete them later? Certainly.
Here are the steps.

7. Try it: Edit the Annotation
The Slide Show is in Normal View.

The annotation is selected. - ) PAINT UP YOUR FACES
What Do You See? PowerPoint e e A Catocidgeodes
has a rich Ink Tools Ribbon. You oy TN G T —

&

can select the Pen or Highlighter,
Color and Thickness.

What Else Do You See?
Annotations are Shapes, so the
Drawing Tools are available as
well.

Memo to Self: You can select the
annotation and delete it if you do
not want to keep it.

Transitions Animations Slide Show Review View Format
e = -
_,.--\‘___’./} M/ -""_\_,_.-*’f M/ _.---.;_../ 5‘ —] r_iJ
) . . . . . . | = | = Thickness ~
Al Al A T d ! 1E to Shapes
Pens Ink Art

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.1. Apply presentation tools: Edit the Annotation
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@ Slide Show ->Set up->Rehearse Timings
; o ) Al

Set Up: Rehearse Timings
You can Rehearse the Timings for your
presentation. PowerPoint will record
how long you linger on a slide as the
text, graphics and multimedia play.

PAINT UP YOUR FACES

3 W

1. Try it: Rehearse Timings
The sample slide show is open.
Slide 1 is selected.

Go to Slide Show ->Set up.
Click on Rehearse Timings.

% Colorful products

':‘ .]..!\-. L |-. AYVOIS 1N 50 ':I Pac L.I;'('.‘-

What Do You See? The presentation
will begin on Slide 1. The little Player will
show how many seconds have elapsed
since the recording began. The controls
include Play, Pause, Repeat.

When you advance to the next slide,
PowerPoint will record the Timing for
the new slide. Watch the time-see if you
can make them around 20 seconds,
each.

Keep going... B [0 | 0:00:00 %3 | 0:01:12

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.3. Set presentation timing: Rehearse Timings
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@ Slide Show ->Set up->Rehearse Timings

Keep the Slide Timings

2. Try it: Keep the Slide Timings
When you complete a slide show, the
screen will fade to black and you will be
prompted to keep the new slide timings
that you just rehearsed.

uary

PowerPoint will calculate the total time for
the slide show. The show on this page is
one minute and 36 seconds. Keep going...

0 The totyl Sme for the shde show was 000136, Do you want 10 keep the new shde 3ngs 10 use when you view Pe shde show?

':0] The total time for the slide show was 0:01:38. Do you want to keep the new slide timings

| | Mo

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.3. Set presentation timing: Keep Slide Timings
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Transitions->Timing->Advance Slide

Edit the Slide Timings

The Timings that you rehearsed and '
saved were added to the Slide
Transitions. You can edit the Slide
Timing with the Transitions Ribbon.

i i found Do Sowndll - deerar Mdr
3 Dwaien B D& Oabisw e

. enea
* Dption = ol Appir e an < s 020108 0
=2 3
' TWHITE FEATHEES ANT TAILY l
' - =

éEL Sound: | [Mo Sound] | Advance Slide

=
4
3

Before You Begin: Change the View
Go to View->Slide Sorter.

You should see the Timing beneath each
Slide, next to the Animation star.

9 Duration: o070 o | | On Mouse Click

-

| ;jﬁpplyTn All W After 00:21.18
| Timing

3. Try it: Edit the Timing
Slide 3 is selected.
Go to Transitions->Timing.

Each slide should have a check mark to
Advance Slide After.
Edit the Timing: 00:20:00

Please make the Timing for each slide 20
seconds. Keep going.

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.3. Set presentation timing: Edit Slide Timings
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o,,:" Insert ->Media->Record Audio

Create a Sound Recording = sl “"a i e oy 3

slide. The slide show can be setup to e | o R & for & foctm & Tme tesmtes : . T 4

play your narration automatically.

Before You Begin: This lesson shows
how to record your voice. Most laptops
have a built-in microphone. You may
need to add a mic to some older
desktop computers. Either way, you
should test the mic before you try to
record any audio.

@ Colesful produc

€ Tasty Havoes i

4. Try it: Create a Sound Recording
The sample presentation is open.
Slide 4 is selected.

Go to Insert ->Media->Record Audio.

Keep going...

wre—

Audio from File...

Clip Art Audio...

Eecord Audio...

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.2. Set up slide shows: Create Narration
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Insert ->Media->Record Audio

Record Sound e
What Do You See? The Media Player
will pop up, ready to record.

. om— -
Roll " Al B 480 T &5
Scoeenah =3 Sapn Seatint Crant et Meader Woedht Dete Shde Ot  Lguetion Vs Ao

. Sox &focte - &Tew
. [ Tent Sy [OF "

=
4
3

The controls are very simple:
Play

Pause

Record (The red dot)

5. Try This: Record Sound

Enter a name: New Products

Click: Record

Speak out loud: "Sound Test,... new
products for this sample slide. Test."

Click OK when you are done.
Keep going...

Name: |Recorded Sound

Total sound length: 15.6

(] (=] @]

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.2. Set up slide shows: Create Narration
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7.
Audio Tools ->Playback->Audio Options

Adjust the Audio Playback T T T T e

The newly recorded audio content will

= Q@
P e b e @ @ ma caca (009 wats Sappes
Pay 433 T
be displayed as a small speaker icon. Jesihe S v 02 Fade Duration J ~ - i | 6
When you select the speaker, the Audio ' x I On Cick

=
4
3

Y| Jjj FadeIn:  00.00
Trim

Audio i} Fade Out: 00.00
Editing
PAINT UP YOUR FACES

Tools should become available. . Hide During Show

404

6. Try it: Review the Audio Playback
The Audio icon on Slide 4 is selected.
Go to Audio Tools ->Playback.

Go to Audio Options

Edit the Start: On Click.

Audio Options

@ Calochal products

—— < Tasey flavorsian arznll packages
Keep going...
Where Have You Seen This, Before?

The Audio Playback Tools are almost
identical to the Video Playback Tools.

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.5. Edit video and audio content: Adjust Playback Options

Comma Training Page 196



uary

Slide Show ->Set Up->Record Slide Show

Bl A - T = e
Record Your Slide Show e e e e S — @
You can record your presentation as you »y = “‘f e Wl ] St et o o st Gt
present it live: Your recording can include | L b e L e 7
Narrations, Timing and Media Controls. e | Outing A : E

e : - - l._:iﬁ&_’ o i .

7. Try it: Record Your Slide Show ' = ;
The sample presentation is still open. —_— . v .
Slide 1 is selected. .-:'f%?’"ﬂ | )%  |[Z Play Narrations
Go to Slide Show ->Set Up. ¥| Use Timings

Rehearse|Remrd Slide|

Go to Record Slide Show Timings | Show- | ¥/ Show Media Controls

What Do You See? You can Start K4  Start Recording from Beginning...

Recording from the Beginning... or from

h Start Recording from Current Slide...
the slide you are currently on.

Select: Start Recording from the
Beginning...

You will be prompted to select what you ;
wgnt to record. The o.ptlions include: un W — Record Slide Show
Slide and animation timings
Narrations and laser point.

Select what you want to record before you begin recording.
Slide and animation timings

Please record approximately 20 seconds
bp y Marrations and laser pointer

for each slide. Keep going.

Start Recording ] [ Cancel

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.4. Record presentations: Show Media Controls
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Slide Show ->Set Up->Record Slide Show->Clear

Recording Options
You can use the Set Up options to Clear the
Timing and Narrations on your recording.

uary

8. Try it: Clear the Timing

The sample presentation is still open.
Slide 1 is selected.

Go to Slide Show ->Set Up.

Go to Record Slide Show->Clear.

Click on Clear Timing on Current Slide.

Do This: Save Your Presentation
Go to File->Save As.
Enter the Name: Show Time YourName.pptx

YOUR REDS AND YOUR PALES

| Play Narrations (=8 Resolution: | Use Current Resolution -

s
Click SAVE. P\f‘)
| e UL V| Use Timings Show On: | Monitor 1 Generic PnP... ~
Rehearse |Record Slide|
Timings | Show~ ¥ Show Media Controls Use Presenter View
4 Start Recording from Beginning... Monitors |
Start Recording from Current Slide... h """" | |m """"""""""""""""""""""""""
Clear » Clear Timing on Current Slide :
PUT ON YOUR TOP HAT Clear Timings an All Slides |

Clear Marration on Current Slide

Clear Marrations an All Slides

WA

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.4. Record presentations
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Ong - Slide Show ->Monitors->Resolution

prae-e : e
Slide Show: Monitors e
The monitor that projects your 2 3| BN E W e P e n (o o
presentation onto the screen may not e Reaiatmatns ksl no lor Sk cbiie Sprepmmm by

have the same ratio or resolution as the
one on your new laptop. Let's review the
options. | e

1. Try it: Review the Resolution
The sample presentation is open.
Go to Slide Show ->Monitors.

Review the Resolutions: In addition to
Use Current Resolution, the settings may
go from 640x480, 800x600 (the default for
Windows XP) and 1280x720.

Keep going...

Resolution: | Use Current Resolution

Show Orn: | 640x480 [Fastest, Lowest Fidelity)
720x480

| 720x576

I— 8000500

[ 1280%720 (Slowest, Highest Fidelity)
Use Current Resolution

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.2. Set up slide shows: Monitors

— Use Presente
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Slide Show ->Monitors->Show On

Monitors: Select Monitor e e T : -9

uary

== . e - 5 7 ey Nevebers @ Fechacn Ure Curet Briondun
When you use a projector, you may need to r z _,_1:_ b 2 i’l > e # hewOn Mt | Garare ?.+
select which monitor you wish to use. hoverras e o i gmalagrr el heve ekt oo Wilee: Joke =il ommermmimror i pres; Bl R 2
2. Try it: Review the Monitor Options e . At i R

The sample presentation is still open.
Go to Slide Show ->Monitors->Show On.

What Do You See? The computer shown in
this example has two monitors. The Primary
Monitor is the screen on the laptop. The one
called Monitor 1 Generic PnP Monitor is
connected to the projector.

S R

PLSr——

(@l Resolution: | Use Current Resolution =
Show On: | Monitor 1 Generic PnP.. |~

] CL LR R IO

W Use Presente Primary Monitor
Monitor 1 Generic PnP Monitor

a8
l__. ! ; ! m

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.2. Set up slide shows: Monitors
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@ Slide Show ->Monitors->Use Presenters View

The Presenters View

The Presenters View uses two
screens: one displays the slide
show, the other supports the
speaker. The speaker sees the slide,
the Speakers Notes and thumbnails
of each slide. The speaker can use
the Presentation Tools or click on a
thumbnail image.

uary

&/ » ‘
3. Try it: Use Presenters View . = o=
Go to Slide Show ->Monitors.
Select: Use Presenters View.
Start the Slide Show.

@y =

What Do You See? IN the example

on this page the Slide Show is on the
left monitor and the Presenters View
is on the right.

Time: 00:30

Memo to Self: The computer shown
on this page has two monitors.

WHITE FEATHERS AMD TAILS

\.@
gl

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.2. Set up slide shows: Use Presenters View
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Slide Show ->Set Up->Hide

Set Up: Hide a Slide i - m— e s 8 i -
Say you need to make your presentation > iz = M e B8 o O sterste | G P, =
shorter for a different audience. Instead of I A V| Play Marrations
deleting slides from your presentation, i kj] .
W Use Timings

you can Hide them. Then, you can view
those slides later during the question and
answer segment if you wish.

Rehearse Record Slide
Timings Show~ ¥ Show Media Controls

Set Up

1. Try it: Hide a Slide
The presentation is in Slide Sorter View.
Slide 4 is selected.

Go to Slide Show ->Set Up->Hide.

FAINT UF YOU'R FalEd

What Do You See? Slide 4 has the Null

symbol indicating that it is hidden. When i B PAINT UP YOUR FACES
you advance through your presentation, : .

Slide 4 will be skipped. - . = ' - + Crladd pandumm
Keep going...

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.1. Apply presentation tools: Hide a Slide
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Viewing a Hidden Slide

uary

2. Try it: Go to a Hidden Slide
The presentation is still open.
Slide 1 is selected.

Go to Slide Show ->Start Slide Show.

Find the Presentation Tools.
Go to Menu->Go to Slide.

What Do You See? All of the slides in your
presentation are listed. The hidden one has a
parentheses (4), but you can still select it.

Did that work for you?

Comma Training Page 203

The presentation has gone well and someone
wants to see the data you have hidden on
Slide 4. How do you go to a hidden slide?

Slide Show ->Start Slide Show

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.1. Apply presentation tools: Start Slide Show

Previous

Last Viewed

Goto Slide

Screen
Help

Pause

End Show

1 Show Time

2 Put On Your Top Hat

3 White Feathers and Tails
(4] Paint Up Your Faces

5 Your Reds and Your Pales
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Slide Show ->Start Slide Show->Custom Slide Show

Bl ol ey w1 LT Gy Torsg E e ———— Bl ¥ |
Set Up a Custom Show e b o ™ =
\ . - e [ 3l e P e e
You can save different versions of your N O i Y et PPN e
presentation. Here are the steps. T T e T T T TR Ty mrtesesend b ferebormerpes8 3

3. Try it: Create a Custom Show

The presentation is open.

Go to Slide Show ->Start Slide Show.
Go to Custom Slide Show.

Click on Custom Slide Show.

You will be prompted to create a new Define Custom Show
Custom Show. Click NEW. '

Slide show name: | Show Time Short Version

Try This, Too: Define the Custom Show|| slidez in presentation: Slides in custom show:
Enter the Slide Show Name: 1. Show Time 1. Show Time
Show Time Short Version. || | 2. Put On Your Top Hat 2. Put On Your Top Hat

3. White Feathers and Tails 3, Your Reds and Your Pales
Select the Slides in Presentation: {4) Paint Lip Your Faces _
Click on Slide 1, 2 and 5 and ADD them tol| /2= ¥eurReds and Your Fales | Adds> |

the Slide in custom show.
Remove

Click OK and keep going...!

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.2. Set up slide shows: Create a Custom Slide Show
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@ Slide Show ->Start Slide Show->Custom Slide Show

Start the Custom Show

Now we have two copies of the Show Time WL | R S e I Shom O Vb | Garar . -
presentation: the Original Show Time that T T T | Ty oy ersietowrmemrmne) - oo deremyodhons 4
included all of the slides and a Custom Show

Time with less slides that we just saved.

uary

You can choose which version of your show
that you want to start.

4. Try it: Start Custom Slide Show
The presentation is open.

Go to Slide Show ->Start Slide Show.
Click on Custom Slide Show.

You will be asked which Custom show you
want to start. Select one.

Custom shows:

Show Time Short Version
Show Time Criginal Lenath Edit...

Click Show and keep going..

Remove

Copy

il

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.2. Set up slide shows: Show a Custom Slide Show
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presentation to play by itself. This
option can be useful at a trade show or
as a stand alone kiosk.

St S Wi

Show type

Try This: Set Up the Slide Show. e

Go to Slide Show->Set Up.
Click on Set Up Slide Show.

(™) Browsed by an individual (window)
() Browsed at a kiosk (full screen)

There are four areas that you can edit:
Show type: speaker, individual or

kiosk. Show options

[ Loop continuously untl Esc’
[] show without narration
[ show without animation

A
Laser pointer color: |_|E||

Show Slides: All, From, Custom
Show.

Show Options: Loop, narration and Pen color:
animation as well as Pen color and

Laser_pointer color.

Advance slides: manually or using
timings, if present.
button,

Good, good and more good.

Comma Training Page 206

E r

o::° Slide Show ->Set Up-> Set Up Slide Show
E Plwd @ & Te

Set U p Slide ShoW - *-c; mm_t-rlm L"umlmn..l-- Aivma i ;Jr'ﬁm | h;m'n h.::m p = i@
: Finally, you can program this little P 3 P o T EA O # oo Wit 1 v -

Show slides
@ Al

Ii” To: |

i) Erom: |

(7 Custom show:

|Shuw Time Shart Version

=]

Advance slides

() Manually

@ Using timings, if present
Multiple maonitors

Display slide show on:

|Mnnitor 1 Generic PnP Monitor

=]

[ sShow Presenter View

To show a laser pointer during slide show, hold down the Ctrl key and press the left mouse

| ok

J [ cance




@ Slide Show ->Monitors->Use Presenter View

Delivering Presentations
This lesson demonstrated how to
deliver PowerPoint presentations. We
looked at the Presentation Tools and
rehearsed the Timings. The Timings
were applied to the Slide Transitions,
so they can be changed if needed.

=
4
3

All of these steps polish the show
and make the delivery more
professional.

Now, practice, practice, practice. A

show is only as good as the person ol x. ¥ Play Marrations
who is delivering the presentation. _;_j —I ko 7| Use Timings
. . Set Up Hide Rehearse Record Slide i b
But first, you get the cookie. slide Show | Slide Timings Show = ¥ Show Media Controls
You done good. . Set Up
L-J
I |
A
2 <l > 000480 Wi
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Test Yourself

1. Which groups are on the Slide Show Ribbon?
(Give all correct answers.)

a. Start Slide Show

b. View

c. Projector

d. Set Up

e. Monitor

Tip: Advanced PowerPoint, page 184

2. How are the Presentation Tools accessed
while in a slide show?

a. Before the show, go to View-> Presentation
Tools

b. Before the show, go to File-> Presentation
Tools

c. During the show, run the mouse over the
bottom left corner of the slide

d. During the show, run the mouse over the upper
right corner of the slide

Tip: Advanced PowerPoint, page 185

3. In the Presentation Tools, what are the cursor
options available?

(Give all correct answers.)

a. Arrow

b. Normal

c. Pen

d. Marker

e. Highlighter

Tip: Advanced PowerPoint, page 186
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4. In the Presentation Tools, what are the
Navigation options? (Give all correct answers.)
a. Next

b. Previous

c. Last Viewed

d. Go to a Specific Slide (eg. Go to Slide 4)
Tip: Advanced PowerPoint, page 188

5. Annotations are Shapes and can be modified
with the Drawing Tools Ribbon.

a. True

b. False

Tip: Advanced PowerPoint, page 190

6. You can only add pre-recorded sound saved

on your computer to a PowerPoint presentation.

a. True
b. False
Tip: Advanced PowerPoint, page 194

7. What are the Audio Tools Ribbons?
a. Format

b. Design

c. Editing

d. Playback

Tip: Advanced PowerPoint, page 196

10. 8. Which are monitor options on the Slide
Show Ribbon? (Give all correct answers.)

a. Monitor Resolution

b. Monitor size

c¢. Monitor Showing Presentation

d. Use Presenter View

e. Projector settings

Tip: Advanced PowerPoint, page 199, 200, 201

9. What does the Speaker see when using
presenter view and a two-monitor set up?
(Give all correct answers.)

a. Current slide

b. Speaker Notes

c. Thumbnails of all slides

Tip: Advanced PowerPoint, page 201

10. Which is true about hiding a slide?

(Give all correct answers.)

a. Hiding a slide is the same as deleting it.

b. A hidden slide can be viewed during the slide
show by using the Presentation Tools

c. A hidden slide is marked with a null symbol
Tip: Advanced PowerPoint, page 202
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Two

Advanced PowerPoint Objectives
In this lesson, you will learn how to:

1. Use the Proofing tools on the Review
Ribbon: Spelling, Research and Thesaurus

2. Insert, Edit and Delete Comments

3. Use Show Markup to make the
Comments visible or hidden

4. Compare two presentations and accept
or reject the differences

5. Protect a presentation with a password
and mark your work as final

© 2011 Comma Productions, LLC
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PowerPoint 2010: Sharing and Collaboration

Prepare to Share

Spelling Research Thesaurus

Proofing |

I R ——
B = o e e i BT Rraen i
"3"11I_I % % B @ = utata ) - s B
paierg ArvMh Tra s mnu.mu-\.m o = :-mu Fremaet Rt Compadr i e

Upriug  Commmt “ * L
Prasteg Larepatat Sy gy Cweivele

e el 2§

& Mg 110 0f TEASEOGA] - | ol

Bing

P ——— ¥
[ER R ——

rnsn e bell g,
ke s, 't

I A T gy e}

+ Farnews Bel - (larr

Review

g%ﬁ?ﬂg

Edit Delete Previous MNext
Cnmment Comment K

Insert Design Transitions Animations Slide Show

a}b F'E‘

Translate Language

- -

Language Comments
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Lesson 7 : Prepare to Share

Review Ribbon

==
|
@ .J_.!|

1. Readings Transitions

Read Lesson 7 in the Advanced PowerPoint
guide, page 209-238.

Design

a'}) F'g:

2| Q2 o

Animations Slide Show Review Wi

Project Spelling Research Thesaurus | Translate Language | | Show MNew Edit  Delete Previous Mext
Practice the Review options with a sample | [Markup| Comment Comment -
presentation. lJ Proofing EJ iJ inguage | iJ iJCnmments
Downloads Review Ribbon
Advanced Options.pptx » 4% Previous =
Advanced Options Complete.pptx J J J ﬁ m @9 J J
New Product Line BEFORE.pptx i 9.} Next
New Product Line AFTER.pptx Edit Delete Prewvious MNext Compare Accept Reject End

u R0 Cnmment Comment v : - ([ Reviewing Pane Reyiew E

. Comments | | | Compare |

2. Practice 7/—38] 9]

Complete the Practice Activity on page 239.
P YonPEs Menu Maps

From the Review Ribbon.

. Review ->Proofing->Spelling, page 213

. Review ->Proofing->Research, page 214

. Review ->Proofing-> Thesaurus, page 216

. Review ->Language->Translate, page 217

. Review ->Comments->New Comments, page 218

. Review ->Comments->Edit Comments, page 219

. Review ->Compare->Compare, page 222

. Review ->Compare->Accept, page 223

. Review ->Compare->End Review, page 224

3. Assessment
Review the Test questions on page 240.

OCONOOOPRWN -
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More Menu Maps

From the Backstage

. Check for Issues->Inspect Document, page 225

. Check for Issues->Check Compatibility, page 228
. File ->Info->Optimize Compatibility, page 229

. File ->Info-> Permissions, page 230

. Permissions->Encrypt with Password, page 231

. Permissions-> Add a Digital Signature, page 233
. Permissions->Mark as Final, page 236

NO PR WN -




@ Working with Colleagues

The Review Ribbon has tools to proof read and prepare your presentation for publication. This lesson will demonstrate how
: to review your slide show with the folks at work and document their comments. The Review Ribbon includes proofing as well:

spelling, research and thesaurus. After everyone has their say, you can compare the markups and accept or reject the

changes. When all is said and done, there are options for protecting your presentation with a password and marking it final.

When you are ready, please start Microsoft PowerPoint.

Start -> All Programs ->Microsoft Office-> Microsoft Office PowerPoint 2010

T

Click to add title

Click to add subtitle
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@ The Review Ribbon
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T
Before You Begin e Rasc I o = _ :
This lesson uses a sample PowerPoint i,;},jﬁ ,ﬁ’, i w_f h—j 7-1 m—]ﬁﬂ —J ,pf,, J‘;,""'
presentation. You can use any slide i S| e casies
show if you wish to practice the ]
options on the Review Ribbon. 2 P vech 7

1. Try it: Find the Review Ribbon
Open the sample presentation:
Advanced Options.pptx

Go to the Review Ribbon.

What Do You See? The Review
options are organized in groups.

Proofing \\/
Language Stopping By Woods on a
Comments ~ ‘A _
Compare (not pictured) SNOV ',ry b"u"& ”Ef U
Robert Frost
Keep going... 1923
Memo to Self: This screen shot B | ) -

shows the sample presentation Home Insert Design Transitions Animations slide Show Review Vi

opened and Slide 6 is selected. The

purpose of these pages is to % E(:i | a&) %«_n ] [ a E]
demonstrate the Review options. You — il
can use any sample presentation if Spelling Research Thesaurus | Translate Language Mew Edit Delete Previous Mext
you wish. M - Comment Comment K
Proofing Language Comments

Exam 77-883: Microsoft PowerPoint 2010
6. Collaborating on Presentations
6.2. Apply proofing tools: Spelling
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Proofing: Spelling

There are three proofing tools: Spelling,
Research and Thesaurus. Let's look at
the options for the Spell Checker.

uary

Before You Begin: Misspell a Word
Got to Slide 7 in the sample presentation.
Change "know" to "knaw"

What Do You See? There should be a
red, wavy line under the word "knaw."

2, Try it: Use the Spell Checker

Go to Review ->Proofing->Spelling.
You will be prompted that "knaw" is Not in
the Dictionary. You can choose to Ignore,
Change, or Add the word to the
Dictionary.

Please select "know" then click Close.

Keep going...

Review ->Proofing->Spelling

B oad e v I g i o Gyt £ bt » (ki) Py oy R =% -1 I R T
= e - 3 } ]
vV idm % & E8@mE @ttt ) g
Spaieng Areuth Traaral  Tusmass Lngaags | Show L Doirta Porsazim bt Lempar . L
. - Mt

iag Commmd = Heman
Lerearar g Cpmpaer Dretigly

Mat in Dictionary:

Change to: knew [ Ignore ] [ Ignore All ]
Suggestions: -
= Ml [ Change ] [ Change All ]
Ej oL [ Add ] [ Suggest ]
[

AutoCorrect ] [ Close ]

Exam 77-883: Microsoft PowerPoint 2010
6. Collaborating on Presentations
6.2. Apply proofing tools: Spelling

Comma Training Page 213



e

Proofing: Research

The Research command is a quick way
to access information from the Internet
while you are working in PowerPoint.

uary

3. Try it: Research a Phrase

Go to Slide 10 in the sample presentation.
Select the following words: harness bells
Go to Review->Proofing->Research.

What Do You See? A new Task Pane
should be available on the right side of
PowerPoint. The Title says: Research.
The words you selected are in the Search
box.

The default Search engine may be any
one of the local or online reference sites.
The example on this page is Bing, a
Microsoft product. Bing returned many
commercial links for harness bells.

Keep going...

Review ->Proofing->Research

2™ -
“ - el Einp Lopfr e AT, ke Wi Erera Ven A prat = ﬂ
1 i f - L - ] -
VIiE D % % B A = tatata 3 g s B
Spaierg Arieuth Teauarn Larcists Lnguasgs | Show Vo Dabris Prrmsen ik

Campary i Lz
Hrig  Comsini L o
Fipateg

eyt ompary

Rezearch

Search for:

harness bells
Bimg

g Back |v 513,!|v

4 Bing (1-10 of 31800000}
Mext

biNg
4 Harness Bells

Huge selection of quality

brass harness bell straps,

saddle chimes, shaft

\ chimes and shaft bell

1 kL straps, rump bell straps,
reindeer straps, sleigh bell

straps, horse ...

s terkenleathersupplies. com

Slde 10 L Pl T

Exam 77-883: Microsoft PowerPoint 2010
6. Collaborating on Presentations
6.2. Apply proofing tools: Research
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Proofing: Research Options
You can include other Research Sites in
your options. Here are the steps.

uary

4. Try it: Edit the Research Options
The presentation is open.

Go to Review ->Proofing->Research.
Click Research Options.

SWINgers. Harness Urops
"Drops” are small harness

&) Get services on Office
Marketplace

ﬂ Research options...

) £

You can select the Services and
languages if you wish. For example, you
can choose an educational service such
as Encarta. There are buttons at the
bottom of the form to Add Services,
Update/Remove and Parental Control.

0% (=) [}

Click CANCEL and keep going, please.

Review ->Proofing->Research->Research Options

Wis  Drogen  Pesunear  Aeemangs B fPeem  Egies  Viem

Viidicn % % B @ s atata 3

Lpving RBauash Tk Tresilsts Largpise | SRow Hn
< = Mg [cmsani

Frrifig e=guage L pmmyrd) Lomppry

ey Crdbmg =

Cairty Pravisan Pid  Comaan

To et v o e, ] et P oo oo et et dore
s
¥ Srghi danilecon U
o o Weard Sl Lock Up ornar]

¥ T Fes Frawe)

& Theaars Spareh Seleralieal tael]

4 Trarsaton

Arsearch Sbey

& Wy Dok Faeorte]
Mg (e b ooy, Erghoh}
S (Atraba]

|| Thesaurus: English (U.5.)

Thesaurus: French (France)
Thesaurus: Spanish (International Sort)
Translation

Research Sites
Bing [Current Favorite]

[] Bing (Arabian countries, English)
saie H I:l EIr‘Ig {Australia}

[ Bing {(Canada, English)

M Birva fTadiz)

]

L
L 4
= Beesih L

Gl

Farrsem el [=]
e sy B
Research * K
Search for:
harness bells
i Encarta Dictionary: English ME

I=810E

4 Encarta Dictionary:
English (Horth America)

4 har-ness (noun)

har-ness [ haarnass]1(
harnesses)
1. straps for animal

a set of leather straps

fitted to an animal such
as a horse so that it can
be attached to a cart or

[Edd SErvices... ] [gpdate;"Remwe... ] [Earemﬁl Contral...

Exam 77-883: Microsoft PowerPoint 2010
6. Collaborating on Presentations
6.2. Apply proofing tools: Research
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@ Review ->Proofing-> Thesaurus

uary

Proofing: Thesaurus B o= B Do Pemes  demwser Bl Be e Foamat
f : I o Eey
A Thesaurus is different from a dictionary KQL-’L .,HIT_L ,,EE, T ,m: W—J = G—;f ,:f —j m:L
or encyclopedia. A Thesaurus organizes e T e e st
words by their meaning, not by spelling. Ser | Outine =

L]
N

A Thesaurus has synonyms, antonyms
and related words. Synonyms are
different words that have almost the same
meaning. Antonyms are words that mean
the opposite. S

LA

5. Try This: Use the Thesaurus

Go to Slide 11 in the sample presentation.
Select the word: downy

Go to Review->Proofing.

Click on Thesaurus.

What Do You See? The Search returned

several words that have the same |
meaning and one that has the opposite.

When you click on the word you want, you

-
ry
[

will see three options: Insert, Copy or
Look Up

ik b ek mvties

S 11 of13 | Penpedm” | 2

That's the Proofing Tools. So far, so good.

Exam 77-883: Microsoft PowerPoint 2010
6. Collaborating on Presentations
6.2. Apply proofing tools: Thesaurus
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2 e L it Cmpte ottt e TR - S R S MU - g g

.}0

L]

[T
Pt
Crtinle
= Beesih L

e Q
e il [
Research * X
Search for:
downy

Thesaurus: English (U.5.) E

o

4 Thesaurus: English (U.5.) -

4 silky (adj.)
silky
|snf't =
velve 54 Insert

furry| 33 Copy

feath g, LookUp

fluffy

rough (Antorym)
4 Can't find it?
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Proofing: Language

There are two Language Tools on the
Review Ribbon: Translate and
Language.

6. Try it: Translate a Word

Go to Slide 5 in the sample presentation.
Select the word: Money

Go to Review ->Language->Translate.
Click on Translate Selected Text.

What Do You See? The Search should
show the Translation Tasks. Choose:
From: English

To: Japanese

Microsoft PowerPoint should return
several translations from various Online
Bilingual Dictionaries. You can select the
translated text and copy it if you wish.

Try This, Too: Review the Language
Go to Review ->Language->Language.
You can select the Proofing language as
well as change the Language Options.

Review ->Language->Translate->Translate Selected Text

-~

03" k) - S
i = T oy g 9
Viigd i % % il & mtata ) N
Research 6
Search for:
Money
‘Do You Want Your Translation v

a _Money Back?

3 Click to add notes

Memo to Self: Please have someone proof read your
translations! An Internet Search may not always list
the right word!
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Translate a word or sentence.
From

English (U.S.) vl
To 1
Japanese E

4 Online Bilingual
Dictionary
4 money —[4331]
mon ey /m *nif

FEELER]

(({8) ~s, mon-ies)

4 Translation -

Translation options... .




@ Review ->Comments->New Comments
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O el . - n..E
ReV|eW: comments n —1-. et ‘l‘--wr “'-. vy . e ‘,;.-;. ’«,.,..' View : oot = a
You can use Comments to document a slide \'71 L‘J ,’i e S -_J ',.j K‘J ‘J “" J "
show. Each person's comment is identified by R TE Y et e 1
color, initials and by date. This exercise St | Outine x

works if there are two or more Comments. )
L]

1. Try it: Add a Comment

Go to Slide 1 and select the train picture.
Go to Review ->Comments.

Click on: New Comments

Type: This is a picture of an engine in
Durand: Last Call. It is not 1225, the Pere
Marquette.

Go to Slide 2 and select the train picture.

Go to Review ->Comments.

Click on: New Comments

Type: This is a picture of the Pere Marquette.

Go to Slide 6 and select the date.
Go to Review ->Comments.

Click on: New Comments.

Type: Is this the date the poem was

_ s Robert Frost
published?

eBeth 12/12/2011
. 1 923 Is this the date the poem was published?
Keep going...
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Manage the Markups

2. What Do You See? The Markups look
like little buttons. You can see or hide the
Markups by clicking on Show Markup.

In the example on this page, the
Comment was added to the picture and
the Markup is initialed en3. When you run
your mouse over the Markup, you will see
the Comment in a balloon.

What Else Do You See? Look at the
Review Ribbon. You can navigate through
the Comments by using the Previous and
Next buttons.

You can Edit or Delete the Comments as
well. Delete has three options: you can
delete the Markup you selected, all of the
Markups on the current slide, or all of the
Markups in the presentation.

Keep going...

Review ->Comments->Edit Comments

el - Drtmem

7.6

[ [P

£ W
rastisty Lbrgpibgd | Haw tm o Daieis Pravices
- - Maftag  Commsant Commpnt

i mL' {Illt - m notes

e ol LN | Wenpadee | o5
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12/14/2011
This is a picture of the Pere Marguette




@ Review ->Comments->New Comments

Bld 90 W an_m ]

Care to Comment on That? =™ ';" 3 % 9 . : = .
Say you sent this slide show to your team 5 "’ s J ‘J g4 g o~
and they added their Comments. Each '

person's Markup is shown in a different shoe RO bert FrOSt 3

uary

color. Their Markups are initialed and ‘0o
there is a date stamp. . 1 923 T — 12/14/2011
Yesitis. He wrote the poem in 1922 and publised in his volume New
3. What Do You See? The Comments Hampshire in 1923,
shown on this page were added when the http: //en.wikipedia.org/wiki/Stopping_by_Woods_on_a_Snowy_Evening
author sent the sample show out for

review. Claw Dackacn : 12/1472088

Lt 5 Tk S & bow Piset Crvecion
Lanet T e acoes) Sefore ateepang % Py

Keep going, please.

Memo to Self: You can try the same
steps with another student or friend if you
wish. Email the presentation and ask
them to add a New Comment, Save the
changes and email the slide show back to
you. You do not have to complete this
example.

|
[ & Clair Dickson 12/14/2011
c Remember to chedk for a live internet connection
{and YouTube acces) before attempting to play
during a presentation.
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Compare Presentations

How does the markup compare to the original
presentation? PowerPoint can compare and
combine different versions.

This lesson adds a duplicate slide to our
presentation and saves the show as
PowerPoint Advanced Complete. There will
two different versions: the original, unedited
download and the one we just saved as
Complete. Then, we can compare them.

1. Before You Begin: Duplicate a Slide
Select Slide 12.

Go to Home ->Slides->New Slide.

Click on Duplicate Selected Slides

Do This, Too: Save the Presentation
Go to File->Save.

Browse to your Documents folder.
Name the file: Advanced Options
Complete.pptx

Click on SAVE.

So far, so good....

Home ->Slides->New Slide->Duplicate Slide

Bl -0

m il

. F - - m w —
“*‘I &  ayout . e I = - iFge tz- W0 Eal W=
R .
oF ] Recet
Paite -

It Sliche SHhiow

Timnsithass APt o

Design

M I A A EE 3 E 0 - '
Sude-| jSection * B U & aa 2 Aa EFEFINE N 4 L

Chphoard 5| Perspeiive
Shdes | O |

Ttie Slide Title and Conbend Seqtion Hesdni

................. Tz Contend (o P on Tikle Dby

Faragraph

11|
#

woods are lovely, dark and deep.
| have promises to keep,

|

12
Sy

Picture with
Caption

Content with
Caption

Blank

02] Duplicate Selected Slides

55 Slides from Outline...

13 (=] Reuse Slides...
= | ol
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@ Review ->Compare->Compare

I R e T o i e L R

uary

Open Two Presentations to ™08 = = oo e e seme e - e -5
Compare and Combine yoL % %@ adan 3o a0 o8 |

2. Try it: Compare Two Presentations L) rspurpt
The Advanced Options Complete. pptx oo £
presentation is open. _
Go to Review ->Compare->Compare. | ]
Browse to the Documents folder and :
select the original copy of the show.
Click on Merge.

Keep going...

Wabase

W by Wab Sheon NEN
- Lompbrin

a i
Documents libra

Includes: 2 locations

P e i, marad Dptacrn ® A0 FowpFoesl Fiepestdser =

Advanced Advanced

Opticns Options
Complete
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i & o g " &} Peren I
3. Try This, Too: Review the Revisions |+ '+ b % % o0 19 0 50 o 8
Each slide that is different will be listed in - e | ¥ Tt e ' LA
the Reviewing Pane on the right side. s Low ] = eviiaen

The Revisions can include formatting, M
size, positioning as well as text edits.

You can Accept or Reject this one
Revision, all of the Revisions on this slide,
or all of the Revisions in the presentation.

You can also go through the Revisions
with the Previous and Next buttons.

Keep going...
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Compare and Combine

Review ->Compare->Accept

1" e i
=2 Pa Dol oraledn Aremsnens Snde (e Fre re Wibn Format

E [ i
Shde changrc
& Corierd Macshotder 2 Whone woods B

r

o @} Previous L, TH
4l %}NEH J ',E‘_.r'E)J

Accept Reject T End Linked
- [I_'E Reviewing PE”E]Reuiew Motes

Compare OneMote
“ | Revisions i
Slides | Details |
Slide changes:
[ ¢ Content Placeholder 2: Whose woods the...

[[] size and Position {eBeth)

]
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Review ->Compare->End Review

Compare: End Review L Lot e Ll S -
Say you looked through the revisions and didn't v Qo » A . 4 d o - 2 2w o
want to save any. You can end the review and — : ; " | ot
discard any changes from the comparison. The * Reviions
two presentations will not be merged.

uary

J Cortmre Pacsrcicer > Whome noods Te
4. Try it: End the Review Whose woods these are | think | know

The two presentations are still open. His house is in the village though

Go to Review ->Compare->End Review.

You will be prompted by a confusing question.
The wording is odd, but the answers are:

Yes: Discard the Revisions

No: Return to review and merge the shows

e i Gre v et 15 ant Bt e Ay A (s Cirmphete) Tt oll et B e el vy e g ol

e D
Gl (»

Click Yes. Discard the Revisions and end the
review. Very good. That's the Review Ribbon.

Presemiation changes

Are you sure you want to end the review for 'Advanced Options Complete'? This will end the review, and any unapplied changes wil
be discarded.
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Prepare for Sharing

Your presentation may have Comments
and Properties that should not (not ever in
some cases!) be published. Before you
share your presentation, you should go to
the Backstage and Check for Issues.

uary

1. Try it: Check for Issues
Go to File ->Info->Check for Issues.

What Do You See? There are three ways
to Check for Issues. You can:

Inspect Document

Check Accessibility

Check Compatibility

Select: Inspect Document.
Keep going...

File ->Info->Check for Issues->Inspect Document

Bl T —— Mu-monwco-qlm """""""""""_"'__—-1‘
n - ¥l (-2 A Frev =
e s
a Information about Advanced Options Complete
T

' et ' D rnir i llabvatel ol Dyptmies. C orvgpbeln. oife

o opan
Catimib Mipdia Crmpativiling
ol ChE E@’ Era you plarreng o delsee Ton proersben on oty compin
- - prrpaibelily (a1 FTpVE YO DpETRTEE
p— b opten
CeTop el
Keoesi
L
Frant L
Sl g
A
it B Foendd [ Firlpted Dok
Shrcha -
g
= Inspect Document
=i

Check the presentation for hidden properties
or personal information.
L Check Accessibility

Check the presentation for content that people
with disabilities might find difficult to read.

ny part of this presentation.

Check Compatibility
Check for features not supported by earlier
versions of PowerPaoint.
Prepare for Sharing
: A Before sharing this file, be aware that it contains:
- Comments

Check far
Issues

Document properties, author's name and cropped out image data

Content that people with disabilities are unable to read
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File ->Info->Check for Issues
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BT ol Diptie CErephi e Mecerioh Fimtron -
Inspect Document T e SIS
2. Try it: Use the Document Inspector S Information about Advanced Options Complete
The Document Inspector will check for: SNSRI e A CH O
Comments and Annotations & open
Document Properties and Personal o ome & i

. Tesabaph W dhimrmeed G B i bl vl 00 g
Information m ol P
Custom XML data Hecest B e Ll ot
Invisible On-slide Content e v wpriies wed Persons! ok
Off-slide Content e — s ——————
Presentation Notes L = e s et o s

1 o Dbl (- tolbes € Bl

Click Inspect and keep going.., . Bl o s sty it s ey st

v, Thel domt nad N Sonec Tl Tt i ¥ Coninedl By e CORCIL.

) Ot
mu = ¥ Secbr Condirnt
gjl o Irapeci te premendason for obeecs Tt e o8 vitee ecke Ty W Dutade T poe wed.
The doms ned ndlde cimcts s sematon sfect
N
Potperinion - 4 Provestates Botrs

Irapmin the rmenisto for informaion in e crmeie s ol

Document Inspector

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

Comments and Annotations |
Inspects the document for comments and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document,
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3. Try it: Review the Inspection Results
Say the Document Inspector found
Comments and Personal Information. You
can evaluate the results and choose to
Remove All for each concern.

uary

Click Close to return to the presentation.

Memo to Self: Look at the bottom left corner
of the Document Inspector. There is a small
warning that should be noticed. The warning
sez that "some changes cannot be undone...
Take heed!

Review the Inspection Results %—iﬂm‘fﬁ —

File ->Info->Check for Issues->Inspect Document

- 7O

At 1ade (i beien s (7]

Information about Advanced Options Complete

[ EEETH ) )
CiUsers oBeth Dun wovant s Ade oni 08 Ogtirn (omvapite ppts
& Save a Adobe POV 3
J Com
3 Oese ¢
"o Optavare
p o Comgatbae,
Recent
New
The Moimarg dicusmard Pl matian sis S
Prrt .~ * Cacamant o ape Ses
oy e
}‘{ *Pctre 0w rdomaton
Sove & Send Cemgrens V-
Mede -
Help
] Comers
L]
a a9

|| Review the inspection results,

¥ Comments and Annotations

The following itemns were found:
* Comments

Femowve Al

¥ Document Properties and Personal Information

The following document information was found:
* Document properties

* Author

* Picture crop information

*Media trim information
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File ->Info->Check for Issues->Check Compatibility
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Check Compatibility R
Not everyone has the latest version of :::;. |.|'|"l.‘:-r|'|:|.:ri-_.’:-|'| about Advanced Options Complete
Microsoft PowerPoint. When you run the SR T S 4
Compeatibility Checker, you can look for 2 o9 S
versions of Microsoft PowerPoint. Wo i e : ——— ' -
L2 ey § rertaverh coneacen, fotonr papardeng, bl by
Lr 23ty et ] e aead i ke Bk

4. Try it: Check Compatibility b
Go to File ->Info->Check for Issues. et ; I
Select Check Compatibility. I _ meda e Coe The following features in this presentation are not supported by earlier

=3 versions of PowerPoint, These features may be lost or degraded when
What Do You See? The presentation in o [P you save this presentation in an earlier file format.
this example has sections which is a new 0o g
feature in PowerPoint 2010. || Summary Oceurrences

Slides will no longer be grouped into sections, 1 |-

If you chose to save the presentation in .- Help
the PowerPoint 97-2003 formats, the

. ; " The media dips inserted or upgraded in this version of PowerPoint
sections would be lost, although all of the : cemmenlll | will be saved as pictures. (Side 4)

slides would still be there. The embedded
media clips would be saved as pictures in
the old 97-2003 file format.

Help

Keep going...

Ched: compatibility when saving in PowerPoint 97-2003 formats.
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Optimize Compatibility
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a another computer, you can Optimize
Compatibility in the Backstage as well. This
process will review your presentation for
media and other issues. The example on this
page shows that there is one video that is
linked

If you have linked videos, you will be
prompted to embed the videos. The
Optimizer will show a progress bar as it adds
(embeds) the video to your presentation.

If the videos were added to a presentation
that was created in PowerPoint 2007 or
earlier, this option will upgrade the media
player.

5. Try it: Optimize Compatibility
Go to File ->Info->Optimize Compatibility.

What Do You See? There is 1 media file that

is linked to the Internet and requires a
network connection. The Media Optimizer

reminds you that you need to test the network

before you begin your slideshow.

If you are going to deliver this presentation on

File ->Info->Optimize Compatibility

D! o R T S g, ond of Opteen C - o gh x
| N ——— Qo
Information about Advanced Options Complete
el Seve s ) . R
CAUaet) aBrmn Daumenty Advans o Optiuins C ornplete pyte
A 5
& Oven 4 Optimize Media Compatiility
J Oase B Lot yTu plareeng to deieer the pon on o g crrgter
e &~ Deiaitng e compiily cnsinpmongour apatsses
Recest
New
Prmt e
i
Save & Send ke
Mede
el
) Oyt
i b =
Ay
Presetane
Dprant 0 oo N g Pkt Fugeesn Owetan, M2 gt
e p—
Optimize Media Compatibility
@ Are you planning to deliver this presentation on ancther computer?
Optimizing media compatibility can improve your experience,
Optimize 1 media file can be optimized.
Compatibility

1 media file requires a network connection, Before presenting, test this
itemn in slideshow mode to ensure you are connected,
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Protect a Presentation
By default, there is no security on a
Microsoft Office document: anyone
can edit everything.

As you prepare your presentation for

delivery or broadcast, you may want to

consider marking it Final, adding a
password or restricting who can edit
your work.

6. Try it: Protect Presentation

The sample presentation is still open.

Go to File ->Info-> Permissions.
Click on Protect Presentation.

What Do You See? There are four

options for protecting your document:

Mark as Final

Encrypt with Password
Restrict Permission by People
Add a Digital Signature

Let's look at the options...

File ->Info-> Permissions

el e
[l savwia

& e s Adobe FOP

L opm

o O

RArcend
Pt
Frint
St & Gandl

Fiip

-
e

# L

D hasolin  Aeasgluer sy U rvsper vipm |

Information about Advanced Options Complete

Uity Donumentt Advand sd Optaoni. Complete pets 6

Outernibe Mindin Codmgatdi ity

B | Gl e compuiiny cos mprees o s,
c "="":‘=ﬁ 1 rercka Ve a0 Ba cpramnid S
o e 2 rrercha Tk Scpaen o retarork Corwncteon. e gty den thia .
o otk b mode b Braune you B < oneaied ’
B
R Permissions
Compeess
Lt Anyone can cpen, copy, and change any part of this presentation.
Protect
e Presentation -
Froamin
PR e .
48, o Mark as Final
} i Let readers know the presentation is
& final and make it read-only.

re that it contains:

Require a password to open this
presentation.

3 :r*'v [g‘—] Encrypt with Password

nor's name and cropped out image
Restrict Permission by People
Grant people access while removing r

dizabilities are unable to read

their ability to edit, copy, or print.

? Add a Digital Signature

Ensure the integrity of the presentation

by adding an invisible digital signature. ions of this file.
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File ->Info-> Protect Presentation->Encrypt with Password
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Encrypt Wlth a Password ? Momt Dot  Oesign Surebien  Aungtors SidePhow  Sevew Q
You can encrypt a presentation with password, A Ry Information about ful'.‘_.m(cd Options Complete T ‘
strong password includes numbers and letters. It . . 0TI 7
should NOT include your last name. 5 Oen —
N o e
7. Try it: Encrypt with Password B - —— '1
Go to File ->Info-> Protect Presentation. Rocont | Encrypt Document A @lﬂ
Click on: Encrypt with Password. rew
Type: password o .. weass| | Encrypt the contents of this file
C”Ck_ OK. Save & Send .w‘ :’"‘i‘: Password:
Confirm the Password. Type: password Meda - s
Click OK. - woffl | [*00009]
; :""" || Caution: If you lose or forget the password, it cannot be
: . . a — recovered. [tis advisable to keep a list of passwords and
Try This, Too: Tes.t the Password. .!i)‘ their corresponding document names in a safe place.
Save the presentation. . — (Remember that passwords are case-sensitive.)
Close and Open the presentation.
When you open a presentation that is password B | e
protected, you will be required to enter the Com ok | [ Cancel ]
password. Keep going. —
Memo to Self The screen reminds you to keep a g | Password ‘Iélg
list of your passwords: write it down! There is no Massge
UNDO for passwords, neither is there a secret — Enter password to open file
password recovery program. This is real Advanced Options Complete
security. Never use PASSWORD as a password. saense
A password needs at least 8 characters and
it should include letters and numbers.
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Change the Password

Say your password was shared far too
many times. How do you change the
password?

uary

Try This, Too: Change the Password
The sample presentation is open.

Go to File ->Info-> Protect Presentation.

Click on: Encrypt with Password.

What Do You See? You will be prompted
to enter a new password.

Memo to Self: If you wish to remove a
password, simply delete the old one
(shown as bullets for security reasons.)

The Computer Mama Sez: | was looking
allllll over for some "Remove Password"
button. | couldn't believe it was as simple
as deleting the password that was typed.

File ->Info-> Protect Presentation->Encrypt with Password

Bl -
[
il e

R it i

5 Bae as Bsckd POY

L Demm

fawr & Gand

o) Dglioea
[ ]

18 Driges

Information about Advanced Options Complete == |
£ P et ] vt o b ] Dl emplite e ]
Dptisipe Maniia {ormpanbibny
Are pou plasnang to deleer tha, prpantston on srothar computn

Frasimans

e e (7}

Cigermacng ke Lompalibdiy L TRpTEYE pTW DPTTTTL
L reocdsa fio Lo e cpteresed

o
.| Encrypt Dncumel M

Encrypt the contents of this file

v

o Password:

o |
.- Caution: If you lose or forget the password, it cannot be
Fr recovered. Itis advisable to keep a list of passwords and

their corresponding document names in a safe place.
(Remember that passwords are case-sensitive.)

o< | [ concel |

Weraleni
%) Theirs on o potwbtaai worssores of ihis Fle
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Attach a Digital Signature

A Digital Signature is another method of
authenticating that the information in this
presentation is secure. The purpose of the
Digital Signature is to validate the integrity
of your file.
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8. Consider It: Use a Digital Signature
Here are the steps to signh a document.
You do not have to practice these steps.

The sample presentation is open, still.
Go to File ->Info-> Protect Presentation.
Click on: Add a Digital Signature.

What Do You See? When you Sign a
document, you will be asked to state the
purpose for the signing. The sign
indicates who is signing (eBeth in this
example) but you can Change the signer
if you wish.

Click CANCEL and turn the page...

File ->Info-> Protect Presentation-> Add a Digital Signature

Bl - d ’
“ Himr brint Drtag Timridee LN R ke (i Erren en 'ﬂ'
=T Information about Advanced Options Complete e |
el dave i . A
by Rt Do et el il D, © Orvpdett ol

= Save 0 Adute POV 8
& e Cipaimine Midia Coom patibality
o oo @ gy plarwnng 5 deievn [ prevesien on gt Lot

& Gyl rras | irrgsl iimklty | 85 syt yins oepors 6 -

s -~ B
Mt
it - o See additional information about what you are signing. ..

b
Saew & Serd \-_;,;"._
ks — .| Youare about to add a digital signature to this document. This signature will not be

visible within the content of this document.

-
B g Purpose for signing this document:

<y . .

, et Confidential Information about the new products|
s

eBeth

Signing as:

wieatio
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Restrict Users

9. Consider It: Restrict Users

By default, PowerPoint presentations
have Unrestricted Access. However,
some documentation is very sensitive and
can only be opened by authorized users.

uary

You can Restrict Permission by People
with a Digital Rights Management Server.
This process relies on a server to
authenticate trusted users.

Here are the steps:

Go to File ->Info-> Protect Presentation.

Go to Restrict Permission by People.
Click on: Restricted Access.

Keep going...

File ->Info-> Protect Presentation->Restrict Permission by People

- e

. o

Pognie

ittt Aol e S Brvwn i

“ i il (2T

Information about Advanced Options Complete

' i bt D asae iy daibvarsl o Cypfniss, © orvgibeln gl

Coptinibe Mt Camnptiblity

o Cwia @ Fara e pl i b P

repis on pnofr g
st yTE e

Trerts p mrbanch s ornpclmn Brloe preeeteg 1ol Ty
Permissions
Anyone can ocpen, copy, and change any part of this presentation.

Presentation =

A optiom

Qb Mark as Final

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

Encrypt with Password re that it contains

Require a password to open this

presentation. nor's name and cropped out image data

Restrict Permission by People v
Grant people access while removing »
their ability to edit, copy, or print.

Unrestricted Access
Bestricted Access

Add a Digital Signature Manage Credentials

Ensure the integrity of the presentation

by adding an invisible digital signature. sions of this file.

Manage
Yersions =
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a Windows Rights Management Server to e [ et e
manage your trusted users. If you choose the = o —=
Windows Rights Management Server, you ol one Lol e

File ->Info-> Protect Presentation->Restrict Permission by People

g R

- .

s | | 0 e Wimsdomrs Livr

will be prompted through a series of screens m Compat

to enable the service. As of the writing of this Rries

book, there is no cost to try this option. (. L,
The Windows Rights Manager can use a i ‘E:;m
Windows Live ID such a Hotmail, MSN mail - bk -
or XBox email address and password. |
2} optiem |
=1
After you log into the Rights Manager, you 3

can Add or Remove Users who have Pt S User__._-. ‘

permission to open this presentation.

OK. Those are the protection options. ,_M;.'.',
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Information about Advanced Options Complete

Tvor fw ol aeidrem and passsord o vour Wirdos Live I

ree e r——T———__ L
Windows Rights Management “5_*"- G Vowners e o drven__ver o
You can choose a corporate rights server or ==

Sigm im Iz M

Uil wddrmsie o=y b Bobesl oo

Firsmand Freteas s

Faraabiawr snessdl

7 Savn ey emall e e and pasmed

" Savn o wmal sk o

Select one of the following user accounts to areate or open content with
restricted permission. To use an account not listed below, dids Add.

|
Cowen ] |

A=)

thecomputermama @hotmail. com (Windows Live ID)

[] Always use this account

Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery
7.4. Protect presentations: Restrict Users



File ->Info-> Protect Presentation->Mark as Final

uary

. | Permissions
Mark as Flna_l' @ Anyone can open, copy, and change any part of this presentation.
Everyone had their say. The comments,
corrections and permissions have been Protect
decided. It is done. Mark it as Final! Presentation

Mark as Final

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

%} Encrypt with Password re that it contains:

1. Try it: Mark as Final
Go to File ->Info-> Protect Presentation.
Click on Mark as Final.

What Do You See? When you mark a
presentation as Final it will be saved as
Read Only. The Permissions will be
updated in the Backstage as well.

Require a password to open this
presentation.

Restrict Permission by People disabilities are unable to read

Grant people access while removing r
their ability to edit, copy, or print.

Add a Digital Signature
Ensure the integrity of the presentation

by adding an invisible digital signature.

Allllimost finished with this, too...!

sons of this file,

Permissions
g @ This presentation has been marked as final to discourage editing.

Protect
Presentation =

Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery
7.4. Protect presentations: Mark as Final
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@ File ->Info-> Protect Presentation->Mark as Final

=l

uary

Final Final Final e
2. What Else Do You See? When a TR =

user opens your presentation, they 4 el St E
should see a security banner that
says: Marked as Final.

At the top of the window, this
presentation is marked Read Only. A
user can choose to Edit Anyway, but
they will have to save the presentation
with a new name.

If a document has been edited, it will ‘

no longer be Marked as Final. i ==
D "- The Pere Marquette
one and done.

RlFd &~ 07 dvanced Options Complete [Read-Only
Home Insert Design Transitions Animations Slide Show Review View

o Marked as Final An author has marked this presentation as final to discourage editing. | Edit Anyway |

Slides | Outline |

4 Default Section

H  EWvN,

Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery
7.4. Protect presentations: Mark as Final

%
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Summary

This lesson focused on the
Review Ribbon: Proofing,
Language, Comments and
Compare.

uary

We also looked at the options
to protect a presentation with
a password and mark it as
Final.

Well, you done good.
You get the cookie.

OK, OK...Take Two!

Robert Frost gm
1923
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Proofing Comments
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Language
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Clair Dickson 12/14/2011
Yesitis., He wrote the poem in 1922 and publised in his volume Mew

Hampshire in 1923,
http:/fen.wikipedia. org/wiki/Stopping_by_Woods_on_a_Snowy_Evening




Practice Activities

Lesson 7: Prepare to Share
Before You Begin: Start Microsoft PowerPoint 2010.

uary

Try This: Do the following steps

1. Open the sample presentation New Product Line AFTER.

. Use the spell check tool and correct the errors.

. Use the Thesaurus tool and find a replacement word for Baby on slide 2

. Delete the comment on slide 1. Add the current date to the slide.

. Add your own comment to slide 3. In the comment, add the text, Available in green, red, and white.
. Use the Compare document command. Select the sample presentation New Product Line Before.
. On Slide 2, accept the following changes: Added Baby Shirt. Reject the change Added Tank Top.
. On slide 3, accept all the changes to the slide.

. On slide 4, accept all the changes to the slide.

10. Save the document as Advanced PowerPoint Practice 6.

11. Use the Document Inspector Tool. Removal all Comments and Annotation. Keep the remaining
items.

12. Mark the Document as Final.

13. Save the Document.

OCO~NOADMWN
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Test Yourself

1. What are the three Proofing Tools?
a. Spelling

b. Research

c. Thesaurus

d. Dictionary

e. Translate

Tip: Advanced PowerPoint, page 213

uary

2. In the Research Pane, what is the
default search engine?

a. Google

b. Yahoo

c. AOL

d. Bing

Tip: Advanced PowerPoint, page 214

3. Only one person can add comments to a
PowerPoint presentation.

a. True

b. False

Tip: Advanced PowerPoint, page 220

4. What does the Document Inspector
check for? (Give all correct answers.)
a. Comments and Annotations

b. Personal Information

c. Invisible On-Slide Content

d. Off-Slide Content

e. Presentation Notes

Tip: Advanced PowerPoint, page 226
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5. Which option reviews features not supported
by earlier versions of PowerPoint.

a. Document Inspector

b. Compatibility Checker

c. Version Review

d. Issue Checker

Tip: Advanced PowerPoint, page 228

6. Which is true about PowerPoint passwords?
(Give all correct answers.)

a. Can be added to a presentation to protect it
b. Microsoft can reset your password if you
forget it

c. Should include both numbers and letters
Tip: Advanced PowerPoint, page 231

7. Restricting Users requires a Digital Rights
Management Server.

a. True

b. False

Tip: Advanced PowerPoint, page 234

8. Which is true about a presentation Marked as

Final? (Give all correct answers.)

a. Includes a banner at the top of the
presentation to discourage editing

b. Includes the option to edit anyway
c. Document is set to ‘Read Only.’
Tip: Advanced PowerPoint, page 237

9. Any translation should be reviewed for
accuracy.

a. True

b. False

Tip: Advanced PowerPoint, page 217

10. Which of the following are options to
protect a presentation?

(Give all correct answers.)

a. Mark as Final

b. Encrypt with a Password

c. Restrict Permission by People

d. Add a Digital Signature

Tip: Advanced PowerPoint, page 230




' PowerPoint 2010: Sharing and Collaboration

% Live! Online and in Print

T”fee
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Advanced PowerPoint Objectives
In this lesson, you will learn how to:

1. Create Handouts, Outlines, Speaker Notes and — -
adjust the Print Settings in the Backstage View PR

2. Save a presentation in different file formats,
including an OpenDocument Presentation (odp)

3. Save a presentation as an Adobe Acrobat PDF
file or a Microsoft XPS file

4. Save a presentation as a show (ppsx), a picture
presentation or a picture file (jpeg)

5. Package a presentation for CD delivery

6. Save & Send a presentation by Email
7. Save or Publish a presentation online

& 1 0:00:05 = Qo057 —a—-.

eBicnic time for Teddy Bears e I

© 2011 Comma Productions, LLC
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Lesson 8: Online and In Print

1. Readings

Notes Master Ribbon

Motes Master Home

Read Lesson 8 in the Advanced PowerPoint

guide, page 241-285.

Project
A new presentation to practice the print
settings and review Save & Send options.

Downloads

The Teddy Bear's Picnic.docx

The Teddy Bear’s Picnic.pptx

Henry Halls BBC Dance Orchestra -
Teddy Bears Picnic 1932.mp4
Teddy1.qif, Teddy2.gif, Teddy3.gif,
Teddy4.gif, Michigan-Balloonfest-8.qif,
Ways to Save Money Outline.docx

2. Practice
Do the Practice Activity on page 286.

3. Assessment
Review the Test questions on page 287.
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DB &

Page Motes Page Slide
Setup Crientation = Orientation =

lJ Page Setup
Menu Maps

From the Notes Master Ribbon.
1. Notes Master ->Placeholders,
page 253

Insert Review View
V| Header | Date nCnInrsv
| Slide Image | Body EReme @ants'
Themes
+ Footer + | Page Mumber - @Eﬁ:ects'
Placeholders | Edit Theme

More Menu Maps

From the Backstage

1. Eile ->Print, page 254

2. File ->Print-> Settings, page 255

3. File ->Print-> Settings-> Handouts, page 256

4. File ->Save and Send-> Create Handouts, page 257
5. File ->Save and Send->Create Adobe PDF, page 261
6
7
8
9

. Eile ->Save and Send->Create PDF/XPS, page 265

. File ->Save and Send->Change File Type, page 266

. Change File Type->OpenDocument Presentation, page 267

. Change File Type->PowerPoint Show, page 268
10. Change File Type->PowerPoint Picture Presentation, page 269
11. Change File Type->JPEG File, page 270
12. File ->Save and Send->Create a Video, page 271
13. File ->Save and Send->Package Presentation for CD, page 273
14. File ->Info-> Compress Media, page 276
15. File ->Save and Send->Send Using E-mail, page 277
16. File ->Save and Send->Save to Web, page 278
17. File ->Save and Send->Broadcast Slide Show, page 280
18. File ->Options->Quick Access Toolbar, page 283




Going Live!
So, we explored each of the creative Ribbons in PowerPoint and used the options to create wonderful

presentations. The last lesson is all about sharing PowerPoint: in print and online. The print options will include
handouts and speaker notes. We'll also learn how to save and send PowerPoint in many different file formats.

“* Start -> All Programs ->Microsoft Office-> Microsoft Office PowerPoint 2010

. - - Yean Conpn A It P “nde Niw Froea View a
. (o [ 3 " .

i) e - AL z. ey i 8 . a : Nt
= Ty rere ) ¥ ALLDOO a I hane Ovtine -+ 55, Raplece *
PR ., B I S A A EEEIEN §NAL ) gy v e Quk R B et =
WY Owtens ey Fort [ el Trewny tonng

Click to add title

Click to add subtitle

The Theme for these pages is the
Teddy Bear's Picnic. Many of the
bears were photographed at the
Chelsea Teddy Bear Co.

=
E
ARoT esc- U O1G]
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Before You Begin

Before You Begin: Download the Samples
This lesson creates a presentation from an
outline. The outline, The Teddy Bear's Picnic,
is a Microsoft Word document.

Please download the sample outline in Word.
You can save the teddy bear pictures to your
Documents folder as well.

1. Try it: Add Slides from an Outline
PowerPoint is open: a new, blank slide show.
Go to Home ->Slides->New Slide.

Select: Slides From Outline...

Browse to your Documents folder and select
the The Teddy Bear's Picnic.docx

Keep going...

Memo to Self: You can use your own
pictures if you wish. You do NOT have to
match the images in this lesson. It is more
important that you understand the options.

Home ->Slides->New Slide->Slides From Outline...

8. Cla— | -AsiBu-E we g T
s -:l.‘.:a_‘;:‘.llﬂid-.".h A Em3Im N qua = ':::"
Chpbonrd i | Ofice Taeme { Pangaen Loty
1l - .
Sos (et (L YSnTey tme Oty
= |l | = Click to add title
Tar= [
et
Blank Content with Picture with
Caption Caption

Duplicate Selected Slides

Slides from Qutline...

i || il

Reuse Slides...

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides: New Slides from Outline

Comma Training Page 244



Tag
77,,0:

Slide Outline

2. Try it: Review the Slide Outline
There are two methods for navigating a
presentation: Slides and Outline. Please
select the Outline View.

=
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What Do You See? There should be 21
slides that were created from the text
outline in Word. The first slide in this
presentation will probably be blank.

Try This, Too: Edit the Title Slide

Go to Slide 1.
Type the Title: The Teddy Bear's Picnic

Keep going...

Home ->Slides->New Slide->Slides From Outline...

96 v , :2
- - L Coinpn R A ar R A Feoean Vew = °

;.; . =l :’hm' Comnpiengc <M A L # E.pE. ety BA\NOC __1_.] § > N s
et el ) - ¥ ALLDO O PRI i

- BPI U S A ENEE N ST ) ol
o R Pauk 5403 440 ssical | céacties Dampmph s it A e

Shdes e | vu_: ’ ﬁ

L The Teddy Bear's Plonkd ]j l

The Teddy Bear’s Picnic

Click to add subtitle

Slides Outline |

1/ | The Teddy Bear's Picnid

2/ If you go down in the woods today you better
not go alone

3| It's lovely down in the woods today but safer to
stay at home

4/ For every bear that ever there was will gather
there for certain

5. | Because today's the day the Teddy Bears have
their picnic
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Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides: New Slides from Outline



@ Design ->Themes

Design: Theme - B
3. Try it: Apply a Theme
Go to Design ->Themes.
Select a Theme: Aspect

uary

Keep going... ' v

.........................................

ause today's the day
e their picnic

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides: Apply a Theme
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Insert the Pictures

This is the Teddy Bear's Picnic. It's time to
invite the guests. You can use the sample
pictures or add your own if you wish. Your
images do NOT have to match this page.

uary

4. Try it: Insert Picture

Select Slide 1.

Go to Insert ->Images->Picture.
Browse to your Documents folder.
Double click to select a picture.

Please add a picture to each slide.

Try This, Too: Format the Pictures
Select the picture on any slide.

The Picture Tools should be available.
Go to Picture Tools->Picture Styles.
Please select a Style and edit the Effects.

Keep going...

Memo to Self: You can use the Format
Painter on the Home Ribbon to copy your
picture formatting to all of the images.

-0

Insert ->Images->Picture

ot Cengn

S —

- e

Sarae

A Comprens A

»ox

]

Ty Nange Rtwe
Ramons
Bachground AR A ENtes « S Reset s
Ao
Sedes | Qv |
z - -
P
} -
&
3

- =

dvmamers e Thew  Redew  View Vot - @
oo - rwng P - B -
- — = . — W etwre Berde < Bewg Fonnere _“’ CTRIETY
ol wdd e ‘ ‘ Py v e Uects © Iy Send Backwand « 1]
) . 5 Cop =3 aar
PO Roweiaent ¢ N SelemenPene 04 v 'O
Petore Wptes Avarge e

it's lovely down in the woods today but
wsafer to stay at home

D_? Picture Border =

T — . }“'_F o
= 28 28 23 & Sremer-
* “‘J-,:I} Picture Layout =
Picture Styles a

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.1. Manipulate graphical elements: Effects, Size, Style
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Add the Slide Transitions

5. Try it: Add a Slide Transition

First, select all of the slides.

Go to Home->Editing->Select->Select All.
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Next, change the View.

Go to View->Presentation Views->Slide Sorter.

Now, add the Slide Transitions.
Go to Transitions ->Transitions to This Slide.
Select a Transition: Dissolve.

What Do You See? Each slide should have a
star.

Transitions ->Transitions to This Slide

———
©ox el
hape

Provew
Pevew

[ Teddy Bear's s:]

Keep going...

s dowrd thiaw
P £ O L GO

Uncover

Transition to This Slide

J[|

3

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.4. Apply and modify transitions between slides
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Animation ->Animation

Erde-o R 6
Add the Anlmatlons “ M-y Wil Sk Dorleed | Aesabers  GhirfRew Breaew  Yiew 'i-".nl - . . . “— - = g
. . . * * ¥ e ... -* Leimglazn Pyry b HeE On e rondir Ll ey
A little animation goes a long, long way. — X W & M W W D e 3 Dmen im0 3| o
However, it's so much fun. In the example .. e e ey e O
shown on this page, the presentation is e | O 3

back in Normal View and a hot air balloon ¥
has been added to Slide 14. The balloon

picture is selected.

6. Try it: Add an Animation
Go to Animation ->Animation.
Select an Effect: Fly In.

Go to Animation ->Timing
Edit the Duration: 2:00

Try This, Too: Preview the Animation

Go to Animation ->Preview.

What Do You See? The balloon should
slowly fly to to top of the slide when you

click the mouse or keyboard.
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Animation

Exam 77-883: Microsoft PowerPoint 2010
5. Applying Transitions and Animations
5.1. Apply built-in and custom animations.

4

> 37 [i

Float In Split o Hfed o
Options -



@ Slide Show ->Set Up->Record Slide Show

Record the Timing

7. Try it: Record the Timing
Slide 1 is selected.

Go to Slide Show ->Set Up.
Go to Record Slide Show.
Click on: Start Recording from
Beginning

uary

What Do You See? Your presentation
should open in Slide Show View. The
little media player will record the time
as you advance through your slides.

Recording hd
@ 1 | 0:00:05 | % | 0:00:57

When you reach the end of your show,
please keep your timings. Click: Yes.

eRicnic time for Teddy Bears

Ty - .
| @ @ R:I'j W Play Marrations

Y| Use Timings
Set Up Hide | Rehearse Record Slide )
Slide Show Slide | Timings Show~= %] Show Media Controls

Set Up

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.4. Record presentations: Start Recording from the Beginning
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Add the Speaker Notes

Speaker Notes can help the presenter
remember the speech. The Notes can
also be printed as a handout for the
audience.
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8. Try it: Add Speaker Notes
Go to View->Presentation View.
Click on Normal.

What Do You See? The Speaker Notes
can be added in the Notes pane beneath
the slide. In the example on this page, the
first sentence from a webpage has been
pasted here.

What Else Do You See? The Speaker
Notes can include hyperlinks.

Memo to Self: Please cite your sources!
Otherwise, it comes real close to
plagiarism, hmmmm?

View ->Presentation View->Normal

.

w90 4
Mt Beet  Detgn  Sussteni Areeamens de thow  Revew =@

4 L ¢) < A

4 - | - e o I B 3 = Avenge A8 - = e

,,,,,, — l Cadhney - — 3 Contnte 4 -
Nommat Shde  Moter Reading  Shae Mendowt Netes ew 3

Soter Page  View  Marter Mater Master Lo - T WAL indow o Mewt 308 wndown

Prerentanion Viewn Master Vo

eetwinn
Shdes | Qv

#he Teddy Bear's Picnia

*Teddy Bears' Pionic” is 3 song consisting of 3 melody by American composer John Walter Bratiton, written
1907, and lyrics added by Irtsh songwriter Jimay Kennedy In 1932 It remains popular as a children's song, ha
. emaamuss aeth e

AP WY fehe_masne o e

"Teddy Bears' Picnic" is a song consisting of a melody by Americ
1907, and lyrics added by Irish songwriter Jimmy Kennedy in 1932
been recorded by numerous artists over the decades.

From Wikipedia:
http://en.wikipedia.org/wiki/Teddy_Bears'_Picnic |

Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery
7.3. Print presentations: Speaker Notes
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View the Notes Page

The presenter can see the Notes during
the show. These Notes can keep your
speech on topic and accurate.

uary

You can print the Notes as well. Here are
some options you can choose.

9. Try it: View the Notes Page

In the screen shot on this page Slide 1,
which has information entered in the
Notes pane, is selected.

Go to View ->->Presentation View.
Click on Notes Page.

What Do You See? This a good preview
of how the Notes Pages will print. The
slide is shown on the top third of the page.
The Notes are shown below.

You can edit the default layout if you wish.
Please go to the next page...

View ->Presentation View->Notes Page

i i

Teddy Bear's P

“Teddy Bears’ Fonic” & & song consiiting of & melody by
Written in 1907, and et added by irsh %
1952 1T semains populie a5 3 Chidren’s song. having Deen recy
Artits over the decades

From wageds.
Mg /fen wikipedha org fwit/ Teody_Bears’ st

Sorter | Page
Presentation Views

Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery
7.3. Print presentations: Speaker Notes
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View the Notes Master R oo i i e R

Try it: View the Notes Master D e vt 2 e, AR o

Go to View->Presentation View. = ] T = L = AT feq

Click on Notes Master. m——r 1z

What Do You See? When you open the _ -

Notes Master, you should see a new Ribbon: Mﬂmmwﬂ 1

the Notes Master Ribbon. | Thedie _
s v |

The Notes Master Ribbon has five Groups:

Page Setup

Placeholders

Edit Theme

Background Elick to edit Master title stylad

Close :

Placeholders simplify the task of editing the e e
template. You can apply a Theme as well. e o
So far, so good.
Please Close the Notes Master View and Motes Master | Home — Insert  Review — View
return to the Normal View. D FL'* El 7| Header 7| Date — n Colors ~
B W Slide Image % Body fooes Fonts ~
Fage MNotes Page Slide Themes
Setup Orientation = Crientation ~ - | Footer | Page Number . - @ Effects =
Page Setup | Placeholders | Edit Theme

Notes Master ->Placeholders

Ok D e ML Dt e

Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery
7.3. Print presentations: Speaker Notes
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E y
[: Py File ->Print
Review the Print Options e
: You can print your presentation in several . = Peion
different formats, Speaker Notes, Handoults, L A = | =i
Slides, or Pictures, depending on what you wish 5 Open
to give to your audience. Let's look at the o ome p—
options. wo e .
Recest Protes Prepenies
1. Try it: Print a Presentation roen —
Go to File-> Print. _ rremam -
et MK.‘P ‘3o
What Do You See? The default in the Print — a1 depwyons ' k
Settings is Print All Slides. The Slides are Full Mt he Teddy Bear’s Picn
Page, one per page, in color. G ‘J;c..'.'.. — .
Keep going... a3 ~
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Lt Hoader & focte

Settings

Print All Shides

Print entire presentation

Mew
e

Slides:

I:I Full Page Slides

Print1 slide per page

Save & Send

Help

Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery
7.3. Print presentations: Adjust Print Settings
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Print What?
2. Try it: Print the Notes Page
Go to File ->Print-> Settings.
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Select a Print Layout: Notes Pages.

What Do You See? The Notes Pages will
be displayed in the preview on the right.

Try This, Too: Print the Outline

Go to File ->Print-> Settings.
Select a Print Layout: Outline

Keep going...
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File ->Print-> Settings
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Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery
7.3. Print presentations: Adjust Print Settings
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Create Handouts

File ->Print-> Settings

L rin Bt Toarriuieri A b inde Shaw Erven

ven
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Handouts are the iconic image of a
PowerPoint presentation. There are
several different layouts available,
including the ubiquitous "3 Slides."

3. Try it: Create Handouts
Go to File ->Print-> Settings.
Select a Handout: 3 Slides.

il e

| 4 Prist

Saer s 3

T Ji Cepum 1 [

& evr o Adoe POF Pt

o Opan

o e Pririer

e Cnon niyet LAMOD Framter 3
'ﬂ-:u:,

Heoesd Freton Frigeeries,
it

Hirer o

n Prot Al Thda =
_ - Pr e eetaon

1Raaae

. S e endd jhhnm
Keep going... i 2= e i
Prirdt Lasyrat.
2 optom
| |
= 1ol Pat Tty 'wlrlJ"pﬂ Dt
Hedowh,
=] ] £
Handouts
=
Slide 2 Slides 3 Slides
(o] [ [ | ooo
oo Si= oo
4 Slides Horizontal & Slides Horizontal 9 Slides Horizontal
== [ [ | f=]=]=|
oo 2

4 Slides Vertical

Frame Slides

& Slides Vertical

Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery
7.3. Print presentations: Adjust Print Settings
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Send to Microsoft Word

There is another way to create handouts that is
very useful. This option can be found in Save
and Send, not Print

1. Try it: Create Handouts

Go to File -=>Save and Send.

Select Create Handouts from the list.
Click on Create Handouts.

Keep going...

The Computer Mama Sez: Create Handouts
used to be called Send to Word in previous
versions of Microsoft Office. As you go through
the steps on the following pages, you will see
labels that still say Send to Word.

It's an oldie but a goodie: everything works well.

File ->Save and Send-> Create Handouts

e

0P KKy
Mot Beent Dengn  Sunclens Amatens ShieThew  Resew View

o S

Save & Servd Create Mandouts in Microsoft Word
B sove s )
Crvate bandads ™ot (ar be ebted ond liorra®ed » Nt
50 Seve a1 Adode POF wy  SendlnngEmed Cramtes o Werd foc wrmend That (omtmms the shdes and rnotes bvwm The peerentateon
. Une Wend 23 layout, fommat, snd 839 sddecnal content 1o the hasdouts

J Open ol

Send Adubee POF fer Shared Foven AvtceratcsB, update shdes = the Randout when The prertston (hangey
d O -

LR
v o Save to et
Croste

Recest Handouts

Save to Shared co

(98

New

Brvaads o9t Shde (o
Prmt p

ol Putien Shaes
s agm
Help File Types
) Optiom ii Change Fie Type
(xR
a

Crnate Adobe PO
.

Create Ham:linuts in Microsoft Word

Create handouts that can be edited and formatted in Word.
Creates a Word document that contains the slides and notes from this presentation
Use Word to layout, format, and add additicnal content to the handouts

Automatically update slides in the handout when the presentation changes

[ EJEY
=l

Create
Handouts
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E 7.
Th::: File ->Save and Send-> Create Handouts
Send to Microsoft Word E. L ey o e -@
: 2. Try it: Select the Page Layout ,,;} Q- ;J':.w e :‘ lesamie. ElAr 1000 .Z..'.'. W L v e - | G et *
You will be prompted to select the Page ...~ " - e 2
Layout in Microsoft Word. The templates == s =  — — e §
will format a table in Word and add 2 s i Bt -

images of the slides into the table. You
can also select Outline only, if you wish.

Select: Blank lines next to slides.
Click OK.

minutes to create the handout in Word.

Please note: It may take a couple of i

Memo to Self: When you Add slides to a
Microsoft Word document, the default is
to Paste the slides into the Page layout.
You can also choose to Paste Link so the
slides in Word automatically update when
you change the PowerPoint presentation.

Olick to add notes

Way cool technology.

Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery

: (@ Notes next to slides

(") Blank lines next to slides

() Notes below slides

(") Blank lines below slides

o

() Outline only

at «
cerl

Add slides to Microsoft Word document
@) Paste
(") Paste link

ot ) [ concel ]
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Send to Word
What Do You See? There should be a new,
well-designed Document in Microsoft Word.

Document1 - Microsoft Word

The document is formatted as a table. Each

slide has been converted into an image. M

3. Try it: Edit the Presentation in Word
Click on the Table in Document1. The Table
Tools should be available.

Go to Table Tools->Design->Table Styles.
Select a Table Style.

.......

Do This, Too: Save the Handout u
Go to File->Save.

Browse to your Documents folder.
Enter a file name: Picnic Handout.docx
Click Save.

3 e sy

Please return to Microsoft PowerPoint. i

I i Microsft Word

L1}

Layout References Mailings Review View Developer Design Layout
o = . .. .. .. - . - .
o = . .. .. .. - . - .

| Table Styles
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@ File ->Save and Send

uary

Save and Send Home Insert DEsign““mm'.ll':.ansitions Animations Slide Show
The little lesson on creating handouts in I save
Word introduced the Save and Send options. Save & Send

Save As

Everyone wants to tell their stories so _ 7] _ _
PowerPoint has many ways to share a .| Save as Adobe PDF &y Lsmia :
presentation. The following pages will
examine the File Types you can use to save L=/ Open == _
a presentation. Then, we will look at how to . i Send Adobe POF for Shared Review
share a show by email or online. [ Close
Try it: Find the Save and Send Menu Info a Save to Web
Go to File ->Save and Send.

Recent
What Do You See? There are two groups: i ] Save to SharePoint
Save and Send
File Types MNew

q
_ _p Broadcast Slide Show
Keep going... Print L
% Publish Slides
Help File Types

1] Options

Change File Type

Z
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@ File ->Save and Send->Create Adobe PDF

uary

0" ek
Save as an Adobe PDF File R = e e P e e
PDF means Portable Document Format. Adobe :: Seve & Sané Craste Advin POF
created the Adobe Acrobat PDF format in 1993 e o }  SendUning E-mad - ~grieaiot by e AN
when everyone had a different Word processor & oven B - ) O oy e R ¥
(and the Computer Mama was young and 3 owe Wl SRRt e
wispy). PDF files became one of the best ways v @ weme
to share information across systems. Hecet . P
An Adobe PDF is stripped of most editing o g Bl
options so it is an excellent format for files that B nasanen
have to be secure and unaltered. The PDF file m .
format is also good creating for archives: PDF o e
files created years ago can still be opened in ;:"‘ Bl oerrw
Adobe Acrobat. 5 Comeaseeeror

_p Broadcast Slide Show

Memo to Self: All computers, Windows and Print

Mac, should have the free Adobe Acrobat PDF
reader. If your computer does not, please go to i = publish Slides
www.adobe.com and download the software. Save m

Help File Types

2] Options

[ Exit

Change File Type

Create Adobe PDF

B A
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T;,,e:

File ->Save and Send->Create Adobe PDF

Create an Adobe PDF

=
4
3

. . o e
A PowerPoint presentation can be saved = S & St OuteAdube 08
as an Adobe PDF file as well. S| £ sengtes GUl eI emAmionn 2
& Open (::. Lehatie ind 1ecere ey of Bchengng nd srthaang docurment:
s ST Send Adebe POF fer Shared Review Acobe POI Pamones ssigind doowmut ok anbion
2. Try it: Create Adobe PDF e i
Go to File ->Save and Send. o @ oo
Click on: Create Adobe PDF. Pacees
New . ° Y :n-
What Do You See: You will be prompted et ST — STy e
to enter the following: RecontPaces  , upeesion TN A Faetebdes |
— o P 401 920 AM 1 éa tokder
Save In: My Documents ey | D_.“ - MASEL 1013, P e
File Name: The Teddy Bear's Picnic Ty v, @ orm vyt
Save as type: PDF files. G - H~ e

& Orehbote Noteboots 12190001 o4 Fe Vedder
-~ o Onmccd Fdes LWL RLIAM  Fie folder
401 1 A

You can check View result and see the
completed PDF file if you wish.

What Else Do You See? There is an
Options... button that you can use to edit
the settings for the PDF file.

Click on Options...Keep going...

File name: The Teddy Bear's Picnic| -

Save as type: [F'DFﬁks v] [ Cancel

Exam 77-883: Microsoft PowerPoint 2010
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Th,’:

2
4
3

Adobe PDF Options i R
When you click on Options you should :: Sove & Sond -]
see the Acrobat PDFMaker. e Somd Uhing - PDF Options

3. Try it: Review the Acrobat PDFMaker = o - /IConvert docment informatton

By default, the PDF Options include: e @ o [ create PDF/A-1a:2005 compliant file

Convert document information secart Enable Accessibility and Reflow with tagaed Adobe PDF

Enable Accessibility

Create Bookmarks
Convert Multimedia
Preserve Slide Transitions

You can choose which slide(s) to include

in this PDF: All, Current or some.

When you click OK, the PDFMaker will

create the file. Keep going...

Memo to Self: Convert Speaker Notes is
not selected by default. So, you may be
prompted to convert them into text
annotations when the PDF is created.
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File ->Save and Send->Create Adobe PDF->Options

[”] Apply Security

Create Bookmarks
Convert Multimedia
Preserve Slide Transitions
["] Convert Speaker Notes

. Slide Range

@ all

(") Current Slide

) Selected Slide(s)

From: 1 : To: 1

() Slide(s)

\
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Hello, Adobe PDF

What Do You See? Your presentation
should open in Adobe Acrobat as a PDF file.
Each Slide is shown on its own page.

uary

4. Try This: View the Page Thumbnails
Go to Navigation Pane on the left side.
Click on Thumbnails (the first button).
You should see the pages as little images.

Very good. Please close the PDF file and
return to Microsoft PowerPoint.

PR T

The Teddy Bear's Picnic.pdf - Adobe Acrobat

The T
file [t Yiew Window Help N

o |BDE 6:9 R ecwROB . l
% (8| 12|ra l\ - + 4% | - L—'Q Tools Comment Sha 4

| The Teddy Bear's

Elle Edit View Window Help

Bl crome - |@D@-@|@@@®@@>
IH‘lHE-i-

67.4%

® @) |12]/a |

Page Thumbnails

P E
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r
r;,::: File ->Save and Send->Create PDF/XPS Document

B T iy B4r + Pt & Lol Pt o e ——— [ ]|
Create PDF/XPS Document ~ M8 = n e o oo o om0 o
XPS means XML Paper Specification. Robinalt i ke L AL12004 8 B & o | G
XPS is the open source format developed ... “* .. e e R A TR o [
by Microsoft in 2008. Like an Adobe R - | 5
Acrobat file, an XPS file is software and i
operating system independent, too. r ] H

I Teddy Bear's Pion

Try it: Create PDF/XPS Document
The sample presentation is still open.
Go to File ->Save and Send.

Click on Create PDF/XPS Document.

IfThe Teddy Bear’s Picnl

What Do You See? You will be prompted
to enter in the following:
File Name: The Teddy Bear's Picnic

Save as Type: XPS Document | e = T
N File pame: The Teddy Bear's Picnic

There are two publishing options:
Standard (online or printing)

Minimum (Online, only. This is a smaller
file with less resolution.

Save as hype [KF'S Decument v]

[¥]i0pen file after pul:llllishlm;u' Optimize for: @ Standard (publishing
enline and printing)

i Minimum size
{publishing online)

When you click Publish, the XPS file will
be created.

[

= Browse Folders Tools - I
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File ->Save and Send->Change File Type

uary

Change File Type n mome Dot Oesign | Sussbons | AnmeSors  SideThow  Redew | View Q
You may be asked to save your presentation :: Save & Send Shege e Ty
in a different File Type so that folks at e e i e 1
another company can open your show. 5 Oven B oo o o ) el SRS - [ttty
For example, many firms use open source e @ s " ot _
(free) programs such as OpenDocument Facest v JT— e . prrapiorera
Presentation instead of Microsoft PowerPoint. e . —
The following pages will review the options. - 0 B :"m — i
[ 3
1. Try it: Review the Presentation Types im e Types ST s
Go to File ->Save and Send. B T B
Click on: Change File Type. Gt

seate Adobe POF

What Do You See? The File Types include: Change File Type
Presentation (the default file pptx format)

PowerPoint 97-2003 (the legacy ppt format) Presentation File Types
Open Document Presentation

Template |E| j Presentation j PowerPoint 97-2003 Presentation

PowerPoint Show (Opens as a show) Uses the PowerPoint Presentation format Uses the PowerPoint 97-2003

PowerPoint Picture Presentation Presentation format
So far, so good. Let's see what they look like. @ OpenDocument Presentation : [B] Tem.plate . .
Keep g';oing | =| Uses the OpenDocument Presentation =4 Starting point for new presentations
format
=] PowerPoint Show .Il! 7 PowerPoint Picture Presentation

= . . . = - . . .
— | Autormnatically opens as a slide show i—! Presentation where each slide is a picture

Exam 77-883: Microsoft PowerPoint 2010
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@ File ->Save and Send->Change File Type->OpenDocument Presentation

OpenDocument Presentation e = e S = , s
The OpenDocument file format (ODF) was L et A1L90 o) & P—
originally developed by Sun Microsystems to B Ferrr o exrorot s - : He et 2
support the new XML (Extended Markup
Language) for documents, spreadsheets and
presentations. Microsoft Office 2007 and 2010
also support the XML file format, hence the

new docx, xlsx and pptx file formats.

2. Try it: Save as an OpenDocument Show
Go to File ->Save and Send.

Click on: Change File Type.

Select: OpenDocument Presentation.

Click on Save As.

Documents ibrary

Dan

5T i
The Teddy Bear s L l o
Pure —

Flenmme  The Taddy Baar's Ponc DDCU[TIEFItS ||brar‘y

Sove mtpe Openlocument Pretentsbon
e Tate: PoweP ot Presantsmes Includes: 2 locations

i 0 ng

What Do You See? You will be asked to:
Browse to your Documents folder.

Enter the File Name: The Teddy Bear's Picnic.
Save as type: OpenDocument Presentation.
Click Save.

Trust, but Verify: Go to the Documents folder
and find the The Teddy Bear's Picnic.odp. Your
presentation should open in PowerPoint.
Please close the odp version and keep going...

Wbt Miped | D

The Teddy Bear's
Picnic

Exam 77-883: Microsoft PowerPoint 2010
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@ File ->Save and Send->Change File Type->PowerPoint Show

Save As a PowerPoint Show LP] Seve Ao

A PowerPoint Show is saved in the .ppsx file -' 4} ki S = S Sae
format. This format automatically begins your

presentation as a show when you open it. File game:  The Teddy Bear's Picnid M
Save as type iF‘WtIFn)int Shives T]

3. Try it: Save as a PowerPoint Show | Authors: eBeth Tags: Add atag

Go to File ->Save and Send. | '

Click on: Change File Type. . | |

Select: PowerPoint Show. % Browne Folder Tooks swe | [ Gonca | ‘

Click on Save As. S, S—

What Do You See? You will be asked to:
Browse to your Documents folder.

Enter the File Name: The Teddy Bear's Picnic.
Save as type: PowerPoint Show.

Click Save.

3

Trust, but Verify: Go to the Documents folder
and find the PowerPoint Show: When you open
the .ppsx file, the presentation will open in
PowerPoint as a show. TG 3 e

=i o'clock their Mummies and Daddies
Will take them home to bed

The .ppsx format is useful for kiosks or trade
shows where the purpose is 'show-n-tell,' not
design and edit. Close the PowerPoint show
and please go on to the next page.

Exam 77-883: Microsoft PowerPoint 2010
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File ->Save and Send->Change File Type->PowerPoint Picture Presentation

1P] w7 O @ T T Tetdy Soars

Save As a Picture Presentation 'El

1 § layout -+ “ &2 » w y ~J . J

i i i ) — oy tere LLe G o, E
A Picture Presentation is a format that saves e siutemA A Emamom S S e
each slide as an image, a screen capture. The ... " i R A

text and graphics cannot be edited. Sudes | O |

4. Try it: Save as a Picture Presentation

Go to File ->Save and Send.
Click on: Change File Type.

Select: PowerPoint Picture Presentation.

Click on Save As.

When the Save As window prompts you:
Browse to your Documents folder.
Enter the File Name: Picnic Pictures.

Click Save.

Try This, Too: Edit the Picture Presentation

Open the file: Picnic Pictures.

Go to any slide and select the image.

What Do You See? You should see the
handles in each corner. You can resize the

picture if you wish.

Keep going...
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Thre File ->Save and Send->Change File Type->JPEG File
4 e e

Save a Slide as a Picture e I e S p
: Say you were asked to send some of your e ) g[S i O ATND00: N W o Gt

slides to a website that will promote your e b i N o B ey ey vt Ll RS 5

presentation. The editor asked for JPEG
images. Here's a way to create the pictures.

5. Try it: Save a Slide as a Picture
Go to File ->Save and Send.
Click on: Change File Type.

Select: JPEG File Interchange Format.
Click on Save As.

What Do You See? You will be asked to:
Browse to your Documents folder. ol SN .
Enter the File Name: Picnic Slide 20  — Save a5 type: |JPEG File Interchange Format

Save as type: JPEG File Interchange Format = Authors: eBeth Tags: Add a tag
Click Save ‘

File name:  Picnic Slide 20{

Do This, Too: Select Which Slides | & Brovae Foldes
Every Slide
Current Slide Only
Cancel

Select Current Slide Only and PowerPoint
will create a JPEG image and save it in the
Documents folder. OK, that works.

@ Do you want to export every slide in the presentation ar only the current slide?

[ Ewery Slide ] [ Current Slide Only ] [ Cancel

Exam 77-883: Microsoft PowerPoint 2010
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Save and Send: Create a Video
PowerPoint can convert your presentation into a
high quality video that you can upload to the
Internet or share on a DVD. The video can
include your Timings, Transitions, Animations,
and Media.

6. Try it: Review the Video Settings
Go to File ->Save and Send.
Click on: Create a Video

What Do You See? There are several settings

that you can adjust, depending on your purpose.

Display: There are three options:

Computer & HD Displays (high resolution, big
file)

Internet and DVD (medium resolution)
Portable Devices (low resolution, smallest file)

Timings: There are four options:

Do not use Recorded Timings and Narrations
Use Recorded Timings and Narrations
Record Timings and Narrations

Preview Timings and Narrations

Accept the default options. Keep going...

File ->Save and Send->Create a Video

PI" 4 Ll

e
« Save & Send Create a Video
B s
i Sewe i Adode FOF Pl "

30
J Open
- ol b ”
d One #
. o :
(7]
Kecent
Porn Y
P ¢ s
Prmt . e
_m -
elp Fie Types
.
)

J Optiom ki ¥ s
= so-

...........

E‘ Computer & HD Displays

For viewing on a computer monitor, projector, or high definition display

.-::'l-f_.*. Use Recorded Timings and Marrations

L
W Slides that do not have timings will use the default duration set below. &

Seconds to spend on each slide: | 05.00 -

Exam 77-883: Microsoft PowerPoint 2010
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T
Th::: File ->Save and Send->Create a Video->Create a Video

" L AR The Teddy .
Create a Video i‘ e a : v~ u
7. Try it: Create a Video = — Syran 5 AL O 0] & o s

On the previous page we began the steps here: ... el R AT e et : Z« ' e 7
Go to File ->Save and Send->Create a Video. el
Now, please click on: Create a Video

What Do You See? You will be asked to:
Browse to your Documents folder.

Enter the File Name: The Teddy Bear's Picnic.
Save as type: Windows Media Video.

Click Save.

Documents ibrary

Trust, but Verify: Go to the Documents folder
and find the Picnic Video,wmv: When you open
the .wmv file, the presentation will open in the
Windows Media Player as a video.

. hotescc Documents

& v WMV - i b
. Videot - P Vides

o Documents library

Seve s type  Windows Modw Vides

Keep going...there's more!
Includes: 2 locations

ar

Memo to Self: It may take several minutes to Motebooks
create the video from your slide show.
Lo
WMV
Picnic Video

Exam 77-883: Microsoft PowerPoint 2010
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Package a Presentation for CD
Say you needed to send a CD with all of your
materials to the conference team. You can
use PowerPoint to Package the CD.

uary

8. Try it: Package Presentation for CD
Go to File ->Save and Send.

Click on: Package Presentation for CD.
Name the CD: Picnic CD.

What Do You See? You can Add or
Remove files that you want to include on this
CD. You can add spreadsheets, handouts,
and PDF documents if you wish.

Try This, Too: Copy to Folder
Click Copy to Folder.

Enter the Folder name: Picnic CD
Browse to your Documents folder.
Click OK.

Trust, but Verify: Go to the Picnic CD folder.
You should see your PowerPoint
presentation, an AUTORUN document and a
yellow folder called PresentationPackage.

File ->Save and Send->Package Presentation for CD

8" E AR
“ et et Cergn  aastden  Aeestenr e Dhew
u—

4 (e B0

| Package for CDH

Tabier -

. The Tedty Sear's e + Notronslt Dowodora ST TN GG TIES T ST CT T
S o Q@

- o S | 8

Sds N @ Copy a set of presentations to a folder on your computer or to a CD.
- § e
} Mame the CO: | picnic CD

Files to be copied
%] The Teddy Bear’s Picnic.ppsx

Remove

Options...

—— | benreoroeal Copy to Folder ‘ @u

From Wikipedia
Copy files to a new folder with a name and location you spedify.

hitp://en. wikipe|
Picnic 0|

- Folder name:

Location: C:\zersteBeth\Documents?,

Open folder when complete

Exam 77-883: Microsoft PowerPoint 2010
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T
Th::: File ->Save and Send->Package Presentation for CD

Package for CD Options e e : . :

The information in your presentation may be | = = o o B P M@ @ - 0 8 4 8w T O S F
confidential. You can enhance the security and ... R s [ SR B rrsn WA St 22 g | 9
privacy of your work in case the CD is lost. Sides | Outina &

=8 g 3

9. Try it: Review the CD Package Options ‘ ] H F k

Go to File ->Save and Send. Blike Teddy Bear’s Picnll F

Click on: Package Presentation for CD. , i

Click on Options. ! §

k « picnlll

What Do You See? Linked Files and = I Pl ifhe Teddy Beari s Picnl

Embedded TrueType fonts are Included in the e s

CD Package by default. - —

ot oo o

Try This, Too: Enhance Security and
Privacy

Enter a Password to open or modify each
presentation and click OK. You will be
prompted to type each password again to
confirm.

Indude these files

(These files will not display in the Files to be copied list)
Linked files

Embedded TrueType fonts

From Wikipediad || Fnhance security and priva
heRpfen ik ty privacy

Done and done. That completes our review of

Password to open each presentation: T
the different File Types.

Password to modify each presentation: | essses|

|:| Inspect presentations for inappropriate or private information

| ok || cancl

Exam 77-883: Microsoft PowerPoint 2010
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@ Insert ->Media->Video->Video from File
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04" bin “'-z
Before You Send: S T T T
H * &;’ fadein 00 s Py il Sorren i
Compress the Media iR e o )R D s
Say your presentation includes a video clip mom o sdes Catiomy 1
that sings the Teddy Bear Picnic song. What ”""_ ~

steps should you take before you send your
show by email or publish it online?

¥ -
M-
_sadll

Here are the steps to add a video. Then, we ﬁ‘:"l
will look at the options. You can download the - ! | ]
Teddy Bears Picnic 1932 video from the ' Tarddv Baar'e Diss
sample files if you wish.

¥~
—

1. Try it: Insert a Video

The sample presentation is still open.
Slide 1 is selected.

Go to Insert ->Media->Video.

Click on Video from File.

Browse to the Documents folder.
Select: Teddy Bears Picnic 1932.MP4

What Do You See? The video will be
displayed in a little media player. The Video
Tools should be available. OK, keep going.../

Exam 77-883: Microsoft PowerPoint 2010
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E Tord

Compress Media Quality
: 2. Try it: Compress Media
Go to File ->Info-> Compress Media.
What Do You See? There are three
levels: Presentation
Internet Quality
Low Quality

The compromise is between Performance
(High Quality, larger file) and Size (Low
Quality, small file). The example on this
page is 2.95 MB.

What Else Do You See? You can Undo
the previous compression if you don't like
the results. Keep going...
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File ->Info-> Compress Media

Voot A gt i

Information about The Teddy Bear's Picnic
Cars aeth) Decwments) The Toddy Bew s Prorme ppme

Optmize Meda Compatitelity

'vi' A% 10 PG 53 Gelner thel prowentsnos on ancther (omputer’

Cptemang medhe COMPatidty <on WmgeTve yOur EXFenence.

) _ Optemee 1 machs e can be Spterced
Compentiay

A ooeke (&

Medha Size and Performance

Media Size and Perfnrmaﬁce

L
(54 Save disk space and improve playl
# R media files. Compression might al
CDmF'ESS Media files in this presentatio
Media ~
perf
—| Presentation Quality
Save space while maintaining overall
audio and video quality.
1| Internet Quality han
5 T Cuality will be comparable to media
which is streamed over the Internet.
| Low Quality
Use when space is limited, such as
when sending presentations via e-mail.
'-d.\ Undo
|
& You can undo the previous re tl
compression aut

L AT A T
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File ->Save and Send->Send Using E-mail
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7,7 Rl .
Send Using E-mail I ——— o
Send Using E-mail can convert your :: Save B Sand e Lilng Ll
presentation into a PDF or XPS copy and  © wueme 0 st B | v ot epente copir s prsemation 3
attach it to an E-mail message if you wish. = = el Changes sk e 1. be cpersned sy

of e - Sl Aoy FOF T Tt Fereory Tl
3. Try it: Send Using E-mail m © e s e s ol
Go to File ->Save and Send. i Bl s snaebone Bt S e e
Go to: Send Using E-mail. e . A _ _ _
Click on Send as PDF. - B Bobenn Shde T Attach a POF copy of this presentation to an e-mail

=T,

m = s s ﬁ Document locks the same on most computers

What Do You See? PowerPoint will e —— . Preserves fonts, formatting, and images
attach the PDF to an E-mail message. 2 ot Bl o E;DFES Content cannot be easily changed
e
Erom = ebeth@commalms.com Attach a XP5 copy of this presentation to an e-mail

Document locks the same on most computers

I
iz
[1]
] [

1o dair @commalms. com; H H
Send i |da|r mmalms. com Preserves fonts, formatting, and images
cc... | Send as XP5 Content cannot be easily changed
Subject: |The Teddy Bear's Picnic.pptx
Attached: |ITheTedd‘r Bear's Picnic.pdf 3 ME] Send as Internet Fax
I@ Send a fax without using a fax machine
Hello Clair, Requires a fax service provider
Send as
Internet Fax

Please proof this presentation for errors.
Exam 77-883: Microsoft PowerPoint 2010

7. Preparing Presentations for Delivery
7.2. Share presentations: Send Using E-mail
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File ->Save and Send->Save to Web

P 0
Save Online e _ i
More and more companies are working :; Sove & Sant Save 10 Windows Live StyOrve
online in the Internet "cloud." PowerPoint p——" ans g . e e b S 4
has four options for saving online: & open ) ) et
Save to Web 3 one o » - .
Save to SharePoint ves Q@ wowwe )
Broadcast Slide Show Recet — =
Publish Slides - - Sl
2 ‘. - ™
e ol “4 Connecting to docs.live.net ‘ M

Save to SharePoint and Publish Slides
are used to save work to a corporate
server. A SharePoint server has excellent
library functions: for example document
check in and check out for version control.

If you do not have a corporate server, you
can save your presentation online in a
free SkyDrive. Save to Web uses a
Windows Live ID to login. Here are the
steps.

4. Try it: Save to Web

Go to File ->Save and Send.

Go to Save to Web.

Click on Sign In

Enter a Windows Live ID and keep

going...

) Optioms ki Nange Fie Type

Enter your Windows Live ID
credentials

E-mail address: € omputermama@hotmail.com

Password: ssssnusnnsl

[ sign me in automatically
[ Ok ] [ Cancel ]

Wlicrosofl y
F‘asspnrtfr]_et

Get a .MET Passport

Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery
7.2. Share presentations: Save to Web
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@ L i ety o TN eveA P W ————A——T .. e
Save to Web Options M o > o s e e oW .
5. Try it: Review the Save to Web Options :; Save & Sand Bovw i Windowo v Syrive
When you log into the Windows Live e e ey §  Send g o e 5
SkyDrive, you will see your Personal Folders & open " I -
in the PowerPoint Backstage. To upload your 4o = - S i ST
presentation, please select a Personal Folder @ emme Persceal Fokders
and click Save As. Reces —gre—— e § o
Working with the Online Files - TR :
The bottom screen capture shows what the —
SkyDrive looks like online. You can access = . Personal Folders
your SkyDrive from any Internet Browser.
The SkyDrive can store Documents and o ! 7| Documents | Office 2010

Photos. Each file shows the Date Modified il L5} Shared with: Just me

and the name of the person who modified it. 1 Office Live Documents

What Else Do You See? By default, the L&) Shared with: Just me

Personal Folders are NOT shared.

8 & Pactage Presartaton tor (O

|_.ﬁ Shared with: Just me

Keep going“_ SkyDrwe Create: @] @ |EI_] Add files Mew folder
— Office 2010
| Documents | Elizabeth Mofs's SkyDrive =  Office 2010
Phiotos
|:| Mame Date modified -
Recent docs
D lﬂ,_j The Teddy Bear's Picnic 10 minutes ago
Shared [F] (& sales Update June 2011 7/4/2011

Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery
7.2. Share presentations: Save to Web
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r,,,":: File ->Save and Send->Broadcast Slide Show
E e T
Broadcast Slide Show R e R s ~
: You can watch your presentation in a = mj Mtma | e :. Sl A 1L Dopl M £ pesiace -
Web browser, too. The PowerPoint O o pa it A T e 1 6
Broadcast Service is a free, public server == s e e — — g
for PowerPoint 2010 users. You can invite ! = 1
people to watch your show by sending [ ] B
them a link. 1t Iy B Pict Broadcast Slide Show

Broadcast the dhde show 1 remate viewers wha o witth in 2
Web browser

6. Try it: Find a Broadcast Service
Go to File ->Save and Send.
Click on Broadcast Slide Show.

R

PommerPoint Braadat Sevvie

Tt Pt (Pount BAandinil SHncs 1 3 Poidi Lo S wiarl oF
PowePout X013 Anyone whs recesst 5 Wl 13 the Broadcat may
wEoh & A3y wll need 3 Wndow: Lae 1D

Maore Wormptuon

What Do You See? You will be prompted
to select a PowerPoint Broadcast Service.
As with ALL new software, please read

the terms of the Service Agreement.

W

Broadcast Slide Show

Click Start Service. Keep going...

Broadcast the slide show to remote viewers who can watch in a
Web browser.

Broadcast Service

PowerPoint Broadcast Service

The PowerPoint Eroadcast Service is a public service for users of
PowerPoint 2010, Anyone who receives a link to the broadcast may
watch it. You will need a Windows Live ID.

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.2. Set up slide shows: Broadcast Slide Show
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Broadcast Options - _
" ; ’_E . @B Berohton Une Curent Rasondon _‘
7. Try it: Broadcast Slide Show - X ®reon weaicmnre |
When you click on Start Service, you will receive ~ “niii T s 7
a link that you can share with your audience. (i) - onunges

You can click on Copy Link or Send in Email...

Keep going...

|
|

I

Broadcast Slide Show

Share this link with remote viewers and then start the slide show.

[, Copy Link
i=1 Send in Email...
Exam 77-883: Microsoft PowerPoint 2010

8. Delivering Presentations
8.2. Set up slide shows: Broadcast Slide Show
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@ [B] hetpe/icol-pptbrcadea.. 0O + & X | [B] Microsoft PowerPoint Bros... X

The Broadcast Ribbon et e
8. Try it: Review the Broadcast Ribbon A S S SR
The image at the top of the page shows

the presentation is shown in the
Broadcast Viewer in the Web Browser.

uary

'(Jive- Ful Screen

The image at the bottom of the page is
PowerPoint. The Broadcast is Live, so
your presentation will be placed in
Broadcast View: you will not be able to
make any changes to your presentation
during the broadcast.

The Broadcast Ribbon has three groups:
Start Slide Show

Monitors

Broadcast

When you are done click End Broadcast.

Broadcast

= Resolution: | Use Current Resolution -
Memo to Self: If you need to copy the _® EFJ E E
Link again, click on Send Invitations. == — Show On: | Monitor1 Generic PAP...
From From = ) Send End
Beginning Current Slide Use Presenter View Invitations Broadecast
Start Slide Show | Monitars | Broadcast |
o Broadcast View You are broadcasting this presentation and cannot make changes. [ End Broadcast

Exam 77-883: Microsoft PowerPoint 2010
8. Delivering Presentations
8.2. Set up slide shows: Broadcast Slide Show

Comma Training Page 282



=
4
3

Tak
Th ,’:

Add to the Quick Access Toolbar
Say your job requires that you send your shows
as PDF Attachments. You can add that
command to the Quick Access Toolbar if you
wish.

1. Try This: Add to the Quick Access Toolbar
Go to File ->Options.

Click on Quick Access Toolbar.

Choose commands from: File Tab

Select: E-mail as PDF Attachment.

Click Add.

What Do You See? The list on the left has all of
the commands available in PowerPoint. The list
on the right shows which commands are already
on the Quick Access Toolbar: Save, Undo,
Redo.

Click OK. Keep going...

Choose commands from: )

File ->Options->Quick Access Toolbar

Pld -0
% et | Baet Oesiph Titiens  Asematenr  Thee Shew  Revew  Vew 5]
= 0 Layens - - A ety - 2 ¥ ™ ¥ » Nrwe
e — Dytee 2 ALLD TG0, " & S Reviate *
it 7 e mmenc PR A A A EEIAE B N { ) gy v e Cua - b} S
Chpbonrd . Shdey S 3 P ngrroh 1 Crpwrg torng 1

h
4l Customze the Quick Access Tookar

Cuntomize Quact Accen: Tastar
For 01 e merty 1ot 0ut) -

Choote command: from

Sove Foe fun -
an
|

@ rurimeny (nean = ot

B 4000 Dgns Sgratere o A
e BALn B e A Proye——
Qe Siers Tootber ) Crem e ' [r——

4 Oowe
488 3m Q Compwmzany Reaw
8§} Conventta an Office Open 0 I
B Creeme mendinss  MBORn W
B Ouisd Oreid OV
9 Ovoumert Management Larves s fanove
- L Lras be Phes

ALt
4 Cmad m POF Atacheart
G Cmad 95 Amachent
D tratie laneg

B e Dorument

Cuntomamers | Agut *

1Dow Quack Actril 1300 Detaw the
Rbooe Imgot tiport

o Conani .
Customize Quick Access Toolbar G

|File Tab (=] | For all documents (default) (=]
e |

=1 E-mail - g save

U3 E-mail as PDF Attachment ¥)  Undo >

U3 E-mail as XPS Attachment U Redo

.y Enable Editing U3 E-mail as PDF Attachment

Exam 77-883: Microsoft PowerPoint 2010
1. Managing the PowerPoint Environment
1.3. Configure the Quick Access Toolbar
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Toolbar had a new command: E-mail as PDF .~

Attachment.

2. Try it: Edit the Quick Access Toolbar v
Click on the small option arrow at the right on
the Quick Access Toolbar. You should see a

list of commands that you can add if you woe
wish. nse
Memo to Self: You can move the Quick ] Bpen Rust e

Access Toolbar by clicking on Show Above
(or Below) the Ribbon.
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Edit the Quick Access Toolbar T A *
What Do You See? The Quick Access . «; el l Lo "' {3

iy ,1‘.."  Seen -
“Mlg.""‘ — Paste ’

-
des | O Cuvbomire Qumh Actow T

[

B - G@QE]

| sndev
_ Clipboard | 2

_“- Home Insert Design Transitions
B Yoo Coingn AR P hde Ara

[j Layout ~
?:"I Reset

e |

B 7 U §

_Fc

Exam 77-883: Microsoft PowerPoint 2010
1. Managing the PowerPoint Environment
1.3. Configure the Quick Access Toolbar

Slides M Customize Quick Access Toolbar

New

Open

Save

E-mail

Quick Print

Print Preview and Print
Spelling

Undo

Redo

Slide Show From Beginning

Open Recent File

More Commands...

Show Above the Ribbon

L |




your presentation in print. We practiced

ol o .
saving a Slide Show in as many formats as st (Change File Type

E T

rh::: Elﬂi W [T LR detve gl e,
E :ml Farwdt B Farel

Save Save Save e | [ titigtes
: This discussion began by looking at sharing & on O o oo e ot ot

i Ul e Wi

Changs Fila Type

Fratiananon Fie Tipe
‘B| % Femmtrton B 9 Posarfort 11905 Frommtston

PowerPoint 97-2003 Presentation
Uses the PowerPoint 97-2003
Presentation format

s

possible: as a presentation, an outline, a fesest . .
show, or a picture file. Presentation File Types
The S & Send opi included oth Prit @ Presentation

e Save end options included other =| ces the P Point P tation f ;
formats such as OpenDocument ? 555 HNE FoWErRaint Fresentation forma
Presentation, Adobe PDF and Microsoft v

XPS. We also looked at various methods for

- . . G
saving a presentation online.

z
format
Well, you done good. You get the cookie.

The Computer Mama Sez: | hope you liked
creating these presentations as much as we

Ky
enjoyed writing the courses! :

Core Hamdinds

OpenDocument Presentation
Uses the OpenDocurnent Presentation

= PowerPoint Show
—| Automatically opens as a slide show

Q Ternplate
II'! PowerPoint Picture Presentation
[ = presentation where each slide is a picture

Starting point for new presentations

Settings

Mew
= Print All Slides -
Print = Print entire presentation
. E

Slides: i
Save & Send

I:I Full Page Slides -
Help Print 1 slide per page
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Practice Activities

Lesson 8: PowerPoint Live!
Before You Begin: Start Microsoft PowerPoint 2010.

uary

Try This: Do the following steps

1. Open a new blank PowerPoint presentation.

. Use the outline Ways to Save Money Outline to add new slides to the presentation. Delete any blank slides
. Go to the Title slide and add the title Ways to Save Money. Add the Subtitle Rainy Day Saving Co.

. Apply the Theme Austin.

. Insert a money or saving related picture to each slide. Apply Picture Styles of your choice.

. Add animation to each picture.

. Add slide transitions to each slide.

. Add the following Speaker Notes to Slide 2

. Bring your lunch

. Switch to a cheaper coffee order

. Watch movies you, your friends, or the library has available

. Find free events in the community

. View the Notes Master. Add the company name Rainy Day Savings in the Footer.

10. Edit the Master Text Styles under the slide on the Notes Master to be a green, Times New Roman font,
and 14 point.

11. Create handouts in Microsoft Word. Choose Blank lines next to the slides. Save the Word document as
Advanced PowerPoint Practice 7 Handouts.

12. Return to PowerPoint. Save the PowerPoint Presentation as a PDF. Name it Ways to Save Money.

13. Also, save the PowerPoint presentation as a PowerPoint Slide Show (.ppsx). Save it as Ways to Save
Money Slide Show.

14. Go to the Title slide. Use the Change File: Image File Type to save just the current slide as JPEG image.
Save the file as Title Slide.

15. Review the different versions of your file to compare them.

OO OT®MOONOOORAWN
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Test Yourself

1. Which is true about Speaker Notes?
(Give all correct answers.)

a. Added using the Notes pane beneath
the slide

b. Notes can be printed as a handout for
the audience

c. Speaker Notes can include hyperlinks
Tip: Advanced PowerPoint, page 251

2. Which are the options for the number of
slides on a handout page?

(Give all correct answers.)

a. 1

b.2
c.3
d. 6
e.9
Tip: Advanced PowerPoint, page 256
3. PowerPoint can save a file as a PDF.
a. True

b. False
Tip: Advanced PowerPoint, page 262

4. Which PowerPoint file format opens only
a slide show?

a. PowerPoint Presentation (.pptx)

b. PowerPoint Show (.ppsx)

c. PowerPoint Template (.potx)

Tip: Advanced PowerPoint, page 268

Comma Training Page 287

5. Which is the command to make one or
all slides into a picture?

a. Save and Send-> Change File Type

b. Save As-> JPEG Image format

c. Slide Show-> Save as Picture

Tip: Advanced PowerPoint, page 270

6. Which is true about video compression?
(Give all correct answers.)

a. High quality means larger file size

b. Lower quality means smaller file size
Tip: Advanced PowerPoint, page 276

7. Which is a free public service for users
of PowerPoint 2010 that allows anyone
with a link to view your slide show?

a. Sky Drive

b. Share Point

c. PowerPoint Broadcast Service

Tip: Advanced PowerPoint, page 280

8. Which commands are on the Quick
Access Toolbar by default?

(Give all correct answers.)

a. Save

b. Save as PDF

c. Undo

d. New

Tip: Advanced PowerPoint, page 283

9. You can customize the Quick Access

Toolbar.
a. True
b. False

Tip: Advanced PowerPoint, page 284

Boys and Bears: two grandsons
posing for pictures under the 10 foot
bear at the Chelsea Teddy Bear Co.
The 12 year old thinks the big grizzly

bear is totally cool.
The 2 year old-not so much.
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