PowerPoint 2010: Getting Started

Welcome!
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Course Objectives
Students will be able to:

1. Log in to the online course

2. Navigate the outline and lessons
3. Take quizzes online

4. Submit assignments online

5. Participate in the Forums and Chat

© 2011 Comma Productions, LLC
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This course presents a practical, hands-on
approach to computers. The lessons are based on
what you see on the screen, what you can do with
the options, and what works on the job. The goal is
to enable you to use Microsoft Windows and Office
2010 effectively, even creatively.

Use this Guide as part of your professional
development plan to prepare for the new Microsoft
Business Certification (Microsoft Office Specialist
(MOS) or as a reference book to solve problems as
they come up.

This introduction provides information on;
* Navigation

* Practice

» Sample Documents

* Assessments

Comma Training Page 12



=
4
3

Tag
e
One

Log into the course

This online course requires a User
Name and Password. You probably
received an email with your username
and password when you enrolled.

Try This: Login

Go to the website for your course.
1. Click on the (Login) link.

2. You will be prompted for your
Username and Password.

What If This Doesn't Work?

First, look at the keyboard and make
sure the Caps Lock is off (no light.)
Passwords need both upper and lower

case letters.

Second, check the spelling. Your user
name may not be exactly the same as

your email address.

Third, you can click on the Live Chat
and get immediate assistance.
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Let's get started!

Whan you are ready 10 Begn, simply logn 10 he student welade Lock for the logn

n the wpper nght hand comes. Ciick on Login and enter your user name
password Once you are logged in, you can select your course from the
Courses bax on the lef-handside of 2w studert webiste Thes will take |

TN COUrSE Dage

Questions If you have any quesSons, please contact us af

commapgicommaprogect com at any bme. We will answer student nquines

promptly Rememder to ALWAYS nclude your full name when emadng about your

course

Course categories

High School

Microsoft Office 2010

Microsoft Office 2007

Login here using your username and password
(Cookies must be enabled in your browser) (3

Username gjizabeth

Password |

| Login l

You are not logged in. (Login)

Enalish (en)

-
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The Topic Outline

When you log into your course, you should
see the Topic Outline. The Topic Outline is
a course syllabus: it lists your lessons,
practice and quizzes.

Each Level has Lessons and Assessments.
The lesson links are short discussions that
demonstrate the options on a particular
Ribbon. The lessons links may also list the
page number where these pages can be
found in the print version of the computer
guides.

Many students prefer to read the lessons
on a second monitor or in print, rather than
switch from the lesson screens to Microsoft
Office to practice the options.

Memo to Self: It's OK if your computer
does not match exactly. The important part
is learning the steps. Please contact your
facilitator if you have any questions
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ol.ovtl 1: Getting Started

OLevel 1: Getting Started

Level 1 Checklist

Lessons

Beginning PowerPoint

Getting Started (Beginning PowerPoint, page 11)
Hello, PowerPoint (Baginning PowerPaoint, page 25)

Assessments
PowrerPoint Quiz 1




Lesson Links

When you click on a hyperlink to
read a lesson, a new window will
open.

¥l

What Do You See? On the left side
of each screen you should see the
white navigation arrows: Next,
Previous, and Home

What Else Do You See? When you
are done with a lesson, you can
close the browser window. Go to the
upper right corner of the lesson
window and click on the X to Exit.

The Topic Outline should be there,
the window was left open behind the
lesson screen.
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My Course ->Topic Outline -> Downloads

Download the Samples .qul. Tl ity m-\ud'rf:-':i vores g Vel 1A o-ax WW
Each Level may have many sample files =2~ %« e ser e @ S A S
(or none), depending on which course
you are taking. When there are
downloads, there will be instructions on
how to download and save the sample
files to your computer.
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Level 3 Checklist
What Do You See? Your computer may

WOTE: You may read your lessons online or in the book
NOT MATCH the pictures that you see in 1. Readings
the books or online. The screen shots LEVEI 3 c hECkI iSt

may be different depending on which
version of Windows you are using, or

even which Internet Browser you prefer. NOTE: You may read your lessons online or in the book.

) 1. Readings
Memo to Self: It's OK if your computer

does not match exactly. The important
part is learning the steps. Please contact
your facilitator if you have any questions

Read Lesson 5 in the Beginning PowerPoint gquide, page 124-152

Project
& PowerPoint slide show that uses pictures to tell the story.

Downloads
Fishyl, Fishy2, Fishy3, Fishy4, Sushil, Sushi2
Fish Tale Complete.pptx, Stopping by Woods on a Snowy Evening.pptx

2. Practice
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Take a Quiz Online

After you review the materials online or with
the Guides, you can log into the course online
and take a Quiz. This is an open book quiz.
You are allowed to look up the answers in
your notes, online, or in the computer Guides.

Review the Quiz Buttons
Submit: This button posts your answer for the
current question.

Save without submitting: This button saves
your answers. You can leave the quiz
and finish it later.

Save without submitting

Submit page: This button sends your
answers to all questions on the page.

Submit all and finish: Use this button to
finish the quiz and post your results online.

Submit all and finish
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The command for line spacing is: {(Give all correct answers)

Choose at least one a. In the Paragraph Group (

answer.
b. On the Home Ribbon ‘(

Tip: Beginning PowerPoint, page 73

Correct
Marks for this submission: 1/1.




Submit Your Work

Many online courses ask you to upload a
document or a spreadsheet. Here are the
steps.
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Try This: Upload a file
1. Go to the Topic Outline.
Click on Submit...

What Do You See? The instructions
should be repeated on the screen.

2. Click on Browse to select the file you
want to upload. Navigate to your file, then
click Open. The path and file name will

appear in the upload box.

3. Click Upload this file to submit the file
to your instructor.

NOTICE: There may be a maximum size

to this assignment. Some examples, say
richly illustrated PowerPoint slide shows,
may be too big. If so, please contact your
instructor.
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Complete Guide to Microsoft PowerPoint 2010 1 l

[
Upload a file (Max size: 2MB)

Browse

2

| Upload this file |

3

Memo to Self: Come back to this page again l
when you need to: after you go through the
sections on Finding Files later in the Guide.
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Use the Forums

In an online class, a Forum is similar to
raising your hand and asking a question.
When you post a question to a Forum
anyone can reply with a suggestion or
comment. Some of the answers are very
creative and useful.
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Your instructor may also post an
explanation or offer additional links.

Edit | Delete | Reply

Live Chats

Many instructors keep Office Hours. Chat
allows you to type questions online and
get an answer immediately from your
instructor when your instructor is in the
office.

Don't Explain and Don't Complain:
Please keep your posts professional and
on topic!
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Microsoft Office Certification
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Practice

This Guide offers additional reference
materials and practice certification tests.
You can use the multiple choice quizzes
and skill tests to practice if you wish.
When you are ready, please log into the
course and do the assessments online.

The Microsoft certification tests are timed:

you have to perform the process steps
very quickly and efficiently in order to
pass.

That takes practice!

More practice

If you have a question about a document
or file you are working on you are always
welcome to email a copy of your work to
your instructor as an attachment.
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Practice Activities

Lesson 4: Working with Animation
Before You Bogn: Start Microsoft PowerPoint 2010,

¢
’

Try This: Do the followng steps

1. Open the sampie presentabon: The Boy Who Cried Woll pptx
2 Onhe e shide, use the Set Transparent color 120l and select fie blue around the edge of he ille boy image

3 On side 2, select he content text (not the ttle side) and apply he animation effect dissoive. Set both lines of st 10
agpear On Click Add the Sound effect Typewriter 10 a8l e st anemation

4 On sice 3, apply he animation emghasis ect Grow’ Shiink 1o e woll and Spaach Dutdie

S On shde 4, 200l e Jnimation salrance +8ect Saivel 10 he Laeghing Doy

& On shice 5. apply he animabion entrance efect Fiy Out Change the Efect op80n 30 the Boy les oul 10 e rght Also
pply Pe amation enrance effec Fiy in. Change e Efect opbon 50 Pe Doy Bies n om Pe el Reorder e
animations 50 Be entrance eflect is Srst Sel the ext eflect %o occur Mfer previous

7. On shde 6, select he red NO symbal and 23d the emphasis eBect Bink fom the More Emghases effects menu
Change e animation efect bo Pulse

On siide 7, 20d a mabion path to the woll Resze e mobizn path 50 the woll moves nto and acress the entire side
Change T Ourabion of g wolf 10 4 00

? On side B, 300 3 Custom mabon 2ath 10 the oy

10 On shoe 8. resce 3 e sHeep 10 D¢ 147" Dy 1.2° On e st sheep, 300 e enrance effect Floal Up Also, 300 the
et efect fade. Set e et efect 1o Start Aller Previous and apply 3 Selay 10 e et ePect of 50
11. Use the animation painter on all of e sheep 50 they have e same animaion selings
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Microsoft Business Certification

The course prepares you to pass the Microsoft Office Specialist
(MOS) exams. This credential recognizes the business skills
needed to get the most out of Microsoft Office 2010.

Microsoft Certification Exams are available through authorized
testing centers. They are not included as part of the certification
training program in the same way that taking the Bar Exam is not
included with getting a degree in Law from a college or university.

More Information Online.

Certiport provides the official Microsoft certification tests.
You can download the Microsoft certification topics and study
guides. Here is their address: www.certiport.com

Please Note: Comma Productions, LLC. is independent from
Microsoft Corporation, and not affiliated with Microsoft in any
manner. While the Complete Computer Guides may be used in
assisting individuals to prepare for a Microsoft Business
Certification exam, Microsoft, its designated program
administrator, and Comma Productions, LLC. do not warrant that
use of these Complete Computer Guides will ensure passing a
Microsoft Business Certification exam.
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Yes and No. The Microsoft Excel 2010 Starter [y
software has all of the features required to practice Sk
and prepare for the Microsoft Excel 2010 CORE ST W
certification test. The Microsoft Word 2010 Starter i
software is missing several key features that are part R
of the Microsoft Office 2010 CORE certification i
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The Microsoft Excel 2010 Starter: l_. - L1 [ ooz
EXCEL 2010 MOS CORE certification topics (PDF) -t SR
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With the Office 2010 Starter evaluation: - ettty
Office 2010 Starter evaluation (PDF) 2
More information on Office Starter software: = ateremen
View an image of Word 2010 Starter 12 |
View an image of Excel 2010 Starter =

L3
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Self-Assessment

Skill Level-Beginning PowerPoint

Mastered

Needs Work

Required for my job

Create presentations from templates

Add and modify slides

Organize slides in the slide sorter

Format Text boxes: borders, effects

Format bulleted lists

Apply Quick Styles and Themes

Apply animation to slides and objects

Add hyperlinks to the presentation

Check compatibility and privacy

Password protect the presentation

Beginning PowerPoint is recommended if you selected “needs work” on three or more skills.

Skill Level-Advanced PowerPoint

Mastered

Needs Work

Required for my job

Create slides from blank
presentations

Modify the Slide Masters

Add placeholders

Add an Action button

Insert and modify Tables

Insert and modify SmartArt

Insert and modify Charts

Add sound and movies

Rehearse and package the
presentation

Create and edit speaker handouts

Advanced PowerPoint is recommended if you selected “needs work” on three or more skills.
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Memo to Self:

My Login Information
User Name:

uary

Password:

Website:

My Instructor
Name:

Email:

Office Hours:
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PowerPoint 2010: Getting Started

i) Hello, PowerPoint!

Take

PowerPoint Objectives
In this lesson, you will learn how to:

1. Use the Home Ribbon to add a new slide

Mime  eent Detgn  Sunctend  Anmamens ShieThew  Revew  View

i Layeun -
=

™ Colpnpuangc * M * A x° % EE. E e :'.uﬂ' ad
— L ") tere '} .
Pacte

sliA1LY
) s:: Semen * B/ U S A A-ERIR N L, -
ndes L 0 Posngraph

Lo x|

2. Enter Text on a slide

3. Use the Font Group to format the Text:
Bold, ltalic, Underline, and Color

4. Use the Font Group to modify the type face

5. Modify the Font Size: Increase and
Decrease

6. Find More Font Options e Spring Has Sprungi

7. Use the Backstage to Save a file in the pptx
file format as well as the legacy ppt file format

Y

]

Click to add subtitle

@ & 312 |5 Layout ~ P
Broadway T4 A A %
—l.‘j ‘:I E

- =| Reset
Past M 7 v ) )
- 7 5|i§::v 5} Sedtion + ‘ EE 8 abe AV- Aa- | A

© 2011 Comma Productions LLC Slides Font (I

Shdelefd e Thame’ (D IROT O

Clipboard 1=

2
T
-
-

i
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Lesson 2 : Hello, PowerPoint
Home Ribbon

1. Readings
Read Lesson 2 in the PowerPoint guide,
page 25-51.

Project
A simple presentation that demonstrates
how to edit text on slides.

Downloads
Spring Has Sprung.pptx

2. Practice

Complete the Practice Activity on page 52.

3. Assessment
Review the Test questions on page 52.
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Menu Maps

From the Home Ribbon.

1.

Home ->Slides->New Slide, page 29

2. Home ->Font->Font, page 32

3
4
5
6.
7
8
9

. Home ->Font->Bold, page 33
. Home ->Font->Shadow, page 34

. Home ->Font->Size, page 37
. Home ->Font->More, page 39
. Home ->Clipboard-> Copy, page 41

3 4 5]

. Home ->Font->Character Spacing, page 34
Home ->Font->Change Case, page 36

(=

More Menu Maps

From the Backstage
1. Eile ->Save, page 46
2. File ->Save As-> PowerPoint 97-2003, page 48

3. File ->Options->Save, page 50
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Hello, PowerPoint

fun, effective and very creative.

story.

Click to add title

Oick o sk noley.

WL D e 1B T s

PowerPoint is part of the same Microsoft Office 2010 suite as Word, Excel, Access and Outlook. Each program has a
purpose: Excel makes spreadsheets, Word edits documents, and PowerPoint makes slide shows. PowerPoint is just
as rich as Word or Excel with many advanced options for pictures, videos, sounds, and animation. The tools are

PowerPoint is used by everyone who wants to speak to an audience. A good show can make people look, listen, and
learn. Show them why your product or your method is better. That's what PowerPoint is supposed to do: tell the

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 example
on this page, then you are ready to get
started.



Getting Started

Microsoft PowerPoint creates slide
shows. The program opens with a
new, blank presentation that has one
slide.
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Our lesson will begin by entering and
formatting text on a slide. All of the
options will be from the Home Ribbon.

Try it: Review the Home Ribbon
The options on the Home Ribbon are
placed in Groups that more or less
make sense. The Groups are:
Clipboard

Slides

Font

Paragraph

Drawing

Editing

What Else Do You See? Look in the
upper left corner. There are two tabs in
the navigation pane: Slides and
Outline.

Keep going...
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@ Home ->Slides->New Slide
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Add a New Slide “ Home Ingert Design Transitions Animations Slide Show Rewiew Wiewr

Every slide show needs slides. Here are = % J (£ Layout = J e ® == g v - BEINNOOO

the steps to add a new slide. 1 gg- 5 eset i = AL L ol
Pl 7 s~ section B 7 I 8 e M- far [A- EEINE I G s

1_ Try it: Add a New slide Clipboard g .Slldrs Fomt Paragraph |

Go to Home ->Slides. Slides m‘ ........ .'l ...................................................................................................................

Click on New Slide. Y I |

Click New Slide, again.

Click New Slide, once more. CIICI( tO add t|1

What Do You See? There should be four ;
slides in the navigation pane on the left. |

* Click to add text

Keep going...!

1 18|
l
Home Insert Design Transitions Animations
|_—|LE]|I'IEII.Jt* o
- - A A
l_"|Reset
F‘aste 8 AV
= f 5I|dev = Section ~ B 7 1 e 57 Aa” |

Clipboard T | slides | Font

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides: New Slide
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Add Text to a Slide ::_-::‘“;. Hmw__ ] l'::.'.."h' .ﬁ.a- == ::w,,- r~.. ey i :“::{g;‘,’ ..p..m..... ,‘!:1.
The first slide, the Title Slide, has a s | e | m
different layout than the rest of the :
slides. The Title slide is like the cover on by

a book.

The technical term for the Text Box is
Placeholder. The first example adds
text into the placeholder. Spring Has Sprungl
Before You Begin: Use the Slide Pane :

on the left side to select Slide 1.

i Click to add subtitle

Try it: Enter Text in a Text Box

Slide 1 is selected. There are two Text
Boxes. Click in the top Text Box.
Type: Spring Has Sprung

]
l.l.l {3

What Do You See? The Text Box has a
dashed line around the Border. There
are handles in each corner and on the

Spring Has Sprung{

sides. . . Nt

Click to add subtitle ‘&
What Else Do You See? The words in =
the Title are big (44 pt) and centered. # *

Keep going..

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Enter Text in a Text Box
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Add Text to Other Slides e i e 0 e £
: Please add the following poem to the slides. i | D | w]| s -
There will be one line of the poem in the top . 7 ! '
Text Box, the Title, on each slide. et . | Wonder Where the Flowers |Z?|
Try it: Add Text to Other Slides . ppe——— ' - '
Select Slide 2. * Click to add text
Type: Spring Has Sprung
Select Slide 3. ] JE——
Type: The Grass Has Riz

! id
Select Slide 4. L -

Type: | Wonder Where the Flowers Iz

What Do You see? Microsoft PowerPoint,
like Word, checks your spelling as you type.
This poem by Ogden Nash is spelled the way

-
:
|
|
1
1
1
i
|
|
1
1
1
1
1
1
|
|
1
1
|
|
|
|
1
1
1
|
|
|

O--@
1
1
1
|
1
|
|
|
|
1
1
1
1
i
|
|
|
1
1
1
1
1
|
1
1
1
1
|
:
1

-

the writer wanted it, but the funny words do
not match ones that are in the dictionary.

Ghaad ol 4

| Wonder Where the Flowers 1z?

* Click to add text

Keep going...

o———0——-120
. ™ el

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Enter Text in a Text Box
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Format the Font

The Home Ribbon has a rich set of options
for formatting the Text. The Font Group
includes Font (type face), Size, Style, (Bold,
Italic, Underline, Shadow), Character Spacing
and Color. Let's look at the options.
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2. Try it: Format the Text

Go to Slide 4.

Double click the word Flowers to select it.
Go to Home->Font->Font.

Select Broadway from the list of Fonts.

What Do You See? Microsoft PowerPoint
offers a Live Preview as you run the mouse
over the Fonts in the list.

Memo to Self: Should you use plain or fancy
Fonts? The decorative type faces are fun and
each one invokes a different feeling. Fancy
Fonts work best on Titles. Smaller text is
easier to read if it is san serif (plain, no curly
cues) such as Arial, Helvetica and Tahoma.

Keep going...

Home ->Font->Font
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Format the Text

You can emphasize key words or phrases
in your presentation by formatting the text
bold or with a different color.

=
4
3

3. Try it: Format the Text

Go to Slide 4.

Double click the word Flowers to select it.
Go to Home->Font.

Click on B for Bold.

Click on | for Italic.

Click on U for Underline.

Try This, Too: Format the Color
The word Flowers is selected.

Go to Home->Font->Color.

Select a Standard Color: Light Green

What Do You See? Each of the Font
Styles that you applied are highlighted:
Bold, Italic, Underline and Light Green.

Keep going...

Home ->Font->Bold

Tiwnitians Ao gt 1ade (Pin

LER Veew Foomur

(Y3 B oew o ks Eomwe B @NNO00 G A A
o e e W] 8 e A R W A fo (v e | Sama-
R o L] T Colnn | Onpmeng (84ng
Sdes | Owime | x S EEmEmanl
?
_— ||I|ll|l|| .
| Wesmom.aaal€re the FlOwersiz:
B Mo Conens
2 k] 5
l * Click to add text
e ey 1.
je— i Layout = y—
- R & = Loy Broadway 44 ~| A A ||%
53 Eﬂeset
Paste New 2 _ AV . - A - [y
- \y slide = ' Section - EE § abe 57 Aa | ke i

Slides Font

4 swoew (lipboard I

T T T o e O e e T
‘| Wonder Where the Flovwersiz? -

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Change Text Format (Bold, Italic, Underline, Color)
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‘ Home ->Font->Shadow

Format the Font Shadow o s eV o : 1

uary

s _|ﬂ' e CJu k0% - e el BAACOC  H i dses e
f\ddlng a Shadow makes the type eaS|er. e 2| o hjm . P T R s 2 e el o
o read on the screen. Here are the steps: ... ™ ... [ : Purrasn ey taee 4
e Lol W - :
4. Try This, Too: Format the Shadow . b ;
Double dlick the word Flowers to select it o | Wonder Where the MI_;? :

Click on S for Shadow.

e =fle=———arr=——— = mmnnm== "

* Click to add text

@ '*' ;Ii I.ayuut* |Bruadwa1r *|44 *|A‘ A | I%

So far, so good. Keep going...

Reset
Past Mew .. AV - - -
o 5 slide ~ ') Section ~ EEB e - Aav | A
Clipboard 1 Slides Font Fa

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Format Text Shadow
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Change the Character Spacing
Character Spacing is the amount of white
space between the letters. In typography, this
is called kerning. (The Computer Mama sez: |
always pictured kernels of corn on the cob.)

uary

5. Try it: Format the Character Spacing
Select: Flowers.

Go to Home ->Font->Character Spacing.
Select: Very Tight.

What Do You See? The options include:
Very Tight

Tight

Normal

Loose

Very Loose

More Spacing

Keep going...

Memo to Self: Advertising seems to cycle
through Tight (less white space between the
characters) and Loose (more white space). If
you choose Very Tight, look at your text and
make sure it is "TNT: Tight, Not Touching."

Home ->Font->Character Spacing

- een Coupn Sarv b Anagparn nde ow Froen View S ormat

“J: “_;;_::‘ trossmay -u-x.'v,ssvaz-.-:-:u-“j: ?11:‘
i J s::- | Seetopn '!’l.l.‘.‘gi"' A-Esam n l‘.'A"-“
Chboard o e fon ¥ Ve Tem Porzach

S | Ovtn | % —

e Y

Shdedotd

Yooma

Loone

... der Where tl(

i SR eescra-

S
M rwe

Broadway =j = A 5

B8] e e

Font

* Click to add text

Very Tight

Tight

Normal

Loose

Very Loose

s S, W

| Wonder Where the Fffowersiz?

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

Comma Training Page 35

)



‘ Home ->Font->Change Case

Change Text Case o

uary

Case is a technical term for how the text is Di Do e A e S —
capitalized. s v swwew  Broadway |36 A A E =i 6
Sy IE::::: iz JT— ——rinre
6. Try This, Too: More Size Options ' — * e [;h A - l %@ - S—
Select: Flowers. B Ml
Go to Home ->Font->Change Case. e gentence case.
Select: UPPERCASE. | g— lowercase
* Clicktoz
What Do You See? The options include: E——
Sentence case: The first word is capitalized. Capitalize Each Word

lowercase
UPPERCASE
Capitalize Each Word
tOGGLE cASE

tOGGLE cASE

What Else Do You See? Changing the

formatting may make the text wrap (continue)
on the second line. The size of the Text Box
also increased.

Keep going...

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Change Case
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E Tak .
Ne Home ->Font->Size
E .

Format the Tex_t Size ) A — e e
There are several options for editing the Text =« =5 20d “be a- silum . 3oL
Size. The first example will format all of the .7 = = . | it -|s -] A 7
words in the Text Box. e Ouiee | — . s |a
. ‘ s b B /7 U § Jg L' —
7. Try it: Format the Text Size A © | Wonder Where thi
Select: | Wonder Where the FLOWERS 1z? - _ i 10 &
Go to Home ->Font->Size. J— % | = 105
Select: 36 % ick to add text 11
s {12 ===
What Do You See? The text is centered in o ? 14
the Text Box. All of the words fit on one line T N I |16
. . . » I
and it is easier to read. : i C,] p I W
_ . : | |20
Keep going... | e | |28
o= | -—-
P ) TE—

i

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Format Text Size
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rwjo Home ->Font->Increase Font Size
H Humr ier Drogn  Tinwidiesi ul-.lnun_ 1.:1:- Beviber  Webw Primar &
Increase the Size . A N B e e B INNOO0 G [ A | A (]
Say you wanted to format one word bigger so 0 e L L L e m a “}\k{"? o o e | KL st
that it stands out. Here are the steps. g e : "'t. i A e e )
e (o] ] e v .

Inrrasas Lha Foedl dagr.

Try it: Increase the Text Size

Select: FLOWERS

Go to Home ->Font->Increase Font Size.
Click Increase Font Size a couple of times "
until the text is 54 points.

g IWunder Where the ﬂmlz? ¥

* Click to add text

Keep going...

|Bruadwajr *|54 *|A‘ A | E == EEE

B e A =

Memo to Self: How big or small should the
Font be? The rule of thumb is nothing smaller
than 18 point. It is a good idea to preview

your slide show in a darkened room and read

the words from 10 feet away. Can you see it? Increase Font Size (Chrl+Shift+=)

Increase the font size.

How big: how big is your idea? <grin>

______________________________________________________________ .
” | Wonder Where the ﬂonm ? ”
ettt ettt el ettt )

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Format Text Size
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Home ->Font->More

rwo

Find More Font Options

2 o
4
3

N - 2 i P . E. op. i BINN\OOO
. d Brcadeay v E-E-22E T
All of the options shown on the Home - b e A Rl B ALLDDC
' - . , el e A EWER R L -
Ribbon in the Font Group are also B g y

available when you click on More. More is == & &
the small arrow on the bottom-right corner  * ‘ S ) E
of any Group. '

8. Try it: Find More Font Options
Select: Flowers . 7 ]
Go to Home ->Font->More. i AR ' f— . :

(2] soene [3] »

potgor [ o] e mie —segeive (2] iere o (3]

R [ .,
B[ 7 u|8]abe 2 Aa- | A~ B e 58 5 o

Font Y Ce)Cam ]

Keep going, please...

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: More Font Options
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Home ->Font->More

uary

L e T g iy e Mcrenth BeerPa IO 15
H it i Eeiign Tafrdstr A, e WPrien Erera e LEENT] & 0
More Font Options _ i rg S e e oo M Ty v
What Do You See: There are two tabs inthe - meee 00 000 0 e o S L B | et
Font dialogue box: Font and Character e . T e e

- -

Spacing. The Font tab summarizes the S | Owee | M

formatting that was applied with the buttons h i 7 q
on e Home Riobon ~ W | wionder where one IEHIDBONIDR >
Latin Text Font: Broadway r

Font style: Bold Italic Font
Size: 54 -
Color: Light Green

Font | Character Spacing |

Latin text font: Font style: Size:

| Broadway EI | Bold Italic EI |_54 Ii"

All text

What Else Do You See? There are more
Effects than shown in the Font Group.
The Effects include:

Strikethrough

Double Strike Through Font color - gnderline St!flE — Single line Underline color -
Superscript - | E ’
Subscript Effects

Small C

A[Fgapsaps Strikethrough Small Caps

Equalize Character Height Double Strikethrough All Caps

Superscript Offset: m Egualize Character Height

Click OK to close this dialogue box. Subscript

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: More Font Options
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r,,jo Home ->Clipboard-> Copy
Review the Clipboard Group e O e
. . N 3 fis) B oA s EeE e
: The Home Ribbon includes one of the oldest | = =m0 0 0 0 e
programs ever invented for the computer: the | ...~ “ " vout . PN

Clipboard. This Group is the Edit commands e | copr -0 —
that were designed in the early 1960's: Cut. . e e v j
Copy, Paste and the Format Painter.

9. Try This: Copy the Text
Select: FLOWERS
Go to Home ->Clipboard-> Copy.

Keep going...there's more, of course.

S [E Layout - :
Bag Bae | o A A

Paste @ AV, A, -
& ‘y SIIde - |:| = Section ~ S sbe 7 Aav | A
Clipboard 1= Slides Font Fa

Slides || copy (ctri+0)

1 Click here to copy the selection (?. ____________
and put it on the clipboard as a
picture.,

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Copy and Paste
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Go to Home ->Clipboard-> Paste.

What Do You See? The text that you copied was
big, bold and green. The text that was pasted kept

most of the same formatting.

Better Look Again: The pasted text is smaller than
the copied text. The default size for the Title is 44
points. The default size for the Text in the bottom

Text Box is 32 points.

What Else Do You See? There should be a little
Format Painter next to the pasted text. The options

from left to right are:
Use Destination Theme
Keep Source Formatting
Picture

Keep Text Only

The first example shows: Use Destination Theme.
The second example shows: Keep Text Only.

Keep going..

Comma Training Page 42

Home ->Clipboard-> Paste

Paste and Paste Options L T e
Try This, Too: Paste the Copied Text o e e an u ¥ 11200:, 0 W i
; h el .= H B G0 T TS myes ) S e ]
Click in the bottom Text Box. G V| 1 o . P : [ s toneg
= .

* FLOWERS

E
£
=
-
-
=

Shird old  OfMcrTheme |

k

B (Ctr) ~ o

‘ Paste Options: ‘

% 57 (El[A)

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



@ Home ->Clipboard-> Paste

T e e ————

=
4
3

More Paste Options "! e A s -4
The Paste option on the Home Ribbon - - % ST e . e F OTLO00: T Gom L
is a good example of the new way that . % “ " e T ; s EOJADD LD S e e | Bt
Microsoft Office 2007 and 2010 use Tl -

buttons. The buttons now have two L ¥

places to click: Top and Bottom. o " | Wonder Where the £ 0@ 00000027

The Top click is a simple, one step Bl s | -

action that does the default command. ; * FLOWERS

The Bottom click gives you more

options.

Try it: Review the Paste Options

Go to the Title Box.

Select: FLOWERS :

Go to Home ->Clipboard-> Copy.
Click in the Text Box on the bottom.

- EERE it PO
g e Broadway 48 T A A

Go to Home ->Clipboard-> Paste. Reset
[ 5?:;:“7 "5 Section ~ | EEB abe £~ Aa- |
What Do You See? If you click on the e Font
bottom part of the Paste button, you -
will see the same Paste Options that E x
you saw earlier. —
Paste Special... 'CF" ____________

OK, you can click off. Just a little more I
discussion on Paste... Sprin Has Sprine :

|

" | Won

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Use the Paste Options
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Home ->Clipboard-> Format Painter

Use The Format Painter

it et Deign Sonsleni Anmaters Shde Thew Redew  View

uary

e o AP EEe e el BNNOOO Eo G e
Say you wanted to copy the formatting S & Se < siam u ¥ ALLDOOL o] Q_?’ L shase Ovtine
from the word FLOWERS and applyitto ~ ..." Eep] | MRG0 e B K T
another slide. There is another way to use E Pa.ste °
the Format Painter. Here are the steps. . "

v~ Clipboard ra | . m .
1. Try it: Select the Formatted Text | ‘ The as Riz
1. Select: FLOWERS. B — -
* Click to add text
2. Try it: Select the Format Painter
Go to Home ->Clipboard.
Click on the Format Painter. o

What Do You See? Your mouse should
have a Format Painter. Whatever you
"brush" with the Format Painter will be
big, bold, underlined and green.

O-——=0--=-0

3. Try it: Use the Format Painter
Go to Slide 3.
Click on: Grass.

The new text should be formatted the
same as the text you highlighted initially.

) = o o o e e s [(]  ——————————————————— ———]

| Wonder Where the ﬂO’mlz?

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Use the Format Painter
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File ->Save

Save Your Presentation
B ALLD DO

&
This is a good opportunity to Save the Spring slide E‘ “a ? A b : .
show. This slide show is the first of many Microsoft ...~ = " Elﬂi]i!;ﬂ ik - B D) n ; S -
PowerPoint presentations that will be combined. =3 -

L Smane Outing = g, Beplany =

uary

Pee— o | KA W B :-.-.;*:ru_-ﬁ' | N e [ e ] Eﬁ “#"-ﬂ" Hyrea
Gk
sty

Microsoft PowerPoint 2007 and 2010 have a
different file format than previous versions of the
PowerPoint software. This lesson will also show !
how to use Save As to create a version of your : * Click to add text
presentation that can be opened in PowerPoint 97-
2003.

Keep going...

Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery
7.1. Save presentations: Save as PPTX
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File ->Save
Save Save Save T S A g ————
There are three parts to saving a file: ::. Infarmation about Spring Has Spring
1. Where are you saving it? e ChudeartbabDeceneepdog Hes ipdog agt
2. What are you calling it? 2 s R . il
3. What are you going to do? SAVE! of owa S seencan spen copy wnt charspe any partof e presardaion H—i ’

Pt
Prasartacn « Piapan

Here are the steps to save your work and L
find a folder to keep it in. hw L P torShaing

Beimr hasal thes. i, ot i 18 o] ividideri

F Chack o Drawrerdl propeter) endl mdbeor'y nme

Try This: Save a Presentation Sore 830 — —

Go to File ->Save. — . e
s SIS

What Do You See? This is the Microsoft T Vansome 3‘”’:,:;”‘_‘; i P

Office Backstage. The Backstage includes ] o, 535 A ki :

information about the file Permissions, ] Ty 157 Akl Cndanres

Versions and Properties. Ratsd Denamiets

Keep going...

Insert

Save or Save As? Both options take you to the same window. You can use Save As to
create a different version of a document.

Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery
7.1. Save presentations: Save as PPTX
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File ->Save

Wda- g S e e L
Save Options i? T - I——
1. Where Are You Saving It? J & ol BN, s ALLDD
By default, Microsoft PowerPoint opens : = =
the Documents folder on your computer's R e ————
hard drive as a place to save it. You can
use the Documents folder if you wish.

2. What Are You Calling It?
Type the File Name: Spring Has Sprung.

What Do You See? The new file type for
Microsoft PowerPoint 2007 and 2010 is
the pptx format. The pptx format
conforms to the new international Open
Office standard.

3. What Are You Doing?
Click on Save.

[4e PonePort Presertamen
Subyect: Spechy the wbyect

I Save I ’ Cancel ]

Click to add notes

When you click Save, your slide show will ooy v &

be named, date stamped, and stored in
the Documents folder. Save as type: | PowerPoint Presentation

File name: Spring Has Spring

Authors: eBeth

Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery
7.1. Save presentations: Save as PPTX
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File ->Save As-> PowerPoint 97-2003

Save As Office 97-2003 R —
When you save a presentation in ::“ Information about Spring Has Speing
Microsoft PowerPoint 2007 or 2010, you P . S
should be aware that this is a new file i v PP : i i
format and that companies with a o e S ovemecmope com, st chingnam o e prartston
previous version of Microsoft PowerPoint m et P—
might not be able to open or edit your Heces ;
work. Miw - Peapars for Sharing

- B =y
Here are the steps you can take to create .. = R
a copy in PowerPoint 97-2003. - . e

e "_.:‘ 8] Todry 1550 AM |maoe
Before You Begin: The Spring Has Qa Vantaa® :j“:nﬂ: . eoind Prasie
Sprung.pptx presentation that you saved ] Tec, 535 A8 tutes
on the previous page is open. ] foc 17 AL Crctoues

Try it: Save As Previous Version :
Go to File ->Save As.

RIfd & - 0T

Keep going... Home Insert
[ save

| Save As |

Memo to Self: Are you as old as the Computer Mama? The last time anyone had to
consider which version of PowerPoint you should share was in 1997.

Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery
7.1. Save presentations: Save as PPT
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File ->Save As-> PowerPoint 97-2003

Save As Office 97-2003
1. Where Are You Saving It?
You can use the Documents folder.

uary

2. What Are You Naming It?
Type the File Name: Spring 97-2003

What Do You See?

The file type is Microsoft PowerPoint 97-
2003. It is the ppt format. This is the file
type that is still used by many businesses,
schools and government departments.

3. What Are You Doing?
Click on Save.

te Pomed it Punartascn
bpect: [Spectly the tuyect

I Save I ’ Cancel o ——
When you click on Save, your
presentation will be named, date Oick 1o add nokes
stamped, and stored in the Documents
folder. File name: Spring 97-2003

Save as type: |PowerPoint 97-2003 Presentation

Exam 77-883: Microsoft PowerPoint 2010
7. Preparing Presentations for Delivery
7.1. Save presentations: Save as PPT
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Where Did You Save It?

All of the Microsoft Office programs save
files in the Documents folder. You can
change the default location if you wish.
This setting is under the File menu, with
the AutoText options and other tidbits.

uary

Review the Default Location for Saving
Your Presentations

Go to File ->Options.

Select the category: Save.

What Do You See? You can use the
Browse button to find and select a
different folder to be the default location
when you Save a file.

Cancel out of these PowerPoint Options
without changing the default file location.

Very good.

File ->Options->Save

.
-:.I & ] N | ® e ] o Jj i foa
| = AL LD os[e] ’ = e
- b v —_ i ol
Pasta Lt " & P
i Al I R
e S EEE————————————e—eeeeeeeeeeeeeeeee ey | =1

H Cumtomans how decumants 3t sved

g g

e prrarrdalaan

[ ] Sk T [ PP P EI
P ¥ Lavs ol pomre iformaben ey 10 L gebn
T LT T T T [ —
Lagefroovee bl lurben OOy aBet Apeliele i pemang’ Ky o Powe o)
Lokl Dooame

DHfault ffe Raten

ey sty b bot Goemenk managir wren e

Svr iR thed-odd Ve 1
T TR p——

& Tha Qffer Coosmend Cacha

General .
Customize how documents are saved.
Proofing
l Save ] Sawve presentations

Language Save files in this format: | PowerPoint Presentation EI

Save AutoRecover information every |10 = minutes

= Advanced
Keep the last autosaved version if I close without saving

Customize Ribbon
AutoRecover file location: | Ch\Users\eBeth\AppData\Roaming \Microsofthf

Quick Access Toolbar Default file location: | Cilsers\eBeth\Documents',

Exam 77-883: Microsoft PowerPoint 2010
1. Managing the PowerPoint Environment
1.4. Configure PowerPoint file options
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(+] [T [ ETE ST Rpamaad (RS FTER L TSR TS [ [P = i
E B e = hics 2 EBe sen i BOO000 B @210 A0
Pustn s = el e A (EEEE B L} gy o e Qo C
Lesson Summary ki) e e (i L £
So, Hello Microsoft PowerPoint. B | Oulee | x|

This lesson introduced the Font L
options on the Home Ribbon.

| Wonder Where the £/ 0 @0 00001z2?

The next lesson continues with 5 o A a
another Home Ribbon Group: v FIOWETS
Paragraph. B

Allez, allez in free.
You get the cookie.

Etayout~ [ ipn Body) <132 v A A |® i=-i=-
Reset

1 ﬁv b - b g E
"=} Section ~ B 7 U § abe Y- Aav | A ==
Clipboard = Slides Font T Paragraph ra

[T

[0

[Tl

[0

|
o
=
b

4

1
LI
4
4
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Practice Activities

Lesson 2: Hello, PowerPoint
Before You Begin: Start Microsoft PowerPoint 2010.

You should see a new, blank presentation.

Try This: Do the following steps

1. Start a new blank presentation.

2. Add the Title: Wishes

3. Put your name as the Subtitle.

4. Add 4 more slides. Add the following lines of the poem,
with each line on its own slide.

If wishers were horses, then beggars would ride

If turnips were swords, I'd have one by my side

If ifs and hands were pots and pans,

There would be no need for tinker’s hands.

5. Select slide 2 and format the word Wishes in the font
Snap (or a bold font of your choice). Change the color to
orange the font case to Uppercase.

6. Select slide 3 and format the word If to be bold, italic, and
blue.

7. Select slide 4 and format the font size for the words “pots
and pans” to be 28 point

8. Select slide 5 and apply double strike-through to the word
tinkers. After tinkers, add the word tinsmith’s.

9. Copy the word wishes from slide 2 and paste it on slides 3
and 4, so that wishes is formatted the same on all three
slides

10. Select the word If on slide 3 and use the format painter
tool to format If on slides 2, 4, and 5 the same way.

11. Save the file as Beginning PowerPoint Practice Activity 1

Comma Training Page 52

Test Yourself

1. Which of the following is true?
(Give all correct answers.)

a. Word edits documents

b. PowerPoint makes slide shows
c. Excel makes spreadsheets

Tip: Beginning PowerPoint, page 27

2. Which of the following is in the Font
Group? (Give all correct answers.)

a. Size

b. Bold

c. Italic

d. Color

Tip: Beginning PowerPoint, page 32

3. The Title slide is formatted the same
as the other slides.

a. True

b. False

Tip: Beginning PowerPoint, page 30

4. What commands are found in the
clipboard group?

(Give all correct answers)

a. Copy

b. Cut

c. Paste

d. Format Painter

Tip: Beginning PowerPoint, page 41

5. Which is the new file format for
PowerPoint 20107?

a. .pptx

b. .ppt

c. .powerpoint

Tip: Beginning PowerPoint, page 47




PowerPoint 2010: Creating a Presentation

ke P is for Paragraph

On

uary

e

Beginning PowerPoint Objectives ﬁ" vy e
In this lesson, you will learn how to: - e e B x| =R BN 3y [ avere W
1. Review the Spelling and Mini Toolbar options ¥ ,1‘:;._'_:-:.. PO S A EEEAE N n o ha :_‘“‘."’*a“:.‘.f-::r::-- I
2. Locate the Outline and use the Home Ribbon to B e . 3
add new slides to the Outline View ' g forard, Tl Rack

1 Thee Wind Wi, Thes it Bew . .
3. Use the Paragraph Group to format the Bullets - me s fr men i snese And it is Colder Than Usual!

4 Spring Has Gone i
4. Modify the Bullets and choose a different symbol . s siss 1t
5. Use the Paragraph Group to change the e 1. January
indentation on the bulleted lists L by 2. February
6. Format and modify a Numbered List " i Comes b ke 3. March

& s B ke s Laens 1. Comes In Like a Lion

7.Edit the Line Spacing between the paragraphs

8. Modify the Text Alignment, Direction and
position within a Text Box

2. And Goes Out Like a Lamb|

A
2= = 3= I

14
U]

I

i

il
Il
il
4

Click bo add nobes Paragraph =
© 2011 Comma Productions LLC

ShdeTol] | "Office Trame™ | o ] e - +)

B
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1. Readings
Read Lesson 3 in the PowerPoint guide,
page 54-80.

Project
A presentation that uses custom text
editing with the Paragraph options.

Downloads
Spring Forward, Fall Back.pptx

2. Practice
Complete the Practice Activity on page
81.

3. Assessment
Review the Test questions on page 82.
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Lesson 3 : P is for Paragraph

Home Ribbon

s e = .
j & ‘j Hayout~ [y Body) ~132 ~ A A |2
= g

Paste

-

Clipboard =

J

P_E|Reset
Mew .
Slide = ESECHGH -

Slides

B 7 U 8 abe M- Aav | A~

Font Ia

le

Mmoo
i

4

- 2_

I
4
ki
[
¥
|

(il

WII
I

n

Paragraph s

1)

Menu Maps

From the Home Ribbon.

. Home ->Slides-> New Slide, page 56

. Home ->Paragraph->Increase List Level, page 63

. Home ->Paragraph->Bullets, page 65

. Home ->Paragraph->Numbering, page 69

. Home ->Paragraph->Line Spacing, page 73

. Home ->Paragraph->Alignment, page 76

. Home ->Paragraph->Align->Bottom, page 77

ONOAAPRWN =

. Home ->Paragraph->Text Direction, page 78




Working with Text

improve the show?
Good questions. Let's look for some answers.

' Home Insert Design Transitions Animations
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i |:| [ Layout - A
b b _|ﬂ|,
B E Reset
Paste Mew g AV
- Slide = 3 Section - B I U abe o Aa” |

" Clipboard ni| Slides | Font

Slides | Outline | X

There are several methods for processing information. In general, people focus on either the Text, Pictures, or

Music. Microsoft PowerPoint has tools, tools and more tools for formatting the Text. This lesson will look at all of
the options available in the Paragraph Group. As you go through the various examples ask yourself: what is the
purpose of the formatting? Will it draw attention to your message? Is the Text easier to read? Will this formatting

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

pR(P1! e - |

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 example on
this page, then you are ready to get started.



Home ->Slides->New Slide

E r-)k
e
E ono

Before You Begin B T \DoD L S 5 3
This lesson will show off the options in the : — L csam m F ALLODC: o Zese Ot - Butegc -
Paragraph Group. The options include: Bullets, = —  — e = | 1
Indentations, Alignment, Columns, Line Spacing,
Text Direction and More. Let's begin by adding a
couple slides and typing the titles. Click to add title
1. Try it: Create a New Presentation P i
(F?'%ir;npt:\s’grzpomt' You should see a new, blank Home Insert Design Transitions Animations
Go to Home ->Slides->New Slide. N &) Layout ~ p—
Please add 5 blank slides. . S TM TIA A |
Past | AV
Keep going... oE 5““, "5 section ~ B 7 U 8 abe £ Aa- | A
Clipboard = Slides Font
Slides | Outline | X
5 L
" M

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides
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2. Try This: Add S
Select Slide 1, type
Select Slide 2, type
Select Slide 3, type
Snew.

Select Slide 4, type
Select Slide 5, type
Select Slide 6, type

Keep going...
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Enter the Titles

Home ->Slides->New Slide

- e Coupn arvilaen ‘mwm““-‘” Feeen Vew Assner Forman o
M2 o [ atotng [ T W E.E. gl BNNOOO0 Ea [ Reere: A
ample Text to the Titles o a ) e e e = F Jtm[ﬁniofzwm P—
: Spring Forward, Fall Back ...~ = G e S el
- The Wind Riz, Then it Blew. = s« — — —
: The Rain Friz, Then it
: Spring is Gone. ‘
: Fall has Fell, o
: Winter is Here... ’
Spring Forward, Fall Back
Click to add subtitle
M
T G- mm e m oo 9
Spring Forward, Fall Back
_____________________________ P

Click to add subtitle

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text
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Review ->Proofing->Spelling
Spelling Checking
Ogden Nash, American poet, liked to play
with words such as 'Riz' and 'Friz'. This
Spring poem is giving the Microsoft Office
Spell Checker fits. The Spell Checker ';

has highlighted each word that isn't in the
dictionary with a red, wavy line. ’

T Cantn preacings ¢ o
F
LB S A ERIE RN,

Sades bt

AN % EeEe e s B BN 2 &

=
4
3

Porozren
>

What are the options? * Click to add text

3. Try it: Check the Spelling 3
Go to Slide 2. Fyp—

Right Click the word: Friz.
Eﬁ)
EI\AL 0

RN AAAAN Snow
Sinew
Sew
Skew
Slew
Ignore All
Add to Dictionary

? Spelling...

What Do You See? The Spell Checker
offers several words from the Dictionary.

The other options include Ignore All and
Add to Dictionary.

Select Ignore All
(The poet spelled 'em rite)
Keep going...!

Exam 77-883: Microsoft PowerPoint 2010
6. Collaborating on Presentations
6.2. Apply proofing tools: Use Spelling and Thesaurus features
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The Rain Friz, Then it Snew:
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@ Home ->Font

The Mini Toolbar e e T
When you right-click or highlight the text & s 5550 F 85 B S0
you may see the Mini Toolbar. The Mini .~ s 1 e e
Toolbar has a short list of the Font options = == s = e T A .
on the Home Ribbon. The technical term i S— | v |
for this is in-place activation. {

uary

PINEBA-B-Z-V

Winter is Hez<x.. 4

4. Try it: Format the Title
Go to Slide 6.
Select the word: Winter.

* Click to add text

Use the Mini Toolbar to format the Font:
Font Style: Italic

Font Color: Blue

Very good.

Calibri [F =

13g

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Change Text Format
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E N B ol x5 Em e BON000 @ o A 1
H Puctz e BUg ST A E[fEE @ B L} gy e e '+ prgni
Use the Outline AN o b A R =
: With PowerPoint, you can click in the Bt | D | =l =
Text Box and add text directly to the g x‘m’_":"::::
slides, or you can use the Outline to 55 Tom e i, T Winter is Here...
get your thoughts together. You can + = Spring an Gone
see the Outline tab in the upper left 08 Fall e Fan
hand corner. O * Click to add text

1. Try it: Use the Outline
Select the Outline tab.

5]
What Do You See? The Outline lists

all 6 slides in this presentation. You |
can navigate from one slide to another |

by clicking on the little slide icon.

Slides | Outline x Slides | Outline |
Keep going, please... 1 - 1/ | Spring Forward, Fall Back
. 2/, The Wind Riz, Then it Blew

3. | The Rain Friz, Then it Snew

Soring Forwerd, FallBack

4|/ | Spring Has Gone

t/ .| Fall Has Fell
5 Winteris Here...

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides: Use an Outline
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Organizing Text

There is something interesting built into the
Outline. You can organize the slideshow by
rearranging the slides. Drag and drop
editing: it works like moving a picture.

2. Try it: Edit the Outline

Go to Slide 6: Winter is Here..

Click and hold your mouse.

Look for a four-headed arrow when you
hover over the little slide icon.

As you drag and drop the slide, you should
see a horizontal line that lets you know the
current position.

Go ahead and scramble the outline.
Then, drag it back to the correct order when
you are done practicing. Keep going...

Memo to Self: The arrows in this screen
capture have been exaggerated so that you
can see them. Your mouse will prolly have a
much smaller symbol.

Nosiiars e Cade Unim P

{ & Bt e ptngc-[4 - A ® EepEe e e BN 2y
. S & ) Reset A1l O,
"~ | PIU MM A A EEIE N O
P frosH Fort . Porgash ooy
* | Cadbme — — — — S

t e Spring Torward, Tall Rack
En The Wind Sz, Then &t Slew
3 The Kain friz, Then i Snew
< Winter s Mere...

s Sprieg Has Gone

e Fall Was Fel

=
-

* Click to add

Winter is Here...

text

iy

Slides Outline |

1. | Spring Forward,

Fall Back

2. The Wind Riz, Then it Blew
3. The Rain Friz, Then it Snew

is Here...
Spring Has Gone
& .| Fall Has Fell

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides: Use an Outline
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A T ————— TV e - .o
“ —— R S Sade how Reven View  Aowae =@
E N 4 ) ] _“I"":" Cotanpusang M4 * A'x" # E.E. @ lE B\ NOeo J_J g > ‘M::-M_ 3
Working with the Outline S | A | B N 8 A A PRSI B A0 TR =
: The text boxes on the slides are dynamic. =& o &l 3
You can manipulate the text--and which . :"'”’::‘t:l:
text box it populates--by promoting and ) The Rain Friz, Then it Snew And it is Colder Than Usual!

demoting the indentation.

3. Before You Begin: Add a new slide

Go to the Outline view.
Select Slide 6.

Place your cursor at the end of Slide 6.
Hit the Enter key on your keyboard
You should see a new, blank slide.

Type: And it is Colder Than Usual!

What do you see? The text shows up in
the outline as well as the Title on the

slide.

Keep going, please.

Memo to Self: An Outline is a useful
function in both PowerPoint and Word. g
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R — * Click to add text

Sidesl| Outline |

1/, | Spring Forward,

2/ The Wind Riz, Then it Blew
3/ .. The Rain Friz, Then it Snew

.| Fall Has Fell

& .. Winteris Here...

.| Spring Has Gone

Fall Back

7 And it is Colder Than Usual! l

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides: Use an Outline
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Increase and Decrease
Watch what happens when you
change the indentation, or List Level,
on a slide title.

4. Try This: Change the List Level
Go to the Outline.

Select Slide 7.

Go to Home ->Paragraph.

Click on Increase List Level.

What Do You See? When you
Increase the List Level the title on

Slide7 will become the text on Slide 6.

Try it: Decrease or Increase

Use Decrease List Level to move the #ssss e

text back to the first level on Slide 7.
Keep going...

Home ->Paragraph->Increase List Level

20" bl

L

-
Shde *

— x -
re "E
e 1 A

Spring lorward, Tall Back
The Wind M, ===

Caton Bed R AL ®ENE-ee ¢ )

B/ U S A A-FEER .
Porn Porrzach Tvewrg
-

™he ko b, Slides Cutline | Ene...

Sprng Has G
ol st

Winter s Heww
» And 1t o Cokdy

Spring Forward, Fall Back
The Wind Riz, Then it Blew
The Rain Friz, Then it Snew
Spring Has Gone

Fall Has Fell

Winteris Here...
= And it is Colder Than Usual!

Winter is Here...

* And it is Colder Than Usual!

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides: Use an Outline to Change the List Level
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Create Bulleted Lists

Technically, this is called promoting or
demoting the List Level. It is done with the
Increase and Decrease options in the
Paragraph group. You can use these buttons
to create bulleted or numbered lists.

uary

1. Try it: Create Bulleted Lists
Click in the bottom Text Box.
Type: January.

Click Enter on the keyboard.
Type: February.

Click Enter on the keyboard.
Type: March.

Click Enter on the keyboard.

What Do You See? Each time you click
Enter you should see a new bulleted item in
the list.

Keep going...

Home ->Paragraph->Increase List Level

DR* R O it
ot | bornOcior | Soncmens ket . - Qo
" e R R A - e e U0 BN & g2 o
~yteren ¥ X Il A D —
7 7 ;:«: woea: P70 QA A EEIE B 5 g 230 e ',;l.:f. ' Shape tWeats - g Selea -
. - .
S | O x

Spring forward, Tall Back
The Wind Niz, Thes R Bew
The Ran Friz, Then it Snew

And it is Colder Than Usual!

Fall Mas Fel '

* January

Winter s Heww
+ (o] And it I Coblor Thas Useult -

Slides | Outline | ' X

1 Spring Forward, Fall Back
2 The Wind Riz, Then it Blew

3 .. The Rain Friz, Then it Snew
4 Spring Has Gone

3 Fall Has Fell ? ——————————————
¢\ | Winteris Here... K January
7 And it is Colder Than Usual! :
2 = January :' FEbruaI’y
= February |
= March :
|

. March|

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides: Use an Outline to Change the List Level
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E Home ->Paragraph->Bullets

A0y T, ] Mt Fewed oot TN - - WS-

Choose the Bullets B~ O e N I e ~ooh e E s An -
H H . - Conte: Bedy ' A % EE. R 4 . » 4
PowerPoint automatically puts bullets in front - s 50 5 o o B LA
of the text. It is one of the long-standing jokes ..." = " aieh | - . N i S AT == 2
that "bullets" is a good name because that's e a . o |
what happens to speakers who use too many ’::::::_: o .
of them! <small grin> o R 1 T & s 2 ¢ rThan Usual!
. Sprng Han Gone aare Bot

You can change the bullets. —vo-trsell] ayfl > y

'l And it is Cobfer Thas Useal > ’
2. Try it: Choose the Bullets * d— *Fs .
Select the type in the Text Box, just as you * March = March
would highlight text in Word.
Go to Home ->Paragraph.
Go to Bullets and Numbering.
Select: Filled Square Bullets.
Keep going... .

And it is Colder Than Usual!
¢
— = January :
= February
= Marc h\

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Change the formatting of Bulleted and Numbered Lists
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Format the Bullets

In addition to the circles, squares, check
marks and puppy paws, you can choose a
different Symbol or Picture for your bullets.

uary

3. Try This: Format the Bullets

Go to Slide 7. Select the sample text.
Go to Home -> Paragraph->Bullets.
Click on Bullets and Numbering.

What Do You See? There are two tabs in the
pop up window: Bulleted and Numbered.

What Else Do You See? You can edit the
Size and Color of the Bullet or Number.

Keep going...

Home ->Paragraph->Bullets->Bullets and Numbering

e -0 0
Meme et Celign  Sunaleen Aneaters Shiethew Revew  View A Foman

B e Cumame R v A » [BFE- .',IM B\\NO00
Da Do A% G ALLDTO;

" ¥ ) &
Pucts W P/ U S MM A EEIE N SN E Yo M’EEKM b :
« T tate- mesc B IONL RS m.amm- ..m
Chpbanrd o ey Fot . . Trewey
R o
e @

300 Tha Wind i, Them i S Bulletsand Numberi

10 The Rain Friz, Then it Snew
4 Spring Mas Gone
5 Fal Mas Fel
o Winter s Moo
T And itis Colder Thas Useal
* Janeary
* Febnary
* March

() ’, ()
0’. ..0 0.0

Size: % of text
colr

Reset

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Change the formatting of Bulleted and Numbered Lists
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Define the Bullet: Use a Picture
The Picture button offers little images that match
the Themes in Microsoft Office 2010. You can
also select your own picture. Keep it simple!

=
4
3

How Did We Get Here?

Go to Slide 7. Select the sample text.
Go to Home -> Paragraph->Bullets.
Go to Bullets and Numbering.
Click on Picture.

4. What Do You See? When you select Picture,
you can review the Picture Bullets and select
one if you wish. Keep going, please.

Home ->Paragraph->Bullets->Bullets and Numbering->Picture

P 00 v TR T errtstond - borieh Pomrsbout 0 IR | T WG |
n " " v w—tions  ThgeShow  Revew w  Aow " -t @
- oull ¢ 18 . » 2 4 - - -~
L & J Lapot o Dol n Ao » iERE e @ s l.‘ J e | l‘gmu Mrod
Q¢ o L ' LL& v - by o Tope Outne « 2, Replace
Fae g | o oren: B I U Q- po- A-EEIE B 5 By e T s < gt e+ Setea *
Nobswd Sader Post 5 Por o mon Copamg 3 Loty

T Pl Has Fel ‘E"" L o
¢ & Winter ks Were.., L ]a Puture % :,'“
v

‘() And & s Colder Than Ususl P
. :::;, " F 1 7 e cortert ham Ofce com .
o March - M ‘ j ”
F e ; v
Picture Bullet - X -
Indude content from Office.com
-
(3
] E
* BROT ™ (- Ofex

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Use a Picture for Bulleted Lists
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Define New Bullet:

Use a Symbol or Wingding
5. Try This, Too: Customize the Bullet
Go to Slide 7. Select the sample text.
Go to Home -> Paragraph->Bullets.
Go to Bullets and Numbering.

Click on Customize.

=
4
3

What Do You See? When you click on
Customize, you can review the Fonts and
select one. Stars, bars and shapes can be
found in Symbols and Wingdings. The screen
shot on this page has snowflake symbols.

OK, OK. That's a good review of bullets.

Home ->Paragraph->Bullets->Bullets and Numbering->Customize

B e * Cmnmen 2 AN ® EE. s B BN Jd 28 apera - N res
". ' b L = L LLO0 . - W L Shape Ovtime = %, Replace *
” hea . Aa* . . L Awange

™ 7 e tennac P H MM A EEBIE N 30 ::,’..«wn-.m- o Selen -
wesrd e -~ Faagaen . trownng . Laneg
il “ x

) The Rain friz, Then & Seew
+ i Spring Mas Gone

T Bl s Fel

4 o Winter s Were...

P And s Colder Than Usualt
» Jarwary
» February
- March

And it is Colder Than Usual!
®

—_— i%]anuary

#February

i:{E:March

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Customize Bulleted and Numbered Lists
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Home ->Paragraph->Numbering
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’ni- Ha-d =
Apply Numbers — Hasr I:IITWTHM Timtideeni  AfsmseH hn-i.:o-. Friva .hnm-m:m .'.i-.‘.-l. — o = a g
. 1 e L - EN RS S el o ;
Many people prefer numbered lists. Here - e 00 00 LT e S R e~ S SRS
. . = | shage Cjiensa - rid 1 1 I+ - o etnomi s o deen

are some Numbering options. B e fom A I - 3 % —— |7 g 1
i | Cdiemn | £ ......................... 3 k1] 1 =

1. Try This: Apply a Number Format e ' A "

Go to Slide 7. Select the sample text. A — - o . Than Usual!

Go to Home -> Paragraph. i8] Spring Maw Come

Click on Numbering. R 1 Jal . )
¢ Ml [ I Colder Than Usual! ' [ "

What Do You See? When you click on . L v —

Numbering, you can review the options in o
the Numbering Library.

L

March

Please choose the first number format
from the Library. Keep going...

What Else Do You See? If you want to
remove the Bullets or Numbers, you can
select None from the Library.

e T T | o8

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Customize Bulleted and Numbered Lists
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Home ->Paragraph->Numbering>Bullets and Numbering->Numbered
E 2 d 0O v T Prartpiend - Wicorseh Pearbood " R -, - G s T T
Working with Numbers e ¢
: Different slides in your presentation may - e T Emam m X ALL900: B Zmeom Gt
need to Continue the numbers from a i S , iy R e S 0 o 2
previous list or Start the numbers at one, = A i |
again. Here are the steps. e —
- mmi e nime | Bullets and Numbering SRR [
2. Try This: Change the Numbering 48] Syring Wes Come I’
Go to Slide 7. Select the numbered list. y— vl || [Bulleted | Numbered
Go to Home ->Paragraph->Numbering. Aa::_m_".,,,.,_,.
Go to Bullets and Numbering->Numbered. .
Go to Start At and type:9. 3. March 9 9) IX
Click OK and review the results. ’ ’
The numbered list should start at 9. None 10. — 10) — X —
11 X

Try This, Too: Restart the Numbering at 1
Select the numbered list.

Go to Home ->Paragraph->Numbering.

Go to Bullets and Numbering->Numbered.
Go to Start At and type:1.

Click OK and review the results, please.

The numbered list should start at 1, again.

Keep going...

el ot | OfceTreme’ B

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Customize Bulleted and Numbered Lists
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Home ->Paragraph-> Decrease List
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Multilevel List Formats I =~ B s e
. . . . . B ] 5= Cnllot (B A x| % E-EnEEls . © = o M b ’
A Multilevel List organizes your information = =% 0 L e ALLDG 0 “E S meoume s & bapae
into topics and subtopics. These lists canbe ...~ “ " B X oAl i I e Rl i 3
formatted with the Increase and Decrease R O~ [ Y
buttons in the Paragraph Group that we - :“m"‘f:m:'.:
looked at before. 1 T R, o & S And it is Colder Than Usual!
. Sprng Has Gone 2
3. Try It: Create a Multilevel List il
Go to Slide 7. é:‘:’_w"‘__ 1. January
Place your cursor after March. 3o it 2. February
Type: Comes In Like a Lion oy ‘ 3. March
Go to Home ->Paragraph->Increase List. 2. And Goes Ot ke 3 Lamb 1 1. Comes In Like a Lion
2. And Goes Out Like a Lamb
What Do You See? The new type is now
indented under March on Slide 7.
Try This, Too: Add to the List
Place your cursor after: Comes in Like a Lion.
Click Enter to add a new item.
Type: And Goes Out Like a Lamb.
Keep going... i3' March i
$hde? | . . I
1. Comes In Like a Lion
|
° 2. And Goes Out Like a Lamb .
| I

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Customize Bulleted and Numbered Lists
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Home ->Paragraph->Numbering
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More Number Options I s — :
. . L & | Brrt® cpamonn -3 AN % = E e SN 4 i saee 8 e

Say you wanted the indented items to be e A RA . T om0 ¥ e A o) 2 e e Gt
formatted differently than the numbered style. ...~ " i , - 4 POl T S el 4
Let's look at the options. N e —— . 4 8

1 Spring Torward, fall Back

P The Wind Kz, Then it Blew " 8 b
4. Try it: Format the Multilevel List b The ol i, Them & Snee - : s 2rThan Usual!
Select the last two items, only. $ 8] Syring Mes Gome
Go to Home ->Paragraph->Numbering. S e o .
Go to Pl And s Colder Than Usualt d ~
Select: a), b), c) 1 e r——

: o-.c:nu = Uke & Lion 3. wraren

What Do You See? The indented text is ¥ And Goos Ont Lt o Lamd a) Comes In Like a Lion
formatted with letters. If you add another item b) And Goes Out Like a Lamb
it will be numbered with c).

OK, that's enough about numbers.

S T

Oick 1o add notes

‘3. March
| a) Comes In Like a Lion
® b) And Goes Out Like a Lamb

Y T —

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Customize Bulleted and Numbered Lists
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E Home ->Paragraph->Line Spacing

ﬂ 200

ld9-0 0
Format the Line Spacing a‘,‘ M e T e
The amount of space between two lines of - e T mmEmm Mt PO o o St
type is called leading. Think back to the days ..~ " P S g T
when type was set in wooden presses. Thin Sy Oviee & =
blocks of lead were placed between the [ p————
letters so that the "Descenders” (the parts of | . v v s« soew And i =====r Than Usual!
the letter that go below the line) do not touch  « . spieg Has Gone
the "Ascenders" (the top parts of the letter.) e ::_"'
. . . . *(E Amd R s Cobder Thom Beuel 1. January
Microsoft PowerPoint uses Line Spacing to Rdu—
edit the leading between the paragraphs. - T
5) And Goes Out Like A Lamb 2. Februafy
5. Try it: Format the Line Spacing
Go to Slide 7. Select the list. 1 3 March
Go to Home ->Paragraph->Line Spacing. i
What Do You See? The Live Preview lets . = 5= [+— ]“fi' = L] D
you see the difference between 1.0 and 3.0. = = ' = :\ —\.' -
= == |=g4|V]| 10
Keep going... === =é ;
Paragraph L3
20
2.5
3.0
An d i Line Spacing Options... A

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Paragraph Line Spacing
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More Line Spacing Options

The 1.0, 2.0 and 3.0 leading are the default Line
Spacing. You can edit the Indents and Spacing
if you wish.

=
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6. Try it: Format the Line Spacing Options
Go to Slide 7 and select the numbered list.
Go to Home ->Paragraph->Line Spacing.
Click on Line Spacing Options.

Line Spacing Cptions...

Try This, Too: Edit the Indents and Spacing
Alignment: Left

In Indentation, edit the following:

Before Text: (This is blank because our list has
different formatting for the two List Levels.
Special: Hanging By: 0.56

In Spacing, edit the following:
Before: 3 pt

After: 0 pt

Line Spacing: Multiple At: 1.8
Click OK and keep going...

Home ->Paragraph->Line Spacing->Line Spacing Options

Pl A N0 v T Sy Formtrd ol Boch - Motrosoht Bowed vt TR - v s T G s =TT TR
- A 1T R ¥ AN % = ee s L} ~] v a /.’gtmuv-. M res
- e L a4 1 ot R et Oumne © 2, Replane *
e 7 o maen: B H 8-k A EEEE B p 15 s .2,':,'. o Tt ENemi ¢ Seea
Nobswd jreey Pomt Paragrmon Oepmeng 9 Latng
Shder. dine x
| Spring Forward, Fall Rack o

!
The Wind Kk, Then it hew |
} e The Raln friz, Them & Snew |

And it is Colder Than Usual!

|
<)

+  Spring Mas Gone
Pl Has e
) At o i
1 Jaseary
3 = Indents and Spacing |
~re
General
Alignment: |Left EI
Indentation
Before text: | Spedal:
Spading
Before: Ipt +| Line Spadng: | Multiple EI At
After: 0 pt =
oelet?

HangingEI By: |0.58" =

1.8 =

[

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Paragraph Line Spacing
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Positioning the Text

E y
E Home ->Paragraph->Increase List Level

" . . 5] It e [N K0 ERE e el BAAOO0 - B dweatn | e
There are two different alignment options =+ == e A e A TR0k o o ettt -
that edit the position of the text. First, the ... " S , i 2 i A a7 | 2o
Paragraph Alignment formats the text: el
left, right, center and justified. ' P

Winter is Here...
L ]

Before You Begin: Add Sample Text

Go to Slide 6. Add the following: * Let it snow!

Let it snow! )
Let it snow! — Let it snow!
Let |t SnOW! g Faill iy Fpll * Letit Iﬂﬂ'ﬂ'q

Select each phrase and edit the List
Level:

Go to Home ->Paragraph.

Click on Increase List Level.

What Do You See? Each time you
increase the List Level the text is
indented more. The text is also a smaller
point size. The bullet is different as well.

Keep going... e TTTE

* letitsnow!

.~ —Letit snow!

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Change the formatting of Bulleted and Numbered Lists

Comma Training Page 75



y
Home ->Paragraph->Alignment

-

Paragraph Alignment e
7. Try it: Format the Alignment o e e A e m F ATLND00: D B o ¢
Select the first paragraph: Let it Snow! T iy : Ty B T ™ Al

Go to Home ->Paragraph->Alignment. [ e— [ r—— T —
Select Center. . Soring s Gone

=
4
3

.\‘:.

f?‘gtﬁ

| Ovtine |

o

Winter is Here...
A L J
iz* 13- P |
=7, ‘ * Let it snow
- | _
< — ‘ - Let it snow!
‘,

* Letit snow!
Paragraph a

Iy ﬂ
m (D

Il
M«
M
== ¥
TR
il

Fall an Fell

the bullet formatting, should be centered

What Do You See? The text, as well as 4
in the Text Box.

What Else Do You See? This formatting | v

is applied only to the text that you select. \ . .
i Winter is Here...

Try This, Too: Format the Other Text |

Select the other two paragraphs.

Go to Home ->Paragraph->Alignment.

c

Select Center. — i * Let it snow!
i
|

— Let it snow!
* Let it snow!

Please keep going...there's more.

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text.: Alignment: Left, Right, Center
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Home ->Paragraph->Align->Bottom

P 00 T g ool £l To TV Pt W = 7= WU ..~ o
Text Alignment .

- Baet  Cesgn  Sunleen Aematens ShseThew  Revew  View  Aceas Forman =@
. . e WUt cpaget M- A0 % [EHE e e I BN B i Sva s L e
The second Alignment option J T pyea O ) A1 L0500 D Do Gt AL
€ Pt e wwoa: B AU S MoA A EEIE N Br e T e < Sasetves 1y Swa D
positions all of the text within the Text . — B ! moran =] 1 'i Al | fyerat =
Box: Top, Middle Bottom. Here are the = == - :
Lprng Han Gone ! [eee

steps. .

=
4
3

i
»ix

8. Try it: Align the Text i =
Go to Slide 6.

Select the text: Let it snow!

Go to Home ->Paragraph->Align.
Click on Bottom. y s i

What Do You See? All of the

paragraphs should be placed in the L
bottom of the Text Box. i

* Letit snow!

G iswere. — Letit !
The paragraphs cannot be formatted e .eL - .inow "
independently: one on top and another "o frenow

in the middle. This formatting applies
to all of the text within the Text Box.

Click to add notes

Keep going...there's one more to go!

And it 15 Colder Thas Usual!

il

Shdebol]  OfceTheme D FETER. YO g +

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Set the Alignment Top, Middle, Bottom
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E r
E Home ->Paragraph->Text Direction

Text Direction e
This last option is fun: Text Direction. A .ﬁ?; e 1 N ;I.';'_""-j’ '":UL. . L::;L" é o
9. Tl'y it: Edit the Text Dil’ection e | Duikas | :_ ................................... § | | p——
Go to Slide 3. ! & .

Add the text: Rain, Rain, Go Away The Ra 2 | wewwe 0 it SNEW
Go to Home ->Paragraph. A )

Click on Text Direction. § | iwan

What Do You See? The options are: e (=] iz . = =
Horizontal The Wired i, That 'l—| F— = ==
Rotate all text 90 — ===
Rotate all text 270 = ===
Stacked ‘ Paragraph

More Options.

Tl Rbird Fril, Thiin

The Computer Mama Sez: Go ahead.
Play with the button and watch the text
rotate. Way cool.

The Ra

S 3 of T | OSax P

=[] ENNOCO

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text.: Text Direction
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ABC | Horizontal
-
=4 Rotate all text 90
L
o Rotate all text 2707
=1
8
Stacked
- Stacke

“fI More Options...

Aemy 09 ‘UieY ‘UIBY «




Mome Bt Ceign  Tasumens Arematians Cade Ui Fovre Ve Ao

E Takg .
E One File ->Save

Save Your Work e R == . i @ % Mros
This little presentation will be used inthe |~ 2w cam P @ Atuedo, [ Wy ot
next lesson that looks at the Drawing gl oy 1 - e ok B e e L
tools that are available for formatting the s | Olne |

Text Box. 1

{
Spring Forwend, Fall of

———
| S——

Try it: Save Your Work
1. Go to File->Save.

2. Browse to your Documents folder. | T —— e -
3. Fill in the blanks i . o inchudes 2locstom R I 2
File Name: Spring Forward, Fall Back. o rewednsenadl ~ . 2

Save As Type: PowerPoint Presentation. | e } t , M ]M ] n . "i
Click SAVE. Pa— S— o baa

et Poweroee Prmentaton
Tage Addatag Sbpact Spachy the subgect

The Rain Fre, Thenit

PN o |

' 1
3
File name: Spring Forward, Fall Back JL

Save as type: | PowerPoint Presentation

Authors: eBeth Title: PowerPoint Presentation
Tags: Add atag Subject: Specify the subject

Exam 77-883: Microsoft PowerPoint 2010
1. Managing the PowerPoint Environment
1.4. Configure PowerPoint file options: Save a presentation
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One

P is for Paragraph

This lesson walked through the

=
4
3

options in the Paragraph Group:

Bullets and Numbering

Lists and editing the List Level
Line Spacing

Alignment (Left, Right, Center)
Align (Top, Middle, Bottom)

OK, that's enough for now.

You done good.
You get the cookie.

Paste

]
3
J

Clipboard

(P

Home ->Paragraph

=

Fraen Beign Rafrilmer Ay S TR Frera Wien

4. B R e [ k4% E-EReen il 80000 By @ganes A
-y x:lI1HWF- Pig ek A EEmE o o G- £ = ST e smape b - ::Hﬁﬂ'
Chpliadd v Eear] L] Fagrah L] ey |
By | T | H
1 Spring lorwand, Tall Back -
3 Whe Wind R, This B B .
3 The R 1, Then & S And it is Colder Than Usual!
4 o Gpring Has Gone =
s b Slides | Outline | X
o Wiwter s Here. .,
Fs

* 1 And it I Coldar Thas Ussalk
1. By
2. Faboaaiy
3. March

1. Cormas bn Likop § Lo
T st Cu Ll o Lieaw]

1. Spring Forward, Fall Back
The Wind Riz, Then it Blew
The Rain Friz, Then it Snew

2|

EXl

4| | Spring Has Gone
Fall Has Fell

Winter is Here...

7. And it is Colder Than Usual!
e 2=| Layout ~ o a a—
| Calibri (Body) ~|32 - A A7 | &) = -i=-
P_;|Reset
Mew AV - A - =
slide = [ Section ~ B J U &abe S| &
Slides ‘ Font P
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Practice Activities

Lesson 3: P is for Paragraph
Try This: Do the following steps

1. Open a new blank presentation
2. On the Title Slide put the Title: Your New Computer
3. Add a new slide and add the title text: Windows.
4. In the content text box on Slide 2, add the following list of
items.
a. XP
b. Vista
c.7
d. 8
5. Format the bullets on Slide 2 to be a shape of your choice
6. Add a new slide. Add the title: Software.
a. Align the title on Slide 3 to be set as Alignment Right
b. Add the following items to the content box on Slide 3:
i. Microsoft Office
ii. Word
iii. Excel
iv. PowerPoint
c. One slide 3, demote Word, Excel and PowerPoint to be 1
list level lower
d. One slide 3, Format the line spacing to 1.5

Comma Training Page 81

7. Add a new slide. Add the title: Hardware
a. On slide 4, add the following list:
i. Monitor
ii. Keyboard
iii. Mouse
b. On slide 4, Remove the bullet points
c. On slide 4, Chance the Text Direction to stacked
d. On slide 4, make the font size of the list smaller by 2
sizes using the Decrease font size command
8. Using the outline view, move the Hardware slide to be slide
2
9. Save this file as Beginning PowerPoint Practice Activity 2
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Test Yourself

1. The Paragraph group is located on which
Ribbon?

a. Font

b. Insert

c. Format

d. Home

Tip: Beginning PowerPoint, page 56

2. When does the Mini Toolbar appear?

a. When text is selected or highlighted

b. Go to File--> Options--> View Mini Toolbar
c. Go to View--> Mini Toolbar

Tip: Beginning PowerPoint, page 59

3. Which are Slide Views?

(Give all correct answers.)

a. Outline

b. Slide

c. Transition

Tip: Beginning PowerPoint, page 60
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4. Which of the following are true?

(Give all correct answers)

a. You can drag and drop slides in Outline View
b. Text added to the outline appears on a slide
c. Decrease List Level on a slide title makes the
text appear on the previous title

Tip: Beginning PowerPoint, page 61-62

5. Increase and Decrease List Level work on
which of the following?

(Give all correct answers.)

a. Slide titles

b. Numbered Lists

c. Bulleted lists

Tip: Beginning PowerPoint, page 63-64

6. Which of the following are bullet options?
(Give all correct answers)

a. Change shape

b. Use a picture

c. Change color

d. Change size

Tip: Beginning PowerPoint, page 66

8. Which of the following are alignment options?
(Give all correct answers)

a. Center

b. Right

c. Left

d. Justified

e. Top

f. Bottom

g. Middle

Tip: Beginning PowerPoint, page 76-77

9. Which are text direction options?
(Give all correct answers)

a. Horizontal

b. Stacked

c. Rotate all text 90 degrees

d. Rotate all text 270 degrees

e. Upside down

Tip: Beginning PowerPoint, page 78

10. Which commands are in the Paragraph
group? (Give all correct answers)

a. Align Bottom

b. Center Align

c. Line Spacing

Tip: Beginning PowerPoint, page 73, 76, 77
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PowerPoint 2010: Creating a Presentation

~7.alre

i) Text Boxes and Themes

KA g

Beginning PowerPoint Objectives & " = O T
In this lesson, you will learn how to: i ar

-
[ §

=

e

1. Identify and use the Drawing tools to apply = “_“ "
formatting to a Text Box

2. Format the Text Box with Quick Styles

3. Create a custom Text Box by editing the
Shape Fill with Color, Gradient, Texture,
Patterns and Pictures

4. Format the Color, Weight and Style of the
Text Box Outline

5. Work with Shape Effects: Shadow, Glow,
and 3D Rotation

E~NO0oO a0 &&shapeFil-
ﬂ,—L—L,E:)'g? - il |j L7 shape Outline ~
CIRAREE R 45 Arringe 5%":;?- =/ Shape Effects ~

Drawing I

&
ik | e sbed b

P )

© 2011 Comma Productions LLC
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Lesson 4 : Text Boxes and Themes

1. Readings

Read Lesson 4 in the PowerPoint guide,

page 83-120.

Project
A simple presentation that uses the
Drawing tools to format 4 slides.

Downloads

SummerFlower1.qif
SummerFlower2.qif
SummerFlower3.qif

Song of Solomon.pptx (Completed)
Do You Have One.pptx

2. Practice
Do the Practice Activity on page 121.

3. Assessment

Review the Test questions on page 122.
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Home Ribbon

—

l

- i=. z
i= t

Paragraph ]

-

.
111
|

i
[

-

% St
4

[ENNEeq]-| Ha
ALLDU O B
- % L F YelE rrELnge 5%']',1:;7-; Shape Effects -

| ) b1 shape Fill - iJﬁ Find
; : L_é_?Shape Outline'iJmReplace*
l» Select ~

] iJ:jiting

Drawing

Design Ribbon
L L] L

1 5

..EJ n Colors @ @ Background Styles = iJ

iJ @ Fonts =
S [O] Effects ~

Hide Background Graphics 5

Background a

Al
4

Menu Maps

From the Home Ribbon.

1. Home ->Drawing->Quick Styles, page 91

2. Home ->Drawing->Shape Fill, page 94

3. Home ->Drawing->Shape Outline, page 102
4. Home ->Drawing->Shape Effects, page 104

8
More Menu Maps

From the Design Ribbon.

1. Design ->Themes, page 110

2. Design ->Theme->Colors, page 113

3. Design ->Theme->Font, page 115

4. Design->Background->Background Styles, page

5. Home ->Drawing->Format Shape, page 107 117

5. Design ->Background->Hide Background Graphics,
page 118
6. Design->Background->More, page 119




Working with Text Boxes

By definition, a Text Box is a Shape. A Text Box has specific formatting because it is working with Text.

Nevertheless, a Text Box is still a Shape, with or without a bulleted list or a Title. Shapes have Outlines, Fill, and
Styles. Shapes are formatted with the Drawing Tools. This lesson begins with the short stack of Drawing Tools on
the Home Ribbon. Then, we'll review the Drawing Ribbon and find a few more options.

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

Bl 9 - 0 [

Home Insert Design Transitions Animations
_j % ‘:, fLaynut' . A &
mz) Reset
57:3::' =] Section ~ B I U 8§ ae {f' Aa
Clipboard 1= Slides Font
Slides | Outline | X

1
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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 example on
this page, then you are ready to get started.



@ Home ->Slides->New Slide

uary

Before You Begin a r
This lesson will demonstrate the , '
Drawing tools. The options include R
Quick Styles, Shape Fill, Shape e [ Owie

Outline, and Shape Effects. We will i
also look at the PowerPoint Themes.

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

new, blank presentation.

Go to Home ->Slides->New Slide

* Click to add text

Click to add title

Please add three new slides. 2

File Home Insert Transitions Animations
Keep going... =} \:I [5= Layout ~ A A

- - "'ll
. —j Eg E Reset
Paste Mew . . B 7 U 8 zhe AV- A
Memo to Self: You do not have to - Slide - ) section - - o
MATCH the images and special Clipboard slides Font
effects shown on these pages. : e
pag Slides | Outline | b

Please add your own pictures if you
wish. It is more important that you
begin with something and try the e ———
options that are available.

1

Click ba add ng

Exam 77-883: Microsoft PowerPoint 2010

2. Creating a Slide Presentation
2.5. Enter and format text
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M e ksl e dy y

E . -.:..‘;' - g AMM oA A EEIE W _11,‘““' a
nter the Titles N 8 |l | . it i

2. Try This: Add Text to the Titles Sdes | O | %

Slide 1, type: Song of Solomon .

Slide 2, type: For, Lo, the Winter is Past R — : :

Slide 3, type: The Rain is Over and Gone FOI’, LO, the Winter is Past

Slide 4, type: The Flowers Appear on the e —

Earth . | * Click to add text

Keep going...

udl

For, Lo, the Winter is Past

. ..Cliclé to add text

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

uary

T TR e T S 3
T s B : Tegre— ”"“'"-’. i . o I B505 B Fre— -
3 Tryit Format the Paragraph 5 v VU Le s e e 2 GTEE S e g S
Select the bottom Text Box. T ' ___ruasusn !
Type: Winter. 1

What Do You See? By default, the
Text will have a bullet.

For, Lo, the Winter is Past

- . Wintef
Calibri Body) - |96 - A° A7 | ®
B I U S e oA A ‘

Font P

Try This, Too: Format the Font
Select the text: Winter
Go to Home->Font->Paragraph. —

Click on Bullet. For, Lo, the Winter is Past

Go to Home Font->Size.

Select: 96. M

What Do You See? The Text should Rial

4 i -
be large, aligned left, no bullet. !
Keep going... ; I I I e r

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Change the formatting of Bulleted or Numbered Text
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@ Home ->Drawing

Hello, Drawing Tools

. . Wa g R . . e g M- E " d L szt ]
When you click on a Text Box to type e e o a1T200:, 2 Mol -
some words, you will see the outline of ' i L i o 4
I’ Forll . Faapgraph " 1wy - L)
the Shape. The outline is a dashed blue r

line with handles on the sides and in each
corner. Shapes are formatted with the

Drawing Tools. For, Lo, the ‘i.r:.r‘inter is Past

4. Try it: Find the Drawing Tools

[ ]
Select the bottom Text Box: Winter. W | n t e

What Do You See? The Home Ribbon
has a set of Drawing Tools that include:
Shapes

Arrange

Quick Styles

Shape Fill

Shape Outline

Shape Effects

Keep going...this is getting interesting. ~NOOoO |:|I_—| |_1 4 shape Fill = ._

ﬂ—L—L,E:)& - H G L shape Outline -
A ick

—rr e A I 4 rra'nge 5%-":;- =/ Shape Effects =

Drawing

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Drawing Tools
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@ Drawing Tools->Format
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FEEE i 5
And Hello, Drawing Tools '_ﬂ JJ s e e — R
. . s =0 q - 2B s - _ A, Pt P i Brg Formaed L,;_.,-. ] s =
5. Try it: Find More Drawing Tools ALY e [=] —] 'T 2 s ot - _-;.n A oo sttt .
. . ¥ o ey il T winem s B e — P i
The Drawing Tools Ribbon has more ] g ] T

options in the Groups than the short set
on the Home Ribbon.

The Format Groups include:

For, Lo, the Winter is Past

Insert Shapes Y Erep———

Shape Styles Winier .

WordArt Styles W t
Arrange | n e
Size 3 o b 0

This example will play with the options on
the Home Ribbon, first.

s Pt e 4

Keep going...

ng icrosoft PowerPoi Crawing — ;

Transitions Animations Slide Show Review WView Format
3 shape Fill - A Text Fill -
[ MEH:] [MHZJ [MHZJ - L_a’Shape Outline = A A A - gText Cutline =
¥ | i Shape Effects = = Teut Effects =
Shape Styles M WordArt Styles M

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: The Drawing Ribbon
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Drawing: Quick Styles

uary

and Effects.

1. Try it: Apply Quick Styles
Go to Slide 2.

Select the bottom Text Box.
Go to Home ->Drawing.
Click on Quick Styles.

Select: Intense Effect-Blue, Accent 1

What Do You See? As you run over the
Quick Styles the Font changes from
black To white, depending on the Fill

Color.

Keep going...

Comma Training Page 91

Quick Styles format many aspects of the
Text Box including the Shape Fill, Outline,

Home ->Drawing->Quick Styles

M __j;:""“‘ Camnmens W - AL (W IE-|E- iR :r-’_‘?" :‘Jl -1t

a et - AL LD

"_'“, — ‘w_ltntn“m A EEIR MW & g 3
b} ¥ Pasagmpift =

For, Lo, the Wint

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Drawing Quick Styles

= = L Fyr-a
.| -l j’gmwmc ¥ Replais =
ol F

EEEDEcn
lﬂlﬂllﬂ
_____ =T
.Ilﬂ‘ﬂﬁ
I"H-ﬂﬂ




@ Home ->Drawing->Quick Styles->Other Theme Fills

Quick Style Options

Every Microsoft Office menu has more
goodies at the bottom of the list. The
Quick Styles has Other Theme Fills.

uary

2. Try it: Find Other Theme Fills

Go to Slide 2.

Select the bottom Text Box.

Go to Home ->Drawing->Quick Styles.
Click on Other Theme Fills.

Select: Style 11

What Do You See? There are various
Gradient Fills. Look carefully. The
second row has a shine at the top. The
third row radiates out from the middle.

OK, that's Quick Styles.

Style 11

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Drawing Quick Styles
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Drawing: Shape Fill

As you saw on the previous pages,
Quick Styles format a bunch of Text
Box features. Let's look at the options
one at a time and see how they work.

uary

1. Before You Begin: Enter the Text
Go to Slide 3.

Select the bottom Text Box.

Type: Spring.

Try This, Too: Format the Font
Select the text: Spring

Go to Home->Font->Paragraph.
Click on Bullet.

Go to Home Font->Size.

Select: 96.

Keep going...

Home ->Font

T cmngedd (W v A " % E S R RN

= [T - '

vt e B A M oA A EEEE E- o Sl M":I-f;:'im o] e

o | s = ™ 5 - Gyl ol Bhape 0T oA =

bpbeard iy Pl . Paapgraph 0 Srwwry Ll

et ® -

:Spﬁng

The Rain is Over and Gone
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Click b add nobes

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Change the formatting of Bulleted or Numbered Text



Home ->Drawing->Shape Fill->Theme Colors

e

uary

d9- 9
ill- Mome  Wuet  Desgn  Tewieer  Aneatee i Show  Revew  View Fomat - Q
Shape Fill: Color i-, ; = e e - ——
The Shape Fill can be a color, picture Jae | E e (SO0 B A4S 0B 8 W A11900) W O e :
\ 1 P! ) Pate ; LB A A EEEE N o A a0 o pamEEEN
' 7 Sade- Jlenun 3 X Styes
gradient or Texture. Let's start with color. ...~ ™ = T M I : |
= | U —— -
A T

2. Try it: Edit the Color of the Shape Fill ;
Go to Slide 3. -
Select the bottom Text Box. ;
Go to Home ->Drawing->Shape Fill. r——
Select: Olive Green, Accent 3, Lighter 40%.

o e s

Spring

What Do You See? The Shape Fill has a
pallet of Theme Colors.

,{ The Rain is Over and Go -

Sandard Cobon
ERS SEEmEn

......

H

The Standard Colors (red, yellow, green, 1 J
blue, etc) are also available. e — N0 O D|_—|D |— @Iml 34 Find
Keep going... ATLL L G- . Q—j b': Theme Colors [
- rrange Uic
I A N A e R H EEEEEENL
Drawing

a

s

¢

Over and Go

1 [TTTHTE

Standard Colors
| | FEEENERN
Mo Fill

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Shape Fill-Color
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w:‘ Home ->Drawing->Shape Fill->Texture

Shape Fill: Texture B o T o & R A T 3
: The Texture gallery includes cloth, T e A =il TR R 2 q-f_r;.:ﬁ..... '

granite, paper and wood. Each texture |/ “ = I Em e e |

applies a different meaning to the Text | == &« II""I“I E

Box. For example, a bank would use 4 e —

H g L - . EENY SEFEEN
marble to say that they are solid. A The Raln |5 OVEF and Gg -

day care center may use cloth or
denim to suggest comfort.

Bfiere il Colan.
Peher

L'Lw

i aderrd L

: - Erd B 5 - .
3. Try it: Edit the Fill Texture F | T s = .
Go to Slide 3. = Slandard Colors
Select the bottom Text Box. EE: PFTEEEERRNE

Go to Home ->Drawing->Shape Fill. Mo Fill
Go to Texture. =

~
T
:
t
H
!
[

Mare Fill Colors...

Keep going... Picture...

Gradient 4
= b

D B B @

Texture

Exam 77-883: Microsoft PowerPoint 2010
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Shape Fill: Gradient

A Gradient is a method for creating a
gradual change in the intensity of the
color. The Gradient has a start (top,
center, bottom) and a direction.

4. Try it: Edit the Fill Gradient

Go to Slide 3.

Select the bottom Text Box.

Go to Home ->Drawing->Shape Fill.
Go to Gradient.

Where Have You Seen This Before?
The Gradient gallery has more
choices than the Quick Styles. The
options include Light and Dark
Variations.

Keep going...

gnﬁu A [T SafrAsr A fr, St Uriem Frera e

Home ->Drawing->Shape Fill-> Gradient

1

- L i vy - e g g - @Lspen . i g

L) | ] gy, ol X0\ BB R (o e -

Bats e o LB S A EEEE N m,-\r\{}g.."“_ﬂ'%': N EEEEEEE,

Capbaaid v S Pl i raversy Tl

= — [T
Sendard {odony

b

Spring

The Rain is Over and Gu, e

Loy il Cplor
ol Petue

il e

B et

_Hﬂm
B
Lig! Wanatons
Sp—
EEmEl
EEAMm
-
Gt ¥ mristass.
Ll I T
L®amr
e o

| ﬁ Picture...

No Gradient

[ ]

Light Variations

PR EE

|E| E Gradient

Exam 77-883: Microsoft PowerPoint 2010
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Home ->Drawing->Shape Fill-> Gradient-> More Gradients

uary

FEX ™ I (v i 5
H H Humr e Ergn Timvidei Kol e ETTTLTTNS frema v [P & 0
More Gradient Options W5~ = = "= =0 S
o Ty I Review the Format Options e 3 Bim. s rnswmu s @uumm 3§05 00 g S50 20

Select the bottom Text Box.
Go to Home ->Drawing->Shape Fill.
Go to Gradient->More Gradients.

[ More Gradients...

What Do You See? When you click on ' R
More Gradients, you will see the options 3 i ——
for Formatting a Shape. They are: ; R
No Fill =
Solid Fill
Gradient

Picture of Texture
Pattern Fill

Slide Background.

Then what? Keep going...

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Shape Fill-Gradient
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Shape Fill: Gradient Stops

You can edit every aspect of the Gradient
if you wish. Here is one option that has
interesting results.

uary

6. Try it: Edit the Gradient Fill
Please select the following.

Fill: Gradient fill.

Preset colors: Moss

By default the Type is Linear and the
Angle is 90 degrees.

Try This, Too: Edit the Gradient Stops
There are two Gradient stops in this
example. If you slide the left stop towards
the center, there will be more light color at
the top of the slide.

Go ahead, play with the Color, Brightness

and Transparency. If you don't like the
formatting, you can always UNDO.

OK, keep going...!

| Fil

l

Line Color

Line Style

Shadow

Reflection

Glow and Soft Edges
3D Format

3D Rotation
Picture Corrections
Picture Color
Artistic Effects
Crop

Size

Position

Text Box

Alt Text

Fill
) Mo fil

0O O

Solid fill

Gradient fill

Picture or texture fil
Pattern fill

Slide badkground fill

Preset colors:

e wex  [o]
Direction:

Angle: ag= Iil
Gradient stops

(i e— ) 6

Position:

Color
Brightness: O
Transparency: D

Fotate with shape

Exam 77-883: Microsoft PowerPoint 2010
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@ Home ->Font

uary

Bl e i T ol Wi ot ot TR - = SR P- .-ste

Shape Fill: Picture MR me o e ems s g we e = T '
. N ' . . ] o .r.-..- (£ 01 T e ot N a N EEr iR '". J . i 1 . = 'j" -.\..:-.-;;.;_,-.-- T

While we're here, let's try using a — b e e P K
Picture for the Shape Fill. B e Iy R | L

Bl | K
7. Try This: Edit the Text ' .
Go to Slide 4. . The Flowers Appear on the Earth
Select the bottom Text Box. .
Type: Flowers Appear. o —
Try This, Too: Format the Font _ F I A
Select the text: Flowers Appear | | 0 We rS p p e a
Go to Home->Font->Paragraph. | P —
Click on Bullet. Spring
Go to Home Font->Size. —
Select: 96. o —

Flowers Anpear

Keep going...what is next, we wonder?

| The Flowers Appear on the Earth
i ’

Flowers Appear

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
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re
rw;'@ Home ->Drawing->Shape Fill->Picture
HTP =H H T R R — =l ’ 8
Shape_Flll. Fm_d a Plcture_ P i e e g g B EANTO0 i (A A
8. Try This: Use a Picture forthe Fill - =m0 0 wwmm w0 L e
Go to Home ->Drawing->Shape Fill. ...~ “ " i Brjd oDl IR - e At |G e

Click on Picture.
You will be prompted to Browse fora '
picture. The example on the page is
called SummerFlower2.jpg

The Flowers Appear on the Earth

Keep going...!

Memo to Self: You do not have to
MATCH the images and special
effects shown on these pages. Please
add your own pictures if you wish.

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Shape Fill-Picture
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@ Home ->Font->Shadow

Working with the Picture Fill == ~— = = = = == == = =

uary

. . jf_ A_J:y""‘" [ n-.x.'ojgg-;a-.r:t;puﬁt “
The Text Box now has a Picture Fill kA @numm 41323

behind the text. By default, the text is e o] e e : T
black, however it seems a little hard to Sbes | Oulew | M|
read. A little bit of formatting can make the
text stand out.

9. Try it: Format the Font Shadow
Select the words: Flowers Appear.
Go to Home ->Font->Shadow.

Memo to Self: You may want to change
the Font Color or Size, depending on the
picture you chose for the Shape Fill. Do
whatever it takes to make the message
easier to read.

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Shape Fill-Picture
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@ Home ->Drawing->Shape Outline

L Hi

o - i
Shape Outline: Color T e e
Each Shape has an Outline that you i = ;’:‘”.‘E__ “:. T ::::._ -' & AL OO J-iaﬁ*ﬂ e = s pepe
can edit if you wish. You can format g e e s T i T }” o ek
the Color, Weight and Style. i

: | llllllllll
1. Try it: Format the Shape Outline The Flowers Appear on thess= “sssus
Begin on Slide 4. | i Dutins

Select the Text Box. B — 2 Bt

Go to Home ->Drawing. B~ NOoO I:|—| @ & shape Fill = &4 Find

Go to Shape Outline. - ; . 7 Ehape Outline ~|| 32 Replace ~

Select a Theme Color. ALLeYO A"ange Quick [ | ape Luthing ] wag REpIACE
e% Ty { } ﬂf Ed - Styles | Theme Colors

Drawing H EHEEENEEEMN

Standard Colors

)pear on thell PEEEEE

Mo Cutline

-

Keep going...

:%  Mare Outline Colars...
= Weight ¥

=z Dashes L4

e +— | Arrows 3

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Shape Outline Color, Weight, Style
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E Home ->Drawing->Shape Outline->Weight
NOeal - Ha |'_{‘| S shape Fill ~ 34 Find
E . . AL L G- ] _,j‘f [E-_-"|5hape Outline = | 2. Replace : 2
Shape Outline: Options GO L ) S | ] N
: You can use the Drawing tools to edit *  Styles~ Theme Colors - ;
the Outline Weight and Style as well. | Drawing H EEEEEEN

2. Try it: Edit the Weight and Style o
Continuing with Slide 4. '
The Text Box is selected. || I I I Igﬁ I I

Go to Home ->Drawing. Standard Colors

Cojo Srape outine ypear on thess" “ssuas

No Cutline

Go to Home ->Drawing.
Go to Shape Outline->Dashes.
Select: Round dot.

Mare Qutline Colars...

Weight k

Maybe...Maybe not.
You can UNDO the Round dots.

Turn the page for more...

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Shape Outline Color, Weight, Style
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@ Home ->Drawing->Shape Effects->Shadow

uary

B : ¥ 4 3
Shape Effects: Shadow n e B T TR T T »”
Microsoft PowerPoint has wonderful e S e T gt A Eeam w7 udéﬂxf‘j i y -
Shape Effects. The options include Cstowt o smen rem : f— ; iy =
e H Preiat N

Shadow, Reflection, Glow, Soft Edges,
Bevel and 3-D Rotation. 1

| The Flowers Appe

A Shadow brings an image out from

the background. We added a shadow ~ » | '@ Shadow - D Shadow ,
on the Text. Here are the steps to add — | -
a shadow to the Text Box. E E|

L o Reflection  *
3. Try it: Add a Shadow : ) . '
Continuing with Slide 4. =
The Text Box is selected. o [ @ D Glow »
Go to Home ->Drawing. e l J |L J [ )
Go to Shape Effects->Shadow.

Soft Edges »
What Do You See? There are several N [ .
types of Shadows. The Outer ' . _] I ] [ _il —_—
Shadows are applied outside of the = |_J Bevel L
Shape. The Inner Shadows create ‘ =
the illusion of depth, like shiny candy. L |’j |“'_"i r 7 -
- i om

Please pick one of the Shadows. '

Keep going... NN,

00O

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Shape Effects-Shadow
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@ Home ->Drawing->Shape Effects->Glow

Fllda-d
Shape Effects: Glow = -

A Glow is a Shape Effect which is applied =
outside of the Text Box. There are several ... " .. st . —
Glow Variations from Subtle to Intense. B | Owine L0

uary

4. Try it: Add a Glow o
Continuing with Slide 4.

The Text Box is selected.

Go to Home ->Drawing.

Go to Shape Effects->Glow.

What Do You See? You can edit the
Glow Colors if you wish.

Please select a Glow Variation.
Keep going...!

LR T pOEde g A EEEIE I

|

iy

| farm
1}

A R o

| v
-

-_I B[ Ecketion ®

o

Exam 77-883: Microsoft PowerPoint 2010
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@ Home ->Drawing->Shape Effects->3D-Rotation

uary

oy
Shape Effects: 3D h e T Ry T
Now, let's talk about some seriously | e | S F|[ATL006L D B e e
creative options in the 3D-Effects. B A i B [ 2 T o
Here we go. wee Dowwelloe 0 -

] _J -
g-ﬁrgn'g"’;gia 3d-Effect | The Flowers Appear on the | == -
The Text Box is selected. — B U -

Go to Home ->Drawing.
Go to Shape Effects->3D-Rotation. "-:I' F
Yy

What Do You See? The 3D options are: I.,--
Parallel: The sides go the same direction. ] o

[ =
Perspective: The sides of the Shape aim el
at a vanishing point. J [
Oblique: The effect is applied to one side. —

Select a Rotation if you wish.

What Else Do You See? You may need Chick 1 ackd notes
to resize the Text Box after you add a 3D '
Effect so that it fits on the slide.

Wy B0 Pt

Exam 77-883: Microsoft PowerPoint 2010
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Home ->Drawing->Format Shape W 3 ST

%' s , . :»._‘_‘ '4"'.
More Shape Formats e e e oo Qe RS

! bl ST e PR N TR :..m' =\ NG ” | ) & sepere -

There are more options for formatting a b a- 7 D C
Shape than are shown on in Drawing gotShic) e 2 o L Al - e O
Group on the Home Ribbon. Look at the Shies | Owime | x|
bottom right corner of the Drawing Group ~ *

for a small arrow. That arrow always gives et

you More. Let's look at what's available.

1. Try it: Find the Option Arrow [ omiaita )
Begin on Slide 1. - ,
Select the Title Text Box.

——

- e 3
_— L BT UM A EREAER B

Go to Home ->Drawing. i Song of Solomon
Click on Format Shape.
(That's the small arrow in the corner.)

Click to add subtitle
Keep going...

B~ NCOOO Dl_—l L}ﬁ:‘mapeﬁnv
Shoed ot | Oan e &—L—L.E:}@E, - : = - L” shape Outline = 12w -
GO L 3y |s| TTANOE 5%-"::;7 =/ Shape Effects ~

Drrawing P

i

Exam 77-883: Microsoft PowerPoint 2010
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The formatting choices are listed in
categories on the left side of the f
Dialogue box. The list includes many -
of the formats we applied with the

Drawing Group on the Home Ribbon.

sty Fied

oy g

o s g

By default, a Text Box is a simple
Shape. There is No fill.

et e e mew

You can format the Text Box by 2
selecting a category and making your
choices. The Live Preview lets you see
your choices immediately.

Ii

| e———— | 1

Home ->Drawing->Format Shape

Format Shape Dialogue e T R .
2. Try it: Review the Options - | L] gy (e OK S B BB RE A [ W | &
. . Bante = e BT T W ke e A FEEE H- 5 £ "“:’“'M,‘_.mmm & e

Pt

Song

Click

Let's try something that isn't available
on the Home Ribbon.

‘ Format Shape

Keep going, please... [ Fil l Eill
Line Color @ Mol
T Line Style ) Solid fill
had 7 Gradient fill
shata (™) Picture or texture fil
Reflection i) Pattern fil
Glow and Soft Edges | | (0 Slide background fil

Comma Training Page 108
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Format Shape: Pattern

3. Try it: Create a Custom Fill

We are still on Slide 1.

The Title Text Box is selected.

The Format Shape dialogue is open.

Select a Category: Fill.
Select a Fill: Pattern Fill.

What Do You See? When you select a
Pattern Fill you will see the editing
options on the bottom.

Try This, Too: Edit the Pattern Fill
Select a Foreground Color: Light Green
Select a Background Color: White
Click Close when you are done editing.

OK, that was interesting.

Memo to Self: The Pattern Fills go way,
way back to the early days in computers
before the screens and printouts had
color. Think about it: the first PCs and
MACS were black and white in 1984.

Home ->Drawing->Format Shape->Fill->Pattern

Townitony et vy Thte how toven Ven b -t

" 8 Lopoa - s o @ n a9 (w [ = R
B = | Combriptadngs - 8 - A A" | *iE- ik - o iy

- L] & ALLDD (L $hare Ovtine
el I SN L S P '..-- B SN ( .vf(-"'."mq"'aw-m
Owbswd hae e . Psgaen . rowey
Shdes | Ovilne | x|

Bctae o tectare 8

e

e ) Picture ar texture fill
 — @ Pattern fill
nerse e | 1) Slide badkground fil

s [¥ecs

i
=
N
W=":
%ﬂ\\lllllll
7=

R
R
..........

AEESE L AT
2’.—"2'.—"2’.—"/

a3 004 ONeeIeme’ D

Foreground Colar:

Background Colar;
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2. Creating a Slide Presentation
2.6. Format text boxes: Use Pattern or Texture Fill

Comma Training Page 109



uary

‘ Design ->Themes

Presentation Designs ﬁ e R SRR -4
1 | L SR

The previous pages focused on the ;J @ i_’f__ L A Iu-[ | s 1[m= j W "Mm”:‘m_

options for formatting Text Boxes. Slides i st e 7 Ay g

can be formatted as well. Look on the _--*m

Design Ribbon and you will see the
Themes that can be applied to your slide
show.

Try it: Review the Design Ribbon
The Design Ribbon has three groups:
Page Setup
Themes
Background

Song of Solomon

Ciick to add subtitie

Keep going, please...

Background

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

Apply a Theme _IL‘*‘_*""'“‘“.“‘“""'“““"““;'1 B r— 1
i A o Bl e St '

Hereare the stops toapply aTheme. o o [~ | | ol B esne STV e 2 ML

1. Try it: Select a Theme %

Select Slide 1. !

Go to Design->Theme.
Select a Theme: Austin.
What Do You See? The Title Slide was
formatted with a Theme. Theme was
applied to the color, fonts and layout. This
Theme was applied to ALL of the slides in
this presentation.

Song of
Solomon
Clck fo odd subtitie

What Else Do You See? The Text Box
formatting is still there: patterns, gradients
and picture fills.

Keep going...

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides.: Apply a Theme
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@ Design ->Theme

More Themes ] ",'_“__’:*‘ srin oo B escho i
Microsoft PowerPoint has a gallery of —] 'ij e

Built In Themes. The Design Ribbon
shows the first row in the gallery. Look
closely at the scroll bar on the Theme

t(?}zll::ggvtr: button for More is under [ " - . ! ’! == %; i .
E 'Aa M !

-ﬂ@lmﬂ

2. Try it: Find More Themes

Select Slide 1.
Go to Design->Theme->More.
Select a Theme: Spring. g ::::.:2

What Do You See? This Theme

changed the Slide background as well ; ll Snng of Solomon

as the Text Box formatting.

Keep going...

Song of Solomon

#a

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
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3

Tak,
7‘»09

Theme Colors

Each Theme comes with a Color
palette. The colors are applied to the
many aspects of the slides including
the text and the background colors.

3. Try it: Edit the Theme Color
Still on Slide 1.

Go to Design->Theme->Colors.
Select the Colors: Metro.

Keep going...

Memo to Self: These are the same
Theme Colors that you find in Word
and Excel. Using a Theme makes it
easy to make your work match each
other.

Design ->Theme->Colors

Song of Solomon

IDIIIIII
C el ]

ECOENNEE.

L]

L]
C ]

Exam 77-883: Microsoft PowerPoint 2010
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@ Design ->Theme->Colors->Create New Theme Colors

uary

Custom New Theme Colors B i‘,‘““ = —— - = B
If you go to Create a New Theme, you get a J H A 1A “ o IR & l T Bl e
better idea what the little Color Palette - pias | = 3 | .

hemes Bedgound

means.

4. Try it: Create a New Theme Colors
Select Slide 1.

Go to Design->Theme->Colors.
Select Create New Theme Colors.

HCON NN NNE Median
B EEEEEE tMetro | | 0000 [ e ”
H NN Module i

LCreate Mew Theme Colors...

Al
Theme colors Sample
Text/Backaround - Dark 1 Text Text
Text/Background - Light 1 g
Text/Backaround - Dark 2 & \Mf)']
Text/Background - Light 2 J:[I:DZL ﬂ
TextlBackground-Darkz have been pecent 1 s
changed to light and dark green. Accent 2 Hyperiink
Click SAVE to keep your changes. Accent 3

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides.: Edit the Theme Colors

Reset Slide Theme Colors

What Do You See? You will be prompted to
edit the Theme Colors for the Accents, links
and Text/Background.
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7‘;,:" Design ->Theme->Font

Theme Fonts
The Theme formats the Titles as well as the
Text boxes. The Font formatting is applied

=
4
3

E-J._E_ l!nw

2. |ad

Troninans Aremniiay e Vi Foview View

n] — S

to the typeface, size, color and paragraph.

s

5. Try it: Edit the Theme Font
Select Slide 3.
Go to Design->Theme->Font.
Select: Angles.

What Do You See? The Title will be
formatted Franklin Gothic Medium, 32 pt.
The Text will be formatted Franklin Gothic
Book. It is still 96 pt, the custom size we
selected earlier. Keep going...

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides.: Edit the Theme Font
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ENEEEN
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H Colors =

- E Fonts =

@ Background 5tyles -
=

Aa

Adjacency
Cambria
Calibri

Aa

Angles

Franklin Gothic M...
Franklin Gothic Book

Aa

Angles

Apex
Lucida Sans
Book Antqua

-




Fix the Font Formatting
Sometimes you need to step back from
the Themes and look at the results: how
does this Theme work with your designs?
Do you need to make any improvements?

E T
k
4

6. Try it: Format the Font

Select Slide 4.

Select the words: Flowers Appear.
Go to Home ->Font->Color.
Select: White

Go to Home ->Font->Bold.

What Do You Think? Is the text easier to
read? Ok. Let's keep going...
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@ Design ->Background->Background Styles

uary

Pldm-0
Background Styles "=~ e
The Background Styles lets you choose Sl . - w: o
from a solid Fill Color or a Gradient. e S

7. Try it: Select a Background Style
Select Slide 3.

Go to Design ->Background.

Go to Background Styles :
Select: Style 8. T — A g ,

Winter

What Do You See? The Colors shown in
the Background Styles are your Theme 3
Colors. The Background Style was
applied to all of the slides in your
presentation.

Keep going...one more option.

E Caloesg [@ Background Styles

_lzl‘

Click to add notes

B
| | [ | .

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
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@ Design ->Background->Hide Background Graphics

Hide Background Graphics
Sometimes it is best to simplify. For e

example, the Background Style on Slide 4 ™ 0=
competes with the picture. Here are the e | Ol [ X
steps to Hide the Background Graphics.

8. Try it: Hide Background Graphics
Select Slide 4.

Go to Design ->Background.

Check: Hide Background Graphics.

What Do You See? This command was
applied to the slide that was selected,
only.

Really, just one more page...

Click ta add notes

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides.: Edit the Theme Background
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Design ->Background->More

More Background Options
There are More Background options as well.

9. Try it: Find More Background Options
Select Slide 4.
Go to Design ->Background->More.

Pehre Corvechors e

e Colr ® Frdeu
Bchee o watae 8
Sy N
e Dby s o ey
L e ™ B

v e

@ Background 5tyles -

%| Hide Background Graphics Tipe: Lnear [=]

-
Background Fa

What Do You See? The slides Background
has the same options as the Text Box:
Solid fill

Gradient fill

Picture or texture fill

Pattern fill

There is an option to Hide background '3;:' Solid fil

graphics. You can also choose Apply to All if @ Gradient fil

you wish. () Picture or texture fil
i) Pattern fill

Very good. Hide backaround graphics

Preset colors:

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
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T
@ Bl - = v e - o
) - N

Text Boxes and Themes e
This discussion began with a simple Text '

Box. A Text Box is a Shape that can be

edited with the Drawing Tools. We started

with Quick Styles and worked our way
through the Fill, Outline and Effects. We

also looked at the same options in the
Design Themes.

Well, this is a good place to take a break.

Try it: Save Your Presentation

1. Go to File->Save.

2. Browse to your Documents folder.

3. Fill in the blanks

File Name: Song of Solomon.

Save As Type: PowerPoint Presentation.
Click SAVE.

Ok 16 el nobirk

= o [l [ ) ZasnapeFin-
Allez, Allez in Free. B\ NOOO ), &

sl - e -
You done real good. 8 ALLS Y O Arrange Quick Z shape Outiine - S S
You can get two cookies. 4 % ? BN T 2F T Gyles - S Shape Effedts - .

Drawing
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2

8.
9.

Practice Activities

Lesson 4: Working with Text Boxes
Try This: Do the following steps
1.

Open the sample presentation: Do You Have One?

. Apply the Theme Slipstream. Change the Theme font to Essential
3.

Select the content text box on slide 2.
a. Apply Quick Style Light 1
b. Outline Colored Fill Turquoise Accent 2.

. Select the content text box on slide 3.

a. Apply Quick Style 6 from Other Theme Fills.
b. Also apply the shape effect Bevel—Cool Slant.

. Select the content text box on slide 4.

a. Apply the fill texture Granite.
b. Format the font to be 24 and Bold.

. Select the content text box on slide 5.

a. Format the fill to be Gradient Fill, Light—Linear Left.
b. Apply Shape Outline Blue, 3pt Weight, Square Dot

. Select the content text box on slide 6.

a. Apply a picture fill with a picture from your computer.

b. If necessary, adjust the font for easier reading

c. Apply shape effect 3D Isometric Top Up

Select the content text box on slide 7. Hide background graphics.

Format slide 8, 9, and 10 using shape fills, weights, styles, and effects of your choice.

10. Save this file as Beginning PowerPoint Practice Activity 3
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Test Yourself

1. The Home Ribbon has commands for
formatting Shapes.

a. True

b. False

Tip: Beginning PowerPoint, page 90

2. Which of the following are formatted when
Quick Styles are applied to a shape? (Give
all correct answers)

a. Shape Fill

b. Outline

c. Effects

Tip: Beginning PowerPoint, page 91

3. Shape Fill can be which of the following?
(Give all correct answers)

a. Color

b. Picture

c. Gradient

d. Texture

Tip: Beginning PowerPoint, page 94

4. Which is true about Gradient?

(Give all correct answers)

a. Refers to the gradual change in the
intensity of a color

b. Every aspect of a gradient can be edited
Tip: Beginning PowerPoint, page 96, 98
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5. Which of the following are options for
Shape Outline?

(Give all correct answers)

a. Color

b. Weight

c. Style

Tip: Beginning PowerPoint, page 102

6. Which is a Shape Effect

(Give all correct answers)

a. Shadow

b. Reflection

c. Glow

d. Soft Edges

e. Bevel

f. 3D Rotation

Tip: Beginning PowerPoint, page 104

7. Themes are on which Ribbon?

a. Home

b. Format

c. Design

Tip: Beginning PowerPoint, page 110

8. You can create a custom Theme.
a. True

b. False

Tip: Beginning PowerPoint, page 114

9. The command on the Ribbon to hide
background graphics is applied to which of
the following?

(Give all correct answers)

a. all slides

b. no slides

c. only the selected slide

Tip: Beginning PowerPoint, page 118

10. When a picture is used as a shape fill,
the text automatically adjusts color to be
easily read.

a. True

b. False

Tip: Beginning PowerPoint, page 101




PowerPoint 2010: Working with Graphics

PiCture, PiCtUl’E! n:@u IE ﬁ 13{ Compress Pictures

: Change Picture
‘Cnrrectinns Color  Artistic ﬁ

7.""re

One

- *  FEffects ‘E Reset Picture -
Beginning PowerPoint Objectives B e — Adjust
In this lesson, you will learn how to: d | @ Comvo S Compenii mam || ; S T YR —
. . Py ot - Byousentr | amtl |l | : ; el - i
1. Use the Picture Tools Ribbon to format the Bt | At e o g e ot - -t m S i Byt Sie ¥ G0N

Picture Styles mﬁ_ _ﬁ _ﬁi _5..:_ _&r | b . e e
2. Modify the Picture Borders and Picture Effects. ' G e
SR <« 0

3. Crop and Resize a picture. T .

4. Apply image Corrections such as :
Soften/Sharpen, Brightness/Contrast, Artistic Effects * - _-@g —@\ i ﬁ’« 5

5. Manipulate images: Compress, Change or

Reset and Remove Background.

Format
h.'-‘- H -
% G_" Picture Border

% d___#_‘ ﬁ : : : E‘QPictureEﬁectsv

% Picture Layout -~
Picture Styles a

Slide Show Review View

© 2011 Comma Productions LL
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Lesson 5 : Picture, Picture!

Picture Tools->Format

1. Readings . i% CorrectinnsiJ ﬁCompress Pictures —
Read Lesson 5 in the PowerPoint guide, ﬂ % Color _J % Change Picture ‘
Remowve

page 124-152.
Background @Ar‘clstlc Effects ~ ‘@ Reset Picture =
Project adjust
A PowerPoint slide show that uses pictures EJ EJ
to tell the story.

-

Picture Styles

1
Picture Tools->Format

Downloads
Fishv1 aif &7 Picture Border - EJ] Bring Forward = |[; _J |N} 5] 238" . iJ
Fishy2.qif _,d = Picture Effects - iJ] Send Backward * L]

Fishy3.qif
Fishy4.qif
Sushi1.gif ] Arrange Size P
Sushi2.gif lJ

Fish Tale Complete.pptx

Stopping By Woods on a Snowy Menu Maps

Evening.ppix From the Picture Tools->Format Ribbon.

. Picture Tools->Format->Picture Styles, page 135

. Picture Tools->Format->Picture Styles-> Picture Border, page 137
. Picture Tools->Format->Picture Styles-> Picture Effects, page 138
. Picture Tools->Format-> Size->Crop, page 140

. Picture Tools->Format-> Size, page 141

. Picture Tools->Format-> Adjust->Corrections, page 144

. Picture Tools->Format-> Adjust->Color, page 146

. Picture Tools->Format-> Adjust->Artistic Effects, page 147

. Picture Tools->Format-> Adjust->Remove Background, page 152

= Crop — -
= | 52 Picture Layout ~ —1; Selection Pane Sk~ oFa 305 -

2. Practice
Do the Practice Activity on page 153.

3. Assessment
Review the Test questions on page 154.

OCONOOOOAPRWN -
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File Home Insert Design Transitions Animations
. okml—, .||

! ! 55 Layout ~ R
j u o = - A a
= = mz) Reset

Paste Mew r 5 AV .

- J | slide~ 5 Section~ oL e 7 Aa
Clipboard 1= Slides Font

Slides | Outline | X

1
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Every Picture Tells a Story

PowerPoint is to Pictures as Word is to Text. The images and pictures in a presentation make a connection with the
audience. Having an emotional connection is one of the key elements that makes a message--or website--sticky.
Technical terms: "Sticky" means that people want to stick around. This lesson introduces the Picture Tools and the
options for working with your pictures: Styles, Size, and Adjustments.

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

Pl 9 - O T

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 example on
this page, then you are ready to get started.




@ Home ->Slides->New Slide

Before You Begin e - e e S = - .
This lesson will go through the Picture ‘ e ' »
tools. The Picture tools include Quick

Styles, Shape Fill, Shape Outline, and
Shape Effects. We will also look at the * ;

PowerPoint Themes. Click to add title

1. Try it: Create a New Presentation
Open PowerPoint. You should see a \
new, blank presentation. .
Go to Home ->Slides->New Slide =| = RN
Please add four new slides. o -

e

Home Insert Design Transitions

uary

Pacte i =42 2l B L N & s As \ s - N : £y 3 Mg

"ot Ponzicn O pg Lty

* Click to add text

Animations

Keep going... = o ¥ = Layout ~ nod
B # j =] Layou . A s
‘ = Ef] E Reset
Paste Mew .. i Bfﬂsabsﬂﬁa
Memo to Self: You do not have to = J | slide~ 3 Sedtion~
MATCH the images and special § e Clipboard 15 | slides Font
effects shown on these pages. s
W pag Slides | Outline | X
Please add your own pictures if you | 1
wish. It is more important that you
begin with something and try the PP rE—

options that are available.
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Enter the Titles

2. Try it: Add Text to the Titles

Slide 1, type: A Fish Tale

Slide 2, type: Fishy, Fishy in the brook.
Slide 3, type: Daddy caught him with a hook.
Slide 4, type: Mommy cooked him in a pan.
Slide 5, type: Baby ate them like a man.

uary

Keep going...!

' Click to add text

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

3. Try it: Apply a Theme
Go to Design ->Themes.
Select a Theme: Pushpin.

uary

What Do You See? The Theme was
applied to the Text (Font, Color, Size),
Textbox and Slide formatting. The
slides have a background graphic. The
Theme was applied to all of the slides
in this presentation.

Keep going...

Design ->Themes

I-u-r Beiaga Bafrlmer A, S TRLTY Erdra Wi

-E\_ o | T I
i umr st B el

L]

.
[

Fishy, Fishy in the brook

& Click to add text

&

‘o Click to add text

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides: Apply a Theme
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Change the Slide Layout L“ T vt e Ve e R Ve

r'"(o .
E One Home ->Slides->Layout

] et | n e ey - BNNO00 - Ha g Ll
By default, the slides have one Text P a o e T e i
Box. Say you wanted to split the Text ... r...w T i s e

Box so you could have a bulleted list

wbes | o |
on the left side and a picture on the u Tt MHandlotes oo
rlght rats [ l I

- — L_—JdL__ hy, Fishy in the brook

You can use the Home Ribbon to

change the Slide Layout. r—— - '
I : l [ ln:add text o Click to add text
4. Try it: Change the Slide Layout —
We are still on Slide 2. JD |E| Layout ~ g - A 4T |

Go to Home ->Slides->Layout.

Select: Two Content. Pushpin

Keep going...

Title Slide Title and Content Section Header

Two Content Comparison Title Only

sharin tha ‘

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides: Change the Slide Layout
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Side by Slde Content

5. What Do You See? The Text Box has two
Placeholders. Both Placeholders have the
little options to add content, so either
Placeholder could display text, picture, chart

or media.

Try This,

Select Slides 3, 4, and 5.
Go to Home ->Slides->Layout.
Select: Two Content.

So far so good. These pages set up the
presentation with Text, Theme and Layout.
Now, if you are ready, it is finally time to work
with PICTURES!

Home ->Slides->Layout

=~ 4
g
epdt ]

A
o E-E-22 s i

A
L Beplace
B 7S A A FEEIEMN 4 Selea =
Fort Poragaoh torng

Too: Change the Other Slides

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation

o Click to add text

¢ Click to add text

Fishy, Fishy in the brook

o Click to add text

o Click to add text

2.4. Format slides: Change the Slide Layout
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@ Design ->Page Setup
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Find the Placeholder B T i \BOD Ty G e o
If you look in the center of the bottom —"a:- ;' Do j_ e ""_'_‘“" Biar1 o0k ] ot e -
Text Box you should see a bl i iy L e e e
Placeholder. This Placeholder has Thie (o] w

little buttons that let you add a Table,
Chart, SmartArt, Picture, ClipArt or
Media clip (sound or video).

Fishy, Fishy in the brook

6. Try it: Find the Placeholder

Select Slide 2. # Click to add text

& Click to add text

What Do You See? When you run
your mouse over the buttons in the
Placeholder, you will see a Tool Tip
that says what this button will add.

Keep going...

|[Eem T )

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Use a Placeholder
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r
o::° Insert ->lllustrations->Picture

Bl A e w L T Camplete - Moo Brae-diet g Tk PRSI 1
Insert Pictu res “ Heme et Diegh  Tisaideesi  Aaalee e Ghgw  Revew Wew uimat o ig

=] e T e R | R R :"u.,: a8%0o0 & B g Pl - Byrea

This slide show will have a different
picture on each slide. There are four
sample pictures that you can
download. You can also use your own
pictures if you wish.

B e A FEEEE N

B AL :

1. Try it: Insert Picture

Go to Slide 2: Fishy, Fishy in a brook.
You should see two Placeholders.
Go to the right Placeholder.

Click on: Insert Picture from File.

Pictures library

Inihader T locatoad

EEEE iLﬂ A=
hal i) &

Insert Picture from F”Ek

Browse to your Documents folder.
Select: Fishy1.gif
Click on Insert and keep going...

- |All Pictures

Tools - [ Insert - Cancel

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Insert lllustrations

Comma Training Page 132



uary

Insert More Pictures
Each slide should have a picture in the
right Placeholder.

2. Try it: Insert More Pictures
Go to Slide 3: Daddy caught him...
Go to the right Placeholder.

Click on: Insert Picture from File.
Browse to your Documents folder.
Select: Fishy2.gif

Go to Slide 4: Mommy cooked him...
Go to the right Placeholder.

Click on: Insert Picture from File.
Browse to your Documents folder.
Select: Fishy3.gif

Go to Slide 5: Baby ate them...

Go to the right Placeholder.

Click on: Insert Picture from File.
Browse to your Documents folder.
Select: Fishy4.gif

Keep going...

Insert ->lllustrations->Picture

g .
] i Bk St Arrmat i, e WPrinn Erdea Ven Fama |

. ¥ Comvedster = ol Comprrii Pelurts
=l By Codmi + By change Batur
Baciground ol 4 ERpE: + S R Pty <

e

T P — 2 ot Bores = Ly ey Formera - 13-
.—ﬂ .d. ; ‘ e u vl Pibe et < L Seed Badewaed < (5

T i haecired - T themearess  04-

Pulurg Hybri

Baby ate them like a man!

# Click to add text

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Insert lllustrations
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@ Picture Tools->Format
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-
H ' ﬁ Mt et Celgn Sunelend Aneaters S Thew Revew  View St a
Hello, Picture Tools! T T e Lrocnsuen Gbmaroms- B+ G 111
When you click on a picture, you will see the M poer Boweron ) wd -l e ﬂ *| < hawetmeas - Sy send backwent * 1]

picture frame and handles. That is your clue ~ “= *=m S | i g

Cw 3 3
Shybes - Averge Sare
that the picture has been selected.

You should also see the Picture Tools. The
Picture Tools appear when you click on a
picture. They disappear when the picture is
no longer selected.

Baby ate them like a man!

¢ Click to add text

3. Try it: Now You See It, Now You Don't.
Click on the picture. The Picture Tools are
available. Click on the blank page so that the
picture in not selected (it no longer has

handles) and the Picture Tools hide.

Memo to Self: The Picture Tools always
appear on the far right side of the Ribbons.

Sometimes, you need to look. PowerPoint

may still display the last Ribbon you touched, | | _ _
say the Home Ribbon, even though you just '
Format

selected a picture. o, Slide Show Review View

Click

L Picture Border ~

‘ : : : : = |l Picture Effects ~

Picture Layout -
Picture Styles ra

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Format lllustrations
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Picture Styles

Microsoft PowerPoint 2007 and 2010
have a rich library of Picture Styles.
The Styles format the Picture Border
and the Picture Effects.

uary

1. Try it: Format the Picture Style
Begin on Slide 5. Select the picture.
Go to Picture Tools->Format.

Go to Picture Styles.

Click on Drop Shadow Rectangle.

é. What Do You See? The Style
added a thin border and a shadow to
the picture. Keep going...

Picture Tools->Format->Picture Styles

a3
- e Coingn R B L Anse Aiw troea e V-

@ Comectom - i Comprens Mtwnes | p—

el By ange Rawe
Bamowr
Background R At Etedms + S Reset Rae +

-

Rem— — . nawr torser - g teng tormers - 15

- el : - - v wh P tets s Send Backwand + 7]
P R naweiaredt © B Seementene 4

Pture Styies . avonge

*Hm

e e

Baby ate them like a man!

o Click to add text

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Apply Styles
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More Picture Styles

The Picture Tools show only one row of
the Picture Styles library. Look carfefully
at the scroll bar on the right side. There
are three buttons on the Picture Styles
scroll bar: Up, Down, and More.

=
F -

3. Try it: Find More Picture Styles
The picture on Slide 5 is selected.
Go to Picture Tools->Format.

Go to Picture Styles.

Click on the down arrow for More.

[« TR e
ol d —d [d
Picture Styles

What Do You See? Should see several
more rows of Styles. The example on this
page is Perspective Shadow, White.

So far, so good.

Picture Tools->Format->Picture Styles

P Bt L Ve | fpma |
+ o Comeamen « L Comprrni s | Lo o [ htwer Borpes < L By Fowara < 13- "i:f”:"“

3 R e :
[ [ T - e B | ‘ e itwr et = Ly Sl Badiewand =[]
P T T I ]

-

HEsEHEH—-= = S —
e - - R I

SESEEE0
... keaman!

& Click to add text

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Apply Styles
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Picture Tools->Format->Picture Styles-> Picture Border
E Erad e
Format the Picture Border ~ W - - et Ml e
: You can create your own Picture Style. M newe Boweron ol ol - o o " Phame Coton e > I} :,’:m =
Let's begin with the Picture Border. There =~ “ = *7  wier m— T T =t e 1
are several options you can edit including = s & lllll"i'l 3

Sandard Cotory

Color, Weight and Dashes. 5

ERY SEnEEm
[

| ® More Outline Colors.. | -

1. Try it: Format the Picture Border 1 L300 .
‘ = Weight > ipt ————— |a - "

Go to Slide 2. Select the picture.
Go to Picture Tools->Format.
Go to Picture Styles-> Picture Border.

| == Daghes » | wpt

Select the Color: Black % pt
Select the Weight: 3 pt
1pt
2. What Do You See? The Border menu 1% pt eeg—

offers the Theme Colors as well as the
Standard Colors.

3pt ’_I
The Weight and Dashes menus show a

short list of formats. There are More
options at the bottom of these lists.

4% pt T

T T X

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Edit the Border Styles
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Add Picture Effects
The Picture Effects include:
Preset (Built in Styles)
Shadow

Reflection

Glow

Soft Edges

Bevel

3-D Rotation.

1. Try it: Add Picture Effects
Still on Slide 2. The picture is selected.
Go to Picture Tools->Format.

Go to Picture Styles-> Picture Effects.

Go to Shadow.
Click on Perspective.

Where Have You Seen This Before?
These are the same Picture Effects that

you can apply to a Shape or a Text Box.

Picture Tools->Format->Picture Styles-> Picture Effects

1
ﬂ I W [T Loafrlleri At i e, ikt WPrinn Ereen ew Pama | &=

F @ Comvedsten = ol Comprril Peluers S e D RN EEEE  AEEE L PR P ] S e R - __h £l
n: By Codmi = [y cnange Rane — .—‘_ d ‘ ‘ p—— m vl it et < g beed Bailowaed < 1)

Baciground o 440 ENp: ¢ SRR Pher - | R Bleemeiee G O O R
Pt st : L s

L Picture Border = Ly
[c'.}. Picture Effects v] &y

Fishy, Fishy in the brook

b
z

& Click to add text

|
:

L
§

L
H

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Add Picture Effects
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Picture Tools->Format->Picture Styles-> Picture Effects
More Picture Effects e e Wl e
e ] 3 S ; i gt LR
: The Preset formats add more than one Byowsercer | ol || | ol -l ol H L e il SR s
Picture Effect for unusual results. Jt e i
2. Try it: Add a Preset Picture Effect e
Go to Slide 3. Select the picture. L] il
Go to Picture Tools->Format. lowas]
Go to Picture Styles-> Picture Effects. ,
Go to Preset 4. M EY . N :
What Do You See? The Picture Effect e

added a Shadow and a Bevel. The
Borders were formatted as well.

Very good.

5 e B e 14

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Add Picture Effects
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Picture Tools->Format-> Size->Crop
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S o
Crop the Image e e e e Ly
. . s ' -— - ] ¥ . - x WRLY -
If you look at the sample image for Slide 4 you T e Bowsron  al wd wd ] wl) —d G | e e - Sy Send Backwend © [7] :,' =
Becground & At ey« S Reset Mabne ¢ R noweiaedt ¢ S Selementse ¢ e L

probably noticed that there is a date time stamp. i i : i
You can Crop the picture to remove part of the .
image. Look in the Picture Tools for the Crop
button. It is part of the Size group.

1. Try it: Crop the Image

Go to Slide 4 and select the picture.
Go to Picture Tools->Format-> Size.
Click on Crop.

2. What Do You See? When you click on Crop
the picture will have a new frame. Crop Marks
are available in each corner and on all of the
sides. You can drag the bottom Crop Mark up
until the date/time stamp is no longer visible.

Click on Crop again and the edits will be saved.

Good Question: Is the image cut permanently?
No. Say you saved this presentation and opened
it later. When you click on the cropped image,
you will see the bottom portion that is in grey is
still available...unless you Compress all Pictures
and tell PowerPoint to delete the cropped area.

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Crop an image
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@ Picture Tools->Format-> Size

Change the Image Size T
You may wish to Resize your picture after ™ soe:  Boeerin sl ol ol ol
you Crop it. Here are the steps. e Al kit

uary

p— 2 etuer Baeges - L By Porward - 2~
1 m vl Pitrimeits = Ly b Bastoweed + [5]
i LT ST S P

Cl h'!

=

3. Try it: Resize the Picture
The picture on Slide 4 is selected and the
Picture Tools are available.

Go to Picture Tools->Format-> Size.
Change the Height: 4
Hit the ENTER key on your keyboard.

o -

| v |:|
L +.. "'
-
-

Crop —|332"

-

| Size ]

What Do You See? The Width resized
automatically to be the right proportions.

Keep going...

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Resize a Picture
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Crop to Shape

The Crop button has a very interesting
option. You can use this button to change
the Picture Shape.

E r-)k
e
E ono

4. Try it: Crop to Shape

The picture on Slide 4 is selected.

Go to the Picture Tools->Format-> Size.
Go to Crop to Shape.

Select: Rounded Rectangle.

What Do You See? The picture should
have in new shape with rounded corners.

That was alright, on a scale of 1 to 10.

Picture Tools->Format-> Size->Crop to Shape

Pl
- - Yoot Coinpn

@ Comectom « LI Comprens Mdumes

Varvmaen A oo ade hew

1 e —— e ——— . Nwe Bortier « oy Bomg Pormwed + 1D+ ?'_hj‘.
e By nange Natwre -l wd e a ) e m  wh Pte tents ¢y Send Backwend + [ |

Bachground b Aen Ened © S Reset e + O nowe et c B, Seementene A

o -

Puure Srtes 0 Avange £

¢ Click to add text

Crop to Shap
Aspect Ratio
Fill
Fit

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Crop to Shape
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@ Insert ->Picture
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Apply Image Corrections — T 3

Every picture tells a story, but not every picture = = %‘:“ el ,;',', Bl 2 ,3'_,,2{ .:;‘ - :_4,..-#’—.;‘ ;J :—.], .E.. i § ,ﬁ ool

is "picture perfect." Microsoft PowerPoint has ] e Sl - [ i s b S PRI PR [ 1
several tools you can use to Adjust the image. s

1. Before You Begin: Insert a Picture

Go to Slide 1.

Go to Insert ->Picture.

Browse to your Documents folder for the sample
picture, Sushi1.gif.

Click Insert to add this picture to Slide 1.

Still Before You Begin: Move the Title Box
Select the Title Box on Slide 1.

Drag the Text Box so that the words do not
overlap the picture.

Keep going, please.

.i. Home Insert Design Transitions
Shdelets P El. lr -----
O bd B @ B @lﬁ

Table Picture Clip 5creenshot Photo | Shapes SmartArt Chart
- Art - Album - -
Tables Images Illustrations

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Apply image corrections-Brightness and Contrast
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:’ Adjust: Brightness and Contrast
Contrast is the difference between absolute
white and absolute black, Changing the
Brightness can make an image much more alive
and colorful.

2. Try it: Adjust the Brightness and Contrast
Go to Slide 1 and select the picture. The Picture
Tools should be available.

Go to Picture Tools->Format-> Adjust.
Go to Corrections->Brightness and Contrast.

Select: Brightness: 0% (Normal) Contrast: +40%.

What Do You See? There are three different
Picture Correction options:

Sharpen and Soften

Brightness and Contrast

Picture Corrections Options.

Each little square in the library is a different
percentage of Brightness or Contrast. When you
run your cursor over the Correction, you should
see a Live Preview of the results.

Keep going...

Brightness is the amount of light on the subject.

Picture Tools->Format-> Adjust->Corrections->Brightness and Contrast

Bevew  Vew Foomar
1 # Comettioms + i Compren Mty

,,,,,,,,,,,,, & Pcture Border + g Brng Porwand - |, _‘31‘
et Sharpen and \often 2 =>JM\"M :)«m. g

s " " Reture Seecton Pane v o
S gewee na —immiict g
e B

Brghtness ared Contiant

" PO® s <
OO® © «
- P& C «
e s« «

R e e o

N haw

|

Fish Tale *

‘%— Picture Corrections Opti

Brightness: 0% [Mormal) Contrast: «<40%

Exam 77-883: Microsoft PowerPoint 2010

3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Apply image corrections-Brightness and Contrast
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@ Picture Tools->Format-> Adjust->Sharpen and Soften

uary

Adjust: Sharpen and Soften T e Ml e
B A | aTH = s £
When you Sharpen an image, you make :.".. Shnpen et e - el m o i By - B
the edges more pronounced. When you "-ﬁ & & & ﬁ o S bl B 3
Soften an image, you feather the edges e e =

and the image may be more blurry. &

3. Try it: Sharpen the Image

Go to Picture Tools->Format-> Adjust.
Go to Sharpen and Soften.

Select: Sharpen 50%.

Keep going. There are more
Adjustments...

Where Have You Seen This Before? A
Wedding Vignette is a picture of two
hands wearing wedding rings. It is usually
very soft focus.

igx Corrections «

]1 Compress Pictures
| e e |

| [ o

Erightness and Contrast

o®e«

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Apply image corrections-Sharpen and Soften
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y
Picture Tools->Format-> Adjust->Color-> Recolor

Tuluar ek

[ I'|| RPa e hde (P Frvuter Ve Pt

=
4
3

AdeSt: COIor "' “:'-:w:-:- Sl Comprain Rt — B maturs By = Ly Beng Formaed = [ Il & .
. r (pae| ] B FI- o = £l B

Color can convey good will (sky blue) or T ot Bowesres el e | o o H of St im”;--? B

trust (warm brown). Let's look at the e e . L LI e L s

options for adjusting the Picture Color. e | 'ﬁf '@‘”’ ﬁ 'ﬂ[’i '@ ® ﬁ E

4. Try it: Adjust the Color T S w6 S S

Go to Picture Tools->Format-> Adjust. .

Go to Color->Recolor. 3 i Comections - ﬁ Compress Pictures &

Select: Sepia. % Color v| % Change Picture &

What Do You See? There are three Color Color Saturation w

options that you can adjust including: & =
Color Saturation adds or removes the i v d i i

color. 0% creates a black and white image
and 400% blasts the image with color like
a poster.

Color Tone

g
G/ G Gl

Color Tone adds red to make a picture
warmer and blue to cool it down. Blue is

also used to remove the yellow tone that -
comes from indoor lighting. L

. i e SRR T W l;.l.g.:
Recolor adds a color filter on the image. e 7

Memo to Self: These pages show pictures of
food. Keep in mind that some colors just do
not make food--or people--look right!

Please UNDO the Color and continue.

I

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Apply image corrections-Color
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@ Picture Tools->Format-> Adjust->Artistic Effects

uary

Adjust: Artistic Effects T e it Bl st ——
. s (i = I =t =g u 5 H
The next example falls under the topic Ty - Biowserans  ant |l |t = E H o ot e A M e =
"You gotta see this." Artistic Effects add =~ "= *7 e e — R e e M e 5
a Filter to your image. ol ko S SR

&G e s @
S &S
Ll 4

= Cubend ey Dptiom1

5. Try it: Add an Artistic Effect

Go to Picture Tools->Format-> Adjust.
Go to Artistic Effects. 4
Select: Cutout.

Fish Tale

- 7
0

What Do You See? The options include
pencil strokes, paint brush, water color
sponge, grain, screens and glowing
edges.

Yes. That was worth investigating.

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Apply image corrections-Artistic Effects
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o::° Picture Tools->Format-> Adjust->Compress Pictures
g @~ o 6
H . H Heme  beea  Dge  Tiewitps A JE iR Reviiw Ve [T a i@
Adjust: Compress Pictures ﬂ-‘ e T T PR :

PowerPoint is a visual platform. A simple ™ s Roveren  l od o ol ol ol - e e 8 _F.:;,

slide show may have many pictures. Sncigerna | A e g e s - ] G e gt - | B e 5

ilwit Pghei 3 Rirpagr er
There is an option to Compress the
pictures, to reduce the size of the _
i“f':h“,':;..m
o Qe oogped sead of prre

=
4
3

.-

presentation.

6. Try it: Compress the Pictures
Begin on Slide 1. Select the picture.

Go to Picture Tools->Format-> Adjust.
Select Compress Pictures.

Brel (275 (i) vimked (sl e prretes e e

it Bt i o by

=] [Loms ]
What Do You See? You will be prompted
to choose what resolution you wish. The
Target output for Print resolution is higher
than Screen or E-mail. It is a compromise
between size and clarity.

Apply only to this picture
Delete cropped areas of pictures

[-_i Compression options:
|

What Else Do You See? You can
Compress just the picture you selected or
all of the pictures in this presentation.

Target output:

Print (220 ppi): excellent quality on most printers and screens
o Screen (150 ppi): good for Web pages and projectors
This is also where you can Delete

cropped areas of pictures. (71 E-mail {96 ppi): minimize document size for sharing

@ Use document resolution

Click OK and keep going...

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Apply image corrections-Compress Pictures
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@ Picture Tools->Format-> Adjust->Change Picture

Adjust: Change Picture

Say you formatted a picture with several ) _
Styles and Adjustments. Say you decided =~ = # 7 e D e
that a different picture would work better. L

uary

Is there a way to Change the Picture?
What happens to the picture formatting?

7. Try it: Change the Picture
Go to Slide 1 and select the picture. The
Picture Tools should be available.

Go to Picture Tools->Format-> Adjust.
Select: Change Picture.

You will be prompted to Browse for a
picture. The example on these pages is
the Sushi2.gif, however you can use a
different picture if you wish.

Keep going...

Memo to Self: You can also right-click
the image to go to Change Picture.

‘*M = ﬁ Change Picture..,

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Apply image corrections-Change Picture
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Picture Tools->Format-> Adjust->Change Picture

=
4
3

Change Picture, continued T T i s

What Do You See? Change Picture replaces ™ mew  fowwri: ol —d ol ol ol ot L] - - oo im0 80

the previous picture with a new one. e — T oot MM rreree
However, the new image may or may not o | Ok | w N— ——_—_— y . =
inherit the previous picture's custom ; !

formatting.

Go Ahead: Format the Picture
Select the replacement picture.

The Picture Tools should be available.
Select a Style.

Select a Picture Effect.

Select a Color.

Keep going...

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Apply image corrections-Change Picture
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y
Picture Tools->Format-> Adjust->Reset Picture

Adjust: Reset Picture :
What if all of these Picture Styles, M e Bowerie ) |
Effects and adjustments don't work = *“0 ?15':::_
out very well? Is there a better way ~ “= & &

to go back to the original, other than

a hundred Undos? Yes.

Revew  View Fomat
- & Nowe Bortier < Ly Bong Pormard - 13-
d ‘ p—y vl e Uects © s Sernd Backwand - J7]

Patre Stybes . Large e

b B L

8. Try it: Reset the Picture
Select the formatted picture.
Go to Picture Tools->Format. 1

Go to Adjust-> Reset Picture. FlSh Tale 1
You can Reset just the Picture, or

the Picture and the Size. Click to.
1 .

i ix Corrections - ﬁ Compress Pictures
=-‘ | ‘%Emlnr'r ﬁ Change Picture

] [
waias mewe . Background | Atistic Effects - [ Reset Picture] |

Adjust |‘H Reset Picture
Slides | Qutline | X U‘E Reset Picture & Size

1 kTR TR T

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Apply image corrections-Reset Picture
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More Adjustments:

Remove Background
You can use the Picture Tools to
Remove the Background on an
image. This is a new option in
PowerPoint 2007 and 2010. The
Computer Mama sez this option
works rather well.

1. Try it: Remove the
Background

Begin on Slide 5. Select the
picture.

Go to Picture Tools->Format->
Adjust.

Select Remove Background.

Keep going...
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Picture Tools->Format-> Adjust->Remove Background

n Hismr mism [ Frasummass LT e Tt 1Priren Feire Wi Freml =1 1
i @ Coneters - 1 Compor ety e — B mtunr Borten = L ey Fommern < 13- 'H £l 2n =
il oy Co Iy Craesge vt R I | p— ‘ ‘ —1 m ol PR © Ll Sl Batiowid < (7] s

Crep o par

Hemieq - % "
Bastground all Bt Dty = S Rt Pl = T Pttt R {.‘H‘nl-ll-"r-': ke
ddpar! PFaliae Shyiei v Arrgnge Mir

Baby ate them like a man!

# Click to add text

1 i Corrections = ﬁ Compress Pictures
B | i
:‘- | % Color - B Change Picture e’
Remove -
Background |- Artistic Effects ~ 3 Reset Picture ~
Adjust o

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Apply image corrections-Remove Background



E y
Picture Tools->Format-> Adjust->Remove Background
E Er PR
Remove BaCkground ) é’d : — " Background Removal Slide Show L
: 2. Mark the Areas o

Microsoft PowerPoint 2010 compares the Mos” f‘f‘:‘ - _zm ------- @ 9 @ M
colors in the image and makes a reasonable s | Ovlre | X 2
guess. The suggested background is displayed : Mark fAreas|Mark Areas Delete | Discard Al Keep

in a pink mask. The areas that will be kept are to Remove Mark | Changes Changes
shown in full color. Refine Close

3. Edit the Marks

Look carefully at your picture. In this example, |
noticed that some of the areas around the
edge of the chair needed to be marked Areas
to Keep. Others needed to be marked
Remove.

4. Keep the Changes

When you click on Keep Changes, you will
see your picture without the background. You
can change your Marked Areas by clicking
again on Remove Background. Your
background marks will still be there if you wish
to add or remove some areas.

ToEEEEESTTET .

1 N

-
%
3

-
-

o

DR T s o)

S

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.2. Manipulate images: Apply image corrections-Remove Background
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The Picture Tools

Try This: Save your Presentation
Go to File->Save.

Browse to your Documents folder.
Name the file: Fish Tale.pptx.

Click on Save.

Summary

This discussion introduced the Picture Tools.
We began with the Picture Styles, then
practiced how to crate our own custom Styles
by formatting the Picture Border and Picture
Effects.

We also investigated the various way we can
Adjust a Picture for Brightness, Contrast, Color
and Compression.

Well, you done good.
You get a cookie.

T —

|

- | e

Eﬂ‘f"' :
e Wil Bkt Lt Ml Arema® it Sl P Erirn Vira -&.n
TEEENE | o & B B j S B2 (R
.:l..;;.;u".;j., un:.;‘Ju..: — j. e | S e s
Loder Pegr  View  Rladr Bafe Radm Copmar. Window B/ BRI BEWRAE | Window L MPRUIEE  indown =
Frgiosl dlips Vipa Lilledid Wiy e . il e Ty e Werrderw Ll
Sy | Qe | M
1 .
I Baby ate them like a man!
'
sy sl
&
¥
—
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e
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Picture Styles
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Practice Activities

Lesson 5: Working with Pictures

Try This: Do the following steps

. Open the file Stopping By the Woods on a Snowy Evening.pptx
. Apply the Theme Metro

. On the title slide, insert a picture from your computer. Apply picture Effect: Reflected Rounded Rectangle
. On slide 2, resize the photo to be 4 inches tall.

. Use the remove background tool and accept all changes.

. Change the slide layout to Title and Content

. On slide 3, apply the picture Style Soft Oval

. On slide 4, crop the photo to remove the house visible in the upper left. Apply a white 2 %4 pt border. :
. On slide 5, adjust the brightness so the picture is darker. Use correction Brightness -40%, Contrast +20%.
. On slide 6, use the crop to shape tool and select Oval Callout.

. Apply Artistic Affect Glow Diffused

. Change the slide layout to Title and Content

. On slide 7, recolor the picture to Color Tone Temperature 4700K.
. Apply the soften command Soften 50%.

10. On slide 8, apply Soft Edges 10pt.

a. Apply Glow, color White Text 1

b. Apply 3D rotation Off Axis 1 Left

11. Compress all pictures and remove cropped areas.

12. Save this file as Beginning PowerPoint Activity 4

uary
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Test Yourself

1. Which of the following does Theme
apply to? (Give all correct answers)
a. Text Color

b. Text Size

c. Text Box

d. Slide Formatting

Tip: Beginning PowerPoint, page 128

uary

2. Which are Slide Layout Options? (Give
all correct answers)

a. Title and Content

b. Two Content

c. Comparison

d. Title Slide

Tip: Beginning PowerPoint, page 129

3. How are the Picture Tools Ribbon
accessed?

a. Select the picture

b. View--> Picture Tools

c. File--> View--> Picture Tools

Tip: Beginning PowerPoint, page 134

4. Which do Picture Styles format?
(Give all correct answers)

a. Picture Border

b. Picture Effects

c. Picture Brightness

Tip: Beginning PowerPoint, page 135

Comma Training Page 156

5. The only way to add a Picture Borderis 9. Which command adjusts the size of a

with Styles. picture to reduce the size of a presentation?
a. True a. Resize

b. False b. Compress

Tip: Beginning PowerPoint, page 137 c. Shrink

Tip: Beginning PowerPoint, page 148
6. Which are Picture Effects? (Give all
correct answers)
a. Shadow
b. Reflection
c. Soft Edges
d. 3D Rotation
Tip: Beginning PowerPoint, page 138

10. Which are options for adjusting the color of
a picture? (Give all correct answers)

a. Color Saturation

b. Color Tone

c. Recolor

Tip: Beginning PowerPoint, page 146

7. Which is true? (Give all correct answers)
a. When you sharpen an image, you make
the edges more pronounced

b. When you soften an image, the edges
are feathered and more blurry

Tip: Beginning PowerPoint, page 145

8. Reset Picture removes any formatting or
adjustments, returning the picture to its
original format.

a. True

b. False

Tip: Beginning PowerPoint, page 151




Beginning PowerPoint Objectives |5 @ M s

In this lesson, you will learn how to:

1. Control the AutoCorrect options for a
Placeholder, such as a Text Box.

2. Use the Design Ribbon to Promote and
Demote bullet levels in a SmartArt graphic.

3. Identify and use the SmartArt Tools to
edit a SmartArt graphic.

4. Change the SmartArt: Add more Shapes,
Reorder the Shapes, and change the
Layout.

5. Convert the SmartArt to Text or Shapes.

© 2011 Comma Productions LLC
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PowerPoint 2010: Working with Graphics

=
Z’;" Shapes and SmartArt

A M ¢ Rt e - s
P — T e :
" — .'f! ! - « — = — ]
o LT TR g e
Pr— — [ -

T | D -

o L

-

] Add Shape = <@ Promote 4 Move Up _
["="p— » - L]

[(3 Add Bullet = Demote 4 Move Down [ - | -] B
Change

E Text Pane i'_’ Right to Left oo Layout = ~| cColors~

Create Graphic Layouts




Lesson 6 : Shapes and SmartArt

E SmartArt->Design Ribbon
1. Readings Add Sh Promote _] Move U @0
g . _ A mi]v# romote 3 |4 P B ™ Py
Read Lesson 6 in the PowerPoint guide, - ®
page 157-187. [*5 Add Bullet = Demote % Move Down [ -] -] mE o
ange
Project : L — M le::qu::urEs:l'r
rojec :
A presentation that uses SmartArt to add 1_] Create Graphic i] Layouts
interactive graphics. i] E] l]
SmartArt->Format Ribbon
g;g;ll;ag:mplete DX m Home Insert Page Layout Formulas Data Review View I Design i Format
1] ..P Change Shape ~ Q Shape Fill ~

2. Practice

e Larger [m] [MJ [m] [mJ [m] [nch [mJ - | R shape Outiine ~

Do the Practice Activity on page 188. EJL (4] Smailer ¥ | ) Shape Effects =
_ 9 I Shapes Shape Styles F
3. Assessment —
Review the Test questions on page 189. Menu Maps More Menu Maps
From the SmartArt Tools->Design Ribbon. From the SmartArt Tools->Format Ribbon.
. Design->Create Graphic->Text Pane, page 172 8. Format->Shapes->Change Shape, page
. Design->Create Graphic->Add Shape, page 174 182
. Design->Create Graphic->Promote, page 176 9. Format->Shapes->Larger, page 183

. Design->Create Graphic->Right to Left, page 177

. Design-> Layout, page 178

. Design->SmartArt Styles-> Change Color, page 179
. Design->SmartArt Styles-> Styles, page 180

NO PR WN =
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Pictures are one way to tell your story. Shapes and SmartArt are another. Shapes let you visualize concepts. One
very useful example of SmartArt is an organization chart. The hierarchy lets you see a different view of a company
than you would get from a catalogue of the employee pictures. Shapes and SmartArt use many of the same Drawing
tools we played with earlier. This is a fun lesson: enjoy!

=
r @ Shapes and SmartArt
»

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

Home Insert Design Transitions Animations Please Start Microsoft PowerPoint
"""" B Layout ~ What do you see at the top of the screen?
& i - = A u | Isthere a Title Bar that says Microsoft
; B Reset PowerPoint? Yes.
Mew AV
. sige - “Ssection~ | B £ U & abs v Aar |

R B ) | Is there a Home Ribbon with the Clipboard,
B Clipboard = Sl ST Font and Paragraph Groups? Yes.

Slides | Qutline | %

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

All barns need a barn cat....keep going
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Home ->Slides->New Slide

Before You Begin e e Tl ar=r—e=s i : 1
This lesson starts with some options Da Clgwa 5 W09 EE SEE G atioso, B F g, Py

for managing lots and lots of textina ... “ .. B L | |

Text Box. Then, we'll look at Shapes e | Dutiew | M| -

and SmartArt: two more ways to
make a point in your presentation.

1. Try it: Create a New Presentation
Open Microsoft PowerPoint 2010. You
should see a new, blank presentation.
Go to Home ->Slides->New Slide
Please add four new slides.

Click to add title

* Click to add text

Home Insert Transitions Animations

Design

Keep going... 2 s 55| Layout = P
efll= = Layou RN
EE | E Reset
Paste New , B 7 U 8 ahe V- Az |
Memo to Self: You do not have to - Slide ~ ) Section ~ - o
MATCH the images and special Clipboard Slides Font
effects shown on these pages.
W pag Slides | Outline | x
Please add your own pictures if you 1

wish. It is more important that you
begin with something and try the
options that are available.

Saded ol | e Thame | 3

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text
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Meme  Weet Dellgn Sunaten Anmatens S Thew Revew  View Format

:‘ 5] Wt mnmen -u-x.",:;-;;-.rc:u-"?: B\NOOC -,{_"»1'_ NL.
Enter the Titles G A e PN OeE A A SEEE By WX e g ST
2. Try This: Add Text to the Titles == s & =t
Select Slide 1. Type the following: g

Title: Catalogue
Text: Rosalie Moore (B.1910)

Select Slide 2. Type the following:
Title: Catalogue
Text: Cats sleep fat and walk thin.

Select Slide 3. Type the following:
Title: Catalogue
Text: (blank, so far)

Keep going...

Mariellen's barn cat had kittens....keep going

Comma Training Page 161
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Catalogue

Rosalie Moore (B.1910)

Shdelofts  Omue

Catalogue

* Cats sleep fat and walk thin

Exam 77-883: Microsoft PowerPoint 2010

2. Creating a Slide P
2.5. Enter and forma

resentation
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Choose a Theme

3. Try This: Select a Theme
Select Slide 1.

Go to Design->Themes.
Select a Theme: Thermal.

Try This, Too: Change the
Layout

Select Slide 2.

Go to Home->Slides-Layout.
Choose a Layout: Two content.
Repeat for Slide 3, 4 and 5.

What Do You See? This step
changed the Slide Layout. Each
slide now has two place holders.

Keep going...

Lots of kittens....keep going
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Design ->Themes

oM ul

IMI

Aﬂ. 43 | _W”' W Bk i e e+
p (] st +
|l i B | Thects - Ml Bl Gt

Baciground

% Click to add text #» Click to add text

nCoIors ~
Bndelh Ao
== o] o[
HEEEEE

7| [O] Effects - .
Themes

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides: Apply a Theme
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Enter a Lot of Text

4. Try This: Add a Lot of Text

Select Slide 3. Type the following:

Title: Catalogue

Text: Cats, when they sleep, slump: When they
walk, pull in-

And where the plump's been, there's skin.

What Do You See? The words in the Text Box
wrap: technical term for continues on the next
line. When you type ENTER on the keyboard, a

new bullet will be added to the list. Keep going...

Lady at 2 weeks old, the only girl in the litter....

- Yoot Coinpn R T A o Ahde Aow Revew View ¥ ormat

oG s 2 vt - Atotra- g Porward « | Abgn - £l ax
ALLDT O » Elreton e e v . z,.,m. f\\ A . ‘r«m. & tena Bacwrs - 1]
S AL Al < Shape tens - Atetnens s D tenauatine  pbees o 4%
et Lhapes Shape Utey Wredan thyey . Avarge d
. 4
» Cats, when they » Click to add text

sleep, slump: When
they walk, pull in-

» And where the

plump's been, there's | -
skin. 1 &4

[TV

| Luuﬁl zzuc )

» Cats, when they » Click to add text
sleep, slump: When
they walk, pull in-

plump's been, there's L iL-!] :

i » And where the
' skin.

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text
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Format the Text
5. Try it: Format the Text
Go to Slide 3.

uary

Select all of the text in the Text Box.

Go to Home ->Font->Size
Choose a size: 36 pt

What Do You See? As you increase the
Font size there will be a point where the

text will be too big and it will not fit on the
screen, | know, that's stating the obvious,
but keep going...
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Home ->Font->Size

» Cats, when they
sleep, slump:
When they walk,
pull in-

oEY

g~
EEEED

EERJERCE

» And where the
< plump's been,
there's skin.

sleep, slump:

pull in-

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

» Cats, when they

When they walk,

% Click to add text

i

e ]

il

» Click to add text




Mot | et Getgn Sasstem  Anmamers  SheThow  Revew  View

o

N 4 5] W e [ (A a # ERE. la- & \C -JJ P &y $hepe fa - s
e B o pamac A E e (AL 5T Dl et e SO | Gt
1 e F . T Semen - =" ” g TR > 4L e o hape Doy = g Seled -
Resize the Text Box ] e o " e | et A gl
| Ovtine |

Say you resized the Text Box and made it
smaller. What happens to the text?

uary

Y |
» Cats, whan thauw | PRTIN TN

6. Try it: Resize the Text Box SN ALY T AL AL ARRR RS RAAAAY
lect the Text B l The handles will Sieep, S N
Select the Text Box on Slide 3. The handles wi When tt » CatS, Wh&"ﬂ the\,’

be available. Use any handle and drag until the o walk, pu

Text Box is smaller. — » And whe SIE‘E’D Siu Mmp.
plump’s ! \

What Do You See? Microsoft PowerPoint 3 there's ¢
automatically resized the text so that it would fit. =
The Font size in this example was downsized
from 36 pt to 28 pt.

When they
walk, pull in-

“» And where the f;‘J

What Else Do You See? Look for a little button
with two arrows. This is the AutoFit Options.
When you click on AutoFit, you should see:
AutoFit Text to Placeholder

Stop Fitting Text to This Placeholder,

plump's been,
there's skin.

Click to add notes

The third choice, Control AutoCorrect Options " =
let us edit the default formatting for Text Boxes.

o

s

Memo to Self: You may or may not have this = AutoFit Text to Placeholder

option, depending on your settings. Keep going: L -
let's find out what AutoFit can do. Stop Fitting Text to This Placeholder

O
¢  Control AutoCorrect Options...

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Use AutoFit
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Text Box AutoFit Options

You can see the AutoCorrect option by clicking the
little pop up, or by right clicking the Text Box and
going to Format Shape. Either way, you will see
there are four tabs in the Control AutoCorrect
Options. The AutoFit options can be found on the
one called AutoFormat As You Type.

uary

7. Try it: Review the AutoFormat

Microsoft Office has many AutoFormat settings that
you can turn on or off. By default, PowerPoint will
replace fractions, hyphens, hyperlinks and even
emoticons (smiley faces.)

There are more options. Click CANCEL and keep
going, please.

218" B Ox:
h P e i i ——

X ] Bt (et B <A @ . ":IIMA > o &
: e 3 a11o00: W W
Paste s ‘:: : Socion * BIU SN A A-EEREIE N 5 e mwm
Chpboed thater Port pa— 4 o
Outhee | =

¥

Auteformet As YouTyoe  Acters | Math AsteComect

V' TRaght uotes” weih “emart uotes”
7 Fracsers (130 wih Facsen Swrecwr (W)
» 7 Drfras |90 =B soe et
V' mohers () wih dash [~
Sy faces 1) and mvows (e >) wih el symics
7 Vet and reteint paTe e Nrpevies
- ety o o e
! 7 Adometc Sleted od rteed b
¥ Aol vte st 1o clacehoider
7 AR B0y et 1 placenolde

AutoCorrect | AutoFormat As You Type | Actions | Math AutoCorrect

2 epete -

W vpe Outene «
=l Shape e *

text

Replace as you type
"Straight quotes™ with “smart quotes™
Fractions (1/2) with fraction character (2)
Ordinals {1st) with superscript
Hyphens () with dash (—)
Smiley faces :-) and arrows (==x) with spedal symbals
Internet and network paths with hyperlinks
Apply as you type
Autormatic bulleted and numbered lists
AutoFit title text to placeholder
AutoFit body text to placeholder
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Drawing Tools ->Format

uary

A T ol Wt Pt MR 1411414 R -~

H H L [T e Lt i S WPrire Frera e At -ﬁ'ﬂ
Format with Drawing Tools N R T i e e B sl
When you select a Text Box you should .:._j_}:}-:, O] v ] st B [ Lt - :;Ei & = vt Qo + qmm-—.-::: - d +=
see the Drawing Tools. We looked atan  * Ly R e e L *"""""",","’_E T e 8
abbreviated set of Drawing Tools on the S o | x| =

Home Ribbon. Let's look at the options on . i
the Drawing Tools Ribbon. A A
“sonloguis » Cats, when they » Click to add text
sleep, slump:

8. Try it: Review the Drawing Tools

The Text Box on Slide 3 is selected. The = ﬁ;ﬁnﬁﬂn_
Drawing Tools should be available. A A :.-.rhere the @
Go to the Format Ribbon. plump's been, ad
d there's skin. £
What Do You See? The Shape Styles
include the same options that were +

available on the Home and Design
Ribbons: Shape Fill, Outline and Effects.

Look in the bottom right corner of the
Shape Styles group for the option arrow.
Click that arrow and keep going...!

Catalogue )
FCaiogu CoraEN e o 572 -

Transitions Animations Slide Show Review View Format

3 shape Fill =

Pa " ot
[ABE} Abc [AUE ‘ - | & Shape Outline ~ A A a E‘

(. Shape Effects ~
Shape Styles la WordArt Styles

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Use the Drawing Tools
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Arde (Pim Fovarw

a2 hape b - -
2 ape Outmne « }"\‘
T g B0 - —

Ve

Drawing Tools ->Format-> Shape Styles->More

Foomar

b beng Pormard « 1D Abge -

1w

Auqu<
A v & ren O ¢y Sent Bacvwwnd + 1]
A teatmens =« B, Seleman

-
Pose DS 37

Arenge b

Text Box Formatting S s

There are about a dozen categories thatyou ! L0 O Bl b el 1 ol 1

can edit when you Format the Shape. You St Shuse soses
Owtine =

will find Text Box at the bottom of the list on
the left side of this dialogue box.

9. Try it: Format the Text Box N

Text Layout includes the following:
Vertical alignment (Top, Middle, Bottom)
Text direction (Horizontal, Rotate, Stacked)

AutoFit has three choices: i .
Do not Autofit. :
Shrink text on overflow. |
Resize shape to fit text.

You can also edit the Internal margins: Left,
Right, Top and Bottom. By default
PowerPoint will Wrap text in shape.

Very good. Click Close to return to the slides.

Oick 1o add motes

Wdelofs  Theme

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Wrap text in shape
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e
Teyrd

A

o

Text Box
et et

=]

pxt
Text Box
Text layout
Vertical alignment; |Tu|:|
Text direction: |Hurizor113| Izl

Autofit
™) Do not Autofit

i@ Shrink text on overflow

() Resize shape to fit text

Internal margin

ot
Right: Bottom: |0.05"

Wrap text in shape

Columns...

!

9

Y
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@ Drawing Tools ->Format-> Size

uary

Format the Text Box Size e S S Mk e e s :
A few minutes ago you resized the Text e e R R N\ o}t St | St At i
Box by dragging one of the Shape A g T e ] 1
handles. Here is a more precise method e | LN T
to format the Size. ol j
1. Try it: Format the Size of a Text Box l : : A Text Fill - [y Bring Forward - |= Align ~ IEES -
Go to Slide 3 and select the Text Box. g &7 Text Outline - [ Send Backward = [f] Group - .
Go to Drawing Tools->Format->Size. - _ -
Type the Width: 3.25" {&\ Text Effects - E:[} Selection Pane % Rotate -
e Ia Arrange
2. What Do You See? When you 3 there's skin.

changed the width, the height may not
always resize proportionately. In the
example on this page the height stayed
the same.

8/

Our lessons have looked at Text, Text
Boxes, Pictures and Shapes. Each of
these objects can be customized with the
Drawing Tools. OK, that's enough about
Shapes for a minute.

) Al
» Cats, when they
sleep, slump:
. When they walk,
pull in-

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Format the Size
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SmartArt Graphics

Some Shapes are very dynamic...in fact,
they are called SmartArt. The Shapes in
a SmartArt diagram automatically update
based on your text.

1. Try it: Insert SmartArt
Select Slide 4.

Go to Insert ->lllustrations->SmartArt.
Choose a SmartArt Graphic
The SmartArt library includes:
List

Process

Cycle

Hierarchy

Relationship

Matrix

Pyramid

Office.com

Select: Hierarchy and keep going,
please.

What Do You See? As you click on each
option, you should see a sample of the
chart, as well as, a short description of the
purpose of this diagram.

Insert ->lllustrations->SmartArt

e e T e i ot e |
Hasmr s [T T Al Al P Froen Cmn Fatmar a ﬂ
v ki ler = 3 -
L] | BREY e - IRT “ "!,);, | Lo (o) T 2 B -& -
Tably Palurs Chp Scwsrshot Paole  Thapn Dmadbs Chad  ios Ted  Fesde Worsld Deln  Dhds Objed  Dgeslion fymbol Wiko Bedba | Debed
v Ll = e = T B B Fooban & Ny Hombat = Ll
Ealr W
e
]

Shde d of s Thewmal | 5

All

List
Process

Cyde

Hierarchy l

Relationship

Matrix

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.4. Manipulate SmartArt
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@ SmartArt Tools

Hello, SmartArt

You should see a new SmartArt
diagram in your slide.

uary

Design and Format. The Design

2. Try it: Review the SmartArt Tools &
There are two SmartArt Tools:
Ribbon has options for creating and P B

editing the SmartArt graphic. The o — o
Format Ribbon includes options that S
are similar to the Drawing Tools. I :

Keep going...

|'— Une 19 30w hev s 1eatonehes
orogresmng $am o 1 Sottom

ST mere abad Jme Wl ot

r———J-

ue mp OWETF Ol

Transitions Animations

Slide Show

I [Text] ' [Text] | [Text]

Click t@ acle e

SIM'IMTGGIS

Review View DESIgﬂ Format

Ip

Jown A;i_»_ e d:t’ - el Q g _,‘I_—.=l|__
S (== 5] 5| - S [ ] o
Layouts Smarthrt Styles

" =S

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements

3.4. Manipulate SmartArt

Comma Training Page 171



uary

o

View the Text Pane
The SmartArt has two parts: the
Graphic and the Text Pane. The

Text Pane is the outline to the left of

the SmartArt diagram. You can

Show or Hide the Text Pane if you

wish.

3. Try This: View the Text Pane
Click on the SmartArt diagram.
Go to SmartArt Tools ->Design.
Go to Create Graphic.

Select: Text Pane.

What Do You See? The Text Pane

can be displayed or hidden.

What Else Do You See? When you
close the Text Box look on the left
side of the SmartArt Diagram for a
small set of arrows that you can use

to Show the Text Pane again.

Keep going...
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SmartArt Tools->Design->Create Graphic->Text Pane

™ i -
] -
S ., [SEH GO C o a3
P T "] Add Shape = <A Promote * Move Up
e, il A

ﬂ i Add Bullet & Demote ¥ Move Down

T]TextPane| & Rightto Left == Layout

Create Graphic

] e
== I [Text] | [Text]
[Text] |[Te:{t] [Text]

Click e ack e

Type your text here 57

® [Text]
s [Text]
* [Text]
s [Text]
s [Text]

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.4. Manipulate SmartArt: View the Text Pane




Wome  bet  Desge Tt

% JAeathpe = & Pamete & Movelp —
. E
v » e { =) 1

-

=
4
3

e N 5 =R =R = = = »nR
= = & o At Reet Convert
Edit the SmartArt Text D] 3w — & =il CL . ame
4. Try it: Type your text here Sies | Owime | x : Y
Type the following: 4
e Catalogue Sz
o Dogs pyre— -
= Pluto """j‘m Catalogue
= Goofy .
o Cats son * \
What Do You See? Whatever you type in the Text I Dogs ' Cats ¢
Box will be displayed in the Diagram. Keep : : 4
going...
'r: uim":mm'.\:zuu
1 4] ~8s
Type your text here 53 Gt Ll Ot L LL t G.' )
* Catalogue :
* Dogs E
* Pluto TR0 ) o
* Goofy
- [)atd

Reddy at 3 weeks old. He is a handful now....

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.4. Manipulate SmartArt
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SmartArt Tools->Design->Create Graphic->Add Shape

Add Shapes

5. Try it: Add More Shapes

The SmartArt is selected on Slide 4.
Click after "Cats" in the Text Box.
Go to SmartArt Tools->Design.
Go to Create Graphic.

Click on Add Shape.

Select: Add Shape After.

Type: Mice

¥

] Add Shape|~| < Promote

{; AddShape After

"] Add shape Before Left

o L] I Pluto I Goofy

|2 AddShape Aboye hic

%) Add Shape Below Type your text here -
3 I PGS Y R E
Add Assistant = |
= — * Catalogue @) @@u@ 'LI.'[{L S >
* Dogs :
What Do You See? When you add a . i
Shape before or after SmartArt places the * Pluto E
new Shape in the same bullet level as the * Goofy TN os=———c]
Shape you selected.
® (Cafc
Keep going... * Mice

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.4. Manipulate SmartArt: Add and Remove Shapes
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e

SmartArt Tools->Design->Create Graphic->Add Shape

Fdae s = -
Manipulate SmartArt i Sha s [l g e = T
Promote and Demote are used to T 2 e - il (= =c] | Lrlem) (o - o ] e
change the bullet level of a Shape. —Eml ﬂ o = =
Before You Begin: Add More Shapes I -
The SmartArt is selected on Slide 4. e o I Catalogue
Click after "Mice" in the Text Box. - -
Go to SmartArt Tools->Design. —

Go to Create Graphic.
Click on Add Shape.
Select: Add Shape Below.
Type: Mickey

- gy
ey
==
Dogs Cats
- ) .:....._....” I Pluta | Goofy

Keep going...

Type your text here

ek o a3 r

* Catalogue
* [ogs
* Pluto
* Goofy
* (ats
* Mice
* Mickey

At 4 weeks old the kittens are ready to play....

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.4. Manipulate SmartArt: Add and Remove Shapes

Comma Training Page 175

Click to ack {itle

| Mice
I Mickey




@ SmartArt Tools->Design->Create Graphic->Promote

uary

Promote or Demote a Shape "™ " " = 3 S—
6. Try it: Promote a Shape s oume i, oy | eihpl 2o L | | L] Add Shape ~ < Promote
The SmartArt is selected on Slide 4. pedroimn e " Colar S AddBullet ' Demote

Click after "Mickey" in the Text Box.
Go to SmartArt Tools->Design.

Go to Create Graphic->Promote. i Create Graphic

* Cataogue
* Dogs
* e Catalogue
* Gooly
: 1 o
. Moe
* Makay i
Dogs Cats Mice Mickey
| Pluto | Goofy

S W O e e e toneh s
= | srogressng $om top = bottom
T | o mre ot Sl ey

What Do You See? The "Mickey" Shape
was moved to the bullet level above the
one it was on.

Try This, Too: Demote a Shape
Click after "Mickey" in the Text Box.
Go to SmartArt Tools->Design.
Go to Create Graphic->Promote.

The "Mickey" Shape should be back in the
bullet level below the one it was on when
you selected it. OK, that makes sense.

Type your text here

Cliclk @ & | -« coogue

. * Dogs

Keep going...
* Pluto
* Goofy

* (Cats

= Mice

= Mickey

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.4. Manipulate SmartArt: Promote or Demote
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@ SmartArt Tools->Design->Create Graphic->Right to Left

d9-6 ?
Weme  Pnet  Desgn  Tiosiiens  Aneatiens TRt Shew  Revies View | Desgn | Feemat

Reorder the Shapes o = ~

Say you wanted to change this graphic_so that the e g | 1. & |8 - ol r"r:‘- r—rr’“ r";" r;""_t | ot

order is reversed and the Shapes go Right-to-Left. R s o Smwtict Stes iy

Here are the steps. Sder | Ovtine | x| ' i
7. Try it: Reorder the Shapes Trpe yous et e = E
The SmartArt is selected on Slide 4. Cataiog | o Cabowe
Go to SmartArt Tools->Design. . Catalogue °
Go to Create Graphic->Right to Left. ' * Goety

What Do You See? The Shapes were reordered

so that they are the opposite of the original layout:
Dog, Cats, Mice. Keep going...!

- Ik:‘.’:"v
= Mice Cats Dogs
. °
eraivy . .
- W b e hrendca scaturips MICkC‘y GOOfy Pluto
T | L ot S it sty ' |

Memo to Self: In the world of cartoons, everybody
knows the hierarchy goes: Mice, then Cats, then
Dogs, right?

Click o add notes

Corgwl mm

._] Add Shape ~ <@ Promote 4+ Move Up
=] Add Bullet & Demote % Move Down

(D Text Pane| | & Rightto Left| 2, Layout
Create Graphic

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.4. Manipulate SmartArt: Reorder the Shapes
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Edit the Layout e ——— 2

There are many Layout templates that Jusss S0 sumone | g oF  oF o
you can choose. Some are vertical ]
(organizing the Shapes from top to
bottom) and some are horizontal
(arranging the Shapes from left to right.)
Let's look at the options.

E )Q
E SmartArt Tools->Design-> Layout

Catnlogue

8. Try it: Edit the Layout

The SmartArt is selected on Slide 4.

Go to SmartArt Tools->Design.

Go to Layout.

Select: Horizontal Organization Chart.

What Do You See? The Shapes on the
page are in a horizontal Layout.

What Else Do You See? The hierarchy
was changed so that the Dogs are back
on top. You can go to Move Up if you
wish to put the Mice back on top.

Keep going, please.

o4 otS | Theme D ol IR N YO one |

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.4. Manipulate SmartArt: Edit the Layout
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SmartArt Tools->Design->SmartArt Styles-> Change Color
Styles: Change the Color ig.;,:."._.'_"".f e — B P 9
: We have talked about color often in these - o4 - - ;_“:_I—-: - =l =R -l ..
pages. Colors can invoke trust, joy, good ~ “™"™ =i = e r— r R A=

will and faithfulness, purity and darkness.
The SmartArt Styles include Color as
well as Styles. Let's start with the Color.

9. Try it: Change the Color

The SmartArt is selected on Slide 4.

Go to SmartArt Tools->Design.

Go to SmartArt Styles-> Change Color.
Select: Colorful Range.

i — s — s — e —
Ty Arpior Rt n Smarldn Guphe

What Do You See? The Colors are
applied Left to Right, not Top to Bottom in
this Layout. Keep going...

Catalogueg

Cats sleep fat!

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.4. Manipulate SmartArt: Change the Color
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E .
7‘;,*’ SmartArt Tools->Design->SmartArt Styles-> Styles
E °
More SmartArt Styles e =
JAde Shape -+ & N . 1t &% e e Document 'hg
: Last, but not least, you can change the L T < | - —=8 ‘ : ’ = Y

SmartArt Style. =t

Try it: Choose a SmartArt Style
The SmartArt is selected on Slide 4.
Go to SmartArt Tools->Design.
Go to SmartArt Styles-> Styles.
Select: Intense Effect.

What Do You See? SmartArt, like all of the
Shapes, can be formatted with Styles. The
Computer Mama likes the Styles because they
format so many aspects of the Shape including
color, shadows, glow and bevel.

So far, so good for the Design Ribbon.

Tewal D

ataloguegs

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.4. Manipulate SmartArt: Choose a Style
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Format the SmartArt

This discussion has focused on the
SmartArt Design Ribbon. Let's review
the options on the second Ribbon in
the SmartArt Tools: Format.

uary

1. Try it: Review the Format Ribbon
The SmartArt is selected on Slide 4.
One of the Shapes is selected.

Go to SmartArt Tools->Format.

What Do You See? The SmartArt
Format Ribbon has many of the same
options as the Drawing Tools:

Shapes

Shape Styles

WordArt Styles

Arrange

Size

Keep going...

SmartArt Tools->Format

o907
—— Yoo Cougr Voo At Snde Ihow Rroen Ven Devgn Fosmar

2 e thape - & tpe P et R 2
4 \ &
5 Lo = o . B\ v Tedt Ovtine =
& o Zoeomee: | B\ B\ & e
1) Smater T Thape BN ¢ Tedt (Ve - -
Shaper Shane Wptey . Werddet Shytes .
Shdes | Owiew | ™ -

r

“pluto |

.

icr owerPoi SmartArt Tools

Transitions Animations Slide Show Review View Design Format
. § ) » shape Fill =
Wb ‘ Abc Abc Abc [ Abc Abc + | ¥ Shape Outline ~ A
Shded oty T
— ¥ | ! Shape Effects =
Shape Styles |

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.4. Manipulate SmartArt: Format
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SmartArt Tools->Format->Shapes->Change Shape

Format: Change the Shape s e T T -
You can Change the Shape in the Smart s Roeoume B\ A\ oo

Art if you wish. In this example we will 2 s ey —— e a1 2
select one Shape and format it differently Shdes - oo | 3
than the rest in this graphic. - QTN

2. Try it: Change the Shape A4+ -4

The SmartArt is selected on Slide 4. | g

Select the "Catalogue" Shape. Nl s

Go to SmartArt Tools->Format. ogneo

Click on Change Shape. 800 i : : Goofy

Select: Oval. s00000

What Do You See? You can choose any

of the Shapes: Rectangles, Basic, Block,
Equation, Flowchart. Stars and Banners,
Callouts and Action Buttons.

What Else Do You See? The SmartArt
formatting was applied to the new Shape.

Keep going...

gue

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.4. Manipulate SmartArt: Change the Shape
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@ SmartArt Tools->Format->Shapes->Larger

Format Shapes: Larger
Shapes can also have different sizes.

uary

3. Try it: Make the Shape Larger

The SmartArt is selected on Slide 4.

The "Catalogue" Shape is selected.

Go to SmartArt Tools->Format-> Shapes.
Click on Larger.

What Do You See? Each time you click on
Larger, the Shape increases in size. As the
Shape gets larger, the other Shapes become
smaller to fit the SmartArt graphic.

. Dogs

¥ Catalogue ¥

Cats

Of course, there is more...

L]

atalogue

You can't be too thin or too rich...

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.4. Manipulate SmartArt: Change the Shape Size
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Format the SmartArt Size

Earlier, we changed the Size of one
Shape. You can edit the Size of the
SmartArt graphic as well.

Before You Begin: Select the SmartArt
graphic on Slide 4. Copy and Paste the
SmartArt to Slide 5.

4. Try it: Change the SmartArt Size
The SmartArt is selected on Slide 5.
Go to SmartArt Tools->Format->Size.
Change the Width: 4"

Click ENTER on the keyboard.

4] Height: |4.83" :
= Width: (4" :
Size T

What Do You See? The SmartArt was

Resized proportionally: height and width.

Keep going...

SmartArt Tools->Format->Size

Jasaibead &
DlTeabane 3 it g iem 2 L

Cpdoan * bl
Arralr Graghen Lirmady Smartan s Rrie
b | |
-
l o
all m
i R

wﬁ

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements

3.4. Manipulate SmartArt
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Convert the SmartArt: Text
The SmartArt Design Ribbon has a couple
of interesting tools for Converting the
SmartArt into Text or Graphics.

uary

Before You Begin: There are two ways
you can Convert the SmartArt. Please
copy and paste the small SmartArt
graphic on Slide 5 so we can try both
options.

5. Try it: Convert the SmartArt to Text
The first SmartArt is selected on Slide 5.
Go to SmartArt Tools->Design.
Go to Reset->Convert.

Click on Convert to Text.

What Do You See? The SmartArt has
been Converted to a bulleted list.

Keep going...

SmartArt Tools->Design->Reset->Convert->Convert to Text

-
. e .
tor "
.- ® N )i .
Teange - Faie Corvent
Dteare 2 ngrrein . | Coters® g ;

Grapt
Corate Coaptet ra st gtey -
| [
Sedes | Owilme | X e Gomwwt o Teut
* - R——
8

eCatalogue
*Dogs
*Pluto
*Goofy
*(Cats
*Mice
*Mickey
o o

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.4. Manipulate SmartArt: Convert to Text
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7‘.,:" SmartArt Tools->Design->Reset->Convert->Convert to Shapes

Convert the SmartArt: Shapes W8~~~ = oo e e e e 3
: 6. Try it: Convert the SmartArt to Text Drenan Some  $umoemn | ZH0R - g - - ‘ -

The second SmartArt is selected on Slide 5. “™ = — | - e

Shdes

Go to SmartArt Tools->Design.
Go to Reset->Convert.
Click on Convert to Shapes.

sCatalogue
*Dogs
Pluto
*Goofy
oCats
*Mice
*Mickey

What Do You See? The SmartArt has been
Converted to Shapes. The Drawing Tools
are now available.

So, we are back to where we started.
Allez, allez in free.

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.4. Manipulate SmartArt: Convert to Shapes
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Summary

Try This: Save Your Presentation

Go to File->Save.

Browse to your Documents folder.

Name the File: Catalogue.pptx. Click Save.

Summary

This lesson introduced Shapes and SmartArt. The
Shapes and SmartArt offer another way to visualize
a concept. SmartArt is a fun, dynamic and easy to
update. The SmartArt Tools are similar to the
options that you would find on the Drawing Tools
Ribbon for a Shape.

Well, you done good. You get two cookies.

g g Weian [T LR Y At e e, el Urien Erera e friaph Fuimir & n
Clkddtnase < b Pamstc & Mewr b - s F : 7"
! 1 —— T T | o R = j':- e
i e e - - == — el — L Dl
loearen 35 gL A L v T Cadene = Gasphir
iLr iy it ik _blmﬁ Al Wley Lot

S _—_i:u:.

] Add Shape = < Promaote 4+ Move Up
:=] Add Bullet

ey

> ==

FVice X Wickey

Catalogue )

!"-:i.'-i B w4

% Demote -+ Move Down
2 Rightto Left . Layout -
Create Graphic

Curious as a kitten!



Practice Activities

Lesson 6: Shapes and SmartArt

Try This: Do the following steps
1. Open a new, blank presentation.
2. On the Title Slide, add the Title: Preschool Primer

a. Resize the font to size 88. Change the alignment to Bottom. Align the text Right.
3. Add a new slide. Insert SmartArt Cycle: Basic Cycle. Add the following seasons using
the Text Pane: Spring, Winter, Fall, Summer.

a. Add the Label Big. Add the following in the Big List: Elephant, Horse, Lion,

b. Add the Label Small. Add the following in the Small List: cat, mouse, raccoon

c. Remove any extra shapes

d. Change the SmartArt Style to Cartoon.

e. Change the Shape Art Color to Colorful Range—Accent Colors 4 to 5

f. Change the Smart Art layout to Hierarchy List

uary

5. Add a new slide. Insert Smart Art Cycle Matrix.
a. Add the following text to the wedges in the circle: Pets, Farm, Forest, Bugs
b. For Pets: add Cat to List Level 2, add dog to List Level 2
c. For Farm: Add Cow to List Level 2, add Horse to List Level 2
d. For Forest: Add Bear to List Level 2, add Deer to List Level 2
e. For Bugs: Add Spider to List Level 2, add Ladybug to List Level 2
f. Change the Smart Art color to Colored Outline, accent 2
g. Convert the SmartArt to Shapes
h. Delete the arrow shapes in the center of the Cycle Matrix

Comma Training Page 188

6. Add a new slide. Add the following numbered list:
1. Sun

2. Shoes
3. Tree

4. Doors
5. Hives
6. Sticks
7. Heaven
8. Gate

9. Line

1

0. Hen

a. Change the Text Direction to Stacked.
b. Resize the text box, if necessary, so Heaven and Sticks fit

7. Save the file as Beginning PowerPoint Practice Activity 5

Guard Cat watches the printer...keep going




Test Yourself

1. Which Ribbon is available when you
select a Text Box?

a. Drawing Tools

b. Text Box Tools

c. Shape Tools

Tip: Beginning PowerPoint, page 167

2. To access the Drawing Tools Ribbon,
select a Text Box.

a. True

b. False

Tip: Beginning PowerPoint, page 167

3. Which are Autofit options for a text box?
(Give all correct answers)

a. Do not Autofit

b. Shrink Text on overflow

c. Resize shape to fit text

Tip: Beginning PowerPoint, page 168

4. Which are types of Smart Art?
(Give all correct answers)

a. List

b. Process

c. Cycle

d. Matrix

e. Procedures

Tip: Beginning PowerPoint, page 170
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5. Which are Smart Art Tools Ribbons?
(Give all correct answers)

a. Design

b. Format

c. Styles

Tip: Beginning PowerPoint, page 171

6. You can change the color of Smart Art.
a. True

b. False

Tip: Beginning PowerPoint, page 179

7. Styles can be applied to Smart Art.
a. True
b. False
Tip: Beginning PowerPoint, page 180

8. Which of the following are found on the
Smart Art Tools Format Ribbon?

(Give all correct answers)

a. Shapes

b. Shape Styles

c. Word Art Styles

d. Arrange

e. Size

Tip: Beginning PowerPoint, page 181

She thinks it's her job to change the ink...keep going

9. Smart Art cannot be converted to text.
a. True

b. False

Tip: Beginning PowerPoint, page 185

10. Smart Art can be converted to individual
shapes

a. True

b. False

Tip: Beginning PowerPoint, page 186




Catalogue

Cats sleep fat and walk thin.

Cats, when they sleep, slump; When they walk, pull in--
And where the plump's been, there's skin.

Cats walk thin.

Cats wait in a lump. Jump in a streak.

Cats, when they jump, are sleek

As a grape slipping its skin--They have technique.
Oh, cats don't creak. They sneak.

Cats sleep fat.
They spread comfort beneath them Like a good mat,

As if they picked the place And then sat.
You walk around one As if he were the City Hall after that.

Well done, O faithful servant.
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If male, A cat is apt to sing upon a major scale:
This concert is for everybody, this Is wholesale.

For a baton, he wields a tail.

(He is also found, When happy, to resound
With an enclosed and private sound.)

A cat condenses.

He pulls in his tail to go under bridges,

And himself to go under fences. Cats fit in any size box or kit;
And if a large pumpkin grew under one, He could arch over it.
When everyone else is just ready to go out,

The cat is just ready to come in.
He's not where he's been.

Cats sleep fat and walk thin.

--Rosalie Moore (B. 1910)
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‘ PowerPoint 2010: Working with Graphics
ke

T”'ee

Beginning PowerPoint Objectives gt
In this lesson, you will learn how to:

1. Use the Home Ribbon to create a Photo Album

2. Add images to the Photo Album in black and
white

3. Adjust the Photo Album images: Brightness and
Contrast, Rotation and Size

>
4. Use the Home Ribbon to add slides from other O
L ]
)

PowerPoint presentations and format the Sections |
5. Use the View Ribbon to work with multiple shows

WL

© 2011 Comma Productions LLC
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Here's Looking at You,

Ok 1o ackd notes.
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Preview:
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Lesson 7: Photo Albums and Views

1. Readings

Read Lesson 7 in the Beginning PowerPoint

guide, page 191-243.

Project

A presentation that combines several slide
shows into one and formats the sections.

Downloads

Spring Has Sprung.pptx
Spring Forward, Fall Back.pptx
Song of Solomon.pptx

hat1.qif, hat2.qif, hat3.qif, hat4.qif
hat5.gif, hat6.gif, hat7.gif, hat8.gif
Hat-and-Hatbox.gif

Sandhill Cranes.pptx

Extra for Experts.pptx

2. Practice
Do the Practice Activity on page 244.

3. Assessment
Review the Test questions on page 245
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View Ribbon
{{ = Arrange All _JQ?
E Grayscale % Cascade
foom  Fitto ) Mew ) Switch Macros |
Window | mml Black and White | wingow 53 Move Split  windows - =
Zoom | Color/Grayscale Window I Magcros |!’fz
TN e
5 3 9 il
Home Ribbon
|'-1.
L t - PR t— — =
_al 5 1ayou Calibri (Body) ~|32 -~ A A7 | &, =-i=- =i [=- “:l
- I_‘|Reset =
Paste AV - A * E. E E EET
- j 5||dev _ISECUUHT B I E * # Bt Aﬂ. | e - % = = | = ™l
Clipboard r;.| 6 | Slides 7 | Font r;.l Paragraph 8 | rii
) —J —)

Menu Maps

From the View Ribbon.

1. View ->Switch Windows, page 205

2. View ->Window->Arrange All, page 206
3. View ->Window->Cascade, page 207
4. View ->Window->Zoom, page 208

5. View ->Color/Grayscale, page 209

Not pictured above:

9. View->Presentation Views, page 220

More Menu Maps

From the Home Ribbon

6. Home ->Slides->New Slide->Reuse Slides, page
211
7. Home->Slides->Section->Add Section, page 215
8. Home->Paragraph->Columns, page 242



@ Slide Shows and Views

So far we have been working with the elements of a slide show: Text, Text Boxes, Pictures, Shapes and SmartArt. This
lesson shows you how to put it all together. We will begin by creating a simple Photo Album. Then, we will add slides from
some of the presentations we created earlier. There will be several presentations open at the same time, so we will also look
at the different Views you can use in PowerPoint.

uary

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

Bl 2 - o S

@ Home Insert Design Transitions Animations Please Start Microsoft PowerPoint
=N X =) Layout ~ .. What do you see at the top of the screen?
B - v TA A Is there a Title Bar that says Microsoft
=2 52| Reset ) PowerPoint? Yes.
Paste Mew . i I U 8 abe 2V~ An
- ] Slide~ ) Section - = o
Clipboard 7 Slides Font Is there a Home Ribbon with the Clipboard,
Font and Paragraph Groups? Yes.
Slides | Outline | X

If your screen looks similar to the example on
this page, then you are ready to get started.
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Before You Begin

This lesson begins with a Photo Album.
Before you begin, please download the
sample pictures. You will also need to
download the sample presentations if you
did not save the slide shows that we
created in the beginning lessons.

=
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1. Try it: Create a New Presentation
Open Microsoft PowerPoint 2010. You
should see a new, blank presentation.
Select the Title Text Box on Slide 1.
Type: Hat’s Off to Spring!

Insert a Picture: Hat-and-Hat-Box.

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

Browse to your Document folder.
File Name: Hats Off to Spring
Click: SAVE.

Keep going...

Memo to Self: You do not have to
MATCH the images and special effects
shown on these pages. Please add your
own pictures if you wish.

Microsoft PowerPoint

Hats Off

L
e

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




Insert ->Images->Photo Album

@

Insert a Photo Album
2. Try it: Insert a Photo Album
Go to Insert ->Images->Photo Album.

e il (2T afrnieri drvmaT i,

Tl o. B P @

Tatis | Moy O Sowmibot| Phoka | Shape Smarbhd Chad
E [ + M| -

uary

iaﬂ-u‘m

S T

Brira  Wew = 0

450w T2 B D

Erst Hesder Woedid Dute  Shds  Obid  Bgustion Vides dudic  Embed
Bon Afesime - O Ty iy T B Finh

{ |

2

- Ty magr B e P s t (2] frfl iyl iy Flaih
Click on New Photo Album. e | (B -
1
Keep going... ——
-
Hats Off to Spring!
i M-': 458 =5
:Q‘".*“?'- o o
R g
LB ;‘
Mme Insert Design Transitions Animations Slide Show
EE @
B bd g @ 2ul 9
Hde Loll O Thame
Table Picture Clip Screenshot Shapes Smartart Chart | Hyperlink Action
- Ark - -
Tables | Images New Phota Album... | Links
Slides | Outline |

5|

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.1. Construct and edit photo albums
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@ Insert ->Images->Photo Album

b o
Photo Album Options i
3. Try it: Review the Photo Album Options | . =~ =~ "~ !

There are four options that you can edit when | . o e o oo P
you create a new Photo Album. They include: " el

uary

Pil
W

Album Content
Insert pictures and Insert Text

Picture Options
Captions below All pictures
All pictures black and white

roneces | Photo Album

Cagtors betow {
AL ke bind

Album Layout Album Content
Picture layout Insert picture from: Pictures in album:
Frame shape : -
Theme File/Disk...
Insert text:
What Do You See? Most of the options are |
grayed out. They will be available when you MNew Text Box
add some pictures.
Picture Options:

| [ ] captions below ALL pictures
[ ] ALL pictures black and white

Keep going...

(1] (o)

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.1. Construct and edit photo albums
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Photo Album Content

4. Try it: Insert Picture from File
Click on File/Disk.

Browse to the folder with your pictures.
Select the 8 sample hat pictures.

uary

What Do You See? The names of the
pictures are listed in Pictures in album.
When you select a picture you can see a
Preview on the right.

So far, so good. Keep going, please.

Insert ->Images->Photo Album

RS _'ﬁ; a“w‘.;,—m'”.“—'—'-— g |
- s a

Hil AE0Dw T & 3

p  Loerahor P Thupay tmarikd Thart o Ted  raw Wordir Didn iy Cvr- (& alis e e

22 #

. L i arihon ole & u % 1 rhager ol W Egdhy  [mbed
= A T oy - T L & Ny Hamba: T T iy

ki g el i Fant tymbeh Elria By
b ndleme "

Pty Al . k. ™ - |
Mt Carert |
et ey Soe Pofnm st Provare :
Ko P e
Eramrt et l ;|
Fpw St e 1 m;
= -
K1 pehre B o shiie
Album Content
Insert picture from: Pictures in album: Preview:
File/Disk. .. 1 hat1
2 hat2
Inzert text: 3 hat3
5 hat4
Mew Text Box 5 Hat5
=] Hats
Ficture Options: 7 Hat?
. . ) 8 Hat8
Captions below ALL pictures
[] ALL pictures bladk and white

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.1. Construct and edit photo albums
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@ Insert ->Images->Photo Album

uary

H H - waen Devgn Narimors Aremarin oo (Pt Fovire Ve Forman o
f\dlu';‘t ttl'efp.'ft“rﬁls b  wid TEB . BPPA QT AR ARG T8 D
n any unC O pIC ures ere WI e a WI e- Toe Naee Op Sowmet Proto  Sepe Seatit Chat Mpetnk Acon Tedt  Meacer Wordhet D_-l Sde Ot  [oueton Sgmbal  WVaeo Ao l;«:
range of exposures. Some of them may be light |, e O P e a0 AT | 5
and others may be dark. You can adjust each e [Oaiea|  x

picture in the album if need be.
There are three adjustments under the Preview:
Rotation (rotate left and right)

Contrast (increase and decrease)

Brightness (increase and decrease)

5. Try it: Adjust the Picture
Go to Pictures in album. -
Select hat1. TELEC

Change the Rotation: Right
Change the Contrast: Increase
Change the Brightness: Increase

What So You See? When you increase the
Contrast and Brightness you should see that
hat1 has a hatband that was hidden in the
darkness.

Keep going...

TN e )

ol

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.1. Construct and edit photo albums: Adjust the Rotation, Contrast and Brightness
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@ Insert ->Images->Photo Album

Reorder the Pictures @

You probably already guessed that you

uary

Album Content
can use the arrows to the left of the ) . ) ) 6
Remove button. Insert picture from: Pictures in album: Preview:
1 s
6. Try it: Reorder the Pictures g mg
Go to the Pictures in album. Insert text: 3 hat3
Select Hat5. New Text Box 5 hat4
Use the Up arrow to move Hat5 to the top & Hat6
of the list. Picture Options: 7 Hat7
_ [ ] captions below ALL pictures 8 Hatd
Keep going... [F] ALL pictures black and white
[Z] 1 Remoye
Album Layout
Picture layout: IFlt to slide E]‘
Frame shape: |Rectang|e IZI

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.1. Construct and edit photo albums: Reorder the Pictures
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Three Insert ->Images->Photo Album

Edit the Album Layout Photo Album

There are two types of Picture layouts: with Al
and without Title. The Picture layouts come A

=
4
3

with 1, 2 and 4 pictures per slide. Insert picture from:

7. Try it: Edit the Album Layout

Go to the Album Layout. Insert text:

Choose a Picture Layout: 4 pictures with title

What Do You See? You can also select a Picture Options:

different Frame shape if you wish. The Captions below ALL pictures

default Frame shape is a Rectangle, but the
list includes Rounded Rectangle, Simple
Frame (black or white), Compound Frame
and two options with Shadows.

[T] ALL pictures black and white

T e e ol Wl

Captions below ALL pictures Picture layout: ’4 pictures with title E”

What Else Do You See? There are two
Picture Options available, now: Album Layout

All pictures black and white.

Frame shape: | Rectangle =)
Select: Captions below ALL pictures | — \ ] Browse...

Memo to Self: The option to add Captions
isn't available until you choose a Layout that
includes Text.

.
.
.
-

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.1. Construct and edit photo albums: Edit the Album Layout
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E y
E Insert ->Images->Photo Album

Create the Photo Album e el e

8. Try it: Create the Photo Album 81D en (] (o] (o] o @omommes BB o et st E{: _

When you click Create, PowerPoint will iy AT e T 8
make a NEW presentation. e [ | ) 1
What Do You See? Each picture is o Click to add title

nestled in a Shape that has a Text Box for
the Caption. You can edit the Caption if
you wish.

What Else Do You See? When you
select a Shape you should see the
Drawing and Picture Tools.

Keep going...

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.1. Construct and edit photo albums: Edit the Captions
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H y

r,,'::: Insert ->Images->Photo Album->Edit Photo Album
E Edit the Photo Album e | o | s e et _ 1
: Say you wanted to edit the Photo Album E = E‘: e E Jf:i ﬂ ﬁ?ﬂ a4 ;fj’ < w

and add a Text Box. Here are the steps. ey T — e P

9. Try it: Sample
Go to Insert ->Images->Photo Album.
Click on Edit Photo Album.

]
B, Patd
! hatl
1 e
ER ) | Z
B S a0 || s o . —
Phota || Shapes SmartArt Chart ,
Album ~ h
| Mew Photo Album...
Edit Photo Album...

cholarg Lincin on e Bt maw

Insert picture from: Pictures in album:
Go to Album Content->Insert Text.
; 1 Hats
Click on New Text Box. BileDisk... hatl
Insert text: hat2
What Do You See? A new Text Box will Eat?*
be placed on Slide 3 in this Photo Album. ! 2 HZE
ide i) | Cteme Treme® | Pictu ti . Hat7
OK, click UPDATE to save your changes. re Options: Hat3
Captions below ALL pIcTUres | e B
ALL pictures bladk and white

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.1. Construct and edit photo albums: Add a Text Box
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@ Design ->Theme

OK, Dress it Up

1. Try it: Add a Theme

Go to Design ->Theme
Select a Theme: Hard Cover

uary

i
T = T . -a o Nawetorser - Gy by " B B G
il i ‘ ‘ d o Phune ects = ) Send Backwand « (7] e

B, Seieman Pone

Peture Ve el

2. Try This, Too: Add an Effect
Select each photo.

Go to Picture Tools->Format.
Go to Picture Styles.

Select a Style: Drop Shadow.

The Drop Shadow gives the images -
depth: they look *real* not flat. e &
o A

Do This: Save the Photo Album
Go to File->Save.
Browse to your Document folder.

File Name: Hats Off Photo Album. Click to add title

K

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

r,,,% View Ribbon
4 B

Working with Two Shows e T -9
: The Photo Album is a different slide show . = . .= MLM s b S = Boees | 4

than the one we began with: Hats Off to Sl Bl b ] e Oy e i b e -

Spring. The Photo Album is on top of the
Hats Off presentation. One Window is
hiding the other. Let's look at the option
for working with multiple presentations.

1

1. Try it: Review the View Ribbon

Go to the View Ribbon. The groups are:
Presentation Views

Master Views

Show

Zoom

Color/Grayscale

Window

Macros

Y

Click to add title

. (— 1:; .
hatd Hata

m Home Insert Dresign Transitions Animations Slide Show Review View
|§'EI | W= al | Ruler Q @ cotor ‘\_:il. =] Arrange All %
2 E: ] g .
| | Gridlines & Grayscale %Cascade | =
Mormal| Slide Motes Reading Slide Handout Motes - | Zoom Fitte | Mew - Switch Macros
Sorter Page  View | Master Master Master Guides Window | i Black and White | wingow o Move Split | windows - [
Presentation Views Paster Views |  Show F Zaom Color/Grayscale Window Macros |

Exam 77-883: Microsoft PowerPoint 2010
1. Managing the PowerPoint Environment

1.1. Adjust views
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E r
Thre View ->Switch Windows
E Efu rm
View: Switch Windows e T s ‘:‘”‘. - e
:1 2. Try This: Switch Windows 2 e I N R b 1 =M e = o]
There are two slide shows open. el et e gy ot e T 2
Go to View ->Switch Windows. Sk | Outhes || V) v cmon s
What Do You See? The first ——
presentation, Hats Off to Spring, is now in w1
front.
No surprises here. Keep going...

Hats Off to Spring!

= Arrange Al

% Cascade

Mew |
W|ndnw E MU?E 5p|l‘t

Window

E
-4
e ks

Macros -

1 Hats Off Photo Album

2 Hats OFf to Spring!

Exam 77-883: Microsoft PowerPoint 2010
1. Managing the PowerPoint Environment
1.1. Adjust views: Switch Windows
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View: Arrange All

When you Switch Windows, you are
choosing one presentation over another.
The other shows will be hidden behind it.
You can also Arrange All to see more
than one slide show at a time.

uary

3. Try it: Arrange All of the Windows
Go to View ->Window->Arrange All.

What Do You See? The two slide shows
are displayed side by side.

What Else Do You See? The Ribbons
have abbreviated groups. The Windows
group has been reduced to a single icon.

Q = ==

| L N L 1 | L 1
Zoom | Color/Grayscale | Window

- - -

Keep going...

View ->Window->Arrange All

2" &

i .} C Hats O F P = O

H_I:surmr- :lisuruw- &g = = :
il Ll et Wit

| e Do | o - e
e e

; ::.-m—n- j!.lllr”ull- i = 3|

L |l Wt P Hirvdiv Bleiir

r | o Wiy e Jmm H:- “:. . B e
i e e

Maplre Sorer Elgray

Click to add title

Hats Off to Spring!

<

Click to addl nctes
Sadel ol | e Tnems®

Exam 77-883: Microsoft PowerPoint 2010
1. Managing the PowerPoint Environment
1.1. Adjust views: Arrange All Windows
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View ->Window->Cascade

ot D 1y grwndl - stk FiomatiFimill

 Phana Wb Lot PovrPo

View: Cascade

e Woms  dwmmt  Dwige i e o v e i D o iy |
4. Try it: Use the Cascade View I cETE ] (5] O il Lo ) . |
There are two slide shows open. {= % ..f....g -::'ia“__:'ln“:“i e :ivft. i E 2 | 4
Go to View ->Window->Cascade. arizanon Usiartiem | w5 foom s ’

What Do You See? The Cascade View

lets you see all of the presentations, each
in their own PowerPoint Window. You can
click on any presentation to bring it to the
front so that you can edit it.

Click to add title

Keep going...

Home Insert Design Transitions Animations Slide Show Review View |
= EB lRE e e T=) =5 B2 m
= ) [ sl L= Gridlines | | [ Grayscale i %‘ %
MNotes Reading | Slide Handout MNotes i Zoom Fitto i Mew Switch Macros
Sorter Page View | Master Master Master | | Guides Window | mm Black and White  window 5 | Windows -
Master Views | Show (] Zoom Color/Grayscale Wind aw Maeras |

Exam 77-883: Microsoft PowerPoint 2010
1. Managing the PowerPoint Environment
1.2. Manipulate the PowerPoint window: Work with Multiple Presentation Windows Simulataneously
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View: Zoom

The Computer Mama sez: the older you
get the more you appreciate the Zoom
control. Zoom magnifies your work.

uary

5. Try it: Zoom into a Presentation
Either slide show is open and on top.
Go to View ->Zoom->Zoom.

What Do You See? There are several
built-in magnifications. You can type your
own Percent if you wish.

Try This, Too: Fit to Window
Go to View ->Zoom->Fit to Window

What Do You See, Now? Your slide
show will be resized to fit the Window.

Look Again: Zoom changes the View. It
does not resize the PowerPoint Window.

Keep going...

View ->Zoom->Zoom

O Rl T b s S - Wi P # SRR
g oan Beiga T A S b1 RO T PEide Vibm @ ﬂ
|| =4 _.._I 3 | iy _" ol W - | - ._:1
- - J | ] ey e i L
Formal Shir Mot Rraing S Handowd Felm Iem  Fiio 3 Selch | Blacre
toded Fapr  View | Malo Rlale Maile | G Windte B SRR fim DT Wi ¢
B polaliid Verwr beliale Wi elrm . Fielelii ks LAl Wi BEadid
= ] =
1
|
Iwie By £
B Peww *
om0 Hw ul
&

Percent:

Exam 77-883: Microsoft PowerPoint 2010
1. Managing the PowerPoint Environment
1.1. Adjust views: Zoom!
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@ View ->Color/Grayscale

Pl 0 e et
View: Color/Grayscale B
There are three more options for adjusting E E CJ 5 D E D . D ‘

the View: Color, Grayscale (as if it is a v
Xerox copy) and Black and White. Stes | Ol | X

uary

Before You Begin: Make both slide gy
shows full screen, please. The Zoom \
should be set to Fit on Screen.

6. Try it: Change the View to Grayscale

Select either presentation. inol
Go to View ->Color/Grayscale. Hats Off to Sprmg :

Select: Grayscale. . a
What Do You See? All of the slides will L BV f
be formatted. PowerPoint has a |
Grayscale Ribbon. The Grayscale p ’
formatting can be applied to each picture

separately as well.

Please return Back to Color View. : ' I

Save, Save, Save. Grayscale Home Insert Design Transitions Animations

S LS E [N

Automatic| Grayscale  Light Inverse Gray with EBElack with EBlack with Elack White
| | Grayscale Grayscale White Fill Grayscale Fill White Fill

Change Selected Object

Exam 77-883: Microsoft PowerPoint 2010
1. Managing the PowerPoint Environment
1.1. Adjust views: Color/Grayscale
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Slide Show Review

Don't
Show

EBack To
Color View

Close
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Combining Slide Shows

Say you wanted to combine the three

"Spring" presentations into one show.

Here are some thoughts to consider:

Can you choose some, or all of the
slides in another presentation?

Will the new slides match the rest of
the slide show?

Can you create Sections and format
the Themes differently?

1. Try it: Edit the Presentation
Open the presentation: Hats Off to
Spring.pptx

Go to Design ->Theme.

Select: Clarity.

Go to Design ->Theme->Colors.
Select: Opulent.

Keep going...

Design ->Theme

II_E__I

mwwm.

[T ] - =

n-....-m...

pn_“"_‘_ B M wa st v
N EEIEEE o
B EEFENEGE e

B Founan

HATS OFF TO SPREI:: ;""'1-

B AIENER 2
B EETERE e

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides: Modify Themes
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2 1

y
77,::: Home ->Slides->New Slide->Reuse Slides

New Slide: Reuse Slides T et

Here are the steps to add slides from a o ';J":qw ————r— o

different presentation. This example will . =

use a slide show that was created in an s |0 [—

earlier lesson. You can download a copy if * rm— -

yOU W|Sh ; te tade Tiie nd Contert  Section Header |

S

1. Try it: Reuse Slides HEZEAI

The Presentation is open. T LT | E—

Go to Home ->Slides->New Slide.

Click on Reuse Slides... |

[=|[T=]TS OFF
=] Duplicate Selected Slides e ‘

o

TO SPRING

e

o

Slides from Cutline... T Mrs hom Ouitpe !
= ) Home Insert Design Transitions Animations
‘=] Reuse Slides... . |
(=S R
Keep going... - o - K
ew .. B B
Shuce|"Ssectionv | B £ U @ abs o7 Aar |

Sewiwl  Cwer D

HATS OFF
&

Title Slide

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides: Reuse slides
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?
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Reuse Slides:

boren S & o
. . . 3 P . " i N < . e

2. Try it: Review the Options e M el I S AL 0on 8 b -
There are several ways to copy slidesinto | ...~ " et e ; A gl
your presentation, including: 2= il .x

i : oI5
Insert slide from: This option lets you & ——
Browse for your slide show. e

Frpre——®
Open a Slide Library: This option lets Dt ad cnsma e,
you create a library of the slides you may
want to use in many presentations. HATS OFF TO SPR'NG'
Open a PowerPoint File: This option is o Aja",
similar to Insert slide from. %‘ . ‘%- = ;
_ - Reuse Slides * X
Keep going... \ vt slide from:
‘ | E2
Browse =
Browse Slide Library...
You can reuse slides from S roisE Sde Hhrary
PowerPaint files in your ope Browse File. ..

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides: Reuse slides
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roe Home ->Slides->New Slide->Reuse Slides

Dpen a Slide Library
Open a PowerPoint File

Learn more about reusing slides.




Reuse Slides: From File
3. Try it: Insert Slides From File
Go to Insert Slides From...
Browse for a presentation.

Select: Song of Solomon.

Click OK to open the presentation.

uary

Keep going...

Home ->Slides->New Slide->Reuse Slides->Insert Slides From...

[E % - o [ — — mm»mmm =tk |

m Hame et | Deuge Tiwvideenl  hsmglgei e =@

D 0 [ el e R B
Page L] el | e it B sl Gasprein

fl."'!"‘

3

L ] Rl g
B X Rt S -
B ——— Erraset alade fromsn
P—— C: Loy e Documenty o of Sokoe | | [
- — —
] Reuse Slides * X
Insert slide from:
FT——— Documents ibrary g C:\Wszers\eBeth\Documents\Song ufSnIurEl

. ®
& Limarm Scwwwd  Cotslogus Pk Tale
Bocumenty  Complets

Dpen a Slide Library

Open a PowerPoint File

Learn more about reusing slides.

.............................................. open

Song of Solomon

Click b add notes Spring Forward, Fall Back
Spring Has Spring

Fish Tale Complete
Catalogue Complete

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides: Reuse slides
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You can reuse slides from Slide Libraries or other
PowerPoint files in your open presentation.
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T;,,‘:: Home ->Slides->New Slide->Reuse Slides

Reuse Slides: Add a Slide

All four slides from the Song of Solomon
presentation are displayed on the right in
the Task Pane.

=
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4. Try it: Select the Slides
Go to the Reuse Slides Task Pane.
Click on Slide 4 of Song of Solomon.

The Flowers Appear on the Earth - .

g
What Do You See? Slide 4 was added to f

your presentation. The new slide inherited
the same Theme and Theme Color as
the original show, Hats Off to Spring.

What Else Do You See? By default,
PowerPoint formats the new slides so that
they will match.

Please look at the bottom of the Reuse
Slides Task Pane. You can also select
Keep Source formatting if you wish.

[] Keep source formatting

So far, so good.

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides: Reuse slides
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@ Home->Slides->Section->Add Section

uary

I %
Add a Section N - - . ———
Say you wanted to combine several slide .~ o 0 0 S0 Z oD T 2 |
shows together. Working with many, R [ s ek : S R TP ot 1
many slides can get confusing. Microsoft LI “ Baus Tt L&

[rer—
Ly i oumery Bong of Szior w || [

PowerPoint uses Sections to organize g [T
the slides in your presentation. The
Sections also help you navigate long slide
shows.

Before You Begin: Slide 2 is selected.
Place your cursor under Slide 2.
Look for a black line like this:

1. Try it: Insert a Section
Go to Home->Slides->Section.
Click on Add Section.

What Do You See? There should be a
new, Untitled Section under Slide 2.
Keep going... 4 |ntitled Section '

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides: Add Sections
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@ Home ->Slides->Section->Rename Section

uary

Rename the New Section e R e TR -
2. Try it: Rename the Section Q o e o ke :“_'_"_*,- ATUDD EE%{;.:MWH- FA—
Right-Click Untitled Section. i b i P A
Click on Rename Section.

Type the Name: Section 2.
Click Rename.

= gayan- =) Shame DTes < Ly Selen =

L - Ba—

Keep going... = Rename Section
Memo to Self: The same option can =3 Remove Section
be found on the Home_Rlbbon: T | Remove Section & Slides
Home ->Slides->Section. _
Click on Rename Section. Bk Remove Al Sections
& Move Section Up =]
¥ | Move Section Down
B collapse Al
|
— Expand All

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides: Rename Sections
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Add to the New Section

Please add 2 slides to Section 2. The new
slides should keep the same formatting as
Song of Solomon, the Source.
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E ...... ' :m-mﬂnﬂmﬂl‘ i'-l‘_
3. Try This: Add Slides to Section 2. LX)

Place your cursor under Section 2. i
The Reuse Slides Task Pane is open. —— The Rain is Over and Gone
Select: Slide 3 and Slide 4.

Check: Keep source formatting.

Tha Elowars Apper onha Garh
"y

Keep source formatting

What Do You See? The new slides
should be added to Section 2. The slides
should keep the Theme and colors they
had in the Source presentation.

Keep going... Winter

Memo to Self: When you add slides out
of order that is called non-contiguous.

L T R v

What If It Doesn't Work? Sometimes, the new
slides are place in the Default Section at the top.
You can drag them to Section 2 if you wish.

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides: Add Non-contiguous Slides in a Presentation
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Working with Sections

4. Try it: Use Sections

Click on Section 2.

Section 2, and all of its slides, should be
highlighted and selected.
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Right Click Section 2.

The Section options include:
Rename Section

Remove Section

Remove Section & Slides
Remove All Sections

Move Section Up

Move Section Down
Collapse All

Expand All

OK, look but don't touch. Let's move on...

Memo to Self: You can use the Sections
to move or delete multiple slides
simultaneously.

Home ->Slides->Section

4 il nyeas = - s e i e || L - N e T T JEN ™ A Hyrea
P e i Rl | PN % # G srape i e
Fale r _;r;_ T B S OB e 5o A EFEEEE @ B g~ }gr k".'“'.,‘:,.'..'.'. 2 Saene Dy iy Soon =
Chpbaid v i (] . Faskiraph : ] )

For, Lo, the Winter is Past

Eeramp bchas
Bgmgvy Jordon
Bemeun ferlan B Ghdry

Ermap 43 laaluimni

!=,.....e...._

| e Y

(LT SR Y

Cglingis 48
Lapand 48

i + o Bl &

Eename Section

Remove Section
Winter Remove Section & Slides

Eemove All Sections
Move Section Up
Move Section Down

Collapse All

0t mr o« » J05lsd

Expand All

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides: Use Sections to Remove Multiple Slides
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Format a Section S e

Aa Au. Iia -1 | i et
"-I‘."h'.lr M Bdeh sl Gt &
Tonis

’ako .
E Threg Design ->Theme

Here's a task: can you choose a Section —I An_ Aa
and format the Theme? sap m |

5. Try it: Format a Section.
Section 2 and all of its slides are selected.

Go to Design ->Theme.
Select: Austin.

For, Lo, the Winteris Past

What Do You See? The slides in Section * .

2 were formatted with the new Theme. W 1’

The slides in the other Section did not ; I n e r
change.

How Big Can You Make a Slide Show?
PowerPoint can handle big presentations.
However, you might want to consider your
audience and how long they want to sit.

The Computer Mama Sez: | will
ALWAYS remember the day | had to
endure a presentation with over 300
slides. Each slide had a chapter story on it
that the presenter read out loud, word for
word.

("

Sege eld  Chamet

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.4. Format slides: Format Sections
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@ View ->Presentation Views->Slide Sorter

A Different View

There is another benefit to working with Sections
that becomes more apparent when you choose a
different View: the Slide Sorter.

uary

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

Motes Reading
Page  View

Presentation Views

For, Lo, the Winteris Paost

Winter

Maormal | Slide

What Do You See? The Normal View uses a
Text Outline. The Slide Sorter displays the slides
as images for those of us who think in pictures.

Memo to Self: Look at the bottom of PowerPoint
Window at the Status Bar. In the right corner are
little 'quick view" buttons. The options include:
Normal, Slide Sorter, Reading View, and Slide
Show. There is a slider to change the Zoom.

Exam 77-883: Microsoft PowerPoint 2010
1. Managing the PowerPoint Environment
1.1. Adjust views: Change the View with the Ribbon or the Status Bar
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Slide Sorter: Sections
Let's add a new Section in the Slide Sorter
View. Here are the steps.

1. Try it: Create a New Section

Place your cursor after Slide 4 in Section 2.

Go to Home->Slides->Section.
Click on Add Section.

Right Click->Rename.

Type the name: Section 3.

[» Section 3 (0 slides)

2. Try This: Reuse Slides

Go to Home ->Slides->New Slide.
Click on Reuse Slides...

Go to Insert slide from:

Browse for a presentation.

Select: Spring Forward Fall Back.pptx.

3. Try This, Too: Insert All of the Slides

Right Click any slide in the Reuse Slide pane.

Select: Insert All Slides.

Keep going...

View ->Presentation Views->Slide Sorter

Avmatars  ShieThew  Revew  View - Q
o T 3 Jd J N e
3 " o L Shave S Replace ©
MoAa A EXEIE N . M Q. e tboas= | ) Suea®
N L Jdeehoen . FOERRNEN. ) Sreosoe osewstl TR Lonne
Feate tade
et alede from S
€ Lners'etety Documents Corrg Porme [ w | 8
owse
ey
R— e
et Shae l
et ia Ledes
Aoy Theme 1y 48 Yage | -
Apeny Theme 1o Seiented Lt
R eem—
Reuse Slides v X

Insert slide from:
|C:‘|.I_Jsers‘|.eEe1i1‘|Dnmments‘|5pring Forwa EI

Slides: 7

| »

Spriralaraerd, "al s

Spring Forward, F...

Insert Slide
Insert All Slides

Apply Theme to All Slides
Apply Theme to Selected Slides

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

4. What Do You See? The new slides
added to Section 3 may inherit the
Theme from the Section 2. Again, if the
new slides end up in Section 2, you can
drag them down to Section 3.
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Save, Save, Save.
File Name: Hats Off to Spring Revised..
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77,,:: File ->Open

Creating a Slide Library

A Slide Library is a shared folder for your
slides. Many presentations can the use
the same slides. One example would be
the Company Name slide that lists
everyone in the firm or working on this
project.
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The Slide Library keeps the latest
versions of these slides. It is updated

automatically and keeps a record of any . ; Ph(}to Albu]:n
changes made to the slide. Say, Mary 2

Contrary got married and became Mary 3

O'Hara. - 4

by eBeth

1. Try it: Create a Slide Library
Open a sample presentation:
Hat's Off Photo Album.pptx.

Keep going...

Click to add notes

T N N

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides: Reuse Slides from a Slide Library
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E 7.
Thre File ->Save & Send->Publish Slides
Publish a Presentation B —————
: Before you can create a Slide Library, B e Sove B Send Pobish Sdw
you need to Publish the Slides in your T By Setinmgbmat AR st vy o4 et o oA S e 2
presentations. Microsoft PowerPoint uses =~ = o O oo 10 o St e Kopmistmemmese. ot
the Backstage to Save and Send. ol ome ol o e ¢-md i catons e e change
o ° Save to Wb -
2. Try it: Publish Slides fcest B oo snuetome ey
The sample presentation is open. roew -
Go to File ->Save & Send. - O ot s
Click on Publish Slides. m S
v ‘New
) Optiom
% Qe g Broadcast Slide Show
Print A
Publish
. = |
hﬂl Save & Send | —
i
Keep going...

L] Y Conmte Handeuns
Memo to Self: The example on these
pages demonstrates how to create a
personal Slide Library that manages your
slides. In a business or school, the folder
would be shared on a server that
everyone can access.

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides: Reuse Slides from a Slide Library

Comma Training Page 224



7‘;,,’:

Publish Slides: Options

3. Try it: Select the Slides

You can select any or all of the slides
in this presentation if you wish.
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4. Try This, Too: Create a Folder
Click on Browse.

By default you will be taken to:
PowerPoint->My Slide Libraries.

Click on New Folder at the top of the
Browse Window.
Name the New Folder: Spring Slides

5. And Try This: Publish the Slides
Click Publish.

Please turn the page...

File ->Save & Send->Publish Slides

= 0 Loyt - - A T 2 Y ™| . M res

. o e g ALLDTo, W o 2 Reptace -
Pace Nea Y v A - " Ar
. e teoun: P AU MM AN A EEEIEN N } fy v Amange ) Sea®
COhpboed & Vedey Fomt P oz moh O pweng tétng
Shder | Owtlme x .

Thow Orty Setected Shdey

P T Ly e AGEC s P B0 i P i 4 S (e e w5 w | LLI

e

4

P

["] Show Only Selected Slides

— PowerPoint\My Slide Libraries\Sping SII(lZI 5

5|[Bub“sh][can°e']

Exam 77-883: Microsoft PowerPoint 2010
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Browse the Slide Library
1. Try it: Open a Slide Library
Open the presentation:

Hats Off to Spring Revised.

uary

Go to Home ->Slides->New Slide.
Click on Reuse Slides.

Go to Browse->Browse Slide
Library.

Keep going...

Home ->Slides->New Slide->Reuse Slides

Wemt  Wien  Drign  Tomwawe  demawe  feefaew S o
] I ) Fagien i | B amargeam —
TEEEIEEREESRE L 38w B @
Momal fhde Hotm Aedieg  Ghde Handout Bobn Toom  Pibs Vo Seth i
Sedrr Page  Wew | Mabe Marde Maie by Wrdew TN SN e SRS Window +
Bhaibir Yerwi i e e T Wit

1

Reuse Slides
Insert slide from:
| C:\Users\eBeth\Documents\song of SolorEI

Browse

| Browse Slide Library...

Slides: 4
—

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.3. Add and remove slides: Reuse Slides from a Slide Library
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Use the Slide Library

2. Try it: Reuse Slides from a Library

Each slide that was saved to the Library
folder can be opened in the Slides task

pane and added to your presentation.

E ox
E

The Computer Mama sez: It may be
difficult to Publish and Open a Slide
Library. The permissions on the default
folder may not allow you to save or see
the files that were published. Hmmm.

Home ->Slides->New Slide->Reuse Slides->Browse->Browse Slide Library

St Bt Seigs Tl bsatedn Ghde Dhbw  Bevew  Vaw

. g 0 Laryondt - e s . B- Bl o0 - BHa

i e R 22 IR E e

M-: ;;-n}m:_lIUIA-:tJ.. A- EEEE D T,-':':“{f:;x.m 7
L] e ol P Drgering

The Rain is Over and Gone

Spring

i
Reuse Slides - X

— Insert slide from:
— |C:‘|,I_Jsers1l,eEleﬂ'11lﬂumments‘l,l-|ats Off F‘hu'EI
owse ¥

— (3

Exam 77-883: Microsoft PowerPoint 2010
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U B p A ENETE B knangs o e
Summary - T caag " s |
This lesson began with a discussion about the * B s =
| et il e

different Views in PowerPoint. We looked at how
to work effectively when two or more

presentations are open. The Flowers Appear on the Earth

e

We also reviewed the options for adding slides
from other presentations and placing them in
different Sections.

This concludes the Beginning Guide to Microsoft =

PowerPoint. If you've come this far, please join =1 [ Arrange Al
us for Animation and Action in the Advanced % % S
Guide to Microsoft PowerPoint. ew ascade
window [£3 Move Split

You done real good. Window

| | C-Lmenee ooument Bong of Szior w | [

‘E'— b

1 Hats Off Photo Album

2 Hats Off to Spring!

™

Click bo add nobes
s L ]

il

R

ATE

v e dormang

EE T s

]

10

Q i = Arrange Al

E Grayscale % Cascade |
foom  Fitto Mew
Window ; Black and White | window @ane Split
Zoom Color/Grayscale Window
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Extra for Experts

There are several useful options that
just beg to be taught. The following
pages have a couple of Extras for
Experts.
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The cool part of working with
PowerPoint is how easy it is to change

your mind. You can choose a shape and

make it the default instead of accepting
the built in standard. You can also
convert one object into another.

1. Try it: Create a New Presentation:
Open the presentation:

Extra for Experts.pptx.

This slide show has four slides.

Keep going...
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@ Insert ->Text->Text Box

uary

- B
Format the Text Box e e A S B -
2. Try it: Create and Format the Text Box ; s (M) . . oo B\ B\ oo B sens e ]
Select to Slide 2: From the Garden. ; skl e s B 2
Go to Insert ->Text->Text Box. Ses | Ouee | X
Draw a Text Box. -

Try This, Too: Enter the Sample Text ™ From the Garden
Select the Text Box and type the following:

New fruits

New veggies New fruits

New desserts New veggies

New desserts

And Try This: Format the Text Box

Select the Text Box.

Go to Drawing Tools->Format->Shape Styles.
Choose a Style: Intense Effect: Dark Red, Accent 1.

Go to Drawing Tools->Format->Shape Styles.
Go to Shape Effects->Bevel.
Choose a Bevel Effect: Circle.

| Z3 shapeFill -
Go to Drawing Tools->Format->Shape Styles. + | B shape Outline - E
Go to Shape Effects->Shadow. — = e o
Choose a Shadow Effect: Perspective Below. 7| = Shape Effects -
Shape Styles la

Keep going...

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes.: Set the current Text Box as the default
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@ Insert ->Text->Text Box

uary

Text Box: Set as Default B s T R —— .
. b ‘;."a Ans o *i1h KN A|D B-E. '\l:l-.' it T Ak o B A e NI
Say you wanted all of the new Text Boxesin .~ .~ = e s a4 1., o T Lrwee e e
this presentation to be formatted the same. e e , S, o [ TR - Sy vyt o o 3
This is really easy. St | Outnn
3. Try it: Set Current Text Box as Default == .”
Right-click the red Text Box. L From the Garden |

Select Set as Default. —

¢

Now, whenever you create a new Text Box, it New fruitg “0aSnes |
will be formatted red with a bevel and a drop ;j:" 1"jm &=
shadow. This is faster than using the Format - 1

Painter, although that would work as well.

Very good. Keep going...

Bring to Front
S5end to Back

Hyperlink...
Save as Picture...

5et as Default Text Box

New desserts [l

Format Shape...

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes.: Set the current Text Box as the default
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Text Boxes are Shapes
A Text Box is just a Shape. You can format a
Shape, color it red, add bevel and shadow Effects,

uary

and make that the default formatting for new Shapes

as well.

4. Try it: Set Current Text Box as Default
Select to Slide 2: From the Garden.

Go to Insert ->lllustrations->Shapes.
Select a Shape: Arrow Right.

And Try This: Format the Shape
Select the Shape.
Go to Drawing Tools->Format->Shape Styles.

Choose a Style: Intense Effect: Dark Red, Accent 1.

Go to Shape Effects->Bevel.
Choose a Bevel Effect: Circle.

Go to Shape Effects->Shadow.
Choose a Shadow Effect: Perspective Below.

Keep going...

Insert ->lllustrations->Shapes

in S

= et Shape
. )Mo

Varrem Rrorn a
Sy e e - PO S Bng Perwaed < [ Abgn +
S . B :} =T N
By Setectn Pane 24 Ronate
Lmeroe

Shape (Tert Fast ENe <

#ped2A hre

From the Garden

New fruits
New veggies
New desserts

5 N //

O Y
Click to add notes

HEDT s -

SMdelotd  Omwy D

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.3. Modify WordArt and shapes: Set Current Shape as the Default
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E T
Shape: Set as Default

: Now that the Shape is formatted, go
ahead and make this the default.

5. Try it: Set Current Shape as Default

Right-click the red Shape.

Select: Set as Default.

So, whenever you create a new Shape,
whether it is a rectangle, an arrow or a
heart, it will be formatted red with a bevel
and a drop shadow.

Keep going...

el [_ETEY LITPET NP Lla® e,
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Chpheaed tsabis ot 1! Fasegarh A Travera
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Gmﬂploﬂ:
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-’._ L Frank | —
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&

*r;ll
SETY Y

Erlng t::u Fr::unt

Send to Back

Hyperlink...
Save as Picture...

Set as Default Shape
Size and Position...

Format Shape...

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.3. Modify WordArt and shapes: Set Current Shape as the Default
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Say you wanted a different Shape for the Text
Box. Here are the steps.

6. Try it: Change the Shape of a Text Box
Select the Text Box on Slide 2.

Go to Drawing Tools ->Format ->Insert Shape.

Go to Edit Shape->Change Shape
Select a new Shape: Explosion1.

Keep going...

Change the Shape of a Text Box

Drawing Tools ->Format ->Insert Shape->Edit Shape->Change Shape

* LA
Mt Ween Cetign  Taeteer  Aneatens  Shde Dhew
o .
LLDO

L e - ~— —— B hape i -
»

SO0 ee

| "_f*'-{:: :
()= R [ = Edit Shape =

Vroen
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A"""' g Pormaed = L3 Angn - f
A v Gt Ovine - 1y Sena Baciwers + 1] %
Toateds B, SeledonPane A fetate s = 43
Aertdel S : anmnge e

oSSy
8=

| h J‘
A f 1

Dﬂ—L—L.ED& x @ Change Shape

(5 % NN N T

Y= Edit Points
Insert Shap i‘?‘

New fruits
New veggies

New desserts

1
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Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Change the Shape of a Text Box
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E r
77,::: Home ->Paragraph->Convert to SmartArt Graphic
:1 Convert Text to SmartArt e - 'J:‘jw{’“" e R R
7. Try it: Convert Text to SmartArt | ane e e w E|CA L YO0 N e
Go to Slide 3 and enter the following text: Rt Yo i i ',,,, el A, - ::,,.. _"—' : el T
Fruits e I T s ! = =
Veggies ; m= oo e e
Desserts - Fromthe Farmtc <t g ®Q W
2 ] That's Fresh! ¥ B ems cas
Select the bulleted list. —_— ! . . v ang
Go to Home ->Paragraph. ¥ + Fruits - £ B s @
Click on Convert to SmartArt Graphic. -* ; - Veggies = :.-,.‘."c,w
Select a Graphic: Chevron List. e - Dossoils
Keep going, this looks cool... | = g :‘ I
4.“‘ :
i
T |:| pr—
Efi=- = i=- - [CENNOO - Ea ([
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Exam 77-883: Microsoft PowerPoint 2010

2. Creating a Slide Presentation

2.5. Enter and format text: Convert Text to SmartArt



E r
Th::: SmartArt Tools ->Design
r -
Convert Text to SmartArt - ,‘;:,:" ————— e———— T ——
: 8. What Do You See? You should see a new . E] o E] . o A A | R LD
SmartArt graphic on Slide 3. The SmartArt e T TR T O 8
Tools should be available.

From the Farm to Your Table,
That's Fresh!

When you select one of the Shapes in the
SmartArt graphic, the Shape Styles on the
Format Ribbon should also become
available.

Keep going...one more smart conversion.

Veggies

v Chewren Ust

b e by S And ey
oty rocesees. e Level 1 teat
CONeOnds 1B Te Wit 4 oe uge o Te
o, whie e Level ] it comeponds %
horuontsl ab-wese S each Pape St

contare Lever | Sewt

Desserts

\ears more s S WL o afes

c)'o . e ‘
< : v P SmartArt Tools

Click to add not
0 L e

Design Format

by shape Fill = A Text Fill -

l__.r.ijr Shape Outline - A A ! - gText Cutline =

=/ Shape Effects ~ ¥ | /) Text Effects =
M | WordArt Styles P

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.5. Enter and format text: Convert Text to SmartArt
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Th,’:

Convert WordArt to SmartArt

: Say you had a WordArt graphic and wanted
something more dynamic. Please try this.

9. Try it: Create a New WordArt Graphic

Go to Slide 4: Charlotte's Website.

Go to Insert ->lllustrations->SmartArt.

Enter the following Text:

Quality

Quantity

Fresh!

Try This, Too: Convert WordArt to SmartArt
Select the WordArt.

Go to Home->Paragraph.

Click on Convert to SmartArt.

Select the SmartArt: Continuous Block.

Keep going...

Insert ->lllustrations->SmartArt

Pl
& mome Bt Cengn  Sussmens Anmatars  Shie Thew  Revew  Vew Vot - @
- 2 Duapest = e A W EE. m SN\ | 3 ape P M res
o ; »“3;“4:«:- " :": -..:z-:.- A-Esam -~I F‘: TN ":"',;';.“:’f:::: ‘:::f.
:‘x‘ “ } e = L . Parngaoh = l = ‘ —— - Loty 9
A — - =
» -{- = r .:. °..’
4#” Charlotte’s Webs e o
__ S 0 v B eos [
3% : ~ E L e
-* Q u a I Ity B pore St Gusnes
24 Quantity
p—— .
b ] rFresh! |
J Mw”rj Juﬁum&mal‘é
= .=~ EiE = - OE SN Oo I:|—| |j 31 shape Fill » l
_ _ = _ | OA L Lodd - . 5 [ shape Outline = |
=E=== Fmlc s\ \AF ”i”“* Quick ) shape Eftects + |
Faragraph f
— i

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.3. Modify WordArt and shapes: Convert WordArt to SmartArt
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E r
Th::: SmartArt Tools->Design->SmartArt Styles
E JL- o sirg e Eapet i PmgrPies Sl i
Smart, Very Smart e il - 3
: What Do You See? The WordArt was drentan # e 4 T eEs -t ER mER DD w8 ae - o
converted into SmartArt. The SmartArt Tools- <™ s 15 = o e e

-Design and Format--should be available. S | e | W A==,

SmartArt is a great tool for creating rich “;? | , .
graphics. We've looked at the SmartArt - Charlotte’s Website
Styles and Formatting in previous lessons. L ;

vy Joum Lo

Please take a few more minutes to look at an
advanced Paragraph option and the Slide
Setup. Keep going...

@0
i.ﬁ
Change
Colors =

-
£
F

-
-

e 0 =8 = E —

Smartart Styles

Exam 77-883: Microsoft PowerPoint 2010
3. Working with Graphical and Multimedia Elements
3.3. Modify WordArt and shapes: Convert WordArt to SmartArt
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E T
Th::: Home ->Slides->New Slide
E B
Just one More... F i T:T“wmlm L N g,.-:.. Vigw : - : i = igh
: By default, a slide is 6x9 with a Text Box Da bty e m w F ALLlol & g St -
in the middle formatted for bulleted lists. ... . ™ - MDY T A T L= 1
The following pages show two unusual Lo —1 =
options that you can consider: changing - =
the Slide Orientation and formatting the L —— Ty , .
Text Box for two columns. { ofte’s Website
1. Try it: Create a New Slide = TJ—- ==
Slide 4 is selected. =y
Go to Home ->Slides->New Slide. - . {
Select: Title and Content m— - o =
Keep going... 5 . ::-.4:.“" o |il}‘r Quantity Fresh!
W |
. . ] — T .. .
: ' - [&=] Layout - . A A

E Reset

. AV
"ﬁfﬁ&ﬁiﬂnvl B 7 U 8§ abe 2% Aa | A

Click to add notes.

Title Slide Title and Content Section Header

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Create Columns in a Text Box
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E r
T;,::: Design ->Page Setup->Page Setup
E o [
Change the Page Set Up g Rl —— o
: Slide size and orientation can be found on ;‘ o | el i ]Mﬂ Aa, (a1 ;"’“i-. n At - [y ‘”’:H:_‘“::w
the Design Ribbon, next to the Themes. i Soreset] prrE e i PR 2

2. Try it: Change the Page Setup
Go to Design ->Page Setup.

Click on Page Setup Click to add title

« Click to add text
Try This, as well: Edit the Page Setup eh i atate

Slides sized for: Custom
Width: 8 inches

Height: 10 inches

Slide Orientation: Portrait

Click OK. Keep going, please...

Slides sized for:
| Custorm

IE“ Slides
— N
Inches (7 Landscape

Height: Motes, handouts & outline
Inches L |§| Portrait
Mumber slides from: A =

(") Landscape

1

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.2. Apply slide size and orientation settings: Setup a Custom Size
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T
777::: Design ->Page Setup->Slide Orientation

Page Setup: Slide Orientation - ‘ . = — :
3. Try it: Review the Page Setup D) faa (as |[as IM o R @ﬂ e ot 3

=
4
3

All of the slides in the presentation have a ’7'"‘:,"""“'" AAAAAAAAAAA e e | T AR
new size and orientation. Like Themes, Page ~ *= = ™
Setup is applied to the whole show. B (D) e

p - 4 Click to add title

Where are we going here....?
[-Clickto add text

Page Slide
Setup [}lientatiun"l

Pa Py
Slides Portrait
3 ij
F Landscape

Exam 77-883: Microsoft PowerPoint 2010

2. Creating a Slide Presentation
2.2. Apply slide size and orientation settings: Change the Orientation

Comma Training Page 241



7.
r;,::: Design ->Page Setup->Columns

- = -
Make columns In a Text Box - Heme  PHet  Cqsge  Tiewiien.  hamoatien  Jhde SRew  Bevsw vew

Before You Begin: Add the sample text
Title: New Products A sy

4 — Tamen

=
4
3

B | Dlormt” im0 | - :Iﬂ:r-g'
Pk |y 4 M LB I g A EEEIE R

LT

| R e T T O ™ |

PRt - 10

=@

L ivane fa - Hyrea
Ao o [P O—

Shybn+ = Bhap DR <y Been -
P Dy
a

] » Pasmgrapd I
Text Box: Add Item 1-ltem 8 as shown. ] o~ oo
-
4. Try it: Format the Columns W] e coemen
NewP = .

Select the sample test: ltem 1-ltem 8.
Go to Design ->Page Setup->Columns

= |bem 1
Select: Two Columns.

= ltem 2

What Did You See? Nothing, not yet.

= |tem 5

Still wondering where this is going?

Turn the page... « Item 8

= |tem 3 —
wms [S|E =
= [tgm 7

Paragrapt

i f

— $1.79 =
2= BURPER: I3

L

« Edible Seeds * Mt 13

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Create Columns in a Text Box
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 ltem 1
 |[tem 2

ML
iU
¥
("

?M'E\\DGD

EH | AL L2 6l
R I YA

One Column

Two Columns E

Three Columns

Mare Columns...




e

Change the Size of a Text Box
4. Try it: Format the Text Box Size

Select the Text Box on Slide 5.

Go to Drawing Tools ->Size->Height

uary

Type: 2.
o [ =
all 2 :
me |12 -
Size a

What Did You See? When the Text Box was
resized, the bulleted list repaginated into two
even columns.

OK, that worked. Save your presentation.
Allez, Allez In Free! You done real good.

Drawing Tools ->Size->Height

Yoo

560 Shape -
» B Tert B

&l
-

[ Anmatar

a3 Mo .

.D ?3w~ A

hape IMeql,

v 4 e

New Products _

+ Item 1
« Item 2
- Item 3
* Item 4

+tem S
«tem 6
+tem 7
+ tem 8

& Totre -

. & ten 0 .
& et O

Tast Mo «

Dtmglowed - B agn o)

& tena Bacmaes « ]

By tewann tne  Zhheame s = T

Averoe

|

New Products

@
O = 0
 ltem 1 « ltem 5
- ltem 2 « ltem 6
L]
» ltem 3 » ltem 7
« ltem 4 « ltem 8
O 0 o)

Exam 77-883: Microsoft PowerPoint 2010
2. Creating a Slide Presentation
2.6. Format text boxes: Change the Size
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Practice Activities

Lesson 7: Photo Albums and Views
Try This: Do the following steps

1. Open a new blank presentation.
2. Insert a photo album. Add the four crane sample pictures found online.
a. Rotate picture crane 2 counter clockwise so the birds are right-side up
b. Adjust the brightness on crane 4 until the picture is no longer washed out
c. Reorder the picture so that Crane 4 is the first picture
. Save the photo album presentation as Birds1.
. Open the sample presentation Sandhill Cranes
. Apply the Theme Spring (or a theme of your choice.)
. Reuse the slides from the Birds 1 photo album presentation. Sort the photo slides in an order that makes sense to you.
. Save this file as Sandhill Cranes with Photos
. Open another new blank slide show. Add the title: More Facts on Sandhill Cranes
a. Add each of the facts on its own slide
i. Adults are gray
ii. They have a red forehead and a dark bill
iii. Wingspan is 5-7 ft
iv They fly south for the winter
b. Apply the Theme Adjacency.
c. Save this file as More Sandhill Facts. Close this file.
9. Return to the Sandhill Cranes with Photos presentation.
a. Add a section break after the last slide.
b. Reuse the slides from More Sandhill Facts. Insert the slides in Section 2 and Keep Source Formatting.
10. Rename Section 2 as More Facts
11. Change the Theme in Section 1 of the Sandhill Cranes with Photos presentation to be Solstice
12. Add a picture of your choice to each slide of the More Facts Section.
13. Change the entire presentation to be Grayscale
14. Save the file as Beginning PowerPoint Practice Activity 6.

uary

O~NOOTPhW
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uary

Test Yourself

1. What Ribbon has the command for
adding a Photo Album?

a. Insert

b. Home

c. New

d. Design

Tip: Beginning PowerPoint, page 195

2. Which are Picture Album options?
(Give all correct answers)

a. Captions below All pictures

b. All pictures black and white

Tip: Beginning PowerPoint, page 197

3. You can adjust individual pictures in a
PowerPoint Photo Album.

a. True

b. False

Tip: Beginning PowerPoint, page 198

4. Which are adjustments you can make in
a PowerPoint Photo Album

(Give all correct answers)

a. Rotation left or right

b. Contrast increase or decrease

c. Brightness increase or decrease
Tip: Beginning PowerPoint, page 198

Comma Training Page 245

5. The option to add captions is not
available until you choose a Layout that
includes text.

a. True

b. False

Tip: Beginning PowerPoint, page 200

6. Which is NOT a group on the View
Ribbon?

a. Presentation Views

b. Page Layout

c. Zoom

d. Window

Tip: Beginning PowerPoint, page 204

7. Which are Window View commands?
(Give all correct answers)

a. Switch windows

b. Arrange all

c. Cascade

Tip: Beginning PowerPoint, page 205

8. Zoom resizes the PowerPoint window.
a. True

b. False

Tip: Beginning PowerPoint, page 208

9. Which is the command to reuse slides
a. Insert--> New Slide--> Reuse Slide

b. Home--> Slides--> New Slide--> Reuse Slide

c. Home--> Reuse Slide
Tip: Beginning PowerPoint, page 211

10. Which of the following is true about inserting e

slides from an old presentation into a new
presentation? (Give all correct answers)
a. The inserted slides inherit the new
presentations Theme by default

b. The inserted slides can be set to Keep Source

formatting
Tip: Beginning PowerPoint, page 214
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