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The 20th century brought us the dawn of the digital information age and
unprecedented changes in information technology. There is no indication
that this rapid rate of change will be slowing—it may even be increasing.
As we begin the 21st century, computer literacy is undoubtedly becoming
a prerequisite in whatever career you choose.

The goal of the O’Leary Series is to provide you with the necessary
skills to efficiently use these applications. Equally important is the goal to
provide a foundation for students to readily and easily learn to use future
versions of this software. This series does this by providing detailed step-
by-step instructions combined with careful selection and presentation of
essential concepts.

Times are changing, technology is changing, and this text is changing
too. As students of today, you are different from those of yesterday. You
put much effort toward the things that interest you and the things that are
relevant to you. Your efforts directed at learning application programs and
exploring the Web seem, at times, limitless.

On the other hand, students often can be shortsighted, thinking that
learning the skills to use the application is the only objective. The mission
of the series is to build upon and extend this interest by not only teaching
the specific application skills but by introducing the concepts that are
common to all applications, providing students with the confidence,
knowledge, and ability to easily learn the next generation of applications.

Instructor’s Resource CD-ROM

The Instructor’s Resource CD-ROM contains a computerized Test Bank,
an Instructor’s Manual, and PowerPoint Presentation Slides. Features of
the Instructor’s Resource are described below.

e Instructor’s Manual CD-ROM The Instructor’s Manual, authored by
Carol Grazette of Medgar Evers College, contains lab objectives, con-
cepts, outlines, lecture notes, and command summaries. Also included
are answers to all end-of-chapter material, tips for covering difficult
materials, additional exercises, and a schedule showing how much
time is required to cover text material.

e Computerized Test Bank The test bank, authored by Harry Knight,
contains over 1,300 multiple choice, true/false, and discussion ques-
tions. Each question will be accompanied by the correct answer, the
level of learning difficulty, and corresponding page references. Our
flexible Diploma software allows you to easily generate custom exams.

Preface
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e PowerPoint Presentation Slides The presentation slides, authored
by Linda Mehlinger of Morgan State University, include lab objectives,
concepts, outlines, text figures, and speaker’s notes. Also included are
bullets to illustrate key terms and FAQs.

o Online Learning Center/Web Site

Found at www.mhhe.com/oleary, this site provides additional learning
and instructional tools to enhance the comprehension of the text. The
OLC/Web Site is divided into these three areas:

e Information Center Contains core information about the text, sup-
plements, and the authors.

e Instructor Center Offers instructional materials, downloads, and
other relevant links for professors.

e Student Center Contains data files, chapter competencies, chapter
concepts, self-quizzes, flashcards, additional Web links, and more.

Simnet Assessment for Office Applications

Simnet Assessment for Office Applications provides a way for you to test
students’ software skills in a simulated environment. Simnet is available
for Microsoft Office 2007 and provides flexbility for you in your
applications course by offering:

Pre-testing options

Post-testing options

Course placement testing

Diagnostic capabilities to reinforce skills
Web delivery of test

MCAS preparation exams

Learning verification reports

For more information on skills assessment software, please contact your
local sales representative, or visit us at www.mhhe.com.

O’Leary Series

The O’Leary Application Series for Microsoft Office is available separately
or packaged with Computing Essentials. The O’Leary Application Series
offers a step-by-step approach to learning computer applications and is
available in both brief and introductory versions. The introductory books
are MCAS Certified and prepare students for the Microsoft Certified
Applications Specialist exam.



o Computing Goncepts

Computing Essentials 2007 offers a unique, visual orientation that gives
students a basic understanding of computing concepts. Computing
Essentials encourages “active” learning with exercises, explorations, visual
illustrations, and inclusion of screen shots and numbered steps. While
combining the “active” learning style with current topics and technology,
this text provides an accurate snapshot of computing trends. When
bundled with software application lab manuals, students are given a
complete representation of the fundamental issues surrounding the
personal computing environment.



GUIDE TO THE O’LEARY SERIES

The O’Leary Series is full of features designed to make learning productive and hassle free. On the following
pages you will see the kind of engaging, helpful pedagogical features that have helped countless students mas-

ter

Microsoft Office Applications.

EASY-TO-FOLLOW INTRODUCTORY MATERIALS

INTRODUCTION TO
MICROSOFT OFFICE 2007

Each text in the O’Leary Series opens with
an Introduction to Office 2007, providing

a complete overview of this version of the
Microsoft Office Suite.

Overview of Microsoft Office Word 20

What Is Word Processing?

Office Word 2007 is a word processing software application whose pr
is to help you create any type of written communication. A word pr
can be used to manipulate text data to produce a letter, a report, a
an e-mail message, or any other type of correspondence. Text data|
letter, number, or symbol that you can type on a keyboard. The grou
the text data to form words, sentences, paragraphs, and pages
results in the creation of a document. Through a word processor,
create, modify, store, retrieve, and print part or all of a document.

Word processors are one of the most widely used application software
programs. Putting your thoughts in writing, from the simplest note to the
‘most complex book, is a time-consuming process. Even more time-consuming
is the task of editing and retyping the document to make it better. Word
processors make errors nearly nonexistent—not because they are not made,
but because they are easy to correct. Word processors let you throw away the
correction fluid, scissors, paste, and erasers. Now, with a few keystrokes, you
can easily correct errors, move paragraphs, and reprint your document.

Word 2007 Features

‘Word 2007 excels in its ability to change or edit a document. Editing involves
correcting spelling, grammar, and sentence-structure errors. In addition, you
can easily revise or update existing text by inserting or deleting text. For
example, a document that lists prices can easily be updated to reflect new
prices. A document that details procedures can be revised by deleting old
procedures and inserting new ones. This is especially helpful when a
document is used repeatedly. Rather than recreating the whole document,
you change only the parts that need to be revised.

Revision also includes the rearrangement of selected areas of text. For
example, while writing a report, you may decide to change the location of
a single word or several paragraphs or pages of text. You can do it easily
by cutting or removing selected text from one location, then pasting or
placing the selected text in another location. The selection also can be
copied from one document to another.

To help you produce a perfect document, Word 2007 includes many
additional support features. The AutoCorrect feature checks the spelling
and grammar in a document as text is entered. Many common errors are
corrected automatically for you. Others are identified and a correction
suggested. A thesaurus can be used to display alternative words that have
a meaning similar or opposite to a word you entered. A Find and Replace
feature can be used to quickly locate specified text and replace it with
other text throughout a document. In addition, Word 2007 includes a

1.2
‘Word 2007

What Is the 2007 Microsoft Office System?

Microsoft’s 2007 Microsoft Office System is a comprehensive, integrated
system of programs, servers, and services designed to solve a wide array of
business needs. Although the programs can be used individually, they are
designed to work together seamlessly, making it easy to connect people and
organizations to information, business processes, and each other. The
applications include tools used to create, discuss, communicate, and
manage projects. If you share a lot of documents with other people, these
features facilitate access to common documents. This version has an
entirely new user interface that is designed to make it easier to perform
tasks and help users more quickly take advantage of all the features in the
applications. In addition, the communication and collaboration features
and integration with the World Wide Web have been expanded and refined.

The 2007 Microsoft Office System is packaged in several different
combinations of programs or suites. The major programs and a brief
description are provided in the following table.

Program Description

Word 2007 Word Processor program used to create text-
based documents

Excel 2007 Spreadsheet program used to analyze
numerical data

Access 2007 Database manager used to organize, manage,
and display a database

PowerPoint 2007 Graphics presentation program used to create
presentation materials

Outlook 2007 Desktop information manager and messaging
client

InfoPath 2007 Used to create XML forms and documents.

OneNote 2007 Note-taking and information organization
tools

Publisher 2007 Tools to create and distribute publications for

print, Web, and e-mail

Visio 2007 Diagramming and data visualization tools

SharePoint Designer 2007 Web site development and management for
SharePoint servers

Project 2007 Project management tools

Groove 2007 Collaboration program that enables teams to
work together

The four main components of Microsoft Office 2007—Word, Excel,
Access, and PowerPoint—are the applications you will learn about in this
series of labs. They are described in more detail in the following sections.

Introduction to Microsoft Office 2007 o T

INTRODUCTION TO
WORD 2007

Each text in the O’Leary Series
also provides an overview of the
specific application features.




ENGAGING LAB INTRODUCTIONS

Revising and Refining
a Document

Objectives

Aftr completing thislab, you wil know how o

Use the Spelling and Grammar tool and the Thesaurus.

Q050

love, cut, and copy fext and formats.

Control document paging.

(=]

ind and replace text.

(]

sert the current date.

(-]

hange indents, line spacing, and margins.

reate a tabbed table.

o

=

dd color highlighting and underlines.

reate numbered and bulleted lists.

(]

reate and use Building Blocks.

=]

Insert and modify  shape.
dit

Edit in Print Preview.

Print a document.

B2

OBJECTIVES

( Each lab opens with a list of objectives clearly

outlining skills covered in each lab.

CASE STUDIES

g
Case studies introduce a real-life

setting that is interwoven throughout

the lab. Four separate running cases
provide the basis for understanding
the use of applications.

( Screen Shots of the completed lab allow you

to 3 docum

Graphic enhancements such as shapes add interest
ent.

w23

L to preview what will be accomplished.




NUMBERED AND BULLETED STEPS

Numbered and bulleted steps provide
clear step-by-step instructions on how

to complete a task, or series of tasks.

Find a bttor word |

g 4 4/

Indent paragraphs | St N
[

e by 1 e & P8 e i
o

g e v
e e

B o ———
e £ 1 T e T 1 o

e

S

T G T M ML

o= __,{... _

Make bulloted ist |_|
and sort

Add closing —{————a

Spell

A S e Y e

A £ R R—
B i

—— RO =
e e B e DT

—
P T

ok T | Find and replace
— | with "tour”
s i T s e+ b

P

The first correction you want to make is to clean up the spelling and
grammar errors that Word has identified

the Entire

Start Office Word 2007  |* % *
and open the file

All steps and bullets appear in
the left-hand margin, making
it easy not to miss a step.

' wd02_Tour Letter.

WL AR ma b B8] Many spelling and

‘grammer errors.
identified

If necessary, change
to Print Layout view at
100% zoom.

Your screen should be
similar to Figure 2.1

Open the Review tab.

Click

The keyboard shortcut is

- If necessary, select the
Check grammar option
to turn on grammar
checking.

Additional Information

You also can click the Spelling
and Grammar status icon [
to move to the next

spelling or grammar error

and open the spelling context

Your screen should be
similar to Figure 2.2

Because the contents of the

list are determined only by
spelling, any instances of
terms that seem
inappropriate in context are
completely coincidental.

The [ 7w ion
replaces the same word
throughout the document
with the word you select in
the Suggestions box.

Word 2007

Lab 2: Revising and Refining a Document

HYyey

Figure 2.1
wp2.5

Revising a Document

-1.2x checker 1o Joczte aud correct

Turns grammar
checker

on or off

Figure 2.2

The Spelling and Grammar dialog box is displayed, and the spelling and
grammar checker has immediately located the first word that may be
misspelled, “paddleing.” The sentence with the misspelled word in red is
displayed in the Not in Dictionary text box, and the word is highlighted in
the document.

The Suggestions list box displays the words the spelling checker has
located in the dictionary that most closely match the misspelled word. The
most likely match is highlighted. Sometimes the spelling checker does not
display any suggested replacements. This occurs when it cannot locate
any words in the dictionaries that are similar in spelling. If no suggestions
are provided, the Not in Dictionary text box simply displays the word that
is highlighted in the text.

To change the spelling of the word to one of the suggested spellings,
highlight the correct word in the list and then click @=w . If there
were no suggested replacements, and you did not want to use any of the
option buttons, you could edit the word yourself by typing the correction
in the Not in Dictionary box. In this case, the correct replacement,
“paddling,” is already highlighted.

www.mhhe_com/oleary

T




AND EASY-TO-FOLLOW DESIGN

TABLES

Tables provide quick summaries of
concepts and procedures for specific

tasks.

To Collapse Do This
Text below a specific heading level Select the lowest heading you want to display from
the o = drop-down menu.

All subheadings and body text under a heading  Double-click @ next to the heading.
Text under a heading, one level at a time Click the heading text, and then click [ =] Collapse.

All body text Select the heading level you want to see from the

s == drop-down menu.

All body text except first line Click [ ===,

To Expand Do This

All headings and body text Select Show All Levels from the s ==
drop-down menu.

@ Al collapsed subheadings and body text

under a heading Double-click @ next to the heading.

Collapsed text under a heading,

one level at a time Click the heading text; then click [+] Expand.

To change the amount of information displayed, you will collapse the
display of the text under the Geography and Climate heading first. Then
you will collapse everything below a level 3 heading so you can quickly
check the report organization.

Open the Review tab.

>
Click .
[Another Mcthod ]
The keyboard shortcut
If necessary, select the
Check grammar option

to turn on grammar
checking.

Additional Information

You also can click the Spelling
and Grammar status icon [
‘to move to the next

spelling or grammar error
and open the spelling context

Your screen should be
similar to Figure 2.2

Additional Information
Because the contents of the
list are determined only by
spelling, any instances of
terms that seem
inappropriate in context are
completely coincidental.

nal Information
The [ #=%=" option
replaces the same word
throughout the document
with the word you select in
the Suggestions box.

Word 2007

WD2.6 Lab 2: Revising and Refinhg a Document

To correct the misspelled words and grammatical errors, you can use the
context menu to correct each individual word or error, as you learned in
Lab 1. However, in many cases, you may find it more efficient to wait until
you are finished writing before you correct errors. Rather than continually
breaking your train of thought to correct errors as you type, you can
manually turn on the spelling and grammar checker to locate and correct
all the errors in the document at once.

spelling
and grammar
check

Suggested |
corrections

Turns grammar
checker
on or off

-

Figure 2.2

The Spelling and Grammar dialog box is displayed, and the spelling and
grammar clecker has immediately located the first word that may be
misspelled, [paddleing.” The sentence with the misspelled word in red is
displayed injthe Not in Dictionary text box, and the word is highlighted in
the documep

The Suggpstions list box displays the words the spelling checker has
located in the dictionary that most closely match the misspelled word. The
most likely thatch is highlighted. Sometimes the spelling checker does not
display any |suggested replacements. This occurs when it cannot locate
any words i the dictionaries that are similar in spelling. If no suggestions
are provided, the Not in Dictionary text box simply displays the word that
is highlighted in the text.

To chang the spelling of the word to one of the suggested spellings,
highlight thf correct word in the list and then click [ @ws . If there
were no sugpested replacements, and you did not want to use any of the
option buttdns, you could edit the word yourself by typing the correction
in the Not|in Dictionary box. In this case, the correct replacement,
“paddling,” §s already highlighted.

www.mhhe.com/oleary
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FIGURES

content.

Large screen figures make it easy to
identify elements and read screen

SCREEN CALLOUTS

[

Meaningful screen callouts identify the
results of the steps as well as reinforce
the associated concept.

XiX
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Pressing the st [onm] ended the first lise of teat and inserted a Blank
lime. The next two inserted blank lines

Revealing Formatting Marks

While you are creatng your dovument, Word autoematically inserts
fexenatting ks thes contrel the appesrance of your documsent. These
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REAL-WORLD APPLICATION

The default range setting, All, is the correct setting. In the Copies
section, the default setting of one copy of the document is acceptable. You
will print using the default print settings.

If you need to change the selected printer to another printer, open the Name drop-down list box and select the
appropriate printer (your instructor will tell you which printer to select).

Click [ & .
Your printer should be printing the document. The printed copy of the
flyer should be similar to the document shown in the Case Study at the
beginning of the lab.

g Word

You are finished working on the flyer for now and want to save the last
few changes you have made to the document and close the Word applica-
tion. The [W&w#ss command in the File menu is used to quit the Word

Another Method program. Alternatively, you can click the [¥ Close button in the application
The keyboard shortcut window title bar. If you attempt to close the application without first saving
(o i Bt cammErE your document, Word displays a warning asking if you want to save your
work. If you do not save your work and you exit the application, any
changes you made since last saving it are lost.

+
Click [+ Close.
Click [ % to save the changes you made to the file.

The Windows desktop is visible again.
If multiple Word documents are open, clicking [® closes the application
window containing the document you are viewing only.

Focus on Careers

EXPLORE YOUR CAREER OPTIONS employees. As a food service manager, your position
! would likely include creating newspaper notices and
Food Service Manager flyers to attract new staff. These flyers should be eye-
Have you noticed flyers around your campus  ciching and error-free. The typical salary range of a
advertising job positions? Many of these jobs are in the oo service manager is $34,000 to $41.700, Demand
food service industry. Food service managers are gy gilled food service managers is expected to
traditionally responsible for overseeing the Kitchen and — incease through 2010.

dining room. However, these positions increasingly

involve administrative tasks, including recruiting new

Exiting Word

CONTINUING CASE STUDIES

Within each series application, the
same Case Study is used to illustrate
concepts and procedures.

FOCUS ON CAREERS

>
Focus on Careers provides an example of

how the material covered may be applied in
the “real world.”

Each lab highlights a specific career,
ranging from forensic science technician
to food services manager, and presents job

responsibilities and salary ranges for each.

Adventure Travel Tours

Adventure Travel Tours provides information on their  gather the information that Adventure Travel will publi-
tours in a variety of forms. Travel brochures, for instance,  cize about each regional tour. Specifically, you have
contain basic tour information in a promotional format  been asked to provide background information for two
and are designed to entice potential clients to signup  of the new tours: the Tanzania Safari and the Machu
for a tour. More detailed regional information packets  Picchu trail. Because this information is used in a variety
are given to people who have already signed up fora  of formats, your research needs to be easily adapted.
tour, so they can prepare for their vacation. These pack-  You will therefore present your facts in the form of a
ets include facts about general report on Tan-
each region’s climate, zania and Peru.
geography, and cul- In this lab, you will
ture. Additional infor- learn to use many of
mational formats the features of Office
include pages on Ad- Word 2007 that make
venture Travel's Web it easy to create an
attractive and  well-
organized report. A
portion of the com-
pleted report is shown
here.

site and scheduled
group presentations.
Part of your re-
sponsibility as adver-
tising coordinator is to

WD3.2




AND INTEGRATION

Working Together 1:
Word 2007 and

Your Web Browser

Adventure Travel Tours

The Adventure Travel Tours Web site is used to pro-
mote its products and broaden its audience of cus-
tomers. In addition to the obvious marketing and
sales potential, it provides an avenue for interaction
between the company and the customer to improve
customer service. The company also uses the Web
site to provide articles of interest to customers. The
articles, which include topics such as travel back-
ground information and descriptions, changes on a
monthly basis as an added incentive for readers to re-
turn to the site.

You want to use the flyer you developed to pro-
mote the new tours and presentations on the Web

site. To do this, you will use Word 2007’ Web-editing
features that help you create a Web page quickly and
easily. While using the Web-editing features, you will
be working with Word and with a Web browser appli-
cation. This capability of all 2007 Microsoft Office ap-
plications to work together and with other applications
makes it easy to share and exchange information be-
tween applications. Your completed Web pages are
shown here.

Note: The Working Together tutorial is designed to show how two
applications work together and to present  basic introduction to
creating Web pages,

WowT1.1

.

B

Lab Exercises

step-by-step

Adding a New Web Page %

1. You want to continue working on the Web pages about the new tour presentations for the
Adventure Travel Web site. Your next step is to create links from each loc:
Locations Web page to information about each location’s presentation date and times. Your
completed Web page for the Los Angeles area should be similar to the one shown here.

a. In Word, open the
Web page file Tour
Locations you
created in this lab.

b. Open the document
wawt_LosAngeles.
Save the document
as a Web page to

the ATT Web Page -
folder with the — -
file name LosAngeles - g
and a page title ——
of Los Angeles

Presentation

Information.

o

. Change the page
color to a gradient
fill effect of your
choice. Change the

* Easy
% % Moderate
% % % Difficult

ion on the Presentation

e
second title line to
a Heading 1 style. Change the title lines to a color of your choice.

e

°

£. On the Tour Locations page, create a link from the Los Angeles text to the Los Angeles page. Test

the link.

g Resave both Web pages and preview them in your browser: Print the Los Angeles Web page.

h. Exit the browser and Word

. Increase the font size of the table to 12 points. Add color to the table headings. Enhance the Web
page with any features you feel are appropriate.

. Two lines below the table, add the text Contact [your name] at (909) 555-1212 for more information.
Apply the Emphasis style to this line and increase the font size to 14 points.

Lab Exercises WDWT1.19

Word 2007

WORKING TOGETHER LABS

Ve

At the completion of the brief
and introductory texts, a final lab
demonstrates the integration of MS
office applications. Each Working
Together lab contains a complete set

of end-of-chapter materials.

9—4 Switch to the New

[ croate hypertink |

times.

times.”

Select Tour

the file list.

WDWT1.12

Word 2007

about presentation
locations, dates, and

Select the text
“locations, dates, and

Open the Insert tab.

Select [T

from the Links group.

“Anoth hod | | 5 e
The keyboard shortcut
is (G0 + K. Figure 12

Your screen should be
similar to Figure 12

Locations.htm from

Click - . 1
Save the document.

Your screen should be
similar to Figure 13

Tour |

window. ge — l ]
~ - M .

Add the following text e . »

1o the end of the last J

paragraph: Find out

—
|
|
|

Seloct document
<o link to

[ Text to be used as

hyperiink !

From the Insert Hyperlink dialog bos, you need to specify the name of the
document you want the link to connect to.

Hyperlink formatted |
in theme colors

Figure 13

Working Together 1: Word 2007 and Your Web Browser
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REINFORGED CONGEPTS

CONCEPT PREVIEW

Concept Previews provide an overview to the
concepts that will be presented throughout

the lab.

Concept Preview

The following concepts will be introduced in this lab:

Grammar Checker The grammar checker advises you of incorrect grammar as you create and
edit a document, and proposes possible corrections.

Spelling Checker The spelling checker advises you of misspelled words as you create and edit
a document, and proposes possible corrections.

AutoCorrect The AutoCorrect feature makes some basic assumptions about the text you are

CONCEPT BOXES

Concept boxes appear throughout

the lab providing clear, concise
explanations and serving as a
valuable study aid.

typing and, based on these assumptions, automatically corrects the entry.

Word Wrap The word wrap feature automatically decides where to end a line and wrap text to
the next line based on the margin settings.

Font and Font Size Font, also commonly referred to as a typeface, is a set of characters with a
specific design that has one or more font sizes.

Alignment Alignment is the positioning of text on a line between the margins or indents.
There are four types of paragraph alignment: left, centered, right, and justified.

Graphics A graphic is a nontext element or object such as a drawing or picture that can be
added to a document.

. Introducing Office Word 2007

Adventure Travel Tours has recently upgraded their computer systems at
all locations across the country. As part of the upgrade, they have installed
the latest version of the Microsoft Office 2007 suite of applications. You
are very excited to see how this new and powerful application can help
you create professional letters and reports as well as eye-catching flyers
and newsletters.

Starting Office Word 2007

€ » ik cutsie the mens 1o close 1.

@ Open the speliing confex! monu for “lern™ and choose “learn”™.

tion Microsoft Office Word 2007
and presentations.

The spelling Is comecied. and the spelling Indicator i the seatis b
indicaten that the document s froe of errom
Now you will continue entering moee of the parugraph. As you type, when
the toxt gets close to the cight margin, do ot press (o=l 1o move 1o the
neat line. Woed enatically wrasp words (0 the et line as necded
The word wrap feature automatically decides where | § & finc and wiap texl 10 the neat Bne based on

(—__www.mhhe.com/oleary )

the mavgin seatings. This feature saves time when ent et Becaune you do not neod D press (o F e
M the end of a fll Bine 10 begin a new line. The only time you need 1o pross (=] s to end a paa
graph, to lesert blank liney, of to create 2 short line such i 2 wlutation, In adéion, i e change the

margin o insert or deletr bext om 3 Bne, he progam avlomaticaly readinty the tenl on the fine 1o fit

within the

margin settiogn, Word wrao s common 1o all woed processon,

-

Entor the Tollovitng text 1o complete 1he sentence
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REINFORCED CONCEPTS  (coninuen)

CONCEPT SUMMARIES

The Concept Summary offers a visual
summary of the concepts presented
throughout the lab.

Concept Summary

Grammar Checker (WD1.16)

The grammar checker advises you of Abiiand
incorrect grammar as you create and
edita document, and proposes possible

misspelled words as you create and edit
a document, and proposes possible
. corrections

{ £ Sr——— p
X corrections |3 [TGrammar hockr
. /
. T —
—
B |
Spelling Checker (WD1.19) C o
Thelspelling ehecker advises youlof PP PRI b A S

=

rect (WD1.21)

e AuloCorrect feature makes some 2
sic assumptions about the text you are .
T 3 ping and, based on these assumptions,
. Word Wrap  (WD1.23) iLamatically corrects the entry. J P —
PO IROVE b A A ~ e word wrap feature automatieally
decides where to end a line and wraps. o
text to the next line based on the

AutoCorrect

margin settings.

e [ Worawiop |
O ——— S - ¢

Lab 1: Creating and Editing a Document

b Fonts and Font Size_(WD1.46) )

(__www.mhhe com/oleary )

PTORE b & g Afont, also commonly referred to as a
typeface, is a set of characters with a
specific design that has one or more

— font sizes.
Fontsand font size J

‘ \Mwmm- ‘vrwves Tours Alignment _(WD1.56) )
New Adventores Alignment is the positioning of text on a

line between the margins or indents.

Alignment There are four types of paragraph
alignment: left, centered, right, and
justified

Graphics  ( 59) ]

A graphic is a nontext element or object
such as a drawing or picture that can be
added to a document.

Yirw Adve '
' ' -

Concept Summary WD1.73
Word 2007




LAB REVIEW

KEY TERMS

Includes a list of all bolded
terms with page references.
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COMMAND SUMMARY

command summary .

Command Shorteut Action
Opens u
N ‘Opens new blank document
@+ 0 Opens existing document file
+s Saves document using same file name

Saves document using 2 new file name, type, and/or location

+P Prints document
Brepare/Broperties Opens Document Information Panel
Close [ +[FE)  Closes document

W & + ED Exit Word application

Quick Access Toolbar

FED +S ‘Saves document using same file name

7 Undo Restores last eciting change

[ Redo Y Restores last Undo or repeats last command o action
ey

Font Group

= font Changes typeface

Flsie Changes font size

[E Clear Formatting Remove all formatting from selection

[Esold +B Adds/removes bold effect

= G + | Adds/removes italic effect

I= change Case Changes case of selected text

[E] show/Hide Displays or hides formatting marks
lign Text Left G+ L Aligns text to left margin E
enter Centers text batwaen left and right margins. B o
5 Align Text Right Aligns text o right margin it
Justify Aligns text equally between left and right margin|
Insert Tab

4. alignment
Ilustrations group e
Inserts selected picture. .

6. graphics
7
3

L E

. word wrap

Lab Review

°

point

10. B

( Command Summaries provide a table of commands and

keyboard and toolbar shortcuts for all commands used
in the lab.

Lab Exercises

- S EEm
Paragraph group
Match the item on the left with the correct description on the right. /

B

L

Fe o

istinlachois 9. A set of characters with a specific design is called a(n) ==

. controls paragraph px
. saves a document

. font without a Il

Lab Exercises

1. In the following Word screen, letters identify important elements. Enter the correct term for each
screen element in the space provided.

e pa
L'C.:{?/1‘<£i?j SE—

undoes last command |

moves to the top of the document
feature that automatically begins a new line when text reaches the
right margin

pictures and clip art

shows dialog box

type style that can be applied to text

font size measurement

tioning between the margins

¢ file name

the sam

Lab Exercises

e a. style =
Circle the correct response to the questions below. e E
1. Document development follows these steps. <. AutoFormat =
a. plan, edit, enter, format, preview, and print d. Design
b. enter, edit, format, preview, and print 10. A) s text or pictures that appear behind document text S
<. plan, enter, edit, format, preview, and print a B
d. design, enter, edit, format, preview, and print b. watermark
2. The feature makes some basic assumptions about the text enter . embedded object
changes based on those assumptions, d. thumbnail
a. AutoChange
b. AutoFormat
€. AutoText wo1.77
d. AutoCorrect true/false Word 2007
Circle the correct answer to the following questions.
1. A wavy red line indicates a potential spelling error True
2. Hard spaces are used to justify text on a line. True
3. The default document settings are stored in the Normal docx file. True
4. The (aiis) key erases the character to the right of the insertion point. True
5. The automatic word wrap feature checks for typing errors. True
6. The Word document file name extension is wrd. True
7. Font sizes are measured in inches. True
E N D - 0 F- c H APT E R LTk LabitsCrestiog,end Editing s Document 8. Word inserts hidden marks into a document to control the display of text.  True
9. The AutoCorrect feature automatically identifies and corrects certain

MATERIALS

types of errors. True False

:

Aselected picture is surrounded by a selection rectangle and eight

moving handles. True False

Lab Exercises reinforce the terminology and
concepts presented in the lab through Screen
Identification, Matching, Multiple Choice, True/

False, and Fill-In questions.

~

Wp1.80 Lab 1: Creating and Editing a Document
Word 2007




AND SKILL DEVELOPMENT

ON YOUR OWN

Word 2007

LAB EXERCISES

Ve

Lab Exercises

Creating a Flyer *
1. Adventure Travel Tours is offering a great deal on a Day of the Dead Bicycle Tour in Mexico,
Research the Day of the Dead celebration using the Web as a resource. Then, using the features of
create a flyer that will advertise this tour: Be sure to use at least two,
raph alignment. Include a graphic from the

author and the file name as the title. Save the document as Mexico Adventure.

Creating a Swimming Pool Rules Flyer % %

2. You work in the community pool and have been asked to create a flyer to post that identifies the rules
en using the pool. Create a flyer that explains the five most important
1ules to follow while swimming at the pool. Use a piece of clip art to liven up your flyer. Include.
different font sizes, paragraph alignments, and other formatting features to make the flyer attractive.
Apply different font colors for each rule. Include a page border: Include your name at the bottom of
the flyer: Include your name in the file properties as author and the file name as the title. Save the
document as Pool Rules.

Astronomy Class Memo * %

3. The city of Gilbert, Arizona, has recently built a $100,000 observatory that includes a $20,000
telescope in a local park. The observatory is open evenings for small groups of five to six people to
take turns looking through the 16-inch telescope’s eyepiece. The use of the observatory is free.

‘The city has decided to offer for the community to learn how to use the telescope and to
teach about astronomy: As a trial run, the class will first be offered to city employees
You want to notify all employees about the observatory and the class by including a memo with thei
paycheck. Using Hands-On Exercise 1 as a model, provide information about when and where the
class will be held. Include information about how people sign up for the class. Include your name in
the file properties as author and the file name as the ttle. Save the memo as Astionomy Basics

Volunteer Opportunities % % %

4. Many community groups, hospitals, libraries, and churches are looking for volunteers to assist in
their programs. Volunteering has rewards for both the volunteer and the community. Using the
Web as a resource, research volunteer opportunities in your community. Then write a one-page
report that includes information about twa volunteer groups for which you would like to
volunteer: Include information about what the organization does for the community. Also include
the skills you have to offer and the amount of time you can commit as volunteer: Include a title at
the top of the document and your name and the current date below the title. Center the title lines
Use at least two colors of text, two sizes of text, and two kinds of paragraph alignment. Include a
graphic from the Clip Organizer. Include your name in the file properties as author and the file
name as the title. Save the document as Volunteer Opportuniies

Writing a Career Report * % %
5. Using the library or the Web, research information about your chosen career. Write a one-page report
about your findings that includes information on three areas: Career Description; Educational
Requiremen ry and Employment projections. Include a title at the top of the docum
name and the current date below the title. Center the title lines. Justify the paragraphs. Include your
name in the file properties as author and the file name as the title. Save the document as Career Repor,

w188 Lab 1: Creating and Editing a Document

Lab Exercises provide hands-on practice and develop critical-
thinking skills through step-by-step and on-your-own practice
exercises. Many cases in the practice exercises tie to a running
case used in another application lab. This helps demonstrate the

use of the four applications across a common case setting. For
example, the Adventure Tours case used in Word is continued
in practice exercises in Excel, Access, and PowerPoint.

Lab Exercises

[ roting system ]
* Easy

* % Moderate
% % Difficult

Hands-On Exercises

Stey Step

Asking for Input Memo *

1. Adventure Travel Tours is planning to update its Web site in the near future. You have been asked
o solicit suggestions from the travel agents about changes they would like o see made to the
current Web site. You decide to send all the travel agents a memo asking them for their input.
Your completed memo will be similar to the one shown here.

a. Open a blank Word
2007 document and
create the following | v
memo in Draft view.
Press (Tab%s) twice after oo —— ‘e
you type the colons
following To in the
memo header. Press
Tab%] once after the
From and Date lines.
‘This will make the
information following
the colons line up
cvenly. Enter a blank
line between
paragraphs.

To: Travel Agents
From: Student Name
Date: [Current date]
‘The Adventure Travel Tours current Web site was designed with travel agents in mind but as you know, the
role of the travel agent is changing. In order to keep up with these changes we plan to begin work on
updating the current Adventure Travel Tours Web site. In preparation for this project, | would like your input
about the content y to nts. As you work with clients please note what can
be changed to make it easier for you to book travel, then send your comments back to me. All suggestions
for changes are welcome and will be considered for our improved Web site.

‘Thank you in advance for your input.
b. Correct any spelling and grammar errors that are identified
. Turn on the display of formatting marks. Check the document and remove any extra blank
spaces between words or at the end of lines.
d. Save the document as Web Site Memo in your data file location.
e. Switch to Print Layout view.
f. End the first sentence after the word “mind”. Capitalize the following word, but. Insert the text

wD1.82 Lab 1: Creating and Editing a Document
Word 2004

These exercises have a rating system from easy to difficult
and test your ability to apply the knowledge you have gained
in each lab. Exercises that build off of previous exercises are
noted with a Continuing Exercises icon.

Expanding the Note- T

g SAlls Handoswst »

% Easy
% % Moderate

% % % Difficult
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Shortcut

Command

@ Office Button

New

Open

Save cm+S, @
Save As

Save as/Save As type/
Web Page

Print

Print/Print Preview
Print/Quick Print
Prepare/Properties

Close

[l " /Proofing

| e [Advanced/
Mark formatting
inconsistencies

T (@) +

(2],

Quick Access Toolbar

[ Save
= Undo
¥ Redo

Home tab

Cir) + Z

Clipboard Group
Cut G + X

[ copy

]

[#] Format Painter

Cir) + V.

2007 Word

Brie

Command Summary

Action

Opens File menu

Opens new document
Opens existing document file

Saves document using same file name

Saves document using a new file name, type, and/or

location

Saves file as a Web page document

Specify print settings before printing document

Displays document as it will appear when printed

Prints document using default printer settings

Opens Document Information Panel

Closes document

Changes settings associated with Spelling and

Grammar checking

Checks for formatting inconsistencies

Closes the Word application

Saves document using same file name

Restores last editing change

COMPREHENSIVE COMMAND SUMMARY

Provides a table of commands and keyboard
and toolbar shortcuts for all commands used

throughout each text in the O’Leary Series.

Command
Font Group
o b

| Size

[&] Grow Font

|#. Clear Formatting

[®] Bold
[T Italic

¥ | Underline
[A] Change Case
[¥77] Text Highlight Color

Shortcut A

Font Changes typeface

Changes font size

Increases font size

Clears all formatting from selected text, leaving plain text
Makes selected text bold

Applies italic effect to selected text

Adds underline below selected text
Changes case of selected text

Applies highlight color to selection

[&] Font Color
Paragraph group
] Bullets

% | Numbering

Changes selected text to selected color

Creates a bulleted list

Creates a numbered list

Restores last Undo or repeats last command or action

Cuts selection to Clipboard

Copies selection to Clipboard

Pastes item from Clipboard

Copies format to selection

2007 Word Brief Command Summary

WDCS.1
Word 2007

[ Indents and Spacing

Ih Sort

/% Show/Hide

[® Align Text Left

[W Center

[ Align Text Right

[38] Justify

|8 | Line Spacing

Styles Group
More

Editing Group
[ ]

P

Insert tab

Pages group

active window The window containing the
insertion point and that will be affected by any
changes you make.

alignment How text is positioned on a line
between the margins or indents. There are four
types of paragraph alignment: left, centered,
right, and justified.

antonym A word with the opposite meaning.

The process of creating a Web page.

A feature that makes basic

author

AutoCorrect
assumptions about the text you are typing and
automatically corrects the entry.

bibliography A listing of source references that
appears at the end of the document

browser A program that connects you to

remote computers and displays the Web pages

u request.

building blocks Document fragments that
include text and formatting and that can be
casily inserted into a document.

bulleted list Displays items that logically fall
out from a paragraph into a list, with items
preceded by bullets.

caption A title or explanation for a table,
picture, or graph.

case sensitive The capability to distinguish
between uppercase and lowercase characters.

cell The intersection of a column and row
where data are entered in a table.

character formatting Formatting feature
such as bold and color that affect the selected
characters only.

citations Parenthetical source references that
give credit for specific information included in
a document

Click and Type A feature available in Print
Layout and Web Layout views that is used to
quickly insert text, graphics, and othe i

Glossary of Hey Terms

a blank area of a document, avoiding the need
to enter blank lines.

elip art Professionally drawn graphics.

control A graphic clement that is a container
for information or objects.

cross-reference A reference in one part of a
document related to information in another
part.

cursor The blinking vertical bar that shows
vou where the next character you type will
appear: Also called the insertion point.

custom dictionary A dictionary of terms you
have entered that are not in the main
dictionary of the spelling checker:.

default The initial Word document settings
that can be changed to customize documents

destination The location to which text is
moved or copie

Document Map A feature that displays the
headings in the document in the navigation
window.

document properties Details about a
document that describe or identify it and are
saved with the document content

document theme A predefined set of
formatting choices that can be applied to an
entire document in one simple step.

document window The area of the application
window that displays the contents of the open
document.

drag and drop A mouse procedure that moves
or copies a selection to a new location.

drawing layer The layer above or below the
text layer where floating objects are inserted.

drawing object A simple object consisting of
shapes such as lines and boxes.

edit The process of changing and correcting

g text in a document.

Glossary of Key Terms. WDG.1

O—

Word 2007

P
—

Tables group

GLOSSARY

Indents paragraph from left margin

Rearranges items in a selection into ascending
alphabetical/numerical order

* Displays or hides formatting marks
Aligns text to left margin
Centers text between left and right margins
Aligns text to right margin

Aligns text equally between left and right margins

Changes amount of white space between lines
Opens Quick Styles gallery

Locates specified text

Locates and replaces specified text

Inserts a preformatted cover page
Inserts a blank page

Inserts a hard page break

Inserts a table

2007 Word Brief Command Summary

www-mhhe com/oleary

Bolded terms found throughout each text in
the O’Leary Series are defined in the glossary.
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Appendix

"1 MORE ABOUT WORD 2007

1. CREATING AND CUSTOMIZING DOCUMENTS

1.1 CREATE AND FORMAT DOCUMENTS @

MORE ABOUT APPENDICES

-
A More About appendix appears at

the end of the brief and introductory

SET THEMES AS DEFAULT

texts. This appendix offers students
additional coverage needed to meet
MCAS requirements. Skills pertaining

lick the Normal dotm file to open it
indows Server 2003

be the

RESTORE TEMPLATE THEMES

1o The

the template file yo

Creating and Customizing Dacuments

W2 ‘Appendix: More about Word 2007

Word 2007

to additional MCAS coverage are
denoted by a More About icon in the
margins of the text.

Reference ]

Data File List

REFERENCE 1 - DATA FILE LIST

The Data File List is a reference guide
that helps organize data and solution
files. It identifies the names of the
original and saved files.

wao1.|
Stopby-Step
1

2.wd01_Child on Bike.wm
3. wd01_Coffes v o
4. wd01_Note Taking Skils.docx Note Taking Skils docx

e Cream History.docx

REFERENCE 2 - MCAS
CERTIFICATION GUIDE

>
Links all MCAS objectives to text
content and end-of-lab exercises.
You will always know which MCAS
objectives are being covered.
Introductory  texts are MCAS
certified.

Reference E _

Microsoft Certified Applications Specialist (MCAS)

Microsoft Office Word 2007

Reference 1 WOR1.1
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for you. OLC features include:
® Learning Objectives

Student Data Files
Chapter Competencies

Chapter Concepts
Self-Grading Quizzes
Additional Web Links
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Introduction to Microsoft

Office 2007

Objectives

After completing the Introduction to Microsoft Office 2007, you should be able to:

1

Describe the 2007 Microsoft Office System.

©@

Describe the Office 2007 applications.

©

Start an Office 2007 application.

>

Recognize the basic application features.

&

Use menus, context menus, and shortcut keys.

o

Use the Ribbon, dialog boxes, and task panes.

N

Use Office Help.

8/

Exit an Office 2007 application.

1.1



. What Is the 2007 Microsoft Office System?

Microsoft’s 2007 Microsoft Office System is a comprehensive, integrated
system of programs, servers, and services designed to solve a wide array of
business needs. Although the programs can be used individually, they are
designed to work together seamlessly, making it easy to connect people and
organizations to information, business processes, and each other. The
applications include tools used to create, discuss, communicate, and
manage projects. If you share a lot of documents with other people, these
features facilitate access to common documents. This version has an
entirely new user interface that is designed to make it easier to perform
tasks and help users more quickly take advantage of all the features in the
applications. In addition, the communication and collaboration features
and integration with the World Wide Web have been expanded and refined.

The 2007 Microsoft Office System is packaged in several different
combinations of programs or suites. The major programs and a brief
description are provided in the following table.

Program Description

Word 2007 Word Processor program used to create text-
based documents

Excel 2007 Spreadsheet program used to analyze
numerical data

Access 2007 Database manager used to organize, manage,
and display a database

PowerPoint 2007 Graphics presentation program used to create
presentation materials

Outlook 2007 Desktop information manager and messaging
client

InfoPath 2007 Used to create XML forms and documents

OneNote 2007 Note-taking and information organization
tools

Publisher 2007 Tools to create and distribute publications for
print, Web, and e-mail

Visio 2007 Diagramming and data visualization tools

SharePoint Designer 2007 Web site development and management for

SharePoint servers
Project 2007 Project management tools

Groove 2007 Collaboration program that enables teams to
work together

The four main components of Microsoft Office 2007—Word, Excel,
Access, and PowerPoint—are the applications you will learn about in this
series of labs. They are described in more detail in the following sections.

Introduction to Microsoft Office 2007 (
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Word 2007

Word 2007 is a word processing software application whose purpose is to
help you create text-based documents. Word processors are one of the
most flexible and widely used application software programs. A word
processor can be used to manipulate text data to produce a letter, a report,
a memo, an e-mail message, or any other type of correspondence.

Two documents you will produce in the first two Word 2007 labs, a letter

and flyer, are shown here.

Dear Adventure Traveler:

our four new :d'.ﬁnture tours.

area. These presentations will focus on the feature

September 15,2008

Imagine camping under the stars in Africa, hiking and paddling your way through the rainforests of Costa
Rica, or following in the footsteps of the ancient Inca as you backpack along the Inca trail to Machu Picchu. Turn
these dreams of adventure into memories you will cherish forever by joining Adventure Travel Tours on one of

To tell you more about these exciting new adventures, we are offering several presentations in your
and cultyres of the resion, Wa will glso show vou picturas of

A letter containing a tabbed
table, indented paragraphs,
and text enhancements is
quickly created using basic
Word features.

the places you will visit and activities you can partici
to attend one of the following presentations:

Raz Ima
January 5 800 p.m. ————Crgf
February 3 —— 7:30 p.m. —————Air}
March 8 800 p.m. Req

In appreciation of your past patronage, we
of the new tour packages. You must book the trip 3t
letter to qualify for the discount.

Our vacation tours are professionally deve
everything in the price of your tour while giving youl
these festures:

» Allsccommodstions and meals
> A fees, i fers and
» Professional tour manager and local guide:

We hope you will join us this year on anoth.
Travel Tours each day is an adventure. For reservati
Travel Tours directly at 1-800-555-0004.

A flyer incorporating many
visual enhancements such as
colored text, varied text
styles, and graphic elements
is both eye-catching and
informative.

New Adventures

Attention adventure travelers! Attend an Adventure Travel presentation to learn about
some of the earth’s greatest unspoiled habitats and find out how you can experience
the adventure of a lifetime. This year we are introducing four new tours that offer you a
unigue opportunity to combine many different outdoor activities while exploring the
world.

India Wildlife Adventure
Inca Trail to Machu Picchu
Safari in Tanzania
Costa Rica Rivers and Rainforests

Presentation dates and times are January 5 at 8:00 p.m., February 3 at 7:30 p.m., and
March 8 at 8:00 p.m. All presentations are held at convenient hotel locations in
downtown Los Angeles, Santa Clara, and at the LAX airport.

Call Student Name 1-800-555-0004 for presentation locations, a full color brochure,
and itinerary information, costs, and trip dates.

Visit our Web site at
www.adventuretraveltours.com

What s the 2007 Microsoft Office System? 1.3




1.4

Introduction to Microsoft Office 2007 (

The beauty of a word processor is that you can make changes or
corrections as you are typing. Want to change a report from single spacing
to double spacing? Alter the width of the margins? Delete some paragraphs
and add others from yet another document? A word processor allows you
to do all these things with ease.

Word 2007 includes many group collaboration features to help streamline
how documents are developed and changed by group members. You also can
create and send e-mail messages directly from within Word using all its
features to create and edit the message. In addition, you can send an entire
document as your e-mail message, allowing the recipient to edit the
document directly without having to open or save an attachment.

Word 2007 is closely integrated with the World Wide Web, detecting when
you type a Web address and automatically converting it to a hyperlink. You
also can create your own hyperlinks to locations within documents, or to
other documents, including those at external locations such as a Web site or
file server. It also includes features that help you quickly create Web pages
and blog entries.

Excel 2007

Excel 2007 is an electronic worksheet that is used to organize, manipulate,
and graph numeric data. Once used almost exclusively by accountants,
worksheets are now widely used by nearly every profession. Marketing
professionals record and evaluate sales trends. Teachers record grades and
calculate final grades. Personal trainers record the progress of their
clients.

Excel 2007 includes many features that not only help you create a well-
designed worksheet, but one that produces accurate results. Formatting
features include visual enhancements such as varied text styles, colors,
and graphics. Other features help you enter complex formulas and
identify and correct formula errors. You also can produce a visual display
of data in the form of graphs or charts. As the values in the worksheet
change, charts referencing those values automatically adjust to reflect the
changes.

Excel 2007 also includes many advanced features and tools that help you
perform what-if analysis and create different scenarios. And like all Office
2007 applications, it is easy to incorporate data created in one application
into another. Two worksheets you will produce in Labs 2 and 3 of Excel
2007 are shown on the next page.

www.mhhe.com/oleary ]
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Changes you make in work-
sheet data while performing
what-if analysis are automati-
cally reflected in charts that
reference that data.

Worksheet data and charts
can be copied and linked to
other Office documents such
as a Word document.

1.6 Introduction to Microsoft Office 2007 (
PowerPoint 2007

You will see how easy it is to analyze data and make projections using
what-if analysis and what-if graphing in Lab 3 and to incorporate Excel
data in a Word document as shown in the following figures.
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Access 2007

Access 2007 is a relational database management application that is used
to create and analyze a database. A database is a collection of related data.
In a relational database, the most widely used database structure, data is
organized in linked tables. Tables consist of columns (called fields) and
rows (called records). The tables are related or linked to one another by a
common field. Relational databases allow you to create smaller and more
manageable database tables, since you can combine and extract data
between tables.

The program provides tools to enter, edit, and retrieve data from the
database as well as to analyze the database and produce reports of the
output. One of the main advantages of a computerized database is the
ability to quickly add, delete, and locate specific records. Records also can
be easily rearranged or sorted according to different fields of data,
resulting in multiple table arrangements that provide more meaningful
information for different purposes. Creation of forms makes it easier to
enter and edit data as well. In the Access labs, you will create and organize
the database table shown below.
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A database can be queried
to locate and display only
specified information.

A professional-looking report
can be quickly generated
from information contained in
a database.

1.8 Introduction to Microsoft Office 2007 (

PowerPoint 2007

Another feature is the ability to analyze the data in a table and perform
calculations on different fields of data. Additionally, you can ask questions
or query the table to find only certain records that meet specific
conditions to be used in the analysis. Information that was once costly
and time-consuming to get is now quickly and readily available. This
information can then be quickly printed out in the form of reports ranging
from simple listings to complex, professional-looking reports in different
layout styles, or with titles, headings, subtotals, or totals.
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PowerPoint 2007

PowerPoint 2007 is a graphics presentation program designed to help you
produce a high-quality presentation that is both interesting to the audience
and effective in its ability to convey your message. A presentation can be as
simple as overhead transparencies or as sophisticated as an on-screen
electronic display. In the first two PowerPoint labs, you will create and
organize the presentation shown below.

L B arvnal Anguli Dtiwetaticn - MM OLGA Pumetdont e
‘j mame | Bt Dewgn Aceitions Wdeltow Rosew  Wiew
A _Jdlau- TSN LN Y v o . Jninaey e Ao
e || gy SRR 5 i S e e | e
- gt rant
W2 me oy (B S A (EE A RN e Wape B 2 Weas

A presentation consists of a
series of pages or “slides”
presenting the information
you want to convey in an
organized and attractive
manner.

=welcome Voluntegrs!

Animal Rescue Foundation
Student Name, Volunteer Coordinator

When running an on-screen
presentation, each slide of
the presentation is displayed
full-screen on your computer
monitor or projected onto a
screen.
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Additional Information

Please read the Before You
Begin and Instructional
Conventions sections in the
Overview of Microsoft Office
PowerPoint 2007 (PPO.3)
before starting this section.

Click to
display the Start menu.

Having Trouble?

In Windows Vista, click ﬂ

i Choose Microsoft
Office Word 2007.

Having Trouble?

If you do not see the
program name on the Start
menu, select All Programs,
select Microsoft Office, and
then choose Microsoft Office
Word 2007.

OR

Double-click the | ¥,

shortcut on the ="
desktop.

If necessary, click
Maximize in the title
bar to maximize the
window.

Your screen should be
similar to Figure 1

Common Office 2007 Interface Features

[».u-x wene &

Having Trouble?

Your screen may look slightly
different based on your
Windows operating system
settings.

1.10

Introduction to Microsoft Office 2007 (

Now that you know a little about each of the applications in Microsoft
Office 2007, we will take a look at some of the interface features that are
common to all Office 2007 applications. This is a hands-on section that will
introduce you to the features and allow you to get a feel for how Office 2007
works. Although Word 2007 will be used to demonstrate how the features
work, only common user interface features, a set of graphical images that
represent various features, will be addressed. These features include using
the File menu, Ribbon, Quick Access Toolbar, task panes, and Office Help,
and starting and exiting an application. The features that are specific to
each application will be introduced individually in each application text.

Starting an Office 2007 Application

There are several ways to start an Office 2007 application. The two most
common methods are by using the Start menu or by clicking a desktop
shortcut for the program if it is available. If you use the Start menu, the
steps will vary slightly depending on the version of Windows you are using.

[ Quick Access Toolbar ] Eommand buttons

Button Close
,—4 Y

1 Y - o=
0 o /7 ’ Docimentt - Uirotol Word o
- e traant Pogn Lapant Retnencny u.-m" Fremn View -
. A e, - RpeTS A ree -
\ Catan 38y N NS S S R [ e ] amocex AsBDC Asmnce AR & ivvhn
.
Puite 7 Bl dax XA VA EEIWE - Thomme! [Thefosc. "aangl Maang? ;;::" 3 Sowr

rapns . I s 0 [P

./

S

Owtsers I [ .I
t!l i IR ” - .

Document
window

.

°

.
D 'p‘_"ﬂ
L

Figure 1
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Additional Information

Application windows can be
sized, moved, and otherwise
manipulated like any other
windows on the desktop.

Additional Information

Because the Ribbon can
adapt to the screen
resolution and orientation,
your Ribbon may look slightly
different.

The Word 2007 program is started and displayed in a window on the
desktop. The application window title bar displays the file name followed
by the program name, Microsoft Word. The right end of the title bar
displays the [ -] Minimize, [~ Restore Down, and [x] Close buttons. They
perform the same functions and operate in the same way as all Windows
versions.

Below the title bar is the Ribbon, which provides a centralized area that
makes it easy to find ways to work in your document. The Ribbon has
three basic parts: tabs, groups, and commands. Tabs are used to divide
the Ribbon into major activity areas. Each tab is then organized into
groups that contain related items. The related items are commands that
consist of command buttons, a box to enter information, or a menu. As
you use the Office applications, you will see that the Ribbon contains
many of the same groups and commands across the applications. You also
will see that many of the groups and commands are specific to an
application.

The upper left area of the window’s title bar displays the “* Office
Button and the Quick Access Toolbar. Clicking #: Office Button opens the
File menu of commands that allows you to work with your document,
unlike the Ribbon that allows you to work iz your document. For example,
it includes commands to open, save, and print files. The Quick Access
Toolbar (QAT) provides quick access to frequently used commands. By
default, it includes the [ Save, [T Undo, and [# Redo buttons, commands
that Microsoft considers to be crucial. It is always available and is a
customizable toolbar to which you can add your own favorite buttons.

The large center area of the program window is the document window
where open application files are displayed. Currently, there is a blank
Word document open. In Word, the mouse pointer appears as I when

positioned in the document window and as a [} when it can be used to
select items.

On the right of the document window is a vertical scroll bar. A scroll
bar is used with a mouse to bring additional lines of information into view
in a window. The vertical scroll bar is used to move up or down. A
horizontal scroll bar is also displayed when needed and moves side to side
in the window. At the bottom of the window is the status bar, a view
selector, and a document zoom feature. Similar information and features
are displayed in this area for different Office applications. You will learn
how these features work in each individual application.

Using the File Menu

Clicking the @3 Office Button opens the File menu of commands that are
used to work with files.

Common Office 2007 Interface Features L.11



Click “ Office Button
to open the File menu.

Your screen should be
similar to Figure 2

File menu of nine
commands

Additional Information

Clicking the next to a
file name pins the file and
permanently keeps the file
name in the recently used list
until it is unpinned.

L12 Introduction to Microsoft Office 2007 (

PowerPoint 2007

Click to open
File menu
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Figure 2

The menu lists nine commands that are used to perform tasks associated
with files. Notice that each command displays an underlined letter. This
identifies the letter you can type to choose the command. Five commands
display a [*], which indicates the command includes a submenu of
options. The right side of the command list currently displays the names
of recently opened files (your list will display different file names). The
default program setting displays a maximum of 17 file names. Once the
maximum number of files is listed, when a new file is opened, the oldest is
dropped from the list.

Once the File menu is open, you can select a command from the menu
by pointing to it. A colored highlight bar, called the selection cursor,
appears over the selected command.
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Point to the Open
command.

Your screen should be
similar to Figure 3

Selected command is highlighted
with the selection cursor
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Figure 3

A ScreenTip, also called a tooltip, briefly appears displaying the command
name and the keyboard shortcut, + O. The keyboard shortcut can be
used to execute this command without opening the menu. In this case, if
you hold down the key while typing the letter O, you will access the
Open command without having to open the File menu first. ScreenTips also
often include a brief description of the action a command performs.

Next you will select a command that will display a submenu of options.
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The submenu lists the six Prepare command submenu options and the
Mark as Final option is selected. A ScreenTip provides information about
how to get help on this feature. You will learn about using Help shortly.
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Another Method

You also can use the
directional keys to move up,
down, left, or right within the
menu.

Another Method

You also can press to

choose a selected command.

Click the Print
command.

Your screen should be
similar to Figure 6

Print dialog box is used
to specify print settings

i S
I O Camge soge
i ol

@ e ciick o .

Another Method

You also can press to
cancel an action.

So far you have only selected commands; you have not chosen them. To
choose a command, you click on it. When the command is chosen, the
associated action is performed. Notice the Print command is divided
into two parts. Clicking the Print section on the left will choose the
command and open the Print dialog box. Clicking |- in the right section
has no effect.
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Click to print

Click to close dialog
document

box without printing
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Figure 6

In the Print dialog box, you would specify the print settings and click
to actually print a document. In this case, you will cancel the
action and continue to explore other features of the Office 2007 application.

Using Context Menus

Another way to access some commands is to use a context menu. A
context menu is opened by right-clicking on an item on the screen. This
menu is context sensitive, meaning it displays only those commands
relevant to the item. For example, right-clicking on the Quick Access
Toolbar will display the commands associated with using the Quick
Access Toolbar only. You will use this method to move the Quick Access
Toolbar.
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Point to the Quick
Access Toolbar and
right-click.

Another Method

You also can click [7] at the
end of the Quick Access
toolbar to open the menu.

i Click the Show Quick
Access Toolbar below
the Ribbon option.

Your screen should be
similar to Figure 7

Click [-] on the right
end of the Quick
Access Toolbar.

Choose Show Above
the Ribbon.

Your screen should be
similar to Figure 8

MORE ABOUT

) See the More About
appendix to learn how to
customize the Quick Access Toolbar.
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displayed below Ribbon

Figure 7

The Quick Access Toolbar is now displayed full size below the Ribbon.
This is useful if you have many buttons on the toolbar; however, it takes
up document viewing space. You will return it to its compact size using
the toolbar’s drop-down menu.

Quick Access Toolbar displayed
above Ribbon again

L
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Figure 8

The Quick Access Toolbar is displayed above the Ribbon again. The
toolbar’s drop-down menu contains a list of commands that are often
added to the toolbar. Clicking on the command selects it and adds it to the
toolbar.

Using the Ribbon

The Ribbon displays tabs that organize similar features into groups. In
Word, there are seven tabs displayed. To save space, some tabs, called
contextual or on-demand tabs, are displayed only as needed. For example,
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when you are working with a picture, the Picture Tools tab appears. The
contextual nature of this feature keeps the work area uncluttered when the
feature is not needed and provides ready access to it when it is needed.

Opening Tabs

The Home tab is open when you first start the application or open a file. Tt
consists of five groups: Clipboard, Font, Paragraph, Styles, and Editing.
Each group contains command buttons that when clicked on perform
their associated action or display a list of additional commands. The
commands in the Home tab help you perform actions related to creating
the content of your document.

Insert tab active

Doxtamarty « Mmoot d - "X
Additional Information q T T oS- i
The open tab appears I Sl D LS B Wl S (A Aot —rion - X Swaten -
highlighted. ) Baen age - o M“;-g ;m ;:-l':]_ ;.] - :m I 0otn 8 Ve £2 Symai
| Bl
Your screen should be e
similar to Figure 9

Seven groups in Insert tab

Figure 9

This Insert tab is now the active tab. It contains seven groups whose
commands have to do with inserting items into a document.

94 Click on each of the

other tabs, ending oy Sormarts gt mora T x
with the View tab, to S et el e Man Bt | el _ vl
see their groups and TR SR DL e el } A e,
commands. U R e | ey e e

D3Tamare ohew Zrem

Your screen should be
similar to Figure 10

Figure 10
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0% Open the Home tab.

@ Point to the upper part
of the F button in

the CIipb.oard group.
@ Point to the lower part

of the Paste button in
the Clipboard group.

@ Point to [ #] Format
Painter in the
Clipboard group.

Your screen should be
similar to Figure 11

Additional Information

Not all commands have
shortcut keys.

Additional Information

You will learn about using
Help shortly.

1.18 Introduction to Microsoft Office 2007

Each tab relates to a type of activity; for example, the View tab commands
perform activities related to viewing the document. Within each tab,
similar commands are grouped together to make finding the commands
you want to use much easier.

Displaying Super Tooltips

Many command buttons immediately perform the associated action when
you click on them. The buttons are graphic representations of the action
they perform. To help you find out what a button does, you can display the
button’s ScreenTip.

, . : M res
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e B s Super tooltip
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Figure 11

Both parts of the Paste button display tooltips containing the button
name, the shortcut key combination, +V, and a brief description of
what the button does. Pointing to Format Painter displays a super
tooltip that provides more detailed information about the command.
Super tooltips may even display information such as procedures or
illustrations. You can find out what the feature does without having to
look it up in Help. If a feature has a Help article, you can automatically
access it by pressing while the super tooltip is displayed.

Using Galleries and Lists

Many commands in the groups appear as a gallery that displays small
graphics that represent the result of applying a command. For example, in
the Styles group, the command buttons to apply different formatting
styles to text display examples of how the text would look if formatted
using that command. These are called in-Ribbon galleries because they
appear directly in the Ribbon. Other commands include multiple options
that appear in drop-down galleries or drop-down lists that are accessed
by clicking the [] button on the right side of the command button. To see

an example of a drop-down gallery, you will open the Bullets drop-
down gallery.
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€@ e ciick [Jinthe

Bullets button.

Your screen should be
similar to Figure 12

Click outside the
Bullet gallery to clear
it.

Click [-] in the

Font Size button.

Your screen should be
similar to Figure 13
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Figure 12

A drop-down gallery of different bullets is displayed. The drop-down
gallery will disappear when you make a selection or click on any other

area of the window. To see an example of a drop-down list, you will open
the Font Size drop-down list.
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Figure 13

If you click on the button itself, not the [] section of the button, the
associated command is performed.

Using the Dialog Box Launcher

Because there is not enough space, only the most used commands are
displayed in the Ribbon. If there are more commands available, a
button, called the dialog box launcher, is displayed in the lower-right

corner of the group. Clicking opens a dialog box or task pane of
additional options.
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Figure 14

The Paragraph dialog box appears. It provides access to the more
advanced paragraph settings features. Selecting options from the dialog
box and clicking will close the dialog box and apply the settings

as specified. To cancel the dialog box, you can click or I in the
dialog box title bar.
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Click [=] in the
Clipboard group.

Closes task pane

Your screen should be
similar to Figure 15

Dialog box launcher ]

Clipboard
task pane

Additional Information Figure 15
You will learn about using
dialog boxes, task panes, and
the Clipboard as they are
used in the labs.

A task pane is open that contains features associated with the Clipboard.
Unlike dialog boxes, task panes remain open until you close them. This
allows you to make multiple selections from the task pane while continuing
to work on other areas of your document.

64 Click [] in the upper-right corner of the task pane to close it.
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Using Access Key Shortcuts

Another way to use commands on the Ribbon is to display the access key
shortcuts by pressing the key and then typing the letter for the feature
you want to use. Every Ribbon tab, group, and command has an access key.

a—. Press (Alt ). Access keys appear
in KeyTips
Another Method , ‘,/\ -
\(:J) tu il T Land Oucumarntt « Ascrovell Word S ¥
You also can press to e o v
display the access keys o v ) . . e
R VR : rrtatre - M AW E e F RS o ascox AaBBC AaBbCe A &m'
I R e S L b A T oo FRESER

Your screen should be ...."' . - m’ . “'m‘ ‘ R
similar to Figure 16 ~ f— Smen o e TXxY

Figure 16

The letters are displayed in KeyTips over each available feature. Now
typing a letter will access that feature. Then, depending on which letter
you pressed, additional KeyTips may appear. To use a Ribbon command,
press the key of the tab first, then the group, and then continue pressing
letters until you press the letter of the specific command you want to use.
You will use KeyTips to display the Paragraph dialog box again.

Type the letter H to ny LT TR - , =
access the Home tab. R eyt i — ®
8 Cont Boat NN E ST RIS | Lpecene] amece AaBLC AsEbCe 6\ il
e e AR B RN R VA BEEEIE S St [teteen eyl essny .::_l R
Type the letters PG to — - T s B §

access the Paragraph
group and open the
dialog box.

Your screen should be
similar to Figure 17

Dl redwte Paragraph dialog

box opened using
Access keys
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Three keystrokes opened the Paragraph dialog box.

Figure 17
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Another Method

You also can press to
change the focus from the
Ribbon to the document area
to the View Toolbar.

Another Method

You also can use the
keyboard shortcut +
to minimize and redisplay the
Ribbon.

Click [ ] to close the
Paragraph dialog box.

Double-click the Home
tab.

Another Method

You also can choose Minimize
the Ribbon from the Quick
Access Toolbar menu.

Your screen should be
similar to Figure 18

Once the Access key feature is on, you can also use the or
directional key to move from one tab to another, and the (3] key to move
from a tab to a group and the (#) key to move from a group to a tab. You can
use all four directional keys to move among the commands in a Ribbon.
(Tab’5i) and (&> Shift] + (Tab'i) also can be used to move right or left. Once a
command is selected, you can press (Spacebar] or («Enter] to activate it.

Minimizing the Ribbon

Sometimes you may not want to see the entire Ribbon so that more space
is available in the document area. You can minimize the Ribbon by
double-clicking the active tab.
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Ribbon hidden except
for tab area

Figure 18

Now, the only part of the Ribbon that is visible is the tab area. This allows you
to quickly reopen the Ribbon and, at the same time, open the selected tab.

Double-click the
Insert tab.

Your screen should be
similar to Figure 19

Ribbon
redisplayed

Additional Information

If you single-click a tab, the
Ribbon reappears temporarily,
but minimizes again as you
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Figure 19

The full Ribbon reappears and the Insert tab is open and ready for use.
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Using the Mini Toolbar

Another method of accessing commands is through the Mini toolbar. The
Mini toolbar appears automatically when you select text in a document
and provides commands that are used to format (enhance) text. It also
appears along with the context menu when you right-click an item in a
document. Both the Mini toolbar and context menus are designed to make
it more efficient to execute commands.

You can see what these features look like by right-clicking in a blank
area of the document window.

Right-click the blank

Dotumentl < ABcrotol Word - ¥

document window e ------'t bov ] - - .
| MR st 3 3 A Guobeh Pt + 2 Signatune e [r——
space. e \;Vn:m cn“.n bt -.”..J.u.f] A dwiies Homatm e
s . 2WOrirammane . T ‘:..:,. Bene Al Doy Cu 2 Owpent
ctrstian (TN Santer A P st vt
Your screen should be s o TR R FEER KON ¥ —
similar to Figure 20

Mini toolbar
displays most
used formatting

| Comnlu: - A2 A7
DBV AR

commands

A e
['! Buevon. Context menu
S=] Myeten 5 displays context-
: e sensitive commands

eertes
B ke

T

Sogrints

W
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Figure 20

The Mini toolbar displays the most frequently used formatting commands.
For example, when the Home tab is closed, you can use the commands in
the Mini toolbar to quickly change selected text without having to reopen
the Home tab to access the command. When the Mini toolbar appears
automatically, it is faded so that it does not interfere with what you are
doing, but changes to solid (as it is here) when you point at it.

The context menu below the Mini toolbar displays a variety of commands
that are quicker to access than locating the command on the Ribbon. The
commands that appear on this menu change depending on what you are
doing at the time.

Using Office Help

Notice the [@)| in the upper-right corner of the Ribbon. This button is used
Another Method to access the Microsoft Help system. The Help button is always visible
You also can press (F1 Jto even when the Ribbon is hidden. Because you are using the Office Word

access Help.

2007 application, Office Word Help will be accessed.
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Click [@] Microsoft
Office Word Help.

If a Table of Contents
list is displayed along
the left side of the
Help window, click [&
in the Help window
toolbar to close it.

Additional Information

You will learn about using the
Table of Contents shortly.

Your screen should be
similar to Figure 21

Additional Information

Clicking the scroll arrows
scrolls the text in the window
line by line, and dragging the
scroll bar up or down moves
to a general location within
the window area.

Additional Information

Because Help is an online
feature, the information is
frequently updated. Your
screens may display slightly
different information than
those shown in the figures in
this lab.

Having Trouble?

In addition to being
connected to the Internet,
the feature to show content
from the Internet must be
selected. If necessary, click
the [@emne_ button at the
bottom of the Help window
and choose Show content
from Office Online.
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Figure 21

The Microsoft Word Help feature is opened and displayed in a separate
window. The Help window on your screen will probably be a different size
and arrangement than in Figure 21. Depending on the size of your Help
window, you may need to scroll the window to see all the Help
information provided.

It displays a listing of Help topics. If you are connected to the Internet,
the Microsoft Office Online Web site is accessed and help information
from this site is displayed in the window. If you are not connected, the
offline help information that is provided with the application and stored
on your computer is located and displayed. Generally, the listing of topics
is similar but fewer in number.

Selecting Help Topics

There are several ways you can get help. The first is to select a topic from
the listing displayed in the Help window. Each topic is a hyperlink or
connection to the information located on the Online site or in Help on
your computer. When you point to the hyperlink, it appears underlined
and the mouse pointer appears as 7. Clicking the hyperlink accesses and
displays the information associated with the hyperlink.
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04 Click “Getting help.”

Your screen should be
similar to Figure 22

Click “Using Microsoft
Office.”

Click “Use the
Ribbon.”

Your screen should be
similar to Figure 23
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Figure 22

A listing of topics about getting help is displayed. You will get help on
using Microsoft Office and the Ribbon.
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Figure 23

The information on the selected topic is displayed in the window.
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Use the scroll bar to
scroll the Help window
to read the information
about the Ribbon.

Display the “In this
article” section of the
window.

Your screen should be
similar to Figure 24

Additional Information

In Windows Vista, an
unopened topic heading is
preceded with + .

Click “Learn more
about using the
Ribbon.”

@ Click “Microsoft Office
Word 2007.”

@ If necessary, scroll the
window to see all the
information on this
topic.

Your screen should be
similar to Figure 25
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This area of the Help window provides a table of contents listing of the
information in this window. Clicking on a link will take you directly to
that location in the Help window. As you are reading the information in
the window, you will see many topics preceded with p. This indicates the
information in the topic is not displayed. Clicking on the topic heading
displays the information about the topic.
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Additional Information

In Windows Vista, these
buttons are [@zn.n 1 and

= Mige Al .

@ o Oventhe

drop-down list.
® Click “Word Help.”

@ Click in the Search
text box to display the
insertion point.

@ Type What is the
Ribbon.

® Click [P = .

Additional Information

You also could press

to start the search.

Your screen should be
similar to Figure 26

The information on the selected subtopic is displayed. Clicking the table
of contents link jumped directly to this section of the window, saving you
time by not having to scroll. The P preceding the subtopic has changed to
w, indicating the subtopic content is displayed.

You can continue to click on the subtopic headings to display the
information about each topic individually. Likewise, clicking on an
expanded topic hides the information. Additionally you can click | » snowa
located at the top of the window to display all the available topic
information and to hide all expanded information.

Searching Help Topics

Another method to find Help information is to conduct a search by
entering a sentence or question you want help on in the Search text box of
the Help window. Although you also can simply enter a word in the Search
box, the best results occur when you type a phrase, complete sentence, or
question. A very specific search with 2-7 words will return the most
accurate results.

When searching, you can specify the scope of the search by selecting from
the Search scope drop-down menu. The broadest scope for a search, All
Word, is preselected. You will narrow the scope to search Word Help only.
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Figure 26

The first 25 located results of the top 100 are displayed in a window. There
are four pages of results. The results are shown in order of relevance, with
the most likely matches at the top of the list. Now you can continue to
locate the information you need by selecting from the topic links
provided. To see the next page of results, you can click or [ or
click the specific page number you want to see from the Page count area.
To see the previous page of results, click [
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Click “Use the
Ribbon.”

Your screen should be
similar to Figure 27

1.28 Introduction to Microsoft Office 2007 (

PowerPoint 2007

Topics preceded with indicate the window will display the related

Help topic. Those preceded with a indicate a tutorial about the topic is
available from the Microsoft Training Web site.
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Figure 27

The same Help information you saw previously is displayed.

Using the Help Table of Contents

A third source of help is to use the Help table of contents. Using this
method allows you to browse the entire list of Help topics to locate topics
of interest to you.
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Click [@ Home in the
Help window toolbar
to return to the
opening Help window.

Click [2] Show Table
of Contents from the
Help window toolbar.

Additional Information

You also could click [©] Back
in the Help window toolbar
to return to the previous

page, page by page.

——

Your screen should be
similar to Figure 28

Additional Information

Pointing to an item in the
Table of Contents displays a
ScreenTip of the entire topic

heading. —

Click “Getting help” to
open this chapter.

® Click “Using Microsoft
Office.”

@ Scroll the table of
contents list and click
“Use the Ribbon.”

Your screen should be
similar to Figure 29
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Figure 28

The entire Word Help Table of Contents is displayed in a pane on the left
side of the Help window. Clicking on an item preceded with a Closed
Book icon opens a chapter, which expands to display additional chapters or
topics. The Open Book icon identifies those chapters that are open.

Clicking on an item preceded with [@)| displays the specific Help information.
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The right side of the Help window displays the same Help information
about the Ribbon. To close a chapter, click the | icon.

Click || to close the Using Microsoft Office chapter.

Click [ Hide Table of Contents in the Help window toolbar to hide the table of contents list again.

Exiting an Office 2007 Application

Now you are ready to close the Help window and exit the Word program.
The |*]| Close button located on the right end of the window title bar can
be used to exit most application windows.

Click |x | Close in the Help window title bar to close the Help window.

Click || Close in the Word window title bar to exit Word.

Another Method The program window is closed and the desktop is visible again.

You also could choose “ /

|2 tgtwers Or press
+ to exit an Office
application.

1.30 Introduction to Microsoft Office 2007 (

www.mhhe.com/oleary ]




Lab Review

Introduction to Microsoft Office 2007

context menu 1.15 in-Ribbon gallery 1.18 selection cursor 1.12
contextual tabs 1.16 KeyTips .21 status bar .11
dialog box launcher 1.19 Mini toolbar 1.23 super tooltip 1.18
document window .11 on-demand tab 1.16 tab .11
drop-down gallery 1.18 Quick Access Toolbar 1.11 task pane .19
gallery 1.18 Ribbon [.11 tooltip 1.13
group .11 ScreenTip .13 user interface [.10
hyperlink 1.24 scroll bar .11
\

command summary

Command/Button Shortcut Action

Vi stan Opens the Start menu

.”i Starts the Word 2007 program

©) Office Button/| X ExitWord | + Exits Office program

© Opens Help window
. )

Lab Review 1.31



Lab Exercises

% Easy

step-by-step * % Moderate

Using an Office Application *

1. All Office 2007 applications have a common user interface. You will explore the Excel 2007
application and use many of the same features you learned about while using Word 2007 in this

lab.
a. Use the Start menu or a shortcut icon on your desktop to start Office Excel 2007.
b. What shape is the mouse pointer when positioned in the document window area?

c. Excel has tabs. Which tabs are not the same as in Word?

d. Open the Formulas tab. How many groups are in the Formulas tab?
e. Which tab contains the group to work with charts?

f. From the Home tab, click the Number group dialog box launcher. What is the name of the dialog
box that opens? How many number categories are there? Close the dialog box.

g. Display ToolTips for the following buttons located in the Alignment group of the Home tab and
identify what action they perform.

h. Open the Excel Help window. Open the table of contents and locate the topic “What’s new in
Microsoft Office Excel 2007?” Open this topic and find information on the number of rows and
columns in a worksheet. Answer the following questions:

How many rows are in a worksheet?
How many columns are in a worksheet?
What are the letters of the last column?

i. Close the table of contents. Close the Help window. Exit Excel.

Exploring Microsoft Help *

1. In addition to the Help information you used in this lab, Office 2007 Online Help also includes
many interactive tutorials. Selecting a Help topic that starts a tutorial will open the browser
program on your computer. Both audio and written instructions are provided. You will use one of
these tutorials to learn more about using Word 2007.

Start Word 2007. Open Help and open the topic “What’s New?” Click on the topic “Up to speed
with Word 2007.” Follow the directions in your browser to run the tutorial. When you are done,
close the browser window, close Help, and exit Word 2007.

1.32 Introduction to Microsoft Office 2007 (
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Overview of Microsoft Office
PowerPoint 2007

. What Is a Presentation Program?

You are in a panic! Tomorrow you are to make a presentation to an
audience and you want it to be good. To the rescue comes a powerful tool:
graphics presentation programs. These programs are designed to help you
create an effective presentation, whether to the board of directors of your
company or to your fellow classmates. An effective presentation gets your
point across clearly and in an interesting manner.

Graphics presentation programs are designed to help you produce a
high-quality presentation that is both interesting to the audience and
effective in its ability to convey your message. A presentation can be as
simple as overhead transparencies or as sophisticated as an onscreen
electronic display. Graphics presentation programs can produce black-
and-white or color overhead transparencies, 35 mm slides, onscreen elec-
tronic presentations called screen shows, Web pages for Web use, and
support materials for both the speaker and the audience.

The graphics presentation program includes features such as text
handling, outlining, graphing, drawing, animations, clip art, and multimedia
support. With a few keystrokes, the user can quickly change, correct, and
update the presentation. In addition, graphics presentation programs
suggest layouts for different types of presentations and offer professionally
designed templates to help you produce a presentation that is sure to keep
your audience’s attention.

Office PowerPoint 2007 Features

Creating an effective presentation is a complicated process. Graphics
presentation programs help simplify this process by providing assistance
in the content development phase, as well as in the layout and design
phase. In addition, these programs produce the support materials you can
use when making a presentation to an audience.

The content development phase includes deciding on the topic of your
presentation, the organization of the content, and the ultimate message
you want to convey to the audience. As an aid in this phase, PowerPoint
2007 helps you organize your thoughts based on the type of presentation
you are making. Several common types of presentations sell a product or
idea, suggest a strategy, or report on the progress of a program. Based on
the type of presentation, the program suggests ideas and organization
tips. For example, if you are making a presentation on the progress of a
sales campaign, the program would suggest that you enter text on the
background of the sales campaign as the first page, called a slide; the

PPO.1



PP0.2

current status of the campaign as the next slide; and accomplishments,
schedule, issues and problems, and where you are heading on subsequent
slides.

The layout for each slide is the next important decision. Again,
PowerPoint 2007 helps you by suggesting text layout features such as title
placement, bullets, and columns. You also can incorporate graphs of data,
tables, organizational charts, clip art, and other special text effects in the
slides.

PowerPoint 2007 also includes professionally designed themes to further
enhance the appearance of your slides. These themes include features that
standardize the appearance of all the slides in your presentation. Pro-
fessionally selected combinations of text and background colors, common
typefaces and sizes, borders, and other art designs take the worry out of
much of the design layout.

After you have written and designed the slides, you can use the slides in
an onscreen electronic presentation or a Web page for use on the Web. An
onscreen presentation uses the computer to display the slides on an
overhead projection screen. When you use this type of presentation, you
can use the rehearsal feature that allows you to practice and time your
presentation. The length of time to display each slide can be set and your
entire presentation can be completed within the allotted time. A
presentation also can be modified to display on a Web site and run using a
Web browser. Finally, you can package the presentation to a CD for
distribution.

Using PowerPoint 2007, you also can print out the materials you have
created. You can print an outline of the text showing the titles of the slides
and main text but not the art. The outline allows you to check the
organizational logic of your presentation. You also can print speaker notes
to which you can refer while making your presentation. These notes
generally consist of a small printout of each slide with any notes on topics
you want to discuss while the slides are displayed. Finally, you can create
printed handouts of the slides for the audience. The audience can refer to
the slide and make notes on the handout page as you speak.

Case Study for Office PowerPoint 2007 Labs

Overview of Microsoft Office PowerPoint 2007 (

You have volunteered at the Animal Rescue Foundation, a nonprofit
organization that rescues unwanted animals from local animal shelters
and finds foster homes for them until a suitable adoptive family can be
found. With your computer skills, you have been asked to create a powerful
and persuasive presentation to entice the community to volunteer.

The organization has recently purchased the 2007 Microsoft Office
Suite. You will use the graphics presentation program Microsoft Office
PowerPoint 2007 to create two new presentations. The first will be used to
promote the volunteer group, Animal Angels, and the second will be used
during the orientation program for new volunteers.

Lab 1: You use PowerPoint to enter and edit the text for the volunteer
presentation. You also learn how to reorganize the presentation and
enhance it with different text attributes and by adding a picture. Finally,
you learn how to run a slide show and print handouts.
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Lab 2: You learn about many more features to enhance the appearance
of your slides. These include changing the slide theme and color scheme
and adding clip art, animation, and sound. You also learn how to add
transition effects to make the presentation more interesting. Finally, you
create speaker notes to help you keep your cool during the presentation.

Lab 3: You create a new presentation for the volunteer orientation by
modifying and expanding an existing presentation, using text from a Word
outline, and inserting slides from another presentation. You will use
several specialized tools to create a column chart of data and an
organization chart of the management structure of the Foundation. You
also learn how to save the new presentation as a Web page.

Working Together: Demonstrates the sharing of information between
users by sending the presentation out for review. First you learn how to
enter, edit, and respond to comments. Then you will copy a graphic
created in Word into a slide. Finally, you will embed a copy of the
presentation in a letter that you plan to send by e-mail.

Before You Begin

1o the Student
The following assumptions have been made:

e The Microsoft Office PowerPoint 2007 program has been installed on
your computer system.

e You have the data files needed to complete the series of PowerPoint
2007 Labs and practice exercises. These may be supplied by your
instructor and are also available at the online learning center Web site
found at www.mhhe.com/oleary.

e You have completed the McGraw-Hill Windows Labs or you are
already familiar with how to use Windows and a mouse.

To the Instructor

A complete installation of Microsoft Office 2007 is required in which all
components are available to students while completing the labs. In
several labs, an online connection to the Web is needed to fully access a
feature.

Please be aware that the following settings are assumed to be in effect for
the Office PowerPoint 2007 program. These assumptions are necessary so
that the screens and directions in the labs are accurate. These settings are

made using #4! Office Button/ in the categories shown below.
Popular

The Mini Toolbar feature is active.
The Live Preview feature is enabled.
Show feature descriptions in ScreenTips is selected.

ClearType is on.

Language is set to English (US).

Before You Begin PP0.3



Proofing

All AutoCorrect options are on.

All AutoFormat options are on.
SmartTags is off.

Ignore words in Uppercase is on.

Ignore words that contain numbers is on.
Ignore Internet and file addresses is on.

Flag repeated words is on.

Check spelling as you type is on.

Advanced/Editing options

e Both editing options are on.

e Maximum number of undos is 20.

Advanced/Cut, Copy, and Paste

e Both options are on.

Advanced/Display

e All options are on with the following settings:
e Show 17 Recent Documents.

e Open documents using this view is set to The view saved in the file.

Advanced/Slide Show

e All options are on.

Advanced/Print

e Print in background is on.

Advanced/When printing this document

e Use the most recently used print settings is on.

Advanced/Save
e Link sounds with file size greater than 100 KB.

Advanced/General/Web Options

e General tab
e Add slide navigation controls is on.
e Colors: White text on black.
e Resize graphics to fit browser window is on.
e Browsers tab
e Target browsers is set to Internet Explorer 4.0 or later.
e Save new Web pages as Single File Web Pages is on.
e Files tab

e All options are on.

PP0.4 Overview of Microsoft Office PowerPoint 2007 (
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e Pictures tab
e Screen size is set to 800 X 600.
e Encoding
e Save this document as Western European (Windows).
e Fonts
e Default font is set to English/Western European/Other Latin script.
e Proportional font is Times New Roman 12 pt.

e Fixed-width font is Courier New 10 pt.

Customize

e The Quick Access Toolbar displays the Save, Undo, and Redo buttons.

Finally, the feature to access Online Help is on. (From the Help window,
open the Connection Status menu and choose Show Content from Office
Online.)

All figures in the manual reflect the use of a display monitor set at 1024
by 768 and the Windows XP operating system. If other monitor display
settings are used, there may be more or fewer lines of information displayed
in the windows than in the figures. If the Windows Vista operating system is
used, some features may look slightly different.

Instructional Conventions

Another Method

The keyboard shortcut is
+ B.

Hands-on instructions you are to perform appear as a sequence of
numbered steps. Within each step, a series of bullets identifies the specific
actions that must be performed. Step numbering begins over within each
topic heading throughout the lab.

Commands

Commands that are initiated using a command button and the mouse
appear following the word “Click.” The icon (and the icon name if the icon
does not include text) is displayed following “Click.” If there is another
way to perform the same action, it appears in an Another Method margin
note when the action is first introduced as shown in Example A.

As you become more familiar with the application, commands will
appear as shown in Example B.

Example A
Select the text “Join Animal Angels”.
Open the Home tab.

Click [®] Bold in the Font group.
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Example B
Select the text “Join Animal Angels”.

Click [®] Bold.
OR

0& Bold the text “Join Animal Angels”.

File Names and Information to Type
Plain blue text identifies file names you need to select or enter. Information

you are asked to type appears in blue and bold. (See Example C.)

Example C
Open the presentation file pp01_Volunteers.
Select slide 2 in the Slides pane.

Type Topics of Discussion in the title placeholder.

“y Office Button

Office Button commands that you are to perform appear following the
word “Choose.” The Office Button icon 4! will precede the instructions.
Items that need to be selected will follow the word “Select” and will
appear in black text. You can select items with the mouse or directional
keys. Initially these commands will appears as in Example A. As you
become more familiar with the application, commands will appear as
shown in Example B.

PP0.6 Overview of Microsoft Office PowerPoint 2007 (
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Example A

@ e cick i office Button.

@ Choose Open.

©® Select My Documents from the Look In drop-down menu.

® Select pp01.Volunteers.

® Click [_o=_[1.

Example B
Choose “1! Office Button/Open.
Choose pp01.Volunteers.

OR

04 Open the file pp01.Volunteers.

Instructional Conventions PP0.7
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Creating a

Presentation

Objectives

After completing this lab, you will know how to:

Use a template to create a presentation.

©

View and edit a presentation.

@

Save, close, and open a presentation.

>

Check spelling.

@

=)

elete, move, and insert slides.

@

ize and move placeholders.

(%]

Run a slide show.

@

Change fonts and formatting.

)

Insert pictures and clip art.

10

Preview and print a presentation.

PP1.1



Case Study

Animal Rescue Foundation

You are the Volunteer Coordinator at the local Animal
Rescue Foundation. This nonprofit organization rescues
unwanted pets from local animal shelters and finds fos-
ter homes for them until a suitable adoptive family can
be found. The agency has a large volunteer group called
the Animal Angels that provides much-needed support
for the foundation.

The agency direc-
tor has decided to
launch a campaign to
increase community
awareness about the
foundation. As part of
the promotion, you
have been asked to
create a powerful and
persuasive presenta-
tion to entice more
members of the com-
munity to join Animal
Angels.

The agency director has asked you to preview the
presentation at the weekly staff meeting tomorrow
and has asked you to present a draft of the presen-
tation by noon today.

To help you create the presentation, you will use
Microsoft Office PowerPoint 2007, a graphics presen-
tation application that
is designed to create
presentation materi-
als such as slides,
overheads, and hand-
outs. Using Office
PowerPoint 2007, you
can create a high-
quality and interest-
ing onscreen presen-
tation with pizzazz
that will dazzle your
audience.

PP1.2
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Enhance the presentation with the addition
of graphics and text colors.

The presentation can be
reorganized easily by adding,
deleting, and moving slides.

PP1.3



Concept Preview

The following concepts will be introduced in this lab: ~N

Slide A slide is an individual “page” of your presentation.

Template A template is a file containing predefined settings that can be used as a pattern to
create many common types of presentations.

Spelling Checker The spelling checker locates all misspelled words, duplicate words, and
capitalization irregularities as you create and edit a presentation, and proposes possible
corrections.

AutoCorrect The AutoCorrect feature makes some basic assumptions about the text you are
typing and, based on these assumptions, automatically corrects the entry.

Layout Layouts define the position and format for objects and text that will be added to a
slide. A layout contains placeholders for the different items such as bulleted text, titles, charts,
and so on.

Font and Font Size A font, also commonly referred to as a typeface, is a set of characters with
a specific design. The designs have names such as Times New Roman and Courier. Each font
has one or more sizes.

Graphics A graphic is a nontext element or object such as a drawing or picture that can be
added to a slide.

Stacking Order Stacking order is the order in which objects are inserted into different layers of
the slide.

J

. Introducing Office PowerPoint 2007

The Animal Rescue Foundation has just installed the latest version of the
Microsoft Office Suite of applications, Office 2007, on their computers.
You will use the graphics presentation program Microsoft Office PowerPoint
2007, included in the office suite, to create your presentation. Using this
program, you should have no problem creating the presentation in time for
tomorrow’s staff meeting.

PP1.4 Lab 1: Creating a Presentation (
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Starting Office PowerPoint 2007

Start the Office Ribbon | | Home tab | Blnk s dsplyed

PowerPoint 2007

application. g
QRT s i Sl r -yt

If necessary, R 38 s b el

maximize the window.

Having Trouble?

See "Common Office 2007
Interface Features,”

page 1.10, for information on
how to start the application
and use features that are
common to all 2007 Office
applications.

New blank presentation
opened with default settings

Click to add title

Click to add subtitle

Your screen should be
similar to Figure 1.1

Click 10 add notes

Figure 1.1

The PowerPoint application window includes the Ribbon located below

Additional Information

Because the Office 2007 the title bar that consists of seven tabs. These tabs contain the commands
applications remember and features you will use to create and modify a presentation.
settings that were on when The large area below the Ribbon is the workspace where your presen-
the program was last exited, tati disol d ¢ d edit th Th K i
your screen MEYHEBRISliGHE ations are displayed as you create and edit them. The workspace currently
different. displays a blank slide.

\

Concept 1
\

A slide is an individual “page” of your presentation. The first slide of a presentation is the title slide,
which is used to introduce your presentation. Additional slides are used to support each main point in
your presentation. The slides give the audience a visual summary of the words you speak, which helps
them understand the content and keeps them entertained. The slides also help you, the speaker, organ-
ize your thoughts and prompt you during the presentation. y

The status bar at the bottom of the window displays the slide indicator,
messages and information about various PowerPoint settings, buttons to
change the document view, and a window zoom feature. The slide indicator
identifies the number of the slide that is displayed in the workspace of the
total number of slides in the presentation. You will learn about the other
features of the status bar shortly.

Introducing Office PowerPoint 2007 PP1.5

PowerPoint 2007



. peveloping New Presentations

During your presentation, you will present information about the Animal
Rescue Foundation and why someone should want to join the Animal
Angels volunteer group. As you prepare to create a new presentation, you
should follow several basic steps: plan, create, edit, enhance, and rehearse.

Step Description

Plan The first step in planning a presentation is to understand its purpose. You also need to find out
the length of time you have to speak, who the audience is, what type of room you will be in, and
what kind of audiovisual equipment is available. These factors help to determine the type of
presentation you will create.

Create To begin creating your presentation, develop the content by typing your thoughts or notes into
an outline. Each main idea in your presentation should have a supporting slide with a title and
bulleted points.

Edit While typing, you will probably make typing and spelling errors that need to be corrected. This
is one type of editing. Another type is to revise the content of what you have entered to make it
clearer, or to add or delete information. To do this, you might insert a slide, add or delete bulleted
items, or move text to another location.

Enhance You want to develop a presentation that grabs and holds the audience’s attention. Choose a
design that gives your presentation some dazzle. Wherever possible, add graphics to replace or
enhance text. Add effects that control how a slide appears and disappears, and that reveal text
in a bulleted list one bullet at a time.

Rehearse Finally, you should rehearse the delivery of your presentation. For a professional presentation,
your delivery should be as polished as your materials. Use the same equipment that you will use
when you give the presentation. Practice advancing from slide to slide and then back in case
someone asks a question. If you have a mouse available, practice pointing or drawing on the
slide to call attention to key points.

After rehearsing your presentation, you may find that you want to go back
to the editing phase. You may change text, move bullets, or insert a new
slide. Periodically, as you make changes, rehearse the presentation again
to see how the changes affect your presentation. By the day of the
presentation, you will be confident about your message and at ease with
the materials.

During the planning phase, you have spoken with the foundation
director regarding the purpose of the presentation and the content in
general. The purpose of your presentation is to educate members of the
community about the organization and to persuade many to volunteer. In
addition, you want to impress the director by creating a professional
presentation.

Creating a Presentation

When you first start PowerPoint, a new blank presentation is opened. It is
like a blank piece of paper that already has many predefined settings.
These settings, called default settings, are generally the most commonly
used settings and are stored as a presentation template.

PP1.6 Lab 1: Creating a Presentation (
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Concept 2

Template

~N
A template is a file containing predefined settings that can be used as a pattern to create many com-
mon types of presentations. Templates include features that control the slide color scheme, the type and
size of bullets and fonts, placeholder sizes and positions, background designs and fills, and other layout
and design elements. Every PowerPoint presentation is based on a template. The default settings for a
basic blank presentation are stored in the default design template file. Whenever you create a new pre-
sentation using this template, the same default settings are used.

Many other templates that are designed to help you create professional-looking presentations are
also available within PowerPoint and in the Microsoft Office Template Gallery on the Microsoft Office
Web site. They include design templates, which provide a design concept, fonts, and color scheme; and
content templates, which suggest content for your presentation based on the type of presentation you
are making. You also can design and save your own presentation templates.

J

Several methods can be used to create a presentation. The first method is
to start with a blank presentation that has minimal design elements and
add your own content and design changes. Another is to use one of the
many supplied design templates as the basis for your new presentation. A
third is to save the design elements of an existing presentation as a custom
template and then use it as the basis for your new presentation. Finally,
you can open an existing presentation and modify the design and content
as needed for the new presentation.

Using a Template

Because this is your first presentation created using PowerPoint, you decide
to use one of the supplied templates.

Click =) Office B3 b2 9 Blank and recent Main window displays
~ e e Bl category selected available templates v

Button. e e bl e e 2
Choose New. s e

Ieitsies “empistey

AR First page of selected template

A displayed in preview area

Moy temptater

Your screen should be i Lo

similar to Figure 1.2

Template categories

MeOTon Ofe s Crdene
Femarnd

Agenaan

Anerd (eAPasier
Catlendan

Cortert vadey

Moen iageean

Click to add notes

:

Figure 1.2
PP1.7
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Having Trouble? :

If you do not have an Internet
connection or are unable to
locate the “Presentation on
product or service” template,
choose New from existing
and select the file
ppO01_Products from your
data file location. Then skip
to the next section, Viewing
the Presentation.

94 Choose Presentations

from the Microsoft
Office Online category.

@ Scroll the list in the
main window and
select “Business”

@ Scroll the Business
options in the main
window and select
“Presentation on
product or service.”

Your screen should be
similar to Figure 1.3

PP1.8

Lab 1: Creating a Presentation (

The left side of the New Presentation dialog box displays the template
categories. Currently, the Blank and recent category is selected. The middle
area, or main window, displays templates available from the selected
category. Your screen might display a single option as in Figure 1.2, or it
might show additional options. The right side of the dialog box displays a
preview area presenting the first page of the selected template.

When you change categories, the main window displays the content
associated with that category. For example, the Installed templates category
accesses templates that are already installed on your computer. The
Microsoft Office Online group lists categories of template types that are
available from Microsoft online. You want to look at the online templates.

Thumbnails represent
available templates

0. i 0 ¢
- m et Ceuge brematan ERTRY B Frvew - »
' Vomphies « 4 Presentation on product or service
Bant and etent ABissetl Corpoist
Business = FINT S N8 (45 mn O W K39y
-~ MW AT T e
' i. ‘ %
5 ! ! Preview of selected
- template
oa rtmyg zren eer pragoe
el o prenartg
- -
Owpom
[— Sellag 2 Pvndosct af Seqvur
Jmpary DR g aund  PRPRIENOn 00 proded
P S ation o ronate
— A
[
Resemes ove
ereduane
W
-~ ey el ermag -
(Srmmnee ] [tamer
[—4] = -
Selected template FELRCITHE R VN
| |

Figure 1.3

Small images, called thumbnails, representing the first slide in each
design template are displayed in alphabetical order by name. When a
template is selected, the preview area displays a larger image of the
thumbnail and information about the template.

You think this design looks good and decide to begin your presentation
for the volunteers using the template.
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Outline tab displays
content of each slide

i

@ If the Microsoft Office oy o hnm;?(mm —ww
Genuine Advantage BN e e AE—— R—— ——
< | AT (1= - e iy Ay g

dialog box appears, B e (7 gk A A Ewuwn g g 2t 'f::':'," ?:

e_‘ Click _ Slide tab displays tabs

as thumbnails

click [ Contnee_]. A P
| ‘v it
@ If necessary, close the E
Help window. :
Your screen should be %

similar to Figure 1.4

,
i’

Placeholder text

i
P E——
Selling a Product or Service

Slide Sorter view
Normal view is selected I Slide Show view

|
Slide pane

|

3 ?I
‘ E‘
!

it
I
Il

S

el o
199 Pmentaten 3

View buttons
The template file is downloaded and opened in PowerPoint.

Viewing the Presentation

The first slide in the presentation is displayed in the workspace. The
colors and design displayed in the new presentation are part of the
template. It also contains sample text, called placeholder text, which
suggests the content for the slide. This text will be replaced by the
information you want to appear in the slide.

The presentation is initially displayed in Normal view. A view is a way
of looking at a presentation. PowerPoint provides several views you can
use to look at and modify your presentation. Depending on what you are
doing, one view may be preferable to another. The commands to change
views are located on the View tab. In addition, the three view buttons in
the status bar can be used to switch quickly from one view to another. The
three main views are described in the following table.

Viewing the Presentation PP1.9
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View Button Description

Normal Provides three working areas of the window
that allow you to work on all aspects of your
presentation in one place.

Slide Sorter Displays a miniature of each slide to make it
easy to reorder slides, add special effects such
as transitions, and set timing between slides.

Slide Show Displays each slide in final form using the full
screen space so you can practice or present
the presentation.

Using Normal View
‘AdditionaPINTORMETON Normal view is displayed by default because it is the main view you use

You canfatMBAthe'size of while c‘reating a p.resentation. Normal view has four working areas: Outline
each pane by dragging the tab, Slides tab, Slide pane, and Notes pane. These areas allow you to work
splitter bar that borders each | on all components of your presentation in one convenient location. The
FERER e e Outline tab displays the text content of each slide in outline format and
thumbnails larger or smaller N . ) . .
by changing the width of the the Slides tab displays each slide as a thumbnail. You can switch between
tabs pane. If it gets too small, | the Slides and Outline tabs by clicking on the tab. The Slide pane displays

the tab names are replaced the selected slide. The Notes pane includes space for you to enter notes

by icons. .
A that apply to the current slide.
If necessary, click on Og) M 2. @ ¢ A e i
. | meme et Cengn Aremateny e thow Freew Vi »
fhe Slides tab to open YA NI e e (P Y e e
it. '-;-7 :'-:;::, B e S A A MM g S e G '::::u
—:_I:“uvl wan Foez gt Ly te2rg

@ Scroll the Slides tab to i
view the rest of the
slides.

Contact mformation

TSR G AT

* Provide conactinformation foc ey

fus it

@ Click on the last slide * Provide e-mail and Web site information, if
in the Slides tab. appropriate.
Your screen should be

similar to Figure 1.5

Current slide

Ter S Y erentaton on pOduet 8 MDY jaa v

Figure 1.5
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Clicking on the thumbnail selects the slide, making it the current slide,
and displays it in the Slide pane. The current slide is the slide that will be
affected by any changes you make. The presentation has a total of nine
slides. The status bar displays the number of the current slide, the total
number of slides, and the name of the design template used.

Click on the Qutline Outline tab displays placeholder
) text for each slide
tab to open it. 7

Bryveriaial - MOOWR PowerPure -'"'Y
Ceign Aremateny Thae thew Fovew Virw

Another Method ¥ ;“":‘ cme - K0 EeE e e Y :L’, S e :""
You also can press 1 s (B F Wk S ek A SEBEE | e demge 0t T

+ to switch
between the Slide and
Outline tabs.

s o2 . rEagen

' evetyting
— . +Track and adpast o
Additional Information pecsonnel fo Ty
The size of the Outline tab R, s i + Provide e-mail and Web site information. if

oF MrVces. R
increases automatically to ool appropriate
display the text. o commenion (vaaa1ch from Trey Researci

Your screen should be
similar to Figure 1.6

wgeng
Placeholder text for Wo il Cortrrum 22 with wEN pou M e
i Salver your repart 10 you get the mest L
selected slide e Voot e coach

] Contact information
o Provide contact sformation for hay patsennel

e
F-OCl PVRIOTEaton on POt o Mnd)

Figure 1.6

The Outline tab displays the placeholder text for each slide in the presen-
tation. The sample text suggests the content for each slide to help you
organize your presentation’s content. To the left of each slide title is a
number that identifies each slide.

Using Slide Sorter View

The second main view that is used while creating a presentation is Slide
Sorter view. This view also displays thumbnails of the slides.

Viewing the Presentation PP1.11
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64 Click [E] Slide Sorter.

Having Trouble?
Pointing to a view button
displays its name in a
ScreenTip.

i Click on slide 1.

J?y‘ Orange bprder surrounds b R Power ~
current slide Show  Favew  View v
B . R e el ¥ TRl h ware: o
e :-J:' Wit oas BEuEE] sy ot I G e
YT haee wdfene e ‘ ' T e e |y Saee

Another Method

You also could Switch to Slide
Sorter view by clicking in
the Presentation Views group
of the View tab.

Your screen should be
similar to Figure 1.7

Slide Sorter view displays
miniatures or thumbnails of all
slides in the presentation

Slide Sorter view
is selected

[T ————s1

[ Current view ][ Selected slide ]

Slide Sorter view Figure 1.7
magnification is 66%

Another Method

You also can click on the

View tab to specify the zoom
settings.

PP1.12 Lab 1: Creating a Presentation (

PowerPoint 2007

This view displays a miniature of each slide in the window. Clicking on a
thumbnail selects the slide and makes it the current slide. The currently
selected slide, slide 1, appears with an orange border around it.

Because the thumbnails of each slide are small, it is difficult to see the
content. You will increase the magnification of the window to make it
easier to read each slide. To do this, the zoom feature is used to change the
amount of information displayed in the window by “zooming in” to get a
close-up view or “zooming out” to see more of the document at a reduced
view. Initially the Slide Sorter view magnification is 66%. In this view, you
can increase the onscreen magnification to 100% or decrease it to as little
as 20%. The zoom setting for each view is set independently and remains
in effect until changed to another zoom setting.

You will “zoom in” on the slides so you can read the content.
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Your screen should be

similar to Figure 1.8

Slides displayed at
100% zoom

| Zoom slider currently at
100% controls display

/

e

Figure 1.8

Additional Information

You also can click the & or
(=) on the zoom slider to
increase or decreasethe | At this zoom percentage, the slides are much larger and easier to read.
zoom percentage by 10 This view is particularly useful for rearranging slides to improve the flow
percent increments. . . .

and organization of the presentation.

Editing a Presentation

After beginning your presentation using the template, you need to replace
the sample content with the appropriate information for your presentation.
Editing involves making text changes and additions to the content of your
presentation. It also includes making changes to the organization of
content. This can be accomplished quickly by rearranging the order of
bulleted items on slides as well as the order of slides.

Navigating and Selecting Text

While editing, you will need to move to specific locations in the text. You
can use the mouse to move to selected locations simply by clicking on the
location. An insertion point | appears to show your location in the text.
You also can use the arrow keys located on the numeric keypad or the
directional keypad to move the insertion point. The keyboard directional
keys used to move within text are described in the following table.

Editing a Presentation PP1.13
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Key Movement

One character to right
One character to left
One line up
One line down
+ One word to right
+ One word to left
Left end of line
End Right end of line
Holding down a directional key or key combination moves the insertion

You can use the directional
keys on the numeric keypad
or the dedicated directional
keypad area. If you use the
numeric keypad, make sure
the Num Lock feature is off;
otherwise numbers will be
entered in the document.
The Num Lock indicator
light above the keypad is lit

when on. Press to
turn it off.

PP1.14

Lab 1: Creating a Presentation (

point quickly in the direction indicated, saving multiple presses of the key.
Many of the insertion point movement keys can be held down to execute
multiple moves.

While editing, you also may need to select text. To select text using the
mouse, first move the insertion point to the beginning or end of the text to
be selected, and then drag when the mouse pointer is an I-beam to
highlight the text you want selected. You can select as little as a single
letter or as much as the entire document. To remove highlighting and
deselect text, simply click anywhere in the document.

You also can quickly select a block of text, such as a word or line. The
following table summarizes the mouse techniques used to select standard
blocks.

To Select Procedure

Word Double-click in the word.
Sentence Press and click within the sentence.
All text in a bullet Triple-click in the bulleted text.
Multiple lines and bullets Drag up or down across the lines.

You also can select text with the keyboard keys shown in the following table.

Keyboard Action

+ Selects the next space or character.

+ Selects the previous space or character.
+ + Selects the next word.

+ + Selects the last word.

+ + Selects text going backward.

+ + Selects text going forward.

+ A Selects the entire document.
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Using the Outline Tab

One way to make text-editing changes is to use the Outline tab in Normal
view. The first change you want to make is to enter a title for the presentation
on slide 1. First, you will select the sample title text on the slide and delete it.

Click Normal to !!5) Placeolder text R h:.“.d"w_w'n% smsags .
i i deleted e
switch to Normal view. i - KA E Rl [ Sy s A
P % \ L Saaedt

B e M A A BWWEE | e e G

Another Method
You also could switch to

Normal view by clicking |- i ooy o
1 H Trey Researth sffers complete solnera for
in the View tab. s o o Pon s
WRelgence reports 1a trpeted market anadysis |V
3 o Gunioass
* SGte D Customer's Deeds a0d regurements 31
you undecitand them

@ If necessary, scroll the Lo R N .
Outline tab to the top R T e

» Ntw i the B

to display the text for i ortly o trgt et o Soww
slide 1. 10 understand bow t best Brand and

Rectangle identifies
area for placeholder

/s

Click to add ntle

* Alsa conider angeing wpport B Mip yeu
respond ts changes i your market.

® With the mouse

) + - Our products and services
pointer at the end s o s A pogs Lscoegare
of the text for slide 1, o gt oo 8 vty o vy
select the text meryet Mo
“Selling a Product or -
Service” using the R-m Toeientoten o Bt o o 5
keyboard combination Fi 1.9
+ . Igure .
® Press Delcis) The .sample text is deleted. Notice, however, that t}ll‘e s‘lide still di§pla,}’fs an
outline rectangle and the default placeholder text, “Click to add title.” The
rectangle identifies the location of a placeholder, an element that is
Your screen should be

designed to contain specific types of items or objects such as the slide title
text, bulleted item text, charts, tables, and pictures. Each slide can have
several different types of placeholders. This slide has only one placeholder
for the presentation title.

To enter the title, you can type it in the outline or on the slide. Since the
insertion point is already in the Outline tab, you will enter the text in this
area.

similar to Figure 1.9
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| Owtime

15 Joln Angels

Type Join Animal fog) #l8cd - it —ind
Angels Wome | Bumt  Oeugn  Anmeten  Shdethew  Feew View - L
. = A Text entered in the outline |- « S cega il (7 i ) Aiagete Arme
3 : (% (B B e U’-—u o 5 Rophoen-+
e ; -appears on the slide A BEEmEE | o e o "‘:: L:":‘ ?m

Copwenea el /\ . Feagen

Having Trouble?
If you make a typing error, Anmal Rescut

1« Introdection
press to delete the

characters back to the error
and retype the entry.

Press (Ctr] + « b

= - . LA2 Nt severdl sewy "
to add a subtitle line. e o susryel i S Y
15 g 1 skt 1 FY T4
* Now s the ;.

10 Mectfy the taeget macket b these

PISKTs.
Type Animal Rescue 1 coritnd b b b

Foundation. to success.
» Alss conpder 9ngeing Wpport 1o Mip you
respond 15 chbtges s your Mkt

« o Our preducts and services
Your screen should be o Lnt e prodects w services your comgany

similar to Figure 1.10 S dgncaos.

nal Re

LR R

F—OI' w-‘—;--—-w R

Figure 1.10

As you enter the new text in the Outline tab, it also appears in the slide
displayed in the Slide pane. When entering the title for a slide, it is a
common practice to use title case, in which the first letter of most words is

capitalized.
Additional Information The next change you want to make is in the Introduction slide. The
If you click the slide icon to sample text recommends that you introduce yourself and describe the
the right of the slide number, | company products and services. You will replace the sample text next to
iglte(iﬁg.n N | the first bullet with the text for your slide. In the Outline tab, you can
select an entire paragraph and all subparagraphs by pointing to the left of
the line and clicking when the mouse pointer is a «».
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Click on the first bullet |7 %7 @ ° ——— ) e care ——
. . . 7| wame | Wuar:  Oyven Spelling error identified .-

of slide 2 in the Qutline = 4 , : with a wavy red line L sl P & I Pree

tab when the mouse S s e s e

pointer is a «}».

Having Trouble?

« Describe the prodicts of Services your Company

If you accidentally drag R b :
selected text, it will move. To Troy Regaarch ffery compbets soken for ‘
return it to its original P B Eet . I
location, click ¥ -] Undo on 0 e S S50 S0 riqvomos 48
the Quick Access toolbar . * Example: ‘
immediately. “Cotosn, Ul b soverslonw prodecm @ Trey Research offers complete solutions for
15 ge 1 market b FY T4 strategic market planning, from global
i o oottty B9 forget st o 900 business intelligence reposts to targeted
Type Your Name, i re AT PO S0 market analysis.
Volunter (this word oo Wttty campettars nd boachonark
is intentionally At Sopod e il o0
reopend 15 chatges I your market
misspelled) S i S
Coordinator. " Grovies sk wil ey 0 comnet acvovs
Bav bt

« Bxaengie: Lang & vanety of ressacth
mathodeloges, Trey Resaach can provide
Sppat i B following areat

Click to add notes

Your screen should be
similar to Figure 1.11 H-nu T T (a9

Figure 1.11

As soon as you pressed a key, the selected text was deleted and replaced
with the text you typed. Also, as you enter text, the program checks each
word for accuracy. In this case, a spelling error was located.

Correcting Errors

PowerPoint identified the word as misspelled by underlining it with a
wavy red line.

~

Concept 3

Spelling Checker ~

<M The spelling checker locates all misspelled words, duplicate words, and capitalization irregularities as you
create and edit a presentation, and proposes possible corrections. This feature works by comparing each
word to a dictionary of words. If the word does not appear in the main dictionary or in a custom dic-
tionary, it is identified as misspelled. The main dictionary is supplied with the program; a custom dic-
tionary is one you can create to hold words you commonly use, such as proper names and technical
terms, but are not included in the main dictionary.
If the word does not appear in either dictionary, the program identifies it as misspelled by displaying
a red wavy line below the word. You can then correct the misspelled word by editing it. Alternatively, you
can display a list of suggested spelling corrections for that word and select the correct spelling from the
list to replace the misspelled word in the presentation.
J

To quickly correct the misspelled word, you can select the correct spelling
from a list of suggested spelling corrections displayed on the shortcut
menu.
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Right-click on the
misspelled word in the
OQutline tab to display
the shortcut menu.

Your screen should be
similar to Figure 1.12

[ Shortcut menu appears ]—

Additional Information

Sometimes Spelling Checker
cannot suggest replacements
because it cannot locate any
words in its dictionary that
are similar in spelling. Other
times the suggestions offered
are not correct. If either
situation happens, you must
edit the word manually.

Additional Information

The spelling checker works
just as it does in the other
2007 Microsoft Office
applications.
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Figure 1.12

The shortcut menu displays two suggested correct spellings. The menu
also includes several related menu options described below.

Option Effect

Ignore All Instructs PowerPoint to ignore the misspelling of this
word throughout the rest of this session.

Add to Dictionary Adds the word to the custom dictionary list. When a
word is added to the custom dictionary, PowerPoint

will always accept that spelling as correct.

Opens the Spelling dialog box to check the entire
presentation.

Spelling

You will replace the word with the correct spelling and then enter the
information for the second bullet.

)
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9% Choose “Volunteer.” & Ve - ——
e et Dengn brematany e thaw Favew . .

Cosmend Bty - B - A 4% B E RIS (¥ “_'J v A ree

BJ it A BEEam 0

1 Hiayet

—a ..Jluul £ Poplaie *

¢ Sewet -

@ Select the text in the
second bullet on slide
2 in the Outline tab.

® Press (Delete).

@ Select the text in the

Exar.nple bullet in the *Lia| First letter automatically capitalized
Qutline tab. «iwve and incorrect spelling identified
L

» Ao conpader Gogang WEPort ta help yau
PRIpOnd 10 Changed s your market

@ Type volunter (this o Oty and vorcns
word is intentionally et St B e sve
misspelled) e P R s
opportunities. PPN Iy Sresh
’ f:vuww-mwe-um Click 10 add notes
Your screen should be s e

similar to Figure 1.13 ﬂ-m Prerentaton on product ot oY <D

Figure 1.13

Additional Information

Bulleted items in a . . “ ” . e e
presentation are capitalized Notice that the first letter of “Volunter” was automatically capitalized.

in sentence case format. This is part of the AutoCorrect feature of PowerPoint. Also notice that the
ng::gfggﬁds' however, are | i orrect spelling is indicated. As before, we could correct the spelling
. using the shortcut menu; however, this time we will use another approach.

~

Concept 4

AutoCorrect ~

CI The AutoCorrect feature makes some basic assumptions about the text you are typing and, based on
these assumptions, automatically corrects the entry. The AutoCorrect feature automatically inserts proper
capitalization at the beginning of sentences and in the names of days of the week. 1t also will change
to lowercase letters any words that were incorrectly capitalized due to the accidental use of the
key. In addition, it also corrects many common typing and spelling errors automatically.

One way the program makes corrections automatically is by looking for certain types of errors. For
example, if two capital letters appear at the beginning of a word, the second capital letter is changed to
a lowercase letter. If a lowercase letter appears at the beginning of a sentence, the first letter of the first
word is capitalized. 1f the name of a day begins with a lowercase letter, the first letter is capitalized.

Another way the program makes corrections is by automatically replacing a misspelled word with the
correct spelling in situations where the spelling checker offers only one suggested spelling correction.
Autocorrect also checks all words against the AutoCorrect list, a built-in list of words that are commonly
spelled incorrectly or typed incorrectly. If it finds the entry on the list, the program automatically replaces
the error with the correction. For example, the typing error “aboutthe” is automatically changed to
“about the” because the error is on the AutoCorrect list. You also can add words to the AutoCorrect list
that you want to be corrected automatically. Any such words are added to the list on the computer you
are using and will be available to anyone who uses the machine after you.

J
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Click anywhere in the
bulleted text in the
Slide pane.

Your screen should be
similar to Figure 1.14

Additional Information

A solid-border selection
rectangle indicates that you
can format the box itself.
Clicking the dashed-line
border changes it to a solid
border.

PP1.20 Lab 1: Creating a Presentation (
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Editing in the Slide Pane

You will correct the spelling of Volunter in the Slide pane because the text
in the Outline tab is small and it is easier to work with it in the slide.
Simply clicking on the slide pane makes it the active area.

’ny W20 = Brotnrtancn] - ATEIoh BomerBomt Craweng Toen - ®x
~ Wome | et Oeign  Anmsteny  Shethew Favew Ve Tornet
= A Hupa S aeelld: 79 S D0 srape 1 - Aree
Cormmend Bocy * B - (A 4T\ ¥ B S RIIE y
;;“J; ;Jm = : . ‘ym’dmfzhmm- € hopince +
T s Ak || Hde s S A BPEIER N ». o ?'wn"’"'"""" N Sena
Chppeed 40 Forn
r"‘—-l o =
Lo Jokn Aninad Angels
Arsmal Rescue Frundaton
210 Introdection
o Student N, Vokutesr CocrSnater
o Yoluster spparturvties
1 Busioess cpportunities
State e ¥ Needs g regun -

Examphe

o Contans, Lo Nau sevetdl sew producty n
resewch and > Hat e schedufed
Dashed border of selection
rectangle indicates that content
can be edited and formatted

PR
*1 ety Compettors and Denchmarnk
Bt Success.

» Also conpder oogang WeRort e help yeu
PRpOnd 1o changes 8 your market

[+« Our products and services
© List e products or services your company
provdes Dat will el Be Cntomer acheeve
v hpecnes

* Baamgle: Lung A varwty of reseanch
Troy Research oan provide
wppart in the followng areas:

1 o Cost comparisen
* Point ot fnancial beoelits b B oustamer
o Compare coats of your product of Service with
O & MNP COMPINRIFS

ﬂ-luo w—‘—m-m —

Figure 1.14

Notice the bulleted list placeholder is surrounded with a selection rec-
tangle. The dashed-line border of the selection rectangle indicates that you
can enter, delete, select, and format the object inside the placeholder.
Because this placeholder contains text, an insertion point is displayed to
show your location in the text and to allow you to select and edit the text.
Additionally, the mouse pointer appears as a | to be used to position the
insertion point.

Now, you will correct the spelling of the word. You can position the
insertion point anywhere within the text by clicking on the location where
you want it to appear.
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and the “e” in th e 4 s ¢ Qe
e o e YA B o - x5 e il ( Ty g S B

misspelled word inthe | = , s 500 s s e s moa A mmmmm o e s T

slide pane. Ooomet 5] b rem * resra 6 Oy o

©® Typee.

@ Click at the end of the
line.

Your screen should be
similar to Figure 1.15 » Ao commider oegang ppert 13 help yeu
FHIpOnd 15 Changes I your market

[+ Our products and services
* Lt e products or Services your Company
provides Nt will hep e cutomer achueve
Dan chjecnes.

P o Cost comparisen
o Pont ot fnancisl beoelts b e oevtamer.
o Compare Costs of your Product #f Servite with

0 o 08 COMPRIRICL

= T T R

Figure 1.15

The spelling has been corrected and the word is no longer identified as
misspelled.

Deleting a Slide

You are now ready to enter the text for the next slide in your presentation by
entering the three main topics of discussion. As you look at the suggested
content for slide 3, you decide to delete the slide and use slide 4 instead.
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In the Qutline tab, click
anywhere on slide 3.

@ Click [xJDelete | in the
Slides group of the
Home tab.

Another Method

You also could choose Delete
Slide from the shortcut menu.

i In the Outline tab, click
anywhere on the new
slide 3.

Your screen should be
similar to Figure 1.16
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Figure 1.16

The slide is deleted and all following slides are renumbered.

Selecting and Editing Text

You want to enter a new title, Topics of Discussion, with three bulleted
items describing the topics to be discussed. Two placeholder bullets with
sample text are displayed. You will edit these and add a third bullet. To
indicate which placeholder to work with, you click on it to select it.
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Click on the sample
title text in the Slide
pane to select the title
placeholder.

® Triple-click on the
sample text to select
the entire line.

@ Type Topics of
Discussion.

® Click anywhere on the
bulleted list
placeholder.

@ Drag to select all the
text in the placeholder.

Another Method

You also can click
and choose Select All in the
Editing Group on the Home
tab or the shortcut key

+ A to select everything
in the placeholder box.

® Type Why are pets
abandoned?.

@ Press («Enter).

@ Type How can you
help?.

® Press («Enter).

@ Type How does the
Foundation help?.

Having Trouble?

If you accidentally insert an
extra bullet and blank line,

press twice to

remove them.

Your screen should be
similar to Figure 1.17
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+iom| text replaced

4 Cont comparinen
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Figure 1.17

Finally, you want to delete the graphic element on the slide. Notice the
graphic does not appear in the Outline tab.
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Click on the graphic in
the Slide pane to
select it.

Click [4_ in the
Clipboard group of the
Home tab.

Your screen should be
similar to Figure 1.18

Select all the text in
the third bulleted item
in the Slide pane.

Drag the selection to
the beginning of the
second hulleted item
and release the mouse
button.

Additional Information

The mouse pointer appears
as % when you drag to move
the item.

Your screen should be
similar to Figure 1.19
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Figure 1.18

The placeholder and its contents have been deleted.

Moving Bulleted ltems

You realize that you entered the topics in the wrong order. You want the
last item to be the second item in the list. A bulleted point can be moved
easily by selecting it and dragging it to a new location. You will move the
bulleted item on the current line up one line.
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Pt wa'M et st you 13 deline your
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= Sdent & research prepessl

= e —— 5

Figure 1.19
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The third bullet is now the second bulleted item in the list. You also can
drag and move bulleted items in the Outline tab in the same manner.

Moving among Slides

Next, you want to add text for the next few slides. Because you plan to do
most of the editing in the Slide pane, you will switch to the Slides tab and
increase the width of the tabs pane. This tab makes it easy to move from
one slide to another.

. Right border
Open the Slides tab. [ﬁde tab active of Tabs pane

Point to the right
border of the tabs
pane. With the mouse
pointer shaped as «|+
drag to the right to
increase the width

of the pane as in
Figure 1.20.

- il TP v 1 Aree
SRR ) (9 00 1 S oo | -
Ewamn ' h"‘"‘."%’.’. - WNepn (et o Seteet ¢

Click on slide 4 in the
Slides tab to display it
in the Slide pane.

Your screen should be
similar to Figure 1.20

Figure 1.20

This slide contains three placeholder areas: title, bullets, and a table. You
decide to take a quick look at the other slides in the presentation before
deciding which slides to use. In addition to clicking on the slide in the
Outline and Slides tabs, the following features can be used to move to
other slides in Normal view.
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To Display Action
Previous slide Click [£]
Click above scroll box

Press

Next slide Click [3]
Click below scroll box

Press

Any slide Drag the Slide pane’s scroll box until the ScreenTip
displays the slide you want to view

Scroll box

Click [3] Next Slide to
display slide 5.

Having Trouble?

The [2£] Previous Slide and [¥]

Next Slide buttons are Contact nformation

located at the bottom of the == '+ Provide contact information for key
Slide pane’s vertical scroll bar. B mhmm‘ =
* Provide e-mail and Web site information, if
Press to PREPEaR

display slide 6.

Click below the scroll
box twice to display
slides 7 and 8.

Previous slide button

Your screen should be
similar to Figure 1.21

Tted D TIRIertaton on produet o MOT D

Figure 1.21

After looking at all the sample slides, you decide to use slide 6 as the basis
for the next three slides in the presentation.

Moving and Copying Slides

You will move slide 6 above slide 4 and then make two copies of this slide.

PP1.26 Lab 1: Creating a Presentation (
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Select slide 6 in the ol ._ M e S —
Slides tab. :

-~
7 o 33 Dests LI A O O PR Y EEamn

0y _J‘;::‘ Wi e e dy
Puite el

Drag it above slide 4 in
the Slides tab.

Additional Information

A solid horizontal line
identifies the location where
the slide will be placed when

you stop dragging. =

i g : S Slide 6 rr\oved.to slide 4
Click [| Copy in the : and copied tuice )
Clipboard group on the ; r::‘.::ai;. :
Home tab.
»

® Click | - | in the

Clipboard group two
times.

Teted W10 Prrveetinen on prodact o ewed) (5

Another Method

The keyboard shortcut to Figure 1.22

Copy is + C and the
shortcut to Paste is + V.

There are now three slides with the same content. The copied slides are
inserted directly below the slide that was selected.

i Select slide 4in the Now you are ready to enter the text for the next three slides.

Slides tab.

Your screen should be
similar to Figure 1.22

Another Method

You also could use in the

Slides group and select
Duplicate selected slides to
copy a slide.
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P
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Replace the sample ibg) ™
title text in slide 4 with '

“ Title and bullet placeholders 3 o e snape ra - Ares

{ ] P RS F Y ." 5 _d, " .
Why are Pets - g replaced with new text t. unn ,_ e e 5. e e o
Abandoned?. Cyvwed 5 e B rerzn 8. Pt o) sl

Select all the text in  oyan _Why are Pets Abandoned?
the bullet text : AACEIS he
placeholders and enter
the following bullets:

Poor or deteriorating
health

Maintenance expenses
Change in lifestyle
Behavioral problems

Moving to a new
location

Your screen should be
similar to Figure 1.23

Figure 1.23

In the next slide, you will enter information about how people can help
the Animal Rescue Foundation.

. ! - H’.. s ‘ ohe P, h"ﬂ SIE
eaSelectslldeS. - V,,-__i_.__.__ T S e L : ,
DYA | R e k0 gl (P Dy g S e
Sidaar e b e
® Replace the sample 7 bt (RSO ETAS RSB | g | TS S0 et | e
title text with How Can  [ss Ga

You Help?.

@ Select all the text in
the bulleted text
placeholder.

@ Type Donate your time
and talent.

® Press («Enter).

Your screen should be
similar to Figure 1.24

TerS ot Pirestuen on produc of eaedy |

Figure 1.24
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Demoting and Promoting Bulleted ltems

You want the next bulleted item to be indented below the first bulleted
item. Indenting a bulleted point to the right demotes it, or makes it a
lower or subordinate topic in the outline hierarchy.

o_’ Press. " lu-: x.i-: Devgn k::-—: SMethew  Badew  View vn:‘ —
04 uw x-S SO (D Sy ST AT
T e s B e NoA A FEmIEN e . —h Sage e | [y Sua>

pent “ sz % ) G paeee

©® Type Become a foster
parent.

® Press (—Enter).

How Can You Help?

® Type Work at adoption
fairs.

@ Press (—Enter).

Your screen should be
similar to Figure 1.25

Figure 1.25

When you demote a bulleted point, PowerPoint continues to indent to the
same level until you cancel the indent. Before entering the next item, you
want to remove the indentation, or promote the line. Promoting a line
moves it to the left, or up a level in the outline hierarchy.

Editing a Presentation PP1.29
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n o N R Brocnrtatin] - MreioR Bonertomt Coawma Toon -
@) o Pressoonm (@S |4 00 T ‘
B‘ v__]-ﬂ""' p—p——— .A.wcr-~s'n¢nyu»|u P23y g dnem A
@ Type Donate new or Mg A deee BT A RS E LAY SERE n A - - :

used items.

® Press (—Enter).

@ Enter the next two
bulleted items:

Crates and pads

Collars, leads, and
other items

Your screen should be
similar to Figure 1.26

Shte 5 ot 10 Prmsetanen on produd ot el (D

Figure 1.26

You also can promote or demote bulleted items after the text has been
entered. The insertion point must be at the beginning of the line to be
promoted or demoted or all the text must be selected. You will demote the
last two bulleted items.

ea Select the two bulleted @ A ;'...: e ) ==
items “Crates and Aoy S T wmmaﬂm“ a Nnwerar A
pads” and “Collars, j e :-:J s B UMAS A A EEEEN ,3 y-;j- zz"""" B

leads, and other o-- o tom P [—— %
items.” — ’

® Press (Tab'S5).

® Move to the end of
“Collars, leads, and
other items.”

® Press («Enter).

Your screen should be
similar to Figure 1.27

Figure 1.27
The last two items have been demoted. Next you will add more items to
the bulleted list.
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. . . ™ » U o B, Coawng Toen -9y
eﬂType Provide financial __2__ T s = =
-
}' B A kA BEREE] . e e g

® Press (—Enter).

® Enter the following
three bulleted items:
Send a donation
Sponsor a foster pet
Sponsor an adoption

@ Promote the “Provide
financial support”
bullet.

Your screen should be
similar to Figure 1.28

Then S ot 10 Prevemtanan on produdt ot ey (5

Figure 1.28

As you continued entering more bulleted items, the slide has become very
full. Also notice that the + AutoFit Options button appears at the bottom
left corner of the placeholder. It contains options that allow you to control
the AutoFit feature and to handle any over-spilling text. The AutoFit feature
will automatically adjust the line spacing and text size as needed to display
the content inside the placeholder appropriately. Currently, this feature is
off in this template.

Click ¥ AutoFit 2 Y A e e B L S
Options. B‘ " i 0 & Doera: M :
__j Commenaton 3 - (K 0| B E e W (T dy g _
o ; o 3:'_', . na:: Saa emmmm ga MMMS:::G ?E'
Choose AutoFit Text to
Placeholder.
‘How Can You Help?
Your screen should be - ; e and ta
similar to Figure 1.29 :

Size of text and line spacing [¥|
automatically adjusted to fit |y
text within the placeholder

EEIgY. e ol
Figure 1.29
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@ Ciick + AutoFit

Options.

@ Choose Split Text
Between Two Slides.

@ Scroll the tabs pane
so that slides 5 and 6
are visible.

Your screen should be
similar to Figure 1.30

New slide inserted and
text split between slides

Now that the AutoFit Text to Placeholder option is on, the text size and
line spacing of the bulleted items have been reduced to display the text
more comfortably on the slide. If you were to add more text or increase or
decrease the size of the placeholder, the AutoFit feature would continue to
adjust the text size and spacing.

Splitting Text between Slides

Generally, when creating slides, it is a good idea to limit the number of
bulleted items on a slide to six. It also is recommended that the number of
words on a line should not exceed five. In this case, because there are 10
bulleted items on this slide, you decide to split the slide content between
two slides.

n:‘ W2 0 = Presestnend - Moo B oweFont -
)
L Oungn  Anmstunt SN Shew boven  View Aad e

New slide with same title
- & =) Siara - .. = ww = | and four bulleted items
oA Tysne Raptage -

= : ;
(070 A A from previous slide i

Poste
fien Pespers &;4 taery
[
{
|

L]

7 teses MIDve

Click to add notes

Figure 1.30

Having Trouble? A new slide containing the same title as the previous slide and four of the

You may have noticed that in
the tabs pane slide 5 still
displays the four bullet items.
Do not be concerned. The
four bullets have been
removed; however, the tabs
pane has not been updated
to reflect the change.

PP1.32 Lab 1: Creating a Presentation (

PowerPoint 2007

bulleted items from the previous slide are inserted into the presentation.
You will edit the slide title of slide 6.
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Replace the title text
with More Ways To
Help!.

Your screen should be - '
similar to Figure 1.31 - ‘ More Ways to Help!
& TR T pod”
* Send a donation

* Sponsor a foster pet
* Sponsoran adoption

Figure 1.31

, Saving, Closing, and Opening a Presentation

You have just been notified about an important meeting that is to begin in
a few minutes. Before leaving for the meeting, you want to save the
presentation. As you enter and edit text to create a new presentation, the
changes you make are immediately displayed onscreen and are stored in
your computer’s memory. However, they are not permanently stored until
you save your work to a file on a disk. After a presentation is saved as a
file, it can be closed and opened again at a later time to be edited further.

As a backup against the accidental loss of work caused by a power
failure or other mishap, Office 2007 includes an AutoRecover feature.
When this feature is on, as you work you may see a pulsing disk icon
briefly appear in the status bar. This icon indicates that the program is
saving your work to a temporary recovery file. The time interval between
automatic saving can be set to any period you specify; the default is every
10 minutes. When you start up again, the recovery file containing all
changes you made up to the last time it was saved by AutoRecover is
opened automatically. You then need to save the recovery file. If you do
not save it, it is deleted when closed. While AutoRecover is a great feature
for recovering lost work, it should not be used in place of regularly saving
your work.

Saving the Presentation

You will save the work you have done so far on the presentation. The Save or
Save As commands on the @) Office Button menu are used to save files. The

Save command or the [@l Save button on the Quick Access toolbar will
save the active file using the same file name by replacing the contents of
the existing file with the document as it appears on your screen. The Save As

Saving, Closing, and Opening a Presentation PP1.33
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command allows you to save a file with a new file name and/or to a new
location. This action leaves the original file unchanged. When a presentation
is saved for the first time, either command can be used. It is especially
important to save a new presentation very soon after you create it because
the AutoRecover feature does not work until a file name has been specified.

Quick Access toolbar ]

Click [ Saveonthe |© E——
Quick Access toolbar.

Your screen should be
similar to Figure 1.32

Having Trouble?

If your system uses Windows
Vista, your dialog box features
will be slightly different.

Default file name

Figure 1.32

The Save As dialog box is displayed, in which you specify the location to
Aditi0"3| Information save the file and the file name. The Save In list box displays the default
xg‘c:zwi:'ggzngﬁg;‘:;ae':s = location where files are stored. The File Name text box displays the title
e filepname. N can from the first slide as the default file name. You will change the location to
contain letters, numbers, and the location where you save your files and the file name. Notice that the
spaces; the symbols /, \, ?, :, default name is highlighted, indicating that it is selected and will be

*, ", <, > cannot be used.
replaced as you type the new name.
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Type Volunteer.

Additional Information

The file name can be entered
in either uppercase or
lowercase letters and will
appear exactly as you type it.

i Open the Save In list
box and select the
location where you
will save your files.

Having Trouble?

Click the text box arrow to
open the drop-down list.

Having Trouble?

If you are saving to a disk and
an error message is
displayed, check that your
disk is properly inserted in
the drive and click

Your screen should be
similar to Figure 1.33

Having Trouble?

If your dialog box displays file
extensions, it simply means
that your Windows program
has this option activated and
no action is required on your
part.

Additional Information

If your system uses Windows
NT, My Network Places is
Network Neighborhood.

Returns to previously v
opened folder
A L

eujie i T G

i

Figure 1.33

The large list box displays the names of any PowerPoint files (if any)
stored in that location. Only PowerPoint presentation files are listed,
because the selected file type in the Save As Type list box is Presentation.
Presentation files have a default file extension of .pptx.

You also can select the save location from the Places bar along the left
side of the dialog box. The icons bring up a list of recently accessed files
and folders, the contents of the My Documents and Favorites folders, the
Windows desktop, and folders that reside on a network or Web through
the My Network Places. Selecting a folder from one of these lists changes
to that location. You also can click the button in the toolbar to
return to folders that were previously opened during the current session.

PP1.35
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€ o ciick Save. [0 47 re—— S
| —— el .0 R
Your screen should be g v BT _New filo name : i hcadata ~
similar to Figure 1.34

Click to add rotes

P TeTe

Figure 1.34

The new file name is displayed in the window title bar. The presentation is
now saved in a new file named Volunteer. The view in use at the time the
file is saved also is saved with the file.

Closing a Presentation

You are now ready to close the file.

Click @3 Office Button
and choose Close.

Your screen should be
similar to Figure 1.35

[ Blank PowerPoint window ]—>

Figure 1.35
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Click @3 Office Button
and choose Open.

Another Method

The keyboard shortcut to
open a file is 75 (0);

@ If necessary, select the
location containing
your data files from
the Look In drop-down
list box.

@ Select
pp01_Volunteer.

Your screen should be
similar to Figure 1.36

Additional Information

The #u Office Button/New
command opens a blank new
presentation. You also can
quickly open a recently used
file by selecting it from the
Recent Documents list in the
. Office Button menu.

The presentation is closed, and an empty workspace is displayed. Always
save your slide presentation before closing a file or leaving the PowerPoint
program. As a safeguard against losing your work if you forget to save the
presentation, PowerPoint will remind you to save any unsaved presen-
tation before closing the file or exiting the program.

Note: If you are ending your lab session now, click 1

to exit the program.

Opening an Existing Presentation

After returning from your meeting, you continued to work on the presen-
tation. You revised the content of several of the slides and added information
for several new slides. Then you saved the presentation using a new file
name. You will open this file to see the changes and will continue working on
the presentation.

Office Button, then choose

™ o
b3) Open dialog ®
177 box
Lok 1 L) Oa Pl A Xu3
Wy Rsowt i edans
= toamares h Presentation flles
o eksten
-Jm
1 e
L ~my
oo e -
Fles A U™ g Pomardort Prosart store -
— A Ca= 3 (o)
Files of Type box
T e
Figure 1.36

In the Open dialog box, you specify the location and name of the file you

want to open. The Look In drop-down list box displays the last specified

location, in this case the location where you saved the Volunteer presen-

tation. The large list box displays the names of PowerPoint presentation files

only, as specified by the setting in the Files of Type box. As in the Save As

dialog box, the Places bar can be used to quickly access recently used files.
You will open the selected file next.
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Q—T Click _ [ File name of open file ]

\

Another Method (D) 220 * o0t Vekrtenr] ¢ NArevolh Boneroed < ¥
'J meme | bt Deiign  Anmsteny  SAeShew  Favew  View »

You also could double-click

; h = S+ e TR TR T ey 0y | prsspe e
the file name to both select it LY -_.‘.."'.‘: Conment ins '@~ (ISEUT (IS SIS T ) = D e+ & Rookrs
and choose . T g et B e NAA EEEEW T Mg O e o [] [y soma

=3 . = T =
| s | Owre Outline tab - i - —
Qe o oty
@ Open the Outline tab. ooy reoer-r
+ o Mow Can You Help?

» Dénite your Done and thlent
* Become 2 foster parent
« Viock ot adoption Fary

@ Replace Student Name ¢ Danate wevr o1 wied S

) ) . * Crates and paty
in slide 1 with your et

name. * Sand & Snaden

@ Scroll the Qutline tab *Nyutlos Shisionss Sy
to see the additional § e A Ankead Angele? ‘
content that has been - Bakevet yo can tach 30 sk dog nwm IS |o

* Babeves you can revan amaly to be

added to the - mww’-knnuE
presentation. o o ot o e 3 deematon,
pproprane.
9 Mow DO You Become An Angel?
: m’ 9 vohaviaer
Your screen should be * Orcp o Gonamsns
similar to Figure 1.37

Spelling error 10 add notes

htn i oti  Prmentation on product o enee’ -IQI

Figure 1.37

The presentation now contains 10 slides, and all the sample text has been
replaced with text for the volunteer recruitment presentation, except for
slide 10.

, Checking Spelling

As you entered the information on the additional slides, you left some typing
errors uncorrected. To correct the misspelled words and grammatical errors,
you can use the shortcut menu to correct each individual word or error, as
you learned earlier. However, in many cases you may find it more efficient to
wait until you are finished writing before you correct any spelling or
grammatical errors. Rather than continually breaking your train of thought
to correct errors as you type, you can check the spelling on all slides of the
presentation at once by running the spelling checker.

PP1.38 Lab 1: Creating a Presentation (
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Open the Review Tab.
checker

v o)

Click |... . =

Another Method Frvifna !
The keyboard shortcut to S Join Askmat
check spelling is (F7 ). Moo poas-araee M R

Your screen should be
similar to Figure 1.38

- Can
Misspelled word

i
et 4 9110 Prriemtanen on product o Menee’ / / @av

/
Change To text box / [ Suggestions list box ] Figure 1.38

The program jumps to slide 4; highlights the first located misspelled word,
“Vetinerary,” in the Outline pane; and opens the Spelling dialog box. The
Spelling dialog box displays the misspelled word in the Not in Dictionary text
box. The Suggestions list box typically displays the words the spelling checker

Additional Information has located in the dictionary that most closely match the misspelled word.
The spelling checker identifies In this case, the spelling checker does not display any suggested
many proper names and replacements because it cannot locate any words in the dictionaries that

technical terms as misspelled. .. . . . . -
To stop this from occurring are similar in spelling. If there are no suggestions, the Not in Dictionary

use the Add Words To option text box simply displays the word that is highlighted in the text. When
to add tgPS? names to the none of the suggestions is correct, you must edit the word yourself by
R cictionary. typing the correction in the Change To text box.

Checking Spelling PP1.39
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Type Veterinary in the
Change To text box.

Click [__crerse ],

Additional Information

The replacement text must
be entered exactly as you
want it to appear, including
capitalization.

Additional Information

You also can edit words

directly in the presentation
and then click ﬁ to

continue checking spelling.

Your screen should be
similar to Figure 1.39

Having Trouble?

If necessary, move the dialog
box to see the located
misspelled word.

PP1.40
PowerPoint 2007

'9'9 H2-0 @

Meme  Buet  Oeiign Anvmstiny  SeShew  Fevew | Ve -

word identifie

Contact indormation
o Provide contact edoemution for key perscenel
e your company.
o Provide emad and 'Wed wte information, f

approprute
Suggested corrections

= S0 15 19 valariner
* Send a (i

¥ (Aot S P e @ Eh 2 3t
Sewtery Rasewcy Theisares Tiesusts Langusge .f::’.. ‘:‘. z.y'-” [SPTM P T——————
. Prstng
|| Ovtame
* Change i Mainyhe

Next misspelled

d

u-o.vdmum
Shtnd St Prrvemtanen on product o e’ (3

Figure 1.39

The corrected replacement is made in the slide. After the Spelling dialog
box is open, the spelling checker continues to check the entire presentation
for spelling errors. The next misspelled word, “trics,” is identified. In this
case, the suggested replacement is correct.
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© o cick ==,

@ Correct any other
located spelling errors
as needed.

® Click in
response to the
message telling you
that the spelling check
is complete.

@ Choose 3 Office
Button, then Save As
to save the revised
presentation as
Volunteer1 to your
solution file location.

Your screen should be
similar to Figure 1.40

Click [22] Slide Sorter.
Set the zoom to 90%.

Your screen should be
similar to Figure 1.41

Having Trouble?

Do not be concerned if your
screen displays a different
number of slides per row.
This is a function of your
monitor settings.

Additional Information

The current slide does not
change when you switch
views.

;ﬁy‘ H2-0 : \okastir] « NCTOADR Fowerboet =iy
~ Wome  bunt ’ hes Fevew | View -
i LT e

et

e (=
Hutiu Cammert Coemart
Commres

Ditale Mrweoun

Spelievg Rasewch Thetmaen Trasusts Langusge

¢ Babrves you can retan sl to be ovable
Contact information

» Provide contact mfoemution for key persornel
freem your company,
o Provide emad and Wed wte information,

prsprne.
2] Mow Do You Become An Angel?
- 590 w9 8 valkaviner
= Send 3 check
* Orep off dananaes

Figure 1.40

. Working with Slides

To get a better overall picture of all slides in the presentation, you will
switch to Slide Sorter view.

0. W20 ¢ Nokaterr] © MICIOLOR Poserboet - =¥
'Pynu Bunt  Oeign  Amstuny  TMeShew  Favew w-m v
¥ ot S P i) L3

e tae
Jimmert L emart

hea Dbl Sremens Wit

Mg

Spelierg Rasemrch Tmiiaen Tuamiate L gasgt

Current Slide
Slide Sorter button

Figure 1.41
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Select slide 2, hold
down (Ctrl), and click
on slide 9.

Press (Delete).

Additional Information

You can use the shortcut key
to delete a slide in

Slide Sorter view and in the
Slides tab. However, in the
Outline tab and the Slide
pane, using deletes

text or placeholder content.

Your screen should be
similar to Figure 1.42
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Viewing the slides side by side helps you see how your presentation flows.
You realize that the second slide is no longer necessary because you added
your name to the opening slide. You also decide to delete slide 9 because
you plan to add the contact information to slide 10. As you continue to
look at the slides, you can now see that slides 7 and 8 are out of order and
do not follow the sequence of topics in the Topics of Discussion slide.

Selecting and Deleting Slides

You will delete slides 2 and 9. In this view, it is easy to select and work
with multiple slides at the same time. To select multiple slides, hold down
while clicking on each slide to select it.

) W20 \okateer] © MSTOAOR Poewrboet =t
'Py Wome  bumt  Deign Anmsteny  SMethew  Fres | Ve o
VL % Py N P [loF ol

Speteng Rosewen oo Uate Legange  Thoe
[

Two slides deleted

htn Saeter  Prerentanon o0 e Brwie’ (D

Figure 1.42

The slides have been deleted, and all remaining slides have been appro-
priately renumbered.

Moving Slides

Now you want to correct the organization of the slides by moving slides
6 and 7 before slide 4. To reorder a slide in Slide Sorter view, you drag it to
its new location using drag and drop. As you drag the mouse, an indicator
line appears to show you where the slide will appear in the presentation.
When the indicator line is located where you want the slide to be placed,
release the mouse button. You will select both slides and move them at the
same time.

www.mhhe.com/oleary ]




04 Selectslides6and7.  |® %7 = ° e i

Wome Buit:  Ovtion ."-""' eIl e (VS [Selected slides moved ] »
g o R B 2 (I NE lloB [l [
@ Point to either e o ot T

selected slide and
drag the mouse until
the indicator line is
displayed before
slide 4.

Additional Information

The mouse pointer appears
as I when you drag to move
a slide.

i Release the mouse
button.

Another Method

You also can use the [#] Cut

.S Shtn Sater  TreTentaton 60 pReaea BT e D
and commands in the

Clipboard group on the Figure 1.43
Home tab to move slides in
Slide Sorter view.

The slides now appear in the order you want them.

Your screen should be
similar to Figure 1.43

Inserting Slides

During your discussion with the foundation director, it was suggested that
you add a slide showing the history of the organization. To include this
information in the presentation, you will insert a new slide after slide 4.

Working with Slides PP1.43
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Click in the space
before slide 5.

;@ W20 Vketivr] « MCTOAOR Poweriont _ =¥
T v | gt Cvan Anmsten  Sehew  Briew  View

”r : B e | R ] - Wi EeE e (P 9 S 8 the
Additional Information ;:?-4 ;’ S, -, | iz 4P LY .7 s Onoma + - G epoin »

— . | e vt W 8 B AT (B S RN] G Seeeder 0ok 2 T
The indicator line shows you R A St - R — S Perisnced
where the new slide will be = =
inserted.

® Open the Home tab.

® Click in the
—
Slides group.

Another Method

You also can use the
keyboard shortcut +M
to insert a blank slide.

i Switch to Normal view
and open the Slides P

tab. e e

Figure 1.44

Your screen should be
similar to Figure 1.44
A blank new slide is inserted. It has the same design elements as the other

slides in the presentation.

Selecting the Slide Layout

The new slide is inserted with the default Title and Text layout. You need
to change the layout to accommodate the changes you discussed with the
director.

PP1.44 Lab 1: Creating a Presentation (
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Concept 5

\
Layouts define the position and format for objects and text that will be added to a slide. A layout con-
tains placeholders for the different items such as bulleted text, titles, charts, graphics, and so on. For
example, there are text layouts that include placeholders for a title and bulleted text, and content lay-
outs that include placeholders for a table, diagram, chart, or clip art. Many layout elements that can be
included on a slide are shown in the following diagram.

Title Placeholder
Subtitle Placeholder

Content Placeholder Hesdeieand Footers Bulleted text

(date, footer, slide#)

You can change the layout of an existing slide by selecting a new layout. If the new layout does not
include placeholders for objects that are already on your slide (for example, if you created a chart and
the new layout does not include a chart placeholder), you do not lose the information. All objects remain
on the slide and the selected layout is automatically adjusted by adding the appropriate type of place-
holder for the object. Alternatively, as you add new objects to a slide, the layout automatically adjusts
by adding the appropriate type of placeholder. You also can rearrange, size, and format placeholders on
a slide any way you like to customize the slide’s appearance.

To make creating slides easy, use the predefined layouts. The layouts help you keep your presenta-
tion format consistent and, therefore, more professional.

J

PowerPoint includes 11 predefined layouts. The number of layouts that
are available varies with the template you are using.
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Click in the
Slides group.

Your screen should be
similar to Figure 1.45

Eleven layouts associated
with the current template

9& Choose Two Content.

Your screen should be
similar to Figure 1.46

PP1.46
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Layout button

H". % Vokasterl « mm EERR
| meme |t | Anmatany  WMeShew  Fadew  View —_ =
.‘ j ]
m : : Two Content layout }' wis: Q‘ﬁ @ g& ‘::- : ::-
o e eod_ 1L 1 i "."'""."',,,"‘ﬁ Vg s < Selet e
Cappned ) rEae Oy taerg
d title

Clidk 1o add notes
SRS oD Tientaton on podut o Wiy (D

Figure 1.45

The 11 layouts associated with the current template are displayed.
Because this slide will contain two columns of text about the history of the
organization, you will use the Two Content layout.

oI et g Vokamoorl + MCTOGR Rompricen =
|-—)h- Duugn  Anmatuny  SheShew  Favew Ve

Aoy S (8 e uu-o
33 _] e ‘{P ?& RS b Lol
, | o ¥3Bas P 8 S A A (B N[N g Svee e Ok TE e TR sewa
Cypeesed 3 e vert E ez c--n‘ rateg

New Slide inserted with
‘ two content placeholders

Figure 1.46
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The slide displays the three placeholders created by the Two Content
Another Method layout. Unlike the template slides, the placeholders on the inserted slide
You could insert a new slide do not contain sample text. When you select the placeholder, you can
Bt o el out Iin Che simply type in the text without having to select or delete any sample text
step by selecting the layout ply typ . gto . . Y pie text.

You will add text to the slide presenting a brief history of the Animal
Rescue Foundation. First, you will enter the slide title and then the list of

from the _-.-J drop-down

raentt dates and events.
€) - ciickin the titte ) s A ek Y1 -
~ meme | buet  Detign e thow  Favew  View Tomat ~
placeholder DA I s e s el (3 i AT
e oS e SR B IR TS S TR T DSt o i RS R e
. Chypmpeed nf- fort a Pt K L ryy G p22mg
® Type Animal Rescue . — : ——

Foundation History.

@ Click in the left text
placeholder.

@ Type Year.

® Press («Enterl.

©® Continue entering the
information shown
below. Remember to

Two columns of text

press to

create a new line. g Clickto add notes
Shtn 5 000  Trmentation on produt o i (D

1990

1991 Figure 1.47

1992

2000 The left placeholder is too big for its contents and the right is too small,
forcing some items to wrap to a second line. To correct the size, you can

® In the same manner, adjust the size of the placeholders.

enter the following

textintherighttext  Gjzing a Placeholder
placeholders:
The four circles and squares that appear at the corners and sides of a

Event selection rectangle are sizing handles that can be used to adjust the size
Founded by Steve Dow  of the placeholder. Dragging the corner sizing handles will adjust both the
Built first shelter height and width at the same time, whereas the center handles adjust the

associated side borders. When you point to the sizing handle, the mouse
pointer appears as ™, indicating the direction in which you can drag the
border to adjust the size.

Began volunteer
program

Rescued 1000
animals!

Your screen should be
similar to Figure 1.47

Working with Slides PP1.47
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04 On the right

placeholder, drag the
left-center sizing
handle to the left until
each item appears on
one line.

IL|

@ Select the left text
placeholder and drag
the right-center sizing
handle to the left (see
Figure 1.48).

Your screen should be
similar to Figure 1.48

Right placeholder
adjusted to fit each
bullet on a single line

"

Left placeholder
adjusted to fit content

—
=
=
=

| Cickto add nd
e 5 ot 8 m-mv;@ ST e Y

Figure 1.48

Moving a Placeholder

Next, you want to move the Year column placeholder closer to the Event
column. Then you want to move both placeholders so they appear more
centered in the space. An object can be moved anywhere on a slide by
dragging the selection rectangle. The mouse pointer appears as ‘& when
you can move a placeholder. As you drag the placeholder, a dotted outline
is displayed to show your new location.

PP1.48 Lab 1: Creating a Presentation (
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Point to one edge of
the Year column
selection rectangle
(not a handle) until the
mouse pointer appears
as *% and drag the
selected placeholder
to the right, closer to
the Event column.

With the left
placeholder still
selected, hold down
while clicking on
the right placeholder
to select both.

Drag the selected
placeholders to the
left to their new
location as shown in
Figure 1.49.

Save your changes to
the presentation using
the same file name.

Your screen should be
similar to Figure 1.49

'-n‘y\ H2 0 * Vohssteer? opts < MrodoR Sowerdore Drduang Toon i
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Figure 1.49

. Rehearsing a Presentation

Now that the slides are in the order you want, you would like to see how
the presentation would look when viewed by an audience. Rather than set
up the presentation as you would to present it for an audience, a simple
way to rehearse a presentation is to view it electronically on your screen as
a slide show. A slide show displays each slide full screen and in order.
While the slide show is running, you can plan what you want to say to
supplement the information provided on the slides.

Using Slide Show View

When you view a slide show, each slide fills the screen, hiding the
PowerPoint application window, so you can view the slides as your
audience would. You will begin the slide show starting with the first slide.

Rehearsing a Presentation PP1.49
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Select slide 1 in the
Slides tab.

Click [Z] Slide Show
(in the Status bar).

Additional Information

Using [Z] Slide Show runs the
slide show beginning with the
currently selected slide.

Another Method _
You also can use or

'_ on the Slide Show tab

or the shortcut keys and
+ respectively to

start the slide show.

Your screen should be
similar to Figure 1.50

PP1.50 Lab 1: Creating a Presentation (

First slide of the presentation
displayed full screen

/

/

Jomn Animal Angels

Amimal Rescue Foundation

Student Name, Volunteer Coordmnator

Figure 1.50

The presentation title slide is displayed full screen, as it will appear when
projected on a screen using computer projection equipment. Did you
notice that the first slide displayed with a special effect? This feature was
included in the template as part of the template design. You will learn
about special effects in Lab 2.

The easiest way to see the next slide is to click the mouse button. You
also can use the keys shown below to move to the next or previous slide.

Next Slide Previous Slide

N (for Next) P (for Previous)

You also can select Next, Previous, or Last Viewed from the shortcut
menu. Additionally, moving the mouse pointer in Slide Show displays the
Slide Show toolbar in the lower-left corner of the window. Clicking €@ or

Ep moves to the previous or next slide and [=] opens the shortcut menu.
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® Using each of the
methods described,
slowly display the
entire presentation.

® When the last slide
displays a black
window, click again to
end the slide show.

Additional Information

You can press or use End
Show on the shortcut menu
at any time to end the slide

show. —

!
1k

==
—
—
p—

| Click to add notes
Your screen should be e o) Drerentaton on poduct o ey D

similar to Figure 1.51

Figure 1.51

After the last slide is displayed, the program returns to the view you were
last using, in this case Normal view.

Formatting Slide Text

While looking at the slide show, you decide that the title slide needs to
have more impact. You also want to remove the bullets from the items on
the history slide. Enhancing the appearance of the slide to make it more
readable or attractive is called formatting. The design template you are
using already includes many formatting features.

Applying different formatting to characters and paragraphs can greatly
enhance the appearance of the slide. Character formatting features affect
the selected characters only. They include changing the character style
and size, applying effects such as bold and italics, changing the character
spacing, and adding animated text effects. Paragraph formatting
features affect an entire paragraph. A paragraph is text that has a carriage
return from pressing at the end of it. Each item in a bulleted list,
title, and subtitle is a paragraph. Paragraph formatting features include
the position of the paragraph or its alignment between the margins,
paragraph indentation, spacing above and below a paragraph, and line
spacing within a paragraph.

Changing Fonts

First, you will improve the appearance of the presentation title by
changing the font of the title text.

Formatting Slide Text PP1.51
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Concept 6

Font and Font Size ~

[ A font, also commonly referred to as a typeface, is a set of characters with a specific design. The designs
have names such as Times New Roman and Courier. Using fonts as a design element can add interest to
your presentation and give your audience visual cues to help them find information quickly.

There are two basic types of fonts: serif and sans serif. Serif fonts have a flair at the base of each
letter that visually leads the reader to the next letter. Two common serif fonts are Roman and Times New
Roman. Serif fonts generally are used for text in paragraphs. Sans serif fonts do not have a flair at the
base of each letter. Arial and Helvetica are two common sans serif fonts. Because sans serif fonts have a
clean look, they are often used for headings in documents. 1t is good practice to use only two or three
different fonts in a presentation because too many can distract from your presentation content and can
look unprofessional.

Each font has one or more sizes. Font size is the height and width of the character and is common-
ly measured in points, abbreviated pt. One point equals about 1/72 inch, and text in most documents is
10 pt or 12 pt.

Several common fonts in different sizes are shown in the following table.

Font Name Font Type Font Size
Calibri Sans serif This is 10 pt.

This is 16 pt.
Courier New Serif This is 10 pt.

This is 16 pt.
Garamond Serif This is 10 pt.

This is 16 pt.

J

To change the font before typing the text, use the command and then type.
All text will appear in the specified setting until another font setting is
selected. To change a font setting for existing text, select the text you want
to change and then use the command. If you want to apply font
formatting to a word, simply move the insertion point to the word and the
formatting is automatically applied to the entire word.

PP1.52 Lab 1: Creating a Presentation (
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Select the text “Join
Animal Angels” in the
Slide pane on slide 1.

Your screen should be
similar to Figure 1.52

Additional Information

The font used in the title is
Garamond (Headings), as

displayed in the
Font buttor

n. It is automatically
used in all headings in this
template.

Point to the Mini
Toolbar.

@ Open the Font

drop-down list.

@ Scroll the list and
choose Gomic Sans
MS.

Another Method

You also could use

Font in the Font

group of the Home tab to
change the font.

Your screen should be
similar to Figure 1.53
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Figure 1.52

The PowerPoint Mini Toolbar appears dimmed whenever you select text.
If you want to use it, point to it and it is no longer dimmed. It includes a
variety of text formatting options that are also available on the Ribbon.
Because the Mini Toolbar appears next to the selected text, it is often
quicker and more convenient to choose commands from the Mini toolbar.

You want to change the font to a design that has a less serious
appearance.

@ H2-0 Vsltenr! - ABCotoN Powerdoss Craweng oot S50 LML 4
| meme | Wuet Onign  Ametiny  Siethew  Favew  View Tamat

B BN i tamrs - @ R T .,u & Dipera  Prme

"* & ;] |‘ lml B N :' J ﬁ ‘b Ez~.~. £ Poplace +
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el ~ e ) trany & pameq

Mini Toolbar

Clidk to add notes
AR

Figure 1.53
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The text has changed to the new font style, and the Font button displays
the font name used in the current selection.

Changing Font Size

The title text is also a little smaller than you want it to be.

. 0 W20 s Usirten! - ABOOLN Ponerdoes Coawmg Toan -~
Click [a'] Increase O R e A R g .
Font Size in the Mini DA DS omimu -w -iwwis Eeqeam (p 9y |y;:::__ piplontl
Toolbar twice. " g e B Ef AT EEEEN “-"'-.'-..... ~ e e« sewa

Another Method

You also could use click [A] in
the Font group of the Home
tab, use the keyboard

shortcut (Ctrl]) + (& Shift) + (5] or
select a size from the i : /

Font Size drop-down

menu in the Font group of
the Home tab to increase the
font size.

(—h&‘;)‘]

" ltiIA mEs-

Your screen should be
similar to Figure 1.54

Then S PNIRRtOn o0 PO S W (D

Additional Information Figure 1.54

Use [+] Decrease Font Size
or (Ctrl] + (£¥shift) + (<) to
incrementally decrease the | The font size increased from 48 points to 54 points and then to 60 points.

point size of selected text. | The Font Size button displays the point size of the current selection.

Adding and Removing Bullets

Next, you want to remove the bullets from the items on the history slide.

Additional Information
If a selection includes text in

several different sizes, the You can quickly apply and remove bullets using Bullets in the

smallest size appears in the Paragraph group on the Home tab. This button applies the bullet style

zinZiZIrf.e button followed by | ociated with the design template you are using. Because the
placeholder items already include bullets, using this button will remove
them.
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Select slide 5. Bullets button
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. e

=
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Having Trouble?

Hold down while clicking
on the placeholders to select
both.

i Click Bullets
from the Paragraph
group in the Home tab
to remove all bullets.

Bullets removed from
Your screen should be = items in both placeholders

similar to Figure 1.55

Clidk to add notes
Then S ot S Prmientation on produe of i D

Figure 1.55

The bullets are removed from all the items in both placeholders. Now,
however, you think it would look better to add bullets back to the four
items under each column heading.

9% Select the four years | % %% © e Mwrins oo e
in the left column. = . TSR = ; . -
e i e Uy 2 AT
l . et W7 Yo s EEumn ;-- T e~ Thins ey~ | (3 Saa>

Chpwonnt 5 b v- - PErgaen Ly . t22ng

® Click Bullets
from the Paragraph
group in the Home tab.

@ Apply bullets to the
four events in the right
column,

@ Click outside the
selected object to
deselect it.

@ Save the presentation

again.
Click to add notes
Your screen should be BT S o P
similar to Figure 1.56 Figure 1.56

Bullets appear before the selected text items only.
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PowerPoint 2007



, Working with Graphics

Finally, you want to add a picture to the title slide. A picture is one of
several different graphic objects that can be added to a slide.

A graphic is a nontext element or object, such as a drawing or picture, that can be added to a slide. A
graphic can be a simple drawing object consisting of shapes such as lines and boxes. A drawing object
is part of your presentation document. A picture is an image such as a graphic illustration or a scanned
photograph. Pictures are graphics that were created from another program and are inserted in a slide as
embedded objects. An embedded object becomes part of the presentation file and can be opened and
edited using the source program, the program in which it was created. Any changes made to the embed-
ded object are not made to the original picture file because they are independent. Several examples of
drawing objects and pictures are shown below.

Add graphics to your presentation to help the audience understand concepts, to add interest, and to
make your presentation stand out from others.

Concept 7

Photograph

~

~

WATER / /

. SAFETYIS
. IMPORTANT! —_—
S T—
& N
4 / / {

Graphic illustration Drawing object

J

PP1.56

Lab 1: Creating a Presentation (

Graphic files can be obtained from a variety of sources. Many simple
drawings called clip art are available in the Clip Organizer, a Microsoft
Office tool that arranges and catalogs clip art and other media files stored
on the computer’s hard disk. The Clip Organizer’s files, or clips, include
art, sound, animation, and movies you can add to a presentation.
Additionally, you can access Microsoft’s Clip Art and Media Web site for
even more graphics.

Digital images created using a digital camera are one of the most
common types of graphic files. You also can create graphic files using a
scanner to convert any printed document, including photographs, to an
electronic format. Most images that are scanned and inserted into
documents are stored as Windows bitmap files (.bmp). All types of
graphics, including clip art, photographs, and other types of images, can
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be found on the Internet. These files are commonly stored as .jpg or .pcx
files. Keep in mind that any images you locate on the Internet may be

Additional Information

You also can scan a picture

and insert it directly into a protected by copyright and should only be used with permission. You also
?'Ilid? W;thou'f saving it as a can purchase CDs containing graphics for your use.
Ie Tirst.

Inserting a Graphic from a File

You want to add a graphic to the opening slide. You want to see how a
digital photograph of a litter of puppies you recently received from one of
the foster parents would look. The Insert tab includes commands that are
designed to enhance a presentation by adding features such as shapes and
illustrations to movies and sounds.

- Inserts a picture
@ o setectsiide 1. fETEar (nsert tab |
\ e

(o 220"
3
et Desgn Arematany e Uhaw Fevew .

v
DB ROTE QLM D4 DD 0w

©® Open the Insert tab.

|
‘“‘} Y-, Pty (‘): M-'iﬁ?«wou Igwetws At '.: mlw.o:; Tedy ome Omgect M’n‘n’c
. o I A [y
@ Click s N the —

lllustrations group.

@ Change the location to
your data file location.

Thumbnail
of picture
contained
in file

Your screen should be
similar to Figure 1.57

Having Trouble?

Your screen may display
additional picture files or it
may only display the file

Clidk 1o add notes
MEg= Theed oD Preientaton on produt ol MY (D
Figure 1.57
Having Trouble? . ) L .
If the thumbnail preview is The Insert Picture dialog box is similar to the Open and Save dialog boxes,
not displayed, click [+ except that the only types of files listed are files with picture file
¥'heW5ba"‘?|l choose extensions. A thumbnail preview of each picture is displayed above the file
umbnalls. name.
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Select pp01_Puppy.
Click [_nsert .

Your screen should be
similar to Figure 1.58

Picture Tools Format tab
automatically displayed

on Ribbon
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Additional Information

You will learn more about the
Picture Tools tab features in

Figure 1.58

The picture is inserted in the center of the slide on top of the text. It is a
selected object and can be sized and moved like any other selected object.
The Picture Tools Format tab is automatically displayed in the Ribbon, in

later labs. = anticipation that you may want to modify the graphic.
Inserting a Graphic from the Clip Organizer
Although you like the picture of the puppies, you want to check the Clip
Art Gallery to see what pictures of animals are available.
PP1.58 Lab 1: Creating a Presentation ( www.mhhe com/oleary )
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Open the Insert tab.

Click .

Your screen should be
similar to Figure 1.59

Insert Clip Art

-9y
= 4
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L =]
Jowdiom
St (T v
Clip Art task pane H e e trpes v
\
¥
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-
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Shted wth  Prnentaton on peodu of My D
Figure 1.59

In the Clip Art task pane, you specify the locations to search and the type
of media files, such as clip art, movies, photographs, or sound, to display
in the search results. You want to find clip art or photographs of dogs
since there are more dogs in foster care than any other type.
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9—0 If necessary, select

any existing text in the
Search For text box.

@ In the Search For text
box, type animals.

@ If All Collections is not
displayed in the Search
In text box, select
Everywhere from the
drop-down list.

@ Open the Results
Should Be drop-down
list.

® Choose Clip Art and
deselect the other
options.

Having Trouble?

Click the box next to an
option to select or deselect
(clear the checkmark).

Click outside the drop-
down list to close it.

Click [ co .

Your screen should be
similar to Figure 1.60

Having Trouble?

If your thumbnails appear in a
single column, increase the
width of your task pane by
dragging the left edge of the
pane until two columns are
displayed.

Having Trouble?

Do not worry if the
thumbnails displayed on your
screen do not match these
shown in Figure 1.60 since
the online clip art is
continuously changing.

PP1.60

PowerPoint 2007
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Figure 1.60

The program searches all locations on your computer and, if an Internet
connection is established, searches Microsoft’s Clip Art and Media Web
site for clip art and graphics that match your search term. The Results
area displays thumbnails of all located graphics. The pictures stored on
your computer in the Microsoft Clip Art gallery appear first in the results
list, followed by the Office Online clip art.

Pointing to a thumbnail displays a ScreenTip containing the keywords
associated with the picture and information about the picture properties.
It also displays a drop-down list bar that accesses the item’s shortcut
menu. The shortcut menu commands are used to work with and manage
the items in the Clip Organizer. Because it is sometimes difficult to see the
graphic in the thumbnail, you can preview it in a larger size.
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eﬂ Scroll the list to view

additional images.

@ Point to any graphic
and click |E to open

the thumbnail menu.

@ Choose Preview/
Properties.

Your screen should be
similar to Figure 1.61

Having Trouble?

Do not worry if your preview
image does not match Figure
1.61. It will only match if you

selected the same graphic in

the results area.

Preview/Properties
dialog box
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Figure 1.61

The Preview/Properties dialog box displays the selected graphic larger so
it is easier to see. It also displays more information about the properties
associated with the graphic. Notice the search word you entered appears
as one of the keywords associated with the graphic.

After looking at the results, you decide to redefine your search. You
want to find graphics of dogs only. To do this, you will use a more specific
keyword, in this case “dogs”, to narrow the scope of the search to locate
graphics associated with that keyword.

Working with Graphics PP1.61
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@) o ciick to

close the Preview/
Properties dialog box.

@ Replace the word
“animals” in the
Search For text box
with the word dogs.

® Click [ co_|.

Your screen should be
similar to Figure 1.62

Scroll the list to locate
the graphic shown in
Figure 1.63.

Click on the graphic to
insert it in the slide.

Another Method

You also could choose Insert
from the thumbnail’s shortcut
menu to insert the graphic.

Your screen should be
similar to Figure 1.63

Having Trouble?

If this graphic is not available
in the Clip Organizer, close
the Clip Art task pane and

click from the lllustrations

group on the Insert tab. Then
insert pp01_Dog from your
data file location.

PP1.62
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Figure 1.62

Fewer graphics were located because the term you used was more
specific. Now you will scroll the list of graphics to find one you like.
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Selected clip art inserted
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Figure 1.63

The second graphic is inserted on the slide on top of the photograph object.
As objects are added to a slide, they automatically stack in individual
layers.
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Concept 8

Stacking Order

i Stacking order is the order in which objects are inserted into different layers of the slide. As each object
is added to the slide, it is added to the top layer. Adding objects to separate layers allows each object to
be positioned precisely on the page, including in front of and behind other objects. As objects are stacked
in layers, they may overlap. To change the stacking order, the Picture Tools tab is used. The Picture Tools
tab will appear whenever a picture object is selected.

~

J

Additional Information

Sometimes it is easy to lose
an object behind another. If
this happens, you can press
to cycle forward or

+ (5 to cycle
backward through the
stacked objects until the one
you want is selected.

Because the photograph was the first object added to the slide, it is on the
bottom layer of the stack. Although the clip art looks good, you think the
photo shows the enjoyment gained from volunteering better.

If necessary, select the clip art.

Press to remove the selected object.

Additional Information

Be careful when increasing
the size of a picture (bitmap)
image as it can lose
sharpness and appear blurry
if enlarged too much.

Enhancing Graphics

When a graphic object is inserted into a slide, it can be manipulated in
many ways. For example, you can move, size, or crop it; change colors;
add borders; change the shape; and add effects such as shadows and
reflections.

Sizing and Cropping a Graphic

First you need to size and position the picture on the slide. A graphic
object is sized and moved just like a placeholder. You want to decrease the
graphic size slightly and position it in the space above the title.
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Click on the graphic to
select it.

® Drag the bottom right
corner sizing handle
inward to decrease its
size to that shown in
Figure 1.64.

@ Drag the graphic to
position it as shown in
Figure 1.64.

Your screen should be
similar to Figure 1.64

PP1.64 Lab 1: Creating a Presentation
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Resized and
repositioned graphic

Bottom right corner
sizing handle

Figure 1.64

Although this is better, you decide it is not the right shape for the space.
You will remove the upper part of the picture by cropping it to show the
puppies only. This will make the picture smaller and rectangular shaped.
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e_. Open the Picture Tools Picture Tools Format tab ] :]Crop e

Format tab.
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Additional Information L
3 Size group
The mouse pointer appears - =
as i when it is used to crop Roodks bl o
a picture ) Setectod meda Me troes -

L1l

Cropped and i
repositioned graphic

Join Animal Angels

@ Point to the upper-left
corner of the photo
and when the mouse
pointer changes to a
[, drag down to just
above the puppies.

@ Click from the

Size group to turn off
this feature.

Thte 1Y Timertston s ol ol D

Figure 1.65

@ Size and move the
picture as in Figure
1.65.

Your screen should be
similar to Figure 1.65

Adding a Picture Style

Next, you want to enhance the graphic by applying a picture style to it.
Picture styles are combinations of border, shadow, and shape effects that
can be applied in one simple step. You also can create your own picture
style effects by selecting specific style elements, such as borders and
shadows, individually using the |£ Ficture shape - | [ petuce vorae: -

buttons.

’ and IQ Picture Effects ~

Working with Graphics PP1.65
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Click [=] More in the
Picture Styles group to
open the Picture Styles
gallery.

Point to several styles
to see the Live
Preview.

Your screen should be
similar to Figure 1.66

@ W20 @ Vstrtenrt - Ahotof Sonerdoes
T weme Wuet Dgugn Anesteny  Shethew  Favew  View | Piieet ) v
@ Begreners » Ll Compmes Pctures p— — —— - S —— Frauvsuge s Qimgtetone s B | =
Doswnns ByOuspencer | ol el ol a “ -y Pitarsfoeder = Wgtendraten - 13 * e
o ot Btwe e« R deemantene 5 ee Qe :

L LR LU L

il ]

-

ok Live Preview of selected |+
” picture style |
)

(D |

| Cockto add rotes
Shte I wth  Pentaton on o of My (D

Additional Information

The Live Preview feature is
also available with many
other formatting features. It
does not appear if you use
the Mini Toolbar to apply
formatting.

Choose the  Metal
Rounded Rectangle

style.

Your screen should be
similar to Figure 1.67

Figure 1.66

When you point to a style, the style name appears in a ScreenTip and the
selected graphic displays how the selected picture style will look with your
graphic if chosen. This is the Live Preview feature of PowerPoint. As you
can see, many are not appropriate. However, you decide that the Metal
Rounded Rectangle style will enhance the graphic and the slide.

,': - B R Usiurtenr) - AbtroLoh Sowerdoet P hien Opens the Picture =lm¥
Wome et Deugn  Anmsteny  Shethew  Bavew  View | Feieet Styles gallery -
@ Begrenets + LM Comprent Metirns - 3 * o .

=49 2
D Savtoun Iy Oange Mty . - Anerbparr + Yledraten « 3 Reafyoue == 5

By heimar s g tuet Ry b 2 howetmem s Risecanten ¢

J

Figure 1.67
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As you look at the picture, you decide to remove the rectangle and instead
use an oval shape with a black border.

@ ciick [9-] undo in the

Quick Access toolbar.

@Hﬁ'l@" Vshrtesrl - Ubotoh Sonerdoes Aawr v ey
e T R : |
Another Method 3 Bagreners + 3 Compmest Aetisns —— B A =

D Sornnr = [y Ownge Pty g — 3 \3 & haer Baeane +  Wgtendraten v 12 * Baw. s
The keyboard short cut to s heciince, g it e — B O nositnm s | Dimmennn v O SIBW 2
Undo is +Z. agpat Pitos Sty . g

Your screen should be R

similar to Figure 1.68 T — = ‘d =
; etal Rounde;

Rectangle style removed

Ohick to add notes
Tt SN PRIOTEItGn 6n PrOdT B4 M \2

Figure 1.68

Using Undo reverses your last action. Notice that the Undo button
i you click 5] Undo includes a drop—‘down list button. Clicking th%s button displays a list .of the
multiple times, you remove most recent actions that can be reversed, with the most recent action at
the last actions one by one in | the top of the list. When you select an action from the drop-down list, you
sequence. ~ | alsoundo all actions above it in the list.

Additional Information

Working with Graphics PP1.67
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Choose the ' Metal
Oval style.

Click on

the Picture Styles
group.

Your screen should be
similar to Figure 1.69

[ Metal Oval style ] [ Picture Border button
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Figure 1.69

A drop-down gallery of Picture Border colors is displayed. You will change
the border color to black.

eﬂ Choose Black, Text 1 from the Theme Colors group.

Additional Information

You will learn about Themes
in Lab 2.

PP1.68 Lab 1: Creating a Presentation

PowerPoint 2007

@ Click outside the graphic to deselect the object.

® Close the Clip Art task pane.

® Save the presentation again.

@ Run the slide show from the first slide.

With the addition of the graphic, the title slide will make a much better
impression.

. Previewing and Printing the Presentation

Although you still plan to make many changes to the presentation, you
want to provide a copy of the slides to the foundation director to get
feedback regarding the content and layout. Although your presentation
looks good on your screen, it may not look good when printed. Previewing
the presentation allows you to see how it will look before you waste time
and paper printing it out. Many times, you will want to change the print
and layout settings to improve the appearance of the output.

( www.mhhe.com/oleary ]




Previewing the Presentation

Shading, patterns, and backgrounds that look good on the screen can
make printed handouts unreadable, so you want to preview how the
printout will look before making a copy for the director.

Click @ Office Print Preview Ribbon ]

Button and select o) W20 - & Prven] - MeToloR Pouettont -

Print. o Bt ———— —_—— — =1
@é : o) Y i awee B
MmN eaassy || = MYt huk [T s

Choose Print Preview -k s oo i) P

from the Print

submenu.

Your screen should be

similar to Figure 1.70

Print Preview shows
how slide will appear
when printed

Figure 1.70

The Print Preview window displays the first slide in the presentation as it
will appear when printed using the selected printer. It is displayed in color
if your selected printer is a color printer; otherwise, it appears in grayscale
"Use grayscale when your (shades of gray). Even if you have a color printer, you can print the slides
slides include patterns whose | in grayscale or pure black and white. The Print Preview tab is used to

colors you want to appear in modify the default print settings. You will print the slides in black and
shades ray. ) white

Additional Information

Previewing and Printing the Presentation PP1.69
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Y Options button
Click r in the Print

group. Oy ‘:v"" e S —
Select Color/Grayscale | ™ “*" = ”‘""'ﬂ

and choose Pure Black A .
and White from the

submenu. Page Setup group

Your screen should be

similar to Figure 1.71

Print Preview in displays |
slides in black and white |

Y

Join Animal Angels

Animal Rescue Foundation
Student Name, Volunteer Coordinatot

e Page i o (D

Figure 1.71

The preview shows how the slide will look when printed in black and white.

Specifying Printed Output

The Preview window displays a single slide on the page as it will appear
when printed. This is the default print setting. You can change the type of
printed output using the Print What menu selection. The output types are
described in the table below. Only one type of output can be printed at a
time.

Slides Prints one slide per page.

Handouts Prints multiple slides per page.

Notes Pages Prints the slide and the associated notes on a page.
Outline View Prints the slide content as it appears in Outline view.

You want to change the print setting to Handouts to print several slides on

Additional Information

You will learn about notes in a page.
Lab 2.
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Click [Fies__Jin %9972 ° e e

the Print What area of Sy e M R e B
the Page Setup group Wt Opt oo a. - Onmdiben | Suem Mo | | L,
and choose Handouts
(6 Slides Per Page). Print What drop-down menu

used to specify printed output
Your screen should be

similar to Figure 1.72

Print Preview of 6 slides
per page handouts in
portrait orientation

. . . Figure 1.72
Changing Page Orientation

You also want to change the orientation or the direction the output is
printed on a page. The default orientation for handouts is portrait. This
setting prints across the width of the page. You will change the orientation
to landscape so that the slides print across the length of the paper. Then
you will preview the other pages.

. ' @ . [ Prints presentation ] [ Changes orientation ] [ Next Page button ]
Click |owwess| in the 7 7 7
Ny ‘..,_0.!_.)' Loy s Z58 e _ =¥
Page Setup group and | "5/ - / i d iy At poct gl »

choose Landscape. @ &‘_,.. t‘@ R @uw_ |

! au- G prot |
1“. Jm” |

Click | .5«

Preview group
Print group

Your screen should be
similar to Figure 1.73

Second page of handouts
in landscape orientation

Figure 1.73

Previewing and Printing the Presentation PP1.71
PowerPoint 2007




;‘#
Click | == | in the Print
group.

Another Method

The menu equivalent to print
is “= Office Button/Print and
the keyboard shortcut is

+P

The last three slides in the presentation are displayed on the second page
in landscape orientation.

Printing the Presentation

Now, you are ready to print the handouts.

0 M2 0 ¢
-

Aot Mrves

Name of selected
printer

A et et

Your screen should be
similar to Figure 1.74
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Figure 1.74

Note: Please consult your instructor for printing procedures that may differ from the following
directions.

The Name text box in the Printer section displays the name of the selected
printer. You may need to specify the printer you will be using. (Your
instructor will provide the printer to select.) The Print Range settings
specify the slides to print. The default setting, All, prints all the slides, while
Current Slide prints only the slide you are viewing. The Slides option is used
to specify individual slides or a range of slides to print by entering the slide
numbers in the text box. The Copies section is used to specify the number of
copies of the specified print range. The default is to print one copy.

At the bottom of the dialog box, PowerPoint displays many of the same
options to control color output, number of slides per page, and orientation.
The options you specified in the Print Preview window are already
selected. The Frame Slides option is selected by default and displays a
border around each slide.
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94 If you need to select a different printer, open the Name drop-down list and select the appropriate printer.

® Click [__o<__].

@ Click qﬁ .

@ If necessary, make sure your printer is on and ready to print.

A printing progress bar appears in the status bar, indicating that the

program is sending data to the Print Manager, and your handouts should
be printing. Your printed output should be similar to that shown in the
Case Study at the beginning of the lab.

. Exiting PowerPoint

You have finished working on the presentation for now and will exit the

PowerPoint program.

Click [ x| Close in the title bar.

If asked to save the file again, click [__ves_].

Another Method

The menu equivalent to
exit PowerPoint is “*' Office

Button/[3 oo

EXPLORE YOUR CAREER OPTIONS

Account Executive

Sales is an excellent entry point for a solid career in
any company. Account Executive is just one of many
titles that a sales professional may have; Field Sales
and Sales Representative are two other titles. Account
executives take care of customers by educating them
on the company’s latest products, designing solutions
using the company’s product line, and closing the deal

Focus on Careers

to make the sale and earn their commission. These
tasks require the use of effective PowerPoint presen-
tations that educate and motivate potential custo-
mers. The salary range of account executives is limited
only by his/her ambition; salaries range from $30,000
to more than $120,540. To learn more about this
career, visit the Web site for the Bureau of Labor
Statistics of the U.S. Department of Labor.

PP1.73
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Concept Summary

Creating a Presentation

Key benefits of product or service
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Lab 1: Creating a Presentation

LAB 1

Slide (PP1.5)

A slide is an individual “page” of your
presentation.

Template

A template is a file containing
predefined settings that can be used as
a pattern to create many common types
of presentations.

(PP1.7)

Spelling Checker

(PP1.17)

The spelling checker locates all
misspelled words, duplicate words, and
capitalization irregularities as you create
and edit a presentation, and proposes
possible corrections.

AutoCorrect

(PP1.19)

The AutoCorrect feature makes some
basic assumptions about the text you are
typing and, based on these assumptions,
automatically corrects the entry.

( www.mhhe.com/oleary ]




Layout

(PP1.45)

Layouts define the position and format
for objects and text that will be added to
a slide. A layout contains placeholders
for the different items such as bulleted
text, titles, charts, and so on.

Font and Font Size

A font, also commonly referred to as a
typeface, is a set of characters with a
specific design. The designs have names
such as Times New Roman and Courier.
Each font has one or more sizes.

(PP1.52)

Graphics

(PP1.56)

A graphic is a nontext element or
object, such as a drawing or picture,
that can be added to a slide

Stacking Order

(PP1.63)

Stacking order is the order in which
objects are inserted into different layers
of the slide.

Layout button

3d text

Animal Reseus Foundation
Smadent Nuine, Vodantres Coswilinator

Ol 10 00d notes

W | W e o e o — 5

Join Animal Angeis ™

Concept Summary
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Lab Review

AutoCorrect PP1.19
AutoRecover PP1.33
character formatting PP1.51
clipart PP1.56

current slide PP1.11
custom dictionary PP1.17
default settings PP1.6
demote PP1.29
drawing object PP1.56
embedded object PP1.56
font PP1.52

font size PP1.52
formatting PP1.51
graphic PP1.56
keyword PP1.60
landscape PP1.70

layout PP1.45

Live Preview PP1.66
main dictionary PP1.17
Notes pane P1.10
object PP1.15

Outline tab P1.10
paragraph formatting PP1.51
picture PP1.56

picture style P1.65
placeholder PP1.15
placeholder text P1.9
point PP1.52

portrait PP1.70

promote PP1.29

sans serif font PP1.52
selection rectangle PP1.20

PP1.76 Lab 1: Creating a Presentation

Creating a Presentation

serif font PP1.52

sizing handles PP1.47
slide PP1.5

Slide pane P1.10

slide show PP1.49
Slides tab P1.10

source program PP1.56
spelling checker PP1.17
stacking order PP1.63
template PP1.7
thumbnail PP1.8
typeface PP1.52

view PP1.9

workspace PP1.5
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command summary

Shortcut

Command Action

@ Office Button

New

Open +0
Save +S
Save As F12
Print/Print + P

Print/Print Preview

Close

X Exit PowerPoint

Opens New Presentation dialog box
Opens existing presentation
Saves presentation

Saves presentation using new file name and/or
location

Opens Print dialog box
Displays preview of presentation
Closes presentation

Closes PowerPoint

Quick Access Toolbar

[ Save (Ctl)+ S
@ -] Undo () + Z

Saves presentation

Reverses last action

Clipboard group

+V
Cut + X
Copy +C
Slides group

e

Font group

Font
Size

Paragraph group
Bullets/Bullets and Numbering/Bulleted

Pastes item from Clipboard

Cuts selection to Clipboard

Copies selection to Clipboard

Inserts new slide with selected layout

Changes layout of a slide

Deletes selected slide

Changes font type

Changes font size

Formats bullets and numbers

Lab Review PP1.77




Lab Review

command summary
Command Shortcut Action
Editing group
[ selet - ]/Select All +A Selects everything in the placeholder box

lllustrations group

Inserts clip art
Inserts a picture from file

Slide Show tab
Start Slide Show group

»
2

from Displays presentation starting with the first slide

frgomes

dct £>Shift] + Displays presentation starting with the current

slide
Proofing group
v :
Spell-checks presentation

View tab

Presentation Views group

Switches to Normal view

Switches to Slide Sorter view

Runs slide show

‘ ’:v‘

Picture Tools Format tab

Size group

Crops picture to remove unwanted parts

o /

PP1.78 Lab 1: Creating a Presentation (
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command summary

Command

Picture Styles group
E| More

[y Picture Shape ~

=/ Picture Effects ~

Page Setup group
Print What

Shortcut

Print Preview tab

J

Action

Applies an overall visual style to picture
Changes shape of drawing
Applies a border style to picture

Applies a visual effect to picture

Specifies what is to be printed

Sets either Portrait or Landscape layout

Lab Review PP1.79



Lab Exercises

screen identification

1. In the following PowerPoint screen, letters identify important elements. Enter the correct term for
each screen element in the space provided.

. e aral 3 3
Srudent Name, Volunresr Coordinator

Possible answers for the screen identification are:

Clip art Ribbon A. I
Current slide Selection handle B. J
File name Slide pane C. K
Group Slide tab D. L
Object Status bar E. M
Office Button Subtitle F. N
Outline tab Tab G. (o)
Notes pane Thumbnail H. P.
PP1.80 Lab 1: Creating a Presentation ( SR PrEW ey o ]




Match the item on the left with the correct description on the right.

1. AutoRecover a. define the position and format for objects and text that will be
added to a slide

2. demote b. sample text that suggests the content for the slide

3. embedded object c. becomes part of the presentation file and can be opened and
edited using the source program

4. font size d. program that automatically saves work to a temporary file

5. layout e. displays each slide as a thumbnail

6. Notes pane f. height and width of the character commonly measured in points

7. placeholder text g. small image

8. slide h. includes space to enter notes that apply to the current slide

9. Slides tab i. indent a bulleted point to the right

10. thumbnail j. individual page of a presentation

multiple choice

Circle the correct response to the questions below.

1.

When the spelling checker is used, you can create a(n) dictionary to hold words that
you commonly use but are not included in the main dictionary.

a. custom

b. official

c. personal

d. common

If you want to provide copies of your presentation to the audience showing multiple slides on a
page, you would print

a. slides

b. handouts

c. note pages

d. outline area

The feature makes some basic assumptions about the text you are typing and, based
on these assumptions, automatically corrects the entry.

spell checker

grammar checker

template

AutoCorrect

I

Lab Exercises PP1.81



10.

PP1.82 Lab 1: Creating a Presentation (

Lab Exercises

The step in the development of a presentation that focuses on determining the length of your
speech, the audience, the layout of the room, and the type of audiovisual equipment available is

planning
creating
editing
enhancing

I

displays a miniature of each slide to make it easy to reorder slides, add special
effects such as transitions, and set timing between slides.
publish
slide sorter
template
normal view

> e g

is a file containing predefined settings that can be used as a pattern to create many
common types of presentations.

a. graphic

b. slide

c. presentation

d. template

If you want to work on all aspects of your presentation, switch to view, which

displays the Slide pane, Outline pane, and Note pane.

a. Slide Sorter

b. Outline

c. Slide

d. Normal

A is a nontext element or object, such as a drawing or picture, that can be added to a
1

a. slide

b. graphic
c. text box
d. template

. A(n) is an onscreen display of your presentation.

a. outline
b. handout
c. slide show
d. slide

A font, also commonly referred to as (a) , is a set of characters with a specific design.
a. typeface

b. font size

c. graphic

d. Times New Roman
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true/false

Circle the correct answer to the following questions.

1. Font is commonly measured in pixels. True
2. An embedded file cannot be edited in the source program. True
3. Aslide is a set of characters with a specific design. True
4. All drawing objects are inserted into the same layer of the presentation. True
5. The page orientation can be landscape or portrait. True
6. Graphics are objects, such as charts, drawings, pictures, and scanned

photographs, that provide visual interest or clarify data. True
7. Content templates focus on the design of a presentation. True
8. A layout contains placeholders for the different items such as bulleted

text, titles, charts, and so on. True
9. You can rely on AutoRecover to save your document for you. True

10. Font size is the height and width of the character and is commonly
measured in points. True

Complete the following statements by filling in the blanks with the correct terms.

False
False
False
False

False

False

False

False

False

False

1. order is the order objects are inserted in the different layers of the slide.

2. is a PowerPoint feature that advises you of misspelled words as you add text to a
slide and proposes possible corrections.

3. A is an individual “page” of your presentation.

4. A is text or graphics that appears at the bottom of each slide.

5. A is a miniature of a slide.

6. An embedded object is edited using the program.

7. The default orientation for handouts is

8. A is a file containing predefined settings that can be used as a pattern to create
many common types of presentations.

9. define the position and format for objects and text that will be added to a slide.

10. The size of a can be changed by dragging its sizing handles.

Lab Exercises
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Lab Exercises

Hands-On Exercises

% Easy

Step-by-step % % Moderate
% % % Difficult

Triple Crown Presentation *

1. Logan Thomas works at Adventure Travel Tours. He is working on a presentation about
lightweight hiking to be presented to a group of interested clients. Logan recently found some new
information to add to the presentation. He also wants to rearrange some slides and make a few
other changes to improve the appearance of the presentation. The handouts of your completed
presentation will be similar to those shown here.

a. Open the file pp01_Triple Crown. Run the slide show.

b. Enter your name in the subtitle on slide 1.

c. Spell-check the presentation, making the appropriate corrections.

d. Change the layout of slide 5 to Title Only.

e. Move slide 6 before slide 5.

f. Insert the picture pp01_Jump on slide 4. Size and position it appropriately.
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g. Insert a new slide using the Two Content layout after slide 4.
h. Enter the title Less is More. Insert the picture pp01_Stream in the content placeholder.

i. Change the layout of slide 7 to Title and Content layout. Add the following text in the text
placeholder: Gontact Tracey Lynn at Adventure Travel Tours or visit us on the Web at
www.AdventureTravelTours.com/hiking.

j- Run the slide show.

k. Save the presentation as Triple Crown Presentation. Print the slides in landscape orientation as
handouts (four per page).

Writing Effective Resumes * %

2. Assume that you work for the career services center of a major university and are working on a

presentation to help students create effective resumes and cover letters. You are close to finishing
the presentation but need to clean it up and enhance it a bit before presenting it. The handouts of
your completed presentation will be similar to those shown here.

a. Open the PowerPoint presentation pp01_Resume.

b. Run the Spelling Checker and correct any spelling errors.
c. On slide 1: Display in normal view.

Change title font size to 44 pt.

Change subtitle font size to 36 pt.

Insert, size, and position the picture from file pp01_Success.

Creating o Efvos ¢ Prioms od Cov o Lemnt 1
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Lab Exercises

. On slide 2, replace “Student Name” with your name.

. On slide 5, capitalize the first word of each bulleted item.

f. On slide 6, split the slide content into two slides. Move the first bulleted item on the new slide

= 0e

(7) back to slide 6 so slide 7 begins with the “Other” bulleted item.

. On slide 10, reorganize the bulleted items so that “Types of cover letters” is the first item.
. To match the slide order with the way the topics are now introduced, move slide 13 before slide 11.

. On slide 13: Break each bulleted item into two or three bullets each as appropriate.

Capitalize the first word of each bulleted item.

Remove any commas and periods at the end of the bullets.

. Save the presentation as Resume1.
. Run the slide show.

. Print the slides as handouts (nine per page in landscape orientation) and close the presentation.

Driving Safety * %

3. Assume that you are a paramedic and have been asked to give a lecture to high school students

about the danger of distracted driving.
You have already organized statistics
and data for the presentation, but now
you need to add clip art, edit, and
finalize the presentation. The handouts
of your completed presentation will be
similar to those shown here.

a.

b.

C.

e. Move slide 4 before slide 3.

. On slide 5, insert the picture from file

=

PP1.86 Lab 1: Creating a Presentation (

. On slide 4:

. Save the presentation as Distracted Driving.

Dangers of Distracted Driving

DistractedDriving

Dademtame

Open the PowerPoint presentation
pp01_Distracted Driving.

Run spell check and correct any errors.

On slide 1, replace “Student Name”
with your name.

Other Types of Distractions Why are Cell Phones Dangerous?

+ Over 250,000 crashas wers caued 3y o2l phoss
e

+ Talikimg o= Sysing carly douiio Sonak

Change the layout to Two Content.
Promote bullet 1.
Demote the last bullet.

Insert, size, and position the picture
from file pp01_Cell Phone into the right
content area. | nformation:

pp01_Car Logo and position it in the
lower-right corner of the slide.

. Run the slide show.

. Print the slides as handouts (six per page) and close the presentation.
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Employee Orientation * % %

4. As the front desk manager of the Claremont Hotel, you want to make a presentation to your new
employees about all of the amenities your hotel offers its guests as well as information on
activities and dining in the area. The purpose of this presentation is to enable employees to
answer the many questions that are asked by the guests about both the hotel and the town. The
handouts of your completed presentation will be similar to those shown here.

a. Open pp01_Claremont Hotel, which uses the Employee Orientation Presentation template from
Microsoft Online.

b. On slide 1:

Enter Claremont Hotel as the company name, right-align this subtitle, and set the font color to
red and size 24.

Insert, size, and position the picture from file pp01_Claremont Logo in place of the “your logo
here” graphic.

c. On slide 2:
Enter Amenities and Activities for Guests as the title.
Enter the sample bulleted text What is there to do? as the first bullet.
Enter At the Hotel or In the Town? as the second bullet.
Remove the remaining bullet placeholders.
Lab Exercises PP1.87
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d. Insert a new slide after slide 2. In this slide:

Set the layout to Title and Content.

Enter Hotel Amenities and Activities as the title.
Enter Dining as the first bullet.

Enter Activities as the second bullet.

Enter Other amenities as the third bullet.

e. Insert a new slide after slide 3. In this slide:

Set the layout to Title and Content.

Enter Dining as the title.

Enter Breakfast as the first bullet under Dining.

Enter Eggs Benedict or custom omelet and demote to appear as the first bullet under Breakfast.
Enter Daily chef’s special as the second bullet under Breakfast.

Enter Lunch and promote to appear as the second bullet under Dining.

Enter Custom-pack lunch for outings and demote to appear as the first bullet under Lunch.
Enter Build-your-own sandwich bar as the second bullet under Lunch.

Enter Dinner and promote to appear as the third bullet under Dining.

Enter Four course meal (salad, soup, entrée, dessert) as the first bullet under Dinner.

Enter Three nightly chef specials as the second bullet under Dinner.

f. Insert a new slide after slide 4. In this slide:

Set the layout to Title and Content.

Enter Activities as the title.

Enter Morning as the first bullet under Activities.

Enter Bird watching on the veranda and demote to appear as the first bullet under Morning.
Enter Lecture/Tour of gardens and hotel as the second bullet under Morning.

Enter Afternoon and promote to appear as the second bullet Activities.

Enter Daily guest lecture or class as the first bullet under Afternoon.

Enter Historic walking tour of downtown as the second bullet under Afternoon.

Enter Evening and promote to appear as the third bullet under Activities.

Enter Champagne meet/greet and demote to appear as the first bullet under Evening.
Enter Live music/dancing with dinner as the second bullet under Evening.

g. Insert a new slide after slide 5. In this slide:

PP1.88

Set the layout to Title and Content.
Enter Other Amenities as the title.
Enter Special Dining Events as the first bullet under Other Amenities.

Enter Sunday champagne brunch and demote to appear as the first bullet under Special Dining
Events.

Enter Saturday afternoon tea as the second bullet under Special Dining Events.

Lab 1: Creating a Presentation ( e o ey 1 e ]




Enter Extras and promote to appear as the second bullet for Other Amenities.

Enter Third Tuesday cooking class and demote to appear as the first bullet under Extras.
Enter Tour of haunted houses on Saturdays at nine as the second bullet under Extras.
h. Delete slides 7 through 13.
i. On slide 7:
Enter Hotel amenities and activities as the first bullet under Summary.
Enter Dining and demote to appear as the first bullet under Hotel amenities and activities.
Enter Activities as the second bullet under Hotel amenities and activities.
Enter Other amenities as the third bullet under Hotel amenities and activities.
Enter Always remember and promote to appear as the second bullet under Summary.

Enter Our guests are our customers and demote to appear as the first bullet under Always
remember.

Enter Treat our guests as friends as the second bullet under Always remember.

Enter Thanks for attending and put these ideas into practice and promote to appear as the third
bullet under Summary.

Delete any remaining bullet placeholders.
j- Save the presentation as Claremont Hotel Orientation.
k. Run the slide show.

1. Print the slides as handouts (four per page in landscape orientation).

Interviewing Basics * k%

5. Jane DuBois works in a job recruitment office. She has just started preparing a presentation on

interviewing skills for her new recruits. Jane has organized the topics to be presented and located a
graphic that will complement the talk. She is now ready to use PowerPoint to create her presentation.
The handouts of your completed presentation will be similar to those shown on the next page.

a. Open the Training Presentation-General template in file pp01_Interviewing.
b. On slide 1:

Enter Interviewing Basics as the title and change the font to 72.
Enter your name as the presenter.
Insert, size, and position the picture from file pp01_Interview.
c. On slide 2:
Enter Interviewing basics and beyond as bullet 1.
Enter First impressions last as bullet 2.
Enter An interviewer’s guide to interviews as bullet 3.
Delete the tip at the bottom of the slide.
d. On slide 3:
Enter Today’s Lesson as the title.
Enter Lesson 1: Before you go as the first bullet under Today’s Lesson.
Enter Preparing your resume, learn about employer, practice as the first bullet under Lesson 1:

Before you go.
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Interviewing Basics

Enter Lesson 2: During the interview as the second bullet under Today’s Lesson.
Enter Asking and answering questions as the first bullet under Lesson 2: During the interview.
Enter Lesson 3: Following up as the third bullet under Today’s Lesson.
Enter Write thank-you note as the first bullet under Lesson 3: Following up.
e. On slide 4:
Enter Lesson 1: Before you go as the title.
Enter Preparing a clean, error-free resume as bullet 1.
Enter Research selected employers as bullet 2.
Enter Practice, practice, practice as bullet 3.
Delete the tip at the bottom of the slide.
f. Delete slides 5 and 6.
g. On slide 5:
Enter Lesson 2: During the interview as the title.
Enter Listen carefully as bullet 1.

PP1.90 Lab 1: Creating a Presentation (
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Enter Answer questions directly and precisely as bullet 2.

Enter Ask questions about job responsibilities as bullet 3.
Delete the tip at the bottom of the slide.
h. Delete slides 6 and 7.
i. On slide 6:
Enter Lesson 3: Following up as the title.
Enter Write a thank-you note within 24 hours as bullet 1.
Enter State your interest in the job as bullet 2.
Enter as bullet 3 Briefly summarize your credentials.
Delete the tip at the bottom of the slide.
j- Delete slides 7 and 8.
k. On slide 7:
Enter Summary as the title.
Enter Be prepared as the first bullet under Summary.
Enter Interview effectively as the second bullet under Summary.
Enter Follow up as the third bullet under Summary.
Delete any unused placeholders.
. Delete slide 8.
. Save the presentation as Interviewing Basics.
. Run the slide show.

o =2 B —

. Print the slides as handouts (four per page in landscape orientation).

Internet Policy Presentation %

1. You are working in the information technology department at International Sales Incorporated.
Your manager has asked you to give a presentation on the corporation’s Internet policy to the new
hire orientation class. Create your presentation with PowerPoint, using the information in the
Word file pp01_Internet Policy as a resource. Use a template of your choice. When you are done, run
the spelling checker, then save your presentation as Internet Policy and print it.
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Telephone Training Course * %

2. You are a trainer with Super Software, Inc. You received a memo from your manager alerting you
that many of the support personnel are not using proper telephone protocol or obtaining the
proper information from the customers who call in. Your manager has asked you to conduct a
training class that covers these topics. Using the Word document pp01_Memo data file as a resource,
prepare the slides for your class. When you are done, save the presentation as Phone Etiquette and
print the handouts.

Car Maintenance Presentation * %

3. You work as a field representative for a large auto parts manufacturer. A local organization has
asked you to make a presentation on basic car maintenance. Using the Web or other resources,
locate content and graphics for your presentation. Create the presentation using PowerPoint and
save the presentation as Car Maintenance. Print the handouts.

Classroom Policies Presentation * % %

4. You work in a local high school and have been asked to prepare a presentation on the rules and
policies of your school. Using the Web or other resources, gather information and graphics about
school policies. Using a template of your choice, create the presentation, save it as School Rules, and
print the handouts.

Careers with Animals * % %

5. You have been volunteering at the Animal Rescue Foundation. The director has asked you to
prepare a presentation on careers with animals to present to local schools in hopes that some
students will be inspired to volunteer at the foundation. Using the Word document pp01_Animal
Careers data file as a resource, create the presentation. Add photos or clip art where appropriate.
When you are done, save the presentation as Careers with Animals and print the handouts.

PP1.92 Lab 1: Creating a Presentation (
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Modifying and Refining Y.

a Presentation

Objectives

After completing this lab, you will know how to:

Find and replace text.

©®

Create and enhance a table.

®

Duplicate and hide slides.

o

Modify graphic objects and create a text box.

)

Create and enhance Shapes.

@

Create and animate SmartArt graphics.

©

Change the theme.

©

odify slide masters.

>
Q

d and hide slide footers.

A

(=}

d animation, sound, and transitions.

Control and annotate a slide show.

(=)

®

Add speaker notes.

®

Document a file.

4

Customize print settings.

PP2.1



Case Study

Animal Rescue Foundation

The Animal Rescue Foundation director was very
impressed with your first draft of the presentation to
recruit volunteers, and asked to see the presentation
onscreen. While viewing it together, you explained
that you plan to make many more changes to
improve the appearance of the presentation. For
example, you plan to use a different color theme and
to include more art and other graphic features to
enhance the appear-
ance of the slides.
You also explained
that you will add
more action to the
slides using the spe-
cial effects included
with PowerPoint to
keep the audience’s
attention.

The director sug-
gested that you
include more infor-
mation on ways that

PP2.2

volunteers can help. Additionally, because the
organization has such an excellent adoption rate,
the director wants you to include a table to illus-
trate the success of the adoption program.

Office PowerPoint 2007 gives you the design and
production capabilities to create a first-class
onscreen presentation. These features include artist-
designed layouts and color themes that give your
presentation a pro-
fessional appearance.
In addition, you can
add your own per-
sonal touches by
modifying text attrib-
incorporating
art or graphics, and

utes,

including animation
to add impact, inter-
est, and excitement
to your presentation.
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Displaying information
in tables makes data
easy to understand.
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Graphics add interest
and dynamically display
information.

() JOIN ANIMAL
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Animations and transitions add action
to a slide show.

PP2.3




Concept Preview

The following concepts will be introduced in this lab: ~
Find and Replace To make editing easier, you can use the Find and Replace feature to find
text in a presentation and replace it with other text.
Table A table is used to organize information into an easy-to-read format of horizontal rows
and vertical columns.
Alignment Alignment controls the position of text entries within a space.
Document Theme A document theme is a predefined set of formatting choices that can be
applied to an entire document in one simple step.
Master A master is a special slide or page that stores information about the formatting for all
slides or pages in a presentation.
Animations Animations are special effects that add action to text and graphics so they move
around on the screen during a slide show. )

, Replacing Text

After meeting with the Foundation director, you updated the content to
include the additional information on ways that volunteers can help the
Animal Rescue Foundation.

0—. start Ofﬁce &5) MO0 3 L0 Vedarteetl - Maorovell BowerBoet -y

PowerPoint 2007. 7 meme | wumt Oeian . dvmsten  ethew  Fesew  Vew e
w RN Nl iz e 1)1 ——l_lj T ra Ares
— B YRR | B = N Ul - Mm—- 2t - 1%
® Open the file S\ T orra

pp02_Volunteer2.

How Do You Become An Angel?
@ If necessary, switch to : —

Normal view.

@ Replace Student Name
in slide 1 with your
name.

@ Scroll the Slides pane to
view the content of the
revised presentation.

Your screen should be
similar to Figure 2.1

Figure 2.1

You added two new slides, 9 and 10, with more information about the
Animal Angels volunteer organization, making the total number of slides

PP2.4 Lab 2: Modifying and Refining a Presentation (
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in the presentation 11. As you reread the content of the presentation, you
decide to edit the text by replacing the word “pet” in many locations with
the word “animal.”

~

Concept 1

Find and Replace ~

i To make editing easier, you can use the Find and Replace feature to find text in a presentation and
replace it with other text. The Find feature will locate and identify any text string you specify in the pres-
entation by highlighting it. When used along with the Replace feature, not only will the string be iden-
tified, but it will be replaced with the replacement text you specify if you choose. For example, suppose
you created a lengthy document describing the type of clothing and equipment needed to set up a
world-class home gym, and then you decided to change “sneakers” to “athletic shoes.” Instead of delet-
ing every occurrence of “sneakers” and typing “athletic shoes,” you can use the Find and Replace feature
to perform the task automatically.

The Replace feature also can be used to replace a specified font in a presentation with another. When
using this feature, however, all text throughout the presentation that is in the specified font to find is
automatically changed to the selected replacement font.

The Find and Replace feature is fast and accurate; however, use care when replacing so that you do
not replace unintended matches.

J

Using Find and Replace

You want to replace selected occurrences of the word “pet” with “animal”
throughout the presentation. Because it is easier to read the text in the
Slide pane, you will make that pane active before starting. Whichever
pane is active at the time you begin using Find and Replace is the pane in
which the located text will be highlighted.

0—. Select slide 1 in the 03) R Replace button i -
- - . ~ | Wame buert Dwugn ramatany Thae thew Favew View
Slides tab and click in A e A mem 19 23 s Pres

. 3 1S Na (¥ g KL 2
the Slide pane to make | .. N e Wi U S A A B SR g e o
it active.

Editing group
@ If necessary, open the

Home tab.

@ Click

Replace in the Editing
group.

Another Method

The keyboard shortcut to
replace text is + H.

Your screen should be
similar to Figure 2.2

Shtef Ll Prpentanan on product of e’ D

Figure 2.2
Replacing Text PP2.5
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Type pet in the Find
what: text box.

Additional Information

After entering the text to
find, do not press or
this will choose and

the search will begin.

® Press or click
in the Replace with:

text box.

@ Type animal in the

@ Click [Fanes J.

@ If necessary, move the
dialog box so you can
see the located text.

Replace with: text box.

In the Replace dialog box, you first enter the text you want to locate in the
Find what: text box. The two options described in the following table
allow you to refine the procedure that is used to conduct the search.

Option Effect on Text

Match Case Distinguishes between uppercase and lowercase
characters. When selected, finds only those
instances in which the capitalization matches the
text you typed in the Find what: box.

Find Whole Words Only  Distinguishes between whole and partial words.
When selected, locates matches that are whole
words and not part of a larger word. For exam-

ple, finds “cat” only and not “catastrophe” too.

Then, the text you want to replace the located text is entered in the
Replace with: text box. The replacement text must be entered exactly as
you want it to appear in your presentation.

You want to find all occurrences of the complete word “pet” and replace
them with the word “animal.” You will not use either option because you
want to locate all words regardless of case and because you want to find
“pet” as well as “pets” in the presentation.

Q:J H2-0 Coawang Tosh
= - Dusghn  Anmetiny S Shew  Favew View Tarmet .
— . . X -
& U et Bty - 3 - AP B ";:'.Il‘.ﬂ P .ixJ 7 2o thepe ra Mree
J 5 e RIS L S O+ @ i <
e ol oS POUNIE BV 28 IR R QTR O L L R oo ok E RS R
. FErggn D vy Patng

Ohpmond - W Tore

First match
for search text

Text to locate

Replacement
text

3

Figure 2.3
Your screen should be
similar to Figure 2.3 Immediately, the first occurrence of text in the presentation that matches
the entry in the Find what: text box is located and highlighted in the Slide
pane. You will replace the located word in slide 2 with the replacement text.
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Your screen should be
similar to Figure 2.4

Figure 2.4

The located text is replaced with the replacement text and the next
occurrence of text in the Find what: box is located. You could continue
finding and replacing each occurrence. You will, however, replace all the
remaining occurrences at one time. As you do, the replacement is entered
in lowercase even when it replaces a word that begins with an uppercase
character. You will correct this when you finish using replacing.

O - ciick to

continue. TSN PG [ A P - x
. . _73 1 i el QeI ¥ 3] |“f’: qp C_lel 5 mre Prme
® Click[_o<_Jin o R e, WA A A BEREE] o e oo o S
response to the Copend 5. 3kde vort 2 [—— Sy . e
finished searching = V
dialog box. -

Why Are Amimals Abandoned?

® Click [_cose ] to ‘ ~» Pooror detesionting
close the Replace - !
dialog box.

@ Edit the word
“animals” to
“Animals” in slide 3.

@ Save the presentation

as Volunteer2.
Your screen should be
similar to Figure 2.5
Figure 2.5
Replacing Text PP2.7
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If you plan to change all occurrences, it is much faster to use the [ Replaceal |.
Exercise care when using Replace All, however, because the search text you
specify might be part of another word and you may accidentally replace
text you want to keep.

,.Creating a Simple Table

During your discussion with the director, he suggested that you add a slide
containing data showing the success of the adoption program. The
information in this slide will be presented using a table layout.

~

Concept 2

~
A table is used to organize information into an easy-to-read format of horizontal rows and vertical
columns. The intersection of a row and column creates a cell in which you can enter data or other infor-
mation. Cells in a table are identified by a letter and number, called a table reference. Columns are iden-
tified from left to right beginning with the letter A, and rows are numbered from top to bottom beginning
with the number 1. The table reference of the top-leftmost cell is A1 because it is in the first column (A)
and first row (1) of the table. The third cell in column 2 is cell B3. The fourth cell in column 3 is C4.

Column B

G <—| Column references

A (—' Row 3

Row references Cell B3

Tables are a very effective method for presenting information. The table layout organizes the informa-
tion for readers and greatly reduces the number of words they have to read to interpret the data. Use
tables whenever you can to make the information in your presentation easier to read.

J

I—»c\mbwr\)b—*
b -

The table you will create will display
columns for the year, and for the number of

Year Rescues Adoptions

rescues and adoptions. The rows will display , = ,
the data for the past four years. Your el AV 1995
completed table will be similar to the one 2005 1847 1784
shown here. =
2006 1982 1833
2007 2025 1943
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Creating a Table Slide

To include this information in the presentation, you will insert a new slide
after slide 5. Because this slide will contain a table showing the adoption
data, you want to use the Title and Content layout.

New Slide drop-
down menu button

€ Display siide 5.

/
D) W20 \okaterd © MCTOROR =iy
® Open the | drop- '99 P o AR o R SOt (R, _
down menu from the o S § W E e pmenn W (P Sy o "’;‘I‘,'c;' ,h:']—"
3 2 = - =2l it it
Slides group on the AL s Poi s HaA mmamE] G meesme o] 0 ayout
Home tab. e :

@ Choose the Title and
Content layout.

Additional Information

PowerPoint remembers the
last slide layout used while
working in this presentation or
during the current session and

Content place-
holder icons

inserts it when you click | -

Your screen should be
similar to Figure 2.6

Clidk 1o add notes

Figure 2.6

Inside the content placeholder are six icons shown below each representing
the different types of content that can be inserted. Clicking an icon opens
the appropriate feature to add the specified type of content.

Graphi
Insert Table L
fr— : 4
Cim, ’ .
: Insert Medla
Cllp

Cllp Art

Insert Picture
from File

Creating a Simple Table PP2.9
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Enter the title Success
Rate in the title
placeholder.

Click the [ ] Insert
Table icon in the
center of the slide.

Your screen should be
similar to Figure 2.7

Specify 3 columns and
5 rows.

Inserting the Table

First, you will add a slide title and then you will create the table to display
the number of adoptions and rescues.

@ d492-0 ¢ RAten(? - Ak " Sometd vt Coawmng Toen =i
B:' ,—JJW' Catewend S2ey - 3 'iA'A'ﬁ')?"“E”‘."‘s'"”: ‘{P% 'u;::;-- ::ﬂ'
B e B W E A SWEEE| n. s s ST S

Chpwonct | hanadd

S

ey

l"

fert ~ rerga %

2| Specify number
Specify number of rows in table
of columns in table 3
Insert Table
Tl

w 355 &5

3

¢
P
P
- IR
i

Figure 2.7

In the Insert Table dialog box, you specify the number of rows and

columns for the table.
/{ Table Tools Design tab ]

Having Trouble?

You can type in the number
or use the scroll buttons to
increase or decrease the
number.

‘i& 20 s Usturtenr? - AboLoh Sowerdoes e ='.
T weme et Oevgn Ammetenr Shethew  Bedew  Vew  Doon Lyt
¥ acer Row Pt Cohamn = A' . e
aaaes
" Yot bem 1262 Canemn i b S B 3 e T - - _.‘:] =
-t 3RSy Seb ] e e 33T e
0% Srass s [ one FISCISRSITITRERRSRECSSST B0 | 32 5 (Zncce

Table with 3 columns
and 5 rows

i Click [__o<__].

Your screen should be
similar to Figure 2.8
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A basic table consisting of three columns and five rows is displayed as a
selected object. In addition, the Table Tools Design tab opens in anticipation
that you will want to modify the design of the table.

Entering Data in a Table

Now, you can enter the information into the table. The insertion point
appears in the top-left corner cell, cell Al, ready for you to enter text. To
move in a table, click on the cell or use to move to the next cell to
the right and + to move to the cell to the left. If you are in the
last cell of a row, pressing takes you to the first cell of the next row.
You also can use the (#) and (3] directional keys to move up or down a
row. When you enter a large amount of text in a table, using to
move rather than the mouse is easier because your hands are already on

the keyboard.
Type Year. @ FERCEE Velkatoer? - SALSOCOR Pommrbont Yo Yot = x
- Weme  Bumt  Opign Anmsteny SMelhew Faew  Wew  Ooon Lt
¥ maacer Pow Fuct Cohamn > bA- --713
Press orclick  [Sam T | 2 | ou K- A=l o
on the next cell to the o i MR i i .

right.

rn;ﬂ- ’

Having Trouble?

Do not press to move
to the next cell as this adds a
new line to the current cell. If

this happens, press

to remove it.

|

|

Your screen should be
similar to Figure 2.9

ﬁ

| Clidkto add notes

Figure 2.9
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Add the remaining
information shown
above to the table.

Your screen should be
similar to Figure 2.10

PP2.12 Lab 2: Modifying and Refining a Presentation

PowerPoint 2007

Next, you will complete the information for the table by entering the data
shown below.

Col.A | Col.B Col.C
Row1 | Year | Rescues | Adoptions
Row2 | 2004 | 1759 1495

Row 3 | 2005 | 1847 1784

Row 4 | 2006 | 1982 1833
Row 5 | 2007 | 2025 1943

@HQ'U * \okesterd + NCIOSOR Fowerbont =¥
B e (B8 el KW E e e TP 2 p il Y e Arme
:3-.! ;jﬁ"" A"A.',‘P"’ _"."- Lly‘\b W Gt vt G Repltate
R . Apete 1WT e B AT AN (B NN] g TeR e R etnin - | R feea
Copmgent 5 i fort _ Pemgueh Drny e

Rescue and
adoption data

—— 2 .

Figure 2.10

You are happy with the table but would like to increase the font size of the
text to make it more readable on screen. The size of the font in a table can
be changed like any other text on a slide. However, selecting text in a table
is slightly different. The following table describes how to select different
areas of a table.

( www.mhhe.com/oleary ]




Area to Select Procedure
Cell Drag across the contents of the cell.
Row Drag across the row or click in front of the row

when the mouse pointer is a =

Column Drag down the column or click in front of the row
when the mouse pointer is a 4.

Multiple cells,
rows, or columns Drag through the cells, rows, or columns when
the mouse pointeris a #M or |.
Or select the first cell, row, or column, and hold
down (> shift) while clicking on another cell, row,
or column.
Contents of next cell Press (Tab'5).
Contents of previous cell Press ({Shift) + (Tab'5).
Entire table Drag through all the cells or click anywhere inside
the table and press + A.
Increase Font
Size button
Select all the text in o, @20 ¢ ekt - Whiroo] Pomerbont e oo =
thetable. J--. Burt  Degn  Ametany e Favew  View  Omagn  Layewt
e B commaton - 1 (K05 B el (P Ty S ::‘;
g o (B & B MTA BERBE] . Wee e ot S L
Open the Home tab. ok L bt u e == e
- Font size of all table
Click Increase : entries increased
Font Size in the Font
group four times.

Additional Information

Clicking increases the
font size by units.

Your screen should be
similar to Figure 2.11

Figure 2.11

The font size has quickly been increased by four units, and at 32 points the
text is much easier to read.

Creating a Simple Table PP2.13
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04 Drag the lower-right-

corner sizing handle
down and outward to
increase the table size
as in Figure 2.12.

Additional Information

The mouse pointer will
appear in ™, when you can
drag the corner sizing handle.

Your screen should be
similar to Figure 2.12

Additional Information

You also can double-click on
the boundary line to
automatically size the width

—

to the largest cell entry.

PP2.14 Lab 2: Modifying and Refining a Presentation (
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Sizing the Table and Columns

You now need to increase the overall size of the table and then adjust the
size of the columns to fit their contents.

.l_-jy‘ H2 0 ysfurtenr? - AboLoh Ponerdoet T Toe =ls
YR B cmetnen - - (A0 (B P Ty S e
;. & A - D o nees Cma 4 Popinie *

7 e bt (L Wk 8B ATA S W EE] G S ey Bk

- UNape B < o Seheat <
s

Success Rate
| Rescues

Table size
increased

AN /
A\V/4

Column boundaries

Figure 2.12

To adjust the individual column width or row height, you drag the row
and column boundaries. The mouse pointer appears as a +|* when you can
size the column and == when you can size the row. The mouse pointer

appears a *j; when you can move the entire table.
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Drag the right column
boundary line of the
year column to the
left to reduce the
column width as in
Figure 2.13.

Drag the boundary
lines of the other
two columns to the
left to reduce the
column widths as
in Figure 2.13.

Drag the entire table
to center it in the slide
as in Figure 2,13.

Your screen should be
similar to Figure 2.13

s B T Usturtenr? - UbroLoh Sowerdoes T Tostt ~iwx
| weme | st Oqugn  Anmsteny  GMethew  Favew Ve Omgn  Lawwt

j‘ '_“""“ Garmand Bogy © 32 Aa‘q'}xﬁ R N B |3 L[P’;_‘d ::::... :""
iy e 3,_, B Ak A EEEEG n-'-"_-.;‘;: st T s e
Pyt '3 ] R ]

ww-‘ beadd (o ~

Year Rescues [Adoptions
il
Table centered
on slide :

Column widths
reduced

Click to add notes
Shted 012 Prrientaian on produc o ey’ D

Figure 2.13

Now the columns are more appropriately sized to the data they display.

Aligning Text in Cells

The next change you want to make is to center the text and data in the
cells. To do this, you can change the alignment of the text entries.

Creating a Simple Table PP2.15
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Concept 3

~

Alignment controls the position of text entries within a space. You can change the horizontal placement
of an entry in a placeholder or a table cell by using one of the four horizontal alignment settings: left,
center, right, and justified. You also can align text vertically in a table cell with the top, middle, or bot-
tom of the cell space.

Horizontal Alignment Effect on Text Vertical Alignment Effect on Text

Left Aligns text against the | Top Aligns text at the top
left edge of the place- of the cell space.
holder or cell, leaving Text

the right edge of text,
which wraps to another

line, ragged.

Center Centers each line of Middle Aligns text in the
text between the left middle of the cell
and right edges of the space.
placeholder or cell. Text

Right Aligns text against the |Bottom Aligns text at the
right edge of the bottom of the cell
placeholder or cell, space.
leaving the left edge
of multiple lines Text
ragged.

Justified Aligns text evenly with

both the right and left
edges of the place-
holder or cell.

J

The commands to change horizontal alignment are on the Home tab in
the Paragraph group. However, using the shortcuts shown below or the
Mini Toolbar is often much quicker.

Keyboard
Alignment Shortcut
Left +L
Center +E
Right +R
Justified +J

PP2.16 Lab 2: Modifying and Refining a Presentation (
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The data in the table is not centered within the cells. You want to center
the cell entries both horizontally and vertically in their cell spaces.

04 Select the entire
Table Tools Design tab ]

contents of the table.
H2 0 Valcxteerd © ABOLON PowerBoss T Yool ='W
Riaht-click h S meme | et Drien  Anmsteny  Seethew  Briew  View
® Right-click on the By 48 & ; g Jpmemmr e

ght= _ ‘3‘ L) commenagenr - 51 - (KU smqa o L el
selection and click e s B SN A A BEBES - s .,,.. <t -
Center in the Mini B e - - A L
Toolbar.

Another Method

You also could click Center
in the Paragraph group of the
Home tab.

Year Rescues Adoptions

i . All cell entries are
YT < 1847 3 centered horizon-

Open the Align ¥ gy’ tally and vertically
Text drop_down menu p ; : within their cells

in the Paragraph group
and choose Middle.

Your screen should be
similar to Figure 2.14

Clidk to add notes
Shted o112 Prmientinen on produd o ey’ D

Figure 2.14

Changing the Table Style

Next, you will add a color and other formatting changes to the table. To
quickly make these enhancements, you will apply a table style. Like
picture styles, table styles are combinations of shading colors, borders,
and visual effects such as shadows and reflections that can be applied in
one simple step. You also can create your own table style effects by
selecting specific style elements such as borders and shadows individually
using the Shading, Borders, and Effects commands from the
Table Styles group on the Table Tool Design tab.
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oa Open the Table Tools ' Ve s Mttt sy

wame | Duet Oeign  Avmatiny T Show Favew Ve
Design tab. = Bins AR e D & i e
g oy & :“"‘“ AN == || uwile 1)1 -~_l] W e Outma gl:‘nn

Pats Now B lldtn s mEamn e || P Ainpr, Ouh 2 sewa s

J | thger %dDents

o Click =] More in the
table styles group to
display the Table
Styles gallery.

Year Rescues \\l'l‘\lllil1‘~
@ Select several table
styles to see how they

look in Live Preview. Dark Style 2 table
style applied to

the table

©® Choose Dark Style 2
from the gallery.

Having Trouble?

Scroll the gallery to see the
Dark Styles at the bottom of
the gallery.

Click outside the table Figure 2.15
to see the new format.

The style has been changed. New formatting has been applied to the table.
Save the file. The enhancements added to the table greatly improve its appearance. The
table displays the information in an attractive and easy-to-read manner.

Your screen should be

simiarto Figure 2.15—_ Mjodifying and Creating Graphic Objects

Now you are ready to enhance the presentation by adding several
graphics. As you have seen, you can easily add clip art and photographs to
slides. Many of the clip art graphics can be customized to your needs by
changing colors and adding and deleting elements.

Changing the Slide Layout

First, you want to add a graphic to slide 2. Before adding the graphic, you
will change the slide layout from the bulleted list style to a style that is
designed to accommodate text as well as other types of content such as
graphics.

PP2.18 Lab 2: Modifying and Refining a Presentation (
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Two Content layout

= ==y ; ; 23 v 1 toe
A+ = = ¥ applied to slide ~ Rt ®

i} 2 e Ouoma - 0, Moplate +

04 Display slide 2. R A Layout button | T— =
. . 0 s
® Click in the -

Slides group of the o) - ~ .| content placeholder
R added to right side

Home tab.

@ Choose the Two ey Topxcs or Dnscuss:on ‘
Content layout. ” P
Bulleted text place-

Your screen should be , ':JS::, lisf,f:,:?tdside
similar to Figure 2.16

Clidk to add notes

Figure 2.16

A content placeholder was added on the right side of the slide, and the
bulleted text placeholder was resized and moved to the left side of the slide.
You will add a clip art graphic of a question mark and then size the

placeholder.
CIickQ Insert Dy W20 Vkstenrd - Mhirotoh omerdoet Aau e e x
P:ctun: |I:the content 3 309 Sura W I,.,,,,ua P9y ”;M:.. A
pace 0 er- , h- " 3 Deets |. ; .*‘M A A ....,|.| .._ m.-.gn. J:N ?:

Copwonct ) il forn Pt Dby e razrg

Additional Information

A ScreenTip identifies the g .
content Placeholder as you e — Topics OFf Discussion : : ﬂ
point to It‘. Clip art inserted,

resized, and
positioned

b
B |
b

® If necessary, change
the Look In location to
the location containing
your data files.

@ Locate and select the
pp02_Question Mark
clip art.

® Click [_mset [

@ Increase the size of the
graphic and position it
as in Figure 2.17. Figure 2.17

He |
.
. \

Clidk to add notes
Tt 2 L2  Preentanen on produt o e’ (3

Your screen should be
similar to Figure 2.17
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Enhancing a Picture

There are many effects you can use to improve the appearance of clip art.
The first enhancement you would like to make is to change the color of
the question mark so it coordinates with the slide design.

n Picture Tools

With the Cllp art o d9r0 ¢ Vakateord = Miiyotoh Posmbont Actar e Format tab - =¥
selected, click S L o ;JA

inthe AGJUSt | G Bowmman | (S 10 (o G G S 2 rasoar | Miesin | B2
group of the Picture L === B3t Binanan & i.. :

Tools Format tab.

@ Float your mouse
pointer over the
choices in the Recolor
gallery to see the Live
Previews.

@ Choose Accent color 2
Dark from the Dark
Variations section.

Your screen should be
similar to Figure 2.18

Clidk to add notes

Next you will select a picture style.

Picture Effects
button

94 Click [=] More in the Dy W2-0 ¢ Vekatonr3 - \birouon bomerbont

. T Weme et Dnign  Anmsten  Sdethew  Bedew  Wew  [Theie] ]
P!cture Styles group 10 P A — - Froplon- Apmareron B G g
display all the options D coowrnn [y Oange Atioy Q - pfiortvan:  Qiwanioa < Bl %
. . L LC R LT ’ o Byleementenr G0° Saw
in the Picture Styles Aeten st Arvoes i :
gallery. ,e button opans

Picture Styles gallery

@ Choose the ' Metal
Oval picture style.

Metal Oval picture
style applied to
clip art

Your screen should be
similar to Figure 2.19

Clidk to add notes

Renbdbad

Figure 2.19
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Although, you like how the picture style looks, you still feel the image
needs some additional enhancements. You decide to look at adding a
picture effect.

64 Click [ pawetreas-]. SRR g P FS— SO
"J Wome | Wuet  Ogugn  Anmsteny  SMethew  Bavew Vs femet A4

D)4 IR e o i wewmml (3 @2 A

@ Select Glow. R g e b | BF S AT RN g e demer e L T Seea

@ Float the mouse
pointer over the

to clip art

Previews.

. . i Topics OFf Discussion -
choices to see the Live | — d

® Choose Accent color 2,
18 pt glow.

@ Increase the width of
the bulleted item
placeholder until the
text appears on a
single line.

® Move the placeholder
to the left until the
bullets align with the
title as shown in

Figure 2.20

Figure 2.20.

The glow adds just the right effect to the graphic and the bulleted list of
Your screen should be items is now correctly aligned.
similar to Figure 2.20

Duplicating a Slide

At the end of the presentation, you want to add a concluding slide. This
slide needs to be powerful, because it is your last chance to convince your
audience to join Animal Angels. To create the concluding slide, you will
duplicate slide 1 and then create a graphic to complement the slide.

Duplicating a slide creates a copy of the selected slide and places it
directly after the selected slide. You can duplicate a slide in any view, but
in this case you will use the Slide Sorter view to duplicate slide 1 and
move it to the end of the presentation.
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. R e L s Noksteer? « MCTOAOR Fowwrbont i
04 Switch to Slide Sorter | ™% ~ .

view. B 0 ] W e e [ By o et #ree
P N & 1 s Tioingy hath= e e Sylopioes+
e e (W U A A (B RMEE g |ve demge o =  ER R

Copmeet s Pt

@ Select slide 1.

@ Open the [“=- drop-

down menu from the
Slides group of the
Home tab.

® Choose Duplicate
Selected Slides.

@ Move slide 2 to the

end of the K Y. Slide1 duplicated and

presentation - copy moved to the end
' . of the presentation

Your screen should be

similar to Figure 2.21

Figure 2.21

There are now 13 slides in the presentation.

Adding a Shape

Now you want to replace the graphic in the concluding slide with another
of a heart. To quickly add a shape, you will use one of the ready-made
shapes supplied with PowerPoint. These include such basic shapes as

Additional Information
Most shapes also can be

inserted from the Clip rectangles and circles, a variety of lines, block arrows, flowchart symbols,
Organizer as well. stars and banners, and callouts.
PP2.22 Lab 2: Modifying and Refining a Presentation ( www.mhhe com/oleary )
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€@ pouble-click on slide

13 to display it in
Normal view.

@ Select the graphic and

press (Delete).

® Click ™"/ in the

Drawing group of the
Home tab.

Your screen should be
similar to Figure 2.22

Vokzderrd « MCTOLOR FoserFont
Armatury  DMethow  Fedew Ve

R A Mrayent - T = (4 3 8 e b Ares
i ] W e e (W L
o S O ssamn uv-w-t-‘“' -
V' J | thaes wiuets | u Al ‘ s = ks ks~ Ly Seeet =

Torn - h—unnu
= : BEI\ \\OOOALLDOO
SS5A()
ey

Another Method

You also can access the Shapes
gallery by selecting on the
Insert tab. '

NNNLLRLR ARAGY
Revtangies

L00000®
@WHUDrﬁVCqu
DOBACONSBTON
O C)

Bock Avows

QORI EPRIS
¢ dvnoOD DB nsertthe
Heart shape

) win|slwle =Yt e
u&o@iv/\iﬁ
200

COLACOOLL08s8
QUANHTERHN

Camouts

GO0 QO+ A d

Additional Information

The selected shape will be
added to the Recently Used
Shapes section of the Shapes
gallery.

@) Ciick [7] Heart in the

Basic Shapes section.

® Click above the title on
the slide and drag to
insert and enlarge the
heart.

@ Size and position the
heart as in Figure 2.23.

Additional Information

A shape can be sized and
moved just like any other
object.

Another Method

To maintain the height and
width proportions of the
shape, hold down
while you drag.

Your screen should be
similar to Figure 2.23

Figure 2.22

Next, you need to select the shape you want from the Shapes gallery and
then indicate where you want the shape inserted on the slide. When
inserting a shape, the mouse pointer appears as -+ when pointing to the
slide. Then, to insert the shape, click on the slide and drag to increase the

size.
Drawing Tools
Format tab
@a‘-u s Usturten - bt oLoht Sowerdtes Dremeponty | =S
~ Mome | Buet  ODelign  Ametany Shethew  Favew Ve Pornat
A SRS e s - 30 - i h Do shape ra - Ares
(B s :'jam -t tune - 20 (KWHT (0 wld p Sy @2~ Pl
" e e B A H A BEBEE R n-nrwm R e

Heart shape
inserted, sized,
and positioned

| Click to 8 notes
Thte 13 01)  Percemation on precudt B nEE 5

Figure 2.23
PP2.23
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o% Open the Drawing

Tools Format tab.

® Click [=] More in the
Shape Styles group to
open the Shapes
Styles gallery.

® Choose Moderate
Effect — Accent 2 from
the Shape Styles
gallery.

® Click [Somro].

@ From the Reflection
gallery, choose Half
reflection, 4 pt offset.

Additional Information

The offset controls the
amount of space between the
object and the reflection.

The heart shape is inserted and the Drawing Tools Format tab is available.

Enhancing a Shape

Next, you will enhance its appearance by selecting a shape style and
adding a reflection. Just like the other styles in PowerPoint 2007, shape
styles consist of combinations of colors, outlines, and effects.

More Shape Drawing Tools
Styles button Format tab
/
";5!) H20 Ushatenr? - Wb otoh Sonerdoes mv# - ¥
Meme  Bunt  Oetign  Avestinr e Shew e tamet .~
LENNCO - o . . * v Qemgte et + LB dbgn - §iaw

OALLD O - 2 > : r & Quamtea 1
GANAC )T - - A\ /7

&
e

o Sy sdenen tese 24 hataty ¢

Shape style with
reflection applied
to shape

Ther 1l o 1) Percemtition on preded B MY G -

Figure 2.24

Your screen should be

similar to Figure 2.24 The addition of style and reflection effects greatly improves the
appearance of the heart.
Adding Text to a Shape
Next, you will add text to the heart object. Text can be added to all shapes
and becomes part of the shape; when the shape is moved, the text moves
with it.
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= H { v W0 3 Vrhurten) - Ahrotofl Ponerdont Craweng Toshy - =¥
:lght-cllck on :]he G b a—— e
eal‘tto Opent e LENNG O Shape re - A- Qomgtotmet + B dbgn- o -
30 i IR
shortcut menu, and = ilk?{,‘ o . ‘f:f;‘;‘ A 4 Pasmadgandd

choose Edit Text.

it Shagey
emmam—e

Type Open Your Heart.

Having Trouble?

If the inserted text does not
fit into the heart shape,
increase the size of the heart.

Your screen should be
similar to Figure 2.25

| Click o add notes

Figure 2.25

Next, you want to improve the appearance of the text by changing the
format. Fonts and font size are two basic text attributes that you have
used already. The table below describes some additional text formats and
their uses. The Home tab and the Mini Toolbar contain buttons for many
of the formatting effects.

Format
Bold, italic
Underline
Superscript
Subscript
Shadow

Color

Example Use

Bold Italic Adds emphasis

Underline Adds emphasis

“To be or not to be."! Used in footnotes and formulas

H,O Used in formulas

Shadow Adds distinction to titles and
headings

Color Color Color Adds interest

You will use the Mini Toolbar to make all the formatting changes to the

text.

Modifying and Creating Graphic Objects PP2.25
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94 Select the text in the

Heart

@ Click =] Bold on the
Mini Toolbar.

@ Increase the font size
to 28 points.

@ Open the [a - Font
Color gallery and .
choose White,
Background 1 in the

® Click [=] Center.

Your screen should be
similar to Figure 2.26

Vshoteer - Mbirotsh Powerdont Covwmg Toen -Teifx
Sttt Rma < 28+ AT 1E~s~nnmu-|“’
PO ke & 2 A A (W] g, S deer Qe e s

rem 5 il " e S -

Theme Colors section.

Increased font size,
bold, and color
applied to text

{Olduommlu
Shte 13013 Tewsentation e precod = MY D

Additional Information

Holding down while
using the rotate handle rotates
the object in 15-degree
increments.

Another Method

You also can use in
the Arrange group of the
Drawing Tools Format tab to
rotate an object.

PP2.26

PowerPoint 2007

Lab 2: Modifying and Refining a Presentation (

Figure 2.26

Rotating the Object

Finally, you want to change the angle of the heart. You can rotate an object
90 degrees left or right, flip it vertically or horizontally, or specify an exact
degree of rotation. You will change the angle of the heart to the right using

the ? rotate handle for the selected object, which allows you to rotate

the object to any degree in any direction.
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If necessary, select the
graphic.

Drag the rotate handle
to the right slightly.

Additional Information
The mouse pointer appears as
i when positioned on the

rotate handle and a Live
Preview shows how the object
will look as you rotate it.

Your screen should be
similar to Figure 2.27

Additional Information

You can set an exact degree
of rotation using in
the Arrange group of the
Drawing Tools Format tab.

Valcatonrd < AALrOLaR Ponerioes

Coaweng Toons - " ¥
Tanat

I Bl D It T R T P W D G g st Mree
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™ T e et WL B S A A W RN g, e e B s

Dytey « =~ hage them «
s

R Portt

Object rotated
to the right

Figure 2.27

The graphic is a nice addition to the final slide of the presentation.

Converting Text to a SmartArt Graphic

The director liked the inclusion of the history of the foundation in the
presentation but would like you to make that slide look more interesting.
You decide to convert the bulleted list to a diagram using one of the
Microsoft Office SmartArt graphics. SmartArt graphics help you quickly
create a visual representation of textual information. Most SmartArt
graphics are most effective when the number of shapes and amount of text
are limited to key points. Larger amounts of text can distract from the
visual appeal of the graphic and make it harder to convey the message.
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= i .« .| gallery displayed in
3 s Sy s A dialog box
Faite e B A - ”'.'"""."'3,',',’..—»..”-- @ et -

® Select all of the R A4 e 59 2 i e . et s pasre
bulleted text. SmartArt categories T ——— — —— ———= ==

- Da) W20 ¢ — - -~
o—. Select slide 5. = I R e D TR J Complete SmartArt -

1’
T

® Right-click on the
selection and select
Convert to SmartArt
from the shortcut
menu.

Additional Information

The shortcut menu gallery of
graphic shapes displays only
those shapes that PowerPoint
determined work best with
bulleted lists.

l Choose More SmartArt

. ' Clidkto add notes
graphlcs. e 5 of L3 Prrvemtanen on produc o e’ D
Figure 2.28
Your screen should be
similar to Figure 2.28
The complete gallery of SmartArt graphic designs is displayed. They are
divided into categories by the type of graphic, such as Process, Cycle, or
Hierarchy. Within each category are different layouts. The following table
contains suggestions to help you decide what type of graphic to use to best
illustrate the content. In addition, as you select each type, the dialog box
displays an enlarged version of the graphic and a brief description of its
use.
Purpose Graphic Type
Show nonsequential information List
Show steps in a process or timeline Process
Show a continual process Cycle
Show a decision tree Hierarchy
Show proportional relationships Pyramid
lllustrate connections Relationship
Because the history slide content shows nonsequential events in time, you
will use a layout in the Process category.
PP2.28 Lab 2: Modifying and Refining a Presentation ( www.mhhe com/oleary )
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94 Choose Process from

the category list.

@ Click on several
different Process
graphics and read the
description.

® Choose Accent
Process and click

[ ]

Your screen should be
similar to Figure 2.29

Additional Information

You also can copy text from
another slide or program and
paste it into the Text pane.

Click on the 2005
bullet in the Text pane.

Edit the date to 2000.

Click [ <] Close to
close the Text pane.

Your screen should be
similar to Figure 2.30

Additional Information

Clicking [ Text Pane along
the left edge of the SmartArt
graphic object opens the Tex
pane.

o o'
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Accent Process
SmartArt graphic
applied to slide

Figure 2.29

The selected text in the slide is automatically placed in the shapes and
arranged in the SmartArt layout you choose. A Text pane opens next to the
content placeholder. It is used to add or edit the text content of the
SmartArt graphic. You notice the last date, 2005, is incorrect and should
be 2000. You will change it in the text pane.

o™ I RN

S

Velutenr) - AbrOLah Powerdoer -‘—'-""‘»..."-'-“-— - "%
Mame  bust  Oeign  Anmetenr  SMeShew Faew Ve | Omgn femet
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203 Buset
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Zreate Leagtes vty Lmatae W Loyt
R il -

Correct date
now displayed

Figure 2.30
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04 Click [=] More in the

Layouts group.

@ Point to several
layouts to see the Live
Preview.

® Choose Continuous
Block Process.

Your screen should be
similar to Figure 2.31

PP2.30 Lab 2: Modifying and Refining a Presentation (

PowerPoint 2007

The text in the SmartArt graphic was automatically updated. Although
you like the change to a diagram from the bulleted list, you decide to try
another layout that may better visually represent the information.

Opens Layouts Change SmartArt

gallery Styles colors
oo™ I Vstrten - Abootoh [ Awatan Tow il
= Wems Bumt Dnign Awestany  Shee Shew \ | Osgn | fumet
S A it~ ¥ & oot = Joe o
o v e .
2 i | ¢ sene =.-f-'ln|-» e |um | m D = w8 - Y
e Diea e % Colom - Craprec

Covats Sraptas Lagvuts Lmatiet W Rt

Continuous Block
Process SmartArt
applied to slide

Clidk 1o add notes

Figure 2.31

The new graphic design with the arrow in the background better suits the
text. Next, you will change the colors and style of the SmartArt graphic.
You want to use colors that are like those in the table in slide 6. Then you
will use a SmartArt style, combinations of different formatting options
such as edges, gradients, line styles, shadows, and three-dimensional
effects, to enhance the SmartArt graphic. You can try different combinations
of colors and styles until you find the one that suits your presentation.

www.mhhe.com/oleary ]




&3 .-63‘. H2 -0 3 Vokater? © MICIOLOR Ponertont - X
ICK Lo, A T [T —— o = sa 14 ™ o S b Mree
6 ® B A 18 Py WA - e [P By P e T g

e | A wiy Stk
7 taere 3 Detets Bt Ly ERRED """""'"_v""

- Wnage ety o et -

® Choose Colorful Range
- Accent Colors 4 to 5.

@ Click E More from the

SmartArt Styles group.
i X i N I d
@ Point to sever_al e S;‘;’f:::;fy’;e
SmartArt designs to applied

see the Live Preview.

® Choose Inset from the
3-D category.

@ Click outside the
graphic to deselect it.

Your screen should be Figure 2.32
similar to Figure 2.32

Additional Information The selected SmartArt style applies a combination of line, edge, and 3-D
If, after making many effects to all the shapes in the SmartArt graphic. You think the changes to

formatting changes to a . . . ) .
MR e vou want the history slide greatly improve its appearance and readability.

—

to return to the original
araphic design.wse 7. | _\Working with Text Boxes

On slide 12, you want to add the foundation’s contact information. To
make it stand out on the slide, you will put it into a text box. A text box is
a container for text or graphics. The text box can be moved, resized, and
enhanced in other ways to make it stand out from the other text on the

slide.

Working with Text Boxes PP2.31

PowerPoint 2007



04 Display slide 12

@ Open the Insert tab.
;"»_\_I

® Click | *“] in the text
group.

@ Click below the bullets
and drag to the right.

Your screen should be
similar to Figure 2.33

Additional Information

You also could copy text from
another location and paste it
into the text box.

PP2.32 Lab 2: Modifying and Refining a Presentation (

PowerPoint 2007

Creating a Text Box

First you create the text box, and then you add the content.

IR 1 R Usturtenrd - Abirotoh Soaerdoet Covmmng Tosn -=x
x

jn Tl L P e (1 o) ali
i "-3,__ (770 & A A (W WIS e e L seea

c--t'l.‘ el Poe .-. ey P Dy o]

Empty text
box inserted

Clidk 1o add notes

_W.g.

Figure 2.33

The text box is created and is a selected object. It is surrounded with a
dashed border indicating you can enter, delete, select, and format the text
inside the box.

Adding Text to a Text Box

The text box displays an insertion point, indicating that it is waiting for
you to enter the text. As you type the text in the text box, it will resize
automatically as needed to display the entire entry.
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Drawing Tools

organization’s name
and address shown 0, W79 * Vakizgorrd - MALrOLOh Pomerbont ..+..... -mx

below in the text box. S O A SMaShon Sotes Wem O
B‘ (] B e men - 3 - (KNS ﬁ-rnl;.l-u" Y U!h—:;u ::.
i _-'?,._, Wl et A FEEEN ,3. e A e i Sugi them - | (3 /Sald>

Animal Rescue Foundation | b e % reazae %, Oxtmery’ o 15
1166 Oak Street
Lakeside, NH 03112
(603) 555-1313

l Select all the text and j Tk [ R e
N i g to 24 and bold
increase the font size
to 24 points and bold.

Your screen should be
similar to Figure 2.34

Clidk 1o add notes

— 5

Figure 2.34

The text box resizes as you type and increase the font size.

Enhancing the Text Box

Like any other object, the text box can be sized and moved anywhere on
the slide. It also can be enhanced by adding styles and effects. You want to
change the color and add a border around the box to define the space.
Then you will position it on the slide.
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~ | meme et Desgn brematan e thew Frvew virw ~

0* Deselect the text. By @a-0. ket VoA i —

A Sray I e e amminil TP s b Ao
'-33 fj“m » . = --‘a::. 3 M‘\ymﬁi g S OO S g
- i - & | Vo :
© Open the Drawing s K s s = e, i (]
c . h L e ) 22y

Tools Format tab.

@ Open the Shape : How Do You Become An Angel?
Styles gallery and : - ' R
choose Subtle Effect .ﬁ?l g
- Accent 4. ' Diop off dcastons
@ Click [ shapeeireas -], Animal Rescue Foundation Shape style and

1166 Oak Street effect applied
| Lakeside, NH 03112 to text box
603) 555-151%

©® Choose Angle from the
Bevel group.

@ Move the text box to
the position shown in
Figure 2.35.

©® Deselect the text box. Figure 2.35

@ Save the presentation.

The information in the text box now stands out from the other information
Your screen should be on the slide.

similar to Figure 2.35
, Changing the Presentation Design

When you first started this presentation, you used a PowerPoint template
that included sample text as well as color and design elements. Now you
are satisfied with the presentation’s basic content and organization, but
you would like to change its design style and appearance by applying a
different document theme.

Concept 4 )

Document Theme ~

ZB A document theme is a predefined set of formatting choices that can be applied to an entire document
in one simple step. PowerPoint includes 20 named built-in themes. Each theme includes three subsets of
components: colors, fonts, and effects. Each theme consists of 12 colors that are applied to specific ele-
ments in a document. Each font component includes different body and heading fonts. Each effects
component includes different line and fill effects. You also can create your own custom themes by mod-
ifying an existing document theme and saving it as a custom theme. The default presentation uses the
Office theme.

Using themes gives your documents a professional and modern look. Because themes are shared
across 2007 Office applications, all your office documents can have the same uniform look.
J

PP2.34 Lab 2: Modifying and Refining a Presentation (
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Applying a Document Theme

A document theme can be applied to the entire presentation or to selected
slides. You want to change the design for the entire presentation.

@ - Display slide 1. myas ey v N s
Wome  Bumt | Ceign | Anmeteny  SMeShew  Bavew Vire v
_J i I :mvi 7 %::: oo v
@ Open the Design tab. — - - P Bahrins oo
Office Theme | toagrant

o Click [5] More in the ' As 2 [:EHM_]E- '.*;:_.

Themes group to open = ]- Themes gallery

the Themes gallery. " =
o I-

@ Point to the Office — ::“T_::“'"W'm~
Theme. ”‘E"‘i._ IR S 3ove Coovort Thuie el S
Your screen should be Animal Rescue Foundation
similar to Figure 2.36 Student Name, Volunteer
e Coordinator
EE 3 Live Preview 2
pu— | Click 10 8dd notes of Office Theme

Shted wt L) Prpientanan on produdt o ewe’ D K

Figure 2.36

The Themes gallery displays samples of the document themes. The This
Presentation area displays a preview of the theme that is currently used in
the presentation. This is the theme associated with the presentation
template you used to start the presentation. The Built-In area displays
examples of the themes that are available in PowerPoint. The Live Preview
shows how the presentation would look if the Office Theme were used. As
you can see, the slide colors, background designs, font styles, and overall
layout of the slide are affected by the theme.

You will preview several other themes, and then use the Oriel theme for

the presentation.
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dyuq° * ohateer? - MCITLOR Fowertoet =Y
~ Deign | Anmstany  Shethew  Favew  Virw -

Preview several other

themes. | Oriel theme applied to
@ this and all other slides
in the presentation

Choose the Oriel
theme.
Your screen should be
similar to Figure 2.37
Animal Rescus Foundation
Student Name, Vol Coordinator
Figure 2.37
Additional Information The Oriel the.rne has .been applied to all slides in .the presentation. When a
To apply a theme to selected new theme is applied, the text styles, graphics, and colors that are
slides, preselect the slides to included in the design replace the previous design settings. Consequently,
apply the themes to in the the layout may need to be adjusted. For example, the photo on slide 1 will
Slide pane, and use the Apply dtob it d and sized
to Selected SIUEMERtaN need to be repositioned and sized. .
from the theme'’s shortcut However, if you had made individual changes to a slide, such as
menu. changing the font of the title, these changes are not updated to the new

theme design. In this case, the title font is still the Comic Sans MS that
you selected; however, it has a smaller point size.

PP2.36 Lab 2: Modifying and Refining a Presentation (
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Use the Slides tab to [ s e e
select each slide and = ; . M — - o a

-_J A‘. _J .l::' AW § |E~ =R lu.')‘ {)) ‘!:J N Object rotated,
check the layout.

Ve | - o i
. LIEALE R R St Sl S L sl moved, and resized

Make the adjustments
shown in the table
below to the indicated
slides.

e

After making the

adjustments to slide 13, " J OIN ANIM AL
your screen should be | @ ANGE LS

similar to Figure 2.38

Animal Rescus Foundation
Student Name, Vol Coordinator

| Clidk to add notes

Figure 2.38

Slide | Adjustment

1 Reduce the size of the graphic slightly. Move the
graphic to the upper right of the slide. Change the
border color to the Blue-Gray, Text 2 theme color
(top row, fourth column).

2 If needed, adjust the size and position of the text
content placeholder. Adjust the size of the graphic.
Recolor the graphic to Text color 2 Dark (first item)
in the Dark Variations category.

5 Move the SmartArt graphic down and increase its
size.
6 Adjust the size of the table columns.

7 Click in the Slides group on the Home tab to
reapply the theme bullet style to the text.

12 Click to reapply the theme bullet style to the
text.

13 If necessary, rotate, move, and resize the heart to
fit the upper-right area of the slide.

Changing the Theme Colors

To make the presentation livelier, you decide to try changing the colors
associated with the selected theme. Although each theme has an associated
set of colors, you can change the colors by applying the colors from
another theme to the selected theme.

Changing the Presentation Design PP2.37
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Display slide 1 in
Normal view.

Open the Design tab.

Click in the

Themes group:

Your screen should be
similar to Figure 2.39

Preview several other

- uq o s Wokatevrd © MCTOAR Fonerboet
Ceugn | Anmatany  Shge Show Fvew Ve

02 -ﬂ!-.--w
wm »

Current
theme's
colors

Anlmal Rescue Foundation PP S e G

Student Name, Vol Coordina:

Figure 2.39

The colors used in each of the themes are displayed in the Built-In drop-
down list. Each theme’s colors consist of eight coordinated colors that are
applied to different slide elements. The Oriel theme colors are selected
because they are the set of colors associated with the Oriel theme. You
want to see how the colors used in the Trek theme would look.

.tfy\ H20 oksteer? © IACIULOR Foeerboet - =¥
color themes. _’ Weme et | Cogn | Avmstem  DMeShew  Biew  View = v
) As F | | v |y S Trek th |
e | Jl‘“ [ [ ey B ST
Select the Trek theme L ewn all other slides
colors.
Your screen should be
similar to Figure 2.40
JOIN ANIMAL
» ANGELS
Anlmal Rescue Foundation
Student Name, Vol Coordinator
)
Figure 2.40
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The slides are all converted to the colors used in the Trek theme. You like
the slightly softer colors associated with the Trek theme. Using predefined
theme colors gives your presentation a professional and consistent look.

Customizing Theme Colors

You like the Trek theme colors but think it could be improved by changing
the title text color. You can customize theme colors by changing colors
associated with the different elements. The new theme colors can then be
saved as custom theme colors.

Colors button
Glick [Ieam]. e :

Wemt  Burt  Ceugn | Anmasteny  Shethew Faeew  Virw Y v

Choose Create New i—_" Lf-;-:l : LA'-u“‘::— lﬁl IENME :WZE g::::;....
s : Dewes tazgraint

Theme Colors. .

Your screen should be
similar to Figure 2.41

i
§
[

Theme colors

88

!

Sample box
displays selected
color themes

[il
!

i
Hldddddldd

1
i

=
= |
!
=
=

| Clickto 864 notes

Figure 2.41

The dialog box identifies how the 12 Trek theme colors are applied to
different elements of the slide. The sample box shows as example of how
the selected colors are used in a slide. You will change the color of the
background and title.
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94 Click Text/Background

- Dark 2 [mm -].

® Choose Red, Hyperlink
from the Theme Colors
category.

@ Type Volunteer in the
Name text box.

® Click [_save__].

@ Save the presentation
as Volunteer3.

Your screen should be
similar to Figure 2.42

Additional Information

You can edit, delete, or
specify how to apply a theme
color by choosing the
appropriate option from the
theme color shortcut menu.

PP2.40

PowerPoint 2007

New file name

,dy W20 RGeS < MTOMoR Povnriont . ¥
S meme et Cengn | demeteny  Shethew  Beiew  Vhew

| = - E“-"

S liJ%‘_H&JL‘.’.IL:J: ol A

New custom theme
colors applied to
slides

JOIN ANIMAL
» ANGELS

Anlmal Rescue Foundation

Student Name, Vol Coordinator

T Click to add notes

Figure 2.42

The new title color gives the presentation much more impact. In addition,
the Volunteer custom theme colors will appear at the top of the available
theme colors list. This makes it easy to reapply your custom color settings
in the future. You saved the presentation with a new file name so you can
show the director two different versions of the presentation.

.. Working with Master Slides

Lab 2: Modifying and Refining a Presentation (

While viewing the slides, you think the slide appearance could be further
improved by changing the bullet design on all slides. Although you can
change each slide individually as you did in Lab 1, you can make the
change much faster to all the slides by changing the slide master.
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Concept 5

\
A master is part of a template that stores information about the formatting for the three key compo-
nents of a presentation—slides, speaker notes, and handouts. Each component has a master associated
with it. The masters are described below.

Slide Master Defines the format and layout of text and objects on a slide, text and object
placeholder sizes, text styles, backgrounds, color themes, effects, and animation.

Handout Master Defines the format and placement of the slide image, text, headers, footers,
and other elements that will appear on every handout.

Notes Master Defines the format and placement of the slide image, note text, headers,
footers, and other elements that will appear on all speaker notes.

Any changes you make to a master affect all slides, handouts, or notes associated with that master. Each
theme comes with its own slide master. When you apply a new theme to a presentation, all slides and
masters are updated to those of the new theme. Using the master to modify or add elements to a pre-
sentation ensures consistency and saves time.

J

You can create slides that differ from the master by changing the format
and placement of elements in the individual slide rather than on the master.
For example, when you changed the font settings of the title on the title
slide, the slide master was not affected. Only the individual slide changed,
making it unique. If you have created a unique slide, the elements you
changed on that slide retain their uniqueness even if you later make changes
to the slide master. That is the reason that the title font did not change when
you changed the theme.

Modifying the Slide Master

You will change the bullet style in the slide master so that all slides in the
presentation will be changed.

Working with Master Slides PP2.41



Open the View Tab.

Click ==/ in the

presentation views
group.

Another Method

You also can hold down
and click [E] Normal View to
display Slide Master view.

Your screen should be
similar to Figure 2.43

Slide pane displays
thumbnails of layouts

Additional Information

A presentation can contain
one or more slide masters.
Each slide master contains

one or more standard or
custom layouts, which make
up a template.

64 Scroll the Slide pane

up and point to the
thumbnail with the
number 2 near its left
edge to see the
screentip for the Oriel
Slide Master.

idi\ 9 ° | slide Master e L TR IR Sl
-3
Tade Musts tab appears S
£ Deata i ]

vent Shde Bniant ader Pruart )
Marter  Lapwat w PTIE lh Mareetder ¢
a2 Mt

Master Layout
of title slide

‘. CLICK TO EDIT MASTER TITLE

STYLE s e
. “clkk’!o.‘d“‘“:ﬂ.;lul;“h;ll:"’l"‘7
£l

The view has changed to Slide Master view, and a new tab, Slide Master, is

displayed. Slide Master view consists of two panes: the left pane, or Slide

pane, displays thumbnails for each of the layouts associated with the Oriel

slide master and the right pane displays the selected master slide. The

status bar identifies the master you are viewing. The thumbnail for the

title layout master is selected, and the slide pane displays the master slide.
You want to make changes to the slide master first.

A R R
SINC )R]
e Shde uiant Master
Master  aywat o Mesene

CLICK TO EDIT MASTER

Additional Information

Pointing to a master thumbnail
displays a ScreenTip that
identifies the selected master
and the slides where it is used
in the presentation.

i Click on the Oriel Slide
Master thumbnail to

Click to edit Master text styles

+ Second level
Third level

Fourth level
s level
tIine of
content area

select it.
Your screen should be
similar to Figure 2.44
Figure 2.44
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‘Additional Information The slide master consists of five area placeholders that control the

Notice the masters associated | appearance of all slides: title, content, date, footer, and a shape. The title

with the original template, and content areas display sample text to show you how changes you make
Presentation on product or in these areas will appear. You make changes to the master slide in the
servicoTMMIIBRIE LIS me way that you change any other slide. You will modify the content
second master you applied sa y y g y : )

when selecting the Oriel area placeholder and change the current round bullet style to a picture
theme. bullet style.

Bullets drop-down
menu button

Click the outline of the "y e ' ; = -
content area on the 7 maseatn | e |t A Soien e ot .
slide to select it. 5y > L ey ten - e (KA ml::l.,g: Py é:L ::..”

el : (B2 W & MA A B WEN e e e

Picture Bullet
| designs

Having Trouble?

Do not select an individual
item within the content area
or the changes will be
applied to the item only.

@ Open the Home tab.

@ Open the Bullets
drop-down menu.

@ Choose Bullets and
Numbering.

................................................

® Click [ zewe. ],

Your screen should be

similar to Figure 2.45 Figure 2.45

From the Picture Bullet dialog box, you select the bullet design you want
to use from the bullet styles listed. You will use a round bullet design in a
color that coordinates with the theme colors.
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Scroll the galleryand | %5 %7 % ° o T s a—
choose [ bullets, YA amsoen - ) R e (P D g B A
network blitz 15 ... - e, Bl E eSS A A EEREN i n-h--g;f:: ';'::"
(second column of the s '

fourth row).

Having Trouble?

If this bullet style is not CLICK TO EDIT MASTER TITLE STYLE
available', select another of = m*’;‘mmt“; ]
your choice. o Second level

« Third level
« Fourth Jevel

l Click [__o<__].

Your screen should be
similar to Figure 2.46

Figure 2.46

The selected bullet style has been applied to all levels of items in the
content area and to all slides under the main master slide that have

Additional Information
You can apply different bullet

styles to each level by bulleted items.
?ec'i?qénglfach level \ Now, you want to see how the changes you have made to the slide
individually. e

master have affected the actual slides in the presentation.

Click (=] Stide Sorter =55 T S "
view. "J Weme et | Dyign Anmsteni  SMethew  Fedew  View  odie vl
) 65 B R ) @4 TE) R w83 8
lazw Betos O Mste tShaper Jmatat Ohadt Igyews Athew et Meade wedhe  Daty e pmme TR ove Soens
Increase the P S
magnification to i Ao A Aot
100%. - : oy
: bl
Your screen should be
similar to Figure 2.47

fomiiag Tty Frowsos faroer
Selected bullet style
applied to all slides

Mow Car Tev Mur®

Figure 2.47
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You can now see that the change you made to the bullet style in the slide
master is reflected in all slides in the presentation. Using the slide master
allows you to quickly make global changes to your presentation.

Adding Slide Footer Text

You also would like to include the name of the foundation and slide
number in a footer on the slides. The slide master controls the placement
and display of the footer information but does not control the information
that appears in those areas.

Open the Insert tab.

;}
Click %% in the Text
group.

Ty A Al st
e T
B

Header and Footer
dialog box

If necessary, open the
Slide tab.

Your screen should be
similar to Figure 2.48

Wiz At Arscas Acatis® s

Sons Wy Te Yaur
+ B P el . ke b kb
© B o e o g S . A e o
o P T . - .  — - —

Figure 2.48

None of the options in the Include on Slide list are checked because there
are currently no footers defined. The footer can appear on all slides or
selected slides. You also can turn off the display of the footer information
in title slides only. You would like to add the foundation name and the
slide number to the footer of all slides, except the title slides.

Working with Master Slides PP2.45
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@) Choose the Siide

number option.

@ Choose the Footer
option.

® Type Animal Rescue
Foundation in the
Footer text box.

@ Choose the Don’t show
on title slide option.

@ Click [2epiztoar],

Your screen should be
similar to Figure 2.49

Additional Information

The command
button applies the settings to
the current slide or selected
slides only.

'né} B2 0 clirtees Lot « Moo PowntBoed - = ¥
Weme  duet | Desgn o Anmetany  She Shaw Footer appears Siid b
- > ) B3 on all slides | SR iulsEr -
i3 “ ad ",)i ~ except first slide | ) appears on al! slides
LT, SR TG Shaies i Ot 1| Mt Acton s /| except first slide
1 A i L T
Tuntyy Batieram Lty Tost Abyte Uxg

Ty AME Arals Marponnst

Mow Daxy Tz Tocroenor My’ TS e R e =

B il

©Borte e i sy Lt
TS pSrpah .
© B e e T —— - {

Figure 2.49

The text you entered is displayed in the Footer area placeholder and the
slide number appears in the graphic circle. No footer information is
displayed on the first or last slides in the presentation because they use the
Title Slide layout.

As you run the slide show next, you will see that the footer does not
display on the first or last slides. Also notice the use of the custom bullet
throughout.

Run the slide show beginning with slide 1.

Click on each slide to advance through the presentation.

Save the presentation.

PP2.46 Lab 2: Modifying and Refining a Presentation (

PowerPoint 2007

As you ran the slide show, you probably noticed that slides 1 and 13, the
title slides, displayed the text using a special animation effect. This effect
was included in the template as part of the template design.

Note: If you are ending your session now, save the presentation and exit PowerPoint 2007.
When you begin again, open this file.

Adding Animation Effects

You liked the animation effect that was included on the title slides and
have several additional places in mind where using animation will make
the presentation more interesting.
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Concept 6

Animations ~N

[ Animations are special effects that add action to text and graphics so they move around on the screen
during a slide show. Animations provide additional emphasis for items or show the information on a slide
in phases. There are two basic types of animations: object animations and transitions.

Object animations are used to display each bullet point, text, paragraph, or graphic independently
of the other text or objects on the slide. You set up the way you want each element to appear (to fly in
from the left, for instance) and whether you want the other elements already on the slide to dim or shim-
mer when a new element is added. For example, because your audience is used to reading from left to
right, you could select animations that fly text in from the left. Then, when you want to emphasize a
point, bring a bullet point in from the right. That change grabs the audience’s attention.

Transitions control the way that the display changes as you move from one slide to the next during
a presentation. You can select from many different transition choices. You may choose Dissolve for your
title slide to give it an added flair. After that you could use Wipe Right for all the slides until the next
to the last, and then use Dissolve again to end the show. As with any special effect, use slide transitions
carefully.

J

When you present a slide show, the content of your presentation should
take center stage. You want the animation effects to help emphasize the
main points in your presentation—not draw the audience’s attention to
the special effects.

Animating an Object and Adding Sound Effects

You will begin by adding animation and sound to the shape object on the
final slide.

Display slide 13 in Custom Animation
Normal view. button s

- I T e Animations Tab [russ CuT(tom Animation
X task pane
O '»"-'—v T : | - - - W Tamuton Loung Mo Laund
= ol G|+ U9 Tinen feees fan v OnNswie O
@ Select the heart shape. |~ s | . B (P . =

e armgzm Teamtren t2 This Sagy \

© Open the Animations - - e s )
tab. _

@ Click [t smson] jp

the Animations group.

A

Your screen should be ST
similar to Figure 2.50 f\: T JOIN ANIMAL
7 e ANGELS
e Anlmal Rescue Foundation
iy Stud Name, Vol Coordinator

3 * 3
# [ )
h | Click to add notes (Ao

i T e e r— e

Figure 2.50
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The Custom Animation task pane is used to assign animations and sound
to objects on the slide. As you add animated items to a slide, each item is
numbered. The number determines the order in which they display. A
nonprinting numbered tag appears on the slide near each animated item
that correlates to the effects in the list.

You will animate the shape object only. As you make selections, the
Custom Animation list box will display the selected settings for the object
and the effect will be demonstrated in the slide.

9& If necessary, choose e -
. . Og) W20
the AutoPreview option. | © i v s e Bese e i v

| | = W Taunen foung Moo Loung T ASane Tade
49 Vminen fgees et * L On e O

® Click Fr sz 7.

@ Select Entrance from
the drop-down list.

@ Choose 5. Fly In.

® From the Direction
drop-down list, select

JOIN ANIMAL

From Left. o ANGELS
Anlmal Rescue Foundation
- Student Name, Volunteer Coordinator
® From the Speed drop- ®

down list, select
Medium.

by Clidk to add notes
Shertietl) Ower

@ Display the
|13 #¥ Heart 4: Open You... ¥
drop-down list and
choose Effect Options.

Figure 2.51

AutoPreview
option

Your screen should be
similar to Figure 2.51

The Fly In dialog box includes the setting you already specified for the
direction of the effect. You will use it to add a sound to the fly-in effect.

ea From the Sound drop-down menu, choose Chime.
® Click [__oc_1].

@ Click [x] to close the Custom Animation task pane.

—)

@ Click """ in the Preview group to run the animations associated with this slide.

Additional Information The heart appeared using the fly-in effect, and the chime sound played as

You must have a speaker and it will when the slide show is run.
a sound card to hear the

sound.
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Animating a SmartArt Graphic

Next, you will animate the SmartArt graphic. The entire graphic can be
animated or the individual parts can be animated to show the information
in phases.

Animate drop-down

list button
Display slide 5. yare P ey PR o =
')nnmwm‘nqm-m_c_-uquuur
Y W Tomitien Found Mo Toundt ASancs Tade

AEL IS At s drvmatoen b ) e A -
Select the SmartArt v “Ir;_.“"‘“‘, ii_J R g —cn
shape. v 0 Ramiares va s Sagy
|| 43 0ne Otgest

Available LA
Open the animation ..-:..M
Tod Amate N0 Aremation effects ::°""
oy are
. . ANIMAL RESCUE FOUNDATION HISTORY
drop-down list. gl | s ety :
AR it Ovie
O By ore
Your screen should be
similar to Figure 2.52

R b ey

Click to add notes

Figure 2.52

The animations that are displayed in the list are animations that are

available for the layout of your SmartArt graphic. Animations for a

SmartArt graphic are different than those for other graphic objects. This is
—— because the animation plays in the order that the shapes appear. This

Any connecting lines that are . . . . .

Sessinted-with the SmartArt order begins with the first item listed in the text pane and moves down. As

shape are not animated you point to the different animations, a Live Preview demonstrates the

——

individually. | effect.

Additional Information

Adding Animation Effects PP2.49
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Point to several
animations to see the
Live Preview.

Choose One by One in
the Fade group.

Your screen should be
similar to Figure 2.53
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J%)‘HQ'O : Vstrtenr) - \BOLOR Powerdoss Smatit Toutt ! -'nx

Animation effect
associated with
selected graphic

F
’
L
{
:
s
|
L

Clidk 1o add notes

Figure 2.53

The underlying graphic, in this case the arrow, appeared first using a
Fade effect. Then each box appeared in sequence also using the same
effect.

Animating a Slide Master

The next effect you want to add to the slides is an animation effect that
will display each bullet progressively on a slide. When the animation is
applied to a slide, the slide initially shows only the title. The bulleted text
appears as the presentation proceeds. You want to add this effect to all the
slides that have bulleted items (slides 3, 4, 7-12). To do this, you could add
the effect to each slide individually. However, when there are many slides,
it is faster to add the effect to the slide master so all slides based on the
selected master slide layout display the effect.
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. . .-‘\ B0 Velinteet 300t + McTEsON PomatPoet it
oanlsplaysllde& o et O A T ko) Ry L

Yk ;:’: K (E - je el (P Yy o S ::"
- A =L e Guom
® change tO s"de Foste } ’::. o (PO Hde S oAy ERIRN 1. | Shapes Arrange 4:::. s RO Bisians

Master view.

@ Select the Oriel Title

and Text Layout slide . - » WHY ARE ANIMALS ABANDONED?
master (last layout in —~ @ « Pooror deteriorating health

slide pane). - « Maintenance expenses -
@ Veterinary bills ¥
@ Food i’
Having Trouble? « Change in lifestyle s
Point to the slide master : # Behavioral problems g
L

thumbnail to see the master ' « Movingto a new location
slide layout name.

Indicates animation
effect applied to slide

@ Select the content
placeholder.

@ Open the Animations Click to 8dd notes
tab. —

Figure 2.54
® Click [Booim],

® Click Add Effect and Notice the action icon [] displayed next to the slides in the Slides tab.
choose the Fly-in This indicates that an animation effect has been applied to the slide. To
Entrance effect. )
preview the animation, you can click the icon or in the Animations
@ Change the direction  tab.

to Bottom-Left and

speed to Medium.

@ Close the task pane and
return to Normal view.

Your screen should be
similar to Figure 2.54

94 Preview the animation on slide 3.

The preview demonstrates how each first-level bullet will appear one by
one on the slide. The same effect has been applied to all slides using the
Title and Text Layout (slides 3, 4, 7-12). If a new slide were inserted using
this layout, it would have the same animation effect.

Adding Transition Effects

Next, you want to add a transition effect to all the slides. Although you can
add transitions in Normal view, you will use Slide Sorter view so you can
preview the action on all the slides.

Adding Animation Effects PP2.51
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Switch to Slide Sorter |7 %7 © ° ommrscmeripma i

. eme puet CTeugn Arsmatan RTRUIES Farvew .
view.

Click [=] More in the
Transition to This Slide
group to open the
Transitions gallery.

LTI Tl
I IO IF Lo
L x x e g B
¥4 AR === i
NN X

Your screen should be
similar to Figure 2.55

Transition effects

Additional Information

In Slide Sorter view, the
animation icon appears below
each slide.

Tz Atz trace Avages®

B e Ll

 Simges e e ot P
Figure 2.55
Additional Information There are five transition categories with each containing variations on the
Use the No Transition option category effect. You want to use a simple transition effect that will display

to remove transition effects. as each slide appears.

94 Click " Wipe Right in the Wipes category.

The selected slide displays the Wipe Right transition effect. This effect

Having Trouble?

If you want to see the displays the next slide’s content by wiping over the previous slide from the
transition effect again, click right with the new slide content. You want to try a similar effect in the
¥ in the transition gallery in Push and Cover category.

the Ribbon.

Open the Transitions gallery again.

Select Push Right from the Push and Cover category.

You like this effect too but think a little variety may be more effective. To
do this, you decide to use the Random Transition effect, which will
randomly run different transition effects, and apply the effect to all
slides.

PP2.52 Lab 2: Modifying and Refining a Presentation (
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04 Open the Transitions

gallery again. R CE N Vot oors « MACTOROR Powpriont S
=) .

@ Choose Random o e | ] S M@ R <o .
Transition from the Dt e

Random category. il S A Ao s

e T
B e

Vo
+

» g i Wl

Having Trouble?

Scroll down to see the
Random Transition option.

[ C|ick in the . S Trnesy Fetemas faoer
Transition to This Slide .
group.

Additional Information

You also could select all the
slides or multiple slides and e bt et

T s s e

L Beie e s e
© B e b T S

apply the transition to those
slides only. e

i Select all the slides

and click :‘.g.. to see

Figure 2.56

all animation effects.

Your screen should be
similar to Figure 2.56

A variety of transitions were used as each slide was previewed.
Switch to Normal view.
Save the presentation.

You have made many changes to the presentation and want to run the
show full screen to see the total effect.
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Controlling the Slide Show

As much as you would like to control a presentation completely, the presence
of an audience usually causes the presentation to change course. PowerPoint
has several ways to control a slide show during the presentation. Before
presenting a slide show, you should rehearse the presentation. To help with
this aspect of the presentation, you can use the Rehearse Timings feature
that records the time you spend on each slide as you practice your narration.
If your computer is set up with a microphone, you could even record your
narration with the Record Narration feature.

Navigating in a Slide Show

Running the slide show and practicing how to control the slide show help
you to have a smooth presentation. For example, if someone has a
question about a previous slide, you can go backward and redisplay it. You
will try out some of the features you can use while running the slide show.

Start the slide show
from the beginning.
v o I - “ : < Y an 'l,
Click two times to WHY ARE ANIMALS ABANDONED
display slides 2 and 3.
Your screen should be >
similar to Figure 2.57 3
Figure 2.57
The first slide displayed the animation effect associated with the slide title.
The second slide appeared using one of the transition effects. The third
slide also appears with a transition effect and displays the title only.

When an animation is applied to the content area of a slide, the content
items are displayed only when you click or use any of the procedures to
advance to the next slide. This allows the presenter to focus the audience’s
attention and to control the pace of the presentation.

PP2.54 Lab 2: Modifying and Refining a Presentation
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Continue to click or

press until
slide 8, How Gan You -
Help? appears. SUCCESS RATE

Press («Backspace) Year Rescues Adoptions
(5 times).

2004 1759 1495

Additional Information

You can return to the first
slide in the presentation by . 4 7

holding down both mouse ZOO') ]84 / ]‘ 784
buttons for two seconds.

2006 1982 1833

Your screen should be
similar to Figure 2.58
2007 2025 1943
Figure 2.58
You returned the onscreen presentation to slide 6, but now, because the
audience has already viewed slide 7, you want to advance to slide 8. To go
to a specific slide number, you type the slide number and press («Enter).
Type 8 and press
(«Enter).

Another Method . MoORE WAYS To HELP!

You also can choose Go to
Slide from the shortcut menu
and select a slide to display.

@ Click three times to
display the bulleted
items.

@ Click again to display
slide 9.

Your screen should be
similar to Figure 2.59

Figure 2.59

Slide 9, More Ways To Help, is displayed.
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Additional Information
You also can white out the
screen by pressing W or
using Screen/White Screen
on the shortcut menu.

Another Method

The menu equivalent is
Screen/Black Screen on the
shortcut menu.

Click, or press b.

Sometimes a question from an audience member can interrupt the flow of
the presentation. If this happens to you, you can black out the screen to
focus attention onto your response.

The screen goes to black while you address the topic. When you are ready
to resume the presentation, you can bring the slide back.

Click to display the bulleted items on slide 9.

Move the mouse on
your desktop.

Click #” to display
the Pointer options
menu.

Another Method

You also can select Pointer
Options from the shortcut
menu.

Adding Freehand Annotations

During your presentation, you may want to point to an important word,
underline an important point, or draw checkmarks next to items that you
have covered. To do this, you can use the mouse pointer during the
presentation. When you move the mouse, the mouse pointer appears and
the Slide Show toolbar is displayed in the lower-left corner of the screen.
The mouse pointer in its current shape ¢ can be used to point to items on
the slide. You also can use it to draw on the screen by changing the mouse
pointer to a ballpoint pen, felt tip pen, or highlighter, which activates the
associated freehand annotation feature.

MORE WAYS To HELP!

¢ Provide financial support
# Send a donation
@ Sponsor a foster animal g
@ Sponsor an adoption

Your screen should be
similar to Figure 2.60
Slide show o etpiut
pointer options 4 hmndon
7 DPee
~
[ Pointer options button Figure 2.60
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The mouse pointer and arrow options are described in the following table.

Pointer Options Effect

Arrow Displays the mouse pointer as an arrow.

Ballpoint Pen Changes the mouse pointer to a diamond shape
and turns on ballpoint pen annotation.

Felt Tip Pen Changes the mouse pointer to a circle shape and
turns on felt tip pen annotation.

Highlighter Changes the mouse pointer to a bar shape and
turns on highlighter.

Ink Color Displays a color palette to select a color for the
annotation tool.

Eraser Erases selected annotations.
Erase All Ink on Slide  Removes all annotations from the slide.

Arrow Options (These options apply only if Arrow is selected.)

Automatic Hides the mouse pointer if it is not moved for 15
seconds. It reappears when you move the mouse.
This is the default setting.

Visible Displays the mouse pointer as an arrow and does
not hide it.
Hidden Hides the mouse pointer until another pointer

option is selected.

You will try out several of the freehand annotation features to see how
they work. To draw, you select the pen style and then drag the pen pointer
in the direction you want to draw.
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97 Choose Felt Tip Pen.

Additional Information

The mouse pointer changes
shape depending upon the
selected annotation tool.

® Move the dot pointer
to near the word
“Send” and then drag
the dot pointer until a
circle is drawn around
the word “Send.”

® Choose Highlighter
from the Pointer
options menu and
highlight the word
“Donation.”

@ Choose Ballpoint Pen
from the Pointer
options menu.

Another Method

You also can use + Pto
display the Ballpoint Pen.

® Choose Ink Color from
the Pointer options
menu and select Light
Blue from the
Standard Colors bar.

Additional Information

The Automatic ink color
setting determines the
default color to use for
annotations based upon the
slide theme colors.

i Draw three lines under
the word “Help”.

Your screen should be
similar to Figure 2.61

MORE WAYS To HELP!

e Provide financial support

@ Sponxor a foster ghimal

@ Sponsongn afloption

Different pointers used
to add or emphasize
information

The freehand annotation feature allows you to point out and emphasize

Figure 2.61

important information on a slide during the presentation.
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Practice using the freehand annotator to draw any shapes you want on the slide.

To erase the annotations, select Erase All Ink on Slide from the Pointer options menu.

Another Method

The keyboard shortcut to
erase annotations is E.

To turn off freehand annotation, select Arrow from the Pointer options menu.

Another Method

You also can use + Ato
display the arrow.

i Press to end the slide show.

If you do not erase annotations before ending the presentation, you are
prompted to keep or discard the annotations when you end the slide show.
If you keep the annotations, they are saved to the slides and will appear as
part of the slide during a presentation.

Hiding Slides

As you reconsider the presentation, you decide to show the Success Rate
slide only if someone asks about this information. To do this, you will hide

the slide.
Hlde Slide button
Select slide 6. oo @20 ¢ Ak Porna = x
D e o - -
»3 Reimd Matton Use Oumant Revantian =
. 5 ? ’; o S
Open the Slide Show s P
um(mh- lu-vn- \un»- e /W'n-n"‘-'.l Ve Merardns View
tab.
Click [ == |,
SUCCESS RATE
Your screen should be r.. > .
. ) Year Rescues Adoptions
similar to Figure 2.62

1759 1495
1847 1784
1982 1833
2025 1943

B Clickto add notes

Figure 2.62

Notice that the slide number for slide 6 is surrounded by a box with a
slash drawn through it, which indicates that the slide is hidden. Next, you
will run the slide show to see how hidden slides work. You will begin the
show at the slide before the hidden slide.

Controlling the Slide Show PP2.59
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Select slide 5.

Run the slide show WHO ARE ANIMAL ANGELS?

from the current slide.

Click six times to
display the slide
animation and move to
the next slide, which
should be Who Are
Animal Angels?

Your screen should be
similar to Figure 2.63
Figure 2.63
Slide 6 was not displayed because it is hidden. To show how to display a
hidden slide, you will return to slide 5 and then display slide 6.
Press to
display slide 5 again.
Press H to see slide 6. SUCCESS RATE
Your screen should be Year Rescues Adoptions
similar to Figure 2.64 2
2004 1759 1495
Another Method -4
You also can use Go to Slide
on the shortcut menu to ‘ |4 L
display a hidden slide. 2005 1 84 [ 1784
2006 1982 1833
2007 2025 1943
Figure 2.64
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Press to end the
slide show.

® Display slide 5 in
Normal view.

@ Click in the notes
pane.

@ Type Show the next
hidden slide if
someone asks about
adoption rates.

Your screen should be
similar to Figure 2.65

Additional Information

You can enlarge the notes
area by dragging the pane
divider line.

, Adding Speaker Notes

When making your presentation, there are some critical points you want
to be sure to discuss. To help you remember the important points, you can
add notes to a slide and then print the notes pages. These pages display
the notes below a small version of the slide they accompany. You can
create notes pages for some or all of the slides in a presentation. You
decide to add speaker notes on slide 5 to remind you about the hidden

slide.
D H?r0 s Woksteer T - MACTOOR Fowerboet SERE
2 . 3 . Ure Oumenst Facantiam =
:.-E; 5 ; .@ u,..--‘ 11 Uhas Mataitenes O
Bemorung Clmmrt 3he  Tibe Svww~ | Shde Sow Sagy ¢ St Benamiat Tngt | Ut Weiandss Vew
It

ANIMAL RESCUE FOUNDATION HISTORY

[S,_ ker notes added ]

-
]
’
.
3
2
|
L

Figure 2.65

You will preview the notes page to check its appearance before it is

printed.

Adding Speaker Notes
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Open the View tab.

Click =] in the

Presentation Views
group.

ASTU RAACLE FIAS DANG RIFTORY

Your screen should be
similar to Figure 2.66

Figure 2.66

The notes pages display the note you added below the slide that the note
accompanies.

To make the speaker notes easy to read in a dimly lit room while you are
making the presentation, you will increase the font size of the note text.

64 Click on the note text

to select the
placeholder.

@ Select the note text.

ARG RAACLT FOASDANG RIFTORY

® Use the Mini Toolbar to
increase the font size
to 20.

@ Click outside the note

text border.
Your screen should be Font size —— ot e
similar to Figure 2.67 increased someone
Figure 2.67
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Adding Headers and Footers to Notes and Handouts

Currently, the only information that appears in the footer of the notes
page is the page number. You want to include the date and your name in
the header of the notes and handouts.

Open the Insert tab. oy @20 =
ol BN By ) 1A
Click 15/ inthe Text | 0 o - - el

group. -

PRm— Fhude wn page

If necessary, open the
Notes and Handouts
tab.

Header & Footer
dialog box

Your screen should be
similar to Figure 2.68

Currently selected
footer area

Show the next hidden slide if someone asks about adoption rates.

Page number
in footer

Figure 2.68

As in slides, you can display date and time information and footer text. In
addition, on notes and handouts, you can include header text and a page
number. The preview area identifies the four areas where this information
will appear and identifies the currently selected areas, in this case page
number, in bold.

Adding Speaker Notes PP2.63
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94 Click Date and time to

turn on this option
and, if necessary,
select Update
automatically.

ASTUAL REACTE FOCO DA RISTORY

@ Select Header and
enter your name in the
Header text box.

® Click [2epiztoar],

Your screen should be

similar to Flg ure 2.69 Show the next hidden slide if someone asks about adoption rates.

Figure 2.69

The information is displayed in the header as specified.

..Documenting a File

Along with the content of the presentation, each file can include additional
document properties or settings that are associated with the file. Some of
these properties are automatically generated. These include statistics such
as the number of words in the file and general information such as the date
the document was created and last modified. Others such as the author of
the file are properties that you can add to the file.

You will look at the file properties and add documentation as needed.

www.mhhe.com/oleary ]
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oa Return to Normal view. |73 %7 © °

rme et Deugn Arematem e Do

Document
Information Panel -

O =Ry ™l & -

o Display slide 1. ool Mgl 7. e i Wi o
Teste Eatream Uty \yte (20
O Dsoret peves ~ Loote C:On Jo0n « Bearedfed X
. . . . Tite: St Vs Catogory: s
@ Click “%’ Office Button | | o Al A

and select Prepare.

@ Choose Properties.

Your screen should be
similar to Figure 2.70

JOIN ANIMAL

o ANGELs

Animal Rescue Foundation

Student Name, Vol Coordinator

Figure 2.70

The Document Information Panel opens and displays the standard
information about the file. The first few words in the first line of a
document are used as the default title.

The Standard property fields are used for the following:

Author Enter the name of the presentation’s author. By default
this is the name entered when PowerPoint was installed.

Title Enter the presentation title. This title can be longer and
more descriptive than the presentation file name.

Subject Enter a description of the presentation’s content.

Keywords Enter words that you associate with the presentation so
the Find File command can be used.

Category Enter the name of a higher-level category under which
you can group similar types of presentations.

Status Enter the degree of completion; for example, first draft or
final presentation.

Comments Enter any comments you feel are appropriate for the
presentation.

You will modify the information to include your name and a subject
description. The default title does not need to be changed. You also will
quickly look at the additional information that is stored with the file
properties.
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9% In the Author text box,

enter your name.

® In the Subject text
box, enter Volunteer
recruitment.

@ Click [promstromon ~
and choose Advanced
Properties.

Your screen should be
similar to Figure 2.71

Open the Statistics tab.

[ General tab ] [ Statistics tab ]

N R e

>» Hame et .
Dl = (0 o

Gl (O 4 Sy | Surstics | Cortmrts | oo 3 LISEW Cloces the Document

ool Ll g [P R e D Information panel

Y 53-1 __] Tost vy

| Ovclmasts o Settrgn Yaderde, Documety Tate Mies #0200+ Begured Seld

11, 2008 15330 A

11, 2008 202 T3
11, 2008 214333

Figure 2.71

The General tab displays information about the type, location, and size of
the document as well as about when the document was created and
modified. Next, you will look at the document statistics. This tab identifies
who last saved the document, the revision number, and the total editing
time in minutes. The table identifies the number of slides, words,
paragraphs, and so forth that are included in the presentation. Then you
will close the Document Information panel.

Click to close the Properties dialog box.

Click [*] to close the Document Information panel.

PP2.66 Lab 2: Modifying and Refining a Presentation (
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, Customizing Print Settings

You have created both slides and a notes page for the presentation. Now
you want to print the notes page and some of the slides. Customizing the
print settings by selecting specific slides to print and scaling the size of the
slides to fill the page are a few of the ways to make your printed output
look more professional.
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Printing Notes Pages

First you will print the notes page for the slide on which you entered note
text.

[ Preview of notes page ]

04 Select slide 5. S aiaar NPT R S

5 4
< | Bt e |

® Click @ Office VR T WL T . BRI .0, WIS T N |

Nt Optsen ates oges on-,-u Jem Mb L | Cete et

Button and choose
Print.

@ If necessary, select the
printer.

® From the Print Range
section, select Current
Slide.

©® From the Print What Show the next hidden side if someone asks about adoption rates,
drop-down list box,
select Notes Pages.

@ If necessary, select
Grayscale from the
Color/Grayscale drop-
down list box. Figure 2.72

@ Click [_rrevien |.

Having Trouble? The notes page is displayed in landscape orientation as it will appear
If your notes page is in when printed.
Portrait orientation, click LB
and choose Landscape.
Your screen should be

similar to Figure 2.72

Click .

Click [__o<__].

Additional Information

‘To print multiple Notes
pages, enter the slide
number of each slide
(separatﬁ' by commas) —
whose page you want to
print in the Slide text box.

Customizing Print Settings PP2.67

PowerPoint 2007




Printing Selected Slides

Next you will print a few selected slides to be used as handouts. You will
change the orientation to landscape and scale the slides to fit the paper
size.

o—. Click . ':k \ o Vekosaer et - M1o1cR omerhond - ;I

| ot o |

® Click Slides in the R o s Ot | o

L Poie it  Jeem R

Print Range section.

© In the Slides text box, R—
3 d displayi
type 1,2, 6, 13. . | [ o ot A
ALy

portrait orientation

©® Specify Handouts as
the component to print
and 4 slides per page.

@ Click [ rzer .
N
® Click ~ |and
change to Portrait
orientation.
>
@ Click ™" and select
Scale to Fit Paper. Figure 2.73

Your screen should be
similar to Figure 2.73

The four selected slides are displayed in portrait orientation and the slide
images were sized as large as possible to fill the page.

94 Print the handout.

® Close the Print Preview window.

@ Save the completed presentation.

@ Exit PowerPoint.

The view you are in when you save the file is the view that will be
displayed when the file is opened. The document properties and print
settings are also saved with the file.
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EXPLORE YOUR CAREER OPTIONS

Communications Specialist

Are you interested in technology? Could you explain
it in words and pictures? Communications Specialists,
also known as public relations specialists, assist sales
and marketing management with communications
media and advertising materials that represent the
company’s products and services to customers. In
high-tech industries, you will take information from
scientists and engineers and use PowerPoint to
transform the data into eye-catching presentations

Focus on Careers

that communicate effectively. You also may create
brochures, develop Web sites, create videos, and write
speeches. 1f you thrive in a fast-paced and high-
energy environment and work well under the pressure
of deadlines, then this job may be for you. Typically a
bachelor’'s degree in journalism, advertising, or
communications is desirable. Typical salaries range
from $26,000 to $85,000, depending on the industry.
To learn more about this career, visit the Web site for
the Bureau of Labor Statistics of the U.S. Department
of Labor.
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Find and Replace (PP2.5) S i P v .
. . I S P T RN AL - B T T R T R gl v
To make editing easier, you can use the e e S I A A BEREE o e Gm o
Find and Replace feature to find text in oncee - e -
a presentation and replace it with other BT |
text as directed. ~@*
[rra— Topics OF Discussion
= [ Whys b abasdsaed?

Ok 10 003 notes

o = R
Table (PP2.8) '
A table is used to organize information o -
into an easy-to-read format of o

horizontal rows and vertical columns. —e

Success Rate

Alignment (PP2.16)

Year

Rescues  Adoptions

Alignment controls how text entries are

positioned within a space. 1759 1495

1784

1833
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Document Theme (PP2.34)

A document theme is a professionally
created slide design that is stored

as a file and can be applied to a
presentation.

Document
theme

Student Name, Volunteer
Coordinator

o | @ v U R —— -w
3

Master (PP2.41)

)ei7) SRR T et T T s T | . s
e e ot & L b s R ey o ~ A master is a special slide or page that
Mt e = Ll o et Trmmenan Lt -

[T

stores information about the formatting
for all slides in a presentation.

o

L
. .
N / CLICK TO EDIT MASTER TITLE

-0 cryLE
@ Click 1w odit Marrer subtithe sryle
°

O M2 e v atoer | - Shensif Prororet Seengiod - . -
SSEEaRn] —— WARESSSENES : . Animations (PP2.47)
L i ol - - o -........: ~. v :..:...-.. . : :
— — | - - = o Lt e Special effects such as animation,
T e . “ sound, and slide transitions are used to

Wy et o enhance the onscreen presentation.

Animations

(4 %) JOIN ANIMAL

e ANGELS
Q’: Andsna] Rocrws Foundntton
o Spwbent Name, Valuntasr Cosrlingtar

D

oo I"
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alignment PP2.16
animation PP2.47

LAB 2

master PP2.41
notes page PP2.61

cell PP2.8 object animation PP2.47
document theme PP2.34 rotate handle PP2.26
Find and Replace PP2.5 SmartArt PP2.27

PP2.72 Lab 2: Modifying and Refining a Presentation

table PP2.8

table reference PP2.8
table style PP2.17
text box PP2.31
transition PP2.47
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command summary

Command

@ Office Button

Prepare/Properties View and edit presentation properties such as
Title, Author, and keywords

Home tab

Font group

Increase Font Size + + Increases font size of selected text
Paragraph group

Align Left +F Aligns text to the left

Align Center +E Centers text

Align Right +R Aligns text to the right

Justify +F Aligns text to both the left and right margins
Align Text Sets vertical alignment of text

Editing group

+F Finds specified text

+H Replaces located text with replacement text

lllustrations group

a Inserts a shape

Inserts SmartArt shape
Text group
A
oy Inserts text box or adds text to selected shape

Inserts a header and footer

Design tab

‘
S8 =

Themes group

[-] More Opens gallery of document themes
Changes the color for the current theme
- /

Lab Review PP2.73



Lab Review

command summary

Command Shortcut
Animations tab

Animations group

-
at

¢ Cutter Anmatien

Transition to This Slide group
Slide Show tab
Set Up group

View tab

Presentation Views group

Poter
Fage

Drawing Tools Format tab

Shapes Styles group
More

Arrange group

Picture Tools Format tab

Adjust group

3y Recolor =

Picture Styles

More

= Picture Effects ~

\_

Creates custom animation for individual objects

Applies transitions in current slide to all slides

Hides current slide so that it does not appear
during the presentation

Displays current slide in Notes view to edit the
speaker notes

Opens Slide Master view to change the design
and layout of the master slides

Opens the Shape Styles gallery to select a
visual style to apply to a shape

Applies a visual effect to a shape

Rotates or flips the selected object

Recolors picture

Opens Picture Styles gallery to select an
overall visual style for picture

Applies a visual effect to picture

PP2.74 Lab 2: Modifying and Refining a Presentation (
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command summary

Command

SmartArt Tools Design tab

Layouts group
E| More

SmartArt Styles group
E| More
Table Tools Design tab

Table Styles group
[-] More

Shading

[ -] Border
(= -] Effects

o

Opens the Layouts gallery to change the
layout for the selected SmartArt shape

Change the color variation of a SmartArt graphic

Opens the SmartArt Styles gallery to choose
an overall visual style for the SmartArt graphic

Opens the table styles gallery to choose a
visual style for a table

Colors background behind selected text or
paragraph

Applies a border style

Applies a visual effect to the table such as
shadows and reflections
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Lab Exercises

1. animation

2. cell

3. color theme

4. document theme

5. master

6. object animation

7. rotate handle

8. SmartArt
9. table

10. transition

Match the item on the left with the correct description on the right.

a.

b.

predefined set of formatting choices that can be applied
to an entire document

slide that stores information about the formatting for
all slides or pages in a presentation

organizes information into an easy-to-read format of
horizontal rows and vertical columns

. special effects that add action to text and graphics

. quickly creates a visual representation of textual

information

controls the way the display changes as you move from
one slide to the next

. consists of 12 colors that are applied to specific

elements in a document

. the intersection of a row and column

allows you to spin an object to any degree in any
direction

. motion such as clip art that flies in from the left

multiple choice

Circle the letter of the correct response to the questions below.

1. If you wanted to add a company logo on each slide in your presentation, you would place it on the

. handout
notes page
outline slide
master

oo

2. To substitute one word for another in a presentation, you would use the feature.

Copy
Duplicate

o e

PP2.76 Lab 2: Modifying and Refining a Presentation (

Find and Replace
Locate and Move
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. The defines the format and placement of the slide image, note text, headers, footers,
and other elements that will appear on all speaker notes.

Slide master

Notes master

Handouts master

Title master

> e

theme is a predefined set of formatting choices that can be applied to an entire
document in one simple step.

slide layout

. document

animation

master

eP

&0

add action to text and graphics so they move around on the screen.
Transitions
Masters
Animations
Slides

Bogp

. Each theme consists of eight coordinated colors that are applied to different slide
elements.

document

slide layout

color

master

BEogwp

control the way that the display changes as you move from one slide to the next
during a presentation.
a. Animations
b. Slide masters
c. Graphics
d. Transitions

. If you want to display information in columns and rows, you would create a
a. table

b. text box

c. slide layout

d. shape

. You can change the horizontal placement of an entry in a placeholder or a table cell by using one
of the four horizontal alignment settings: left, center, right, and

a. highlighted

b. located

c. marginalized

d. justified
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Lab Exercises

10. To help you remember the important points during a presentation, you can add comments to

slides and print
notes pages

slide handouts
preview handouts
handouts

I

true/false

Circle the correct answer to the following questions.

1.

G g= £9 9

=

10.

PP2.78 Lab 2: Modifying and Refining a Presentation (

A master is a special slide or page on which the formatting for all slides
or pages in your presentation is defined.

A document theme can be applied to selected slides in a presentation
Tables contain rows and columns.
Alignment controls the position of text entries in a placeholder.

SmartArt Style provides ready-made shapes such as rectangles and circles,
a variety of lines, block arrows, flowchart symbols, stars and banners,
and callouts.

You can print 12 slides per page using notes page.

. Masters are professionally created slide designs that can be applied to your

presentation.

Find and Replace makes it difficult to locate specific words or phrases.
Style checking looks for consistency in punctuation and capitalization.
Columns in a table are identified by letters.

True
True
True

True

True

True

True
True
True

True

False
False
False

False

False

False

False
False
False

False
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Complete the following statements by filling in the blanks with the correct terms.

1.

2.

add action to text and graphics so they move on the screen.
Cells in a table are identified by a letter and number, called a

provides access to a combination of different formatting options such as edges,

gradients, line styles, shadows, and three-dimensional effects.

You also can align text in a table cell with the top, middle, or bottom of the cell
space.

A is a container for text or graphics.

A is part of a template that stores information about the formatting for the three key

components of a presentation—slides, speaker notes, and handouts.
controls the position of text entries within a space.

are used to display each bullet point, text, paragraph, or graphic independently of

the other text or objects on the slide.

The slide is a special slide that stores information about the formatting for all slides

or pages in a presentation.

Object are used to display each bullet point, text, paragraph, or graphic
independently of the other text or objects on the slide.
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Lab Exercises

Hands-On Exercises

% Easy

step-by-step % % Moderate
% % % Difficult

Explaining Fad Diets %

1. You have been asked to give a lunchbox presentation at the Lifestyle Fitness Club on fad diets. You
plan to first describe all fad diets and then end with a summary of the benefits of eating according
to the USDAs Food Pyramid and proper exercise. The summary of the food pyramid research is
complete; now you will need to add information about common fad diets. You want to make the
new slides look and feel like a part of the existing presentation, so you will add appropriate
graphics and formatting. Three slides from your completed presentation will be similar to those
shown here.

th e Fad Diets
FOOD

soup

Pyramid
calories
0t o 2 hed™er you 3 dOy diet
Vi R S0 Uibeye Mrdet Apple cider e
» vinegor FEOWH
co o Beverly Hills
o clet
|

The Food Pyramid
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f.

O

Open the file pp02_Fad Diets.

Run the slide show to see the progress so far.

Spell check the presentation, making the appropriate corrections.
Find and replace the occurrences of “children” with the word everyone.
In slide 1:
Insert a new text box.
Type Presented hy.
Press and type Your Name and Lifestyle Fitness.
Replace “Your Name” with your name.
Set font size 12 and center the text for each line in the text box.
Position the text box just below the existing subtitle.
Insert a new slide with Two Content layout after slide 2. In this slide:
Add the title Fad Diets.
Insert the picture from the file pp02_Grapefruit into the right content placeholder.
Add the following bullets to the left content holder:
Cabbage soup
Negative calories
3 day diet
Apple cider vinegar
Beverly Hills diet
AutoFit Text to Placeholder.
Size and position the graphic appropriately.
In slide 13:
Change the layout of slide 13 to Title and Content.
Locate and insert a clip art graphic related to this topic.
Animate the graphic’s entrance to fly in from the bottom left at slow speed.

Add a transition effect of your choice to all slides. Run the slide show to view the entire
presentation.

Save the file as Fad Diets. Print slides 1, 3 and 13 as handouts (four per page).
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Lab Exercises

Enhancing a Staff Training Presentation %

2. You are working on the staff training presentation for the Sleepy Time Inn. You have already
created the introductory portion of the presentation and need to reorganize the topics and make
the presentation more visually appealing. Three slides from your modified presentation will be
similar to those shown here.

R A I N I NG AMENITIES AND ACTTVITIES FOR

» What is there to
: do?
Sleepy Time Inn At the Inn

In the town

» Common hotel terms and their definitions

Open the file pp02_Sleepy Time Staff Training.
Run the slide show to see the progress so far.

Spell check the presentation, making the appropriate corrections.

o oo p

Find and replace any occurrence of “city” with the word town.

PP2.82 Lab 2: Modifying and Refining a Presentation (
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k.

1.

In slide 1:

Insert a textbox below the subtitle.

Type Presented by Your Name.

Replace “Your Name” with your name.

Set the font size to 24 and position the text box appropriately on the slide.

Add the following speaker note: Be sure to introduce yourself and play the name game.
In slide 4:

Add a shape of your choice.

Enter and format the text Terms to Know.

Position and size the shape appropriately. Add an animation effect of your choice to the
shape.

In slide 5:

Set the Picture Style to Metal Rounded Rectangle.

Set the Picture Effect to glow Accent color 6, 5 pt glow.
Hide slide 13. Move slide 4 after slide 12.

Change the design of the slides to one of your choice from the Themes gallery. Check all slides
and make any needed adjustments.

Duplicate slide 1 and move it to the end of the presentation. Delete the speaker note from
slide 15.

Add a transition effect of your choice to all slides. Add an animation effect and sound to the
first slide. Add your name to the File properties.

Save the file as Sleepy Time Training.

m. Print slides 1, 4, 12 and 15 as handouts (four per page).
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Lab Exercises

Enhancing the Interviewing Tips Presentation % %

3. To complete this problem, you must have completed Step-by-Step Exercise 5 in Lab 1. Jane has
completed the first draft of the presentation for her talk, but she still has some information she
wants to add to the presentation. Additionally, she wants to make the presentation look better
using many of the PowerPoint design and slide show presentation features. Three slides from your
modified presentation will be similar to those shown here.

TODAY'S LESSON

m Lesson 1: Before you go

m Preparing your resume, learn about employer,
practice

m Lesson 2: During the interview
m Asking and answering questions

INTERVIEWING BASICS m Lesson 3: Following up

n Write thank-you note

Presented by Your Name

=

Presented by Your Name

INTERVIEWING BASICS

a. Open the presentation Interviewing Basics. If necessary, switch to Normal view.

b. Change the document theme to one of your choice. Change the color theme to a color of your
choice. If necessary, reposition graphics and change font sizes.

c. On the master slides:
Set the bullet style to artsy, bullets, square.
Set the title and subtitle style to a different font color and size of your choice.

d. Review the slides in Slide Sorter view and fix the placement and size of the placeholders and
pictures as needed.

PP2.84 Lab 2: Modifying and Refining a Presentation (
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Set the footer Interview Basics to display on all slides.

f. Apply a custom animation to the clip art in slide 1 so that the image entrance is fly in from the
bottom at a slow speed.

g. Duplicate the title slide and move it to the end of the presentation. Add a shape to this slide
that includes the text Good Luck!. Format the object and text appropriately.

h. Select an animation scheme of your choice to add transition effects to all the slides. Run the
slide show.

i. Add the following note to slide 4 in a point size of 18: You must be able to give a short biography
when asked “Tell me about yourself.” Practice until you can tell the story smoothly.

Add file documentation and save the completed presentation as Interviewing Basics2.

Qo

k. Print the notes page for slide 4. Print slides 1, 2, 6, and 8 as handouts with four slides per
page.

Enhancing the Triple Crown Presentation * % %

4. To complete this problem, you must have completed Step-by-Step Exercise 1 in Lab 1. Logan’s
work on the Triple Crown Presentation was well received by his supervisor. She would like to see
some additional information included in the presentation, including a table of upcoming
qualifying hikes. Four slides from your updated presentation will be similar to those shown here.

e
Qualifying Hikes

P

Hike Location | Distance Date Guide
Death Valley California jsmiles  August 29,2008 Logan Thomas
ParlaCasyon  Arizona gomiles  Septemberis. 3008 Logan Thomas
BrycetoZion Utah  osmiles  Octoberis, 2008 Trecey lynn

=

Less is More

“Where to cut weight:
+ Backpack
+Sleeping Bag & Tent
< Boots vs. Shoes
< Food & Water

Adventure is Waiting!

Call us Today:
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Lab Exercises

PP2.86

Open the file Triple Crown Presentation.

Change the document theme to one of your choice. Change the color theme to a color of your
choice. If necessary, reposition graphics and change font sizes.

Using the master slides, change the text color of the titles and subtitles. Change the bullet
styles.

Use the Find and Replace command to replace any occurrence of “Apria Canyon” with Emerald
Pools.

Replace slide 3 with a new Title and content slide. In this slide:
Enter the title Qualifying Hikes.
Create a table with five columns and four rows.

Enter the following information in the table:

Hike Location Distance Date Guide

Death Valley California 35 miles  August 29, 2008 Logan Thomas
Paria Canyon Page, AZ 40 miles  September 12, 2008 Logan Thomas
Bryce to Zion Utah 95 miles  October 15, 2008 Tracey Lynn

Adjust the column and row size as needed.
Center the cell entries both horizontally and vertically in their cell spaces.
Change the table style to one of your choice.
Position the table appropriately.

Duplicate slide 1 and place the copy at the end of the presentation. In this slide:
Change the title to Adventure is Waiting!.

Add the Fade animation to the graphics on slides 4 and 5. Add an animation effect of your
choice to all slides that include bullets. Add a transition effect of your choice to all slides.

Add a footer that does not display the date and time but does display your name and the slide
number on all slides except the title slide.

Add a shape of your choice to the final slide with the text: Call us Today!.
Add the following information to the file properties:

Author: Your Name

Title: Triple Crown Presentation
Save the file as Triple Crown Presentation2.

Print slides 1, 3, 5, and 8 as a handout with all four slides on one page.

Lab 2: Modifying and Refining a Presentation (
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Enhancing the Coffee Presentation % % %

5. Evan, the owner of the Downtown Internet Café, commissioned a presentation on coffee basics.
You have created the presentation and added some formatting enhancements. Evan previewed
your work and was so impressed with your presentation on coffee that he has decided to run it
periodically throughout the day on a large screen in the cafe so customers can see it as well. To
“spiff it up,” he wants you to convert it to an onscreen presentation with more graphics as well as
other design and animation effects. Four slides from your modified presentation will be similar to
those shown here.

00{(& T(»é/( 1t's Brew

» Coffee Categories
@ Coffee Types
»w Coffee Terms

Come Lave co{{cc Wil 4. ..
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Lab Exercises

PP2.88

Open the file pp02_Coffee Talk.

Change the document theme to a design of your choice. Select a new color theme of your
choice. Check the presentation to see how the new design has affected all slides, and move and
size items as needed.

Use the slide master to change the font color of all first-level bullet text to a different color.
Replace “Student Name” with your name in the footer text of all slides.

Use the Find and Replace feature to change all occurrences of “Regular Roasts” to Coffee
Categories. Do the same to replace “Other Offerings” with Coffee Types.

Apply a custom animation and sound of your choice to the coffee cup clip art on slide 2.
On slide 3:
Change the title to What's Brewing.
Delete the clip art.
Copy the clip art from slide 2 to slide 3 and size and position it appropriately.
Add a third bullet with the text: Coffee Terms.
Delete slide 2.
On slide 3, insert, resize, and position the graphic from the file pp02_Coffee Pot.
On slide 4, change the title to Coffees from Around the World.
Insert a new slide with a Title and Content layout after slide 7. In this slide:
Enter the title Coffee Terms.
Create a table with two columns and five rows.

Enter What You Say as the first column heading and What It Means as the second column
heading.

Lab 2: Modifying and Refining a Presentation (
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Copy the terms and definitions from slide 9 into the table.

Change the font size of the text as needed.
Center-align the What You Say column.
Size the columns and table appropriately.
Select a table style of your choice.
Delete slide 9.
Duplicate slide 1 and place the copy at the end of the presentation. In this slide:
Change the title to Gome have coffee with us ... . Size and position the title appropriately.
Delete the subtitle text.
Delete the subtitle placeholder.
Insert a shape of your choice with the text Open Latel.

Select a slide transition of your choice and apply to all slides the slide transition to
automatically advance after 10 seconds. Run the slide show.

m. Add file documentation information.

n. Save the completed presentation as Coffee Talk.

Print slides 1, 2, 8, and 9 as handouts, four per page in landscape orientation.

Lab Exercises PP2.89



Lab Exercises

Clutter Control *

1. You work for a business that designs and builds custom closet solutions. You have been asked to
prepare a presentation for new clients that will help them prepare for the construction phase.
Clients need to organize and categorize their items before the crews arrive on site; your presentation
will serve as a “declutter” guide. When construction ceases, the business puts everything into the
closet as a service. Research ideas on reducing clutter on the Web. Add transitions, animations, and
a document theme that will catch the viewer’s attention. When you are done, save the presentation
as Custom Closets, and print the presentation as handouts, nine per page.

Enhancing the Car Maintenance Presentation *

2. To finalize your Car Maintenance presentation that you began in Lab 1 On Your Own Exercise 3, use
a document theme and color theme of your choice. Add clip art, sound, and transitions to help
hold your audience’s interest. Create speaker notes and rehearse the presentation. When you are
done, save the presentation as Car Maintenance2; print the presentation as handouts, six per page;
and print the notes pages for slides containing notes only.

Enhancing the Careers with Animals * % %

3. To add interest to your Careers with Animals presentation that you created in Lab 1 On Your Own
Exercise 5, select a document theme and color theme of your choice. Add clip art, sound, and
transitions that will hold your audience’s interest. Add speaker notes and rehearse the
presentation. When you are done, save the presentation as Careers with Animals2, print the
presentation as handouts, and print the notes pages for slides containing notes only.

Enhancing the Internet Policy Presentation % % %

4. After completing the Internet Policy presentation you created in Lab 1 On Your Own Exercise 1, you
decide it could use a bit more sprucing up. You want to add some information about personal
computing security. Do some research on the Web to find some helpful tips on protecting
personal privacy and safeguarding your computer. Enter this information in one or two slides.
Add some animated clip art pictures and transitions to help liven up the presentation. Make these
and any other changes that you think would enhance the presentation. Add a table and check the
style consistency of the presentation. Add appropriate documentation to the file. When you are
done, save it as Internet Policy2; print the presentation as handouts, nine per page; and print the
notes pages for slides containing notes only.

PP2.90 Lab 2: Modifying and Refining a Presentation (
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Sharing Favorite Vacation Spots * % %

5. You and your fellow Getaway Travel Club members have decided that each of you should do a
presentation on your favorite vacation spot (one you have already been to or one you would like to
go to). Pick a location and do some research on the Web and/or visit a local travel agency to get
information about your chosen destination. Create a presentation using a document theme and
color theme of your choice. Include clip art, animation, sounds, and transitions to make the
presentation more interesting. Include your name as a footer or subtitle on at least one slide.
Create and enhance a table and speaker notes to remind yourself of additional information you
want to relay that is not included in the slides. Add appropriate documentation to the file. Run the
slide show and practice your presentation, then save as Travel Favorites and print your presentation
and notes pages.
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Using Advanced

Presentation Features

Objectives

After completing this lab, you will know how to:

Create a new presentation from existing slides.

®

Insert slides from another presentation.

®

Create and modify a chart.

L~

Create and modify an organization chart.

@

Create a numbered list.

@

Add animated graphics.

Create and modify a WordArt object.

©

Rehearse timings.

)

Create custom shows.

=)

Create hyperlinks.

11/

Publish a presentation on the Web.

PP3.1



Case Study

Animal Rescue Foundation

The volunteer recruitment presentation you created
for the Animal Rescue Foundation was a huge
success. Now the agency director has asked you to
create a new presentation to use during new volun-
teer orientation programs. To create the orientation
presentation, you will modify and expand the

As you create the orientation presentation, you will
use several specialized PowerPoint 2007 tools to chart
numeric data and create an organization chart of the
foundation’s management structure. You will further
enhance the presentation using special text effects
and animated graphics. Finally, you will use several
features that will make

recruitment presen-
tation. The director
also thinks it would
be a good idea to in-
clude the completed
presentation on the
foundation’s Web site
for volunteers to refer
to whenever they

want.

PP3.2

it easier to deliver the
presentation.

When the orienta-
tion presentation is
complete, you will
then modify it for use
on the Web site and
save it as a Web page
document file.



10/21/2008

@e |come Voluntegs Sl

Anima RescuS FouUnaTE
Name. VSIaTRe Cooranad

sruEent

—nimal Rescue Foundation
istory

Thankyou for Joining
AnimalAnael

Thank You for Joining
Animal Angels

& Agscus FounaIzen

Aniers

WY Ca—

New presentations can ||
be assembled using
slides from existing
presentations.

1 Camnr

An organization chart can be
used to show the hierarchy
of an organization.

A graphic representation of table data as
a chart makes data easier to understand.
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Concept Preview

The following concepts will be introduced in this lab:

~

Chart A chart is a visual representation of numeric data that is used to help an audience grasp
the impact of your data more quickly.

Collect and Paste The collect and paste feature is used to store multiple copied items in the
Office Clipboard and then paste one or more of the items into another location or document.

Organization Chart An organization chart graphically represents the structure of an
organization, which usually includes people but can include any items that have a hierarchical
relationship.

Animated GIF An animated GIF file is a type of graphic file that has motion.

WordArt The WordArt feature is used to enhance slides by changing the shape of text, adding
3-D effects, and changing the alignment of text on a line.

Group A group is two or more objects that are treated as a single object.

Custom Show A custom show is a presentation that runs within a presentation.

Hyperlinks Hyperlinks provide a quick way to jump to other slides, custom shows,
presentations, objects, e-mail addresses, or Web pages.

Hypertext Markup Language The majority of Web pages are written using a language called
Hypertext Markup Language (HTML). HTML commands control how the information on a

page, such as font colors and size, is displayed.

J

PP3.4 Lab 3: Using Advanced Presentation Features (

., Creating a Presentation from Multiple Sources

Often, as you are developing a presentation, you will have information
from a variety of sources such as slides from other presentations or text
from a Word document. You can easily incorporate this information into a
presentation without having to recreate it again.

Creating a New Presentation from Existing Slides

To make the task of creating the new presentation easier, you will use an
existing presentation, modify it to fit your needs, and save it as a new
presentation. Much of the information included in the volunteer
recruitment presentation you created will be used again in the volunteer
orientation presentation.

You have already started to work on revising the recruitment presentation
to fit the needs of the orientation presentation by adding new graphics,
removing many slides whose content does not pertain to the orientation
program, and changing the theme to Concourse. You will use this file as the
basis for the volunteer orientation presentation you will create next.
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Start Office
PowerPoint 2007.

@ Click © Office Button
and choose New.

@ Choose New from
existing.

Your screen should be
similar to Figure 3.1

Select the location
that contains your
data files.

Double-click on
pp03_Volunteer3.

Your screen should be
similar to Figure 3.2

o 9 [ _ = =

= St - — . 5N
B : Wil .j“_ - %+ | New from Existing W EL” 2 ‘:" :::“
- , e wee || b 8 B A ». Presentation dialog box | m e LAY

Figure 3.1

From the New from Existing Presentation dialog box, you select the file to
be used to create the new presentation.

10 slides inserted into
new blank presentation

o~ ; o =¥
T ey =l 9 8
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Drany

In s b Aree
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N Setect -
rezrg

/o wd Detats.

Join Animal Angels

Animal Rescue Foundation
Student Name, Volunteer Coordinator

Figure 3.2

PP3.5

PowerPoint 2007

Creating a Presentation from Multiple Sources




Another Method

You also could copy and
rename a presentation to
create a new presentation
from an existing presentation.

€)@ Wodiiy the title of

slide 1 to Welcome
Animal Angels.

@ Insert Your Name in
the subtitle.

@ Modify the title of slide
10 to have Thank You
for Joining on the first
line and Animal Angels
on the second line.

@ Delete slide 9.

@ Save the revised
presentation as
Animal Angels
Orientation.

Your screen should be
similar to Figure 3.3

PP3.6 Lab 3: Using Advanced Presentation Features (

PowerPoint 2007

The 10 slides from the volunteer presentation are inserted into a new
unnamed presentation. In addition to deleting unnecessary slides, you
changed the graphic on the opening slide and applied the Concourse
theme to the presentation.

The first change you want to make is to change the title of the opening
and ending slides. You also will delete a slide that does not contain
information relevant to the orientation. Then, before you make any
additional changes, you will save the file as a new presentation.

New file name

,ﬂa\ H? 0 s ‘A_’ndkvph Oviettabicer - Mcrotel Sunerdolt - "X
‘J Wame | Bumt  Deign  Anmstiny  SMethew Baew Ve

== A Haoa 2 I e el 7D Eh - Aree

__’Q —J:‘m AW B mu.n;_ 1)’—.J 75 e .

P 7 e it (BT e S A (BN b\~ akegn o e 3 Sewat s

[o—

Thank You for Joining
AnimalAngels

Animal Rescue Foundation

Figure 3.3

The new presentation now consists of nine slides. By modifying an
existing presentation and saving it as a new presentation, you have saved a
lot of time in the creation of your new presentation.

Inserting Slides from Another Presentation

Next, you want to add a slide to the presentation containing information
about the philosophy of the foundation. To save time, you will copy and
insert a slide containing this material from another presentation into the
new presentation.

www.mhhe.com/oleary ]




:
Open the == drop-

down list in the Slides
group on the Home
tab.

Choose Reuse slides.

Your screen should be
similar to Figure 3.4

@) o ciick and

choose Browse File.

@ Change the Look In
location to the location
of your data files.

@ Select pp03_Animal
Rescue Fund Raising.

® Click [_oe=n_].

Your screen should be
similar to Figure 3.5
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Thank You for Joining
Animal Angels

Animal Rescue Foundation

Figure 3.4

The Reuse Slides task pane provides access to presentations stored in the
Slide Library or to presentations stored on your computer. The Slide
Library is a location on an Office SharePoint Server 2007 that stores and
maintains updates to presentation files centrally for use by others in an
organization. You will insert a slide from the foundation’s fund-raising
presentation that is on your computer.
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Thumbnails from
the fund-raising
presentation
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Thank You for Joining
Animal Angels
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Figure 3.5
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PowerPoint 2007

Additional Information

The Reuse Slides will only
display slides from PowerPoint
2007 presentations. If you
want to use slides from
another version of PowerPoint,
you will need to open the
presentation with PowerPoint
2007, save it, and close the file.
The file will be converted to a
PowerPoint 2007 presentation
and then can be reused.

Select slide 3 in the
Orientation
presentation.

® Click the “Our
Philosophy” thumbnail
in the task pane.

Additional Information

An enlarged version of the
thumbnail is displayed when
you point to it.

i Close the Reuse Slides
task pane.

Your screen should be
similar to Figure 3.6

Additional Information

Text created in other word
processing programs also can
be used to create a new
presentation. The text files
that PowerPoint can import
are Word (.doc), Rich Text
Format (.rtf), Plain Text Format
(.txt), or HTML (.htm) files.

PP3.8

Lab 3: Using Advanced Presentation Features (

Thumbnails of the slides from the Animal Rescue Fund-Raising presen-
tation are displayed in the Reuse Slides task pane. You will insert the “Our
Philosophy” slide into the orientation presentation after slide 3.

&) B0 erd Aageht Ovtertabcn - MCTOLeR Bomerfort YRS
rame et Deugn Aremateny e e Favew e
— - X . “e e
’l _J.lm NI e e e 5] “}) .1:‘ - Nre:
h 2 et b W L me O £ Popiace -
Udedi o i swanin Propes Jergmge. ek .

Our Philosophy

» Believes unwanted pets deserve a good
home

» Believes you can teach an old dog new
tricks

» Believes you can retrain animals to be
lovable

Figure 3.6

The selected slide from the Animal Rescue Fund-Raising presentation file
was inserted into the Animal Angels Orientation presentation and the
template design used in the presentation is applied to the inserted slide.

Now you would like to add more information about the foundation and
about the Animal Angels volunteer group.

Inserting Text from a Word Document

You have already started developing the content for the new orientation
presentation by creating an outline in Word. Instead of retyping this
information, you will insert slides containing the Word text for the
presentation by importing the outline. For best results, the document you
want to import should be formatted using heading styles so PowerPoint
can easily convert the file content to slides. PowerPoint uses the heading
levels to determine the slide title and levels for the slide body text. If
heading levels are not available, PowerPoint determines these features
from the paragraph indentations.
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Additional Information

In Word, if you apply Outline
Numbering styles to the
outline text, save the file as

a Rich Text Format (rtf) file
before importing it to
PowerPoint. This removes
the Numbering style so that
outline numbers do not :
appear on the slide, but
maintains the heading style.

Switch to Slide Sorter
view to better see the
sequence of topics.

@ Select slide 10.

s
@ Open the == drop-

down list and choose
Slides from Outline. ...

® Change to your data
file location.

@ Select the Word
document
pp03_0Orientation
Outline.

® Click [_me=rt_].

@ Reduce the zoom
to 70%.

Your screen should be
similar to Figure 3.7

As you used Outline view in Word to create the materials for the
presentation, heading styles were automatically applied. Now all you have
to do is import the outline into PowerPoint. You will insert the new
content at the end of the presentation and then move the slides to the
appropriate location in the presentation.
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6 new slides inserted Zoom changed Figure 3.7
from Word outline

The outline text is imported into the presentation and inserted as six
separate slides at the end of the presentation. Each level 1 heading in the
outline is used as the slide title. Text formatted as a level 2 heading is a
main body text point, a level 3 heading is a second-level body text point,
and so on. The first slide from the outline is automatically formatted using
the Title slide layout.

Now you want change the layout of slide 11 to Title and Content and
then you will rearrange the slide order.

Creating a Presentation from Multiple Sources PP3.9

PowerPoint 2007



@) change the layoutof % 47 P et g

X ) Mome | Guet Dign  Anmsteny  SMelhew  Faew Ve b
slide 11 to Title and B T e o W e () Y e B
Content. pte ‘; e ot BT U M A A (B Gy e e ok T

@ Move slide 11 to _ == 9% e
follow slide 2. , o s = e e eere

® Move slides 12 and 13
to follow slide 8.

® Move slides 14 and 15
to follow slide 11.

® Move slide 16 to
follow slide 14.

® Save the changes you
have made to the
presentation.

Figure 3.8

@ Run the slide show

from the beginning. ) ) o
Now that the new slides are in the correct order and the majority of the

content for the presentation is complete, you are ready to add some more

Ygur_ screen should be enhancements to the presentation.
similar to Figure 3.8
PP3.10 Lab 3: Using Advanced Presentation Features ( www. mhhe.com/oleary )

PowerPoint 2007



., Creating a Chart Slide

The first change you want to make is to show the adoption success rate
data in slide 8 as a chart rather than a table.

~

Concept 1

~
A chart, also called a graph, is a visual representation of numeric data. When you are presenting data to
an audience, they will grasp the impact of your data more quickly if you present it as a chart. PowerPoint
2007 includes a separate program, Microsoft Graph, designed to help you create 14 types of charts with
many different formats for each type.

Each type of chart represents the data differently and has a different purpose. It is important to select
the type of chart that will provide the right emphasis to support your presentations. The basic chart types
are described below.

Type of Chart Description

Area Shows the relative importance of a value over time by emphasizing the

. area under the curve created by each data series.

Bar Displays categories vertically and values horizontally, placing more

E emphasis on comparisons and less on time. Stacked-bar charts show
the relationship of individual items to a whole by stacking bars on top

of one another.

Column Similar to a bar chart, except categories are organized horizontally and
II values vertically. Shows data changes over time or comparison among
items.
Line Shows changes in data over time, emphasizing time and rate of change
RV rather than the amount of change.
Pie Shows the relationship of each value in a data series to the series as a
O whole. Each slice of the pie represents a single value in a data series.

Chart title R
Data series

\l
Success Rate

2500

2000

Number

Y-axis title > ot 1500
Animals

1000

500

2007
Years X- aX|s t|tIe
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Insert a new slide
using the Title and
Content slide layout
after slide 8.

® Double-click on
slide 9.

@ Click [a8 Insert Chart
in the center icons.

Another Method

You also can click E] on the
Insert tab to add a chart
object to a slide.

Most charts are made up of several basic parts as identified on the previous
page and described below.

Part Description

X axis The bottom boundary of the chart, also called the category
axis, is used to label the data being charted; the label may
be, for example, a point in time or a category.

Y axis The left boundary of the chart, also called the value axis, is a
numbered scale whose numbers are determined by the data
used in the chart. Each line or bar in a chart represents a
data value. In pie charts, there are no axes. Instead, the data
that are charted are displayed as slices in a circle or pie.

Data Series Each group of related data that are plotted in a chart.

Legend A box containing a brief description identifying the patterns
or colors assigned to the data series in a chart.

Titles Descriptive text used to explain the contents of the chart.

You will create the chart in a new slide following the slide containing the
table of data on success rates.
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(] 3-D Clustered
Column button
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Your screen should be
similar to Figure 3.9
Figure 3.9
From the Insert Chart dialog box, you select the type of chart you want to
create.
PP3.12 Lab 3: Using Advanced Presentation Features ( www.mhhe com/oleary )
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Choose IE 3-D [ PowerPoint application Excel application opens

and is tiled next to
Clustered Golumn. PowerPoint presentation
\ L]
P = i A0 e .
Additional Information &) o B T T i L S o %
When you point to the chart A Cm  -in LS PO bt
icon, a ScreenTip displays the ~; :.l: AA‘ PR Yo oo 47 3 "
chart type. lesa™ . [
T M %
- L] < -] L3 ¥ B
Click [_oc_J. i s )
Category 2 3 aa ;l
' Category 3 i3 18 ‘i
. Cotegoryd a3 21 s
Delete the text in \
cell B8 by moving to
the cell and pressing Excel sample data
Delete). ‘
3-D column chart of
Excel sample data
Your screen should be
similar to Figure 3.10
Having Trouble?
Do not be concerned if your
chart and data do not match
Figure 3.10.
- -“‘w .
Figure 3.10

The Microsoft Office Excel 2007 application opens and is tiled on the
screen next to the PowerPoint window so you can see both the Excel and
PowerPoint applications at the same time. The Excel worksheet contains
sample data and the PowerPoint slide displays a 3-D column chart of the
sample data. You need to replace the sample data in the worksheet with
the success rate data.

Copying Data to the Office Clipboard

Because the data are already contained in the table in slide 8, you will
copy the data from the table into the chart. You also will copy the title text
from slide 8 into the chart slide. You could copy and paste the selections
one after the other, or you can use the Office Clipboard to collect multiple
items and paste them as needed.

Creating a Chart Slide PP3.13
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Concept 2

Collect and Paste

~

04 Open the PowerPoint

PP3.14

The collect and paste feature is used to store multiple copied items in the Office Clipboard and then
paste one or more of the items into another location or document. For example, you could copy a chart
from Excel and a paragraph from Word, then switch to PowerPoint and copy the two stored items into
a slide in one easy step. This saves you from having to switch back and forth between documents and
applications multiple times.

The Office Clipboard and the system Clipboard are similar, but separate, features. The major differ-
ence is that the Office Clipboard can hold up to 24 items, whereas the system Clipboard holds only a sin-
gle item. The last item you copy to the Office Clipboard is always copied to the system Clipboard. When
you use the Office Clipboard, you can select from the stored items to paste in any order.

The Office Clipboard is available in all Office 2007 applications and is accessed through the Clipboard
task pane. Once the Clipboard task pane is opened, it is available for use in any program, including non-
Office programs. In some programs where the Cut, Copy, and Paste commands are not available, or in
non-Office programs, the Clipboard task pane is not visible, but it is still operational. You can copy from

any program that provides copy and cut capabilities, but you can only paste into Word, Excel, Access,
PowerPoint, and Outlook.

J

First you will copy the slide title text from slide 8 to the Office Clipboard.

Opens Clipboard
task pane

O b0 B = 7 Y a9 .
Home tab- - traeve I tgn  Amematises | SAfe Show | Rrvaw View fomet ~ - tome | Bmet Pageiapeut Formales Due Bewew Vew W . T X
- OacMetumNCh - & - B ) " A Cotn 5y - B - A :) L.y
»..-."‘ B e FONLS Patsgraph On oy mud LSS S L Aagnmart Number S Crte A
@ Click [=] to open the I i {5052 - M e a5 Uiy o i gl
Clipboard group. (Tt Oobond v x ] & » & g Cy— 0
| R rete ][5 Cow & ) A " c -] [ ¥ o .
[ T = i g | Sertesl  Seresl  Senes) ; |
® If necessary, click /=) i —h K
to empty the o Roscucs A
- - Icon represents source s . .-
Office c"pboard program of copied item 759 :
contents. ! :
10
1847 1
2
@ Select slide 8 and 1982 9
triple-click on the title 3
text to select it. 2025 B
1
19
b}
@ Click [ | Copy.
bl |
4
Click to add notes 2
Your screen should be -
similar to Figure 3.11 ‘ e ) sheets 2 z -
Shaeloft?  Cancmene’ ety ‘A‘JQJM

Figure 3.11

The Clipboard task pane displays a PowerPoint icon identifying PowerPoint as
the application source of the copied item and a preview of the copied selection.
Next, you will copy the contents of the table into the Office Clipboard. As items
are copied, they are added sequentially to the Office Clipboard with the last-
copied item at the top of the list.

Lab 3: Using Advanced Presentation Features ( werw.mhhe com/oleary )




@) Click on the table in

slide 8 to select the
object.

® Press +Ato
select the entire

contents of the table.

@ Click [ | Copy.

Your screen should be
similar to Figure 3.12

The Office Clipboard is
automatically activated if you
copy or cut two different
items consecutively in the
same program; if you copy
one item, paste the item, and
then copy another item in the
same program; or if you copy
one item twice in succession.

€) e Display slide 9.

@ Click in the slide title
placeholder.

@ Click on the “Success
Rate” item in the
Clipboard task pane.

@ Move the horizontal
slider to the left to
make the title more
visible.

Your screen should be
similar to Figure 3.13
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Figure 3.12

The Office Clipboard now contains two PowerPoint document icons, one
for each copied item. A preview for the copied table is not available. Next,
you will paste the title into slide 9.
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Figure 3.13

The contents of the first-copied item are pasted from the Office Clipboard
into the title of the slide.
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04 Select all the

worksheet data
(A1:D5) and press

(Delete).

® Move to cell A1.

@ In Excel, open the
Clipboard.

@ Click on the table data
item in the Clipboard.

@ Best fit the Excel
columns to fully
display the data.

Having Trouble?

Double-click on the column
header border line to best fit
a column.

Your screen should be
similar to Figure 3.14

@) o ciick to

clear the contents of
the Office Clipboard.

® Close the Excel
Clipboard task pane
and exit Excel.

@ Close the PowerPoint
Clipboard task pane.

@ If necessary, maximize
the PowerPoint
window.

Your screen should be
similar to Figure 3.15

PP3.16

PowerPoint 2007

Lab 3: Using Advanced Presentation Features

Specifying the Chart Data

Now you are ready to replace the sample data in Excel with the data from

the table.
{ b0 ¢ o - .‘ el DT O § Ohart i WScroseft Ofice Powerdsie « M - Y
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Figure 3.14
The worksheet displays the data and the chart in the slide represents the new

worksheet data.

PowerPoint window maximized
when Excel window closed
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Excel is closed and the PowerPoint application is active and maximized in
the window. The column chart is a visual representation of the data in
slide 8. Each data series has a unique color or pattern assigned to it to
identify the different series. The legend identifies the color or pattern
associated with each data series.

Changing Chart Style

Next, you want to change the color and appearance of the data series to
make it easier to differentiate the two data series. To do this, you will

change the chart style.
Chart Tools Opens Chart
Design tab Styles gallery

04 If necessary, select the °y DR Sl S j e

x
chart object. [PRSET POV ST ATDUTSLI DR U SR VI s [Ty s v

‘ *‘ =l 'ﬂ%“‘&" : .“‘ c'lkl“ﬂd&'l-“ ‘..“

Change Ty A sk Swed  0OR Tahie F Ll |

@ Open the Chart Tools e L
Design tab. 8 .

@ Click [5] More in the
Chart Styles group.

@ Choose Style 10.

Your screen should be
similar to Figure 3.16

7

Figure 3.16

You like the change to the column style and the three-dimensional effect.
You also would like to add color to the chart background by applying a
shape style to the back wall of the chart only. Finally, you want to remove
the extra bullet from the legend.

Creating a Chart Slide PP3.17
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28

Open the Chart Tools Selected chart Opens Shapes Chart Tools
F t tab element Styles gallery Format tab
ormat tap.
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i
I
|
:
:
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I

Click on the back wall
of the chart to select
both the back and side

walls. ‘ 1 i Chart back wall
color changed

M > LS A ¢+ 1D Abgn »

Another Method

You can also choose Walls
from the Chart Elements
drop-down menu.

PP3.18 Lab 3: Using Advanced Presentation Features (

PowerPoint 2007

Choose Subtle Effect -
Accent 1 (second
column of the fourth
row) from the Shape
Styles gallery.

Click on the legend
and then click on
the bottom bullet to
select it.

Figure 3.17

Press to

remove it.
The chart is now more attractive and more meaningful. Now that the

success rate data are represented in a chart, you will delete slide 8

Your screen should be .. . L
containing the same information in a table.

similar to Figure 3.17

Switch to Slide Sorter ST PPNE -~

.ny‘ Aserdd Jogieit Oriertabion - ASCIOLch Pumerfolt -
view. =

e Slide with duplicate

Y] _’:: chart data deleted | * am ] “_L‘J o Yo
ew

Delete slide 8.

ey
-

Save the presentation. e Wl = i ot

Your screen should be
similar to Figure 3.18

Figure 3.18
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., Creating an Organization Chart

To provide the volunteers with an overview of the structure of the Animal
Rescue Foundation organization, you want to include an organization
chart in the presentation.

~

Concept 3

Organization Chart ~

<M An organization chart graphically represents the structure of an organization. Traditionally, it includes
names and job titles, but also can include any items that have a hierarchical relationship. A hierarchy
shows ranking, such as reporting structures within a department in a business.

There are several different styles of organization charts from which you can choose, depending on
how you would like to display the hierarchy and how much room you have on your slide. A basic organ-
ization chart is shown below. All organization charts consist of different levels that represent the hierar-
chy. A level is all the boxes at the same hierarchical position regardless of the boxes each reports to. The
topmost box in the organization chart is at level 1. All boxes that report directly to it are at level 2. Those
boxes reporting to a level 2 box are at level 3, and so forth. An organization chart can have up to 50
levels.

Level 1

Co-worker boxes
{bevel 2) form a group

[Bramech

[ s [t [ [t 57

The manager box is the top-level box of a group. Subordinate boxes report to the manager box. Co-
worker boxes are boxes that have the same manager. Co-workers form a group. A group consists of all
the boxes reporting to the same manager, excluding assistant boxes. Assistant boxes represent adminis-
trative or managerial assistants to a manager. A branch is a box and all the boxes that report to it. A level
is all the boxes at the same level regardless of the boxes each reports to.

J

You will add a new slide following slide 8 to display the organization
chart. To create the chart, you will use a SmartArt graphic.

Creating an Organization Chart PP3.19



04 Insert a new Title and

Content slide after
slide 8.

® Display slide 9 in
Normal view.

® Click [ Insert
SmartArt Graphic from
the slide placeholder
icon.

@ Choose Hierarchy as
the category.

® Select [£..
Organization Chart.

® Click [_o<__].

Your screen should be
similar to Figure 3.19
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new slide

Figure 3.19

A blank organization chart, consisting of five shapes, is displayed.

Adding Text to the Organization Chart

To enter information into the organization chart, you can type or copy the
information directly in the shapes. Alternatively, you can use the text pane.
Using the Text pane, you will enter the name of the director of the Animal
Rescue Foundation in the top-level shape. Each bullet in the Text pane
represents one of the shapes in the graphic.
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Another Method:

You also can click E on the
left ec!ge of the SmartArt > . Text entered into

graphic object to open and : Directon top-level manager shape
close the Text Pane.

@ Click in the top text ' A v Text entered into
i e subordinate shape
box and type Steve “
Dow, Director.

@ Click on the next bullet
in the Text pane.

@ Type Linda Nelson,
Community Relations

Coordinator. Figure 3.20
Having Trouble?
Do not be concerned if your The text appears in the existing graphic shapes as you type in the Text
screen displays “Community” | pane. The text for the director appears in the top-level manager shape and

split between two lines. As
you proceed, the end will be
rejoined on a single line.

the text for the community relations coordinator appears in the
subordinate shape below it. Occasionally, a word gets split between two
lines. As you proceed to another text placeholder, these split words are
typically recombined automatically.

Your screen should be The next position you want to add is also at the subordinate level in the
similar to Figure 3.20 organization. Since there are no other shapes at this level, you will need to
add a shape at the same level. In the Text pane, this is accomplished simply
by pressing to complete the current entry and to create a new shape
at the same level.

Creating an Organization Chart PP3.21
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Press (—Enter).

Type Ronnie Carey,
Fund Raising
Coordinator.

Your screen should be
similar to Figure 3.21

PP3.22 Lab 3: Using Advanced Presentation Features (

PowerPoint 2007
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Lapvuss

Text entered into new
shape at the same level

Figure 3.21

Each time you press («Enter], a new shape is added at the same level.
Notice, the font size of the text decreases in all the shapes to the size
needed to display the largest entry in the shapes. You have two more
names and positions to add. You will enter the text for the last positions
directly in the shape, remove the last empty shape, and enter a title for the
slide.
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Close the Text pane. °y RRanpe i e v el =

Meme  buet  Deign  Anmetenr  SMethew Feew Ve | Omign et -
- 2 l-’u " u-v » Camane l l f‘q_ £’ 1 “
. o...,. - [_JESS ]
Click on the a4 Title added to " — -
H hart slide
placeholder in the next erganization ¢
empty shape to

activate it.

Type Your Name,
Volunteer Goordinator.

Click on the
placeholder of the next
empty shape to
activate it.

Type Carlos Rodriguez,

Text entered and

Foster Angel Recruiter. extra shape deleted

Select the next empty

shape and press Figure 3.22
to eliminate the
shape.

The new positions have been added and the extra shape deleted. Although
Type Who's Who as the  the layout of the organization chart is close, it still does not reflect the
slide title. hierarchy within the organization.

Your screen should be
similar to Figure 3.22

Changing the Organization Chart Layout

You will change the layout to better illustrate the foundation’s staffing.
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Select the
Organization Chart
object.

® Open the SmartArt
Tools Design tab.

® Click |~ " Hierarchy

in the Layouts gallery.

Your screen should be
similar to Figure 3.23

Select the shape for
Carlos Rodriguez.

Hierarchy Layout

@UQ o sremal Angws Orwetatier| Mercton soeerbom m____ = fow
2 Wome  bumt  Onan Awmstins  thgthew  Feiew  Wew | Omen - SmartArt Tools Design tag
: e = )
el e
Graprc

Lot

 Emee L A || | =il
B

Crote Srmpta = Lmatd a0

Hierarchy layout
applied

Figure 3.23

This new layout better reflects the organization structure. You, Ronnie,
and Linda report directly to the director. However, Carlos Rodriguez
works in your department and reports directly to you. You will change the
layout to reflect this.

Demote button

v M?0 s Crwtaticn  AMCIStOR Bowarboet mm - ¥
e Weme et Armatiry  Odethow  Favew  Vew | Omgn  femet
H H - oa ”u;‘n . '_ t m
CIlcklnthe b5 - 5;‘: I | 5H i\m&]@m : r"'r‘&m
Create Graphic group. tavars Imetat Wi :
Your screen should be
similar to Figure 3.24
Figure 3.24
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The organization chart now correctly identifies the relationships of the
people in the organization. Now, you realize you have forgotten to include
the name of the Animal Angel recruiter in the organization. This person
also reports to the Volunteer Coordinator.

Adding Shapes to the Organization Chart

You will need to add an additional shape to accommodate the missing
position. To add a shape, you first select an existing shape that is located
closest to where you want to add the new shape. Then you add the new
shape relative to the location of the selected shape. In this case, you want
to add a shape at the same level as the Carlos Rodriguez shape.

- |

04 Open the drop- “y 29-0 ¢ Aeral Aaceit Ortertabicn - McroteR Bomprdoes s
down list in the Create |

Graphic group of the iy oy Wi (= we e (P 8Y g 3nmrs aw
SmartArt Tools Design WA e E R B SR L U oo e R e

tab.

meme | Wmet  Onigh  Anmsteny  Shethew Faew View L

® Choose Add Shape
After.

@ Type Serina Johnson,

Animal Angel

i ang Text inserted
Recruiter. Coovanater Coosginaor into new shape
Your screen should be
similar to Figure 3.25

Figure 3.25

The new shape takes the same position as the selected shape, but after it.
You also decide to add to the chart the names of the volunteer assistants
who work for the coordinators.
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9% Select the shape with |5 #7 ~ ° i bt -

: , = .
Linda Nelson’s name. A A o WAl o el (P Dy e A
Puite Mew

= - A T Cuome G, Noplae -
® From the drop-

7 o Aot | BT U B B AR A (BR[N] gy | Sheees derimgs ot
down list, choose Add

Shape Below.

= |
@ Click and choose

Add Shape After to
add a second shape at
the same level.

e o Setect -

@ Enter Susan Allison,
Volunteer Assistant
and Maria Garcia,
Volunteer Assistant
into the shapes.

@ In a similar manner,
under Ronnie Carey’s

shape, add a Figure 3.26

subordinate shape and

enter George

Matthews, Volunteer

Assistant.

Your screen should be

similar to Figure 3.26
Enhancing the Organization Chart
To make the organization chart more interesting, you want to enhance its
appearance. You could select each element individually and make
changes, but PowerPoint includes a variety of prepackaged styles in the
SmartArt Styles group. You will change both the colors and the design
characteristics.
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'éy H? 0 ¢ Areal Anget Crwetaticr  ABEITAOA FowatPoet sttt - =¥
04 Click =7 in the O — B
SmartArt Styles group. V:E.-'-‘,""‘“ :'h"“_; .!;J l 5 JE [—‘(_“'-r_- r; ~r ‘:r.

@ Choose Colorful Range f v " g New colors and style
applied to chart

Accent Colors 5 to 6. S Who's Who

@ Click [=] More in the
SmartArt Styles group.

@ Choose 3-D Polished.

Your screen should be
similar to Figure 3.27

Additional Information

If you do not like the changes
you have made to a shape,
you can quickly restore the

default settings using . ;

Figure 3.27

The changes to the organization chart are complete. You can click on the
chart to further modify the chart at any time.

Save the presentation.

To see how all the changes you have made to the presentation look, run the presentation beginning with slide 1.

Additional Information

PressF5)to quickly start | Addling Interest to the Presentation

the presentation from the

beginning. The presentation has been updated with new content from a variety of
sources and contains information that will help new volunteers
understand the foundation. After viewing the presentation again, you
decide some of the slides need additional changes to add visual interest.

Creating a Numbered List

First, you want to change the second slide, which shows the topics of
discussion, to a slide showing the agenda for the orientation. Since the
agenda shows a sequential order of events, you want to use a numbered
list rather than bullets.

Adding Interest to the Presentation PP3.27
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€ © Disvlay siide 2

@ Change the title to
Agenda.

@ Select the four
bulleted items.

® Type the following text
to replace the bulleted
items:

Introductions

About the Foundation
Tour

Lunch

Animal Angels overview
Breakout sessions

@ Select the six bulleted
items on the slide.

® Click Numbering
in the Paragraph group
of the Home tab.

Your screen should be
similar to Figure 3.28

Another Method

You also can change a
bulleted list to a numbered list
by typing. To do this, press

to remove the
bullet at the beginning of the
line, type 1, A, a, |, ori
followed by a period or
closing parenthesis, type the
text, and then press to
start a new line. The next line
is automatically numbered
using the same style.

PP3.28 Lab 3: Using Advanced Presentation Features (
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Numbering button
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Figure 3.28

The bullets have been replaced with numbers, indicating a sequential

order of events.

You would like to change the size of the numbers so they will stand out

more on the slide.
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94 Open the
Numbering drop-down
list and choose Bullets
and Numbering.

@ Increase the Size | =1 Agenda
percentage to 125%. ‘

Introckactions

_; About the Foundaton
f _ Bullet number
OK I
® Click - =W size increased o=
3 and bolded Lunch
o Arnmal Angels overwew
® Click [B] Bold. Breakout sessions

@ Deselect the text.

Your screen should be

similar to Figure 3.29
Click 1o add notes

Additional Information

Stn 2ot 17  Concoonn” P

The Numbered tab of the
Bullets and Numbering dialog Figure 3.29
box also allows you to select ’
from several other numbering

styles as well as specify a

starting number. The numbers have changed to the size you selected and the entire list is

bold.

Adding Animated Graphics

Next, you want to enhance the Agenda slide by adding an animated
graphic from an animated GIF file.

Concept 4 )

Animated GIF ~

Z3 An animated GIF file is a type of graphic file that has motion. 1t consists of a series of GIF (Graphic
Interchange Format) images that are displayed in rapid succession to produce an animated effect. They
are commonly used on Web pages and also can be incorporated into PowerPoint presentations.

When an animated GIF file is inserted into a PowerPoint slide, it does not display action until you
run the presentation. If you save the presentation as a Web page and view it in a browser, the animated
GIF files run as soon as you view the page containing the graphic.

You cannot modify an animated graphic image using the features in PowerPoint. If you want to make
changes to the graphic, such as changing the fill color or border, you need to use an animated GIF edit-

ing program.
J

You want to add an animated graphic to slide 2 that will really capture the
attention of viewers. To make space for the new graphic, you will first
move the question mark graphic to slide 3.
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oa Select the question

mark graphic.

® Click [#_ Cut.

o Display slide 3 == What Is A Rescue Animal?
. ; Graphic moved,
—~ | 79 repositioned, and
) » Stray animals resized

® Click ™" == » Abused animals
‘ » Unwanted animals

. . v A special friend in need
@ Reposition and resize of a special home

the text placeholder
and position the
graphic as in

Figure 3.30.
Your screen should be
similar to Figure 3.30
Figure 3.30
Now you will add an animated graphic to slide 2. The graphic will not
exhibit motion until you run the slide show.
@) - Display siide 2 pyus-e e e e
!M: ;: ‘ ;J;x . : Nl 'J'.l‘;."-f‘ ;;,'1‘:'_‘3: P :::.,.
® Click [ from the IR -~ TS T BT S A A O e e~ | [y

Chpmosed Mt for PEagagn D ey teerg

lllustrations group on
the Insert tab. .
B Agenda

. specify your data ﬁle 3 Introckactions
location and select E About the Foundation
pp03_Adoptions. : Tour

Lunch

Anmal Angels overwew

[ J C"Ck . HBreakout sesaons

Additional Information

The Microsoft Clips Online
Web site includes many
animated graphics in the
Motion category.

Your screen should be
similar to Figure 3.31 Figure 3.31
Next you will size and position the graphic appropriately then you display
the slide in slide show view to see the animation.
PP3.30 Lab 3: Using Advanced Presentation Features ( www.mhhe com/oleary )
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Size and position the
graphic as shown in
Figure 3.32.

® Display the slide in
Slide Show view to see
the animation.

® Press to stop the
slide show.

Your screen should be
similar to Figure 3.32

Deugn  Arematuny
. 1 o ot {1 J |
\ A - e | ¢ !
B [y ¥ =3
New . A
Puits dow At (BT H AN AL EEERN Shapes Anange
apme FTE fort ESTa o

Agenda

Introcductions

About the Foundaton
Tour

Lunch

Arnimal Angels overvwew

Hreakout sesaons

- e Aree
= e Dne £ Poplace ©
o Setet -
a2y

Animated graphic
inserted, sized,
positioned, and
viewed

Creating a WordArt Object

The next change you want to make is to change the title on slide 1 to make
it more interesting. To make the title unique and more interesting, you
will enter it using the WordArt feature.

Figure 3.32

Concept 5

The WordArt feature is used to enhance slides by changing the shape of text, adding 3-D effects, and
changing the alignment of text on a line. You also can rotate, flip, and skew WordArt text. The text that
is added to a slide using WordArt is a graphic object that can be edited, sized, or moved to any location

on the slide.

Use WordArt to add a special touch to your presentations, but limit its use to a single element on a
slide. You want the WordArt to capture the viewer’s attention. Here are some examples of WordArt.

~

We..oel

Now Showing in
Cm‘ﬂﬂsm* 1:;n!hd¢nl

~
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You will create a WordArt object for the slide title to appear next to the
graphic on slide 1. It will replace the title text that is currently on the slide.

. . = . meral Socgelt Oniertaticn - NCroLoh Bowerd
04 Display slide 1. ' e
= Tl : y
Ien Atk Duts  Tede

® Delete the Title text
and placeholder.

©® Open the Insert tab.
4
@ Click " in the Text (

- Accent 2,
group. ; “\ rm Iflfaet:: Bevel
Y(.)UI" screen should be Student N =
similar to Figure 3.33

Figure 3.33
The first step is to select one of the 30 styles or designs of WordArt from
the WordArt gallery. These styles are just a starting point. As you will see,
you can alter the appearance of the style by selecting a different color,
shape, and special effect.
Choose Fill - Accent2, (iBg) @ s S=dism Ssmess imisac S S
Warm Matte Bevel T :‘(” oy K+ Nowprrme ioer: feai
(fifth row, third s1Tg8a E] (~] E] fx;:‘;' ALRL A RE: | Smomva- B | 0
column).
Move the WordArt

placeholder to the
blank area as shown
in Figure 3.34.

; ¢ WordArt placeholder
Having Trouble? L : with selected style

Animal Rescue Foundation

Drag the selected object just

like any other graphic object Student Name, Volunteer Coordinator

to move it.
Your screen should be
similar to Figure 3.34
Figure 3.34
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A WordArt object placeholder with the selected style is inserted. You need
to enter the text you want displayed using the selected WordArt design.
The handles surrounding the WordArt object indicate that it is selected.
Notice the object is surrounded with a solid border that indicates you can
format, size, or move the entire object. Clicking on the object will change
the border to a dashed border and display an insertion point. This
indicates you can enter or edit the text.

Drawing Tools
Format tab

Click in the WordArt

. ‘D) W20 ¢ Are - e 1etom Boeatboet =¥y
object and select the "—@ T A ——r e e b ypr A8 ":_',""
placeholder text. \CIoO Dworra o Qgrete s Bt gl
‘211' {“' =4 Ot « v e ten 190
‘\'\.{)fl = @ B B a::w‘_h A A e S Sttt Pene 24 hataty ¢ S :
Shape iy TR vy - e L 5
Type Welcome R : =— ==
Volunteers!. Text entered with
selected WordArt style
Your screen should be
similar to Figure 3.35
Additional Information Weicome V0|unteer5||
You can easily edit the Animal Rescue Foundation

WordArt text at any point by Student Name, Volunteer Coordinator
selecting the object.

Figure 3.35

Now the text you entered is displayed in the selected WordArt style on the
slide. Whenever a WordArt object is selected, the Drawing Tools Format
tab is available for use with the shape.

Enhancing a WordArt Object

Now you want to change the appearance of the WordArt object to make it
more interesting. First you will change the shape of the object.
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Click Text Effects
in the WordArt Styles
group and select
Transform.

Your screen should be
similar to Figure 3.36

9& Point to several effects

to see how they look
in Live Preview.

@ Choose the Double
Wave 1 effect.

® Move and size the
WordArt object as
shown in Figure 3.37.

Aremal Angeiy Orwnttatice - Merotoh i

Craweng,
S T e S ,‘_[ Text Effects button] .

: BEEES ek
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abcde Jbcde hod |8

abede 200y 2%
o T
IS we

aboae abede abede |

abcdn | Double Wave 1 effect

abcde abode e

Figure 3.36

A variety of text effects are available that will change the shape of your
WordArt object. You will preview several and apply a style.

Anerdd Jogeit Ovtertabion - Ncrotoh Bumerfort
Mame | buet Dwugn Aremateny e thew Fovew Virw
- el

= TE iy
= | wwpe .u) L o
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Pree
4 Poplnie
o Seeet ¢

WA =

-t = N UL

New WordArt
effect applied

Aaa
nm
/ ua »d Detets

w Wnbge IS0

Aa,

= Welcome Volunteers/

Animal Rescue Foundation

Your screen should be Student Name, Volunteer Coordinator
similar to Figure 3.37
Figure 3.37
The shape of the WordArt has changed to the selected wave effect.
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Grouping Objects

You like how the two graphic pieces are positioned on the slide and want
to keep this placement. To do this, you will group the objects.

~

Concept 6

~N
A group is two or more objects that are treated as a single object. Many clip art pictures are composed
of several different elements that are grouped together. This allows you to easily move, resize, flip, or
rotate all pieces of the group as a single unit. Features or attributes such as line or fill color associated
with all objects in the group also can be changed at one time.

Grouped Ungrouped

Sometimes you may want to ungroup the parts of an object so that the individual parts can bd
manipulated independently. Other times you may want to combine several objects to create your own
graphic object that better suits your needs.

J

You will combine the two graphics into one by grouping them, and then
you will size them appropriately on the slide.
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oT Select both graphics.

Having Trouble?
Select two or more graphic
objects by holding down

while clicking on each
object.

® Right-click on one of
the selected graphics
and choose
Group/Group from the
shortcut menu.

@ Size and position the
grouped graphic and
subtitle objects as in
Figure 3.38.

Your screen should be
similar to Figure 3.38

Additional Information

To select an object within a
grouped object, select the
group first, then click on the
object you want to select.

ﬁ:) H%-0. Anerial hageht Orsertabicn - Mcroteht Sumerfoes e
S| e Deiign  Anmatiny M Shew  Favew Virw
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P e e P iUt d Ly EEuRB Pupts Jpmgy Otk

= Welcome Volunteers!

Animal Rescue Foundation

Student Name, Volunteer Coordinator

Figure 3.38

Because the objects are grouped, they size and move as a single object.
You also could change features associated with all objects in the group at
once, such as changing the fill or line color of all objects. Even when
objects are grouped, you can still select an object within a group and
modify it individually without ungrouping the object.

Delivering Presentations

Additional Information

If your computer has a
microphone, you could even

record your narration using
in the Set Up
group of the Slide Show tab.

PP3.36 Lab 3: Using Advanced Presentation Features (

PowerPoint 2007

Typically, presentations are delivered by connecting a computer to a
projector to display the slides on a large screen. Before delivering a
presentation, it is important to rehearse it so that you are well prepared
and at ease with both the equipment and the materials. It is best to
rehearse in a setting as close as possible to the real situation with a small
audience who will give you honest feedback. Since most presentations are
allotted a set amount of time, as part of the rehearsal, you also may want
to keep track of the time spent on each slide and the total time of the
presentation.

Rehearsing Timing

To help with this aspect of the presentation, PowerPoint includes a timing
feature that records the length of time spent on each slide and the total
presentation time while you are rehearsing. If the presentation runs either
too long or too short, you can quickly see which slides you are spending
too much or too little time on and adjust the presentation accordingly.
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Open the Slide Show
tab.

Rehearsal toolbar

i : Slide time box :
Click T N | Shows e soent. R
the Set Up group. on slide ™

..
4
= Welcome Volunteers!

Animal Rescue Foundation
Student Name, Volunteer Coordinator

Your screen should be
similar to Figure 3.39

Figure 3.39

The Rehearsal toolbar appears and starts a clock to time your delivery.
The [#] button advances to the next step in the show and the [1] will pause
the timing. You also can return to the previous slide to repeat the
rehearsal and apply new timings to the slide using the button on the
toolbar.

Normally you would read your narration aloud while you rehearse the
timing. For this exercise, think about what you would say for each slide.
The toolbar will record the time for each slide. When you reach the end
of the presentation, a message box displays the total time for the
presentation.
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(D) H2- 0 R - = ¥
Advance through the i Vo —— /‘{ Set up Slide Show button |~ -
slide show as you a Urt O Brvohiiom. =

would during the
actual presentation.

)
L e

When finished, click
to keep the

slide timings.

-
Py

Your screen should be
similar to Figure 3.40

Slide timing

Figure 3.40

Slide Sorter view is displayed and the timings for each slide are displayed
below each slide. Now that you can see the individual timings, you can
easily see where you are spending too little or too much time. You may
have noticed on slide 9 that some of the shapes contained words that were
separated and displayed on two lines. If this is the case, resize the shapes
to avoid the splitting of words before you proceed.

Using Timings

Once the slide show includes preset timings for each slide, you can use the
timings to advance the slides automatically for you during the presentation.

=3
Click | ... | in the Set Up group on the Slide Show tab.

Choose Using timings, if present in the Advance slides category.

Another Method

You also can turn this
feature on or off using
in the
Set Up group.

® Click [_o<__|.

—

@ Click ,?f from the Start Slide Show group and watch the slide show advance automatically.

® Press to end the slide show.

Using this feature is ideal for creating a presentation that is self-running,
such as in a kiosk, or if you are very sure of your timings. Generally, when
presenting a slide show personally, it is just as easy to advance the slides
manually; this allows you to pace the show to the audience.

PP3.38 Lab 3: Using Advanced Presentation Features (
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Creating Custom Shows

After rehearsing the presentation, you have decided to divide the
presentation into two parts based upon the materials you plan to present
in the morning and afternoon sessions. To do this, you will create two
custom shows.

~

Concept 7

~

A custom show is a presentation that runs within a presentation. For example, you may have one pres-
entation that you need to give to two different groups. The overview slides are the same for both groups,
but there are a few slides that are specific to each group. Rather than create two separate presentations,
you can include all the slides in your main presentation and then group the specific slides into two cus-
tom shows that run after the overview slides. While you are running the slide show, you can jump to the
specific custom show that you created for that audience. y

The morning session will cover the materials about the foundation and
the afternoon session will cover the materials about the Animal Angels
volunteer group. You will create two custom shows that will display only
those slides for each session.

You will create the custom show for the afternoon session first.

04 If necessary, open the o W20 ¢
. e J) Enter name for
Slide Show tab. e e custom slide show | 0 .
'_;I o - Rrenmen Use Oument Rasantian =
':? e ig S e ;"” o ?wlm:-:-m Vuh;:ﬂ‘-::\-n" :
o Click = and T p——
choose Custom Shows Q e — = escrrgmons
from the Start Slide i [ g &
1 12 W o s A f—
Show group. ‘ S 20y e ;
& Fow Dows The Pourdation Melp™
7. Arenad Resiue Fourdation Metory -
:’%".:."
® Click [_tev.]. gt (1322 I : o
ey C=|= ‘
L — - ~f I:l n’_l“a
Your screen should be ' = === RS o ‘
similar to Figure 3.41
o At o Mg Vory
Shew Socter  Concoune’ K

Figure 3.41

In the Define Custom Show dialog box, you name the custom show and
select the slides that will run within the show. All the slides in a custom
show also must be in the main presentation.
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@) ¢ In the Slide Show

Name text box, type
Animal Angels.

@ In the Slides in
presentation list box,
select slides 10
through 17.

® Click [_add>> ],

Your screen should be
similar to Figure 3.42

PP3.40

PowerPoint 2007
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Figure 3.42

The selected slides are listed in the Slides in custom show area.

Next you want to create the custom slide show for the morning session
about the foundation in general. When the custom show ends, you want
the Agenda slide to display again, so you are ready to begin the afternoon
session. To do this, you will include the Agenda slide as the last slide in the
custom show. After adding the slides for the custom show, you will change
the slide order so that the Agenda slide will be last. To change the order of
the slides in the custom show, select a slide in the Slides in custom show
list box and then click [#] to move the slide up in the list or [#] to move the
slide down.
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: “ o) d2 0 @
e_. Click - !:0 99 fome New custom show |“*+ = Foee v -
complete the Animal Posd : PR U Covmed Aeshiion. =
1” q 1 o W Renewse lmrge 47 e Malaitenes O
Angels show. T e T S e hobdomad Tatngs. || P U Poiodios ot
art]
“" =
e o (e Poundeon bor on Az cain o’ Orar Mooty
©® Create another | | e S omben i I AN

custom show titled R |~ — 2 O = — —

) p © Why Aew A Aoardcrne” 4/t Oosd Pt ol [ | Slides that will run
Foundation. ;:’-mmw . Socaw Rats in new custom show

@ In the Slides in
presentation list box,
select slides 2
through 9.

@ Click [_&sa>>_].

@ Select slide 1 from the
Slides in custom show

list box.

Shen Soter Concone’ P - K
@ Click [*] seven times. Figure 3.43

Your screen should be

similar to Figure 3.43
Changing the slide order in a custom show does not change the order of
the slides in the main presentation. Now you will see how the Foundation
custom show runs.

Click [_oc__].

Click to run the Foundation custom show.
View the slides and press to end the custom show when the Agenda slide is displayed.

The Foundation custom show displays the slides in the order they were
listed in the custom show list. The timings associated with the slides also
are used.

Adding Hyperlinks

Next, you need to create a method to start the custom shows from the
Animal Angels orientation presentation. To do this, you will add hyperlinks
from the bulleted item on the Agenda slide to its corresponding custom
show.

Delivering Presentations PP3.41
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Concept 8

Hyperlinks ~

23 Hyperlinks provide a quick way to jump to other slides, custom shows, presentations, objects, e-mail
addresses, or Web pages. You can assign the hyperlink to text or to any object, including pictures, tables,
clip art, and graphs. You can jump to sites on your own system or network as well as to sites on the
Internet and the Web. The user jumps to the referenced location by clicking on the hyperlink.

J

First, you will add the hyperlink to the Foundation custom show.

04 Display slide 2 in o) uo-o . e
Normal view. =l
BB R @ e 2 6 9

. M "M kvn
® Select the second okl T =] L
bulleted item.

@ Open the Insert tab.

@
@ Click "™ from the
Links group.
Hreakout sesaons
Your screen should be
similar to Figure 3.44
ST TT | Caneonr K]
Figure 3.44
You need to specify the location of the document to link to and the specific
slide.
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. At MNbum - 4 Bon A faote . L Tme Mamee - o

A Batieam (e Test Atvde Cxgy

@ Select Foundation

under Custom Shows. — === | Agenda
Introckx ll-vn: X
o Click [ o_].
Tour
Your screen S/'IOU/d be :’\'vl::r:.ln Angels overvwew
similar to Figure 3.45 Breakout sessions

Having Trouble?

Use the vertical scroll bar
to display the Foundation
Custom Show name.

Figure 3.45

The hyperlink text appears underlined and in color. The color of the
hyperlink text is determined by the presentation’s color scheme. When
the second bulleted item is selected, it will start the Foundation custom
show.

Next, you need to add the hyperlink to the Animal Angels custom show.

94 Create another hyperlink from agenda item 5 to the Animal Angels custom show.

The fifth bulleted agenda item is now a hyperlink to the custom slide
show.

Using Hyperlinks

Now you want to try out one of the hyperlinks to see how they work. To
activate the hyperlinks, you need to run the slide show.
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Run the slide show
from the beginning.

Having Trouble?

Pressing starts the slide
show at slide 1.

Click on the Animal
Angels overview
hyperlink when slide 2
is displayed.

Additional Information

The mouse pointer shape
changes to a ¥ when
pointing to a hyperlink.

i Press to end the
show when the last
slide is displayed.

Your screen should be
similar to Figure 3.46

Azerad daggeht Ovtertahice - Moo Bumerfort
Arematem M thow Favew Vs
» RN vl = >} ]
2 ikl i 4300w 689
. el Otget  Mose Sound
4 Time amee . .
\tvae (g0

=Wwelcome Volunteers|

Animal Rescue Foundation
Student Name, Volunteer Coordinator

Figure 3.46

The slide show jumps to the first slide in the Animal Angels custom show
and runs the custom show slides. Now you are ready for the presentation!

Add appropriate file documentation.

Save the presentation.

Print a handout with four slides per page showing slides 1, 2, 8, and 9 in landscape orientation.

PP3.44 Lab 3: Using Advanced Presentation Features (

PowerPoint 2007

Publishing a Presentation

The Director wants you to publish or save a copy of the presentation file
for use on the foundation’s Web site for volunteers to review whenever
they want. You want viewers to be able to easily control the slide show so
that they can go back to review a slide immediately or go forward more
quickly to see other slides.

Before you publish the presentation, you want to make several changes
to the Agenda slide. First, you will change the slide content to display a list
of the major topics from the presentation. Then you will edit one of the
slides.
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Sov Bfseter  * LT Member
Tost Atede (2

@ Change the slide title |
to Learn About Us.

@ Delete the ji— '; .
Introductions, Tour,
and Lunch bullets.

Adopbon Angels

Adoption Fees
® Change “Breakout T Foster Angels
Sessions” to Adoption
Angels.

@ Add a fourth bullet,
Adoption Fees.

©® Add a fifth bullet,
Foster Angels.

Figure 3.47

© Edit the second bullet
by capitalizing the first Unfortunately, custom shows will not run from a Web browser. Therefore,

letter of Overview. in order for the presentation to run from the foundation’s Web site, you

need to change the hyperlinks to the custom shows to links to the
Your screen should be appropriate slides in the presentation. Fortunately, most other features in
similar to Figure 3.47 the presentation, including transitions and sound, will run in most new

versions of Web browser programs.

You will edit the existing hyperlinks and then add new hyperlinks for
\ao e Brovreer PIGGRam the other bulleted items on slide 2. This will allow viewers to make a
L ios that are not selection from the bulleted list, and the presentation will jump directly to
supported are unavailable. the slide containing the relevant information.

Additional Information

Publishing a Presentation PP3.45
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@ ¢ Riontclickonthe 18570 T e T T
About the Foundation TNEBROPa RE A 34T &9

hyperlink and choose T Pty Ou bosty Samet Sastht Coad | putvm Acwe  Tedt | Wesdm Wordid Dute  Thdv dpmaei Obpt | Moss Seund

Edit Hyperlink. Tt A5 l:“'mm iy Tt Atvde (g

@ Change the link to
slide 3.

e

® Change the Animals
Angels Overview
hyperlink to link to
slide 10.

® To create a hyperlink
for the Adoption

.-' New hyperlinks

P created

L |

— i

Angels bullet, select ;

the bullet, right-click

on the selection, and -
choose Hyperlink. ==

See I 1T Concon’ P

Figure 3.48

@ Select slide 12 and
click to
complete the
hyperlink.

@ Create a hyperlink
for Adoption Fees to
slide 14.

@ Create a hyperlink
for Foster Angels to

slide 15.

Your screen should be

similar to Figure 3.48
Saving the Presentation as a Web Page
Now that the presentation is ready for Web delivery, you will save it as a
Web page. Publishing a file saves the file in Hypertext Markup Language
(HTML) format.

PP3.46 Lab 3: Using Advanced Presentation Features ( www.mhhe com/oleary )
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Hypertext Markup Language ~N

Concept 9

All Web pages are written using a programming language called Hypertext Markup Language (HTML).
HTML commands control how the information on a page such as font colors and size is displayed. HTML
also allows users to click on highlighted text or images and jump to other locations on the same page,
to other pages in the same site, or to other sites and locations on the Web altogether.

HTML commands are interpreted by the browser software program you are using to access the WWW. A
browser is a program that connects you to remote computers and displays the Web pages you request. The
computer that stores the Web pages and sends them to a browser when requested is called the server.

J

You can save a presentation in two ways:

e Web Page—Saves the presentation as a Web page and creates an
associated folder that contains supporting files such as bullets,
background textures, and graphics.

e Single File Web Page—Saves the presentation as a Web page that
integrates all supporting information, including graphics and other
files, into a single file.

You will save it to a single file Web page, which is the default file type.

oa Click % Office Button 555 = PS——

and choose Save as. S me et | Oyien  dmmstew Deethew  Swies  Vew  ame o

O=iEmymd Qul M 4d300«w 69

Tote  Petan O Mste Shape Saatit Ot Npetes Adion Teet  Hesder Wordiet Dats  Thae Spmmel Dot Mowe Sound
. At Mmc - Sav Gfaster  * AT Member . .

® Specify the location to
save the file.

@ Enter the file name
Volunteer Orientation
Web.

@ Choose Single File

Web Page as the file e
type- N - e M @
Page tow e Al g

B Sew e comy and Ouome 3 coteets

Your screen should be
similar to Figure 3.49

er 1o i)  Comcewnn D

Figure 3.49

Additional Information

Clicking allows you
to specify a different page

title.

Notice that the page title, the name that will appear in the title bar of the
browser when the page is displayed, is the same as the title in the first
slide. This is an appropriate page title and does not need to be changed.
Next, you will set several additional Web page formatting and display

options.
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Page it Wakoms Akl Aors

Mg C od

Figure 3.50

In the Publish as Web Page dialog box, you can specify the slides you want
to publish under Publish what? and optimize the Web page for a
particular browser or browser version, under Browser support. The
default settings, Complete Presentation and Microsoft Internet Explorer
4.0 or later, in both areas are appropriate for your needs. You do want to
specify some additional Web options.

€ o Cliok [snostor.. ] By av e e

mrme ruet Devgn Aremateny e thew Frvew . Pamet »
DByl 513043 00w 9

@ In the General tab, e e lnscamuizad B Bp o Sy -~ Foamob ol Bupbior

choose Show slide =

animation while

browsing.
® If necessary, select the |- ' e et
other two appearance P a - npigodcaman ek
option. ‘
Your screen should be
similar to Figure 3.51
Figure 3.51
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@ o ciick 1.

@ To immediately see
how your published
Web presentation
looks in your browser
after you publish it,
select the Open
published Web page in
browser.

® Click [ 2sh.. ],

@ If necessary, respond
appropriately to allow
blocked content.

@ Maximize the browser
window.

Having Trouble?

Your browser may not allow
the presentation to be
displayed. If this is the case,
skip to the end of this lab.

Your screen should be
similar to Figure 3.52

Additional Information

A Single File Web Page file
type has a file extension of
.mht or .mhtml.

The Add slide navigation controls option will display a table of contents
listing that can be used to navigate the presentation. The Show slide
animation while browsing will display transition effects and other
animations as long as the browser supports those features. The Resize
graphics to fit browser window automatically sizes the slides to fit the
browser window.

Presentation displayed
in browser window

D Weicome Animal Aogels  Micronall Intermet Laplarer
-

= TS x| &) 0 ) men (Rem— i B a3

D L e £ afh.

e I v Fatm Teh

=l come Volunteers\

Animal Rescue Foundation
Student Name, Volunteer Coordinator

o W Conguter

Figure 3.52

The file is converted to an HTML document and saved as a Single File
Web Page file type. This file contains all the elements on the page such as
images and hyperlinks and all supporting files such as those for bullets,
graphics, and background. Any graphics that were added to the page that
were not already JPEG or GIF files are converted to that format.

The browser on your system is loaded offline, and the page you created
is displayed in the browser window. The left side of the window displays a
table of contents relating to the slides of the presentation. Clicking on an
item will display the associated slide on the right side. To navigate through
the presentation, you can use the table of contents list, the hyperlinks on
slide 2, or the navigation buttons located below the slide.

Publishing a Presentation PP3.49



64 Click on slide 2 in the Navigation pane to display the contents list.

Additional Information

Slide timings are not saved

with the Web page. more people.

® Click on item 2 in slide 2 to see the first slide in the Animal Angels Overview.

® Try out the various methods of navigation in the presentation.

® When you are finished, click a Close to exit the browser.

® Close PowerPoint (do not save these changes to the Animal Angels orientation presentation if prompted).

Now that you can see how easy it is to convert a presentation to a Web
page, you will use this feature often to make information available to

You have two copies of the orientation presentation: the copy you will

use to present the program personally to the new volunteers and the other
that will be used on the foundation’s Web site.

EXPLORE YOUR CAREER OPTIONS

Training Specialist

In today’s job market, learning new skills is the only
way to keep current with ever-changing technology.
A training specialist in a corporate environment is
responsible for teaching employees how to do their
jobs, which wusually involves computer training.
Training specialists use PowerPoint to create materials

PP3.50

Focus on Careers

Lab 3: Using Advanced Presentation Features (

for their lectures and can automate the presentations
and package to a CD to send to employees at remote
locations. The position of training specialist usually
requires a college degree. Typical salaries range from
$36,500 to $120,000 depending an experience and
skill. To learn more about this career, visit the Web
site for the Bureau of Labor Statistics of the U.S.
Department of Labor.
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Concept Summary

LAB 3

Using Advanced Presentation Features

Chart (PP3.11)

A chart is a visual representation of
numeric data that is used to help an
audience grasp the impact of your data
more quickly.

Collect and Paste (PP3.14)

The collect and paste feature is used to
store multiple copied items in the Office
Clipboard and then paste one or more
of the items into another location or
document.

Organization Chart (PP3.19)

An organization chart is a map of a
group, which usually includes people
but can include any items that have a
hierarchical relationship.

Animated GIF  (PP3.29)

An animated GIF file is a type of graphic
file that has motion.

| 1 »
Animated GIF Rt

‘E‘

O % mb vt
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WordArt (PP3.31)

WordArt enhances slides by changing
the shape of text, adding 3-D effects,
and changing the alignment of text on a
line.

Group

(PP3.35)

A group is two or more objects that are
treated as a single object.

Custom Show (PP3.39)

A custom show is a presentation that
runs within a presentation.

Hyperl

inks (PP3.42)

Hyperlinks provide a quick way to jump
to other slides, custom shows,
presentations, objects, e-mail
addresses, or Web pages. J

Hypertext Markup Language (PP3.47)

PP3.52

All Web pages are written using a
programming language called
Hypertext Markup Language (HTML).
HTML commands control how the
information on a page such as font

colors and size is displayed. J

Lab 3: Using Advanced Presentation Features (
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Lab Review

animated GIF PP3.29
assistant box PP3.19
attribute PP3.35

branch PP3.19

chart PP3.11

collect and paste PP3.14

co-worker box PP3.19

Using Advanced Presentation Features

LAB 3

custom show PP3.39

graph PP3.11

group PP3.35

hierarchical relationship PP3.19
hierarchy PP3.19

hyperlink PP3.42

Hypertext Markup Language
(HTML) PP3.47

manager box PP3.19
organization chart PP3.19
publish PP3.44
WordArt PP3.31
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command summary

Command

@ Office Button

New/New from existing Inserts an existing presentation as a new
unnamed presentation

Home tab

Clipboard group

Opens Clipboard task pane

Slides group

/Slides from Outline Inserts new slides using a Word outline
/Reuse Slides Inserts new slides from another presentation

Paragraph group
Numbering Creates a numbered list

lllustrations group

Inserts a picture from a file

E Inserts a chart

Text group

ﬂ Inserts a WordArt graphic object

Links group

Q‘ + K Creates a link to a Web page, a picture, an

e-mail, or a program

Slide Show tab

Start Slide Show group

Lot Starts the slide show from the first slide of the
— presentation

Creates or plays a custom slide show

Set Up group

mon Specifies advanced options for a slide show

- /

PP3.54 Lab 3: Using Advanced Presentation Features (

www.mhhe.com/oleary ]




command summary

Command Shortcut

Chart Tools Design tab

Chart Styles group
E| More

Chart Tools Format tab

Shape Styles group
E| More

Drawing Tools Format tab

WordArt Styles group
More

SmartArt Tools Design tab

SmartArt graphic
Create Graphic group

Layouts group
E| More

SmartArt Styles group

E| More

Action

Practices timing or pace of a presentation

Displays Chart Styles gallery, presenting alter-
native chart styles including chart color and
appearance

Opens the Shape Style gallery to choose a
visual style for the shape or line

Opens the WordArt Style gallery to choose a
visual style for the WordArt text.

Adds a shape to SmartArt graphic

Demotes selected element of SmartArt graphic

Opens the Layouts gallery to choose the
layout for the SmartArt shape

Changes the color variation of a SmartArt
graphic

Opens the SmartArt Styles gallery to choose
an overall visual style for the SmartArt graphic

/
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Lab Exercises

J—

Match the item on the left with the correct description on the right.
. attribute

2. collect and paste

3. custom show

4. group

5. hierarchy

6. hyperlink
7. HTML

8. organization chart

9. publish

10.

WordArt

a. Hypertext Markup Language

b. Feature such as line or fill color associated with an
object

c. Consists of all the boxes reporting to the same manager,
excluding assistant boxes

d. Used to show the hierarchy of an organization

e. Used to enhance slides by changing the shape of text,
adding 3-D effects, and changing the alignment of text
on a line

f. Save a copy of a presentation file for use on a Web site

g. Store multiple copied items in the Office Clipboard and
then paste one or more of the items into another
location

h. Provides a quick way to jump to other slides, custom
shows, presentations, objects, e-mail addresses, or Web

pages

i. Shows ranking such as reporting structures within a
department in a business

j. Presentation that runs within a presentation

multiple choice

Circle the letter of the correct answer to the following questions.

1. An animated

a.
b.
c.

d.

AVI
MOV
MPEG
GIF

2. Features or

be changed at one time.

a.

b
c.
d

PP3.56

file is a type of graphic file that has motion.

such as line or fill color associated with all objects in the group also can

characteristics
themes
groups
attributes
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. If you needed to create a chart that shows the relationship of each value in the data series to the

series as a whole, you would select the chart.
line
pie
column
bar
is a presentation that runs within a presentation.
build
transition
custom show
related show

IR R R R R

is the capability of a program to store multiple copied items in the Office Clipboard
and then paste one or more of the items into another location or document.

a. Collecting and pasting

b. Copying and pasting

c. Collecting and storing

d. Duplicating and inserting

. A(n) chart can include any items that have a hierarchical relationship.
a. pie
b. organization
c. bar
d. area
commands control how the information on a page such as font colors and size is
displayed.
a. HTML
b. Master

c. Presentation
d. Alignment

. Hyperlinks provide a quick way to other slides, custom shows, presentations,
objects, e-mail addresses, or Web pages.

a. copy from

b. align
c. jump to
d. paste to
. The is the top-level box of a group.

co-worker box
manager box
subordinate box

ao TP

branch
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Lab Exercises

10. A is two or more objects that are treated as a single object.
a. property
b. quality
c. group
d. characteristic

true/false

Circle the correct answer to the following questions.

1. An animated GIF is a map of a group, which usually includes people, but

can include any items that have a hierarchical relationship. True False
2. Many branches are composed of several different elements that are grouped

together. True False
3. Co-workers represent administrative or managerial assistants to a manager. True False
4. A custom show is a presentation that runs within a presentation. True False
5. A bar chart shows the relative importance of a value over time by emphasizing

the area under the curve created by each data series. True False
6. In a pie chart, each slice of the pie represents a single value in a data series. True False
7. The WordArt feature is used to enhance slides by changing the shape of text,

adding 3-D effects, and changing the alignment of text on a line. True False
8. To make changes throughout a presentation, you must make changes to all

pairs of masters. True False
9. The Y axis is also known as the category axis. True False

10. A group is three or more objects that are treated as a single object. True False

PP3.58 Lab 3: Using Advanced Presentation Features (
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Complete the following statements by filling in the blanks with the correct terms.
1.
2.

B s B

boxes have the same manager.

A is a visual representation of numeric data that is used to help an audience grasp
the impact of the data.

A(n) chart emphasizes the area under the curve.

A(n) is a box and all the boxes that report to it.

A(n) presentation can be opened and viewed from an e-mail.

The feature is used to enhance slides by changing the shape of text, adding 3-D

effects, and changing the alignment of text on a line.

The contains a brief description identifying the patterns or colors assigned to the
data series in a chart.

All organization charts consist of different levels that represent the

When a(n) GIF file is inserted into a PowerPoint slide, it does not display action
until you run the presentation.

. Line color and fill color are features or associated with an object.
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Lab Exercises

Hands-On Exercises

% Easy

Ste -hy-ste % % Moderate
e : % % % Difficult

Future Job Statistics *

1. The presentation Interviewing Basics2 created in Lab 2 Step-by-Step Exercise 3 was very well received.
You did some additional research on the Department of Labor’s Web site and found the projected
number of college-level jobs in 2008. You think these new data will fit nicely into the presentation as
a chart. Several slides of your completed presentation will be similar to those shown here.

a. Open the PowerPoint file Interviewing
Basics?2.

b. On slide 7, change the bullets to numbers.
Change the color of the numbers to red.

c. Insert a new Title and Content slide after
slide 1. Title the slide College-Level Jobhs.
Insert a Stacked Bar in 3-D chart using the
following data:

2007 2008 Presented by Your Name
Professional 14,860 19,250 ' NTE RV' EWI N G B AS I cs
Executive 9,200 11,320
Marketing and Sales 2,640 3,400 ||

L COLLEGE-LEVEL JOBS
Technician 1,250 1,690

d. Insert, resize, and position the clip art
from file pp03_Interview into slide 6. -

e. Replace the three bulleted items in slide 8 “B
by inserting the SmartArt Basic Chevron
Process, cutting and pasting the bulleted -
text items into the appropriate location in
the SmartArt graphic, and deleting the protessos IR
content placeholder.

f. Save your completed presentation as
Interviewing Basics3. Print the presentation as
handouts with six slides per page.

Markotng and Sajes
" 2007

Exacutve 't

0 10000 20000 30000 40000

-1 SUMMARY
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Nutrition and Exercise Presentation * %

2. Annette Ramirez is the new Lifestyle Fitness Club nutritionist. She would like to use a

presentation on exercise currently in use by the club to discuss the benefits of a nutrition plan.
She has asked you to modify the current presentation to include some nutrition information.
Several slides of your completed presentation will be similar to those shown here.

a. Start PowerPoint and open the file
pp03_Exercise.

b. Change the Slide Design to one of
yOlll"ChOiCC. Check all slides and - ITAIECO AND ALITDITINN
adjust the text and graphics as Vst
needed throughout.

c. Onslide 1:

Change the title to Fitness and
Nutrition.

Select and group the three images
and move the group to the center

of the slide.
Reposition the title and subtitle as
needed' Presented by
d. Change the title on slide 2 to Lifestyle Fitness
What Exercise and Nutrition Can
Do for You. Regulate Blood Sugar and

e. Change the bulleted list on
slides 3 and 4 to a numbered

Control Body Weight

list. Change the color of the ' - 3
numbered list to blue. Improves body's '

f. Change the layout of slide 6 to ability to metabolize
Title and Content. Resize the SUEN

content placeholder box and Burns calories
reposition the image to fit the Maintains weight-
slide. loss

Fitness Activity Trends
2003 to 2007 (in millions)

= Free Waeights
* Resistance Machines
# Stationary Cycling

= Treadmill

® Running/Jogging
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Lab Exercises

g. Onslide 9:
Change the appearance of the table by applying a table style of your choice.
Circuit Training has been changed to Advanced Step. Adjust the entries accordingly and
resize the table as needed.
h. Insert a new Title and Content slide after slide 10. On this slide:
Add the title Fitness Activity Trends 2003 to 2007 (in millions).
Insert a 3-D Column chart using the data below:

2003 2004 2005 2006 2007
Free Weights 245 317 432 538 593
Resistance Machines 15.3 19.4 22.5 284 35.6
Stationary Cycling 334 39.1 34.8 33.8 323
Treadmill 4.4 19.7 36.1 421 45.2
Running/Jogging 32.9 30.1 32.3 34.2 35.1

Change the color and appearance of the chart by selecting a chart style and shape style of
your choice.

i. On the last slide, delete the text box and the subtitle placeholder. Create WordArt in a shape of
your choice and add the text Make it part of your life! Set a WordArt style and shape style of your
choice. Size and position the WordArt appropriately.

j- Imsert the logo in file pp03_LFC Logo into slides 1 and 12. Position and resize the logo as
needed. Include your name in a footer on all slides.

k. Run the presentation and make any changes necessary. Save the presentation as Fitness and
Nutrition. Print the presentation as handouts in landscape orientation with six slides per page.

PP3.62 Lab 3: Using Advanced Presentation Features (
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Employee Morale Presentation * %

3. Chirag Shah works in the personnel department of a manufacturing company. Chirag has recently
been studying the ways that employee morale can affect production levels and employee job
satisfaction. Chirag has been asked to hold a meeting with department managers to suggest
methods that can be used to improve employee morale. He has already started a PowerPoint
presentation to accompany his talk but still needs to make several changes and enhancements to
the presentation. Several slides of your completed presentation will be similar to those shown here.

a.

Positive Feedback

« Talk with employees one-on-
one weekly

« Acknowledge jobs well done
publicly

« in person

» in monthlystaff meeting

« in company newsletter

Open the presentation pp03_Employee
Motivation. Replace the Student Name
placeholder with your name.
Change the design layout on slide 5 to
Two Content. Insert the graphic
picture from the file pp03_Motivation
into the right pane of slide 5.
Reuse slides from pp03_Motivation
Techniques. Insert the slides into the Emplovee Motivation
presentation as follows:
“Vision Statement” after slide 2.
“Available Options” after slide 4.
“Recommendation” after slide 8.
Convert the five bullets on slide 4 to a
numbered list. Change the color
of the numbers I
Demote the three bullets on -
slide 5.
Create WordArt using a style of . . .
your choice with the text You are TOplCS for Discussion
doing a good job, Thanks! to slide 7. 1
Size and position the shape
appropriately on the slide.

Student Name

SR S

YOU ARE DOING A GOOD JOB, THANKS;
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k.

Change the theme of the presentation to one of your choice. Adjust the text and graphics on
the slides as needed.
Add the following hyperlinks to slide 4:

From Flexibility to slide 6.

From Positive feedback to slide 7.

From Expert input to slide 8.

From Sharing the wealth to slide 10.

From Creating a team to slide 11.
Run the presentation to review the slides and test the hyperlinks. Make any changes necessary.
Save the presentation as Employee Motivation2. Print the presentation as handouts, six slides per
page.
Save the presentation as a single file Web page as Employee Motivation2 Web.

Traveling with Your Dog * %

4. The Animal Rescue Foundation has asked you to help them create a presentation to inform the
community about traveling with dogs. The presentation is partially completed, and you have been
asked to enhance it so that it can be used at an upcoming meeting. You also will reuse some of the
slides from another presentation you are working on. Several slides of your completed presentation
will be similar to those shown here.

How DO DoGS TRAVEL?

@ TRAVELING WITH YOUR DOG ® Auto
Student Name "RV
> » Airline
e Other
STAYING IN A HOTEL ©

o Take a crate.

o Never leave your dog
alone in the room.

> Do not allow your dog

on the furniture or
beds.

o Feed and water in the
bathroom or on a tiled
or hardwood floor.

o Before checking
out, spray the room
with air freshener to
eliminate any odors.

PP3.64

Lab 3: Using Advanced Presentation Features ( SR PrEW ey o )




B0

= ® o

Open the pp03_Doggie Travel presentation. Enter your name on the first slide in place of Student
Name.
Reuse slides from pp03_Car Trip Tips. Insert the slides into the presentation as follows:

“Introduction” after slide 1.

“Lesson 1: Before You Go” after slide 6.

“Lesson 1: Wrap-up” after slide 7.
Change the title of slide 7 to Before You Go. Change the title of slide 8 to Gar Trip: In Summary.
Insert a Title and Content slide after slide 3. On this new slide:

Insert a Pie in 3-D chart.

Use the data from slide 3 as the chart data.

Display the chart with Chart Style 11 and Chart Layout 6.

Resize and reposition the chart as needed. Delete the chart title.

Copy the slide title from slide 3.
Delete slide 3.
Slides 10, 11, and 12 are all titled “Trip Tips” and have similar content. Delete slides 10 and 12.
On slide 10, change from a bulleted list to a numbered list. Increase the size of the numbers to
110%.
Insert a copy of the first slide at the end of the presentation. On this new slide, insert WordArt
displaying Have a great time!. Set a WordArt style and shape style of your choice. Size and
position the WordArt appropriately.
Save the presentation as Doggie Travel Tips. Print the presentation as handouts with six slides

per page.
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Flu Prevention Presentation * %k %

5. You work in the student health services of a local university. You have been asked to create a
presentation that will help students stay healthy during flu season. You have already started to
compile the information you will present, but you still need to make several changes to the
presentation. Your final presentation will include a chart on infection rates and a graphic that

describes the life cycle of the virus. Several slides of your completed presentation will be
similar to those shown here.

Flu Prevention Seminar

FPRESENTED BY STUDENT NAME

20,000
18,000
16,000
14,000
12,000
10,000

» Home

8,000
6,000
4,000
2,000

+ School

l LASINISSION 2004 2005
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Open the file pp03_Flu Prevention.

Replace the placeholder with your name in the subtitle on slide 1.

c. Reuse slides from pp03_Flu Prevention Techniques. Insert all the slides, except slide 1, into the
presentation after slide 3.

d. Insert the outline pp03_Flu Symptoms as slides before the last slide.

e. Create a numbered list with the bulleted text on slide 9.

Insert a new slide using the Title and Content slide layout after slide 5. In this new slide, enter

the title Flu Attributed Lost Time and create a chart using the data in the following table:

S

5

Home Office School
2004 9,314 6,309 11,913
2005 11,211 7,833 13,418
2006 13,981 9,323 16,391
2007 15,002 11,354 19,010

Change the color and appearance of the chart by selecting a chart style and shape style of your
choice.

Add WordArt on the last slide with the text Flu Prevention Starts with You! Set a WordArt style and
shape style of your choice. Size and position the WordArt appropriately.

Using the text in the bulleted items in the “Flu Transmission” slide, create a Continuous Block
Process SmartArt graphic for this slide. Remove the bulleted items. Change the colors and design
of the SmartArt graphic by selecting a SmartArt style of your choice.

. Insert and position the following graphics:

File pp03_Flu into slide 1.

File pp03_0bjectives into slide 3.
File pp03_Hands into slide 8.
File pp03_Vaccine into slide 12.

Add hyperlinks from the five agenda items on slide 2 to an appropriate slide in the presentation.

Create a custom slide show named “What to Do if You Get Sick” using slides 4, 5, 7, 8 and 9.
Create a second custom show named “Flu Basics” using slides 10 through 13.

Run the presentation and make any necessary changes.

Save the presentation as Flu Prevention Seminar. Print the presentation with six slides per page.
Rehearse the timing of the presentation.
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Digital Darkroom *

1. You have recently bought a digital camera and are interested in utilizing all of its features and
improving your skills as a photographer in general. Use the Web to research basic digital
photography techniques. Then, using the skills you have learned so far, create a presentation that
includes an organization chart composing shots and other graphic features to add interest to the
presentation. Save your presentation as Digital Darkroom and print it with six slides per page.

Lifeguard Orientation %

2. As part of your job as Head Lifeguard at the local pool, you have been asked to create a
presentation for the new lifeguard training seminar. Use the data provided in pp03_Lifeguard to
create a presentation on pool safety. Use the skills you have learned in the lab to include a
numbered list of steps on water safety. Create an organization chart to explain the chain of
command. Format the slides as you like. Include your name as a footer on the first slide. Save
your presentation as Lifeguard Presentation. Print the slides.

Updating the Travel Presentation * %

3. Your fellow Getaway Travel Club members are really excited about choosing the club’s upcoming
summer trip. Your presentation Travel Favorites created in Lab 2 On Your Own Exercise 5 was a hit
and your locale was chosen to be among the finalists to present to the club officers. If chosen,
your presentation will be placed on the club’s Web site. You need to do more research on your
locale to include the costs associated with the trip. You decide that the data would be easier to
understand and more convincing if they were presented in chart form. Using your file Travel
Favorites, modify the presentation. Create charts for the costs you researched. Update your
information on the key tourist attractions with better graphics. Save your updated presentation as
Travel Favorites2. Print the handouts nine per page.

Mountain Flyer Presentation % % %

4. You work in a mountain bike shop called Mountain Flyer. The owner has asked you to put
together a new employee orientation presentation. Your completed presentation should include a
chart that tracks sales, a numbered list that includes sales tips, animated graphics, and an
organization chart. Include your name as a subtitle on the first slide. Save your presentation as
Mountain Flyer Orientation and e-mail your presentation to your instructor.

PP3.68 Lab 3: Using Advanced Presentation Features
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Preventing Network Infection Presentation % % %

5. Your computer survey class requires you to do a research project on computer viruses and worms.
Do some research on the Web to learn more about viruses and worms and how companies and
schools are protecting their networks from infection. Create a PowerPoint presentation that
includes the features, products, and methodologies you have learned about. Search the Web for
appropriate clip art images that you can group or ungroup as necessary to enhance your slides. If
appropriate data are available, create a chart that displays the increase in viruses reported over
the last five years. Include your name and the current date as a footer on all the slides. Save your
presentation as Preventing Network Infection. Print the outline and six-slides-per-page handouts.
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Working Together 1:
Gopying, Embedding, and

Linking hetween Applications

Animal Rescue Foundation

Now that the presentation for the Animal Angels vol-
unteer orientation program is well underway, you
want the director to review the presentation. To do
this, you send a copy of the presentation to the
agency director and request that he add comments
and make changes directly in the presentation and
return it to you.

One of the comments you receive back from the
director suggests that you include information about
the steps to becoming a volunteer. These steps are
detailed in a Word document. As you will see, you
can easily share information between applications,
saving you both time and effort by eliminating the

need to recreate information that is available in
another application. You will learn how to share infor-
mation between applications while you create the
new slides.

Then you will send a revised copy of the presenta-
tion back to the director. You will embed it in a letter
that you plan to send volunteers thanking them for
attending the presentation. The letter containing the
embedded presentation is shown here.

Note: The Working Together section assumes that you already
know how to use Office Word 2007 and that you have completed
Lab 3 of PowerPoint.

Developer notes and reviewer comments can be
inserted directly onto presentation slides.

Asswzi Aevoe Poondstoe

Wowr Siaa |
Svvet dsewm)
10w, 5T 29 Conn)
Agriin e

Srw acpene hane!
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R e e A e e e e e ]

DTV I TN FTITTIOGY w0 ST T SRR TRy TR R 1 St
Frons BIC wman ywe w1 00 e 1hEw

elcome Volunteers|

Acversl Resim Fourdation
(wdern Nama \olunmer Dotiaos

TR e TR RN e B T By WY T SR e

Seeaey

(Wt N |
Laetees Tiatmatar

A PowerPoint presentation can run within a Word
document.

Text and graphics can be copied from one
program'’s application and pasted into another
program'’s application.

PPWT1.1



JReviewing a Presentation

You want several people in the Animal Rescue Foundation organization to
review the presentation and provide you with feedback about how it can
be improved. You will do this by sending a copy of the presentation by
e-mail to each person. You will ask them to run the presentation, insert their
comments directly in the presentation, and then return it to you.

Adding a Comment

Before you send the presentation for review, you want to add a comment
to the reviewers. A comment is a remark that is displayed in a separate
box and attached to a file. Comments about specific items such as text or
an object on a slide can be associated directly with the item by selecting
the text or object and then adding the comment. General comments are
added to a slide simply by clicking on the slide. First you will add a
general comment to the reviewers.

o—. Start Office [ New Comment button ]
i /
PowerPoint 2007. I, —
=y -
&

@ Open the file
ppwt_Volunteer
Orientation.

® Display slide 1 in
Normal view.

Review comment thumb-
nail containing initials of
person making comment

Welcome Volunteers|

©® Open the Review tab.

Animal Rescue Foundation

@ Click - in the Student Name, Volunteer Coordinator

Ll
Commomm

Comments group

Your screen should be
similar to Figure 1

Having Trouble?

Do not be concerned if the
name and date in your Figure 1
comment are not the same

as in Figure 1.

A large comment box is displayed in which you type the text of the
comment. The name of the person inserting the comment appears on the
first line followed by the system date. A review comment thumbnail
containing the initials of the person who created the comment also
appears in the upper-left corner of the slide. It is followed by a comment
number, in this case 1, because this is the first comment that has been
entered by this person.

PPWT1.2 Working Together 1: Copying, Embedding, (

PowerPoint 2007 and Linking between Applications
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94 Type the following gy He-e - """““"‘"f”"“"‘“““’”“"“"”"’" it
comment text: Please Y - . . ’
add your comments
directly in the
presentation and

return it to me. Thank ]M

you for your help.

e (R W e olunteers

Animal Rescue Foundation
Student Name, Volunteer Coordinator

Figure 2

After entering comment text, clicking outside the comment closes the
comment box. The review comment thumbnail is still displayed to show

Additional Information
Double-click on the review

comment thumbnail to that a comment has been added to the slide. To see the comment text
reopen the comment box. again, simply point to the comment thumbnail.

Click outside the

comment.

Point to the comment

marker.

Your screen should be . ' Pointing to comment g

similar to Figure 3 . thumbnail displays !

= comment

elcome Volunteers|

Animal Rescue Foundation
Student Name, Volunteer Coordinator

Figure 3

Reviewing a Presentation PPWT1.3

PowerPoint 2007




@) o vispiay siide 2.

® Click | — .

® Type Click on items 2
and 5 to start a
custom slide show
about these topics.

@ Click outside the
comment box.

@ Save the presentation
as Volunteer Orientation
to your solution file
location.

Your screen should be
similar to Figure 4

Additional Information

A review comment thumbnail
can be moved by clicking the
comment and dragging it to
any location on the screen.

PPWT1.4

Working Together 1: Copying, Embedding, (

PowerPoint 2007 and Linking between Applications

The comment is displayed in a balloon that is sized to fit the contents. The
comment thumbnail of a general comment is always displayed in the
upper-left corner of the slide.

You will add a second comment on slide 2 to advise the reviewers about
the two custom shows.

.n" u N0 3 Lohurteet Onertation  AMACTOLEA Donerdont -y
L
“ meme  bunt  Desgn  Anmetany S Shew Sevew | View v

Crmmre s

Agenda

Introducions

About The Foundkation
Tour

Lunch

Arnmal Angels Overview

Hreakout Sessons

Figure 4

The review comment thumbnail indicates this is the second comment
entered by the same person in the presentation. It is positioned close to
the text object to show the comment is associated with the object.

Sending the Presentation for Review

Now you will send the presentation to the director, Steve Dow, and to
several foundation coordinators, via e-mail for them to review.
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Click =) Office
Button, select Send,
and choose E-mail.

In the To field, enter

your e-mail address.

Your screen should be
similar to Figure 5

Replace the
information in the
subject line with
Volunteer Orientation
Presentation.

In the body of the
e-mail, type the
following message:
Please review the
attached volunteer
orientation
presentation and
return it to me with
your comments by
Friday. Thanks!.

Press twice

and type your name.

Your screen should be
similar to Figure 6

.nyuq.os
“ Wemt  Buet  Deign  Amateny  TMeShew  Favew | View
Vi@ et Eladant

Matig  Comment Commert  *

L ¥ ohmtror Oriontatie ptx
L R R B T

o 9 »
fets s Ced

Pla sy ret Lvda's Con aemmart)
S itk e

vobrtee Orertaerl sote
3 voknter Ormtatinl puts (8 18)

Presentation file is sent
as an attachment

Figure 5

The presentation is automatically included as an attachment to the e-mail
message. You will change the subject text and add a brief note.

.nyuq-c -

E Meme  buet  Dign  Anmstenr SMeShew  Fevew | View
Vi et Baganna
Soelieng Resemrch Dorsnet Nardate Legange (Show | New ot Owits Provioes et

e sy Gias vt sy Coe momsn)
HUIL Tl 63

- whgtew Ot gton Prevert shon
O kst Crimet ot guts U8 o0

v ww o, B2 0A

Plosse revew The attacted vokunt per Onertation presentaton snd retum @ t9 me wih your

commants by Fradey Thaoks!

IZCC Al -0 QNS

Reviewing a Presentation

Figure 6
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If you were connected to the Internet, you would send the message next.
Instead, you will save the message as a text file.

Choose File/Save As (from the e-mail window) and save the message as a Word Document or Text file type
using the file name Volunteer Orientation Email to your solution file location.

Close the e-mail window.

Close the Volunteer Orientation presentation.

Checking a Reviewed Presentation

The next day while checking your e-mail for new messages, you see that
the agency director has returned the presentation with comments. You
have downloaded the attachment and saved it on your computer system.
Now you want to look at the suggested changes.

" I N ? O s foat \chteer Crwrtaton Recws - WACHOLLA Powerbort -
Open the file ny S =] Thumbnails of B"‘ L -
ppyvt_V(?Iunteer' 9 ui || reviewers’ comments o | ’_“ |
Orientation Review. bacs it Lirgets - SO

Your screen should be
similar to Figure 7

0
Welcome Volunteers|

Animal Rescue Foundation
Student Name, Volunteer Coordinator

The comments from the reviewed presentation are included in the original
presentation that was sent for review. The first slide has two review
comment thumbnails in the upper-left corner with the reviewers’ initials
and the number of the comment. Each reviewer’s comments appear in a
different color and are numbered independently.

To quickly navigate through a presentation to locate and display comments,

> *
you can use the =/ and buttons.

PPWT1.6 Working Together 1: Copying, Embedding, (

PowerPoint 2007 and Linking between Applications
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Orange outline identifies comment

-
Click repeatedly to be affected by next action

until you reach the end
of the presentation.

Next button

Click to

continue at the
beginning.

Your screen should be
similar to Figure 8.

X elcome Volunteers|

Animal Rescue Foundation
Student Name, Volunteer Coordinator

Figure 8

There are five comments in the presentation, including your original
comments.

Deleting a Comment

Notice the selected comment placeholder is surrounded in an orange
outline. This identifies the comment that will be affected by your next
actions. Since this is just a general comment, you will delete it. You also
will delete another comment you originally entered.

Reviewing a Presentation PPWT1.7
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e 3 po— o P S—— - =¥
If necessary, select O RS Your original s -
your comment on V m iy % ﬁ,] comment deleted
slide 1. B T i IR
L
Click .
Your screen should be .
similar to Figure 9 W
Animal Rescue Foundation
Student Name, Volunteer Coordinator
Figure 9
The first comment is now from Steve Dow. Before proceeding to read his
other comments, you will delete your other comment on slide 2.
. 0. W20 J L T e— -
Move to slide 2. e RSk e

Ceisgn Fenew
VK&LJ“&&EJEJ&LI!J’J
Seelieng Resemch Mhrsset Tuamiese Laegasge u:-_wmmhu

Select and delete your
comment on this slide.

- ;— [ heen B rfrmateon 1 8 Woed
Click Wiioarc annal Angels?
b (" ]
+ An all volunteer group
Your screen should be + Three ways to help
similar to Figure 10 Provide In-shelter support

Work as Adoption Angels
Serve as Fosler Angels

Figure 10

PPWT1.8 Working Together 1: Copying, Embedding, (
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Editing a comment

On this slide, the director has suggested adding the steps to becoming a
volunteer. You like this idea but will make the change later when you have
the Word document. You will edit the comment to include a reminder to
add the new content and add a second bulleted item to the current slide in

preparation.
c"ck A '9;'; B D0 3 piwt Vinctesr Oriertation Renew < MKrotol BowePoit  Draweg Tosty - x
o et ) Lt Thumbnail initials

V lIi (NN | as & and color change &
@ Press (Enter] 2 times. T T

Who are Animal Angels?

" Anall volunteer group )
+ Steps to volunteen'ng
'+ Three ways to help

©® Type Create new slide
showing suggested
content after this slide.

® Add a new bulleted

item, Steps to nameiecy Provide In-shelter support

volunteering, as the ; WOfkasA:opﬁonAngels

second item on Serve as Foster Angels

slide 10.

Yourscreenshouldbe @ Bleme 1 B . T

similar to Figure 11

Figure 11

HaWing Trouble? The review comment thumbnail initials and color have changed to the

et Blor and number color and initials of the current reviewer.

associated with your edited
comment may be different
than shown in Figure 11
because you are actually a
new, third reviewer to look at
the presentation.

,Gopying hetween Applications

You contacted the director about the steps-to-volunteering materials and
he sent you the file via e-mail. The document contains a graphic that was
created using SmartArt in Word. You will use this graphic as the basis for
the new slide you need to create.

Copying between Applications PPWT1.9
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Insert a new slide with
the Title and Content
layout after slide 10.

@ Start Office Word
2007.

@ Open the document
ppwt_Volunteer Steps.

Your screen should be
similar to Figure 12

PPWT1.10 Working Together 1: Copying, Embedding, (

PowerPoint 2007 and Linking between Applications

All the 2007 Microsoft Office System applications have a common user
interface such as similar ribbons and features. In addition to these
obvious features, they have been designed to work together, making it easy
to share and exchange information between applications.

You will copy the graphic from the Word document into a new slide in
the presentation. You also can use the same procedures to copy information
from PowerPoint or other Office applications into Word.

Copying from Word to a PowerPoint Slide

First, you will insert a new slide after slide 10. Then you will copy the
information from the Word document file into the PowerPoint presentation.

[ New Word document opens ]

/

n"» Un 0
)

weme | Buet  Peprlaet  Pefees Mgy Brdew  View -
- »
Ly e cx KN E B TR RIS Lacoa semcon Aanpce e

! ~

Patte B 7 Urdex bV BEEBEE XL themd Madeeong Heasngl  weoegl | Duegr
Font e Fatngraph s Yoy

STEPSTOWARD SERVICE

Figure 12

[ Two applications open ]

There are now two open applications, Word and PowerPoint. PowerPoint is
open in a window behind the Word application window. Both application
buttons are displayed in the taskbar. There are also two open files, Volunteer
Steps in Word and Volunteer Orientation Review in PowerPoint. To make it
easier to work with two applications, you will tile the windows to view both
on the screen at the same time.
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64 Right-click on a blank

area of the taskbar to
open the shortcut
menu.

@ Choose Tile Windows
Vertically.

@ Click on the Word
document window to
make it active.

Your screen should be
similar to Figure 13

Active window displays
Word document

Do)l b ™3 - 0% comt Vohuteer Shepy - MSoORA Word - "y
T et | et Pgelmed  Retwenin  Masegn  evew -
3“ S eas S iR AN A

e BT e W)
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Coptad ot -

¥

D20 ¢
Weme | B Desgn  Anmstont B thew Kol Vew @

® 4 7

—

KTEPS TOWARD SERVICE [}

Pageisfl Weesd

[ Application windows tiled ]

Figure 13

First, you will copy the title from the Word document into the title
placeholder of the slide. While using the Office Word and PowerPoint
applications, you have learned how to use cut, copy, and paste to move or
copy information within the same document. You also can perform these
same operations between documents in the same application and between
documents in different applications. The information is pasted in a format
that the application can edit, if possible.

Copying between Applications

PPWT1.11
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Select the title “Steps
Toward Service.” in the
Word document
window.

Drag the selection to
the title placeholder
on the slide in the
PowerPoint
presentation window.

Another Method

You also could use Copy and
Paste to copy the title to the
slide.

Your screen should be
similar to Figure 14

PPWT1.12 Working Together 1: Copying, Embedding, (

PowerPoint 2007 and Linking between Applications

Title copied from Word document
and pasted into PowerPoint slide

ay, "0 0T powdt Valuteer Stepy - MSoosel Woed
\
- tome | Muedt  Pagelmeut  Retmenin  Masngt

D T s - o A
L)Y wa el _
7 WA A AR gl | T A A A XY
i nrdim fost : . holt.
D SERVICE

Ribbon compressed and Groups
represented by an icon

t

| Clickto add notes

Figure 14

The title has been copied into the slide and can be edited and manipulated
within PowerPoint. The formats associated with the slide master are
applied to the copied text. However, when the copied text included
formatting such as color, it overrides the slide master settings, just as if
you formatted a slide individually to make it unique. You will reset the
slide to the master slide settings using the Reset command in the Slides
group so that all the titles in the presentation are the same.

Because the window is tiled, the Ribbon is smaller and there is not enough
space to display all the commands. Depending on how small the ribbon is,
the groups on the open tab shrink horizontally and show a single icon that
displays the group name. The most commonly used commands or features
are left open. Clicking the icon opens the group and displays the commands.
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64 Click |... and choose B I .

Title format reset to match

Phdlicmes -8 el aila B Rl e title i tati
ist. G Wi el ) W itle in presentation
Reset from the list A A s i toang e ) e
" fomt " { :

| Coband

Your screen should be
similar to Figure 15

Pgelistl | Weesd 5

Figure 15

The title text is reset so the title matches the format of other slides in the
presentation.

Next you want to copy the graphic of the volunteer steps to the slide.

Q*Selectthegraphicin B e B e e =
s e i sees o Tyoe and source of | ¥ e it | O | A | Wt S | Mot (Ve |
the Word document = 2 :.;..: o2 oblectin Ciipboard PyAa ?77:"'-!3' Sk ol a
window. | % g v : e N R AR | Diny, e

| Coand Dot (S

. e =]
@ Click [] Copy. @_""‘:“" _Ce=_)Service
‘ e " Select format in which
S e
@ Select the content — =% 2 [0 peste ohed

area in the PowerPoint =
. selected format
window.
n >
 Open the | . g

drop-down menu and
choose Paste Special.

Your screen should be
similar to Figure 16

Chick to add notes

Figure 16

Copying between Applications PPWT1.13
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If necessary, select
Microsoft Office
Graphic Object from
the As list box.

Click [ oc_.

Your screen should be
similar to Figure 17

PPWT1.14

Working Together 1: Copying, Embedding,
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The Paste Special dialog box displays the type of object contained in the
Clipboard and its location in the Source area. From the As list box, you
select the type of format in which you want the object inserted into the
destination file. The default option inserts the copy in HTML (Hypertext
Markup Language) format. The Result area describes the effect of your
selections. In this case, you want the object inserted as a Microsoft Office
Graphic Object.

" , un ™~ s . ™ . Bt = =¥ - w0 = m,‘:m;uMmlm-)»u - =Y
st | e | Pasa ey | Metmends | Matenge | Review | Wew | Dusign | Pemit | 00 | tome et | Orsign | Aemation: | s Shie: Revew | View | Crign | emat | @0
Piabjigcomoen S ClE S A A YRl fomscone i © S 0 8 A
;ﬂ“. ."""f""'-—umu-. M 9 o ‘-.8' Pesgraph Orsaeny (dteg
J WA A AN v % v g Ak NN »
Chvand © Copvand Yot [
——a o e =
i m ' Graphic copied from Word document .
into PowerPoint slide oward SeNlC .

STEPSTOWARD SERVI

Ppeiety | Waesd 5

Figure 17

The graphic is copied into the slide as a graphic object that can be
manipulated using the SmartArt graphics features of PowerPoint. The
graphic’s colors are reset to the slide theme colors. However, you want to
further change the SmartArt graphic colors.

( www.mhhe.com/oleary ]




a_‘ RIght-Glle on the New file name ] [ SmartTools Design tab ]
taskbar and choose

Undo Tile from the _ _\ — _
taskbar shortcut '99:: -~ S A s h.lEM"W e i
menu. gsobapidl) e | P Y e R »
:""_"'_""" oo || €09 P ogo o'ge »v_ d’o ‘.-0 ;| e
@ If necessary, click on o,
the graphic in the slide o, Steps Toward Service
to select it. | 2.6 [ New colors applied ]
@ Click -
SmartArt Tools
Design tab.

@ Choose E Colorful -
Accent Colors.

@ Save the presentation
as Volunteer
Orientation2.

Your screen should be .
similar to Figure 18 Figure 18

.Embedding a Presentation

The agency director has asked you to send a letter to all the new volunteers
thanking them for volunteering. You thought it would be a good idea to
include a copy of the presentation with the letter for future reference. You
have already written the letter and are now ready to insert the presentation.
To insert the presentation in the letter, you will open the letter in Word
and embed the PowerPoint presentation file in the document. An embedded
object is stored in the file that it is inserted into, called the destination
file, and becomes part of that file. The embedded object can then be
edited using features from the source program, the program in which it
was created. Since the embedded object is part of the destination file,
modifying it does not affect the original file, called the source file.

Embedding a Presentation PPWT1.15
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Display the Word 2007

application window.

Destination file is
a Word document

Y

Having Trouble?

Click on the application icon
in the taskbar to switch
application windows.

@ Close the
ppwt_Volunteer Steps
document file.

@ Open the file

ppwt_Volunteer Letter.

Your screen should be
similar to Figure 19

Additional Information

Always remove your personal

information from the file's
a presentation to avoid the

to others. Use ) Office
Button/Prepare/Inspect

metadata or personal

properties before distributing

distribution of this information

Document to check for hidden

,n!\ Mo o s Pt Vckartasl Letter dots - MCrosoR Weed 8 ALk
‘) Weme | Buet Pegrlaet Rt Welegt  Brden  View

™ s j= g ot +
YRl o ‘R IR NG R B TR AL ancco AMbCcx AaBBCAt AsEYCC :

riad 7 B P crdexn XA VoA BEWEE L e Maieony Meadegl  Wedey ! ‘:.'o' YR
Chppnet ot s Fatagraph . Vo [ tateg

[Your Namae)
[Street Address)
[City, ST 2IP Code)
April 18, 2008

Dedr [Reciplent Nama:
Please accept our thanks for your participation in Amimal Rescue Foundation's most recent

volumteer orlentation, Without the support of Animal Angels like yourselt, cur mission to
provide care and dation for animals would be ely compeomised,

Feel free 10 review the Volunteer Orientation presentation ~ just double-click on the pictore
below and the peesentation will start. it will advance astomatically through each siide, Just
press £5C when you want to end the show.

Figure 19

Now you want to embed the presentation. When you embed a PowerPoint

information. presentation, the first slide of the presentation is displayed in the document.
You want the embedded presentation to appear below the first paragraph
of the letter.
PPWT1.16 Working Together 1: Copying, Embedding, ( www.mhhe com/oleary )
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. Ned?r0 ¢ ot Vehorbenr Lefter - WATOLIR e R
94 Move to the blank line | T " i e e e : -

below the second » Bl cvs e ‘u KN E R T R AN iascco aocex AsBBCA AsEC ::;.
paragraph_ P g BB rden AW A W IRt theme  Meteony Neaagt  Wedmgl DN L
e ':n__ « Fuingraph s e & l."l‘

Please accept our thanks 1or your particpation in Animal Rescoe Foundation's most recent
volunteer orestation. Without the support of Animal Angels ke yourself, our mission 1o

® Switch to the Volunteer Drovide care and accommadation for animaly would be severely compeormised
Orientation?2 Feel free to review the Vokunteer Ok preventation = just double-<lick 0o the picture
- below and the presentation will start. it will advance automatically through each siide. hust
presentatlon' press £5C when you want to end the show.
=z

Embedded object is
a PowerPoint file

/

@ Switch to Slide Sorter
view and select all of
the slides.

elcome Volunteers|

Having Trouble?
Use + A to quickly Animal Rescue Foundation

select all the slides. Student Name, Volunteer Coordinator

@ Click [-2] Copy.

Thank you for ghing your time. = will pay off in & big wey.

@ Switch to the open Dl — S5 |
Word file. Figure 20

©® Open th 0 . . .. .
pen the fas The opening slide of the presentation is displayed in the document. The

drop-down menu and  entire presentation has been inserted as an embedded object in the letter.
choose Paste Special.  Before you send the letter, you want to run the slide show to make sure that
it looks good and runs correctly. The directions to run the presentation
from within the Word document file are included in the second paragraph

® Choose Microsoft of the letter.

Office PowerPoint
Presentation Object.

o Click [ .

Your screen should be
similar to Figure 20

Embedding a Presentation PPWT1.17
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eﬂ Select the PowerPoint

object.

@ Resize the object so
that the entire letter
fits on one page.
Reposition the object
as needed.

® Double-click on the
embedded object to
start the presentation.

Another Method

You also can choose
Presentation Object/Show
from the object’s shortcut
menu.

i View the entire
presentation and press

02 H?2-0 s Ppwt Vokortee! Lefter - WAL OLER (Ward - %Y
‘ﬂ weme | Buet Pegelapend  Pefeeacnr  Melegr  Prdew  View
— »
._)3 Cals Bot ‘n - (SN RN e asoccx Asmbca st AR :m
Fotky 7 B U dex XAV A EREAW Thiamal  Matpeong Meaangl  Meedwgl ::l" < Wiet
S e e Tl Y - S
below and the presentation will start. it will advance automatically through each Wide. Just
press E5C when you want to end !:w show. . =
=

elcome Volunteers' Resized and repositioned

object

Arumal Rescue Foundation
Student Name, Volunteer Coordinator

Thank you for ghving your time, = willl pay off in o big wey.
Sececely,

[Your Neme|
Valunteer Coordinator

Pogetofl | wemedd D Carm ey

Figure 21
to end the show. g
Your screen should be
similar to Figure 21
Editing an Embedded Object
As you view the presentation, you think that the last slide would look better
if it included an animation. You decide to add an animated graphic of a
dog wagging its tail to the slide. You also realize you forget to remove all
the reviewer comments.

Rather than editing the PowerPoint presentation file and then reinserting
it into the letter, you will make the changes directly to the object that is
embedded in the letter. The source program, the program used to create the
embedded object, is used to edit data in an embedded object.

PPWT1.18 Working Together 1: Copying, Embedding, ( www.mhhe com/oleary )
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Choose Presentation PowerPoint Ribbon

open in Word document

Object/Edit from the
object’s shortcut _|
e Wk
menu. TPy
Meme | Buet Dewgn  Aemstant e Show  Fetew  Yiew »
b . Lsapma WP I aald: 9 & R 08 Nrme
- 3 =] INARA | =i ‘{J) o | e -
Having Trouble? - gx (B e sk il EEaER] o ..'.........5?; bR ?:"
Right-clicking on the object Cptams o roet P s ratey
opens the shortcut menu. below and the presentation will start. it will advance automatically through each uide. Just

Your screen should be
similar to Figure 22

Animal Rescue Foundation
Student Name, Volunteer Coordinator

Thank you for ghving your time. it will pay off in a big way.

Sncerely,

Figure 22

The presentation is open in an editing window, and the PowerPoint
Ribbon replaces the Word application Ribbon. Now you can use the
PowerPoint commands to edit the object.

Embedding a Presentation PPWT1.19
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ea Use the editing

window scroll bar to
display the last slide.

©® Delete the Heart
graphic.

@ Insert the graphic

ppwt_Dog Wagging
from your data file
location.

@ Position and size the
graphic as in Figure 23.

@ Use the rotate handle
to change the angle of
the graphic as in
Figure 23.

Your screen should be
similar to Figure 23

e% Open the Review tab.
2
@ Open the || drop

down menu and
choose Delete all
Markup in the
Presentation.

@ Click in
response to the
confirm message box.

® Run the slide show
from the current slide.

® Press to end the
show after seeing the
animated graphic.

@ Click outside the
embedded presentation
object to close the
source program.

Your screen should be
similar to Figure 24

PPWT1.20
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N4 ==

(B G AN A EERANRR
Fout Fesgeen

1 3 » .

Plesse accept our thanks foe your participation in Amimal Rescue Foundation's most recent

volumteer orientation, Without the suppoet of Animal Angels like yourselt, our mission to
peovide care and sccommodation for animals would be severely compromised.

Feel free to review the Volunteer Orlentation peesentation ~ just doubleclick on the picture
below and the peesentation will start. it will advance autoenatically theough each slide, Just
press £5C when you want to end the show.

Embedded object
is a PowerPoint file

- o
& -Thank You For Joining
Animal Angeis

Animai Rescue Foundation

Thank you for giving your time, It will pay oM in a big way.

Moge tert  werse 108 D

e ERE

Figure 23

Finally, you will remove all the review comments and view the slide show
again to see the animated graphic .

@) ppwt_volerteer Ltter dods - Meootoh Wind =

Y I P 1 ] ] . ] e, B
Please accept our thanks for your participation in Andmal Rescue Foundiation's most recent
volunteer orlentation, Without the support of Aninal Angels like yoursell, cur misdon to
provide care and d for s would be ly compe d.

Feel free to review the Volunteer Orientation presentation = just double<click on the picture
Below and the peesentation will start. it will advance automaticaly through each slide, Just
press £5C when you want 10 end the show.

Y elcome Volunteers|

A Rescue Foundabon
Student Name. Volunteer Coordinator

Thank you for ghving your time. It will pay ol in & big way,
Sincarely,

[Your Name]
Volunteer Coordinastor

Mg tert  werse 1l

Figure 24

The reviewer comments are no longer displayed in the embedded object.
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64 Replace [Your Name] in the closing with your name.
@ Save the letter as Volunteer Presentation Letter to your solution file location.

©® Preview and print the letter.

@ Exit Word.

Now that the letter is complete, you plan to send it as an attachment via
e-mail to the director so he can see how embedding the presentation works.
You also want him to see the changes you have made to the presentation.

Next you will update the presentation in PowerPoint with the same
changes you made in the presentation in the Word document.

64 Display slide 18 in Normal view.

@ Delete the Heart graphic.

@ Insert the graphic ppwt_Dog Wagging from your data file location.

@ Position and size the graphic as you did in the embedded presentation in the letter.
©® Remove all reviewer comments.

©® Save the revised presentation.

@ Exit PowerPoint 2007.

The presentation still needs some additional work, but you feel you have
made good progress. The comments from the director were very helpful
and you think you have made good progress toward completing the
presentation in time for the orientation meeting.
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Lab Review

WORKING TOGETHER 1
Copying, Embedding, and Linking hetween Applications

comment PPWT1.2 embedded object PPWT1.15 source file PPWT1.15
comment box PPWT1.2 review comment source program PPWT1.15

destination file PPWT1.15 thumbnail PPWT1.2

N
command summary

Command Shortcut

@ Office Button

Checks the presentation file for hidden metadata or

Prepare/Inspect Document
personal information

Sends e-mail with a copy of a presentation as an

Send/E-mail
attachment
Clipboard group
,h:. /Paste Special + +V Pastes contents of Clipboard into presentation
Drawing group

- ]
/Rotate/FIip Horizontal Rotates selected object

Comments group

:J Adds a comment about the selection
',.J' Edits the selected comment
x
'«J Deletes selected comment
1P|
o Moves to previous comment
T! Moves to next comment
o J
PPWT1.22 Working Together 1: Copying, Embedding, ( www.mhhe.com/oleary )
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Lab Exercises

Step-by-Step * : II\E/Ia:()ilerate

% % % Difficult

Copying from a Word document *

1. At the Lifestyle Fitness Club, you have been working on a presentation on Massage Therapy. Your
manager has reviewed the presentation and has made a few suggestions including the request to
include a slide presenting the new massage therapy costs. He has provided these costs to you in a
Word document. You are to revise the presentation and return it to him for his approval.

IN,
Ssae

HencsS

a. Start Word and open the file ppwt_Massage Prices.
. Start PowerPoint and open the file ppwt_Massage Therapy.
. In the presentation, replace the current footer with your name.

. Add a new slide after slide 9 using the Title Only layout.

o &0 &

. Copy the title from the Word document into the slide title placeholder and reset the formatting
of the slide.

. Copy the table into the open area below the slide title and then exit Word.

. Resize, apply a new design of your choice, and reformat the table as needed.

=00 .

. Add the comment This is a new slide. Do you like the format and content?.
i. Run the presentation and make any changes necessary.

j- Save the presentation as Massage Therapy.

k. Print the new slide.

j\,"v"\\/'l *’ )I\' | ""Jv?f“\\;ﬂ!: l;{ .

@ Massages superficial

Introducing
Massage Therapy ohomamguenl (A

relaxation :
Lifestyle Fitness Club o Improves blood IR
circulation r\ '
@ |s most common type M
of massage

B A A I
Viassadge |
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Lab Exercises

Embedding a Presentation in a Word Document. % %

2. The Fitness and Nutrition presentation you created in Lab 3 On-Your-Own Exercise 3 has received
positive feedback from several members of the Lifestyle Fitness club. You have decided to provide
the presentation to affiliated clubs in other states. You will do this by embedding the presentation

in a Word document.

a.

b.

PPWT1.24

. Embed the ppwt_Fitness and Nutrition

. Edit the embedded presentation to

. Resize and reposition the embedded
. Run the presentation and make any

. Add at least three comments to the

. Replace “Student Name” in the

Start Word and open the file
ppwt_Fitness Presentation Letter.

Start PowerPoint and open the file
ppwt_Fitness and Nutrition Presentation.

Presentation in the letter and then exit
PowerPoint.

include at least two comments
about how the recipients can
customize the presentation for their
own use.

object in the Word document.
necessary changes.

presentation offering suggestions to
improve the presentation.

memo with your name.

Lifestyle Fitness Club

Memo

To:  Lifaside Finass Clud Nurisonsls
Prom: Stdam Nama
Dates April 13,2005
Re:  Finzss and Nurison Prasaniaton

Amacnad you will nd ™2 Finss and Nurion presantaton cradiad % run on Joddy Kosks and h2
WD ISR You can view M2 prassmiIion Dy clcong M2 Image Dow. Sie3z: comadt me 3
SN COM 10 12USSI T2 125 30 Post on your Wed st

Fitness and Nutrition

lé A

Prarenid by
Lite atyls Fine

and Linking between Applications

. Thank you,
. Save the document as Fitness -
Presentation Letter.
. Print the letter.
Working Together 1: Copying, Embedding, ( SR PrEW ey o




SUINUy,
St

BT

Sending an Embedded Presentation in a Word Document * %

3. The Sports Company has a kiosk at the company store that continuously runs a Power Point
presentation designed to promote the company. You have been asked to send this presentation to
store managers of other stores in the state and to encourage them to use the presentation in their
stores. You have decided to send the presentation in a Word document attached to an e-mail

message.

a. Start Word and open the file
ppwt_Sports Company Letter.

b. Embed the ppwt_Sports Company Kiosk
Presentation in the letter and exit
Power Point.

c. Edit the first slide by replacing
“Student Name” with your name.
Then add at least five comments
recommending changes to the
presentation.

d. Run the presentation and make any
changes necessary.

e. Reduce the size of the embedded
object and positon it appropriately.

f. Insert your name following “From:”
in the memo header.

g. Save the document as Sports Company
Letter.

h. E-mail the document as an
attachment to your instructor for
review.

i. Print the letter

The Sports Company

Memo

To:  Sranon Manages

Prom: Sudent Name

Date: Thursday, Ak 18 2005

Re:  The Sports Company Wi Srazematon

We nave composed a3 PowerPoimt presentalion d2signad 00 run In M2 skore loddiss 90 Infrm
CUsIomMars 300U e Wiab sie and oer oroduct inss.

Pla3se 13¢2 3 100K 3 our presemialion Dy OdoUDi-CIICNg on M2 pichurs bIow. To end e
prezemation press £SC

The Sports Companty

Student Name

Wl 3 you NExt weSk 30 get your 23003tk 3nd B 322 It yOu Can 3s3E! Oy 3mng Up M2
Dre5nSION 10 7UN 0N Your S 0sK
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PowerPoint 2007
Command Summary

Command Shortcut Action

@ Office Button

New

New/New from existing

Open +0
Save +S
Save As

Print/Print + P

Print/Print Preview

Print/Print Preview/Print
Preview/Print What

Print/Print Preview/

Print Preview/|_

et

Prepare/Properties
Prepare/Inspect Document
Send/E-mail

Close

X Exit PowerPoint

Quick Access Toolbar

Opens File menu
Opens a new presentation

Inserts an existing presentation as a new unnamed
presentation

Opens an existing presentation

Saves presentation

Saves presentation using new file name and/or location
Prints presentation

Displays preview of presentation

Specifies what is to be printed

Sets either Portrait or Landscape layout

Specifies presentation properties such as Title, Author,
and keywords

Checks presentation file for hidden metadata or per-
sonal information

Sends e-mail with a copy of a presentation as an
attachment

Closes presentation

Closes PowerPoint

Saves presentation

Reverses last action

[ Save +S

Undo +Z
Home tab

Clipboard group

m +V
/Paste Special + +V

Pastes item from Clipboard

Pastes contents of Clipboard into presentation

PowerPoint 2007 Command Summary PPCS.1



Command Shortcut Action

Cut + X Cuts selection to Clipboard

Copy +C Copies selection to Clipboard

Opens Clipboard

Slides group

,,,,’1 + M Inserts new slide with selected layout
—|/Slides from Outline Inserts new slides using a Word outline
—|/Reuse Slides Inserts new slides from another presentation

Changes layout of a slide
Deletes slide

Font group

Font Specifies font type

Size Specifies font size

Increase Font Size + + Increases font size of selected text
Paragraph group

Bullets/Bullets and Formats bullets and numbers
Numbering/Bulleted

Numbering Creates a numbered list

Align Left +F Aligns text to the left

Align Center +E Centers text

Align Right +R Aligns text to the right

Justify +F Aligns text to both the left and right margins
Align Text Sets vertical alignment of text

Drawing group

/Rotate/FIip Horizontal Rotates an object

Editing group

+F Finds specified text

+H Replaces located text with replacement text
[ls selea - |/Select All + A Selects everything in the placeholder box

Illustrations group

Inserts a picture from a file
Inserts clip art

PPCS.2 PowerPoint 2007 Command Summary (
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Command Shortcut Action

Inserts a shape

Inserts SmartArt shape

Inserts a chart

Text group
A
Ty Inserts text box or adds text to selected shape
iz Inserts a header and/or footer
4’ Inserts WordArt
Links group
~Q. + K Creates a link to a Web page, a picture, an e-mail, or a

program

Design tab

Themes group
[5] More Opens gallery of document themes

I colors - Changes the color for the current theme

Animations tab

Animations group
24 Cortoro Anmasion Creates custom animation for individual objects

Transition to This Slide group
+33 Apply 1o AN Applies transitions in current slide to all slides

Slide Show tab
Start Slide Show group

o Displays presentation starting with the first slide
X + Displays presentation starting with the current slide

Creates or plays a custom slide show

Specifies advanced options for a slide show

Hides current slide so that it does not appear during
the presentation

Practices timing or pace of a presentation

PowerPoint 2007 Command Summary PPCS.3



Command Shortcut

Review tab

Proofing group

¥ Spell-checks presentation

‘ortay

Comments group

?J Adds a comment about the selection
:.) Edits the selected comment

>

:3 Deletes the selected comment

e

Moves to previous comment

Moves to next comment

iz

View tab

Presentation Views group

Switches to Normal view

[Myme

Switches to Slide Sorter view

Displays current slide in Notes view to edit the
speaker notes

S =

Runs slide show

ik

- Opens Slide Master view to change the design and
o layout of the master slides

Chart Tools Format tab

Shape Styles group
More Opens the Shape Styles gallery to choose a visual style
for the shape or line

Chart Tools Design tab

Chart Styles group
[5] More Applies a chart style including chart color and
appearance

PPCS.4 PowerPoint 2007 Command Summary (
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Command Shortcut

Drawing Tools Format tab

Shape Styles group

More Opens the Shape Styles gallery to select a visual style
to apply to a shape
Applies a visual effect to a shape
WordArt Styles group
[5] More Opens the WordArt Styles gallery to choose a visual

style for the WordArt text

Arrange group
Rotates or flips a selected object

Picture Tools Format tab

Adjust group
[ 2 Recolor - | Recolors picture

Picture Styles group
[] More Opens Picture Styles gallery to select an overall visual
style for picture

[ Picture Shape ~ Changes shape of drawing

~

@ Picture Dorder - Applies a border style to picture

3 Picture Effects ~ Applies a visual effect to picture

Crops selected picture to remove unwanted parts

wn
g 9]
D
«Q
=
(o]
C
o

SmartArt Tools Design tab
Create Graphic group
Adds a shape to SmartArt graphic

9 Demote Demotes selected element of SmartArt graphic

Layouts group
More Opens the Layouts gallery to choose the layout for the
SmartArt shape

SmartArt Styles group

Changes the color variation of a SmartArt graphic

[5] More Opens the SmartArt Styles gallery to choose an overall
visual style for the SmartArt graphic

PowerPoint 2007 Command Summary PPCS.5



Command Shortcut

Table Tools Design tab

Table Styles group

[] More Opens the Table Styles gallery to choose a visual style
for a table

Shading Colors background behind selected text or paragraph

[ -] Border Applies a border style

[= -] Effects Applies a visual effect to the table such as shadows and
reflections

Print Preview tab

Page Setup group
Print What Specifies what is to be printed

Onstties Sets either Portrait or Landscape layout

www.mhhe.com/oleary ]
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blossary of Hey Terms

alignment Controls the position of text entries
within a space.

animated GIF A type of graphic that has
motion.

animation Effect that adds action to text and
graphics so they move around on the screen.

assistant box An element in an organization
chart that represents administrative or
managerial assistants to a manager.

attribute A feature such as line or fill color
associated with all objects in a group.

AutoCorrect Feature that makes certain types of
corrections automatically as you enter text.

AutoRecover Feature that automatically saves
work to a temporary recovery file.

branch A box and all the boxes that report to it
in an organization chart.

cell The intersection of a row and column in a
table.

character formatting Formatting features that
affect the selected characters only.

chart A visual representation of numeric data.
clip art Professionally drawn images.

collect and paste Used to store multiple copied
items in the Office Clipboard and then paste one
or more of the items into another location or
document.

comment Remark that is displayed in a separate
box and attached to a presentation file.

comment box Rectangular box that displays
comments.

co-worker box Boxes that have the same
manager in an organization chart.

current slide The slide that will be affected by
any changes you make.

custom dictionary A dictionary you can create
to hold words you commonly use but that are
not included in the dictionary that is supplied
with the program.

custom show A presentation that runs within a
presentation.

default setting The initial program setting.

demote To move a topic down one level in the
outline hierarchy.

destination file The document receiving the
linked or embedded object.

document theme Predefined set of formatting
choices that can be applied to an entire
document in one simple step.

drawing object An object consisting of shapes
such as lines and boxes that can be created
using the Drawing toolbar.

embedded object An object that is inserted into
another application and becomes part of the
document. It can be edited from within the
document using the source program.

Find and Replace A feature that allows you to
find text in a presentation and replace it with
other text.

font A set of characters with a specific design.
Also called a typeface.

font size The height and width of a character,
commonly measured in points.

formatting FEnhancing the appearance of a slide
to make it more readable or attractive.

graph A visual representation of numeric data.

Glossary of Key Terms PPG.1



graphic A nontext element, such as a chart,
drawing, picture, or scanned photograph, in a
slide.

group Two or more objects that are treated as a
single object.

hierarchical relationship Relative positions of
elements in a group.

hierarchy Shows ranking, such as reporting
structures within a department in a business.

hyperlink A connection to locations in the
current document, other documents, or Web
pages. Clicking a hyperlink jumps to the
specified location.

Hypertext Markup Language (HTML)
Language used to create Web pages.

keyword A word or phrase that is descriptive
of the type of graphic you want to locate.

landscape Orientation of the printed output
across the length of the paper.

layout A predefined slide organization that is
used to control the placement of elements on a
slide.

Live Preview Feature that automatically
displays how a selected item affects a slide.

main dictionary Dictionary that comes with
the Office 2007 programs.

manager box The top-level box in an
organization chart.

master A special slide on which the formatting
of all slides in a presentation is defined.

notes page Printed output that shows a
miniature of the slide and provides an area for
speaker notes.

Notes pane Working area in Normal view for
entering notes to a current slide.

object An item on a slide that can be selected
and modified.

object animation Used to display movement
of a bullet point, text, paragraph, or graphic
independently of the other text or objects on
the slide.

organization chart Graphic representation of
the structure of an organization.

Outline tab Working area in Normal view that
displays the text content of each slide in
outline format.

paragraph formatting Formatting features
that affect entire paragraphs.

PPG.2 Glossary of Key Terms

picture An image such as a graphic illustration
or a scanned photograph.

picture style A combination of border, shadow,
and shape effects applied to all pictures in a
presentation.

placeholder Box that is designed to contain
objects such as the slide title, bulleted text,
charts, tables, and pictures.

placeholder text Sample text suggesting
content for a slide.

point A unit of type measurement. One point
equals about 1/72 inch.

portrait Orientation of the printed output
across the width of the paper.

promote To move a topic up one level in the
outline hierarchy.

publish Save a copy of a presentaion file in a
format suitable to show the presentation on a
Web site.

review comment thumbnail Graphic
containing the initials of a person who created
a comment.

rotate handle The [?] on the selection
rectangle of a selected object that allows you to
rotate the object in any direction.

sans serif font A font that does not have a flair
at the base of each letter, such as Arial or
Helvetica.

selection rectangle Hashed border that
surrounds a selected placeholder.

serif font A font that has a flair at the base of
each letter, such as Roman or Times New
Roman.

sizing handles Small boxes surrounding
selected objects that are used to change the
size of the object.

slide An individual page of the presentation.

Slide panel Working area in Normal view that
displays the selected slide.

slide show Used to practice or to present the
presentation. It displays each slide in final
form.

Slides tab Working area in Normal view that
displays each slide as a thumbnail.

SmartArt Graphic that presents a visual
representaion of textual information.

source file The file from which a linked or
embedded object is obtained.
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source program The program used to create
the linked or embedded object.

spelling checker Locates all misspelled words,
duplicate words, and capitalization irregularities
as you create and edit a presentation, and
proposes possible corrections.

stacking order The order in which objects are
inserted into layers in the slide.

table An arrangement of horizontal rows and
vertical columns.

table reference The letter and number that
identify a table cell.

table style Combinations of shading, colors,
borders, and visual effects such as shadows
and reflection that can be applied to a table.

template A file that includes predefined
settings that can be used as a pattern to create
many common types of presentations.

text box A container for text or graphics.

thumbnail A miniature representation of a
slide.

transition An effect that controls how a slide
moves off the screen and the next one appears.

typeface A set of characters with a specific
design. Also called a font.

view A way of looking at the presentation.

WordArt Feature to enhance slides by
changing the shape of text, adding 3-D effects,
and changing the alignment of the text on a
line.

workspace The large area containing the slide
where your presentations are displayed as you
create and edit them.

Glossary of Key Terms PPG.3






Supplied/Used

Lab 1
Within Lab

pp01_Product (template)

pp01_Volunteer1

pp01_Puppy (graphic)

pp01_Dog (graphic)

Step-by-Step

1. pp01_Triple Crown
pp01_Jump (graphic)
pp01_Stream (graphic)

2. pp01_Resume
pp01_Success (graphic)

3. pp01_Distracted Driving
pp01_Cell Phone
pp01_Car Logo (graphic)

4. pp01_Claremont Hotel
pp01_Claremont Hotel Logo (graphic)

5. pp01_Interviewing
pp01_Interview (graphic)

On Your Own

1. pp01_Internet Policy

2. pp01_Memo

St

4.

5. pp01_Animal Careers

BJeIENCe

Data File List

Created/Saved As

Volunteer

Volunteer1

Triple Crown Presentation

Resume1

Distracted_Driving

Claremont Hotel Orientation

Interviewing Basics

Internet Policy
Phone Etiquette
Car Maintenance
School Rules

Careers with Animals

Reference 1 PPR1.1



Supplied/Used

Lab 2
Within Lab
pp02_Volunteer2
pp02_Question Mark (graphic)
Step-by-Step
1. pp02_Fad Diets

pp02_Grape Fruit (graphic)
2. pp02_Sleepy Time Staff Training
3. Interviewing Basics (from Lab 1)
4. Triple Crown Presentation (from Lab 1)
5. pp02_Coffee Talk

pp02_Coffee Pot (graphic)
On Your Own
1.
2. Car Maintenance (from Lab 1)
3. Careers with Animals (from Lab 1)
4. Internet Policy (from Lab 1)
5.

Within Lab
pp03_Volunteer3
pp03_Animal Rescue Fund Raising
pp03_Orientation Outline (Word)
pp03_Adoptions (graphic)
Step-by-Step
1. Interviewing Basics2 (from Lab 2)
pp03_Interview (graphic)
2. pp03_Exercise
pp03_LFC Logo (graphic)
3. pp03_Employee Motivation

pp03_Motivation Techniques
pp03_Motivation (graphic)

PPR1.2 Reference1: Data File List

Created/Saved As

Volunteer2

Fad Diets

Sleepy Time Training
Interviewing Basics2
Triple Crown Presentation2

Coffee Talk

Custom Closets

Car Maintenance2
Careers with Animals2
Internet Policy2

Travel Favorites

Animal Angels Orientation

Volunteer Orientation Web

Interviewing Basics3

Fitness and Nutrition

Employee Motivation2

Employee Motivation2 Web
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Supplied/Used Created/Saved As

4. pp03_Doggie Travel Doggie Travel Tips
pp03_Car Trip Tips
5. pp03_Flu Prevention Flu Prevention Seminar
pp03_Flu Prevention Techniques
pp03_Flu Symptoms
pp03_Flu (graphic)
pp03_Objectives (graphic)
pp03_Hands (graphic)
pp03_Vaccine (graphic)

On Your Own
1. Digital Darkroom
2. pp03_Lifeguard Lifeguard Presentation
3. Travel Favorites (from Lab 2) Travel Favorites2
4. Mountain Flyer Orientation
58 Preventing Network Infection
Within Lab
ppwt_Volunteer Orientation Volunteer Orientation
Volunteer Orientation Email (Word)
ppwt_Volunteer Orientation Review Volunteer Orientation2

ppwt_Volunteer Steps (Word)

ppwt_Volunteer Letter (Word) Volunteer Presentation Letter (Word)

ppwt_Dog Wagging (graphic)

Step-by-Step

1. ppwt_MassagePrices (Word)
ppwt_Massage Therapy Massage Therapy

2. ppwt_Fitness Presentation Letter (Word) Fitness Presentation Letter (Word)
ppwt_Fitness and Nutrition Presentation

3. ppwt_Sports Company Letter (Word) Sports Company Letter (Word)

ppwt_Sports Company Kiosk Presentation

Reference 1 PPR1.3



Index

A

Access 2007, 1.7-1.8
Access key shortcuts, 1.21-1.22
Alignment, PP2.15-PP2.17
Animated GIF, PP3.29
Animated graphics, PP3.29-PP3.31
Animation, PP2.46-PP2.53
animated graphics, PP3.29-PP3.31
animating a slide master,
PP2.50-PP2.51
animating an object, PP2.47-PP2.48
animating SmartArt graphic,
PP2.49-PP2.50
defined, PP2.47
sound effects, PP2.47-PP2.48
transitions, PP2.51-PP2.53
Area chart, PP3.11
Arrow, PP2.57
Assistant boxes, PP3.19
Attribute, PP3.35
AutoCorrect, PP1.19
AutoFit Options button, PP1.31
AutoRecover, PP1.33

B

Ballpoint Pen, PP2.57
Bar chart, PP3.11
Before you begin, PPO.3-PPO.5
.bmp, PP1.56
Bold, PP2.25
Border color, PP1.68
Branch, PP3.19
Built-In group, PP2.35
Bullet
add, PP1.54-PP1.55
remove, PP1.54-PP1.55
Bulleted items
demote, PP1.29-PP1.30
move, PP1.24-PP1.25
promote, PP1.29-PP1.30

C

Case study (labs), PPO.2-PPO.3

Cell, PP2.8

Character formatting, PP1.51

Chart slide
basic parts of chart, PP3.12
changing chart style, PP3.16-PP3.17
chart, defined, PP3.11
copying data to Office Clipboard,

PP3.13-PP3.15

specifying chart data, PP3.15-PP3.16
types of charts, PP3.11

Clip art, PP1.56, PP1.60

Clip art task pane, PP1.59

Clip Organizer, PP1.56

PPI.1 Index

Clipboard task pane, PP3.14
Close the presentation, PP1.36-PP1.37
Collect and paste, PP3.14
Color
border, PP1.68
formatting effect, PP2.25
Color theme, PP2.37-PP2.40
Column chart, PP3.11
Command summary, PPCS.1-PPCS.6
Adjust group, PP2.74
Animations group, PP2.74
Animations tab, PP2.74
Arrange group, PP2.74
Chart Styles group, PP3.55
Chart Tools Design tab, PP3.55
Chart Tools Format tab, PP3.55
Clipboard group, PP1.77, PP3.54,
PPWT1.22
Comments group, PPWT1.22
Design tab, PP2.73
Drawing group, PPWT1.22
Drawing Tools Format tab, PP2.74,
PP3.55
Editing group, PP1.78, PP2.73
Font group, PP1.77, PP2.73
Home tab, PP1.77, PP2.73, PP3.54,
PPWT1.22
Tlustrations group, PP1.78, PP2.73,
PP3.54
Insert tab, PP1.78, PP2.73, PP3.54
Introduction, 1.31
Layouts group, PP2.74, PP3.55
Links group, PP3.54

Office button, PP1.77, PP2.73, PP3.54,

PPWT1.22
Page Setup group, PP1.79
Paragraph group, PP1.77, PP2.73,
PP3.54
Picture Styles group, PP1.79
Picture Tools Format tab, PP1.78,
PP2.74
Presentation Views group, PP1.78,
PP2.74
Print Preview tab, PP1.79
Proofing group, PP1.78
Quick Access toolbar, PP1.77
Review tab, PP1.78, PPWT1.22
Set Up group, PP2.74, PP3.54
Shape Styles group, PP2.74, PP3.55
Size group, PP1.78

Slide Show tab, PP1.78, PP2.74, PP3.54

Slides group, PP1.77, PP3.54

SmartArt Styles group, PP2.75, PP3.55

SmartArt Tools Design tab, PP2.74,
PP3.55

Start Slide Show group, PP3.54

Table Styles group, PP2.75

Table Tools Design tab, PP2.75

Text group, PP2.73, PP3.54

Command summary—Cont.
Themes group, PP2.73
Transition to The Slide group, PP2.74
View tab, PP1.78, PP2.74
WordArt Styles group, PP3.55
Comment
add, PPWT1.2-PPWT1.4
defined, PPWT1.2
delete, PPWT1.7-PPWT1.8
edit, PPWT1.9
Comment box, PPWT1.2
Common Office 2007 interface features
Access key shortcuts, 1.21-1.22
context menu, 1.15-1.16
Dialog Box Launcher, 1.19-1.20
drop-down list, 1.19
exiting an application, 1.30
file menu, I.11-1.15
gallery, 1.18-1.19
hiding the ribbon, 1.22
Mini toolbar, 1.23
Office help, 1.23-1.30
opening tabs, 1.17-1.18
ribbon, 1.16-1.22
starting up, 1.10-1.11
super tooltips, 1.18
Context menu, [.15-1.16
Contextual tabs, 1.16
Controlling the slide show
freehand annotations, PP2.56-PP2.59
hiding slides, PP2.59-PP2.60
navigating in a slide show,
PP2.54-PP2.56
Copy
between applications,
PPWT1.9-PPWT1.14
data to Office Clipboard,
PP3.13-PP3.15
slide, PP1.26-PP1.27
from Word to PowerPoint slide,
PPWT1.10-PPWT1.14
Correcting errors, PP1.17-PP1.19. See
also Spelling checker
Coworker boxes, PP3.19
Create
custom color theme, PP2.39-PP2.40
new presentation from existing slides,
PP3.4-PP3.6
organization chart, PP3.19-PP3.27
presentation, PP1.6-PP1.7
table slide, PP2.8-PP2.9
text box, PP2.32
WordArt object, PP3.31-PP3.33
Crop, PP1.64
Current slide, PP1.11
Custom Animation task pane, PP2.48
Custom color theme, PP2.39-PP2.40
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Custom dictionary, PP1.17
Custom show, PP3.39-PP3.41

D

Data File List, PPR1.1-PPR1.3
Default settings, PP1.6
Define Custom Show dialog box, PP3.38
Delete
comment, PPWT1.7-PPWT1.8
slide, PP1.21-PP1.22, PP1.42
Delivering presentations
custom show, PP3.39-PP3.41
hyperlinks, PP3.41-PP3.44
rehearse timing, PP3.36-PP3.38
using timings, PP3.38
Demote, PP1.29-PP1.30
Destination file, PPWT1.15
Dialog Box Launcher, 1.19-1.20
Display slides, PP1.26, PP1.50
Document Information Panel, PP2.65
Document theme, PP2.34-PP2.37
Document window, 1.11
Documenting a file, PP2.64-PP2.66
Drawing object, PP1.56
Drop-down gallery, 1.18-1.19
Drop-down list, 1.19
Duplicating a slide, PP2.21-PP2.22

E
Edit
presentation, PP1.13-PP1.33
slide pane, PP1.20-PP1.21
text, PP1.22-PP1.24
Embedded object, PP1.56, PPWT1.15
Embedding a presentation,
PPWT1.15-PPWT1.21
Enhance
organization chart, PP3.26-PP3.27
picture, PP2.20-PP2.21
shape, PP2.24
text box, PP2.33-PP2.34
WordArt object, PP3.33-PP3.34
Eraser, PP2.57
Error correction, PP1.17-PP1.19. See also
Spelling checker
Excel 2007, 1.4-1.6
Exiting an application, 1.30
Exiting PowerPoint, PP1.73

F

Features
common. See Common Office 2007
interface features
PowerPoint 2007, PPO.1-PPO.2
Felt Tip Pen, PP2.57
File menu, I.11-1.15
Find and replace, PP2.4-PP2.8
Fly In dialog box, PP2.48
Font, PP1.51-PP1.54
Font size, PP1.52, PP1.54
Footer, PP2.45-PP2.46, PP2.63
Formatting, PP1.51
Formatting effects, PP2.25
Frame Slides option, PP1.72
Freehand annotations, PP2.56-PP2.59

G

Gallery, 1.18-1.19
Graph, PP3.11. See also Chart slide
Graphic, PP1.56-PP1.68
animated GIF, PP3.29-PP3.31
crop, PP1.64

Graphic—Cont.
defined, PP1.56
duplicating a slide, PP2.21-PP2.22
enhancing a picture, PP2.20-PP2.21
insert, from Clip Organizer,
PP1.58-PP1.63
insert, from file, PP1.57-PP1.58
picture style, PP1.65
rotate the object, PP2.26
shape, PP2.22-PP2.25
size, PP1.63
slide layout, PP2.18-PP2.19
SmartArt, PP2.27-PP2.31,
PP2.49-PP2.50
Group, I.11, PP3.35-PP3.36

H

Handout Master, PP2.41
Header, PP2.63-PP2.64
Help, 1.23-1.30
Hide

ribbon, 1.22

slides, PP2.59-PP2.60
Hierarchical relationship, PP3.19
Hierarchy, PP3.19
Highlighter, PP2.57
Home tab, PP2.25
Horizontal alignment, PP2.16
HTML, PP3.46-PP3.49
Hyperlinks, PP3.41-PP3.44
Hypertext Markup Language (HTML),

PP3.46-PP3.49

In-Ribbon gallery, 1.18
Ink Color, PP2.57
Insert
graphics, PP1.57-PP1.63
slide, PP1.43-PP1.44
slides from another presentation,
PP3.6-PP3.8
table, PP2.10-PP2.11
text from Word document,
PP3.8-PP3.10
Insert Picture dialog box, PP1.57
Insert Table dialog box, PP2.10
Instructional conventions, PPO.5-PPO.6
Italic, PP2.25

J

.jpg, PP1.57

K

KeyTips, 1.21
Keyword, PP1.60

L

Landscape, PP1.71

Layout, PP1.44-PP1.47, PP2.18-PP2.19
Legend, PP3.12

Line chart, PP3.11

Live Preview, PP1.66

M

Main dictionary, PP1.17
Manager box, PP3.19

Master, PP2.41

Master slide, PP2.40-PP2.46
Microsoft Clip Art gallery, PP1.60
Microsoft Graph, PP3.11

Microsoft Office Online group, PP1.8
Microsoft Office System, 1.2
Microsoft Office Template Gallery, PP1.7
Mini toolbar, 1.23, PP1.53, PP2.15, PP2.25
Mouse pointer, PP2.57
Move
bulleted items, PP1.24-PP1.25
placeholder, PP1.48
slide, PP1.42-PP1.43

N

Navigating in a slide show,
PP2.54-PP2.56

Navigation keys, PP1.14

New from Existing Presentation dialog
box, PP3.5

New Presentation dialog box, PP1.8

New presentation from existing slides,
PP3.4-PP3.6

Nonprinting numbered tag, PP2.48

Normal view, PP1.10-PP1.11

Notes Master, PP2.41

Notes pages, PP2.61-PP2.64

Notes pane, PP1.10

Numbered list, PP3.27-PP3.29

0

Object, PP1.15

Object animations, PP2.47

Office button, PPO.6-PPO.7

Office Clipboard, PP3.13-PP3.15

Office help, 1.23-1.30

Office PowerPoint 2007 features,

PPO.1-PPO.2

On-demand tab, 1.16

Open the presentation, PP1.37

Opening tabs, 1.17-1.18

Organization chart, PP3.19
changing the layout, PP3.23-PP3.25
defined, PP3.19
enhancing, PP3.26-PP3.27
shape, PP3.25, PP3.26
text, PP3.20-PP3.23

Outline tab, PP1.10, PP1.15-PP1.17

P

Page orientation, PP1.71
Paragragh dialog box, 1.20
Paragraph, PP1.51
Paragraph formatting, PP1.51
Paste Special dialog box, PPWT1.14
.pcx, PP1.57
Photograph, PP1.56
Picture, PP1.56
Picture Border colors, PP1.68
Picture Bullet dialog box, PP2.43
Picture Tools Format tab, PP1.58
Pie chart, PP3.11
Placeholder

defined, PP1.15

move, PP1.48

select, PP1.22

size, PP1.47
Placeholder text, PP1.9
Planning, PP1.6
Points, PP1.52
Portrait, PP1.71
PowerPoint 2007, 1.9
PowerPoint 2007 features, PPO.1-PPO.2
Predefined layouts, PP1.45
Presentation

close, PP1.36-PP1.37

create, PP1.6-PP1.7

Index PPL.2



Presentation—Cont.
deliver, PP3.36-PP3.44. See also
Delivering presentations
developing, PP1.6
edit, PP1.13-PP1.33
embed, PPWT1.15-PPWT1.21
multiple sources, PP3.4-PP3.10
open, PP1.37
preview, PP1.69-PP1.70
print, PP1.72-PP1.73
publish, PP3.44-PP3.50
rehearse, PP1.49-PP1.51
review, PPWT1.2-PPWT1.9. See also
Working together
save, PP1.33-PP1.36
view, PP1.9-PP1.13
Presentation program, PPO.1
Preset timings, PP3.38
Preview, PP1.69-PP1.70
Preview/Properties dialog box, PP1.61
Print
customize, PP2.66-PP2.68
notes pages, PP2.67
page orientation, PP1.71
presentation, PP1.72-PP1.73
selected slides, PP2.68
specify printed output,
PP1.70-PP1.71
Print Preview window, PP1.69
Print What option, PP1.70
Promote, PP1.29-PP1.30
Publish, PP3.44-PP3.50
Publish as Web Page dialog box, PP3.48

Q

Quick Access toolbar, 1.11

R

Random Transition, PP2.52

Reference (Data File List),
PPR1.1-PPR1.3

Rehearsal toolbar, PP3.37

Rehearse, PP1.49-PP1.51

Replacing text, PP2.4-PP2.8

Reuse Slides task pane, PP3.7

Review comment thumbnail, PPWT1.2

Ribbon, 1.11, 1.16-1.22

Rotate handle, PP2.26

S

Sans serif font, PP1.52
Save
presentation, PP1.33-PP1.36
presentation as Web page,
PP3.46-PP3.50
Save As dialog box, PP1.34
ScreenTip, 1.13
Scroll bar, I.11
Select
placeholder, PP1.22
slide, PP1.42
slide layout, PP1.44-PP1.47
table, areas of, PP2.13
text, PP1.14

PPL3 Index

Selection cursor, 1.12
Selection rectangle, PP1.20
Serif font, PP1.52
Shadow, PP2.25
Shape, PP2.22-PP2.25, PP3.25, PP3.26
Sizing handles, PP1.47
Slide
copy, PP1.26-PP1.27
defined, PP1.5
delete, PP1.21-PP1.22, PP1.42
display, PP1.26, PP1.50
duplicate, PP2.21-PP2.22
hide, PP2.59-PP2.60
insert, PP1.43-PP1.44
move, PP1.42-PP1.43
select, PP1.42
Slide Footer text, PP2.45-PP2.46
Slide layout, PP1.44-PP1.47,
PP2.18-PP2.19
Slide master, PP2.40-PP2.46,
PP2.50-PP2.51
Slide Master view, PP2.42
Slide pane, PP1.10
Slide show, PP1.49. See also Controlling
the slide show
Slide Show view, PP1.10, PP1.49-PP1.51

Slide Sorter view, PP1.10, PP1.11-PP1.13,

PP1.41

Slides from another presentation,
PP3.6-PP3.8

Slides tab, PP1.10, PP1.25

SmartArt, PP2.27-PP2.31, PP2.49-PP2.50

Sound effects, PP2.47-PP2.48

Source file, PPWT1.15

Source program, PP1.56, PPWT1.15

Speaker notes, PP2.61-PP2.64

Spelling checker, PP1.17-PP1.19,
PP1.38-PP1.41

Splitting text between slides, PP1.32

Stacked-bar chart, PP3.11

Starting up, [.10-1.11

Status bar, I.11

Subordinate boxes, PP3.19

Subscript, PP2.25

Super tooltips, 1.18

Superscript, PP2.25

System Clipboard, PP3.14

T

Tab, I.11, 1.17-1.18
Table
align text, PP2.15-PP2.17
create table slide, PP2.8-PP2.9
enter data, PP2.11
insert, PP2.10-PP2.11
select areas of, PP2.13
sizing, PP2.14-PP2.15
style, PP2.17-PP2.18
Table reference, PP2.8
Table style, PP2.17-PP2.18
Table Tools Design tab, PP2.11
Task pane, 1.19, 1.20
Template, PP1.7-PP1.9
Text
edit, PP1.22-PP1.24
find and replace, PP2.4-PP2.8

Text—Comnt.
organization chart, PP3.20-PP3.23
replace, PP2.4-PP2.8
select, PP1.14
shape, PP2.24-PP2.25
slide footer, PP2.45-PP2.46
split, between slides, PP1.32
text box, PP2.32-PP2.33
Word document, PP3.8-PP3.10
Text box, PP2.31-PP2.34
Theme
color, PP2.37-PP2.40
custom color, PP2.39-PP2.40
document, PP2.34-PP2.37
Thumbnail, PP1.8
Timing, PP3.36-PP3.38
Tooltip, 1.13
Transitions, PP2.47, PP2.51-PP2.53
Typeface, PP1.52

U

Underline, PP2.25
Undo, PP1.67

Vv

Vertical alignment, PP2.16
View, PP1.9-PP1.13

W

Wipe Right, PP2.52
Word 2007, 1.3-1.4
Word document, PP3.8-PP3.10,
PPWTI1.10-PPWT1.14
WordArt, PP3.31-PP3.34
Working together
add a comment, PPWT1.2-PPWT1.4
check reviewed presentation,
PPWT1.6-PPWT1.7
command summary, PPWT1.22
copy between applications,
PPWT1.9-PPWT1.14
copy from Word to PowerPoint slide,
PPWTI1.10-PPWT1.14
delete a comment, PPWT1.7-PPWT1.8
edit a comment, PPWT1.9
edit embedded object,
PPWT1.18-PPWT1.21
embedding a presentation,
PPWTI1.15-PPWT1.21
send presentation for review,
PPWT1.4-PPWT1.6
Workspace, PP1.5

X

X axis, PP3.12

Y

Y axis, PP3.12

Z

Zoom, PP1.12-PP1.13
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