Microsoft® Office
PowerPoint

A SKILLS APPROACH, COMPLETE

Cheri Manning
Catherine Manning Swinson

Triad Interactive, Inc.



The McGraw-Hill companies

Connect
Learn
}, Succeed

MICROSOFT® OFFICE POWERPOINT 2010: A SKILLS APPROACH, COMPLETE

Published by McGraw-Hill, a business unit of The McGraw-Hill Companies, Inc., 1221 Avenue of the Americas,
New York, N'Y, 10020. Copyright © 2012 by The McGraw-Hill Companies, Inc. All rights reserved. No part of this
publication may be reproduced or distributed in any form or by any means, or stored in a database or retrieval system,
without the prior written consent of The McGraw-Hill Companies, Inc., including, but not limited to, in any network
or other electronic storage or transmission, or broadcast for distance learning.

Some ancillaries, including electronic and print components, may not be available to customers outside the
United States.

This book is printed on acid-free paper.
1234567890RMN/RMN 10987654321

ISBN 978-0-07-739502-5
MHID 0-07-739502-6

Vice president/Director of marketing: Alice Harra
Publisher: Scott Davidson

Sponsoring editor: Paul Altier

Director, digital products: Crystal Szewczyk
Development editor: Alan Palmer

Editorial coordinator: Allison McCabe

Marketing manager: Tiffany Russell

Digital development editor: Kevin White

Director, Editing/Design/Production: Jess Ann Kosic
Project manager: Marlena Pechan

Buyer II: Laura M. Fuller

Senior designer: Srdjan Savanovic

Senior photo research coordinator: Keri Johnson
Manager, digital production: Janean A. Utley

Media project manager: Brent dela Cruz

Media project manager: Cathy L. Tepper

Outside development house: Barrert Lyon

Typeface: 10.5/13 Garamond Premier Pro
Compositor: Laserwords Private Limited

Printer: R. R. Donnelley

Cover credit: © Plainview, iStockphoto; beakcover: © Okea, iStockphoto
Credits: The credits section for this book begins on page PPC-1 and is considered an extension of the copyright page.

Printed in the United States of America.

Library of Congress Cataloging-in-Publication Data
Manning, Cheryl.

Microsoft Office Powerpoint 2010 : a skills approach, complete / Cheri Manning, Catherine

Manning Swinson.
p- cm.

Includes bibliographical references and index.

ISBN-13: 978-0-07-739502-5 (alk. paper)

ISBN-10: 0-07-739502-6 (alk. paper)

1. Presentation graphics software. 2. Microsoft PowerPoint (Computer file) 1. Swinson,
Catherine Manning. II. Title.
T385.M3617 2012
005.5'8—dc23

2011023868

The Internet addresses listed in the text were accurate at the time of publication. The inclusion of a Web site does not
indicate an endorsement by the authors or McGraw-Hill, and McGraw-Hill does not guarantee the accuracy of the
information presented at these sites.

www.mhhe.com



contents

office and powerpoint 2010 @ powerpoint 2010

Essential Skills for Microsoft PP-ii chapter 1
Office and PowerPoint 2010 Getting Started with PP-2
Skill 04 Introduction to Microsoft PP-iii PowerPoint 2010

Office 2010 Skill 11 Introduction to PowerPoint PP-3

2010

Skill 0.2  Exploring the PowerPoint PP-vi

2010 User Interface Skill 1.2  Understanding Views PP-4
Skill 0.3  Customizing PowerPoint PP-xi Skill 1.3 Using the Slides Tab PP-6
Skill 0.4  Designing Presentations PP-xii Skill 1.4  Using the Outline Tab PP-7
Skill 0.5  Opening an Existing PP-xiii Skill 1.5  Adding Slides to Presentations PP-8

p )

resentation Skill 1.6  Adding Sections to PP-9

Skill 0.6  Understanding Security PP-xiv Presentations

Warnings in PowerPoint Skill 1.7 Changing Slide Layouts PP-10

Skill0.7 Creating @ New Blank PP Skill 1.8  Applying Slide Transitions PP-11
Presentation

. ) ) . Skill 1.9  Working with the Slide Master PP-12
Skill 0.8  Creating a New Presentation PP-xvi

Using a Template Skill 140 Inserting Headers and Footers PP-13
Skill 0.9  Modifying Presentation PP-xvii Skill 141 Adding and Printing Notes PP-14
Properties )
Projects PP-16
Skill 040 Using Cut, Copy, and Paste  PP-xviii
Skill 041  Using Paste Special PP-xix chapter 2 )
Adding Content to Slides PP-24
Skill 042 Using Undo and Redo PP-xx
Skill 24 Adding Text to Slides PP-25
Skill 043  Using Find and Replace PP-xxi . )
Skill 2.2  Adding Bulleted and PP-26
Skill 044 Checking Spelling PP-xxii Numbered Lists
Skill 045  Saving a Presentation PP-xxiii ~ Skill2.3  Opening a Word Outline PP-28
as a Presentation
Skill 046  Using Help PP-xxiv
Skill 2.4  Adding WordArt to Slides PP-30
Skill 047  Closing a Presentation PP-xxv
Skill 2.5  Understand the Content PP-32
Skill 048  Exiting PowerPoint PP-xxvi Placeholder
Projects PP-xxvii  Skill 2.6  Creating Tables in PP-33

Presentations



Skill 2.7  Adding Charts to Slides PP-34

Skill 2.8  Adding SmartArt to Slides PP-35

Skill 2.9  Adding Shapes to Slides PP-36

Skill 240 Adding Text to Shapes PP-37

Skill 241 Adding Clip Art Images PP-38
to Slides

Skill 242  Adding Screenshots to Slides PP-39

Skill 243  Adding Pictures to Slides PP-40

Skill 244  Adding Sounds to Slides PP-41

Skill 245  Adding Movies to Slides PP-42
Projects PP-43

chapter 3

Formatting Presentations PP-56

Skill 31 Changing the Presentation PP-57
Theme

Skill 3.2  Changing the Color Theme PP-58

Skill 3.3  Changing the Theme Effects PP-59

Skill 3.4  Changing the Slide Background PP-60

Skill 3.5  Changing Fonts PP-61

Skill 3.6  Changing the Look of PP-62
Text Boxes

Skill 3.7  Applying Quick Styles to PP-63
Text Boxes

Skill 3.8  Applying Quick Styles PP-64
to Tables

Skill 3.9  Using the Shape Styles Gallery PP-65

Skill 340 Changing the Layout of PP-66
SmartArt

Skill 341 Using the Picture Styles Gallery PP-67

Skill 342  Showing the Ruler and PP-68
Gridlines

Skill 343 Changing the Size of Images PP-69

Skill 344 Changing the Size of a PP-70
Placeholder

Skill 345  Aligning, Grouping, and PP-71

iv

Rotating Images

|

Skill 316
Skill 347

chapter 4

Applying Animation Effects
Modifying Animations

Projects

Managing and Delivering
Presentations

Skill 44

Skill 4.2
Skill 4.3
Skill 4.4
Skill 4.5
Skill 4.6
Skill 4.7
Skill 4.8
Skill 4.9
Skill 410
Skill 4411
Skill 412
Skill 443

Skill 414

chapter 5

Deleting Slides from
Presentations

Changing the Order of Slides
Copying and Pasting Slides
Using the Office Clipboard
Defining a Custom Show
Hiding Slides

Adding Hyperlinks to Slides
Adding Comments
Rehearsing Timings

Starting the Slide Show
Using Presentation Tools
Printing Presentations
Customizing Handout Masters

Previewing and Printing
Handouts

Projects

Exploring Advanced Graphics,
Tables, and Charts

Skill 54

Skill 5.2

Skill 5.3
Skill 5.4
Skill 5.5
Skill 5.6

Applying Artistic Effects to
Pictures

Removing the Background
from Pictures

Correcting Pictures
Changing the Color of Pictures
Cropping Graphics

Compressing Pictures

PP-73
PP-74
PP-75

PP-85

PP-86

PP-87
PP-88
PP-89
PP-90
PP-91

PP-92
PP-93
PP-94
PP-95
PP-96
PP-98
PP-99

PP-100

PP-101

PP-109
PP-110

PP-111

PP-112
PP-113
PP-114

PP-115

l contents



Skill 5.7 Resetting Pictures

Skill 5.8  Aligning Text in Tables

Skill 5.9  Inserting and Deleting Rows
and Columns in Tables

Skill 540 Modifying Charts

Skill 541 Animating Charts

Skill 542  Creating Multipart Animations

Skill A3 Setting Animation Timings

Skill 544  Creating an Action Button

Skill 545 Recording a Slide Show

Skill 546  Editing Audio on a Slide

Skill 547  Editing Video on a Slide

Skill 548  Creating a Photo Album
Projects

chapter 6

Polishing and Finishing the

Presentation

Skill 641 Adding Slides from Another
Presentation

Skill 6.2  Applying Character Effects

Skill 6.3  Aligning Text

Skill 6.4  Adding Columns to Text

Placeholders

PP-116
PP-117

PP-119

PP-120
PP-121

PP-122
PP-123
PP-124
PP-125
PP-126
PP-128
PP-129
PP-130

PP-137

PP-138

PP-139
PP-140

PP-141

Skill 6.5
Skill 6.6
Skill 6.7
Skill 6.8
Skill 6.9
Skill 610

Skill 6411

Skill 642

Skill 643

Skill 614

Skill 645

Skill 616
Skill 647

Skill 618

Glossary

Index

Changing Line Spacing
Using the Format Painter
Clearing Formatting

Using Animation Painter
Modifying the Slide Master

Adding New Layouts and
Placeholders to the Slide
Master

Checking for Compatibility
with Previous Versions of
PowerPoint

Saving Slides as Graphics

Saving a Presentation as a
PDF

Saving a Presentation as a
Template

Packaging a Presentation
for CD

Broadcasting a Presentation

Publishing Slides to a Slide
Library

Saving a Presentation as a
Video

Projects

contents l

PP-142
PP-143
PP-144
PP-145
PP-146
PP-149

PP-151

PP-153

PP-155

PP-156

PP-158

PP-160
PP-162

PP-164

PP-165
PPG-1

PPI-1



preface

Vi

How well do you know Microsoft Office? Many students can follow specific step-by-step
directions to re-create a document, spreadsheet, presentation, or database, but do they truly
understand the skills it takes to create these on their own? Just as simply following a recipe
does not make you a professional chef, re-creating a project step by step does not make you
an Office expert.

The purpose of this book is to teach you the skills to master Microsoft PowerPoint 2010 in a
straightforward and easy-to-follow manner. But Mcrosoft® Office PowerPoint 2010: A Skills
Approach, Complete goes beyond the how and equips you with a deeper understanding of the
what and the why. Too many times books have little value beyond the classroom. The Skills
Approach series has been designed to be not only a complete textbook but also a reference
tool for you to use as you move beyond academics and into the workplace.

ABOUT TRIAD INTERACTIVE

Triad Interactive is a small business and a District of Columbia Qualified High Technology

Company specializing in online education and training products.

Triad’s flagship program is SimNet®—a simulated Microsoft Office learning and assessment
application developed for the McGraw-Hill Companies. SimNet development began in
1999 with SimNet 2000, a CD-ROM-based program used to measure students’ understand-
ing of the Microsoft Office 2000 applications. In 2000, for Office XP, Triad expanded the
SimNet platform to include a learning component with lessons written by Cheri Manning
and Catherine Manning Swinson. Over the past 10 years, the SimNet series has continued to
evolve from a simple CD-ROM program into a robust online learning and assessment sys-
tem. More than 500,000 students worldwide have used SimNet to learn the skills necessary
to master Microsoft Office.

Triad is also actively involved in cancer education and in research projects to assess the use-
fulness of technology for helping high-risk populations make decisions about managing
their cancer risk and treatment.



about the authors

CHERI MANNING

Cheri Manning is the president and co-owner of Triad Interactive. She is the author of the
Microsoft Excel and Microsoft Access content for the SimNet series of online assessment
and learning programs. She has been authoring instructional content for these applications
for over 10 years. Cheri is also the co-author of McGraw-Hill's What’s New in Microsoft
Office 2003 and What’s New in Microsoft Office 2007.

Cheri began her career as an Acrospace Education Specialist with the Education Division of
the National Aeronautics and Space Administration (NASA), where she produced materials
for K-12 instructors and students. Prior to founding Triad Interactive, Cheri was a project
manager with Compact Publishing, where she managed the development of McGraw-Hill’s
Multimedia MBA CD-ROM series.

CATHERINE MANNING SWINSON

Catherine Manning Swinson is the vice president and co-owner of Triad Interactive. She is
the author of the Microsoft Word, Microsoft PowerPoint, and Microsoft Outlook content
for the SimNet series of online assessment and learning programs. She has been authoring
instructional content for these applications for over 10 years. Catherine is also the co-author

of What's New in Microsoft Office 2003 and What'’s New in Microsoft Office 2007.

Catherine began her career at Compact Publishing, one of the pioneers in educational
CD-ROM-based software. She was the lead designer at Compact and designed every edi-
tion of the TIME Magazine Compact Almanac from 1992 through 1996. In addition, she
designed a number of other products with Compact, including the TIME Man of the Year
program and the TIME 20th Century Almanac.

The authors would like to extend a special thank-you to the Triad staff especially to Torger
Whuellner for keeping the show running while we were writing the text and to Katie Lawson
and Jodi Sandvick for staying late and coming in on the weekends to help with graphics.
Thanks to Marlena Pechan, Barrett Lyon, and Alan Palmer for their patience working with
two authors new to the print world. Thanks to Liz Haefele and Scott Davidson for the
opportunity to expand our digital collaboration into print. And a final thanks to Paul Altier
for his extraordinary vision of what this series could be and for all of his encouragement and
support throughout the process. We deeply appreciate all of the hard work by the contribu-

tors, technical editors, reviewers, and everyone at McGraw-Hill to develop this new series.

vii



contributors

powerpoint projects

Debra Fells Marlene Roden

Mesa Community College Asheville-Buncombe Technical Community College
Melissa Prinzing Bonnie Smith

Sierra College Fresno City College

Diane Santurri
Johnson & Wales University

technical editors

Elliot Cherner Vicky Sechusen

Mesa Community College Metropolitan State College of Denver
Michael Dunklebarger Judy Settle

Alamance Community College Central Georgia Technical College
Susan Fuschetto Candace Spangler

Cerritos College Columbus State Community College
Brenda Nielsen

Mesa Community College

reviewers

OUR THANKS GO TO ALL WHO PARTICIPATED IN THE DEVELOPMENT OF

MICROSOFT® OFFICE POWERPOINT 2010: A SKILLS APPROACH, COMPLETE.

Rosalyn Amaro Diana Baran

Florida State College at Jacksonville Henry Ford Community College
Beverly Amer Nathan Barker

Northern Arizona University Southern Utah University
Wilma Andrews Alfred Basta

Virginia Commonwealth University Kaplan University

Tom Ashby Judy Bennett

Oklahoma City Community College Sam Houston State University
Robert Balicki Jan Bentley

Cleary University Utah Valley University

viii|



Judy Brierley
Seminole State College

Eva Brown

San Jacinto College

Judy Brown

The University of Memphis
Katharine Brown
University of North Florida
Menka Brown

Piedmont Technical College
Sylvia Brown

Midland College

Peter Cardon

University of South Carolina

Patricia Casey
Trident Technical College

Gerianne Chapman

Johnson & Wales University
Dan Combellick

Scottsdale Community College
Paulette Comet

Commaunity College of Baltimore County

Sissy Copeland

Piedmont Technical College
Jami Cotler

Siena College

Penny Cypert

Tarrant County College
Don Danner

San Francisco State University
Raphael De Arazoza
Miami Dade College
Darren Denenberg

University of Nevada—Las Vegas
Joy DePover

Minneapolis Community and Technical College

Charles DeSassure
Tarrant County College

Kim Ellis
Virginia Western Community College

Jean Finley

Asheville Buncombe Technical Community College

Dave Fitzgerald

Jackson Community College
Deborah Franklin

Bryant & Stratton College

Susan Fuschetto

Cerritos College

Amy Giddens

Central Alabama Community College

Fred Goldberg

Commaunity College of Philadelphia
Barbara Gombetto

Bryant & Stratton College

Kemit Grafton

Oklahoma State University—Oklahoma City
Marilyn Griffin

Virginia Tech

Andrew Hardin

University of Nevada—Las Vegas

Michael Haugrud

Minnesota State University Moorhead
Terri Hayes

Broward College

Cheryl Heemstra

Anne Arundel Community College
Marilyn Hibbert

Salt Lake Community College

Mary Carole Hollingsworth

Georgia Perimeter College

Lister Horn

Pensacola State College

Jennifer Ivey

Central Carolina Community College
Linda Johnsonius

Murray State University

Barbara Jones

Golden West College

Sally Kaskocsak

Sinclair Community College

Hazel Kates

Miami Dade College Kendall Campus
Judith Keenan

Salve Regina University

Hal Kingsley

Trocaire College

Linda Kliston

Broward College

Kitty Koepping

Shepherd University

Charles Lake

Faulkner State

Jackie Lamoureux

Central New Mexico Community College
Nanette Lareau

University of Arkansas Community College at Morrilton
Kevin Lee

Guilford Technical Community College

Patricia Lee

Flovida State College at Jacksonville

. | ¢
reviewers



Kate LeGrand
Broward College

Mary Locke

Greenwille Technical College
Donna Lohn

Lakeland Community College
Nicki Maines

Mesa Community College
Daniela Marghitu

Auburn University

Juan Marquez

Mesa Community College
Phil Marshall

University of South Carolina
Prosenjit Mazumdar

George Mason University
Robert McCloud

Sacred Heart University

Sue McCrory

Missouri State University
Daniel McKee

Mansfield University of PA
Patricia McMurray

Kaplan Career Institute ICM Campus
Dawn Medlin

Appalachian State University
Alanah Mitchell
Appalachian State University
Susan Mitchell

Davenport University
Kathleen Morris

University of Alabama
Carmen Morrison

North Central State College
Melissa Nemeth

Kelley School of Business Indianapolis
Brenda Nielsen

Mesa Community College
Philip Nielson

Salt Lake Community College
Maria Osterhoudt

St. Petersburg College

Judy Pento

Seacoast Career School

Rene Polanco
Austin Community College

Don Rhyne

San Joaquin Valley College
Steven Rosen

Keiser University

Kathy Ruggieri

Lansdale School of Business
Charles Salazar

Clackamas Community College
Diane Santurri

Johnson & Wales University
Paul Schwager

East Carolina University
Vicky Sechusen

Metro State College of Denver
Steven A. Singer

Kapiolani Community College
Cindi Smatt

Texas A M University
Bonnie Smith

Fresno City College

Thomas Michael Smith
Austin Community College
Candice Spangler

Columbus State Community College
Diane Stark

Phoenix College

Allen Truell

Ball State University

Kari Walters

Louisianna State University
Eric Weinstein

Suffolk County Community College
Stu Westin

University of Rhode Island
Billie Jo Whary

McCann School of Business and Technology Sunbury Campus
Melinda White

Seminole State College
Katherine Winters

University of Tennessee ar Chattanooga
Judy Wynekoop

Florida Gulf Coast University
Laurie Zouharis

Suffolk University

Matthew Zullo
Wake Technical Community College




Instructor Walkthrough

Microsoft Office PowerPoint 2010: A Skills

Approach, Complete
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Show Me

PowerPoint 2010 Ch 3: Formatting Presentations
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Y arge T st D

Let Me Try

10 PomarPont 2010, you (3 539 FACNC wlects to driwing CRICLE and Last. Thase Oraghic oflects gve rou the
sty withont the heto of

In PowerPoine 2010, you can add graphic effects to drawing
objects and text. These graphic cffects give you the ability
to create dynamic images withour the help of a professional
designer, You can create sophisticated fills for objects and
control the shape oudine for objects, including the color,
weight, and line style.

descrar.
cbjects and contrel the shape outine for cbjects, nckudng tha color, waght. and ine style

Using thave aw aflects con e overniuining S Art. Wow o o b i oMects o e Soouer? A st of

OBjects on your shder. QNG viu
To 300t theme effects to the presentation

1 Chch e Desigm Lab.
2 10 the Themes grou, chck the Thesse Effects butten.
3 Select 2 theme effect from the galery that appears.

vour

Using chese new cffeces can be overwhelming at firse. How
do you know which effects go well together? A part of a pre-
sentation’s theme is the theme effects. The theme effects

4 3.3 Changing the Theme Effects

consist of linc and fill cffcces that you apply to objecrs on
your slides, giving you a starting point to create sophisticated
images in your presentations.

“To apply theme effects to the presentation:

1. Click the Design tab.

2. In the Themes group, click the Theme Effects button.

3. Sclecra theme cffcet from the gallery that appears.

FIGURE PP 3.3

2> 1-1 Content in SimNet for Office 2010

34 Applying Themes

A theme is a unified color, font, and cffects scheme. When

you apply a theme to the workbook, you ensure tha all visual  professional look.

LA -
| This worksheet has the defau
e =
s . v reTe
et o e
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— — FIGURE EX 31

> At-a-glance PowerPoint 2010 skills

clements work well cogether, giving the workbook a polished,

A, >

chapter

Managing and

Delivering Presentations

In this chapter, you will learn the following skills:

Skill4.1 Deleting Slides from Presentations 2 Delete, reorder, copy, and
Skill4.2 Changing the Order of Slides paste slides, and use the Office
Clipboard

Skill4.3 Copying and Pasting Slides

> Define a custom show and hide
Skill4.4 Using the Office Clipboard Slides
Skill4.5 Defining a Custom Show N

> Add hyperlinks and comments
Skill4.6 Hiding Slides

‘ ) > Rehearse timings and use

Skill4.7 Adding Hyperlinks to Slides navigation tools
Skill4.8 Adding Comments ) Print presentations and handouts

Introduction—Lea
clearly listed.

Quick, easy-to-scan pages, for efficient learning

Fix It

rning Outcomes are

Skill Review

oter for all slides exceps che sidle dide,

b. Carcer Objective
On Your Own J R
on your own i

17. Goto the Tible of Contents and updce the entive bl
18. Save and close the document.

Skill Review 5.2

In this projece you will be merging the Expired Letter_ 05 document from Placer Hills Real
Es with the Cavalls-PHRE database.

1. Open the Expired Letter. 05 document.

2. Save this document as {your initials)WD_SkillRsvisw _5-2

3. Use th d 5 = =
. Click the Mailings b, =
b, Click the Stare Mail Merge button in the Stare Mail
Merge group and choose Letters.

4. Select the recipienss to be merged inco this leceer.
2 Click the Select Recipients bucton in the Stars Mail
d e, The Selecr

Data Sourcediakog bax will open.
n sy

PHRE database file (an Access file) and click Open.
B e e PSS

FIGURE WD 5.24

> Diverse end-of-chapter projects

1. Open the Conral Sierrs Quetiownaire_02 documen.

2. Savechis itials] 25

e L

1. Clear all formatting.

b. Change the fone o Calibr and 10 pr.

<. Change the line spacing to singe space.

& Change the aeer parsgraph spacing o 6 p.

& Seclefi abs 250257 and .57,

£ Seca ight tab with a solid underline leader 12 65",
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»

a. Apply the Tide sy,
b. Change the case to Capitalce Each Word.
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Reference stye, uppercase, no underline and 12 pe. font size.
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Projects that relate to a broad range of careers
and perspectives, from nursing, education,

business

, and everyday personal uses.
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Features:
Tips

and Tricks

From the Perspective of...

from the perspective of . ..

DENTAL HYGIENIST

In my profession as a dental hygienist, I created a fun presentation showing good oral
hygiene habis, Using presencation software, | was able to add clip art, music, and carcoons.

My young patients love it.

After you have added WordArt to your document, you
can modify it just as you would any other text. Use the Fone

box and Font Size box on the Home tab to change the font or
fone size of Word Art.

In previous versions of Mictosoft Office, WordArt came
with a predefined sct of graphic styles that could be for-
matted, but on a very limited basis. Beginning with Power
Point 2007, WordArt was changed o allow a wide range of

seylizacion. When you add Word Art co 2
slide, the Draswing Tools Format contextual
tab appears. In the WordArt Styles group
you can apply Quick Seyles to your Word-

Art, or modify it further by changing the
text fill, exc oudline, and rexe cffects.

et A

tips & tricks

If you typically use one type of chart for your presentations,
you can set that chart type as the default chart type. In the
Insert Chart dialog box, select the chart type you want to set
as the default. Next, click the Set as Default Chart button.
Now when you open the Insert Chart dialog box, that chart
type will automatically be selected and you won't need to
search through the different chart types to find the one you
want to use.

F_AMA_\__‘A

Try This

Tell Me More J

tell me more

PowerPoint offers a number of transitions for you to choose
from. There are simple fades and dissolves, any number o
directional wipes (including shapes and rotations), pushes
and covers, stripes and bars, and random transitions. When
choosing transitions for your presentation, it is important tc
keep in mind who your audience will be. If you are present:
ing in a formal business environment, you will probably wan:
to use more subtle transitions, such as fades and dissolves.
If your audience expects more “sizzle” in the presentation,
then you may want to choose a complex wipe, such as the
ewsflash tra

try this
To change the font, right-click the text, click the arrow next
to the Font box on the Mini toolbar, and select an option.
To change the font size, right-click the text, click the arrow
next to the Font Size box on the Mini toolbar, and select an
option.
To change the font color, right-click the text, click the
arrow next to the Font Color button on the Mini toolbar, and
select an option.

——

> Instructor materials available on the online learning center, www.mhhe.com/office2010skills

Microsoft Ofﬂce .

Manring Swirmon

Microsoft® Office 2010: A Skills Approach

Cherl Triad Interactive, Inc,
Catherine Triad Interactive, Inc.

1SBN: WT”IGN!

Mtcrosoﬂ Of}floe

Tartbock hars 1:1 contant with Simbiet
A S Aosreach the most Rexible Bock

To gotain an instructor loin for this Oriine Leaming Center, ask vour jocal ales cearesentatis, f you'e an
structer thinking about 3deobing this textbook, reauest 3 frae cony for

02913 Wilow il migher Bhuesban

g on  suiect 10 toa e B
DRRIPORIT, vy st et = Tl - P

Copyright year: 20
M‘tﬂ*oﬂhmhﬂuwvﬂdna*mdlnﬂ“ﬂm We want
information at our fingertios and rescurces easily within our reach. mﬂc‘utft
Ofce 2010 Au'.xlnwrv-‘u.u\lvmuna-n arreng Ohce ol
weh €3 completedy 150lated shills for CUStomzed leaming. Cl!l!dmﬂlt T!ﬂl
Me” pages from Seniet Orfine, cur oring traning and Jssessment

nweded for customized kaming, 2 0%ce 2010 -"v ¢v. "a 'ty
pot e S :

Xii

« Instructor Manual

« Instructor PowerPoints

« Test Bank

- Project Data and Solution
Files




4

imnett | SimNet for Office 2010

simgraderonnne Online training and assessment

Let Me Try

i

Show Me

A ey Y v

INCLUDES:

m Microsoft” Office Suite  Since 1999, instructors have been using SimNet to measure student
m Microsoft” Outlook outcomes in a virtual Microsoft” Office environment. Now completely online,

Internet Explorer 8
Computer Concepts

IT'S EASY!

SimNet is an EASY & INTUITIVE, true turnkey
design. Instructors can quickly and efficiently
assign content around the needs of your course,
edit throughout the semester, and copy to multiple
sections and instructors! SimNet is scannable so
students can quickly scan the tasks in a lesson

to identify the skills they know and the ones they
don’t...saving them time!

STUDENTS LEARN BEYOND THE BOOK!

SimNet offers a complete computer-based
learning side that presents each skKill or topic in
several different modes:

= Teach Me: combines instructional text,
graphics, and interactivity to present each skill.

with nothing to install, students can practice and study their skills at home

m Windows XP } . : . :

) ) or in the school lab. Moreover, this resource is an ideal course solution, but
= Windows Vista even more valuable, as it can be used beyond the course for self-study! For
® Windows 7/ more information, contact your McGraw-Hill sales representative or visit the
m Internet Explorer 7 SimNet Online Web site, www.mhhe.com/simnet2010
|
|

= Show Me: uses animation with audio narration
to show how the skill is implemented.

= Let Me Try: allows students to apply and
practice what they have learned on their own to
master the learning objective.

STUDENTS LEARN BEYOND THE
COURSE!

SimNet allows students to perform their best in the
course, and SimNet allows students to continue
learning Office skills for future classes and beyond
through its self-study material! Need to learn

an advanced topic or a refresher on a certain

skill? Use SimSearch to search or pull up specific
content when you need it.
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Essential Skills for Microsoft

Office and PowerPoint 2010

> Learn about Microsoft Office 2010 Skill 04 Introduction to Microsoft Office 2010
and its applications: Word, Excel, Skill 0.2 Exploring the PowerPoint 2010 User Interface
PowerPoint, and Access Skill 0.3 Customizing PowerPoint

Skill 0.4 Designing Presentations

Skill 0.5 Opening an Existing Presentation

Skill 0.6 Understanding Security Warnings in PowerPoint
Skill 0.7 Creating a New Blank Presentation

> Recognize Microsoft PowerPoint
2010 common features and

navigation elements

7 Create new PowerPoint 2010 Skill 0.8 Creating a New Presentation Using a Template
presentations Skill 0.9 Modifying Presentation Properties

> Demonstrate how to open, save, Skill 040 Using Cut, Copy, and Paste
print, and close PowerPoint Skill 041 Using Paste Special
presentations Skill 042 Using Undo and Redo

Skill 043 Using Find and Replace
Skill 044 Checking Spelling

> Perform basic editing tasks Skill 045 Saving a Presentation
Skill 046 Using Help

Skill 047 Closing a Presentation
Skill 048 Exiting PowerPoint

> Use Microsoft Help

This chapter introduces students to Microsoft Office and Microsoft PowerPoint
2010. Students will learn about the shared features across the applications of
Microsoft Office 2010 and how to navigate common interface elements such as
the Ribbon and status bar. Students will be introduced to basic design principles
and become familiar with basic editing skills including checking spelling; using
cut, copy, and paste; and finding and replacing text. Introductory features such as
creating, opening, saving, and closing files and using Office Help are explained.




04 Introduction to Microsoft Office 2010

Microsoft” Office 2010 is a collection of business “productiv- documents, similar to how you would type a document
ity” applications (computer programs designed to make you on a typewriter. However, word processing software offers
more productive at work, school, and home). The most pop- more powerful formatting and design tools, allowing you
ular Office applications are: to create complex documents including reports, résumés,

brochures, and newsletters.

icroso ord—a word processing program. Wor
M ft Word d Word
processing software allows you to create text-based
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Head Over Heels Spa, 2424 Tranquility Drive, Sedona, AZ 86335
http://www.hhspa.com info@hhpsa.com  (555)555-2200

What's New

BY KEN DISHNER
Well, it's beenabusy year for us here at Head OverHeels Day Spa. As many of you know we recently
had our grand re-openingand it was a great success! Thanks;_to everyone who came out to partake in

the manicures and free smoothies. The staff has been hard at work developing new treatment ideas, like
AurNasdSancalt conih Andh Addnd anatharf
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| A Word Document ]

Volume 1 Issue 3
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Microsoft Excel—a spreadsheet program. Originally, numbers—they include powerful charting and data
spreadsheet applications were viewed as electronic analysis features. Spreadsheet programs can be used for
versions of an accountant’s ledger. Today’s spreadsheet everything from personal budgets to calculating loan
applications can do much more than just calculate payments.

Home  Inset  Pagelayout  Formulas  Data  Review  View @ o8
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Clipboard 7% | Font 0 Alignment Ta Number T Styles | Cells Editing
AS - S | Cost/ Goods Sold (COGS)
T F 3N RS =0 W
1 Four Year Profit Projection
2 2009 2010 2011 2012
. $2,500000
4 sales $ 1300000 § 1,560,000 $ 1,872,000 $ 2,246,400
] 75,000 82,500 90,750 99,825 $2,000,000 -
6 |Gross Profit $ 1,225000 $ 1,477,500 $ 1,781,250 $ 2,146,575
7 $1,500,000
8 | Operating Expenses e
9 |payroll (salaryandhourly) § 380,000 $ 410400 § 513000 § 641,250 $1,000,000 T- W Gross Profit
10 |Payrol Taxes 152,000 164,160 205,200 256,500
11 Outside Services 50,000 50,000 75,000 75,000 W00
[ 12 supplies 10,000 12,000 14,000 16,000 i
13 |Repairs/ Maintenance 20,000 21,000 22,050 23,153 ’ s
14 | Advertising 85,000 89,250 93,713 98,398 0 0N M 22
15 | Car, Delivery and Travel 20,000 21,000 22,050 23,153
16 |Accounting and Legal 3,000 3,150 3,308 3,473
17 |Rent 90,000 94,500 99,225 104,186
18 Telephone 2,400 2,520 2,646 2,778
19 |tilities 4,800 5,040 5292 5,557
20 |Insurance 6,000 6300 65615 6946
21 |Taxes (real estate etc) 7,000 7,350 7,718 8,103
22 interest 4,500 4725 4,961 5,209
| intinn 25000 26250 27563 28041
W 4> ¥ Four-¥r Profit Projection . Summary  working data . Salaries ("% 7 .. ——l
e e FIGURE PP 0.2
8

I An Excel Spreadsheet ]
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Microsoft PowerPoint—a presentation program.
Presentation applications enable you to create robust,

multimedia presentations. A presentation consists of a audio, and video.

series of electronic slides. Each slide contains content,

Slide Show

Review  View

including text, images, charts, and other objects. You can
add multimedia elements to slides, including animations,

Home Insert Design Transitions Animations
’-3 'y Lj &) Layout » T B o : [{ﬂ‘p Ea 3 shape Fill 34 Find
5 EFY By Reset A : Ha S Z shape Outiine = | %, Replace ~
e * 4 sm‘:- Zj Section ~ BiCE Wi See AN EXaIE N StpevArrnee v:";:‘,? <) Shape Effects = | [3 Select ~
Clipboard = Slides | Font Paragraph | Drawing Editing

HEAD OVER HEELS
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= Click to add notes
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[ A PowerPoint Presentation ]

Microsoft Access—a database program. Database
applications allow you to organize and manipulate large

For example, when you fill out an order form online, you
are probably interacting with a database. The information

amounts of data. Databases that allow you to relate tables you enter becomes a record in a database zble. Your

and databases to one another are referred to as relational order is matched with information in an inventory table

databases. As a database user, you usually see only one
aspect of the database—a form. Database forms use a
graphical interface to allow a user to enter record data.
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=3 customers : Table
) customers Extended Custor +f | FirstName | Last Name | Company - | State
= Inactive Customers = | 1 Cassie Nova Single No More cA
T8 Customer Details | 2 Susan Motorson RevUp Your Body MO
B customerust 3/Donald Bruiser Pucks United bc
B ‘custumen 4 Terry Kiothe Enwrap Your Soul MA
| 5 Natasha Sohotty Hot Stones Club CA
8 customer Adaress Book | 6 Ben Fetch spoiled Rotten VA
B customer Phone List | 7 Jerry Curiman Heavenly Hairand Body | CA
Appointments Past 3 | 8 Kat Clauson | Perfect Peace Mi
=1 Appointments Past : Table | 9 Sandy Beach Build A Castle NM
e 2 | 10 Neddy Shepherd Check it AZ
I3 Treatments: Table | 11 Bruno Shard Peace Out FL
&1 Appointments2010 12 Senta KIgeners | Cleanse Yourself co
13/ Nelly Clipper Waterfalls HI
S Roomschedule | 14 sam Pertmin | Flowing Spirit HI
& statt Appointments | 15 Mia Storkles Snorkles For You OH
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E Treatments v |Record: 4+ 10f29 > M P i “(dunlmeud l Search '1 | L}
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(keeping track of which items are in stock) through a
guery. When your order is filled, a database repors can be
generated for use as an invoice or a bill of lading.

| = |y =
A-w.-H. EES H
Text Formatting

|cassie_nova@yahoo. 818-555-1212
susan_motorson@gn 314-555-7348
donald bruiser@hot  202-555-9862
terry klothe@aol.col 617-555-1358
natasha sohotty@hc 310-555-4654
ben fetch@yahoo.cc 703-555-9263
jerry curiman@gmai 818-555-5561
kat_clauson@aol.con 616-555-3472
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neddy shepherd@gr 520-555-6565
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senta kleeners@aol, 970-555-6317
nelly clipper@hotmi 808-555-4479
sam_pertmin@gmail 808-555-1466
mia_storkles@aol.co 216-555-7723

-
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[ An Access DatabaseJ
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COMPUTER SUPPORT SPECIALIST

Setting up equipment for employee use, performing or ensuring proper installation of cable,
operating systems, and appropriate software . . . wow! Training is a lot easier now since
we have content on slideshows. Our employees are able to view materials when they need
instead of giving me a call.

To open one of the Office applications: Word, Excel, and Power-

1. Click the Windows Start button (located in the lower- Point open a new blank
left corner of your computer screen). file automatically; Access

2. Click All Programs. opens to Backstage view,
3. Click the Microsoft Office folder.

4. Click the application you want to open.

where you are asked to give
the database a file name first.

tricks tell me more
You can download a free trial version of Microsoft Office There are three popular versions of Microsoft Office, each
from Microsoft's Web site (http://office.microsoft.com). The offering a different combination of programs.
trial allows you to try the applications before buying them. office Home and Student—includes Word 2010,
When your trial period ends, if you haven't purchased the Excel 2010, PowerPoint 2010, and OneNote 2010 (a
full software license yet, you will no longer be able to use note-taking and organizational program). This version
the applications (although you will continue to be able to of Office is intended for home use only. Use by
open and view any files you previously created with the trial commercial or nonprofit businesses is prohibited.

version). . .
) Office Home and Business—includes the same

applications as the Home and Student version, and
adds Outlook 2010 for e-mail, contacts, and calendar
management.

Office Professional—includes the same
applications as the Home and Business version, and
adds Access 2010 and Publisher 2010 (a desktop
publishing application).

try this
A shortcut for starting one of the Office applications is to

type the application name in the Instant Search box at the
bottom of the Start menu:

1. Click the Start button.

2. Inthe Instant Search box, type Access, Excel,
PowerPoint, Of Word, and then press («~Enter).
3. The application will open a new blank file.

. PP-v
skill 01 Introduction to Microsoft Office 2010



0.2 Exploring the PowerPoint 2010 User Interface

THE RIBBON Each tab organizes commands further into related groups.

[f<6i have used s presénitation program in the past, you may When a specific type of object is selected (such as a picture,

be surprised when you open PowerPoint 2010 for the first table, or chart), a contextual tab will appear. Contextual tabs

time. Beginning with PowerPoint 2007, Microsoft rede- contain commands specific to the type of object selected and

; i ; i1 are only visible when the commands might be useful.

signed the user experience—replacing the familiar menu bar/

toolbar interface with a Ribbon interface that makes it easier  The Home tab contains the most commonly used com-
to find application functions and commands. mands. In PowerPoint, the Home tab includes the following

groups: Clipboard, Slides, Font, Paragraph, Drawing, and

The Ribbon is located across the top of the application win-
Editing.

dow and organizes common features and commands into tabs.

[ File Tab (Opens Backstage View) ]

Contextual Tab
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FIGURE PP 0.5 |l ctioboard = Slides Font 5 Drawing 5 Editing
Command
Group o
Ribbon
BACKSTAGE protecting your presentations including Save, Open, Close,

New, and Print. Backstage replaces the Office Button menu
from PowerPoint 2007 and the File menu from previous ver-

The File tab appears at the far left side of the Ribbon. Click-
ing the File tab opens the Microsoft Office Backstage™

) . sions of PowerPoint.
view, where you can access the commands for managing and

tipS tricks If you need more space for your presentation, you can minimize the Ribbon by clicking
the Minimize the Ribbon button = in the upper-right corner of the Ribbon (or press
+ (F1). When the Ribbon is minimized, the tab names appear along the top of the
window (similar to @ menu bar). When you click a tab name, the Ribbon appears. After you
select a command or click away from the Ribbon, the Ribbon hides again. To redisplay the
Ribbon permanently, click the Expand the Ribbon button ' | in the upper-right corner of
the window. Double-click the active tab to hide or display the Ribbon.

KEYBOARD SHORTCUTS specific commands. For example, pressing the key will

Many commands available through the Ribbon and Back- ~ °P" Help in any Microsoft Office application. Keyboard

stage are also accessible through keyboard shortcuts and shortcuts typically use a combination of two keys, although

i some commands use a combination of three keys and others
shortcut menus.

only one key. When a keyboard shortcut calls for a combina-
tion of key presses, such as + (V] to paste an item from
the Clipboard, you must first press the modifier key ((Ctrl)),

holding it down while you press the (V) key on the keyboard.

Keyboard shortcuts are keys or combinations of keys that you
press to execute a command. Some keyboard shortcuts refer
to F keys or function keys. These are the keys that run across
the top of the keyboard. Pressing these keys will execute

P-vi .
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Press and hold Ctrl and then press V
to paste text or item in a document.

Many of the keyboard shortcuts are universal across applications—all applications, not just

FIGURE PP 0.6

try this

Microsoft Office applications. Some examples of universal shortcut keys include:

(Ctrl)+(C)=Copy
(Ctrl) + (X) = Cut
(Ctrl) + (V) = Paste
(Ctrl]) +(2) = Undo
(Ctrl) +(O) = Open
(Ctrl) + (S) = Save

SHORTCUT MENUS

Shortcut menus are menus of commands that display when
you right-click an area of the application window. The area
or object you right-click determines which menu appears.

For example, if you right-click on a text phrase, you will see a
shortcut menu of commands for working with text; however,
if you right-click an image, you will see a shortcut menu of
commands for working with images.

Slide Show
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Day Spa also offers alternative
healing therapies, and non-
surgical cosmetic procedures
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[ Right-Click Shortcut Menu ]
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QUICK ACCESS TOOLBAR To modify the Quick Access Toolbar:

The Quick Access Toolbar is located at the top of the appli- 1. Click the Customize Quick Access Toolbar button ¢/

cation window above the File tab. The Quick Access Toolbar, located on the righe side of the Quick Access Toolbar.
as its name implies, gives you quick one-click access to com- 2. Options with check marks next to them are already
mon commands. You can add commands to and remove com- displayed on the toolbar. Options with no check marks
mands from the Quick Access Toolbar. One of the advantages are not currently displayed.

of the Quick Access Toolbar is that it stays visible no matter 3 Click an option to add it to or remove it from the Quick

what tab is active. Access Toolbar

[ Quick Access Toolbar ]

File Home Customize Quick Access Toolbar Ar
;:3 s [ New
Options with check marks ';st - 3] e Open
A
next to them are already ek < | sidlY] swe pbe

E-mail ont
Quick Print -—
Print Preview and Print

displayed on the Quick Clipboard
Access Toolbar. Slides | Outlir

Spelling
Undo In
Redo 1=

Slide Show From Beginning
Options with no check

marks are not currently
displayed.

Open Recent File

More Commands...
Show Below the Ribbon

FIGURE PP 0.8

tipS tricks If you want to be able to print with a single mouse click, add the Quick Print button to the
Quick Access Toolbar. If you do not need to change any print settings, this is by far the easi-
est method to print a file because it doesn't require opening Backstage view first.

|
! | .
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THE MINI TOOLBAR mouse over the text, the Mini toolbar fades in. You can then

click a button to change the selected text just as you would on
the Ribbon.

The Mini toolbar gives you access to common tools for
working with text. When you select text and then rest your

To display the Mini toolbar, you can also right-click the text. The Mini toolbar appears above ’[ry this
the shortcut menu.

l The Mini Toolbar

Drawing Tools
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spa experiences anywherein
the world

Each spa service is
personalized to meet our
clients’ needs and wishes

In addition to traditional day
spa services, Head Over Heels
Day Spa also offers alternative
healing therapies, and non-
surgical cosmetic procedures
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ENHANCED SCREENTIPS the name of the command but also the keyboard shortcut

(if there is one) and a short description of what the button
does and when it is used. Certain Enhanced ScreenTips also
include an image along with a description of the command.

A ScreenTip is a small information box that displays the name
of the command when you rest your mouse over a button
on the Ribbon. An Enhanced ScreenTip displays not only
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s
”.e graphics, such as Venn diagrams
and organization charts.
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[ Enhanced ScreenTip ]
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USING LIVE PREVIEW >

The Live Preview feature in Microsoft PowerPoint 2010
allows you to see formatting changes in your presentation
before actually committing to the change. When Live Preview
is active, rolling over a command on the Ribbon will tem-
porarily apply the formatting to the currently active text or
object. To apply the formatting, click the formatting option.

Use Live Preview to preview the following:

> Font Formatting—including the font, font size, and font >
color

Paragraph Formatting—including numbering, bullets,

and shading
Quick Styles and Themes
Table Formatting—including table styles and shading

Picture Formatting—including correction and color
options, picture styles, borders, effects, positioning,
brightness, and contrast

SmartArt—including layouts, styles, and colors

Shape Styles—including borders, shading, and effects

The Live Preview feature

like styles, in your document, before actually committing to them.

allows you to see formatting changes,

Insert  Design  Transitions  Animations
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the world
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In addition to traditional day
spa services, Head Over Heels
Day Spa also offers alternative
healing therapies, and non-
surgical cosmetic procedures
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0.3 Customizing PowerPoint

When first installed, every version of PowerPoint has the > Check or uncheck Enable Live Preview to turn the
same features enabled. However, you can enable and disable Live Preview feature on or off.
some of the user interface features through the PowerPoint > Change the color scheme used for the PowerPoint
Options dialog box. You can even change the colors used in interface by expanding the Color scheme list and
the PowerPoint interface. selecting Silver, Blue, or Black.
1. Click the File tab to open Backstage view. > Make a selection from the ScreenTip style list:
2. Click Options. > Show feature descriptions in ScreenTips displays
3. Make the changes you want, and then click OK to save Enhanced ScreenTips when they are available.
your changes. > Don’t show feature descriptions in ScreenTips hides
> Check or uncheck Show Mini toolbar on selection Enhanced ScreenTips. The ScreenTip will still
to control whether or not the Mini toolbar appears include the keyboard shortcut if there is one available.
when you hover over selected text. (This does not > Don’t show ScreenTips hides ScreenTips altogether,
affect the appearance of the Mini toolbar when you so if you hold your mouse over a button on the
right-click.) Ribbon, nothing will appear.

You can enable and disable some of the user
interface features through the Options dialog.

PowerPoint Options

G

General M s < 2 .
OB i At T - General options for working with PowerPoint.

Proofing

Save User Interface options

Language [¥] Show Mini Toolbar on selectiof i

[¥] Enable Live Preview |
Advanced

Color scheme: | Blue E
Customize Ribbon ScreenTip style: | Show feature descriptions in ScreenTips E]

Quick Access Toolbar

Personalize your copy of Microsoft Office

Add-Ins
User name: | Catherine Swinson
Trust Center
Initials: cs
[ oK ] [ Cancel ]
FIGURE PP 0412
The PowerPoint Options dialog also allows you to control such features as AutoCorrect, ’[e|| me more

checking spelling as you type, and autosaving the presentation while you work.

I |PP-xi
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0.4 Designing Presentations

In this book, you will learn the skills needed to create Power-
Point presentations. You will learn to create slides, add text
and images, animate objects, and add transitions to slides.
You also will learn how to run a presentation, using Power-
Point’s built-in navigation and presentation tools.

Before you learn the mechanics of creating and giving a pre-
sentation, there are some basic design principles that will help
you create more effective PowerPoint presentations:

Balance, Distribute the elements on your slides in a
balanced layout. Don’t crowd the elements to one side or
the other.

QA*

Flow. Elements on your slides should guide your audience’s
eyes from one point to another in a natural progression.
Think of reading a line of text on the page. Your eye is
naturally led from one word to the next. Lay out the
elements on a slide using the same principle of leading the
eye smoothly from one element to another.

.A*

Distinction. If all elements on your slides are the same size,
nothing will stand out to your audience. Stress important
elements by making them slightly larger than other

elements.

QA*

Recurrence. Repeat design elements (such as backgrounds,
slide title styles, and bullet styles) throughout a
presentation to give your presentation a unified and

.AQA

PP-Xii |

9 professional look.

In addition to these design principles, there are some basic dos
and don’ts to follow when designing presentations:

4 Do Don’t h
Color choice Use PowerPoint’s built-in color themes. Use too many colors or colors that do not work
well together.
Text amount Use short bullet points. Use long paragraphs of text.
Text size Use large fonts. Use 10 pt. or 11 pt. fonts.
Animation Animate important elements for emphasis. Animate every element on a slide.
Slides Keep the number of slides to a minimum Create a slide for every minor point in the
(10 to 20 slides at the most). presentation.
\ Presentation Make unrehearsed comments. Read your slides word for word. Y,

tips & tricks

Use the presentation templates available from Office.com as
a starting point for your presentations. Many of these tem-
plates come with built-in styles and slides that incorporate
the design principles discussed here. To learn more about
PowerPoint templates see the topic Creating a New Presen-
tation Using a Template later in this chapter.

tell me more

Guy Kawasaki, a well-known authority in the software field,
developed the 10/20/30 rule for PowerPoint design. This
rule states that PowerPoint presentations should have no
more than 10 slides, take no longer than 20 minutes, and
should not use fonts smaller than 30 points. You can read his
blog at http://blog.guykawasaki.com/.

powerpoint 2010
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0.5 Opening an Existing Presentation

Opening a presentation retrieves it from storage and displays 3. The Oper dialog box appears. If necessary, navigate to
it on your computer screen. find the folder location where the presentation you want

.. . is stored.
To open an existing presentation:

1. Click the File tab to open Backstage view: 4. Select the presentation name in the large list box.

2. Click Open. 5. Click the Open button in the dialog box.

Select the file you want to open. ]
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File name: new_products.pptx v [AII PowerPoint Presentations (* v]
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FIGURE PP 043

tips & tricks tell me more

The screenshot shown here is from PowerPoint 2010 run- You can find presentations that you have recently
ning on the Microsoft Windows 7 operating system. Depend- worked on.

ing on the operating system you are using, the Open dialog 1. Click the File tab to open Backstage view.

box will appear somewhat different. However, the basic

: ; 2. Click Recent.
steps for opening a presentation are the same regardless of o
which operating system you are using. 3. The Recent Files list shows the most recent

presentations you have worked on. Click a presentation
name to open it.

try this

To open the Open dialog box, you can also press +(0)
on the keyboard.

To open the presentation from within the Open dialog
box, you can also:

> Pressthe key once you have typed or selected
a file name.

> Double-click the file name.
> Click the Open button arrow and select Open.

|
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0.6 Understanding Security Warnings in PowerPoint

When you download a presentation from a location that  Files that are opened in Protected View display a yellow
PowerPoint considers potentially unsafe, it opens automati- ~ warning bar at the top of the window, below the Ribbon. To
cally in Protected View. Protected View provides a read-only  disable Protected View, click the Enable Editing button in
format that protects your computer from becoming infected  the yellow warning bar.

by a virus or other malware. Potentially unsafe locations

include the Internet, e-mail messages, or a network location.

Home Insert Design Transitions Animations Slide Show Review View

o Protected View  This file originated from an Internet location and might be unsafe. Click for more details, _  Enable Editing \ x
P, ckutieidk 8

Click Enable Editing to remove the file '
from Protected View so you can edit it.

)
AD OVER
2
3
FIGURE PP 044 | (Leciotio omcmens HEeT e O-—U——® .
|
ti pS tricks To learn more about the security settings in PowerPoint 2010, open the Trust Center and
review the options.
te” me more You can modify the Protected View settings to add or delete specific locations or types of

locations.
To review or modify the Protected View settings for PowerPoint:

1. Click the File tab.

2. If you are currently in Protected View, the Info tab will include a link to go to the
Protected View settings. If you are not currently in Protected View, click the Options
button to open the PowerPoint Options dialog.

3. Click Trust Center, and then click the Trust Center Settings button.

4. The Trust Center dialog opens. Click Protected View to enable or disable Protected
View for different locations such as the Internet and Outlook attachments.

5. To exempt specific locations from Protected View, click Trusted Locations, and add
the locations you trust (such as secure network locations).
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0.7 Creating a New Blank Presentation

When you open Microsoft PowerPoint from the Szar# menu,  To create a new blank presentation:

anew blank presentation appears on your screen ready foryou 4. Click the File tab to open Backstage view.
to begin work. But what if you want to create another new 2. Click New.

3. Under the Home section, the Blank presentation option
is selected by default. To create a new blank presentation,
click the Create button beneath the preview of the blank

presentation? Will you need to exit the program and then
launch it again? The New command allows you to create new
presentations without exiting and reopening the program.

presentation.

Blank presentation is
selected by default.

Insert Design Transitions Animations Slide Show Review View
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Click the Create button
to create the new file.

Click New.

To bypass the Backstage view and create a new blank presentation, press + (N) on the ’[ry this
keyboard.

|
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0.8 Creating a New Presentation Using a Template

A template is a presentation with predefined settings that
you can use as a pattern to create a new file of your own. Using
a template makes creating a fully formatted and designed new
presentation casy, saving you time and effort. There are tem-
plates available for full presentations or single slides. You can
use templates to create business presentations, medical and
health care presentations, and highly sophisticated slides.

To create a new presentation from a template:
1. Click the File tab to open Backstage view.
2. Click New.

3. Notice that the entire right pane is labeled Available
Templates. Even the Blank presentation option is considered
a template. The Home section gives you access to all the
templates located on your computer. The Office.com
section gives you access to hundreds of templates available
from Office.com, but you must have an active Internet
connection to download a template from this section.

4. To find a template from Office.com, click the
PowerPoint presentations and slides category.

5. Click one of the subcategories to view its templates.

6. Click each template image to see a preview of the

template.

7. When you find the template you want to use, click the

Download button.

8. A new presentation opens, prepopulated with all of the

template elements.

Template Available
from Office.com

Home Insert Design Transitions

Animations Slide Show Review
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e Save

Available Templates and Themes
B saveas
5 Open * {3 Home » PowerPointpre.. » Academic pres...
[ Close Office.com Templates |Search Office.com for templg #
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Help
g Sl - Dngoad
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{ presentation
‘ 3 - v
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Click New. Click the Download button
to create the new file.
te || me more Microsoft PowerPoint includes a set of templates that are copied to your computer when

you install the application. These templates are always available from the Home section of
the Available Templates page, in the Sample templates category.
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0.9 Moditying Presentation Properties

Presentation Properties provide information about a presen-
tation such as the location of the presentation, the number
of slides in the presentation, when the presentation was cre-
ated and when it was last modified, the title, and the author.
Properties also include keywords, referred to as tags, that are
useful for grouping common files together or for searching.
All this information about a file is referred to as metadata.

To view a presentation’s properties, click the File tab to open
Backstage view. Properties are listed at the far right of the 72/0 tab.

Animations

To add keywords to a presentation, click the text box next to
Tags and type keywords that describe the presentation, sepa-

rating each word with a comma.

The Author property is added automatically using the name
entered when you installed and registered PowerPoint. You
can change the author name or add more names by editing
the Author property.

Home  Insert Design Transitions Slide Show  Review  View
I save < 5 ”
e Information about services presentation 2011 ~
3 s i
Y:\SimNet 2010_working\Storyboards\PowerPoint 2010\Ch 3 F ing Prese... iz’
.5 Open {
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o Permissions
Inf &' Anyone can open, copy, and change any part of this i
presentation. Fpedies
Protegt Size 321KB
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Keyword Tags Hidden siides 0
New Title Head Over ...
= Prepare for Sharing Tags Sales, Com...
Print [ @ Before sharing this file, be aware that it contains: Categories Add
2 Document properties, author's name and related
Save & Send Check for dates Related Dates
e Content that people with disabilities are unable to T 313 . .
b latMuoiRs.  Clotealde [ Presentation Properties ]
Help Created 1/18/2007 4:...
Last Printed
2] Options .
=7 Versions
a Exit ’_@ l!]__] Yesterday, 4:10 B ithout saving) Related Peopie
Auth Ken Dish
Manage Author or :n‘ U ne'r
Versions ~
I Last Modified By Catherine S..
Related Documents
J Open File Location
Show All Pr
— FIGURE PP 017
tips & tricks tell me more

Some presentation properties are generated automatically
by Windows and cannot be edited by the user, such as the
date the file was created and the size of the file.

The Windows Vista and Windows 7 operating systems take
advantage of the enhanced properties in Office 2010 docu-
ments by allowing you to search for files based on metadata,
including author and keywords. When you select a file in the
Explorer, its metadata are displayed in the Details pane.

skill 0.9 Modifying Presentation Properties
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0410 Using Cut, Copy, and Paste

The Cut, Copy, and Paste commands are used to move text
and other objects within a presentation and from one pre-
sentation to another. Text or an object that is cut is removed
from the presentation and placed on the Office Clipboard
for later use. The Copy command places a duplicate of the
selected text or object on the Clipboard without changing
the presentation. The Paste command is used to insert text or
an object from the Clipboard into a presentation.

To move text within a presentation:

1. Select the text to be cut or copied.

On the Home tab, in the Clipboard group, click the
appropriate button:

|Paste | [ cut | [Copy ]

Cut 4 |
or
Copy |2
2. DPlace the cursor where you want to insert the text from
the Clipboard.
3. In the Clipboard group, click the Paste " button.

These same steps apply whether you are cutting, copying, and
pasting text, pictures, shapes, video files, or any type of object
in a PowerPoint presentation.

ZERSOREIES. Y A sttt

Design Transitions Animations

i Blayout > o MT (Head ~ |44 A A B

EEEE E

ew AV, - -
Slide» - Section ~ BZ U &defi-ha A
Clipboard % Slides Font

Slide Show

Review View Format

5 > | =13 8 — ) S shapeFill ~ 2 Find

x = i [P Fy g 2o
[==CA . 7 shape Outline » | 3, Replace ~
Shapes Arrange Quick

Styles v = Shape Effects ~ W Select ~

Paragraph Drawing ] \ Editing
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When you cut or copy items, they are placed on the Office
Clipboard. The Office Clipboard can store up to 24 items.
When you use the Paste command, the item most recently
added to the Clipboard is pasted into the current presenta-
tion. If you want to cut or copy multiple items and then paste
them in different places in your presentation, open the Office

tips & tricks

The Office Clipboard is common across all Office applica-
tions—s0 you can cut text from a Word document and then
paste that text into an Excel spreadsheet or copy a chart
from Excel into a PowerPoint presentation.

try this
To apply the Cut, Copy, or Paste command, you can also use
the following shortcuts:

> Cut=Press +(X] on the keyboard, or right-click
and select Cut.

> Copy = Press +(C) on the keyboard, or right-click
and select Copy.

> Paste = Press + (V] on the keyboard, or right-click
and select Paste.

Clipboard by clicking the dialog launcher |[=| in the Clip-
board group. Next to each item in the Clipboard is an icon
that identifies the application from which the item originated
(Word, Excel, PowerPoint, etc.). From the Clipboard task

pane, click any item to paste it into the current presentation.

tell me more

The Paste button has two parts—the top part of the button
pastes the topmost contents of the Clipboard into the cur-
rent presentation. If you click the bottom part of the button
(the Paste button arrow), you can control how the item is
pasted. Each type of object has different paste options. For
example, if you are pasting text, you may have options to
keep the source formatting, use the current presentation’s
theme, or paste only the text without any formatting. Move
your mouse over the icon for each paste option to see a
preview of how the paste would look, and then click the icon
for the paste option you want.

powerpoint 2010
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0411 Using Paste Special

Using the Paste Special command, an object from another
Office application (for example, an Excel spreadsheet) can be
inserted into a PowerPoint slide. When pasting source mate-
rial from another program, you have two choices:

Linked objects—Linked data are stored in the source file.
Information in a linked object is updated if the source file
is edited. The destination file stores only the location of the
source file and displays a representation of the linked data.
Double-click the linked object to open the source file.

Embedded objects—Once pasted into your PowerPoint
presentation, the data are independent of the original
source. Information in an embedded object does not

change if you modify the source file. Double-click
the embedded object to edit it within the PowerPoint

Design Transitions Animations Slide
Click the Paste button arrow. |

5 Reset gl 2

New ..
J Slide» " Section ~

Insert

B 7 U 8 abe AV- Ax- | A

| Font

& Select Paste Special.
|

% B
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tips & tricks

The Paste Special options available vary depending on the
type of source material. Some objects may only be available
to paste as an embedded object, not a linked object.

presentation (using the source program, but not the
source file).

To use the Paste Special command:
1. Copy the object you want to paste.

2. On the Home tab, in the Clipboard group, click the Paste
button arrow and select Paste Special. . .

3. Select a format for pasting the object in the As box.
Different formats are available depending on the source
of the pasted material.

4. Ifyou want to paste the material as a link, click the Paste

link radio button.

Click OK.

Source: Microsoft Excel Worksheet
Amortization!Data

© paste kshe
Oraste ik ||\ s Independent Btmap
| Bitmap
| Picture (Enhanced Metafile)
|Picture (Windows Metafile)

nto vl Select a format for

Select whether to paste ;
=itust pasting the object.

the object as an embedded
or a linked object.

FIGURE PP 0.20

tell me more

Information in a linked object is updated every time you
open the presentation. To update an object manually, right-
click the object and select Update Link.

skill 041  Using Paste Special
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042 Using Undo and Redo

If you make a mistake when working, the Undo command ~ To undo multiple actions at the same time:

allows you to reverse the last action you performed. The Redo 4. Click the arrow next to the Undo button to expand the
command allows you to reverse the Undo command and list of your most recent actions.

restore the file to its previous state. The Quick Access Tool- . . .
P Qui 2. Click an action in the list.

bar gives you immediate access to both commands.
3. The action you click will be undone, along with all

To undo the last action taken, click the Undo button *? ~ on the actions completed after that. In other words, your
the Quick Access Toolbar. presentation will revert to the state it was in before that
To redo the last action taken, click the Redo button | ™| on action.

the Quick Access Toolbar.

Click the Redo button to

redo the last action taken.

Click the Undo button to
undo the last action taken.

Design
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’[ry this To undo an action, you can also press + (2] on the keyboard.
To redo an action, you can also press +(Y) on the keyboard.
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043 Using Find and Replace

The Find command in PowerPoint allows you to locate 3. Click Find Next to find the first instance of the word

specific instances of text in your presentation. With the or phrase.

Find command, you can find instances of a word or phrase 4. Click Find Next again to find the next instance.

throughout a presentation.

. . The Replace command allows you to locate specific instances

To find a word or phrase in a presentation: ; ] ) ]
of text in your presentation and replace them with different

1. On the Home tab, in the Editing group, click the Find text. With the Replace command, you can replace words or

button. phrases one instance at a time or all at once throughout the
2. Type the word or phrase you want to find in the Find presentation.
what: box.
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Click Find Next to find the

[ Type word to find here. ‘
A A next instance of the word.

| facil =]
[T—

| [~]Find whole words only

FIGURE PP 0.23

To replace instances of a word in a presentation: 5. Click Replace to replace just that one instance of the text.

1. On the Home tab, in the Editing group, click the Replace 6. Click Replace All to replace all instances of the text.
button. 7. PowerPoint displays a message telling you how many

2. Type the word or phrase you want to change in the Find replacements it made. Click OK in the message that
what: box. appears.

3. Type the new text you want in the Replace with: box. 8. To close the Replace dialog box, click the Close button.

4. Click the Find Next button to find the first instance of
the text.

Type word to find here. ]\[Replace

M\
facil

Replace with:

| = aich cace

[Type word to replace here. ]/ [ Find whole words only

Click Replace to replace the
first instance of the word.

Click Replace All to replace
all instances of the word.

FIGURE PP 0.24

tips & tricks try this

To find an exact match for how a word is capitalized, select To open the Find dialog box, you can also press +
the Match case check box. on the keyboard.
To open the Replace dialog box, you can also press +
on the keyboard.
| | PP-xxi
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044 Checking Spelling

Regardless of the amount of work you put into a presenta-
tion, a spelling error or typo can make the entire presentation
appear sloppy and unprofessional. All the Office applications
include a built-in spelling checker. In PowerPoint, the Spell-
ing command analyzes your entire presentation for spelling
errors. It presents any errors it finds in a dialog box, enabling
you to make decisions about how to handle each error or type
of error in turn.

To check a presentation for spelling errors:

1. Click the Review tab.

2. In the Proofing group, click the Spelling button.

3. The first spelling error appears in the Spelling dialog box.
4. Review the spelling suggestions and then select an action:

> Click Ignore Once to make no changes to this
instance of the word.

> Click Ignore All to make no changes to all instances
of the word.

Design Transitions
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Markup  Comment Comment Review Tab Tl Reviewing Pane Review
Comments |

Show

Click Add to make no changes to this instance of the
word and add it to the main dictionary, so future uses
of this word will not show up as misspellings. When
you add a word to the main dictionary, it is available

for all of the Office applications.

Click the correct spelling in the Suggestions list, and
click Change to correct just this instance of the
misspelling in your presentation.

Click the correct spelling in the Suggestions list,
and click Change All to correct all instances of the
misspelling in your presentation.

5. After you select an action, the spelling checker
automatically advances to the next suspected spelling

CITOr.

When the spelling checker finds no more errors, it
displays a message telling you the check is complete.
Click OK to close the dialog and return to your

presentation.
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tips & tricks

Whether or not you use the Spelling tool, you should always
proofread your files. Spelling checkers are not infallible,
especially if you misuse a word yet spell it correctly—for
instance, writing “bored” instead of “board.”

If you misspell a word often, the next time the spelling
checker catches the misspelling, use this trick: Click the cor-
rect spelling in the Suggestions list and then click the Auto-
Correct button. Now, when you type the misspelled version
of the word, it will be corrected automatically as you type.

tell me more

If you have repeated the same word in a sentence, Power-
Point will flag the second instance of the word as a pos-
sible error. In the Spelling dialog box, the Change button ‘
will switch to a Delete button. Click the Delete button to
remove the duplicate word.

try this |
To open the Spelling dialog box, you can also press the
key:. \

powerpoint 2010
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045 Saving a Presentation

As you work on a new presentation, it is displayed on-screen  To save a presentation for the first time:

. , .
and stored in your computer’s memory. However, it is not 4, Click the Save button lel| on the Quick Access Toolbar.
permanently stored until you save it as a file to a specific loca-

2. The Save As dialog box appears.

tion. The first time you save a presentation, the Save As dialog
3. Ifnecessary, navigate to the location where you want to

box will open. Here you can enter a file name, select the file
save the presentation.

type, and choose where to save the presentation.
4. Click in the File name: box and type a file name.

5. Click the Save button.
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The next time you save this presentation, it will be saved with  As you are working with presentations, be sure to save often!
the same file name and to the same location automatically.  Although PowerPoint 2010 includes a recovery function, it is
The Save As dialog will not open again. not foolproof. If you lose power or your computer crashes, you

may lose all the work done on the presentation since the last save.

tips & tricks tell me more

The screenshot shown here is from PowerPoint 2010 run- Beginning with PowerPoint 2007, Microsoft changed the file
ning on the Microsoft Windows 7 operating system. Depend- format for PowerPoint presentations. Presentations created
ing on the operating system you are using, the Save As with PowerPoint 2007 and PowerPoint 2010 will not work
dialog box will appear somewhat different. However, the with older versions of PowerPoint. If you want to share your
basic steps for saving a presentation are the same regard- presentations with people who are using PowerPoint 2003
less of which operating system you are using. or older, you should save the presentations in a different file

format.
try thiS 1. Click the File tab.

) ) 2. Click Save As.
To save a presentation, you can also:

3. The Save As dialog opens. Click the arrow at the end
> _FIess (8100 he keybcaic, of the Save as type: box to expand the list of available
> Click the File tab, and then select Save. file types.

To open the Save As dialog box, you can also click the 4. To ensure compatibility with older versions of
File tab, and then select Save As. PowerPoint, select PowerPoint 97-2003 Presentation.

|
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046 Using Help

If you don’t know how to perform a task, you can look it up
in the Microsoft PowerPoint Help system. The Help system

includes several ways of displaying help topics, including

articles, online training, and videos. When Microsoft Power-
Point Help first opens, the Home page displays. From the

Home page, you can click any of the links to learn more about

that topic. If you are looking for specific information, use the

search box at the top of the Help window.

PP-xxiv|

To scarch for a topic using the Microsoft PowerPoint
Help system:

1.

2.

Click the Microsoft PowerPoint Help button. It is
located at the far right of the Ribbon.

In the Type words to search for box, type a word or phrase
describing the topic you want help with.

Click the Search button.
A list of results appears.

Click a result to display the help topic.
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Article | You can create moving, animated SmartArt graphics t...
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to search for help topics.
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tips & tricks

At the bottom right of the Help window there is a button indi-
cating whether you are connected to Office.com or whether
you are working offline. If you are working offline (and not
connected to Office.com), Help is still available, but it is lim-
ited to the topics that are installed as part of the Office appli-
cations. If you are connected to Office.com, the Help system
adds material from the Office.com Web site including tem-
plates and links to other Web sites.

All PowerPoint | | @ Connected to Office.com

tell me more

The Help toolbar is located at the top of the Help window. This
toolbar includes buttons for navigating between screens,
reloading the current screen, and returning to the Help Home
page. Click the printer icon & on the toolbar to print the
current topic. Click the pushpin icon # to keep the Help
window always on top of the Microsoft PowerPoint window.

try this

To open the Help window, you can also press on the
keyboard.

powerpoint 2010  Essential Skills for Microsoft Office and PowerPoint 2010



047 Closing a Presentation

Closing a presentation removes it from your computer screen
and stores the last-saved version for future use. If you have not
saved your latest changes, PowerPoint will prevent you from
losing work by asking if you want to save the changes you
made before closing.

To close a presentation and save your latest changes:
1. Click the File tab to open Backstage view.
2. Click the Close button.

Click the Close button
to close the open file.

Insert Design Transitions Animations Slide Show Review View

3. Ifyou have made no changes since the last time you saved
the presentation, it will close immediately. If changes have
been made, PowerPoint displays a message box asking if
you want to save the changes you made before closing.

> Click Save to save the changes.

> Click Don’t Save to close the presentation without
saving your latest changes.

> Click Cancel to keep the presentation open.

e save i i A
P Information about services presentation 2011
\Si 2010_working' int 2010\Ch 3 F il i ppl
|7 Op;
o
R a- Permissions
B | it it it B
.
Protect Size 321%8
Recent Presentation - Stides 10
Hidden slides 0
New Title Head Over Heels Services
= Prepare for Sharing Tags ta;
Print |f_'v‘g Before sharing this file, be aware that it contains: Categories b,
Ch‘_kl Document properties, author's name and related dates e
save & Send Sogaid Content that people with disabilities are unable to read St s
Last Modified Today, 231 PM
Help Created 1/18/2007 4:24 PM
2 Last Printed
3 Options = Versions
e ‘JQ (#) Today, 2:31 PM (autosave) Related People
Manage Yesterday, 4:26 PM (autosave) Author Ken Dishner
Versions ~ Add an author
Last Modified By ~ Catherine Swin
Related Documents
Ji Open File Location
FIGURE PP 0.28
° 5
1 ry this To close a presentation, you can also press (Ctrl | + (W) on the keyboard.
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048 Exiting PowerPoint

When you close a presentation, Microsoft PowerPoint stays
open so you can open another presentation to edit or begin a
new presentation. Often, when you are finished working on

3. Ifyou have made no changes since the last time you saved
the presentation, PowerPoint will close immediately. If
changes have been made, PowerPoint displays a message

a presentation, you want to close the presentation and close box asking if you want to save the changes you made

Microsoft PowerPoint at the same time. In this case, you will before exiting.

want to exit Microsoft PowerPoint. .
> Click Save to save the changes.

To exit Microsoft PowerPoint: > Click Don’t Save to exit PowerPoint without saving

1. Click the File tab to open Backstage view.
2. Click the Exit button.

your latest changes.

Home Insert

i save : n R
= Information about services presentation 2011
s
Y:\SimNet 2010_working PowerPoint 2010\Ch 3 F: i ppl...
(L5 Open
' Close
o " Permissions
@ Anyone can open, copy, and change any part of this presentation. Properties ~
| -
Protect Size 3218
Recent Presentation ~ Slides 10
Hidden slides ]
New Title Head Over Heels Services
= Prepare for Sharing Tags t
Print w;';ﬁ Before sharing this file, be aware that it contains: Categories 13 categor
Ch:dd Document properties, author's name and related dates
Save & Send Agiblig Content that people with disabilities are unable to read Beiabed Bates
Last Modified Today, 231 PM
Help Created 1/18/2007 4:24 PM
Last Printed
] Options = Versions
= L‘Q Today, 231 PM (autosave) Relsted People
Manage (8] Yesterday, 4:26 PM (autosave) Author Ken Dishner
ﬂk Versions - sct an author
Last Modified By~ Catherine Swin
Related Documents
‘ J Open File Location
FIGURE PP 0.29

Click the Exit button to
close the application.

tips & tricks

Click Cancel in the message box to not exit the application.
This action keeps PowerPoint and all presentations open.

try this
To exit PowerPoint, you can:

> Click the 38 in the upper-right corner of the applica-
tion window.

> Right-click the title bar of the application window, and
select Close.

PP-xxVi | ,
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Data files for projects can be found on
www.mhhe.com/office2010skills

Skill Review 041

In this project you will be taking on the role of a high school teacher. You will be preparing a
presentation for the first day of class to lay out for your students your classroom expectations.

1. Start Microsoft PowerPoint 2010 as follows:

If a shortcut has been installed on your desktop, you can double-click the PowerPoint
icon to launch the application.

Or use the Start menu.

If you have recently been using PowerPoint a lot, Microsoft PowerPoint 2010 will be on
the Start menu, and you may click it.

If you do not see Microsoft PowerPoint 2010 on the Szart menu:
a. In the Start menu search box, type: PowerPoint
b. Click Microsoft PowerPoint 2010.

2. Use Microsoft PowerPoint 2010 Help:

a. Click the Microsoft PowerPoint Help button. It is a blue circle with a question
mark, located at the far right of the Ribbon.

b. In the Search box at the top of the Help window, type PowerPoint
templates and click the Search button.

c. Click the article What is a PowerPoint template?

d. Read the article to learn about PowerPoint templates. When you are finished, close

the Help window.
3. Create a new presentation using a template: Classroom expectations presentation
a. Click the File tab to open Backstage view. Provided by: Microsoft Corporation
b. Click New. Download size: 279KB
c. In the Office.com section you have access to hundreds of Rating: 3 3€ KK (7076 Votes)

templates available from Office.com, but you must have an — .
active Internet connection to download a template from
this section. To find a template from Office.com, click the
PowerPoint presentations and slides icon.

Classroom Expectations

d. Click the Academic presentations subcategory folder to
view templates related to education.

Introduction to Algebra
Mr. Jones

e. Click each template image to see a preview of the
template. In this case, scroll down and click Classroom

expectations presentation.

f. If you don’t find this template by browsing the folders,
try using the Search Office.com for templates box. Type in:
classroom expectations. Press the Enter key.

’
g. When you find the template, Classroom expectations ‘
presentation, click the Download button. Noze: Be sure to '
select the Classroom expectations presentation option and Download

not the Classroom Expectations option.

h. A new presentation opens, containing all the template
elements. FIGURE PP 0.30
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4. Save the presentation:

a. Click the Save button on the Quick Access Toolbar.
b. The Save As dialog box appears.
c. Navigate to the location where you will be saving your completed presentations.

d. Click in the File name: box, and type a file name:
[your initials]PP_SkillReview_0-1.

e. Click the Save button.

. Use the Ribbon:

a. Select the title text: Classroom Expectations.

b. On the Home tab, in the Font group, click the Increase Font Size button.

. Use find and replace:

a. On the Home tab, in the Editing group, click the Replace button.
b. In the Find what: box, type: coursework
c. In the Replace with: box, type: homework

d. Click the Replace All button. A message should appear noting two replacements
were made. Click OK.

e. In the Find what: box, replace the existing text with: due dates
f. In the Replace with: box, replace the existing text with: deadlines

g. Click the Replace All button. A message should appear noting two replacements
were made. Click OK.

h. Click the Close button to close the Replace dialog box.

7. Close and save the presentation, but leave PowerPoint open to continue the exercise.

a. Click the File tab to open Backstage view.
b. Click the Close button.

c. Click Save in the message box to save the changes.

8. Create a new blank presentation:

a. Click the File tab to open Backstage view.

b. Click New.

c. Under the Home section, the Blank presentation option is selected by default.
d. Click the Create button beneath the preview of the blank presentation.

e. Click in the slide. In the title box, click and enter your name. Use just your title and
last name. Do not type your first name.

f. In the subtitle box, click and enter Algebra I as the course title.

9. Copy your name and course title to the Office Clipboard:

a. On the Home tab, in the Clipboard group, click the Clipboard dialog box launcher.

b. On your slide, select your name, click the Copy button or use the Cerl + C
shortcut. You should see your name on the Clipboard.

c. Select your course title, and click Copy. This too will show on the Clipboard.

10. Create another new presentation using a templatc:

a. Click the File tab to open Backstage view.
b. Click New.
c. In the Search Office.com for templates box, enter: Churchill

d. When you find the template you want to use, in this case, the Winston Churchill
quote slide, click the Download button.

e. A new presentation opens containing the one Churchill quote slide.

[
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11. Copy the Churchill quote slide:

a. Click the thumbnail in the S/ides pane on the left.

b. On the Home tab, in the Clipboard group, click the Copy button.
12. Open [your initials|PP_SkillReview_0-1 presentation:

a. Click the File tab to open Backstage view. Click Open.

b. The Open dialog box appears. If necessary, navigate to find the folder location where
the presentation you want is stored.

c. Select the presentation name in the large list box. In this case select [your initials]
PP_SkillReview 0-1.

d. Click the Open button in the dialog box.
13. Paste the Churchill quote slide into the [your initials]PP_SkillReview_0-1

presentation:
a. On the left, in the Slides pane, click the first slide.

b. Click Paste. You will see that the white quote text does not work well on the white
background of the slide design theme. Click the Undo button on the Quick Access
Toolbar.

c. On the left, in the Slides pane, click the first slide.
d. Click the small arrow under the Paste button.
e. Click second paste options button, Keep Source Formatting.

f. The Churchill quote slide has been added to the presentation with its clearly
readable, original black background and white text.

14. Paste from the Clipboard:

a. If necessary, open the Clipboard: Click the Clipboard dialog box launcher on the
Home tab.

b. On the title slide, select the teacher’s name.

c. Click your name on the Clipboard to replace the teacher’s name with your
name.

d. On the title slide, select the course name, and click your course name on the

Clipboard.
15. Modify the presentation properties:
a. Click the File tab to display Backstage view.
b. The Info tab is displayed by defaul.

c. On the right side of the window, click the Add an author box and type your
name.

d. Click the Add a category box and type class notes
e. Click the Home tab again to return to your presentation.
16. Check spelling:
a. Click the Review tab.
b. Click the Spelling button in the Proofing group.
c. The first spelling error appears in the Spelling dialog box.
d. Review the spelling suggestions to determine which one is correct.
o Click Ignore Once to skip just this instance of the word, such as your name.

e Click Ignore All to skip all instances of the word, such as your name.

. i www.mhhe.com/office2010skills ’PP-XXiX
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o Click the correct spelling in the Suggestions: list, and click Change to correct just
this instance of this misspelling in your presentation.

e Click the correct spelling in the Suggestions: list, and click Change All to correct
all instances of this misspelling in your presentation.

e. A message appears to tell you that the spelling check is complete; click OK.

Always proofread your presentations. The Spell Check feature is not infallible,
especially if you misuse a word, yet spell it correctly.

17. View the presentation:

a. Click the Slide Show tab.
b. In the Start Slide Show group, click the From Beginning button.

c. Click the slide to advance the show, and continue clicking to the end of the show.

18. Save the presentation: Click the Save button on the Quick Access Toolbar.

19. Exit PowerPoint and close the presentation:

a. Click the File tab to open Backstage view.

b. Click the Exit button. If prompted, do not save any other open files.

Skill Review 0.2

In this project you will be taking on the role of a nutritionist. You will be preparing a presen-
tation about good eating habits to use with clients.

1. Start Microsoft PowerPoint 2010 as follows:

If a shortcut has been installed on your desktop, you can double-click the PowerPoint
icon to launch the application.

Or use the Start menu.

If you have recently been using PowerPoint a lot, Microsoft PowerPoint 2010 will be
on the Szart menu, and you may click it. If you do not see Microsoft PowerPoint 2010
on the Start menu:

a. In the Start menu search box, type: PowerPoint
b. Click Microsoft PowerPoint 2010.

. Create a new prescntation using a tcmplate:

a. Click the File tab to open Backstage view.
b. Click New.
c. In the Office.com section, click the PowerPoint presentations and slides icon.

d. Click the Medical and healthcare presentations subcategory folder to look for
templates related to nutrition.

e. Click each template image to see a preview of the template. In this case, click Health
and nutrition presentation with video.

f. If you don’t find this template by browsing the folders, try using the Search Office.
com for templates box. Type in: nutrition. Press the Enter key.

g. When you find the template, Health and nutrition presentation with video, click the
Download button.

h. A new presentation opens, containing all the template elements.

. Save the presentation:

a. Click the Save button on the Quick Access Toolbar.
b. The Save As dialog box appears.

c. Navigate to the location where you will be saving your completed presentations.

[
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d. Click in the File name: box, and type a file name:
[your initials]PP_SkillReview 0-2
Provided by: Inkd

e. Click the Save button.

. Use find and replace:

Health nutrition presentation with video

Download size: 514KB

a. On the Home tab, in the Editing group, click the Replace Rating: 3¢ a3 (3 Votes)

button.

b. In the Find what: box, type: friends
c. In the Replace with: box, type: clients

d. Click the Replace All button. A message should appear
noting 3 replacements were made. Click OK.

e. Click the Close button to close the Replace dialog box. -

. Close and save the presentation, but leave ;
PowerPoint open to continue the exercise: ’

a. Click the File tab to open Backstage view.
b. Click the Close button.
c. Click Save in the message box to save the changes. L =
. Create a new blank presentation:
a. Click the File tab to open Backstage view. D
b. Click New. Q

c. Under the Home section, the Blank presentation option is

selected by default. Download

d. Click the Create button beneath the preview of the blank

presentation.
e. Click in the slide. In the title box, click and enter your first and last name.
f. In the subrtitle box, click and type the company name Home Grown Health
. Use PowerPoint Help search:

a. Click the blue question mark to open PowerPoint Help. In the PowerPoint Help
window, in the search box, type the word or phrase you want to look for. In this case,
search for help about the Ribbon.

b. Click the Search button.
c. A list of results appears.
d. Click a result to display the help topic.

e. Click the back arrow to go back to the results, and choose a different help topic
to view. Read several of these help topics looking for useful information about the
Ribbon in PowerPoint 2010.

f. Close the Help window.

. Use the Mini toolbar:

a. Select your name and then right-click the selected text. The Mini toolbar displays.
b. Click the Font Color button to make the font color red.

c. Right-click the selected text again. Click the Bold button to make it bold.

. Use the Ribbon:

a. Select your name.

b. On the Home tab, in the Font group, click the Increase Font Size button. Click
Increase Font Size again.

FIGURE PP 0.31
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10. Copy your name and the company name to the Office Clipboard:
a. On the Home tab, in the Clipboard group, click the Clipboard dialog box launcher.

b. On your slide, select your name, and click the Copy button or use the Cerl + C
shortcut. You should see your name on the Clipboard.

c. Select your company name, and click Copy. This too will show on the Clipboard.
11. Open your [your initials]PP_SkillReview_0-2 presentation:
a. Click the File tab to open Backstage view. Click Open.

b. The Open dialog box appears. If necessary, navigate to find the folder location where
the presentation you want is stored.

c. Select the presentation name in the large list box. In this case select [your initials]
PP_SkillReview 0-2.

d. Click the Open button in the dialog box.
12. Paste from the Clipboard:

a. If necessary, open the Clipboard: Click the Clipboard dialog box launcher on the
Home tab.

b. On the title slide, select the subtitle.

c. Click your name on the Clipboard to replace the subtitle with your name.

d. Click Undo on the Quick Access Toolbar to try again.

e. This time, click the arrow at the bottom of the Paste button. Choose Paste Special.
f. Scroll down to choose Unformatted Text.

g. Click OK to paste the text.

13. Modify the presentation properties:

.

a. Click the File tab to display Backstage view.

b. The Info tab displays by default.

c. Click the Add an author box and type your name.

g. Click the Add a category box and type nutrition

d. Click the Home tab again to return to your presentation.
14. Check spelling:
a. Click the Review Tab.

b. In the Proofing group, click the Spelling button.

.

c. The first spelling error appears in the Spelling dialog box.

d. The template includes Latin phrases for text placeholders. Choose to ignore all
instances of these unknown words.

e. A message appears to tell you that the spelling check is complete; click OK.

Always proofread your presentations. The Spell Check feature is not infallible,
especially if you misuse a word yet spell it correctly.

15. View the presentation:

a. Click the Slide Show tab.

b. In the Szart Slide Show group, click the From Beginning button.

c. Click the slide to advance the show, and continue clicking to the end of the show.
16. Save the Presentation: Click the Save button on the Quick Launch toolbar.
17. Exit PowerPoint and close the presentation:

a. Click the File tab to open Backstage view.

b. Click the Exit button. If prompted, do not save the other file.

|
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challenge yourself 1

In this project you will be taking on the role of a teacher preparing a presentation to use at a
parent night for your class of young students.

1. Begin by creating a new blank presentation:

a. On the title slide enter Arrowhead Elementary,

your name, 4th grade, and the date of the parent Back-to-school presentation

night, October 12, 2011 Provided by: Microsoft Corporation
b. Use the Ribbon and/or the Mini toolbar to format the Download size: 168KB

text, making it larger or smaller, bold, a different font, and Rating: 3434334 (3623 Votes)

so on, to your taste. Use undo as needed.

c. Saveitas [your initials]

Bt o e

PP_Challenge 0-3 FirstDraft p y s, o
d. Click the New Slide button on the Home tab of the AL ker's Third-
Ribbon to add a new slide to your presentation. e Grade Class

e. On the new slide type: Signed Permission BRI, VVelcome, students]
Slips REQUIRED for ALL Field Trips.

f. Save and close the first draft presentation file.

2. Create a new presentation using the Office.com template

Back-to-school presentation. Save it as

[your initials]PP_Challenge 0-3_

ParentNight. When the message box appears, choose '

to convert the diagrams in the presentation to shapes. D
3. Open [your initials]PP_Challenge_0-3_

FirstDraft presentation again.

Download

a. Use Copy and Paste commands to copy the name of the
text you entered about your presentation into appropriate FIGURE PP 0.32
locations in the presentation created with the template. Experiment with Paste Special
options to achieve neat and attractive formatting.

b. Close the first draft presentation.
4. Work in the [your initials]PP_Challenge_0-3_ParentNight presentation.

a. This presentation addresses the student. But you want to use it to address the parents.
So use find and replace to replace the word you with the words your child
throughout the presentation, where appropriate.

b. Use Help to look up: Add text to a slide.

c. On each slide, add or replace text to complete the presentation and customize it to
tell about you and your class. Attempt to modify the My Family slide, if you like, or
delete it, if you prefer.

d. Check the spelling.

e. Enter your own name and parent ’s night in the appropriate file properties fields.

5. Save the presentation.

6. Exit PowerPoint.

challenge yourself 2

In this project you will be creating a teamwork presentation for use with a community group.
You will start by creating your own blank presentation and building the presentation from
scratch. Then you will decide to try using a template to speed your progress. You will copy

. i www.mhhe.com/office2010skills |PP-xxxiii
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what you created yourself into the template-generated presentation and make other changes
to customize the presentation to your needs.

1. Begin by creating a new blank presentation.

2. On thetitle slide, enter Oak River HOA, your name, and the date of the
presentation.

3. Saveitas
[your initials]PP_Challenge 0-4 FirstDraftTeamwork
a. Use the Ribbon and/or the Mini toolbar to format the text, making it larger or

smaller, bold, a different font, and so forth, to your taste. Use undo as needed.

b. Save and close the first draft presentation file.

4. Create a new presentation using the Teamwork Presentation template from Office.com.
Use the same template as shown in Figure PP 0.33. Save it as
[your initials]PP_Challenge 0-4_ Teamwork

5. Open your [your initials]PP_Challenge 0-4_

Teamwork presentation
FirstDrafiTeamwork presentation.

Provided by: Microsoft Corporation

Download size: 428KB a. Use Copy and Paste commands to copy the name of

Rating: 3330 IC LT (362 Votes) the text you entered about your presentation into the
presentation created with the template. Experiment

‘ 4 with Paste Special options to achieve neat and attractive

) ‘ ‘ formatting.
- W (}b \ | b. Close the first draft presentation.
- 'Y
. LS -.a-)-‘L. . 6. Work in the [your initials|PP_Challenge_0-4_Teamwork
presentation.

a. Use find and replace to replace the word teamwork with
the phrase working well together throughout
the presentation. On each slide, add or replace text to
customize and complete the presentation.

Teamwork Presentation

b. Use Help to look up: check spelling

j c. Check the spelling in the presentation.
‘ d. Enter your own name and Oak River HOA in the
Download appropriate file properties fields.

e. Save the presentation.

FIGURE PP 0.33 7. Exit PowerPoint.

~on your own

In this project you will be preparing a patient education training presentation for staff in a
health care organization.

1. Begin by creating a new blank presentation.

a. On the title slide enter the name of your organization, your name, and the date of the
presentation.

b.Saveitas [your initials]PP_OnYourOwn_ 0-5 FirstDraft

c. Use the Ribbon and/or the Mini toolbar to format the text, making it larger or
smaller, bold, a different font, and so forth, to your taste. Use undo as needed.

d. Save and close the first draft presentation file.

|

PP-xxxiv| www.mhhe.com/office2010skills : : = = = :
’ ' powerpoint 2010  Essential Skills for Microsoft Office and PowerPoint 2010



2.

Create a new presentation using the Medical presentation on patient education template
from Office.com. Use the same template as shown in Figure PP 0.34. Save it as

[your initials]PP_OnYourOwn 0-5 PatientEducation. When
the message box appears, choose to convert the diagrams in the presentation to shapes.

. Open [your initials|PP_OnYourOwn_0-5_

FirstDraft presentation.

a. Use copy and paste to copy the name of the text you
entered about your presentation into the presentation
created with the template. Experiment with Paste Special
options to achieve neat and attractive formatting.

b. Close the first draft presentation.

. Work in the [your initials|PP_OnYourOwn_0-5_Patient

Edumtz'on presentation.

a. Use find and replace to replace the word sample with the
word example throughout the presentation.

b. On each slide, add or replace text to complete the
presentation and customize it.

c. Check the spelling.

d. Enter your own name and your organization name in the
appropriate file properties fields.

e. Save the presentation.

. In PowerPoint Help look up: Copy and paste

your slides.

5 Again, create a new presentation using a tcmplatc. This time

choose the template

young plant image slide.

Medical presentation on patient education
Provided by: Pcubed

Download size: 50KB

Rating: 33 3C IS (2739 Votes)

F Humongous Insurance

Patient Health Education
Seminar

p”

Presented by Or. Bob Gage, M.D.
August 31, 2004

r

Download

FIGURE PP 0.34

. Cut and paste the plant slide to an appropriate location in the [your initials]

PP_OnYourOwn_0-S_PatientEducation presentation. You plan to use

this slide to discuss the need to nurture each patient’s development.

8. Save the [your initials|PP_OnYourOwn_0-S_PatientEducation presentation.

9.

For this project you will take on the role of a student. You are working with a group to make a
presentation for your history class for Black History Month. Your teammate used a template
to begin a PowerPoint presentation. He has asked you to complete and perfect the presenta-

Exit PowerPoint.

tion prior to the next group meeting.

1.

Open the provided file: Black History Month.pptx. Save it as
[your initials]PP_FixIt 0-6

fix it B

2. Adjust the text size throughout the presentation, and change the font and color for

o nprw

optimal readability.
Make any corrections or additions you see fit.
Proofread and check the spelling.

Enter your name in the file properties.

Use find and replace to replace Project with Presentation

—— www.mhhe.com/office2010skills | PP-XXXV
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7. You think the presentation is a bit canned and predictable; you want to add some
variety and images. Use PowerPoint Help to look up how to create a presentation from
a template and how to copy a slide from one presentation another.

8. Use the content slides templates to generate at least two image and/or quote slides, and
then copy and paste them into your group’s presentation.

9. Save your group’s presentation.

10. Exit PowerPoint.
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chapter

Getting Started with
PowerPoint 2010

In this chapter, you will learn the following skills:

> Use the different view options Skill 1.1 Introduction to PowerPoint 2010
> Add slides and sections Skill 1.2 Understanding Views
? Change slide layouts and add Skill 1.3 Using the Slides Tab

transitions

Skill 1.4 Using the Outline Tab

> Work with the slide master and

insert headers and footers Skill 1.5 Adding Slides to Presentations

> Add notes for the speaker to use Skill 1.6 Adding Sections to Presentations
Skill 1.7 Changing Slide Layouts
Skill 1.8 Applying Slide Transitions
Skill 1.9 Working with the Slide Master
Skill 1.10 Inserting Headers and Footers

Skill 1.11 Adding and Printing Notes

In this chapter you learn the skills necessary to navigate through and edit a basic
PowerPoint 2010 presentation.




1.1 Introduction to PowerPoint 2010

Whether used for a sales pitch or as a teaching tool, a mul-
timedia presentation incorporating graphics, animation,
sound, and video is much more compelling than paper hand-
outs or a “talking head” lecture. Microsoft Office PowerPoint
2010 enables you to create robust multimedia presentations.
A presentation is made up of a series of slides. Each slide
contains content, including text, graphics, audio, and video.
You can then manipulate that content by adding transitions,
animations, and graphic effects. Before diving in and creating
a presentation, you should familiarize yourself with some of
PowerPoint’s basic features.

When you first start PowerPoint, you will notice the pre-
sentation window is divided into three areas:

Slides and Outline Tabs—Display all the slides in the
presentation. The Outline tab displays only the text
content of slides. The Slides tab displays thumbnail
images of slides.

Slide Pane—Area where you can modify slides, including
adding and formatting text, images, SmartArt, tables,
charts, and media.

Notes Pane—Area where you can type notes about the
current slide displayed in the S/ide pane. The text you

type in the Nozes pane will not appear when you play your

Desian Slide Show Review View

; Slides and Outline Tabs Jai -

B I U 8 -] A

Font Paragraph

=10 P R

Shapes Amange Quick

presentation. These notes can be printed as handouts
for your audience or can be used by you during your
presentation.

Each slide contains placeholders for you to add content to,
including

Title—Use to display the title of the presentation or the
title for the slide.

Subtitle—Use to display the subtitle of the presentation.
Text—Use to add text to a slide. Be sure to keep your
points brief, and use bulleted lists to emphasize text.

SmartArt—Use to add a SmartArt diagram to a slide.
SmartArt displays lists in a more graphic format,
including, processes, cycles, hierarchical diagrams, and
matrices.

Graphic—Add clip art, photographs, or other images to
slides.

Charts and Tables— Organize information in a chart or
table to give your audience a clear picture of your data.

Media Clips—Add sound and video to your

presentation.
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Presentations can be simple or complex, but they all follow some

basic steps.

1. Plan your presentation—Decide what you want
to include and in what order you want to present the
information.

2. Create your slides—You can create slides from
sophisticated templates, or start with blank slides and
add formatting and effects to give your presentation a
unigue look.

3. Review and rehearse—Always check your slides for
errors. You can also use special effects to add sizzle to
your presentation.

4. Practice—Practicing your presentation will give you
confidence when it comes time to give your presentation
in front of an audience.

skill 14

|
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1.2 Understanding Views

PowerPoint has four main ways to view your presentation:
Normal view, Slide Sorter view, Reading view, and Slide Show
view. Normal view is the view where you will typically create
and edit your content. Slide Sorter view displays thumbnail
pictures of the slides in your presentation and is useful in re-
arranging the order of slides in a presentation. Reading view
allows you to run your presentation within the PowerPoint
application window. Slide Show view displays your slides full
screen and allows you to see your presentation the way your
audience will.

The casiest way to switch between views is to click one
of the view buttons located at the right side of the status bar,
near the zoom slider.

Click the Normal view button to add or edit content.
Click the Slide Sorter view button to view

thumbnails of your presentation.

Click the Reading view button to view your

presentation within the current PowerPoint window.

Click the Slide Show view button to view your
presentation at full screen as your audience will. To exit

Slide Show view, press the key on the keyboard.
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Reading View

HEAD OVER HEELS
SERVICES

FIGURE PP 1.4

Slide Show View

HEAD OVER HEELS
SERVICES

tricks tell me more

When you first open a presentation, PowerPoint will display In addition to the four main views, PowerPoint also includes
your slides so they fit in the Slide pane. When working in Nor- the following:
mal view and Slide Sorter view, you may find you want to Notes Page view—Allows you to add notes for
change the number of slides displayed onscreen. The Zoom each slide in your presentation. Each slide appears
Bar (located at the bottom of the PowerPoint window) on its own screen with a large text area for your
allows you to change how your slides are displayed in the notes about the slide. The text you type in Notes
Slide pane. Use the Zoom Bar to magnify your slides to check Page view will not appear when you are playing your
alignment of text and graphics or to see how your slides will presentation. However, you can choose to print your
appear when you play your presentation. notes along with your slides to hand out to your

. audience.
try this Master views—Includes Slide Master view, Handout

Master view, and Notes Master view. The master
views contain universal settings for the presentation.
If you want to make changes that will affect the
entire presentation, you should use the master view.

> To switch views, you can also click the View tab and
click a view button in the Presentation Views group.

> To switch to Slide Show view, you can also click the
Slide Show tab and click a button in the Start Slide
Show group.

|
skill 1.2 Understanding Views ! ’PPS



1.3 Using the Slides Tab

The Normal view in PowerPoint includes the Outline tab
and the Slides tab to help you navigate between and work
with slides. The Slides tab displays thumbnails of all your
slides. Use the Slides tab to quickly navigate between slides,
rearrange the slide order, and review and edit content. In
order to make changes to a specific slide, it must first be dis-

played in the Slide pane.

To navigate to a slide using the S/ides tab:
1. Verify that the S/des tab is displayed.
2. Click the thumbnail of the slide you want to display.

3.

The slide appears in the S/ide pane ready for editing.

Home Insert Di:lqn

Transitions

To edit text on a slide:

1.

2.
3.
4.

Animations

Click the placeholder with the text you want to change.
Click and drag across the text to select it.
Type the new text for the placcholder.

Click outside the placeholder to deselect it.

Drawing Tools

Slide Show  Review  View Format
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the Slide pane.
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tips & tricks

Clicking in the middle of a text placeholder will select it and
prepare it for editing. The placeholder will appear with a dot-
ted line around it and a blinking cursor in the text. If you only
want to resize or move the placeholder and not edit the text
within it, click the edge of the placeholder. Instead of a dot-
ted line around it, you will see a solid line surrounding the
placeholder.

tell me more

The slide that is currently displayed in the Slide pane appears
highlighted on the Slides tab, giving you a quick overview of
the location of the slide in the presentation.

try this
To navigate between slides one slide at a time, you can also:

> Click the Next Slide and Previous Slide buttons on the
vertical scroll bar in the Slide pane.

> Press the up and down arrow keys on the keyboard.

PP-6|
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1.4 Using the Outline Tab

When working on a presentation it’s easy to focus on the  To use the Outline tab:
graphic elements of your slides. Adding graphics, transitions, 4. Click the tab labeled Outline.

and animations may seem important, but the foundation of 2
an effective presentation is a focused message. When work-
ing with text on slides, it is a good idea to keep the amount of 3
text on cach slide balanced and to concentrate on one clear 4
message per slide. The Outline tab displays the text fromyour 5
slides in outline view, allowing you to concentrate on the text
aspect of your slides without being distracted by the graphic
elements. Use the Outline tab to enter and edit your text

directly in the outline.

File Home Slide Show
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Clipboard 1 | Slidgs T . ‘ Paragraph .| Drawing 3| Editing ‘

Click in the text you want to change.

Type the new text for the slide.

. Click the tab labeled Slides.

View the text you added in the slide’s design.
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surgical cosmetic procedures healing therapies, and non-

surgical cosmetic procedures
1. Spa services

4 . Healing therapies N i i
e e iR Outline Text of Slides

healing therapies including: , | Click to add notes
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tips & tricks

If your slides include a large amount of text, you can make
the Outline tab wider to make it easier to write and edit your
content. To change the width of the Outline tab, place your
cursor over the right edge of the pane. When the cursor
changes to the resize cursor, click and drag the mouse to
the right to make the pane wider or to the left to make the
pane narrower.

tell me more

When the Slides or Outline tab is displayed, the Slide pane is
sized to display the current slide in its entirety. If you resize
either tab, the slide will be resized to fit in the newly sized
Slide pane. By default, the Outline tab is wider than the
Slides tab to accommodate the slides’ text.

skill 1.4 Using the Outline Tab
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1.5 Adding Slides to Presentations

A presentation consists of several slides filled with text and
graphics. If you start with a template, your presentation will
already include several slides ready to add content. But what
if you need to add more information to your presentation?

How do you add more slides? PowerPoint makes it casy.

To add a slide to a presentation:
1. On the Home tab, in the Slides group, click the New

Slide button arrow.

2. Sclect a slide layout from the New Slide gallery.

3. Add your content to the slide.

4. Continue adding and modifying slides until your
presentation is complete.

P
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tips & tricks

When you add slides through the New Slide gallery, each
slide layout includes design elements from the presenta-
tion’s theme. This helps in creating a consistent look and feel
for the entire presentation. If you switch themes, the look of
the new slide layouts will change to match that theme.

tell me more

There are a number of slide layouts for you to choose
from including title only slides, blank slides, title and con-
tent slides, side by side content slides, picture with caption
slides, and content with caption slides.

try this
To add a slide to a presentation, you can also:
> Click the top half of the New Slide button.

> Press +(M] on the keyboard.

Note: When you use either of these methods, the new
slide added to the presentation will use the same layout as
the last slide you added.

PP-8|
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1.6 Adding Sections to Presentations

To add a section to a presentation:

As you work on a presentation and add more slides, you may
find it difficult to find a specific slide using the Slides tab.
Scrolling through 20, 30, or even 40 thumbnails to find the
content you are looking for is not a very efficient way to work.
PowerPoint 2010 includes the ability to add sections to your
presentation. You can use sections to create smaller groups of
slides within your presentation to help you better organize
your work. After you have added sections to your presenta-
tion, you can then hide and show the slides” thumbnails by
expanding and collapsing the sections.

Insert
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Select Add Section to add a new ﬂ
i i Or Shape Fill - A4 Fin
section to the presentation. & g Rudein e

Shapes Arrange Quick
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Drawing

On the S/ides tab, click the thumbnail of the first slide

for the section you want to create.

On the Home tab, in the Slides group, click the Sections
button and select Add Section.

PowerPoint creates a new section.

To collapse the section and hide its slides, click the
triangle next to the section name. To expand the section
and show the slides, click the triangle again.
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healing therapies, and non-
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tips & tricks

If you have accidentally added a section, you can remove it
by clicking the Sections button and select Remove Sec-
tion. To quickly remove all the sections from your presenta-
tion, click Remove All Sections on the menu.

The Expand All command shows all the sections and
slides in the presentation. The Collapse All command hides
all the sections and slides in the presentation.

tell me more

When you first add a section to a presentation, it is given
the name Untitled Section. To rename a section, first select
the section to rename. Click the Section button and select
Rename Section. In the Rename Section dialog box, type
the name for the section and click Rename.

try this
> To add a section, you can also right-click a thumbnail on
the Slides tab and select Add Section.

> You can also expand and collapse sections by double-
clicking the section name.

|

skill 1.6 Adding Sections to Presentations
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1.7 Changing Slide Layouts

After you have created your presentation, you can modify
the information displayed on an individual slide. If you add
or delete elements, you may want to change the layout of the

slide to accommodate the new content. PowerPoint comes

with a number of slide layouts for you to use. Choose the one

that best suits the content for each slide.

To change the slide layout:

1.
2.

Click the Slide [
| Layout button. |

Select the slide you want to change.

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

Select a slide layout from the Slide Layour gallery.

— | Click a layout to apply
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tips & tricks

Once you have selected a new slide layout, you can move
and resize placeholders to fit your content. If you have made
a number of changes and decide that you want to undo your
changes, you can revert the slide to its original design. Click
the Reset button on the Home tab in the Slides group to
return the slide layout to its default layout.

tell me more

One way to share slide layouts with others is through a
Slide Library. A Slide Library contains slides that have been
uploaded to a server for others to view and use in their pre-
sentations. When you use a slide from a Slide Library in your
presentation, the slide maintains a link to the original slide
in the library. If the original slide is modified in any way, you
will be notified of the change when you open the presenta-
tion. You can choose to update the slide, add the changed
slide to your presentation, or keep the slide as it currently
appears in the presentation. Using Slide Libraries for creat-
ing presentations can help ensure that presentation designs
are consistent and up-to-date across large organizations.

try this
To change the layout of a slide, you can also right-click

any area of the Slide pane without a placeholder, point to
Layout, and select a slide layout.

PP-10|

powerpoint 2010

chapter 1 Getting Started with PowerPoint 2010




1.8 Applying Slide Transitions

A transition is an effect that occurs when one slide leaves the 4. PowerPoint automatically previews the transition for
screen and another one appears. Transitions add movement you.

to your presentation and can keep audiences interested, but 5. Click the Preview button to play the transition again.

remember that overusing transitions can be distracting. Add . .
8 8 6. To add a sound effect to a slide, click the arrow next to

transitions only where they will improve your presentation.
Y Y P yourp the Sound: box.

To apply transitions to a slide: 7. To add the same transition to all the slides of a
1. Select the slide to which you want to add the transition. presentation, select the slide with the transition you want
2. Click the Transitions tab. to apply, and click the Apply to All button.

3. In the Transition to This Slide group, click the More
button and select a transition to apply to the slide.
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tips & tricks tell me more

When you select a transition, PowerPoint applies the default PowerPoint offers a number of transitions for you to choose
settings for that transition to the slide. You can customize from. There are simple fades and dissolves, any number of
the settings for a transition to create the exact effect you directional wipes (including shapes and rotations), pushes |
want: and covers, stripes and bars, and random transitions. When |
> Click the Effect Options button to view the different choosing transitions for your presentation, it is important to

keep in mind who your audience will be. If you are present-
ing in a formal business environment, you will probably want
to use more subtle transitions, such as fades and dissolves.
If your audience expects more “sizzle” in the presentation,

> Enter a time in seconds in the Duration: box or click :
S LI IO SO AdiLRL P BLieki Bt then you may want to choose a complex wipe, such as the
P ) AR Newsflash transition.

slowly the transition happens. Click the Preview |
button to view the new transition speed. R ‘
try this |

To apply a transition, you can also click a transition in the
Transition to This Slide group without opening the Transi-
tions gallery.

options for the transition. When you select an option,
PowerPoint will automatically play a preview of the
new transition.

| |PP-11

skill 1.8  Applying Slide Transitions



1.9 Working with the Slide Master

Think of a slide master as a slide template that is used
throughout your presentation to create a consistent look
and feel. Slide masters make it easy to create a standard look
throughout an entire presentation by controlling layouts and
design elements, such as backgrounds and themes, at the pre-
sentation level rather than at the slide level. When you use
a slide master to create slides in your presentation, you only
need to modify the slide master in Slide Master view to make
changes to all the slides in the presentation.

To switch to Slide Master view:

1. Click the View tab.

2. In the Master Views group, click the Slide Master button.
3. PowerPoint switches to Slide Master view. Here you can
add more slide masters or new layouts to the existing
slide master. You can also modify the slide master or
individual layouts within the slide master.

Click the Close Master View button to return to
Normal view.

When you are in Slide Master view, you will notice the
second tab on the Ribbon is no longer the Homze tab, but rather
the Slide Master tab. The Slide Master tab contains the com-
mands for working with the slide master. Specifically, the Ediz

Master group gives you access to the following commands:

Insert Slide Master—Presentations can have more than
one slide master. To add another slide master, switch

to Slide Master view. On the Slide Master tab, click the
Insert Slide Master button.

Insert Layout—Each slide master contains several layouts
that appear in the New Slide gallery in Normal view. Click
the Insert Layout button to add a layout to the master.

Delete Slide— Click the Delete Slide button to remove a
slide master or layout from the presentation.

Preserve— Click the Preserve button to change a master
so that it will always be part of the presentation, even if it
is not being used. When a master is preserved, a pushpin
icon appears next to the slide.
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tips & tricks

If you want to use the design of your slide master in sev-
eral presentations, save the slide master as a template (.potx
file). Presentations you create using the template will be
based on the slide master you saved.

try this
To close Slide Master view and return to Normal view,
you can also:

> Click the View tab. In the Presentations Views group,
click the Normal View button.

> Click the Normal View button on the status bar.

PP-12| }

tell me more

In addition to slide masters, you can create handout mas-
ters and notes masters for your presentation. Handout
masters control how the slides of your presentation look
when printed. Notes masters control the look of your
notes when printed along with the slides. From the Handout
Master view and the Notes Master view you can choose to
display the header, footer, date, and page number on your
printed handouts. You can also change the background of
the printed page or add images to the printouts that do not
appear in the presentation.

powerpoint 2010
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110 Inserting Headers and Footers

Headers and footers are text that appear on every slide or
handout. Typically, headers appear at the top of a handout
and footers appear at the bottom. Slides only display footers.
Use footers when you want to display the same text on every
slide, such as the name of your company. When you add foot-
ers to the slide master, they are automatically added to every
slide in the presentation.

To add text to the footer of all the slides in a presentation:

1. Verify that the slide master is selected.
2. Click the Insert tab.
3. In the Zext group, click the Header & Footer button.

4. On the Slide tab of the Header and Footer dialog box,
select the Footer check box.

5. Type the text for the footer in the Footer text box.
6. Click the Apply button to add the footer to the slide

master.

Note: In order to change the footer for the slides associated
with a slide master, you must use the Header and Footer dialog
box. Adding text to the footer box directly on the slide master
will not change the footer for the layouts associated with that
slide master.

If you want a certain layout to use a different footer, first
select the layout you want to change before opening the
Header and Footer dialog box. When you change the footer,
be sure to click the Apply button, not the Apply to All
button.
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tips & tricks

> Todisplay the date and time on slides, select the
Date and time check box from the Slide tab in the
Header and Footer dialog box. Click the Update
automatically radio button to have the date update
every time you give the presentation. Click the Fixed
radio button to have the same date appear every time
you present.

> To display the slide number on slides, select the
Slide number check box.

> If you do not want your footer to display on the title
slide of the presentation, select the Don’t show on
title slide check box.

Click Apply to add to the
selected layout only.

FIGURE PP 113

tell me more

Notes pages and handouts use different footers than slides.
To create a header or footer for your printouts, click the
Notes and Handouts tab in the Header and Footer dia-
log box. From this tab you can add a header for the printed
page, in addition to changing the date and time and footer.
You can control whether or not the header, footer, date, or
page numbers appear on the printed page from the Hand-
out Master view.

try this
To change the header for all slides and layouts, you can

also click the Apply to All button in the Header and Footer
dialog box.

skill 110
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141 Adding and Printing Notes

Speaker notes are hidden notes you can add to slides. They
do not appear as part of the presentation. Speaker notes can
be used to help remind you to go to a certain slide in the
presentation or to mention a specific detail that may not be
included on the slide.

To add speaker notes to slides:

1. Verify you are in Normal view.

Home

Insert

Ne— 5 Layout
-

Design

File

=

j s Arial
Sy | Reset
Paste New ;‘

v Slide~ | Section ~

Clipboard = | Slides ‘

Transitions

B USMMNA A-[EE=EsE =

Font. |

2. Click in the Notes pane. This is pane at the bottom of the
screen with the text Click to add notes.

3. Type your note for the slide.
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Speaker notes can also be used to create handouts for your
audience. You can then print your speaker notes and distrib-
ute them to your audience. The Notes view allows you to
view how your speaker notes will look when printed. In Notes
view, the image of the slide appears at the top of the screen
and the speaker notes appear directly below the slide. You can
add and format text in Notes view, but you cannot edit the
content of the slides.

To switch to Notes view:
1. Click the View tab.

2. In the Presentation Views group, click the Notes Page
button.

3.
4.

PowerPoint displays your presentation in Notes view.

Select the speaker notes text and format the text as you
want it to appear when printed.

powerpoint 2010
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from the

TEACHER

Presentations enable me to provide handouts for my students, quickly cover lecture material,
and give a professional, visual experience to keep their attention. I can even use presentation
software to keep track of my notes by slide as I teach my class.

Insert - Show Review

Home View

A 3
[ =il ) = & Color | Arrange All
EEREE] =] NEE] Notes Page Button R [ = 5 Samng 5
—— | [l Grayscale — B cascade ey —2
Normal Slide | Notes _ g Slide Handout Notes Zoom Fitto = Switch Macros
Sorter | Page | View = Master Master Master Guides Window i Black and Whit | d fove Spit  windows *
Presentation Views Master Views Show Zoom Color/Grayscale s ae Window | Macros |

perspective of . ..

Introduction
fom

Named Sest Sps 2010

Notes 2010 | "Median™ | <% English (U.S) |

| [T 5% o)—0—

= | FIGURE PP 115

To print your speaker notes:

1. Click the File tab.

2. Click the Print tab in the Backstage view.
3. Click the first option under Slides:.

tips & tricks

In PowerPoint 2010 you can use two monitors to display
your presentation. When you use two monitors, your audi-
ence will see your presentation in Slide Show view, while you
will see the presentation in Presenter view. Presenter view
allows you to see your notes while you are giving your pre-
sentation, making it easier to refer to any notes you have
added to slides.

4. Under Print Layout, click Notes Pages.
5. Click the Print button.

tell me more

The Notes master view allows you to control how your
printed notes pages will look. The Notes master includes
placeholders for the header, date, footer, and page number,
in addition to a slide image placeholder and a body place-
holder. In the body placeholder, you can format the text
(changing the font, font size, and other options) of the notes
you have entered in the Notes pane of the presentation

try this
To display the Print tab in the Backstage view, you can also
press +(P) on the keyboard.

skil
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Data files for projects can be found on
www.mhhe.com/office2010skills

Skill Review 1.1

In this review, you will use the skills learned in Chapter 1 to edit an existing presentation.
1. Open an existing presentation:
a. Open Microsoft PowerPoint 2010.
b. On the File tab, click Open.
c. In the Open dialog box, navigate to the location of your PowerPoint 2010 student files.
d. Find Ch1_Reviewl Design_Basics.pptx and double-click the file to open it.
e. On the File tab, click the Save As option.

f. Change the file name to [your initialsJPP_SkillReview 1-1,
then click OK.

2. Use the different view options:

a. On the View tab, in the Presentation Views group, click Slide Sorter for an overall
understanding of the presentation structure.

b. On the View tab, in the Presentation Views group, click Reading to view the
presentation before edits.

c. On the status bar, click the Normal view button to add or edit content.
3. Add slides and sections:
a. Add a slide:
(1) On the Slides tab, click the thumbnail of Slide 3.
(2) On the Home tab, in the Slides group, click the New Slide button arrow.
(3) Select the Title and Content slide layout from the New Slide gallery.
(4) Click the Title placeholder and type: Define your audience (Who?)
(5) Click the Text placeholder and type: What is the reason for the
presentation?

(6) Press the Enter key, then the Tab key on your keyboard, then type: Goal

(7) Press the Enter key, then the Tab key on your keyboard, then type:
Objectives

b. Add sections to a presentation:
(1) On the Slides tab, click the thumbnail of Slide 2.

(2) On the Home tab, in the Slides group, click the Sections button and select Add
Section.

(3) On the Home tab, in the Slides group, click the Sections button and select
Rename Section.

(4) Type: Plan
(5) On the Slides tab, click the thumbnail of Slide 6, right-click, and select Add

Section.
(6) On the Untitled Section label, right-click, and select Rename Section.

(7) Type: Create and Present

e |
P- www.mhhe.com/office2010skills -
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4. Change slide layouts and add transitions:
a. Change the slide layout:
(1) On the Slides tab, click the thumbnail of Slide 5.
2) On the Home tab, in the Slides group, click the Slide Layout button.
3) Select Two Content from the Slide Layout gallery.

(2)

(3)

(4) Select all of the items in the left text box.

(5) On the Home tab, in the Paragraph group, click the Bullets button.
(6)

6) Select the last four items in the left text box (beginning with Make it easy to
Jfollow), right-click, and select Cut.

(7) Click in the right text box, right-click, and select Paste.
b. Apply transitions to a slide:
(1) On the View tab, in the Presentation Views group, click Slide Sorter.
2) Click the thumbnail of Slide 1.
3) Click the Transitions tab.

2)
3)
(4) In the Transition to This Slide group, click the Fade button.
(5) Click the Plan section bar.

(6)

6) On the Transitions tab, in the Transition to This Slide group, click the More drop-
down arrow, then click the Shape button.

(7) Click the Create and Present section bar.

(8) On the Transitions tab, in the Transition to This Slide group, click the More drop-
down arrow, then click the Clock button.

5. Work with the slide master and insert footers:
a. Work with the slide master:

(1) Click the View tab.

(2) In the Master Views group, click the Slide Master button.

(3) Click the Title and Content slide master.

(4) Click the Content text box.

(5) On the Home tab in the Font group, click the Increase Font Size button twice.
(6)

6) On the Slide Master tab, in the Close group, click the Close Master View button

to return to Normal view.
b. Add text to the footer of all the slides in a presentation:
(1) Click the View tab.
2) In the Master Views group, click the Slide Master button.

()

(3) Click the Title and Content slide master.

(4) Click the Insert tab.

(5) In the Text group, click the Header & Footer button.

(6) On the Slide tab of the Header and Footer dialog box, select the Footer check

box.
(7) In the Footer text box, type: PowerPoint Design Basics
(8) Click the Apply to All button to add the footer to the slide master.

(9) On the Slide Master tab, in the Close group, click the Close Master View button
to return to Normal view.

- i www.mhhe.com/office2010skills |PP-17
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6. Add notes for the speaker to use:
a. Add speaker notes to slides:
(1) Verify you are in Normal view.
(2) In the Slide pane, click on Slide 4 (Define your audience).
(3) Click in the Nozes pane below the slide.
(4)

4) Type: Explain that this matters when making a decision on
the information included and the design and/or theme

b. Switch to Notes view:
(1) Click the View tab.
(2) In the Presentation Views group, click the Notes Page button.
(3) PowerPoint displays your presentation in Notes view.
7. Save the file and close the presentation.
a. On the File tab, click Save.
b. On the File tab, click Close.

Skill Review 1.2

In this review, you will use the skills learned in Chapter 1 to edit an existing presentation.
1. Open an existing presentation:
a. Open Microsoft PowerPoint 2010.
b. On the File tab, click Open.
c. In the Open dialog box, navigate to the location of your PowerPoint 2010 student files.
d.Find Ch1_Review2 Learning Styles.pptx and double-click the file to open it.
e. On the File tab, click the Save As option.

f. Change the file name to [your initials]PP_SkillReview 1-2,
then click OK.

2. Use the different view options:

a. On the View tab, in the Presentation Views group, click Slide Sorter for an overall
understanding of the presentation structure.

b. On the View tab, in the Presentation Views group, click Reading to view the
presentation before edits.

c. On the status bar, click the Normal view button to add or edit content.
3. Add slides and sections:
a. Add a slide:
(1) On the Slides tab, click the thumbnail of Slide 6.
2) On the Home tab, in the Slides group, click the New Slide button arrow.
3) Select the Title and Content slide layout from the New Slide gallery.

(
(
(4) Click the Title placeholder and type: What Is Your Learning Style?
(5) Click the Text placeholder and type: My Learning Style Is:

(

6) Press the Enter key, then the Tab key on your keyboard, and then type one of the
following based on your learning style: Visual, Auditory, or Tactile/
Kinesthetic

|
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b. Add sections to a presentation:
(1) On the Slides tab, click the thumbnail of Slide 3.

(2) On the Home tab, in the Slides group, click the Sections button and select Add
Section.

(3) On the Home tab, in the Slides group, click the Sections button and select
Rename Section.

(4) Type: Style Types
(5) On the Slides tab, click the thumbnail of Slide 6, right-click, and select Add

Section.
(6) On the Untitled Section label, right-click, and select Rename Section.
(7) Type: Why It Matters
4. Change slide layouts and add transitions:
a. Change the slide layout:
(1) On the Slides tab, click the thumbnail of Slide 4.
(2) On the Home tab, in the Slides group, click the Slide Layout button.
(3) Select Two Content from the Slide Layout gallery.
(4)

4) Select the second bullet and sub-bullets (beginning with Increase Learning by)
in the left text box, right-click, and select Cut.

(5) Click in the right text box, right-click, and select Paste.

(6) On the Slides tab, click the thumbnail of Slide 5.

(7) On the Home tab, in the Slides group, click the Slide Layout button.
(8) Select Two Content from the Slide Layout gallery.

9)

9) Select the second bullet and sub-bullets (beginning with Increase Learning by)
in the left text box, right-click, and select Cut.

(10) Click in the right text box, right-click, and select Paste.
b. Apply transitions to a slide:
(1) On the View tab, in the Presentation Views group, click Slide Sorter.
2) Click the thumbnail of Slide 2.
3) Click the Transitions tab.

(2)
(3)
(4) In the Transition to This Slide group, click the Fade button.
(5) Click the Style Types section bar.

(6)

6) On the Transitions tab, in the Transition to This Slide group, click the More
drop-down arrow, then click the Gallery button.

(7) Click the Why It Matters section bar.

(8) On the Transitions tab, in the Transition to This Slide group, click the More
drop-down arrow, then click the Doors button.

5. Work with the slide master and insert footers:
a. Work with the slide master

(1) Click the View tab.

(2) In the Master Views group, click the Slide Master button.

(3) Click the Title and Content slide master.

(4) Click the Content text box.

(5) On the Home tab in the Font group, click the Increase Font Size button twice.
(6)

6) Click the Two Content slide master.

- i www.mhhe.com/office2010skills |PP-19
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(7) Click the left Content text box.

(8) On the Home tab in the Font group, click the Increase Font Size button twice.
(9) Click the right Content text box.

(10) On the Home tab in the Font group, click the Increase Font Size button twice.
)

(11) On the Slide Master tab, in the Close group, click the Close Master View button
to return to Normal view.

b. Add text to the footer of all the slides in a presentation:
(1) Click the View tab.
(2) In the Master Views group, click the Slide Master button.
(3) Click the Title and Content slide master.
(4) Click the Insert tab.
(5) In the Zext group, click the Header & Footer button.
(6)

6) On the Slide tab of the Header and Footer dialog box, select the Footer check
box.
(7) In the Footer text box, type: My Learning Styles
(8) Check the Don’t show on title slide check box if it is not already checked.
(9) Click the Apply to All button to add the footer to the slide masters.
)

(10) On the Slide Master tab, in the Close group, click the Close Master View button
to return to Normal view.

6. Add notes for the speaker to use
a. Add speaker notes to slides:

(1) Verify you are in Normal view.

(2) In the Slide pane, click on Slide 7 (What is your learning style?).

(3) Click in the Nozes pane below the slide.

(4) Type: Explain how you determined your learning style
and what changes you will make in your study habits, if
any.

b. Switch to Notes view:

(1) Click the View tab.

(2) In the Presentation Views group, click the Notes Page button.

(3) PowerPoint displays your presentation in Notes view.

7. Save the file and close the presentation.
a. On the File tab, click Save.
b. On the File tab, click Close.

challenge yourself 1

PP-20|

www.mhhe.com/office2010skills

|

In this challenge, you will use the skills learned in Chapter 1 to create a Fitness Plan
presentation.

1. Create a new presentation:
a. Open Microsoft PowerPoint 2010.
b. Create a new presentation using the Austin theme.
c.Save thefileas [your initials]PP_Challenge 1-3.

d. Use the Normal view button to add or edit content.

[
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2. Add slides and sections:

a. Create slides using Title for the first slide and Title and Content layouts for the
others to include the following:

SLIDE TITLE TEXT CONTENT TEXT
Title Slide My Fitness Plan Subtitle: Your Name
Slide 2 Diet Food log

More fruits/vegetables
Fewer carbs

Portion awareness

Slide 3 Exercise Walk each day

Park farther away

Take the stairs

Include aerobic activity

Slide 4 Rest Regular bedtime
Early start
Take a nap when possible ©

Slide 5 Relaxation Find a new hobby

Go hiking

Vacation

Read a book

Time for “me”

“Catchup” witha friend

Slide 6 Family/Personal Schedule “date night”
Time Manicure/pedicure/massage
Quiet time

\S//de 7 My Goal (Type in your fitness goal) )

b. Add sections to a presentation including:
(1) Diet & Exercise (Slides 2 and 3)
(2) Rest/Relaxation/Family (Slides 4 through 6)
(3) My Goal (Slide 7)
3. Change slide layouts and add transitions:
a. Change Slide 5 to Two Content layout with three bullets each.

b. Apply four transition types to the presentation: one for Slide 1 and one for each of
the three sections.

4. Work with the slide master and insert footers:
a. Using the slide master, increase the font size for all but the title slide.

b. Add a footer with the presentation name. Ensure the footer displays on all but the
title slide.

5. Add notes for the speaker to use
a. Add speaker notes to the last slide to explain why you selected this fitness goal.
6. Save the file and close the presentation.

a. Save and close your file.

- i www.mhhe.com/office2010skills IPP-21
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challenge yourself 2

PP-22|

www.mhhe.com/office2010skills

You are a member of a small group of friends involved in a wine tasting. In this challenge, you will
use the skills learned in Chapter 1 to create a Wine Tasting presentation for your Wine Club.

1. Create a new presentation:

a. Open Microsoft PowerPoint 2010.

b. Create a new presentation using a theme of your choice.

c.Save thefileas [your initials]PP_Challenge 1-4.

d. Use the Normal view button to add or edit content.
2. Add slides and sections:

a. Create slides using Title for the first slide and Title and Content layouts for the
others to include the following:

SLIDE
Title Slide

TITLE TEXT

Wine Tasting
Basics

CONTENT TEXT

Subtitle: Your Name

Slide 2

Varietals: A
Sampling of
Whites

Sauvignon Blanc (SO-vin-yon BLAHNK)

Light, crisp acidity andwill often
contain several fruit components. (Try New
Zealand wines for a 1light citrus)
Chardonnay (shar-dun-NAY)

Full, golden and velvety with hints of
fruit, nuts, butter, oak, spice or vanilla
and have medium to high acidity. (Try both
Oak and Steel Drum)

Riesling (REES-ling)

Abit sweeter and 1light

Slide 3

Varietals: A
Sampling of
Reds

Cabernet Sauvignon (cab-er-NAY SO-vin-yon)
Dark purple or ruby in color, medium to
full bodied with intense aromas and flavors

Merlot (mur-LO)

Low acidity and mellow softness with
rich flavors of blackberry, plum and cherry
Pinot Noir (PEE-no NWA)

Light tomoderate body with deliciously

varied aromas and flavors

Slide 4

The Process

Look at color and clarity

Swirl, then smell

Taste

Attack (alcohol content, tannin levels,
acidity, and residual sugar)

Evolution (flavor on your tongue/palate)

The Finish (lingering taste)

Select your favorites

Slide 5

Enjoy

Bring a buddy or a group

Relax and enjoy the experience

Slide 6

A

Be Safe

Know your limits
Identify a Designated Driver (or take a

cab/tour bus) v

|
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b. Add sections to a presentation including:
(1) Varietals (Slides 2 and 3)
(2) The Process (Slides 4 through 6)

. Change slide layouts and add transitions:

a. Change slide 4 to Two Content layout.

b. Apply three transition types to the presentation: one for Slide 1 and one for each of
the two sections.

. Work with the slide master and insert footers:

a. Using the slide master, increase the font size for all but the title slide.

b. Add a footer with the presentation name. Ensure the footer displays on all but the
title slide.

Add notes for the speaker to use
a. Add speaker notes to slide 5 to explain it is why your favorite wine and why you like it.
Save the file and close the presentation.

a. Save and close your file.

on your own

You have just graduated from college and are ready to begin your new career. You would like

to provide prospective employers with a PowerPoint résumé to “move beyond” the standard

Word—proccssed résumé.

1.

o nhwN

Create a PowerPoint résumé that includes the following information:
a. Contact Info (For this assignment you can include only your name and e-mail address.)
b. Career Objective

c. Key Skills

d. Education

e. Experience (Don’t forget volunteer work.)

Add sections for each category.

Use multiple slide layouts and transitions.

Include your name in a footer for all slides except the title slide.

Add notes for the speaker to use.

Save your file as [your initials]PP_OnYourOwn_ 1-5.

You have been assigned the task of fixing an existing presentation based on the skills learned
in Chapter 1.

1.

©OONouhWN

Using Microsoft Office, open Ch1_Fixit Saving Money.pptx.

Save thefileas [your initials]PP_FixIt 1-6.

Change the theme to BlackTie.

Add three sections: Getting Started, Decrease Spending, and Increase Income
Change the slide layout for the Decrease Spending slide to Two Content.

Add transitions.

Use the slide master to add bullets to the content slides.

Add a footer with the file name to all slides except the title slide.

Add a note with more suggestions for decreased spending.

|
Projects '
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chapter

Adding Content to Slides

In this chapter, you will learn the following skills:

> Work with text within slides Skill2.1 Adding Text to Slides
including adding text, formatting

Skill2.2 Adding Bulleted and Numbered Lists

lists, and using outlines

> Organize text with WordArt, the Skill2.3 Opening a Word Outline as a Presentation

content placeholder, and tables Skill2.4 Adding WordArt to Slides

> Add interest through charts, Skill2.5 Understand the Content Placeholder
SmartArt, and shapes with text

Skill2.6 Creating Tables in Presentations
> Add graphics including clip art

images, screenshots, and pictures Skill2.7 Adding Charts to Slides
> Add media to slides including Skill 2.8 Addlng SmartArt to Slides
sounds and movies Skill2.9 Adding Shapes to Slides

Skill 2.10 Adding Text to Shapes

Skill 2.11 Adding Clip Art Images to Slides
Skill 2.12 Adding Screenshots to Slides
Skill 2.13 Adding Pictures to Slides

Skill 2.14 Adding Sounds to Slides

Skill 2.15 Adding Movies to Slides

In this chapter you learn the skills necessary to edit and add content to a Power-
Point 2010 presentation.




21 Adding Text to Slides

A good presentation consists of a balance of text and graph-  using text placcholders and text boxes. Text placeholders are
predefined areas in slide layouts where you enter text. Text

boxes are boxes that you add to the slide layout to enter text

ics. It is important to remember to keep text brief. Short, clear
points convey your message to your audience better than

rambling paragraphs of text. You can add text to slides by ~ where you want it.

Introduction

28] — Text Placeholder F

o Click to add ‘t(ext

Head Over Heels Day Spa
offers one of the most

luxurious spa experiences
anywhere in the world

Eac spa service is
personalized to meet our ElQl (e°s
clients’ needs and wishes

In addition to traditional day
spa services, Head Over
Heels Day Spa also offers
alternative healing therapies,
and non-surgical cosmetic
procedures

o—®

&y one o{ ont excﬂmviwf”/

J).@motmfifj'ea deaNced
S o
| Text Box |

To add text to a text placcholder, click inside the text
placcholder and type the text you want to add. Click outside
the placcholder to deselect it.

0

FIGURE PP 241

2. In the Zext group, click the Text Box button.
3. Click on the slide where you want the text to appear.

4. Type your text.

To add a text box:
1. Click the Insert tab.

5. Click outside the text box to deselect it.

Text Box Button

Slide Show \Revkw View

ions

lele Picture Glp Saeensmn Photo Shapls SmartArt Chart Hyper!nk Anon‘ Text Header WordArt Date Slide Object Equation Symbol | Video Audio
‘ Box &Footer ~  &Time Number

Text

Tables | Images ‘ | Links

| FIGURE PP 2.2

tips & tricks

Text in a placeholder can be edited on the Outline tab or in
the slide, but text you enter in a text box can only be edited
on the slide.

try this
To enter text in a placeholder, you can also type the text on
the Outline tab.

tell me more

Text placeholders are a part of the slide layout and cannot
be added directly to a slide. You can only add text place-
holders to slide layouts in Slide Master view. To add a text
placeholder, first switch to Slide Master view. On the Slide
Master tab, click the Insert Placeholder button and select
Text. As you can see from the Insert Placeholder menu, you
can add placeholders for pictures, charts, tables, SmartArt,
media, and clip art, as well as text.

skill 24 Adding Text to Slides
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2.2 Adding Bulleted and Numbered Lists

Use bulleted and numbered lists to organize your informa-  order, such as features of a product. Numbered lists are used
tion into brief points. Bulleted lists are used to organize  to organize information that must be presented in a certain
information that does not have to be displayed in a particular  order, such as step-by-step instructions.

Head Over Heels offers a wide variety of healing

therapies including:

)Bulleted List I

5
- Therapeutic Massage

- Acupressure and Acupuncture

- Chiropractic Services

Numbered List

rd
5 star rating from Best Spask: % % ok

Personalized services and maintenance plans

Dedicated, friendly staff to meet your every need

Wide range of services

Relaxing, luxurious surroundings

FIGURE PP 2.3
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To add a bulleted list to a slide:

1. Select the text you want to display in a list. 1.

2. On the Home tab, in the Paragraph group, click the 2.
arrow next to the Bullets button.

3. Select a bullet style from the gallery. 3.

To add a numbered list to a slide:

Select the text you want to display in a list.

On the Home tab, in the Paragraph group, click the
arrow next to the Numbering button.

Select a numbering style from the gallery.

[ Home Tab H Bullets Button |

( )
Numbering Button

Inset  Design  Transitions ViEw Format

Home’ Animations ‘ﬁsnnw )v'tw

w2 2 %

j L = Htayout* [ o Booy CA N B NEE
=l 5 Reset =
Paste BZUSdNMN-A- A- EEEE N

Font

v|32

New
Slide~ =} Section * »-
Slides

Clipboard 7 | Paragraph

eal G G

Shapes Amange Quick
P AT e Q3 Shape Effects ~

Drawing

A Find

e Replace ~

L shape Fill »
Z shape Outline ~
g Select ~

Editing

FIGURE PP 2.4

tips & tricks

Sometimes you will want to include subpoints in your bul-
leted and numbered lists. When a list includes point and sub-
points, it is called a multilevel list. In PowerPoint, you can
create a multilevel list by demoting and promoting points in
lists. To move a point down a level in a list, click the Increase
Indent @ button. To move a point up a level in a list, click
the Decrease Indent || button.

tell me more

The Bullets and Numbering dialog box allows you to mod-
ify the look of your lists. Click the Bulleted tab to change
the style, size, and color of the bulleted list. Click the Num-
bered tab to change the type and color of the numbers or to
change the starting point of the list. To open the Bullets and
Numbering dialog box, click Bullets and Numbering . . .
located below the Bullets gallery and the Numbering gallery.

try this
To add a bulleted list:

> Right-click the selected text, point to Bullets, and select
a style from the submenu.

> Right-click the selected text. On the Mini toolbar, click
the arrow next to the Bullets button and select a style.

To add a numbered list:

> Right-click the selected text, point to Numbering, and
select a style from the submenu.

To apply the most recently used bullet or numbering
style to a list, click the Bullets or Numbering button in the
Paragraph group.

skill 2.2 Adding Bulleted and Numbered Lists
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PP-28 | }

2.3 Opening a Word Outline as a Presentation

When organizing the content for a presentation, you may find
it helpful to write your text in a Word document and then
import it into PowerPoint. Use heading styles in the Word
document to ensure that the content will convert to a presen-
tation in a uniform manner. Each Heading 1 style becomes

| Introduction

the title on the slide, and each Heading 2 style becomes the
main text on the slide. After you have saved the Word docu-
ment, you can then import the content, creating the base
slides for your presentation.

 Heading 1 to become slide title. ]

Spaservices

Massages — Sports, Hot Stone, and Deep Tissue

Facials

Manicures and Pedicures

Healing therapies

Heading 2 to become slide text.

Therapeutic Massage

Acupressure and Acupunciure

Chiropractic Services

Cosmetic procedures

Skin Renewal Programs

Wrinkle Reduction Therapies

Facial Plumping Procedures

FIGURE PP 2.5

Spa services

o Massages ~ Sports, Hot Stone, and Deep Tissue
o Facials
o Manicures angd Pedicures

‘/[ Heading 1 style becomes slide title. ]

FIGURE PP 2.6
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To insert slides from a Word outline: 3. In the Insert Outline dialog box, select the file you want

1. Click in the presentation where you want to insert the to insert.
slides. 4. Click the Insert button.

2. On the Home tab, in the Slides group, click the arrow 5. The slides are added to the presentation based on the
below the New Slide button and select Slides from heading styles in the Word document.

Outline. ..

- & ns
s @ % g
Shapes Arrange Quich g
- v Styles~ =

‘ Drawing

_] ] Layout ~ = i
‘ o et New Slide Button I
. B

-
3

Title and Content Section Header

Comparison Title Only

Two Content

I ..... Click Slides from Outline . . . to create
B “rel new slides based on a Word document.

3 Duplicate Selected S)iges
Z4]  slides from Outline...

=] Reuse Slides...

Side1 012 | “Wedian | Engiah (US) | |BEP2 | FIGURE PP 2.7

tips & tricks tell me more

When you insert an outline, all the slides will use the default You can import many file formats from Word, including Word
slide design. Click the Layout button |=)-| on the Home tab documents (both .docx and .doc), plain text (.txt), rich text
to change the layout of a slide. Click the Design tab to make format (.rtf), and HTML (.htm).

any changes to a slide’s design.

i |PP-29
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2.4 Adding WordArt to Slides

Sometimes you'll want to call attention to text that you add to  Word Art Quick Styles are predefined graphic styles you apply
a slide. You can format the text by using character effects, or if  to text. These styles include a combination of color, fills, out-
you want the text to really stand out, you can use WordArt.  lines, and effects.

Contact information

o For more information about Head Over Heels Day
Spa, contact Ken Dishner:
=1 (555)555-2200
o kdishner@hhspa.com

o Visit our Web site at hiip:/ /www.hhspa.com

 This text was created with WordArt.

. g
Call us today!

FIGURE PP 2.8

To add Word Art to slides: 3. Replace the text “Your Text Here” with the text for your

1. Click the Insert tab. slide.

2. In the Zext group, click the WordArt button and select a
Quick Style from the gallery.

)WordArt, Button |

WordArt Gallery

© kdishner@hhspa.com

o Visit our Web site at |1

FIGURE PP 2.9
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from the perspective of . . .

DENTAL HYGIENIST

In my profession as a dental hygienist, I created a fun presentation showing good oral
hygiene habits. Using presentation software, I was able to add clip art, music, and cartoons.

My young patients love it.

After you have added WordArt to your document, you
can modify it just as you would any other text. Use the Fonr
box and Font Size box on the Home tab to change the font or
font size of Word Art.

In previous versions of Microsoft Office, WordArt came
with a predefined set of graphic styles that could be for-
matted, but on a very limited basis. Beginning with Power-
Point 2007, Word Art was changed to allow a wide range of

tips & tricks

Be sure to limit the use of WordArt to a small amount of text.
Overuse of WordArt can be distracting to your audience.

stylization. When you add Word Art to a
slide, the Drawing Tools Format contextual
tab appears. In the WordArt Styles group
you can apply Quick Styles to your Word-
Art, or modify it further by changing the
text fill, text outline, and text effects.

tell me more

You can change the look of WordArt using the commands
in the Transform gallery. You can choose to display the text
along a path or to distort the letters, creating a warped
effect. To transform WordArt, first click the Format tab
under Drawing Tools. In the WordArt Styles group, click the
Text Effects button. Point to Transform and select an
option from the gallery.

skill 2.4  Adding WordArt to Slides
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2.5 Understanding the Content Placeholder

A good presentation contains a balance of text, graphics,  To add content to a slide through the content placecholder:
charts, and other subject matter. The content placeholder is a

1. Click the icon of the type of content you want to add.
special type of placeholder that gives you a quick way to add a

. . . . 2. The associated dialog box or task pane appears.
variety of material to your presentations. In PowerPoint, you

can add several types of content to your slides through the
content placeholder:

3. Add the content in the same manner as if you accessed
the command from the Ribbon.

S

G I |

o
Insert Table

Insert Chart

Insert SmartArt Graphic

Insert Picture from File

Clip Art

Insert Media from File

/
A

Home Insert Design Transitions Animations Slide Show Review View P—
=m ) v 3 layout T oAt e | @y | == arap s, =, 3 Shape Fill ~ 44 Find
"‘j 43 J B Reset - ook . = La L2 Shape Outline - | 33 Replace ~
Paste Do o= | B L L & shedY-aa- | A - [ Shapes:Amage. k. shapecrtens - || 13 selec’>
Clipboard :'.‘ Slides ‘ Font Drawing .| Editing
3
Click to add title
o Click to add text J
- L] a - 9
: [ Click an icon to add content to the slide.
| SBC281vicES /
- Sy
—— N
e )
o [}
-H'oi'i Memg’ 5

ti pS & tricks When you add slides to a presentation, you can choose slides that are preformatted with
content placeholders. Some slide layouts contain one content placeholder, but other layouts
include multiple content placeholders, allowing you to add more than one content type to
a slide.

|
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2.6 Creating Tables in Presentations

When you have a large amount of data on one slide, you will
want to organize the data so it is easier for your audience
to understand. A table helps you organize information for
effective display. Tables are organized by rows, which display

To add a table to a slide:

1. Click the Insert tab.

2. Click the Table button.

3. Select the number of cells you want by moving the cursor
across and down the squares.

4. When the description at the top of the menu displays the

number of rows and columns you want, click the mouse.

5.

The table is inserted into your presentation.

FIGURE PP 211

horizontally, and columns, which display vertically. The inter-
section of a row and a column is referred to as a cell. Tables
can be used to display everything from dates in a calendar to
sales numbers to product inventory.

Cost comparison

o Head Over Heels’ pricing structure is on §
all major com

el |

eftitors: Column

[W.Coli!purhom

Massage Lip Plumping

Head Over Heel Day Spa s100 s80

Wu Sach Health & Beauty $120
Inner Peace Outer Beauty $150
Spa

Ms. Feng Shui's House of

90
Tranquility o

Insert Tab [S—m—"

Home Inset € Desi Slide Show

Box & Foater

Text

N AEDE T8 |

Text Header WordAt Date  Slide Object Equmon ymbol Vldec Andm
&Time Number

Media

EZEEYE IVER-N IR
Table . SmartArt Chart Hy fink Action

-1 ‘l Table Button Iw i & |
|| Insert Table Links

| Symbols

| O I
|

Move your cursor across
and down the squares.
o
2 [InsertTable...

4 DrawTable
0@ ExcelSpreadsheet

[l

tell me more

When you add a table to a slide, the Table Tools contextual
tabs display. These tabs contain commands for working with
tables. From the Design tab, you can modify the rows and
columns, apply table styles and effects, and change the
table’s borders. From the Layout tab, you can delete and
add rows and columns, change the alignment of text in cells,
change the size of cells, and change the size of the table.

| FIGURE PP 212

try this

To add a table from the Insert Table dialog box:

> Click the Table button and select Insert Table . .

> Click the Insert Table icon D in the content placeholder

In the Insert Table dialog box, enter the number of rows
and columns for your table. Click OK to add the table to the
slide.

skill 2.6

|
- - - PP-33
Creating Tables in Presentations ! I
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2.7 Adding Charts to Slides

When creating a PowerPoint presentation, you will want to
display your data in the most visual way possible. One way to
display data graphically is by using charts. A chart takes the
information you have entered in a spreadsheet and converts
it to a visual representation. In PowerPoint, you can create a
wide variety of charts including bar charts (both stack and
3-D), pie charts, column charts, scatter charts, and line charts.

To add a chart to a presentation:
1. Click the Insert tab.
2. In the llustrations group, click the Insert Chart button.

3. In the Insert Chart dialog box, click a chart type category
to display that category in the right pane.

4. Click a chart type in the right pane to select it.
5. Click OK to add the chart to the slide.

Tables Images |

EHE L BP™

Table  Picture Clip Screenshot Photo | Shapes SmartArt Chart | Hyperlink Action
v Art » bum v

| Insert Chart Button

Qi HE4dEIE T8

Text Header WordArt Date Slide Object Equation Symbol | Video Audio

| Links Text Symbols

FIGURE PP 213

Box &Footer &Time Number ‘

Media |

—
4 Click a chart type in the right pane.

gw \W{MJE&{W;M{M\WE
(e TN
PA  Area = = = = =

i oo || ] ] 8] AA] b

@ Ssurface o : - -
¥ Radar e -

\!(\9 | @ |$B @) € L

[ Manage Templates... | | SetasDefauit Chart | /L ok | [ cancel |

FIGURE PP 214

[ Click OK to insert the chart. l

tips & tricks

If you typically use one type of chart for your presentations,
you can set that chart type as the default chart type. In the
Insert Chart dialog box, select the chart type you want to set
as the default. Next, click the Set as Default Chart button.
Now when you open the Insert Chart dialog box, that chart
type will automatically be selected and you won't need to
search through the different chart types to find the one you
want to use.

tell me more

When you add a chart to a presentation, PowerPoint will
automatically launch Microsoft Excel, with sample data for
your chart entered for you. Just replace the sample data
with your own data, close Excel, and return to PowerPoint to
see your finished chart.

try this
To open the Insert Chart dialog box, you can also click the

Insert Chart icon g in the content placeholder on the
slide.

powerpoint 2010
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2.8 Adding SmartArt to Slides

SmartArt is a way to take your ideas and make them visual.
Where presentations used to have plain bulleted and ordered
lists, now they can have SmartArt. SmartArt images are
visual diagrams containing graphic elements with text boxes
in which you enter information. Using SmartArt not only
makes your presentation look better but helps convey the
information in a more meaningful way.

There are eight categories of SmartArt for you to choose
from:

List—Use to list items that do nzot need to be in a
particular order.

Process—Use to list items that do need to be in a
particular order.

Cycle—Use for a process that repeats over and over again.

Hierarchy—Use to show branching, in either a decision
tree or an organization chart.

Insert SmartArt Button

Hnml Insert. O Insert Tab jimatis
M E Ll B D H‘FJ I

Picture Clip Screenshot Photo  Shapes SmartArt Chart | Hyperlink Action
Art ¥ Ibum ~ 4

Table

Box &Footer

Tables Images | Links Text

AR AEIE T8

Text Header WordArt Date Slide Object Equmon Symbol
&Time Number

Relationship—Use to show relationships between items.
Matrix—Usc to show how an item fits into the whole.

Pyramid—Use to illustrate how things relate to each
other with the largest item being on the bottom and the
smallest item being on the top.

Picture—Use to show a series of pictures along with text
in the diagram.

To insert a SmartArt diagram:
1. Click the Insert tab.

2. In the Hlustrations group, click the Insert SmartArt

Graphic button.

In the Choose a SmartArt Graphic dialog box, click a
SmartArt graphic type.

4. Click OK.
5. The SmartArt diagram is added to the slide.

3.

Video Audio

FIGURE PP 2:15

Symbols Media

Select a graphic from the list
to display it in the right pane.

\ --
Process
¥,

Cyde Click a SmartArt category
rerarchy | to display it in the list. 1
| Relationship . )
—— - l I i -/
Pyramid -
Picture [ - = == =9
) Office.com “i

tips & tricks

When choosing a SmartArt diagram, it is important that the
diagram type suits your content. In the Choose a SmartArt
Graphic dialog box, click a SmartArt type to display a pre-
view of the SmartArt. The preview displays not only what the
diagram will look like, but also includes a description of the
best uses for the diagram type.

BN\

Basic Block List

Use to show non-sequential or grouped
blocks of hfonnaﬂon Maxmzes both |
i - ce fo

d FIGURE PP 2:16

tell me more

You can also convert existing text into SmartArt:
1. Select the text you want to convert.

2. On the Home tab, in the Paragraph group, click the
Convert to SmartArt Graphic button <% - and
select a SmartArt style to apply to the text.

try this
To insert a SmartArt diagram, you can also click the Smart-
Art icon [7= in a content placeholder.

skill 2.8  Adding SmartArt to Slides
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2.9 Adding Shapes to Slides

A shape isa drawing object. that you can qulck.ly addroyour (" e O
presentation. The PowerPoint Shapes gallery gives you access
to a number of prebuilt shapes to add to your presentation. Sers a1 EEmmEe ¥
There are a number of types of shapes that you can add to ;
slides, including Callouts [l
(" Lines % N Action Buttons 1=
A
Rectangles
g L] To add a shape to a slide:
Basic Shapes 1. Click the Insert tab.
2. In the lllustrations group, click the Shapes button and
e os =) select an option from the Shapes gallery.
Equation Shapes = 3. The cursor changes to a crosshair [4|.
=
b 4 4. Click anywhere on the document to add the shape.
W™ et (WO e lllustrations Group | 7
O Bl o B 1P o HFAOR 480« T8
Tadle  Pcture Chp  Screenshot Photo |SmartArt Chat  Myperdink Action Tet  Meader WorcAt Date  Side Object  Louation (ymool  Wideo Audho
. et T aama e ] | Box &Faoter - &Time Number - v e
Recently Used Shapes. - Test Symbels. Media
Shapes Button B\\O0OALLP G B -
TRUEEE™
Lines.
ANATLL 2 2N
:n_ﬁ R “ 1 Shapes Gallery
e e e Head Over Heels?
\ BOABROOCOOVO®
' loGOoOrLsoonao
. 00@AUEo\ B O o
0C) 02 P
SR nenpepas M BenSpas ¥ KK ¥

Co2wnODL PRI

vices and maintenance plans

SEL

dly staff to meet your every need
: of services
nDo<ecOnli®c0a
ODCNO® R & ATAD dus surroundings
QOO
Stars and Banners
LS ACOOOee8e
QoL [T IR
Callouts
LoD A d
. AAd
Acton Buttors
EEENEEEEEEE
FIGURE PP 217 l g9 oty | Meawn | I HEB0T wn Q T
tips & tricks tell me more
Once you have added a shape to a document, there are a When you insert a shape into a presentation, the Format tab
number of ways you can work with it: under Drawing Tools displays. This tab is called a contextual
> To resize a graphic: click a resize handle ( LJI] or Q—) tab because it only displays when a drawing object is the
and drag toward the center of the image to make active element. The Format tab contains tools to change the
it smaller or away from the center of the image to look of the shape, such as shape styles, effects, and place-
make it larger. ment on the page.
> To rotate a graphic: click the rotate handle $ and drag .
your mouse to the right to rotate the image clockwise try this
Ortohie et to “?t"’fte the iHioes countt.erclockvwse‘ To add a shape, you can also click the Shapes button in the
> To move a graphic: point to the graphic anq when the Drawing group on the Home tab.
cursor changes to the move cursor , click and
drag the image to the new location.
PP-36] }
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210 Adding Text to Shapes

One way to bring attention to text on a slide is to include it
as part of a shape. A shape will draw your audience’s focus to

To add text to an existing shape:

1. Select the shape you want to add text to.
whatever text you add to it. When you add a shape to a slide,
the shape behaves as a text box. All you need to do to add text
to the shape is begin typing. You can also go back and add text

2. Type the text you want to add to the shape.
3. Click outside the shape.

to shapes that you previously added to a slide.

? Select the shape you want to add text to. J

Head Over Heels Day Spa is pleased
to announce the seven latest additions
in their exclusive HOH line of spa
products:

1. HOH Diamond Scrub
. HOH Deep Black Mud Mask
. HOH Xtra Bubbly Bath Salts
. HOH Mint Julep Bath Fizzy

- HOH Tropical Paradise Bath Fizzy

. HOH Doggie and Me Shampoo

. HOH Doggie and Me Conditioner

‘ FIGURE PP 218

tips & tricks tell me more

When adding text to shapes, be sure not to use this design
element too often. If every slide in your presentation has a
shape with text, your presentation can seem too busy and
the emphasis of the text is lost.

Just as with any text box, you can add complex formatting
to the text you add to a shape. You can apply bold, italic, and
other character formatting to the shape’s text. You can also
change the font size and color. If you really want to make the
text stand out, you can apply the WordArt formatting styles to
add shadows, 3-D rotation, glows, and reflections to the text.

try this
To add text to a shape, right-click the shape and select Edit

Text. The cursor appears in the shape ready for you to add
your text.

skill 210  Adding Text to Shapes
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211 Adding Clip Art Images to Slides

PowerPoint’s clip art feature allows you to insert clips into
your presentation. These clips include images, photographs,
scanned material, animations, sound, and video. By default,
PowerPoint inserts these clips as embedded objects, meaning
they become part of the presentation (changing the source
file will not change them in the new document). The Clip
Art task pane allows you to search for different kinds of clips
from many different sources.

To add clip art to a slide:
1. Click the Insert tab.
2. In the Images group, click the Clip Art button.

Home Insert:

art v
Tables ‘ages

== L EY

Table Picture | Clip |Screenshot Photo  Shapes SmartArt Chart

. The Clip Art task pane appears.

. Type a word or phrase describing the clip you want to

add in the Search for: box.
Click the Go button.

. Click the clip you want to add it to the slide.

9

Audio

View

;
[ A =
L é Lo
Text Header WordArt Date
Box & Footer &Time Number

Text

stions  SlideShow  Review

[ Clip Art Task Pane ]

Hypertink Action

Links

Sides Lo'_ggL[ Clip Art Button

-

‘I@EL Go Button

]

L *m
’%; {?’A @

€ Find more at Office.com
© Hints for finding images

Slide4 of 11 | "Medlan” | 5 English (U.S)

FIGURE PP 219

tips & tricks

You can narrow your search by media type, only searching
for illustrations or photographs or videos or audio clips. Click
the Results should be: arrow and click the check box in
front of a media type to include or exclude those types of
files from your search. Click the All media types check box
to select and deselect all types at once.

PP-38]| }

tell me more

Microsoft's Web site for Office content, Office.com, contains
more clips for you to use in your documents. If you are con-
nected to the Internet, click the Include Office.com con-
tent check box to include content from the Web site in your
search results.

(]
try this
To display the Clip Art pane, you can also click the Clip Art
icon [F&] in the content placeholder.

To insert an image from the Clip Art task pane, you can
also point to the image and click the arrow that appears. A
menu of options displays. Click Insert on the menu to add
the clip to your document.

powerpoint 2010
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212 Adding Screenshots to Slides

A screenshot captures the image on the computer screen
(such as an application’s interface or a Web page) and creates
an image that can then be used just as any other drawing or
picture. With previous versions of PowerPoint, you had to
use another application to create the screenshot and then
insert the image through PowerPoint. In PowerPoint 2010,

you can now use the Insert Screenshot command to capture
and insert screenshots into presentations all from within the
PowerPoint interface.

g Insert Tab

File Home  Insert & Deg hations

M um S O 2 e—
E mlJ, EE scé.i: o e SCreenshot Button
Art

Album ~ > & Footer

‘Sfide Show Review View

Header WordArt Date

To add a screenshot to a presentation:
1. Click the Insert tab.
2. In the Images group, click the Screenshot button.

3. The Available Windows section displays a thumbnail
image of each of the currently open windows.

4. Click a thumbnail to add the screenshot of that window
to the presentation.

) 3

5

| 85 4 354 TCQ@Q

Slide Object Equmon Symbol video Audlo
&Time Number

‘ Symbols Media

Tables | B | Text

o &} Screen Clipping

IR
n_"-=""—1 Available Wmdows onines

Each spa service is
personalized to meet our

clients’ needs and wishes

o traditional day
Head Over Heels
fers altemative
healing therapies, and non
surgical cosmefic procedures

FIGURE PP 2.20

tips & tricks

The Screenshot gallery displays thumbnails of all the cur-
rently open windows. But what if you want to take a screen-
shot of only part of a window, or a screenshot of the entire
desktop? You can use the Screen Clipping tool to take a
screenshot of any part of the computer screen.

tell me more

After you have inserted a screenshot into a presentation, the
Format tab under the Picture Tools contextual tab displays.
This tab is called a contextual tab because it only displays
when a drawing object is the active element. The Format tab
contains tools to change the look of the image, such as color
correction, artistic effects, and picture styles.

I |PP-39
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213 Adding Pictures to Slid

Sometimes adding a photograph or an illustration to a slide
will convey a message better than text alone. Use the Insert
Picture dialog box to insert pictures that you created in
another program or downloaded from your smart phone or
digital camera into your presentation.

To insert an image from a file:
1. Click the Insert tab.

il 77”0"\2 Insert:
EH |d B8 @

Table = Picture Clip Screenshot
v Art v

. &
Album *
Images

FIGURE PP 2.21

}|_Tables

Photo | Shapes SmartArt Chart  Hyperink Action

S

2. In the Images group, click the Insert Picture from File
button.

3. The Insert Picture dialog box opens.

4. Navigate to the file location, select the file, and click
Insert.

Review

View

Slide Show

Pl Qi NE4AEERE T O

Text Header WordArt Date Slide Objett Equation S

Video Audio
Box & Footer > v

&Time Number

Illustrations Links Text Symbols Media |

Insert Picture from File Button ’

Organize v New folder

-
@ Microsoft PowerPc

Pictures library

v

Navigate to the location you want.

Arrange by:  Folder v

Images

& Favorites
# Downloads
Ml Desktop
% Recent Places
1 AccuRev

4 Libraries
3 Documents
J’ Music
[&=! Pictures
B Videnc

-

File name: happy_hands

FIGURE PP 2.22

tips & tricks

By default, PowerPoint inserts pictures as embedded objects,
meaning they become part of the new document. Changing
the source file will not change or affect the newly inserted
image.

!
\ - A

happy_hands

rehabilitation treatment_room
\{ Select the file you want to insert. ]

[ Click the Insert Button. ]
-]
l

v Al Pictures

- [ [ |

Tools Cancel

tell me more

You can create photograph slide shows including captions
using PowerPoint’s Photo Album feature. On the Insert tab,
in the Images group, click the Photo Album button. Use
the Photo Album dialog box to add photos, create captions,
and modify the layout. Click the Create button to create the
photo album as a new presentation.

try this
To open the Insert Picture dialog box, you can also click the
Insert Picture from File icon Q in the content placeholder.

PP-40| powerpoint 2010
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214 Adding Sounds to Slides

Sound files, such as music or sound effects, can enhance your
slides, making them more engaging to your audience. You can
add sounds to your presentation from the Clip Organizer,
from files you have downloaded from the Internet, or from
files you've recorded yourself.

To insert a sound:

1. Click the Insert tab.
2. In the Media group, click the Insert Audio button.

3. In the Insert Audio dialog box, browse to find the file
you want and click the sound file to select it.

4. Click Insert to add the sound file into your presentation.

{ vecn)

Slide Show Review

Home Insert imations

Insert Audio Button

Tables Images | Links Text

View
— EE [ B a = i =
hd B8 < BR [ = “Q‘ 7 = 5 FE @ T
Table Picture Clip Screenshot Photo Shapes SmartArt Chart Hyparlink Action Text Header WordArt Date Slide Object Equation Symbo Video Audio
- Art > Ibum * v Box & Footer v &Time Number - v .

Symbols | Media | FIGURE PP 2.23

Organize v New folder

-
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El Documents L)
@' Music ¥ ceo
|&=| Pictures E |4 introduction [ )
B Videos 3] ms jingle Select the sound file.
~ 2] relaxation
1% Computer | 4] soothing sounds |
&, Local Disk (C:)
. Day Spa

) D ) .
9. S Click Insert.
File name: soothing sounds v [Audio Files v

tips & tricks

When you add a sound to a slide, a sound icon is added to
the slide. When you run your presentation, this icon will dis-
play as part of the slide, and a play bar will display when you
rest your pointer over it. To hide the icon, click the Playback
tab under Audio Tools. In the Audio Options group, click the
Hide During Show check box.

try this
To open the Insert Audio dialog box, you can also click the

arrow next to the Insert Audio button and select Audio
from File . . .

Tools ~ [ Inge: l'] [ Cancel ]

FIGURE PP 2.24

tell me more

When you add a sound to a slide, the Audio Tools contex-
tual tabs display. These tabs contain commands for work-
ing with sound objects in PowerPoint. The Format tab allows
you to change the look of the sound icon in the presenta-
tion, including applying artistic effects and Quick Styles to
the icon. The Playback tab provides tools for editing the
audio file within PowerPoint. From the Playback tab, you can
change the slide show volume, fade the audio in and out,
loop the sound, and preview the sound.

skill 244  Adding Sounds to Slides
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215 Adding Movies to Slides

A movie is a multimedia clip that includes moving images
and sounds. If you already have digital movies ready to go,
you can add them directly into your presentation. If you don’t
have digital movies, PowerPoint comes with preset sound and
animation files to add to your presentation.

To insert a movie:

1. Click the Insert tab.
2. In the Media group, click the Insert Video button.

Home

b 8 » B @

Insert-

Table Picture Clip Screenshot Photo | Shapes SmartArt Chart | Hyperink Action
> Art > Album ~ v

Tables

FIGURE PP 2.25

Images

| Insert Tab

3. In the Insert Video dialog box, browse to find the file you
want and click the movie file to select it.

4. Click Insert to add the movie file into your presentation.

.. Insert Video Button
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tell me more

Some of the movie formats that PowerPoint supports include
windows video file format (.avi)
Wwindows media video format (.wmv)
MPEG format (.mpeg or .mpg)
MP4 video format (.mp4)
QuickTime movie format (.mov)

PP-42| |

Click Insert.
~ | Video Files -

Ingert Iv Cancel

Tools +~

try this
To open the Insert Movie dialog box, you can also

> Click the Insert Video button arrow and select Video
from File . ..

> Click the Insert Media Clip icon [€3] in the content
placeholder.

powerpoint 2010
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Data files for projects can be found on
www.mhhe.com/office2010skills

Skill Review 241

In this review, you will use the skills learned in Chapter 2 to edit an existing presentation.
1. Open an existing presentation:

a. Open Microsoft PowerPoint 2010.

b. On the File tab, click Open.

c. In the Open dialog box, navigate to the location of your PowerPoint 2010 student

files.
d. Find Ch2_Reviewl HealthFair.pptx and double-click the file to open it.
e. On the File tab, click the Save As option.

f. Change the file name to [your initials]JPP_SkillReview 2-1, then
click OK.

2. Work with text within slides including adding text, formatting lists, and using outlines:

a. Add a text box:
(1) Click the Insert tab.
(2) In the Zext group, click the Text Box button.
(3) Click on Slide 1, in the top center of the right panel.
(4) Type: January 24, 2011
(5) Click outside the text box to deselect it.
b. Add a numbered list to a slide:
(1) On Slide 2, click in the text box placeholder.
2) On the Home tab, click the arrow next to the Numbering button.
3) Select the 1., 2., 3. style from the gallery.

2

3)

(4) Type: Increase Health Awareness, then press Enter.

(5) Type: Include Activities for All Ages, then press Enter.
(6)

6) Type: Motivate Participants toMake Positive Health
Choices.

c. Add a bulleted list to a slide:
(1) On Slide 3, click the edge of the content text box to select it.
(2) On the Home tab, click the arrow next to the Bullets button.
(3) Select the Checkmark Bullets style from the gallery.

d. Insert slides from a Word outline:
(1) In the Slide pane, click between Slide 3 and Slide 4.

(2) On the Home tab, in the Slides group, click the New Slide button arrow and
select Slides from Outline. ..

(3) In the Insert Outline dialog box, select the Ch2_Reviewl_Target Outline.docx
file.

(4) Click the Insert button.
3. Organize text with Word Art, Content placeholder, and tables:
a. Add Word Art to slides:
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(1) Click on Slide S.
(2) Click the Insert tab.

(3) In the Zext group, click the Word Art button and select the Fill-Olive Green,
Accent 3, Outline-Text 2 Quick Style (last style in the first row) from the
gallery.

(4) Replace the text “Your Text Here” with Activities.

(5) Select the WordArt box and drag it until it’s centered across the top of the slide.
b. Use the Content placeholder to create a table and add a table to a slide:

(1) On Slide S, click the Insert Table icon in the Content placeholder.

(2) In the Insert Table dialog box, use the arrow, to enter 3 columns and 4 rows. Click
OK.

(3) The table is inserted into your presentation.

(4) On the Table Tools Design tab, in the Table Styles group, click the More button. In
the gallery, select Medium Style 2—Accent 3.

(5) Add the following text:

ACTIVITY TOPIC TARGET AUDIENCE
Glo-Germ Demo Hand Washing ALL
You Booze, You Driver/Passenger T, A

Cruise, You Lose

Bicycle Rodeo Bicycle/Pedestrian e, T

Safet
L i J

4. Add interest through charts, SmartArt, and shapes with text:
a. Add a chart:
(1) Add a new slide.
(2) In the Zitle placeholder, type: At tendance
(3) Click in the Content placeholder.
(4) Click the Insert tab.
(5) In the Hllustrations group, click the Chart button.
(6)

6) In the Insert Chart dialog box, click the Column category to display that category
in the right pane.

(7) Click the Clustered Cylinder type in the right pane to select it.
(8) Click OK to add the chart to the slide.
(9) Change the text in the Chart in Microsoft PowerPoint Excel pop-up from:

4 Series 1 Series 2 Series 3
Category 1 4.3 2.4 2
Category 2 25 4.4 2
Category 3 2k [ 1.8 3
Category 4 4.5 208 5
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to:

2010 2011 2012
Children 85 130 145
Teens 70 60 85
Adults 90 S5 110

(10) Close the Excel window.
b. Use SmartArt objects:
1) Add a new slide
2) Delete the Title placeholder.
3) In the Content placeholder, click the Insert SmartArt Graphic button.
4) In the Choose a SmartArt Graphic dialog box, click the Relationship category.

(
()
3)
(4)
(5) Click the Funnel icon in the right pane.
(6) Click OK.
(7) The SmartArt diagram has been added to the slide.
(8) In the Type your text here pane, type (one per line):
Activities
Demos
Giveaways
Fun
(9) Close the Type your text here pane.
c. Add shapes with text:
(1) Click above the Funnel SmartArt.
(2) Click the Insert tab.
(3) In the Hlustrations group, click the Shapes button.
(4)

4) In the Stars and Banners category, click the Horizontal Scroll shape in the
gallery. Click above the Funnel SmartArt to add the shape to the slide.

(5) Type: Join Us.

5. Add graphics including clip art images and pictures:
a. Add c/ip art images:

(1) Click on Slide 4.
2) Click the Insert tab.
3)
)
)

(
(3) In the Images group, click the Clip Art button.

(4) In the Clip Art pane, type: Target in the Search for: box.
(

(

5) Click the Go button.
6) Click the clip of your choice to add it to the slide.
b. Add a picture from a file:
(1) Click on Slide 6.
2) Click the Insert tab.
3) In the Images group, click the Picture button.

(2)

(3)

(4) The Insert Picture dialog box opens.

(5) Navigate to the data files folder, select the bikes.jpg file, and click Insert.
(6)

6) Click and drag the bikes picture to align below the bicycle rodeo text.
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6. Add media to slides including sounds and movies:
a. Add sound:
(1) Click on Slide 7.
(2) Click the Insert tab.
(3) In the Media group, click the Insert Audio button.
(4) The Insert Audio dialog box opens.
(5
(6) Click Insert to insert the sound file into your presentation.
(7) Click the Audio Tools Playback tab.
(

8) In the Audio Options group, click the Start drop-down list, select Automatically,
and select the Hide During Show check box.

b. Insert a movie:

(1) Click on Slide 6.
(2) Click the Insert tab.
(3)
(4)
(5)
(

)
)
)
) Navigate to the data files folder, select the applause.mp3 sound file.
)
)
)

In the Media group, click the Insert Video button.
The Insert Video dialog box opens.
5) Navigate to the data files folder, select the activities.wmuv video file.
6) Click Insert to insert the video file into your presentation.
(7) Select the movie clip and drag it below the table.
7. View the presentation:

(1) On the View tab, in the Presentation Views group, click Slide Sorter for an overall
understanding of the presentation structure.

(2) On the status bar, click the Normal button to add or edit content.

(3) Save the file.

Skill Review 2.2

In this review, you will use the skills learned in Chapter 2 to edit an existing presentation.
1. Open an existing presentation:

a. Open Microsoft PowerPoint 2010.

b. On the File tab, click Open.

c. In the Open dialog box, navigate to the location of your PowerPoint 2010 student

files.
d. Find Ch2_Review2_IdentityThefi.pptx and double-click the file to open it.
e. On the File tab, click the Save As option.

f. Change the file name to [your initials]PP_SkillReview_2-2, and
then click OK.

2. Work with text within slides including adding text, formatting lists, and using outlines:
a. Add a text box:
(1) Click the Insert tab.
(2) In the Zext group, click the Text Box button.
(3) Click on Slide 1, in the center, below the line.
(4) Type: The Basics
(

5) Click outside the text box to deselect it.

|
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b. Add a numbered list to a slide:
(1) On Slide 2, click in the text box placeholder.
(2) On the Home tab, click the arrow next to the Numbering button.
(3) Select the 1., 2., 3. style from the gallery.
(4) Type: Prevent, then press Enter.
(5) Type: Perceive, then press Enter.
(6) Type: Protect, then press Enter.
c. Add a bulleted list to a slide:
(1) On Slide 3, click the edge of the content text box to select it.
(2) On the Home tab, click the arrow next to the Bullets button.
(3) Select the Hollow Square bullet style from the gallery.
d. Insert slides from a Word outline:
(1) In the Slide pane, click between Slide 3 and Slide 4.

(2) On the Home tab, in the Slides group, click the New Slide button arrow and
select Slides from Outline. . .

(3) In the Insert Outline dialog box, select the Ch2_Review2_Target Outline.docx
file.

(4) Click the Insert button.

(5) On the Target Audience Key slide (4), select Title placeholder and the Content
placeholder.

(6) On the Home tab, in the Font group, click the Font Color drop-down arrow and
select White, Text 1.

3. Organize text with Word Art, Content placeholder, and tables:
a. Add Word Art to slides:
(1) Click on Slide 5.
(2) Click the Insert tab.

(3) In the Zext group, click the WordArt button and select the Fill-White, Drop
Shadow (third style in the first row) from the gallery.

(4) Replace the text “Your Text Here” with The Basics

(5) Select the WordArt box and drag it until it’s centered across the top of the slide.
b. Use the Content placeholder to create a table and add a table to a slide:

(1) On Slide 5, click the Insert Table icon in the Content placeholder.

(2) In the Insert Table dialog box, use the drop-down arrows to select 3 columns and
4 rows. Click OK.

(3) The table is inserted into your presentation.

(4) On the Table Tools Design tab, in the Table Styles group, click the More button. In
the gallery, select Medium Style 2.

(5) Add the following text:

PREVENT

Protect your Social
Security number

PERCEIVE

Learn the signs of
identity theft

PULL THROUGH

Take the steps to
recover

Be careful when
using the Internet

Monitor your

information

Freeze credit and
set Fraud Alert

Treat your mail and

trash carefully

Obtain and review

free credit report

Prove you are a

victim

|
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(6) Select the last three rows.

(7) On the Home tab, in the Font group, click the Font Color arrow, and select
Black, Background 1.

4. Add interest through charts, SmartArt, and shapes with text:
a. Add a chart:
(1) Add a new slide after Slide 5.

(2) In the Title placeholder, type: FTC Top 10 Consumer Fraud
Complaint Categories

(3) Click in the Content placeholder.

(4) Click the Insert tab.

(5) In the Hllustrations group, click the Chart button.
)

(6) In the Insert Chart dialog box, click the Pie category to display that category in
the right pane.

(7) Click the Pie in 3-D type in the right pane to select it.
(8) Click OK to add the chart to the slide.
(9) Change the text in the Chart in Microsoft PowerPoint Excel pop-up from:

( Sales )
1st Qtr 8.2
2nd Qtr 3.2
3rd Qtr 1.4
K4th Qtr 1.2 )
to:

a % =Y
Identity Theft 37
Internet Auctions 12
Foreign Money Offers 8
Shop-at-Home/Catalog Sales 7
Prizes/Sweepstakes and Lotteries 7
Internet Services and Computer Complaints 5
Business Opportunities and Work-at-Home Plans 2
Advance-Fee Loans and Credit Protection 2
Telephone Services 2
Other 17

b 4

10) When you are finished, close the Excel window.

11) Click the Legend text box in the chart to select it.

(10)
(11)
(12) On the Home tab, in the Font group, change the font size to 10.5.
(13) Select the Chart Title text box and press Delete.

(14)

14) Right-click the chart to display the shortcut menu; then select Add Data Labels.

|
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b. Use SmartArt objects:
(1) Add a new slide.
2) Delete the Title placeholder.
3) In the Content placeholder, click the Insert SmartArt Graphic button.
4) In the Choose a SmartArt Graphic dialog box, click the Relationship category.

()
(3)
(4)
(5) Click the Basic Venn icon in the right pane.
(6) Click OK.
(7) The SmartArt diagram has been added to the slide.
(8) In the Type your text here pane, type (one per line):
Prevent
Perceive
Pull Through
(9) Close the Type your text here pane.
c. Add shapes with text:
(1) Click the Insert tab.
(2) In the Hlustrations group, click the Shapes button.

(3) In the Stars and Banners category, click the Horizontal Scroll shape in the gallery
to add it to the slide.

(4) Type: Remember

5. Add graphics including clip art images and pictures:
a. Add clip art images:

(1) On Slide 4, click to the right of the bulleted list.
(2) Click the Insert tab.
(3)
(4) In the Clip Art pane, type: Target in the Search for: box.
(5) Click the Go button.

(6) Click the clip of your choice to add it to the slide.

b. Add a screenshot:

(1) Open your Internet browser and go to http://www.frc.gov/bep/edu/microsites/

In the Images group, click the Clip Art button.

idtheft/consumers/filing-a-report.html
(2) Maximize your [your initials|PP_SkillReview_2-2.ppix file.
(3) Select the Filing a Complaint slide.
(4) Click the Insert tab.
(

In the Images group, click the Screenshot drop-down arrow and select the
browser window with the FTC site.

4
5

N Ny N N

(6) A screenshot of the Web page will display on your slide.
(7) If necessary, select the screenshot and resize and center it under the table.
c. Add a picture from a file:
(1) Click the Objectives slide.
2) Click the Insert tab.
3) In the Immages group, click the Picture button.

2)

3)

(4) The Insert Picture dialog box opens.

(5) Navigate to the data files folder, select the hiefpng file, and click Insert.
(6)

6) Click and drag the #hief picture to center it on the page.
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6. View the presentation:

a. On the View tab, in the Presentation Views group, click Slide Sorter for an overall
understanding of the presentation structure.

b. On the status bar, click the Normal button to add or edit content.

c. Save the file.

challenge yourself 1

In this challenge, you will use the skills learned in Chapter 2 to create a team orientation
presentation.

1. Create a new presentation:
a. Open Microsoft PowerPoint 2010.
b. Create a new presentation using the Perspective theme.
c.Savethefileas [your initials]PP_Challenge 2-3.
d. Use the Normal view button to add or edit content.
2. Work with text within slides including adding text, formatting lists, and using outlines:
a. Add text:
(1) Type the title: Team Orientation
(2) Add the subtitle: The Basics
b. Add lists to slides:
(1) Add asslide titled Welcome & Introduction
(2) Create a numbered list including the following items:
1.Welcome
2.Team objectives
3.Member introduction
(3) Add a slide entitled Topics

(4) Create a bulleted list using the Checkmark Bullets style from the gallery. Include
the following items:

e Professional attitude
e Quality work
e Active participant
e Provide constructive feedback
c. Insert slides from a Word outline:
(1) Add a new Slide from Outline, using the Ch2_Challl_Outline.docx file.
(2) Change the 7itle text color to Orange, Text 2 and the bullet text to White, Text 1.
3. Organize text with Word Art, Content placeholder, and tables:
a. Add a new slide using the 7izle and Content layout.

b. Replace the title with Word Art with the text: SMART. Use the style Fill-White
Drop Shadow (third style in the first row) from the gallery.

c. Select the WordArt box and drag it until it’s centered across the top of the slide.

d. Add a table using the Content placeholder with 2 columns and 6 rows with the
Medium Style, Accent 2.

e |
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e. Add the following text:

GUIDELINE TO BE EFFECTIVE

Specific Is it clear?

Measurable Can it be measured
effectively?

Attainable Can it be completed?

Relevant Does it apply here?

Time Bound When will it be completed?

4. Add interest through charts, SmartArt, and shapes with text:
a. Add a chart:
(1) Add a new slide titled Time Commitment
(2) Add a chart using the Pie in 3-D type.
(3) Include the following information:
Preparation 30%
Communication 40%
Reporting 20%
Publishing 10%
(4) Add data labels to the chart.
b. Use SmartArt objects:
(1) Add a new slide using the Blank layout.
(2) Insert a SmartArt graphic using the Basic Cycle.
(3) In the Type your text here pane, type (one per line), then resize the graphic if

necessary.
Specific )
Measurable
Attainable
Relevant
Time Bound
b 4

(4) Add a Horizontal Scroll shape above the SmartArt graphic with the text SMART
Review

5. Add graphics including c/ip art images, screenshots, and pictures:

a. On Slide 4, add a Target clip art to the right of the bulleted list.

b. Add a new slide at the end of the presentation. Use the Zitle and Content layout.
c. Title the slide: Teamwork Activities

d. Open your Internet browser and go to: http://www.teampedia.net/

c. Use the Screenshot command to add a screenshot of the Teampedia site to the
Content placeholder.

f. Click Slide 5.
g. Navigate to the data files folder and insert the whistle.jpg picture.

h. Click and drag the whistle picture to align it to the left of the 7itle text on the page,
resizing if needed.
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6. Add media to slides including sounds and movies:
a. Click the Time Commitment slide.

b. Navigate to the data files folder and insert the zime.mp3 audio file. Adjust options to
hide it and run automatically.

c. Click the Topics slide.
d. Navigate to the data files folder and insert the team.wmv video file.
e. Select the video and drag it to center it after the bullets.

f. View the presentation, edit as needed, and then save the file.

challenge yourself 2

You are a member of group that is tasked with planning a class reunion. In this challenge,
you will use the skills learned in Chapter 2 to create a presentation for your group members.

1. Create a new presentation:
a. Open Microsoft PowerPoint 2010.
b. Create a new presentation using the Orze/ theme.
c.Savethefileas [your initials]PP_Challenge 2-4.
d. Use the Normal view button to add or edit content.
2. Work with text within slides including adding text, formatting lists, and using outlines:
a. Add text:
(1) Type the title: Class Reunion: 10th
(2) Add the name of your high school as the subtitle.
b. Add lists to slides:
(1) Add aslide titled Welcome & Introduction
(2) Create a numbered list including the following items:
1.Welcome
.Planning committee
.Initial meeting objectives

. Theme discussion

o oW N

.Task assignment
6.Action plan
(3) Add aslide titled Planning Committee

(4) Create a bulleted list using the Hollow Square Bullets style from the gallery.
Include the following items:

e Jane March
e Rob Walker
e John Patterson
e Michelle Johnson
e Mateo Ruiz
c. Insert slides from a Word outline:
(1) Add a new Slide from Outline, using the Ch2_Chall2_0bj_Outline.docx file.

(2) Select the Music, Food, and Decorations bullets and indent them.

|
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3. Organize text with Word Art, Content placeholder, and tables:
a. Add a new slide using the Zitle and Content layout.

b. Replace the title with a Word Art centered across the top of the slide with the text:
Initial Tasks. Use the style Fill-Orange, Transparent Accent 1, Outline—
Accentl from the gallery. It is the first style in the second row of the gallery.

c. Add a table using the Content placecholder with 3 columns and 10 rows with the
Medium Style, Accent 1.

d. Add the following text:

TASK ASSIGNED DUE
Select date All Today
Select theme All Today
Location options Jon & Sally 27 Mtg
Menu options Jon & Sally 250 MEg
Music options Nikki & Preston 274 Mtg
Decoration options Stacy pEC Mtg
Class list Chance 274 Mtg
Budget final Alyssa 3% Mtg
Invitations Tiaibio 3% Mtg y

4. Add interest through charts, SmartArt, and shapes with text:
a. Add a chart:
(1) Add a new slide entitled Budget
(2) Add a chart using the Pie in 3-D type.

(3) Include the following information:

Venue 30%
Decorations 20%
Music 10%
Food 30%

Invitations 10%
(4) Add data labels to the chart.
b. Use SmartArt objects:
(1) Add a new slide using the Blank layout.

(2) Insert a SmartArt graphic using the Radial Venn. It is located in the Relationship
category in the Choose a SmartArt Graphic dialog box.

(3) Type the following; then resize the graphic if necessary.

- R

Theme (center text line)

Decorations

Music

Food

Invitations
b
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(4) Add a Horizontal Scroll shape above the SmartArt graphic with the text Theme
Based

5. Add graphics including clip art images, screenshots, and pictures:
a. On Slide 4, add a Target clip art to the right of the bulleted list.
b. Add a new slide at the end of the presentation. Use the 7itle and Content layout.
c. Title the slide: Our School
d. Open your Internet browser and go to your high school’s Web page.

e. Use the Screenshot command to add a screenshot of the Web page to the Content
placeholder.

f. Click the Initial Tasks slide.
g. Navigate to the data files folder and insert the whistle.jpg picture.

h. Click and drag the whistle picture to align it left of the 7itle text on the page, resizing
if needed.

6. Add media to slides including sounds and movies.
a. Click the Theme Based slide.

b. Navigate to the data files folder and insert the zheme.mp3 audio file. Adjust options to
hide it and run automatically.

c. Click the Planning Committee slide.
d. Navigate to the data files folder and insert the reunion.wmy video file.
e. Select the video and drag it to center it after the bullets.

7. View the presentation, edit as needed, and then save the file.

on your own

You have decided to begin an online business and need to create a preliminary business plan
to share with prospective lenders

1. Create a PowerPoint business plan that includes the following information:
a. Prospective company name.

b. Contact info (for this assignment you can include only your name and e-mail

address).

c. List of three objectives for your business (numbered list).

d. Key employee positions (bulleted list).

e. Use a Word outline to create a list of products (include the file with your PowerPoint
file).

f. Include a table with at least three items or services and their prices.

g. Add a summary budget chart.

h. Use SmartArt to create a diagram to illustrate relationships among your services/
¥
products.

i. Add a clip art image.
j- Include a screenshot of a Web page relating to your products/services.
k. Add a sound clip and a video clip to your presentation.

L. Save the fileas [your initials]PP_OnYourOwn_ 2-5.

|
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You have been assigned the task of fixing an existing presentation based on the skills learned

in Chapter 2.
1. Using Microsoft Office, open Ch2_Fixit_Careers.pptx.
2. Savethefileas [your initials]PP_FixIt 2-6.
3. Use a text box to add your name and the date to the 77#e slide.
4. Change the text to bullets on the Desired Skills slide.
5. Add aslide between slides 3 and 4. Include a table with two columns having the titles

below and a list of at least three items under each:
a.My Interests

b.Possible Careers

. Add a new slide with a chart with each of the careers you listed and the possibility

percentage that you will select that career. (For example, teaching, 60%; computer
repair, 10%; Web design, 30%). Add data labels and a slide title.

. Add a SmartArt to illustrate the relationship(s) between your careers.

. Add the No Symbol shape over the text If it's not broken, don’t fix it on the last slide.
. Add graphics including clip art images, screenshots, and pictures.

10.
1.

Add media to slides including sounds and movies.
Save the file.

Projects
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chapter

Formatting Presentations

> Change themes and theme

effects

> Apply Quick Styles to text boxes,
tables, and shapes, and adjust the

layout of SmartArt

> Show the ruler and gridlines, and

change placeholder size

> Edit image alignment, grouping,

rotating, and sizing

> Apply animation effects

In this chapter, you will learn the following skills:

Skill 3.1 Changing the Presentation Theme
Skill 3.2 Changing the Color Theme

Skill 3.3 Changing the Theme Effects
Skill3.4 Changing the Slide Background
Skill 3.5 Changing Fonts

Skill3.6 Changing the Look of Text Boxes
Skill3.7 Applying Quick Styles to Text Boxes
Skill 3.8 Applying Quick Styles to Tables
Skill 3.9 Using the Shape Styles Gallery

Skill 3.10 Changing the Layout of SmartArt
Skill 3.1 Using the Picture Styles Gallery
Skill 3.12 Showing the Ruler and Gridlines
Skill 3.13 Changing the Size of Images

Skill 3.14 Changing the Size of a Placeholder
Skill 3.15 Aligning, Grouping, and Rotating Images
Skill 3.16 Applying Animation Effects

Skill 3.17 Modifying Animations

In this chapter you learn the skills necessary to edit and format a PowerPoint
2010 presentation using themes, Quick Styles, text boxes, and animation effects.
By incorporating pictures, animation, color, and backgrounds, you can create a
very professional-looking presentation.



31 Changing the Presentation Theme

A theme is a group of formatting options that you apply to
a presentation. Themes include font, color, and effect styles
that are applied to specific elements of a presentation. In
PowerPoint, themes also include background styles. When

you apply a theme, all the slides in the presentation are

affected.

Home Imu! Design u DeSIgn Tab “‘,s'“”’, rwllcfv

O B | ere
—_ This Presentation
Page Slide
Setup Orientation * Aa

Page Setup L "

Slides | | Buittin

'J [@ Browse for Themes...
G4 save Current Theme...

To apply a theme to the presentation:

1. Click the Design tab.

2. In the Themes group, click the More button [/,
3. Sclect an option in the Themes gallery.

4. All the slides in your presentation now use the new theme.

Colors ~
Fonts =
Effects ~

i) Background Styles +
" Hide Background Graphics

Background ol

|

Click to add notes
Slide10f10 | “Median® |

[mgaz @—O~—®E€s!i

| FIGURE PP 31

tell me more

Although themes are designed to make it easy for you to
create a cohesive look for presentations, you may find that
the themes available in the Microsoft Office applications are
close to what you want but not quite right for your presenta-
tion. To create your own version of a theme, all you need to
do is change the theme's color, font, or effect styles. When
you modify an existing theme, you can save it as your own
custom theme. The file will be saved with the .thmx file
extension. The theme will be saved in the Document Themes
folder and will be available from Excel, Word, and Outlook as
well as PowerPoint.

try this

To apply a theme, you can also click a theme on the Ribbon ‘

without opening the gallery. ‘
You can also change the theme of a presentation from |

Slide Master view. On the Slide Master tab, in the Edit Themes |

group, click the Themes button, and select a theme.

skill 34 Changing the Presentation Theme
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3.2 Changing the Color Theme

When creating a presentation, it is important to choose col-
ors that work well together. Poor color choices can detract
from the message you are trying to convey in your presenta-
tion. If the colors you choose are too muted, your presenta-
tion may seem dull. If the colors you choose are too harsh and
clash with each other, your presentation may seem busy and
unfocused.

PowerPoint 2010 includes a number of color themes for
you to choose from. A color theme is a set of colors that com-
plement each other and are designed to work well in a presen-
tation. A color theme will change the color of backgrounds,

placcholders, text, tables, charts, SmartArt, and drawing objects
in a presentation. When you apply a theme to a presentation,
this includes a color theme, which includes default theme col-
ors for presentation elements. You can change the color theme
without affecting the other components of the theme.

To apply a color theme to a slide master:
1. Click the Design tab.
2. In the Themes group, click the Theme Colors button.

3. Select a color theme from the list that appears.
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tips & tricks

You can create a new color theme, selecting your own col-
ors for text and accents. To create a custom color theme,
click the Theme Colors button and select Create New
Theme Colors . . . Change the theme colors and give the
theme a name.

tell me more

When you change the color theme for a presentation, the
color options for presentation elements will change. The
theme colors will appear in the Font Color menu, as well as
in the Table Styles and Shape Styles galleries. Choose your
colors from these preset theme colors to ensure your docu-
ment has a consistent color design.

try this

You can also change the color theme of a presentation
from Slide Master view. On the Slide Master tab, in the Edit
Themes group, click the Theme Colors button, and select
a color theme.

powerpoint 2010
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3.3 Changing the Theme Effects

In PowerPoint 2010, you can add graphic effects to drawing
objects and text. These graphic effects give you the ability
to create dynamic images without the help of a professional
designer. You can create sophisticated fills for objects and
control the shape outline for objects, including the color,
weight, and line style.

Using these new effects can be overwhelming at first. How
do you know which effects go well together? A part of a pre-
sentation’s theme is the theme effects. The theme effects

Review

Home

Insert Design

consist of line and fill effects that you apply to objects on
your slides, giving you a starting point to create sophisticated
images in your presentations.

To apply theme effects to the presentation:

1. Click the Design tab.

2. In the Themes group, click the Theme Effects button.

3. Select a theme effect from the gallery that appears.
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tell me more

Theme effects are the same in the following Microsoft Office
2010 applications: Word, Excel, PowerPoint, and Outlook.
These applications include 40 prebuilt theme effect com-
binations for you to choose from. Unlike theme fonts and
theme colors, you cannot create your own theme effects in
the Microsoft Office 2010 applications.

try this

You can also change the theme effects of a presentation
from Slide Master view. On the Slide Master tab, in the Edit
Themes group, click the Theme Effects button, and select
an option.

| |PP-59
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3.4 Changing the Slide Background

A background is the graphic element that fills a slide. Back-
grounds can be solid colors, textures, or even images. Each
theme in PowerPoint provides a variety of background styles
from which to choose. Background styles acquire their colors
from the presentation’s theme and range in color from light to
dark. The background styles for themes also include different
background textures, depending on the theme you choose.
When you apply a theme to a presentation the default back-
ground styles will be applied to your slides. To change just the
background of all the slides in a presentation (and not other

theme elements such as fonts), you should change the back-
ground style for the presentation.

To change the background style:

1. Click the Design tab.

2. In the Background group, click the Background Styles
button.

3. Select an option from the Background Styles gallery.
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tips & tricks

You can create your own custom background style from the
Format Background dialog box. To open the Format Back-
ground dialog box, select the Format Background . . .
command at the bottom of the Background Styles gallery.
Here you can change the fill to a solid fill, gradient fill, or
picture fill. Use the tools in the dialog box to further cus-
tomize the background, including colors and the amount of
transparency.

tell me more

Since the background is tied to the presentation’s theme,
when you change the theme of a presentation, not only
does the background of the slides change, but the Back-
ground Styles gallery also changes to reflect the new theme
colors.

try this

You can also change the background for a presentation
from Slide Master view. On the Slide Master tab, in the Back-
ground group, click the Background Styles button, and
select a background.

PP-60| powerpoint 2010

chapter 3 Formatting Presentations



3.5 Changing Fonts

A font, or typeface, refers to a set of characters of a certain
design. The font is the shape of the character or number as it
appears on-screen. You can change the look of text by chang-
ing the font, the font size, or the font color.

To change the font:

1.
2.

3.
4.

Select the text to be changed.

On the Home tab, in the Font group, click the arrow next
to the Font box.

Scroll the list to find the new font.

Click the font name.

To change the size of the text:

3.
4.

Scroll the list to find the new font size.

Click the size you want.

To change the color of the text:

1.
2.

3.

Select the text to be changed.

On the Home tab, in the Font group, click the arrow next

to the Font Color button.

Click the color you want.

1. Select the text to be changed.
2. On the Home tab, in the Font group, click the arrow next
to the Font Size box.
Click the Font arrow.
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tips & tricks tell me more

Using different fonts, font sizes, and font colors can enhance
your presentation, giving it a distinctive appearance. How-
ever, when you create a presentation it is best to limit the
number of fonts, font sizes, and font colors you use. Using
multiple fonts and effects in one presentation can give it a
disorganized and unprofessional appearance.

PowerPoint offers many fonts. Serif fonts, such as Cambria
and Times New Roman, have an embellishment at the end
of each stroke. They are used for notes pages, printed pages,
and body text. Sans serif fonts, such as Calibri and Arial, do
not have an embellishment at the end of each stroke. They
are typically used for titles and subtitles in on-screen pre-
sentations since they have a clean look.

try this
To change the font, right-click the text, click the arrow next
to the Font box on the Mini toolbar, and select an option.
To change the font size, right-click the text, click the arrow
next to the Font Size box on the Mini toolbar, and select an
option.
To change the font color, right-click the text, click the
arrow next to the Font Color button on the Mini toolbar, and
select an option.

skill 3.5 Changing Fonts
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3.6 Changing the Look of Text Boxes

Text boxes are content containers that allow you to place text b. Select an option from the color palette.
anywhere on a slide. When you first add a text box to a slide,

c. Point to Weight and select a thickness option for the
the text box uses the default font from the theme and has no

outline.
back: d or border. If h i b
i P NG SE OIGEL STYORgAnC ThE Lext I 3 Text box to d. Point to Dashes and select a dash style for the

stand out on a slide, you can customize the look of the text y
outline.

box by applying fill, outline, and shape effects.
5. To change the shape effects on a text box:
f rrerthelookers rearion: a. In the Shape Styles group, click the Shape Effects

1. Select the text box you want to change. button.

2. Click the Format tab under Drawing Tools.

b. Point to Presets and select a predetermined

3. To change the fill effects on a text box: combination of shape effects.
a. In the Shape Styles group, click the Shape Fill button. c. Doint to any other options on the menu to choose
b. Select an option from the color palette. from a variety of shadow, reflection, glow, soft edges,

bevel, and 3-D rotation effects.

4. To change the shape outline of a text box:

a. In the Shape Styles group, click the Shape Outline
button.

Home  Inset  Design  Transitions  Animations

BN\O0O0 & — e = A Gyomgrovera: o m
S ed- il S5 = b DrawmgTooIsFormatTab

Insert Shapes

Styles - Arrange Size

Select a Quick Style from the
Shape Styles gallery.

;
heollng theraples, and non-

surgical cosmetic procedures

FIGURE PP 3.6

tips & tricks tell me more

You can resize text boxes just as you would resize any image If you want to further adjust the visual effects of a text box,
in PowerPoint. First, point to one of the resize handles - you can use the Format Shape dialog box. The Format Shape
on the text box. When the mouse changes to the resize cur- dialog box allows you to finely tune the graphic look of a
sor - click and drag the mouse toward the center of the shape by changing its fill, line color and style, shadow, and
image to make it smaller, or drag the mouse away from the 3-D format. To open the Format Shape dialog box, click the
center of the image to make it larger. When the image is dialog Iauncher in the Shape Styles group on the Draw-
the size you want, release the mouse button. ing Tools Format tab. Click an effect category on the left to

display the controls for the effect in the area on the right.
|
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3.7 Applying Quick Styles to Text Boxes

Quick Styles are a combination of formatting that give ele-
ments of your presentation a more polished, graphical look
without a lot of work. Quick Styles can be applied to text
boxes and include a combination of borders, shadows, reflec-
tions, and picture shapes, such as rounded corners or skewed
perspective. Instead of applying each of these formatting ele-

ments one at a time, you can apply a combination of elements
at one time using a preset Quick Style.

To apply a Quick Style to a text box:

1. Select the text box you want to apply the Quick Style to.
2. Click the Format tab under Drawing Tools.

3. In the Shape Styles group, click the More button [+,

4. In the Shape Styles gallery, click a Quick Style to apply it
to the text box.
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tips & tricks

You can further modify the look of text boxes by using the
Shading, Borders, and Effects buttons in the Shape Styles
group.

tell me more

When you insert a text box into a presentation, the Format
tab under Drawing Tools displays. This tab is called a con-
textual tab because it only displays when a text box is the
active element. The Format tab contains tools to change the
look of the text box, such as shape styles, WordArt styles,
sizing, and arrangement options.

try this

The Shape Styles group on the Ribbon displays the latest
Quick Styles you have used. If you want to apply a recently
used Quick Style, you can click the option directly from the
Ribbon without opening the Shape Styles gallery.

I |PP-63
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3.8 Applying Quick Styles to Tables

Just as you can apply complex formatting to text boxes using
Quick Styles for shapes, you can also apply complex format-
ting to tables using Quick Styles for tables. With Quick Styles
for tables, you can apply the borders and shading for a table
with one command, giving your table a professional, sophisti-
cated look without a lot of work.

To apply a Quick Style to a table:
1. Click the Design tab under Table Tools.
2. In the Table Styles group, click the More button [/

3. In the Table Styles gallery, click a Quick Style to apply it
to the table.
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tips & tricks

To remove all formatting from the table, click the Clear Table
button at the bottom of the Table Quick Styles gallery.

You can further modify the look of tables by using the Shad-
ing, Borders, and Effects buttons in the Table Styles group.

tell me more

When you insert a table into a presentation, the Design and
Layout tabs under Table Tools display. These tabs are called
contextual tabs because they only display when a table is the
active element. The Design tab contains tools to change the
look of the table, such as Quick Styles, Word Art, and borders.
The Layout tab contains tools for changing the structure of
a table, including adding and removing rows and columns,
resizing the table, and changing the alignment of text.

try this
The Table Styles group on the Ribbon displays the latest
Quick Styles set you chose. If you want to apply a recently

used Quick Style, you can click the option directly from the
Ribbon without opening the Table Styles gallery.

. 1
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3.9 Using the Shape Styles Gallery

Once you have added a basic shape to a slide, you can apply ~ To apply a Quick Style to a shape:
complex formatting and styles to the shape. You can change

1. Click the Format tab under Drawing Tools.
the fill or outline color using one of the colors from your pre-

2. In the Shape Styl , click the More b .
sentation’s theme. You can also change the shape effects, apply- 0 the Shape Stytes group, click the More button E]

3. In the Shape Styles gallery, click a Quick Style to apply it

ing shadows, reflections, glows, and 3-D effects to the shape.
to the shape.

But the easiest way to format a shape is to apply a Quick Style.
The Shape Styles gallery includes a number of Quick Styles,
making it easy for you to apply complex formatting to shapes.
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tips & tricks tell me more

To change a shape, click the Edit Shape button L;Zvj, point
to Change Shape, and select an option.

You can further modify the look of shapes by using the
Shading, Borders, and Effects buttons in the Shape Styles
group.

Once you have mastered applying the prebuilt shape styles
to shapes, you can try further refining those styles using
the Format Shape dialog box. The Format Shape dialog box
allows you to finely tune the graphic look of a shape by
changing its fill, line color and style, shadow, and 3-D for-
mat. To open the Format Shape dialog box, click the dialog
launcher in the Shape Styles group on the Format tab
under Drawing Tools.

try this

The Shape Styles group on the Ribbon displays the latest
Quick Styles you have used. If you want to apply a recently
used Quick Style, you can click the option directly from the
Ribbon without opening the Shape Styles gallery.

skill 3.9  Using the Shape Styles Gallery
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310 Changing the Layout of SmartArt

SmartArt diagrams are designed to display specific types of
data in a visual manner. Each SmartArt diagram includes a
default layout for you to add data to. But what if your infor-
mation does not fit the default layout? Or what if you want
to add shapes under other shapes? You can use the SmartArt
Tools contextual tab to add shapes and promote and demote
shapes in SmartArt diagrams.

To change the layout of a SmartArt diagram:

1. On the Design tab under Table Tools, in the Create
Graphic group, click the Add Shape button and select an
option for adding a shape.

2. Click the Demote Selection button to move the new
shape down one level in the diagram organization.

3. Click the Promote Selection button to move the new
shape up one level in the diagram organization.
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[ Demote Selection Button ]

After you have added a SmartArt diagram to your slide,
you may find a different layout would convey your informa-
tion better. For example, you may have initially chosen a list
diagram, but then later realized a cycle diagram is more appro-
priate for your information. You can change the diagram lay-
out rather than re-creating the entire diagram over again.

To change the diagram type:

1. On the Design tab under Table Tools, in the Layouts
gallery, click the More button to display the full gallery
of layouts.

2. Click an option in the gallery to convert the selected

SmartArt diagram into the new layout.
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tips & tricks

By default SmartArt diagrams display information from left to
right, as you would read text on a page. If you want to change
the direction of information in the diagram, click the Right
to Left button in the Create Graphic group. The diagram now
flows from the right side of the slide to the left side.

try this
You can add more shapes to a SmartArt diagram by right-

clicking the shape in the diagram, pointing to Add Shape,
and selecting an option.

|
PP-66| ' powerpoint 2010

chapter 3 Formatting Presentations



311 Using the Picture Styles Gallery

When creating a presentation, you want to grab the audi-
ence’s attention. What makes one presentation stand out
from another isn’t necessarily the content of the slides, but
the graphics used to convey that content. PowerPoint comes
with a number of picture Quick Styles you can apply to
images, instantly giving them a more sophisticated look. Pic-
ture Quick Styles include a combination of graphic effects,
such as borders, shadows, 3-D rotation, and reflections.

To apply a picture Quick Style to an image:
1. Click the Format tab under Picture Tools.
2. In the Picture Styles group, click the More button [/,

3. In the Picture Styles gallery, click a Quick Style to apply it
to the shape.
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tips & tricks

You can further modify the look of pictures by using the Pic-
ture Border and Picture Effects buttons in the Picture Styles

group.

tell me more

When you insert a picture into a presentation, the Format
tab under Picture Tools displays. This tab is called a contex-
tual tab because it only displays when a picture is the active |
element. The Format tab contains tools to change the look
of a picture, such as applying artistic effects, changing the
color, and cropping the image. w

try this |
The Picture Styles group on the Ribbon displays the latest
Quick Styles you have used. If you want to apply a recently |
used Quick Style, you can click the option directly from the l
Ribbon without opening the Picture Styles gallery. ;
1
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342 Showing the Ruler and Gridlines

When you are designing slides in your presentation, align-
ing placeholders and graphics can be the difference between
a polished presentation and one that looks thrown together.
Use PowerPoint’s rulers and gridlines as visual tools to check
the placement of text and graphics on your slides. The ruler
allows you to control the placement of text in placeholders,
including tabs and indents. Gridlines are a series of dotted
vertical and horizontal lines that divide the slide into small
boxes, giving you visual markers for aligning placeholders and
graphics.

To display gridlines in PowerPoint:
1. Click the View tab.
2. In the Show group, click the Gridlines check box to

select it.

To display the ruler in PowerPoint:
1. Click the View tab.
2. In the Show group, click the Ruler check box to select it.

Click the check box to
display the gridlines.

Click the check box
to display the ruler.
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tips & tricks

You can modify the look and behavior of gridlines in the Grid
and Guides dialog box. To open the Grid and Guides dialog
box, click the dialog launcher in the Show group. Select the
Snap objects to grid option to force objects to line up
along an intersection in the grid when you insert or move
them. For more precise layout, change the spacing in the
grid to a smaller number.

tell me more

The grid and ruler are only visible when you are working on
the presentation. They do not appear when you show the
presentation in Slide Show view or when you print handouts.

try this
To display gridlines, you can also:
1. Click the Format tab under Picture Tools.

2. Inthe Arrange group, click the Align button and select ‘

View Gridlines. ]
|
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343 Changing the Size of Images

When you first add an image to a slide, more than likely it is
not the size you want. It will either be too small or too large.
In PowerPoint, you can resize images using the resize handles
that appear at the corners and sides of an image when it is
selected.

To resize an image using the drag method:

1. Point to one of the resize handles fIJ on the image.

2. When the mouse changes to the resize cursor [, click
and drag the mouse:

> Drag the mouse toward the center of the image to
make it smaller.

> Dragthe mouse away from the center of the image to
make it larger.

3. When the image is the size you want, release the mouse
button.

Introduction

Head Over Heels Day Spa
offers one of the most luxurious
spa experiences anywhere in

Each spa service is
personalized to meet our
clients' needs and wishes

In addition to traditional day
spa services, Head Over Heels
Day Spa also offers alternative
healing therapies, and non-
surgical cosmetic procedures

[ Resize width and height. ]

Resize height.

| FIGURE PP 3.14

tips & tricks

When using one of the corner resize handles, press (4> Shift
on the keyboard as you drag the mouse to constrain the
aspect ratio of the image. Constraining the aspect ratio
resizes the width by the same percentage as the height. This
prevents the image from becoming distorted.

tell me more

When an image is selected, you will see two types of resize
handles:

¢ Appears in the middle of one of the sides of the
image. This allows you to resize the width or the
height, but not both at the same time.

- Appears at the four corners of the image. This
allows you to change the width and height of the
image at the same time.

try this

You can also resize an image by entering the width and
height of the image in the Width: and Height: boxes in the
Size group on the Format tab under Picture Tools.

skill 313  changing the Size of Images

| |PP-69



314 Changing the Size of a Placeholder

A placeholder is a container on a slide that holds text or 2. When the mouse changes to the resize cursor-, click
other content, such as a table, chart, or image. Placcholders and drag the mouse:
are outlined with a dotted line that does not display in the

A : > Drag the mouse toward the center of the placecholder
presentation when it is running. You can use the same steps

to make it smaller.

for changing the size of an image to change the size of a
&g § § > Drag the mouse away from the center of the

laceholder.
RS placeholder to make it larger.
To change the size of a placeholder: 3. When the placcholder is the size you want, release the
1. Point to one of the resize handles 11 on the placeholder. mouse button.

Resize width and height.

:

March 18, 2011

FIGURE PP 315

tips & tricks tell me more

When using one of the corner resize handles -, press You can only add placeholders from Slide Master view. To
on the keyboard as you drag the mouse to con- add a placeholder to a layout, click the View tab. In Mas-
strain the aspect ratio of the image and prevent the image ter Views group, click the Slide Master button. PowerPoint
from becoming distorted. switches to Slide Master view. In the Master Layout group,

click the Insert Placeholder button and select an option.

try this
You can also resize a placeholder by entering the width and

height of the placeholder in the Width: and Height: boxes
in the Size group on the Format tab under Picture Tools.

1
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345 Aligning, Grouping, and Rotating Images

When designing a presentation, it is important to place your
graphics so that they will have the most impact on your audi-
ence. Any graphics that appear in a straight line should be
aligned, to ensure that they are precisely placed. On the other
hand, you may want to rotate one graphic to make it stand
out on the slide. You can also select multiple images on a slide
and group them together, thus turning multiple objects into a
single object that you can easily move, rotate, or resize as one.

To align graphics on a slide:
1. Click the Format tab under Picture Tools.
2. In the Arrange group, click the Align button and select
an option:
> The Align Left, Align Center, and Align Right
commands align graphics along an invisible vertical line.

> The Align Top, Align Middle, and Align Bottom
commands align graphics along an invisible horizontal
line.

> Click the Align to Slide option to align graphics
along the edges and center of the slide, rather than
relative to each other.

> The Distribute Horizontally and Distribute
Vertically options evenly space the graphics on the
slide. In order to use these options, the Align to Slide
option must be active.

To rotate graphics on a slide:
1. Click the Format tab under Picture Tools.

2. In the Arrange group, click the Rotate button and select
an option:
> Rotate Left 90°—rotates the graphic 90 degrees

counterclockwise.

> Rotate Right 90°—rotates the graphic 90 degrees
clockwise.

> Flip Horizontal —reflects the graphic along the

vertical axis.
> Flip Vertical —reflects the graphic along the
horizontal axis.
To group graphics on a slide:
1. Select the graphics you want to group as one object.
2. Click the Format tab under Picture Tools.

3. In the Arrange group, click the Group button and select
an option.

[ Format Tab ]

[ Align Button ]

Slide Show

Home Insert Transitions Animations Review View Format

Design

2 pi be
e I Picture Border

‘ il - < Picture Ettects -

¥ Picture Layout

rections b= ¢ I r—— — o
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Picture Styles

Group Button

4 Bring Forward ~ [~
Ly Send Backward + 187
E{; Selection Pane Sk~
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Size

Spa Experiencggs

These three pictures have been
grouped into a single object.

Rotate Button

'l Click to add notes
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RETAIL MANAGER

Working in the marketing field, I need to advertise to clients and present at business meet-
ings. With various formatting capabilities such as themes, animations, clip art, and Smart-
Art, presentation software enables me to quickly create and give professional presentations
that incorporate multimedia.

tricks tell me more
From the View tab you can display gridlines in the Slide pane, Placeholders cannot be grouped. Similarly, objects that have
which is helpful when you have many graphics you want to been added to a placeholder cannot be grouped with other
align. To learn more about this feature, see the topic Showing objects. In order to group objects, you must add objects to
the Ruler and Gridlines in this chapter. the slide independent of a placeholder.

try this
To group graphics, you can also:

1. Select the graphics you want to group as one object.

2. Right-click the selected graphics, point to Group, and
select Group.
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316 Applying Animation Effects

Adding animations to slides can help emphasize important
points and grab your audience’s attention. In PowerPoint
you can animate individual objects on a slide, including text,
images, charts, tables, and SmartArt.

There are four basic types of animation schemes:

Entrance—animates the object coming on to the slide;
starts with the object not visible and ends with the object
visible. Examples of Entrance animations include Fade In,
Split, Fly In, and Appear.

Emphasis—animates the object on the screen. Examples
of Emphasis animations include Pulse, Spin, Grow/Shrink,
and Teeter.

Exit—animates the object leaving the slide; starts with
the object visible and ends with the object not visible.

e Animations Tab

Examples of Exit animations include Fade, Disappear,
Float Out, and Wipe.

Motion Paths—animates the object along an invisible
line. Examples of Motion Path animations include Lines,
Ares, and Loops.

To add an animation to an object:

1. Select the object you want to animate.

2. Click the Animations tab.

3. In the Animation group, click the More button.

4. In the Animation gallery, click an option to apply it to

the object.

b “None <} » start: |on click *| Reorder Animation
3 k 9 Duration: 00.50 : | & Move Earfier
F":'m g B Delay: 0000 T W Move Later
None
Preview Timing |
* ¥ * ®x W x X
Appear Fade FiyIn Float In Split Wipe Shape
» - «
AR R S
Whesl Random Bars | Grow&Tum |  Zoom Swivel Bounce | SEE——— |
Emphasis
A A, 4 4N S <
W %S o 3 = ¢ ¢
Pulse ColorPuise  Teeter Spin Grow/Shrink  Desaturate  Darken
ko ok ok k k
Lighten  Transparency Object Color Complemen... LineColor  Fill Color ¢ !
X L § B 8
L. - .
: k * % ot K k
—= Disappear Fade Fly Out Float Out Split Wipe Shape
L]
»* * 3 :ﬁu * )(* \ March 15, 2010 @
Wheel  RandomBars Shrink&Tum  Zoom Swivel Bounce
-7 Motion Paths . .
= = = ) 0 . Select an animation from the
i ( = .
WM& Tem S lew  Gatee gallery to apply to the object.
| .3k More Entrance Effects... ;
T More Emphasis Effects... 3
‘ﬁ More Exit Effects...
- | % More Motion Paths... E
1 ¢ ol e = = -
' IR YRS S—C @j ' FIGURE PP 317
(] . L]
tips & tricks try this

To remove an animation, select None in the gallery.

To add an animation, you can also select an animation
option from the Advanced Animation gallery.
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317 Modifying Animations

Although PowerPoint comes with a number of easy-to-use, 4. Click the Add Animation button to add more

prebuilt animations, you may find that you want to further
customize those animations to better suit your needs. You

can create complex animations by adding additional anima- 5

tions, changing the effect options, and modifying the timing
of animations. All these properties can be changed from the
Animations tab.

animations to an object, including entrance effects,
emphasis effects, exit effects, and motion paths.

Click the arrow next to the Start: box and select when
the animation will play—On Click, With Previous, or
After Previous.

6. Enter a time in the Duration: box to control how fast or

To customize an animation:

1. Select the object with the animation you want to modify.

slow the animation plays. The higher the number, the
slower the animation.

DNl ke the Animations tibonsttie Rilbon. 7. Enter a time in the Delay: box to add a break before the

3. Click the Effects Options button to change the default

behavior of the animation.

Animations Tab
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tips & tricks

When you add animations to objects, a number appears
next to the object with the animation. This number indicates
the order in which the animations will play. To reorder anima-
tions, click the Move Earlier or Move Later buttons in the
Timing group.

PP-74| }

tell me more

To see an overview of all the animation effects for a slide,
click the Animation Pane button. The Animation pane lists
each animation for the current slide and the order in which
they will play. From the Animation pane, you can modify the
behavior of each animation and then preview any changes
you make.
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Data files for projects can be found on
www.mhhe.com/office2010skills

Skill Review 34

In this review, you will use the skills learned in Chapter 3 to edit an existing presentation.
1. Open an existing presentation:

a. Open Microsoft PowerPoint 2010.

b. On the File tab, click Open.

c. In the Open dialog box, navigate to the location of your PowerPoint 2010 student

files.
d. Find Ch3_Reviewl NewPC.pptx and double-click the file to open it.
e. On the File tab, click the Save As option.

f. Change the file name to [your initials]PP_SkillReview_ 3-1, and
then click OK.

2. Change themes and theme effects:

a. Apply a theme to the slide master:
(1) Verify that you are in Slide Master view and that the slide master is selected.
(2) On the Slide Master tab, in the Edit Theme group, click the Themes button.
(3) Click the Metro theme in the gallery.
(4) All the slides in your presentation now use the new theme.
(5) Close the Slide Master view.

b. Apply a color theme in Normal view:
(1) On the Design tab, in the Themes group, click the Theme Colors button.
(2) Select the Trek color theme from the list that appears.

c. Change the background style:
(1) On the Design tab, in the Background group, click the Background Styles button.
(2) Select Style 8 from the Background Styles gallery.

d. Change the font:
(1) On Slide 1, select the Title placeholder.
(2) On the Home tab, click the arrow next to the Font box.
(3) Scroll the list to find Corbel and click the font name.

e. Change the size of the text:
(1) On the Home tab, click the arrow next to the Font Size box.
(2) Scroll the list to find 60, and then click it.

3. Apply Quick Styles to text boxes, tables, and shapes, and adjust the layout of SmartArt:

a. Apply Quick Styles to a text box:

(1) On Slide 3, select the Title text box.

(2) On the Home tab, in the Drawing group, click the Quick Styles button and select
Moderate Effect—Brown, Accent 4 (fifth row, fifth effect).

b. Change the look of a text box:

(1) On the Home tab, in the Drawing group, click the Shape Effects button, point to
Bevel, and select Cool Slant (first row, fourth effect).

(2) On the Home tab, in the Paragraph group, click the Center button.

Projects
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c. Apply Quick Styles to a table:
(1) On Slide 3, select all the cells in the table.

(2) On the Table Tools Design tab, in the Table Styles group, click the More
button and select the Themed Style 2—Accent 4 (second row, fifth effect)
style.

(3) On the Home tab, in the Font group, click the Bold and Shadow buttons.
d. Use the Shape Styles gallery:

(1) On Slide 3, select the = shape. Press the Ctrl key and select the # shape.

(2) Click the Drawing Tools Format tab.

(3) In the Shape Styles group, click the More button and select Moderate Effect-
Brown, Accent 4 (fifth row, fifth effect).

e. Change the layout of SmartArt:
(1) On Slide 2, select the Process SmartArt object.

(2) On the SmartArt Tools Design tab, in the Layouts group, click the More button
and select the Step-Up Process layout.

(3) Place your mouse on one of the corners of the SmartArt object. When the mouse
changes to the resize cursor, click and drag the mouse to decrease the size of the
object.

(4) Move the SmartArt object to align to the right of the first bullet item.
4. Apply a picture style to an image:
a. On Slide 1, select the picture.
b. Click the Format tab under Picture Tools.

c. In the Picture Styles group, click the More button and select the Soft Edge
Oval style.

5. Show the ruler and gridlines, and change placeholder size:
a. Show the ruler and gridlines:
(1) Display gridlines in PowerPoint:
(a) Click the View tab.
(b) In the Show group, click the Gridlines check box to select it.
(2) Display the ruler in PowerPoint:
(a) Click the View tab.
(b) In the Show group, click the Ruler check box to select it.
b. Change the size of a placeholder:
(1) On Slide 2, select the 7itle placeholder.
(2) Place your mouse on the middle right sizing tool.

(3) When the mouse changes to the resize cursor, click and drag the mouse to the
left to decrease the size of the object until the right side aligns with 1” on the
horizontal ruler.

6. Edit image alignment, grouping, rotating, and sizing:
a. Align, group, and rotate images:
(1) Align graphics on a slide:

(a) On Slide 4, select the first image. Press the Ctrl key and select the second and
third images.

(b) Click the Format tab under Picture Tools.
(¢) In the Arrange group, click the Align button and select Align Bottom.

e |
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(2) Rotate graphics on a slide:
(a) On Slide 4, select the shopping cart image.
(b) In the Arrange group, click the Rotate button and select Flip Horizontal.
(3) Group graphics on a slide:
(a) On Slide 4, sclect the four graphics.
(b) In the Arrange group, click the Group button and select Group.
b. Change the size of images:
(1) On Slide 4, select the grouped graphic.
(2) Point to one of the resize handles on lower-right side of the image.

(3) When the mouse changes to the resize cursor, press the Shift key and drag the
mouse until the image equals a height of 1.5 inches.

7. Apply animation effects to an object:
a. On Slide 2, select the Content placeholder.
b. Click the Animations tab.
c. In the Animation group, click the More button and select Fly In.

d. In the Animation group, click the Effect Options button and select From
Bottom-Left.

e. View the presentation.

f. Save the presentation.

Skill Review 3.2

In this review, you will use the skills learned in Chapter 3 to edit an existing presentation.
1. Open an existing presentation:

a. Open Microsoft PowerPoint 2010.

b. On the File tab, click Open.

c. In the Open dialog box, navigate to the location of your PowerPoint 2010 student

files.
d. Find Ch3_Review2_MedPlan.pptx and double-click the file to open it.
e. On the File tab, click the Save As option.

f. Change the file name to [your initials]PP_SkillReview 3-2, and
then click OK.

2. Change themes and theme effects:

a. Apply a theme to the slide master:
(1) Verify that you are in Slide Master view and that the slide master is selected.
(2) On the Slide Master tab, in the Edit Theme group, click the Themes button.
(3) Click the Grid theme in the gallery.
(4) All the slides in your presentation now use the new theme.
(5) Close the Slide Master view.
b. Apply a color theme in Normal view:
1

(1) On the Design tab, in the Themes group, click the Theme Colors button.
(2) Select the Essential color theme from the list that appears.
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c. Change the background style:
(1) On the Design tab, in the Background group, click the Background Styles button.
(2) Select Style 2 from the Background Styles gallery.
d. Change the font:
(1) Select Slide 1.
(2) Select the Title placeholder.
(3) On the Home tab, in the Font group, click the arrow next to the Font box.
(4) Scroll the list to find Berlin Sans FB and click the font name.
e. Change the size of the text:
(1) On the Home tab, in the Font group, click the arrow next to the Font Size box.

(2) Scroll the list to find 36, and then click it.

3. Apply Quick Styles to text boxes, tables, and shapes, and adjust the layout
of SmartArt:

a. Apply Quick Styles to a text box:
(1) On Slide 3, select the Title text box.

(2) On the Home tab, in the Drawing group, click the Quick Styles button and select
Subtle Effect—-Orange, Accent S (fourth row, sixth effect).

b. Change the look of a text box:

(1) On the Home tab, in the Drawing group, click the Shape Effect button, point to
Soft Edges, and select 5 Point.

c. Apply Quick Styles to a table:
(1) On Slide 3, select all cells in the table.

(2) On the Zable Tools Design tab, in the Table Styles group, click the More button
and select Themed Style 1-Accent 5 (the sixth option in the first row).

(3) Click the edge of the table and move it centered, below the title.
d. Use the Shape Styles gallery:

(1) On Slide 3, select the shape.

(2) Click the Drawing Tools Format tab.

(3) In the Shape Styles group, click the More button and select Intense Effect—
Orange, Accent 5 (the sixth option in the last row).

(4) In the Shape Styles group, click the Shape Fill button and select Red, Text 2.
e. Change the layout of SmartArt:
(1) On Slide 2, select the SmartArt object.

(2) On the SmartArt Tools Design tab, in the Layouts group, click the More
button and select the Vertical Curved List layout (the third option in the
sixth row).

(3) Place your mouse on one of the corners of the SmartArt object. When the mouse
changes to the resize cursor, click and drag the mouse to increase the size of the
object.

(4) On the SmartArt Tools Design tab, in the SmartArt Styles group, click the Change
Colors button and select Dark 2-Outline.

(5) Move the SmartArt object to align to the right of the second bullet item.
4. Apply a picture style to an image:
a. On Slide 1, select the picture.

b. Click the Format tab under Picture Tools.

|
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c. In the Picture Styles group, click the More button and select the Rotated,
White style.

d. Select the picture and move it, centered near the top of the right panel.
5. Show the ruler and gridlines, and change placeholder size:
a. Show the ruler and gridlines:
(1) Display gridlines in PowerPoint:
(a) Click the View tab.
(b) In the Show group, click the Gridlines check box to select it.
(2) Display the ruler in PowerPoint:
(a) Click the View tab.
(b) In the Show group, click the Ruler check box to select it.
b. Change the size of a placeholder:
(1) On Slide 3, select the Title placeholder.
(2) Place your mouse on the middle right sizing tool.

(3) When the mouse changes to the resize cursor, click and drag the mouse to the left
to decrease the size of the object until the right side aligns with the 3” mark on
the right side of the horizontal ruler.

(4) Repeat to decrease the size until the left side aligns with the 3" mark on the left
side of the horizontal ruler.

6. Edit image alignment, grouping, rotating, and sizing:
a. Align, group, and rotate images:

(1) Align graphics on a slide:

(a) On Slide 4, select the first image. Press the Ctrl key and select the second and
third images.

(b) Click the Format tab under Picture Tools.
(¢) In the Arrange group, click the Align button and Align Middle.

(2) Rotate graphics on a slide:
(a) On Slide 4, select the right image.

(b) On the Picture Tools Format tab, in the Arrange group, click the Rotate
button and select Flip Horizontal.

(3) Group graphics on a slide:
(a) On Slide 4, select the three graphics.

(b) On the Picture Tools Format tab, in the Arrange group, click the Group
button and select Group.

b. Change the size of images:
(1) Point to one of the resize handles on lower-right side of the image.

(2) When the mouse changes to the resize cursor, press the Shift key and drag the
mouse until the image equals a height of 1.6 inches.

7. Apply animation effects to an object:
a. On Slide 2, select the Content placcholder.
b. Click the Animations tab.

c. In the Animation group, click the More button and select Wheel entrance
effect.

d. In the Animation group, click the Effect Options button and select 4 Spokes.

e. Save the presentation.
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challenge yourself 1

In this challenge, you will use the skills learned in Chapter 3 to format a presentation.

PP-80 |
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1. Open an existing presentation:

a. Open Microsoft PowerPoint 2010.

b. Navigate to the location of your PowerPoint 2010 student files.

c. Open 3_Challl_Childproof.pptx.

d. Save thefileas [your initials]PP_Challenge_ 3-3.

. Change themes and theme effects:

a. Apply a theme to the slide master:
(1) From Slide Master view, change the theme to the Solstice theme.
(2) Close the Slide Master view.

b. Apply a color theme in Normal view:

(1) From Normal view, change the theme colors for the presentation to use the
Waveform color theme.

c. Change the background style:

(1) Change the background for the presentation to the Style 2 background style.
d. Change the font and font size:

(1) Select the title on Slide 1.

(2) Change the font to 40 point Comic Sans MS.

. Apply Quick Styles to text boxes, tables, and shapes, and adjust the layout of SmartArt:

a. Apply Quick Styles to a text box and change the look of a text box:
(1) On Slide 1, change the 7itle text box to the Moderate Effect—Blue, Accent 2

Quick Style.
(2) Change the shape effect to Bevel and select Cool Slant.
g p

(3) Change the shape effect to 3-D Rotation and select Isometric Right Up.
b. Apply Quick Styles to a table.
(1) On Slide 3, select the table.
(2) Change the table style to Dark Style-Accent 1.
(3) Center the table below the title.
c. Use the Shape Styles gallery:
(1) On Slide 3, change the shape’s style to Light 1 Outline, Colored Fill-Blue, Accent 2.
(2) Change the shape’s fill to Blue-Accent 1.
d. Changing the layout of SmartArt:
(1) On Slide 2, change the SmartArt object to the Continuous Cycle layout.
(2) Reduce the size of the SmartArt and align it to the right of the bullets.
(3) Change the color to Colorful-Accent Colors.
Apply a picture style to an image:
a. On Slide 1, change the picture style to Bevel Cross.
b. Enlarge the picture to a height of 4 inches.

. Show the ruler and gridlines, and change placeholder size:

a. Show the ruler and gridlines:
(1) Display the Gridlines.
(2) Display the Ruler.

[
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b. Change the size of a placeholder:
(1) On Slide 1, select the Title placcholder.
(2) Increase the size to encompass the text in one line.
6. Edit image alignment, grouping, rotating, and sizing:
a. Align, rotate, and group images:
(1) On Slide 4, select all of the images and Align Middle.
(2) Flip the left image horizontally.
(3) Group the three images.
b. Change the size of images:
(1) On Slide 4, select the grouped image.
(2) Enlarge the grouped image to a height of 3 inches.
7. Apply animation effects to an object:
a. On Slide 2, animate the bullets using the Fly-In from Bottom Left effect.

b. View and save the presentation.

challenge yourself 2

In this challenge, you will use the skills learned in Chapter 3 to format a Web design

presentation.
1. Open an existing presentation:
a. Open Microsoft PowerPoint 2010.
b. Navigate to the location of your PowerPoint 2010 student files.
c. Open 3_Chall2_WebDesign.pptx.
d. Save thefileas [your initials]PP_Challenge 3-4.
2. Change themes and theme effects:
a. Apply a theme to the slide master:
(1) Verify that you are in Slide Master view and that the slide master is selected.
(2) Change the theme to the Concourse theme.
(3) Close the Slide Master view.
b. Apply a color theme in Normal view:

(1) From the Design tab, change the theme colors for the presentation to use the
Technic color theme.

c. Change the background style and font size:
(1) Change the background for the presentation to the Style 8 background style.
(2) Select the title of Slide 1.
(3) Change the font to 54 point Century Gothic.
3. Apply Quick Styles to text boxes, tables, and shapes, and adjust the layout of SmartArt:
a. Apply Quick Styles to a text box and change the look of a text box:

(1) On Slide 1, change the 7itle text box to the Intense Effect—Aqua, Accent 1

Quick Style.
(2) Change the shape effect to Bevel and select Aqua 18 pt glow—Accent color 1.

(3) Change the shape effect to 3-D Rotation and select Off-Axis 1 Right.
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b. Apply Quick Styles to a table:
(1) On Slide 3, select the table.
(2) Change the table style to Themed Style 2—Accent 1.
(3) Center the table on the page.
c. Use the Shape Styles gallery:
(1) On Slide 3, change the shape’s style to Intense Effect—-Aqua Accent 1.
(2) Change the shape’s fill to Gray-80% Background 2.
d. Change the layout of SmartArt:
(1) On Slide 2, change the SmartArt object to the Step-Down Process layout.
(2) Reduce the size of the SmartArt and center it below the bullets.
(3) Change the color to Colorful Range—Accent Colors 3-4.
4. Apply a picture style to an image:
a. On Slide 1, change the Picture Style to Soft Edge oval.
b. Adjust the picture’s color to Aqua—Accent 1 Light.
5. Show the ruler and gridlines, and change placeholder size:
a. Show the ruler and gridlines:
(1) Display the Gridlines.
(2) Display the Ruler.
b. Change the size of a placeholder:
(1) On Slide 1, select the Title placeholder.
(2) Increase the size of the placeholder to fit well on the slide.
6. Edit image alignment, grouping, rotating, and sizing:
a. Align, rotate, and group images:
(1) On Slide 4, select both of the images and Align Middle.
(2) Flip the right image horizontally.
(3) Group the images.
b. Change the size of images:
(1) On Slide 4, select the grouped image.
(2) Enlarge the grouped image to a height of 2 inches.
7. Apply animation effects to an object:
a. On Slide 2, animate the bullets using the Fly-In from Bottom Right effect.

b. View and save the presentation.

on your own

Today is your first day teaching your class and you need to create an introductory presenta-
tion to share with your students.

1. Create a PowerPoint presentation entitled [your initials]PP_OnYourOwn_3-5
that includes the following information and components:

2. Use the Hardcover theme.
3. Add slides.

|
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SLIDE TITLE ADDITIONAL INFORMATION

Slide1 | Welcome & Introduction | Insert a Building Block graphic lower-right corner

Slide 2 | The Plan Bullets:

> Welcome

> Introductions

> Course Schedule

> Textbooks

> Student Responsibilities

Slide 3 | Introduction Insert Table (1 column, 6 rows)
First row—blank
Rows 2-6 (one item per row):
> Your Name
Birth place
Area of study
Favorite (or dream) vacation
Something interesting about you

vV VvV VvV

Slide 4 | Student Responsibilities | Bullets

> To attend every class

> Bein class on time and not leave early
> Be prepared

> Participate—it’s your class—you are
responsible for what you learn!
Contact instructor if problems occur
Courtesy and respect

> Have fun!

v Vv

KSlide 5 | Let’s Get Started!

4. On Slide 1, apply the Beveled-Perspective picture style.
5. On Slide 2, add a SmartArt for the bullet items using the Basic Cycle layout.
6. Apply the Polished SmartArt style.
7. On Slide 3, change the table to the Medium Accent 2—Accent 5 table style.
. On Slide 4, add a 5-point Star shape in the lower-right corner.

8
9. Apply Colored Fill-Dark Red Accent 5 shape style and a Bevel Circle
shape effect.

10. On Slide 5, apply the Title Slide layout.

11. Insert two photographs from the Clip Art gallery that pertain to your class
(i.e., globe and mouse).

12. Align the photographs in the middle.
13. Group the photographs.
14. Display the Ruler and Gridlines.

15. On Slides 2 and 4, animate the bullets using a Fly-In from Bottom
animation.

16. View and save the presentation.

- i www.mhhe.com/office2010skills | PP-83
Projects



fix it

You have been assigned the task of fixing an existing presentation based on the skills learned
in Chapter 3.

. Using PowerPoint 2010, open Ch3_Fixit_AutoSafety.pptx.
. Savethefileas [your initials]PP_FixIt 3-6.
Change the Master Slide Theme to Verve.

. Change the Theme Color to Module.

On Slide 1, apply the Soft-Edged Oval picture style.

On Slide 2, change the SmartArt layout to Text Cycle.

O e P WN

N

Apply the Inset SmartArt style.

. On Slide 3, change the table to the Light Style 1-Accent 2 table style.

Apply the Colored Fill-Light Accent 1 shape style and the Cool Slant shape effect.
. On Slide 4, Align the photographs in the middle.

. Group the photographs.

Display the Ruler and Gridlines.

. On Slide 2, animate the bullets using a Fly-In from Bottom-Left animation.

- e = = =
PWNALOOLW®

. View and save the file.

|
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chapter

Managing and
Delivering Presentations

In this chapter, you will learn the following skills:

Skill4.1 Deleting Slides from Presentations > Delete, reorder, copy, and
Skill4.2 Changing the Order of Slides
Skill4.3 Copying and Pasting Slides
Skill4.4 Using the Office Clipboard
Skill4.5 Defining a Custom Show
Skill4.6 Hiding Slides

Skill4.7 Adding Hyperlinks to Slides
Skill 4.8 Adding Comments

Skill4.9 Rehearsing Timings

Skill 4.10 Starting the Slide Show
Skill 4.11 Using Presentation Tools

Skill 4.12 Printing Presentations

Skill 4.13 Customizing Handout Masters

paste slides, and use the Office
Clipboard

> Define a custom show and hide

slides
> Add hyperlinks and comments

> Rehearse timings and use

navigation tools

> Print presentations and handouts

Skill 4.14 Previewing and Printing Handouts

In this chapter, you will acquire the tools to give a professional presentation.
Editing skills such as using the Office Clipboard, changing the order of slides,
and copying and pasting slides will help you manage your presentation. Once the
presentation is final, this chapter will guide you through the actual presentation
process including rehearsing timing and creating handouts for your audience.




41 Deleting Slides from Presentations

After you have created all the content for your presentation,
it is a good idea to carefully review the slides. As you make
a final review, you may find that a slide you created is not
really necessary, and you want to permanently remove it. You
can remove an entire slide of content by deleting it from the

Slides tab.

Insert

Home

To delete a slide:
1. On the Slides tab, right-click the slide you want to delete.
2. Click Delete Slide on the menu that appears.

s 3

=

Siide Sho

Design  Transitions  Animations Revie View SR ?
a AN | B EeE e s 18- lI]' ) & shape Fill - A Find
: 4 - @ —L]:] = L shape Outiine = | 23, Replace ~
Right-click the slid ] [A-| EE3 M |H- g | ShapesAmnge ;3;,": </ Shape Effects = | L3 Select~
1ght-clic eslide. ‘ Paragraph Drawing .| Editing

Cut
Copy
Paste Options:

Spa services

= Our traditional, holistic spa offers the following

=]
New Slide

Duplicate Slide /

Select

Delete Siide
Add Section
Publish Slides
Check for Updates  »
Layout »
Reset Slide

Format Background...
Phota Albu

Hide Slide

$ Delete Slide to remove
 the slide from the presentation.

Manicures and Pedicures

Click to add notes

Sie 3010 _Medn | S

FIGURE PP 41

tips & tricks
You can delete multiple slides at once:

1. Click a slide you want to delete and press (4> Shift

on the keyboard.

With the Shift key still pressed, click another slide.
Notice, all the slides between the two slides you
clicked have been selected.

Right-click any of the selected slides and select
Delete Slide.

If you want to select slides that are not next to each
other, press on the keyboard instead of and
click each slide you want to delete. Only the slides you
clicked are selected.

try this
To delete a slide, you can also select the slide and press

on the keyboard.

PP-86 | }
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4.2 Changing the Order of Slides

One of the most important aspects of a presentation is the The Slides tab in Normal view displays the thumbnails
flow of the information. It is important that your slides appear

in alogical, grouped order for your audience to fully grasp the

of your slides in a vertical pane. Slide Sorter view displays
thumbnails of slides in a grid. Slide Sorter view is useful for
seeing how your slides work together; you can then move
slides around, experimenting with the order.

message you are trying to present. After you have reviewed
your presentation, you may find that you want to switch the
order of some of your slides. You can change the slide order

from the Slides tab in Normal view or in Slide Sorter view. To change the slide order in Slids Soreer view:

1. Select the thumbnail of the slide you want to move.
To change the slide order from the S/ides tab:

1. Select the thumbnail of the slide you want to move.

2. Click and drag until the gray line appears where you
want the slide, and then release the mouse button.
2. Click and drag until the gray line appears where you
want the slide, and then release the mouse button.

ﬁm« Insert

™ 4 il o

STl
Hew

7 suge Ujset

Clipdond se0er

Select the thumbnail of the .
slide you want to move. 7

Arsmations

Stide Shoy

e Iriet  Design

Select the thumbnail of the
slide you want to move.

Chipboard el
i e
Release the mouse button to move
the slide to the new location.

Tiaritions

Release the mouse button to move
the slide to the new location.

[ Slide Sorter View ]

FIGURE PP 4.2

Slides Tab in Normal View. ]

tips & tricks tell me more

To select more than one slide to move, select the first slide,
then press the (£ Shift] key, and then select the last slide in
the set.

Each slide thumbnail appears with a number next to it indi-
cating its location in the presentation. When you change the
order of slides, PowerPoint automatically renumbers the
slides for you.

try this

To move or copy a slide by dragging, right-click the slide you
want to move and drag it to the new location. When you
release the mouse button, a menu of options will appear,
allowing you to move the slide, copy the slide, or cancel the
action.

skill 4.2 Changing the Order of Slides

|PP-87



4.3 Copying and Pasting Slides

You may find when you are creating your presentation that
one slide’s content and layout is similar to another slide’s
content and layout that you need to add. Instead of having to
re-create all the content for the second slide, you can copy the
first slide, paste it into the presentation where you want it to
appear, and then change the content you need to change.

To copy and paste slides:

1. Select the slide you want to copy.

Paste Button

2.

3.

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

Click the slide that you want to appear before the new

slide.

4. Click the Paste button.

5. The new slide has been added to the presentation.

Animations Show  Review  View

e Hol nsitions

¥, » A CopyButton T —
S T vi® AN | H|IETETEE

=y 4 Bii Reset
Past N AV - = P Shapes Arr &

e | e Gmsepn | BL L S -t | A EERE|HE- g | ShpesAmnge ff;f': =) Shape Effects - | L Select~
Clipboard 7« Slides Font Paragraph | Drawing j Editing

0 : 3

. it~ [lj) % 3 Shape Fill ~ #A Find
] » Z Shape Outline = | 35 Replace ~

¥

——

Review

o 5 star rating from Best Spas %7 3 3 W W

1 Personalized services and maintenance plans

The copied slide has been pasted [to meet your every need
/| as a new slide in the presentation.

1 Relaxing, luxurious surroundings

'~ | Clickto add notes
Slide 10 of 11 | “Median | J |

FIGURE PP 4.3

tips & tricks
If you want the copy of the slide to appear directly after
the slide you are copying, click the arrow next to the Copy
button and select Duplicate.

Click Cut in the Clipboard group to copy the slide to the
Office Clipboard and remove it from its current location in
the presentation.

tell me more

The Paste button now includes a menu of options for past-
ing slides. You can choose to use the current presentation’s
theme, keep the formatting for the copied slide, or paste the
slide as a picture. If you paste the slide as a picture, it will be
inserted as a single image and you will not be able to edit
the content.

try this
To copy a slide:
> Click the arrow next to the Copy button and select Copy.

> Press + (C) on the keyboard.
> Right-click the slide and select Copy.
To paste a slide:

> Click the arrow below the Paste button and select a
paste option.

> Press + (V) on the keyboard.

> Right-click the slide and select a paste option.

PP-8| ' powerpoint 2010
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4.4 Using the Office Clipboard

When you cut or copy items, they are placed on the Office 3. Place your cursor where you want to paste the item.
Clipboard. A short description or thumbnail of the item rep- 4. O, the Home tab, in the Clipboard group, click the
resents each item in the task pane, so you know which item
you are pasting into your presentation. The Office Clipboard
can store up to 24 items for use in the current presentation or

Clipboard dialog launcher.
5. The Clipboard task pane appears.

any other Office application. 6. Click the item you want to paste.

To paste an item from the Office Clipboard into a presentation:
1. Select the item you want to copy.

2. On the Home tab, in the Clipboard group, click the Copy
button.

sitions Animations Slide Show Format

j & — B tayout - vlis < A AW =
= G2 By Reset
B I U § abe 29- As A

D&l ‘A 2 shape Fill ~ # Find
[
/ [Z Shape Outline » | 35, Replace ~
4 "4 Sa
Shapes Arrange Quick
- v Styles ~ =/ Shape Effects ~ g Select ~

Drawing %]  Editing |

New %
| siide~ Section -
Clipboard sy Slides Font

6 of 24 - Clipbo: <o | IS = -
@pastent] [ { . ‘| I]
axmenwps| Clipboard Dialog Launcher

0

N [

~ o
7 | -

am::m'wm Click an item on the Clipboard to
J p

Time Piates I Suzy o X
TeeMiF @ 1100en 4 naste jt into the presentation.

o [

() Visit our Web site at
http:/fwww.hhspa.com

HEAD OVER HEELS

. SERVICES

| Click to add notes

Slide 1 of 11 | "Median® | J |

|[Bz=meg 6% o—U—

22 4 | FIGUREPP 4.4

tips & tricks

> To remove an item from the Office Clipboard, point
to the item, click the arrow that appears, and select
Delete.

> To add all the items in the Office Clipboard at once,

click the Paste All button at the top of the task pane.

> Toremove all the items from the Office Clipboard at
once, click the Clear All button at the top of the task
pane.

tell me more

The Office Clipboard makes it easy to copy and paste items
between presentations and between applications. The icons
in the Office Clipboard identify the type of document from
which each item originated (Word, Excel, Paint, etc.). When
you copy an item in one application, such as Excel, the item
will appear in the task pane when the Office Clipboard is
opened in PowerPoint.

try this
To paste an item, you can also point to the item in the Clip-

board task pane, click the arrow that appears, and select
Paste.

skill 4.4  Using the Office Clipboard
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4.5 Defining a Custom Show

A custom slide show is a slide show that runs inside another
presentation. Custom shows give you the ability to custom-
ize your presentation for your audience. Instead of creating
multiple presentations for different audiences, you can add
custom shows to the original presentation and repurpose the
presentation for different audiences.

To define a custom slide show:
1. Click the Slide Show tab.

2. In the Start Slide Show group, click the Custom Slide
Show button and select Custom Shows. . .

3. In the Custom Shows dialog box, click the New . . . button.

4. In the Define Custom Show dialog box, select the slides

you want in your custom show.

5. Click the Add button.
6. Click the up [#] and down [#] arrows to reorder your

slides.

7. In the Slide show name: box, type the name of the custom

show.

8. Click OK to add the custom show to your presentation.
9. To close the Custom Shows dialog box, click the Close

button.

ntat

= Slide Show Tab

— Custom Slide Show BUttON |
‘ing " Home Insert Design +1nmmom Animations Slide Show kT

Review View

!

5 . & %J @ @ ’3 v Play =] Use Current
- e V' Use Timings ¥l Show On:
From From Broadcast  Custom Set Up Hide  Rehearse Record Slide ) =
Beginning Current Slide ~ Slide Show Slide Show ~ | Slide Show Slide  Timings  Show~» ¥ Show Media Controls Use Presenter View
Start Slide Show Set Up Monitors
Siides | Outline | x J -
- P i‘ Define Custom Show L ‘1 m
— ”dm[ﬂ ne: EU Dﬂ!’ W’iﬁmr I 3
Sdeshoresentabon: 000 Sdeshastomshows | .
1. Head Over Heels Services 1. Cost comparison Added slides appear here.
2. Service comparison
3. Spa services
3. Healing therapies
5. Cosmetic
6. Cost ison

.| Select a slide to add

$95 $150 NA
Spa
Ms. Ferfg Shui's House of $65 $90 NA
Tranquility

vJ Click to add notes

EEC R e e 0 EJ_I

FIGURE PP 4.5 | [Louesoiio | edon &

tips & tricks

> To play a custom show, click the Custom Slide
Show button and select the name of the custom
show you want to play. The custom show will open
in Slide Show view, allowing you to run through the
slides in the custom show.

> In the Custom Shows dialog box, click the Show
button to preview the custom slide show.

PP-90 | }

tell me more

There are two main types of custom slide shows: basic and
hyperlinked. Basic custom slide shows display a subset of
slides of the main presentation. For example, if you only
have 30 minutes to present, but your presentation is 45 min-
utes long, you could create two custom shows within the
same presentation: one with 45 minutes of content and the
other with 30 minutes of content. Hyperlinked custom slide
shows display slides that are not part of the main presenta-
tion. Use hyperlinked custom slide shows for content that
you may or may not want to access in the presentation.

powerpoint 2010
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4.6 Hiding Slides

When you practice your presentation, you may find that you 2.
want to omit certain slides, but that you do not want to delete 3
them from your presentation, in case you need them later.
Hiding slides allows you to prevent slides from being seen
without permanently removing them.

To hide slides:

1. Select the slide you want to hide.

Click the Slide Show tab.

. In the Ser Up group, click the Hide Slide button.

When a slide is hidden, the hidden slide icon [z appears

over the slide number in the S/ide pane.

To unhide the slide, click the Hide Slide button again.

Hide Slide Button , Slide Show Tab

Home Insert Design Transitions nimagons Slide Show Review View

Use Current

¥ 3L BE® o e

Broadcast  Custom )Id( thearu Record Slide

SetUp

From SetUp =
Beginning c.mm slide ~ Slide Show Slide Show + | Slide Show | Slide | Timings  Show = V' Show Media Controls | || Use Presenter View
S!lll Slide Show

Monitors

= Head Over Heels’ pricing structure is on par
all major competitors:

Price Comparisons

Head Over Heel Day Spa

Wou Sach Health & Beauty

Inner Peace Outer Beauty
Spa

with

FIGURE PP 4.6

tips & tricks

To unhide a slide during a presentation, right-click any slide,
point to Go to Slide, and select the slide you want to display.
Hidden slides will appear in the list with parentheses around
the number. For example, if the third slide in a presentation is
hidden, the menu will display the number as (3).

try this
To hide a slide, you can also right-click the slide on the Slides

tab and select Hide Slide. To unhide a slide, right-click the
slide again and select Unhide Slide.

skill 4.6 Hiding Slides !
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4.7 Adding Hyperlinks to Slides

A hyperlink is text or a graphic that when clicked takes you
to a new location. You can use hyperlinks to navigate to Web
pages, other PowerPoint presentations, custom shows, or any
slide in the presentation. When you point to a hyperlink,
your mouse cursor turns to a hand, indicating that it is some-
thing that can be clicked.

Some hyperlinks include ScreenTips. A ScreenTip is a
bubble with text that appears when the mouse is placed over

Home  Inset © Design

ba B i & @

Table | Picture Ciip Screenshot Photo
¥ Art 2 um ¥

Tables Images

Insert Tab [ramwceeroaron

Transitions

Shapes SmartArt Chart Hyp:rlinh\k:mn

the link. Add a ScreenTip to include a more meaningful
description of the hyperlink.

To add a hypetlink from one slide to another slide in the same
presentation:

1. Select the text or object you want as the link.

2. Click the Insert tab.

3. In the Links group, click the Insert Hyperlink button.

Drawing Tooks .
[ ?

Pl QE 34BN TS

Text Header WordArt Date Slide Object Equation Symbol Video Audio
Box & Footer &Time Number . v 4

‘Animations  SlideShow  Review Format

Symbols Media

FIGURE PP 4.7 |

4. The Insert Hyperlink dialog box opens.
5. Under Link to: select Place in This Document.

6. Select the slide to link to.

o | Insert Hyperlink Button }

7. Type the text for the ScreenT'ip in the Text to display: box.

8. Click OK to insert the hyperlink into your presentation.

[ Type the text of the hyperlink here.

=
Insert Hyperlink o — ™ . 25
Select Place in This Document. | Linkto: Text to display: |See how our prices compare - ScreenTip.
[[g Select a place in this document: Slide preview:
xisting File or - Next Slide -
Web Page - Previous Slide x .
=- Slide Titles Fo . Cost comparison
$] 1. Head Over Heels Service! G oo
Place in This -- 2. Introduction - [ rmGmsswes
Document --3. Spa services =S B oty UpThephy
-4, Healing therapies e A A
L - 5. Cosmetic procedures oy g e =
e
-7 AService comparison Sl ®
i~ 8.|Why choose Head Over | .. '
< | m | 4 Show and return
[Select slide to link to. ] [ ok ][ conce
FIGURE PP 4.8 |

tips & tricks

To remove a hyperlink, first select the hyperlink you want to
remove. In the Links group, click the Hyperlink button. In
the Edit Hyperlink dialog box, click the Remove Hyperlink
button.

tell me more

Text hyperlinks follow the color scheme of the presentation,
and change color after they have been clicked.

try this
To open the Insert Hyperlink dialog box, you can also

> Right-click the object and select Hyperlink . . . from the
menu.

> Press + (K] on the keyboard.

] 1
PP-92| ' powerpoint 2010
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4.8 Adding Comments

Comments are small messages you add to slides that are not
meant to be a part of the presentation. Comments are useful
when you are reviewing a presentation and want to add mes-
sages about changes or errors on a slide.

To insert a comment on a slide:
1. Click the Review tab.
2. In the Comments group, click the New Comment button.

3.

A balloon appears on the screen with the cursor ready for
you to enter your comment.

4,
5.

Type your comment.

Click outside the comment to minimize it.

6. To view the comment, click the comment’s icon on the

slide.

If you do not want your comments to display in the Slide
pane, you can hide the comments in the presentation. On the
Review tab, in the Comments group, click the Show Markup
button to hide the comments in the presentation. Click the
Show Markup button again to show the comments. The
Show Markup button toggles between its normal and active
state when clicked. When comments are displayed in a pre-
sentation, the Show Markup button appears in its active
state. When comments are hidden, the Show Markup button
returns to its normal state.

Click the Show Markup button to show
and hide comments in a presentation.

ow Review
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Markup| Comment Comment ~

‘ Delete Previous Next
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tips & tricks

Click the Delete Comment button on the Ribbon to delete
a comment from the presentation.

tell me more

To edit a comment, first display the comment you want
to edit. In the Comments group, click the Edit Comment
button. Edit the comment in the balloon and click outside
the comment to minimize it.

try this
To insert a comment, you can also right-click any comment
and select New Comment from the menu.

| |PP-93
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4.9 Rehearsing Timings

Timing is an important part of your presentation. For exam-
ple, you wouldn’t want to be part way through explaining the
content of a slide and have your presentation advance before
you are ready. Before you give your presentation, it is a good
idea to rehearse what you will say and set up the timing for
the slide show. Use PowerPoint’s Rehearse Timings feature to
synchronize your verbal presentation with your slides.

To use PowerPoint’s Rehearse Timing feature:
1. Click the Slide Show tab.
2. In the Sez Up group, click the Rehearse Timings button.

Home Insert

Y ¥ T

From

Design

From Broadcast  Custom

Beginning Current Slide  Slide Show Slide Show ~
Start Slide Show

FIGURE PP 4.10

Pause Button

Transitions

Set Up
Slide Shaw ~ Slide

When the first slide appears, begin rehearsing your

presentation.
Click the Pause button if you want to stop the timer.
Click the Next button to advance to the next slide.

Continue rehearsing each slide, clicking the Next button
to advance the slides, until you reach the end of the
presentation.

At the end of the presentation, you will be asked if you
want to keep the timing as part of your slide show. Click

Yes to include the timings as part of the presentation.

Slide Show Review
oW
Hide Rehearse Recod Slide

™2 X Rehearse Timings Button ].,

Animations

View

7 Play =] Use Current
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-
00347
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After you have rehearsed the timing of your presentation,
you can choose to use the timings or not. If you want to use
the timings, select the Use Rehearsed Timings check box

tricks

When you are timing your presentation, be sure to speak
slowly and carefully, and to pause slightly before you advance
to the next slide.

PP-94| |

Rehearsal Timer ]

Healing therapies

= Head Over Heels offers a wide variety of healing
therapies including:

in the Ser Up group. If you do not want to use the timings,
uncheck the box.

tell me more

PowerPoint also includes the ability to record your own nar-
ration for a presentation and then include the narration as
part of the presentation. Click the Record Slide Show but-
ton to record narration along with the timing for slides.

try this

You can enter the timing for a slide directly into the Slide
Time box.

powerpoint 2010
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410 Starting the Slide Show

You can choose to start your presentation from the begin-
ning, playing it all the way through. But what if you find you
don’t have as much time as you originally planned to present?

To start a presentation from the beginning:
1. Click the Slide Show tab.
2. In the Start Slide Show group, click the From Beginning

You can also choose to start the presentation from any slide in button
utton.

the presentation.
To start a presentation from the current slide:

1. Click the Slide Show tab.

2. In the Start Slide Show group, click the From Current
Slide button.

Click the From Beginning button to start
the presentation from the first slide.

Slide Show Tab

Insert beslgn Transitions Animations Slide Show Review View

iome

=) 1Y ——y — T s A R -
™ a @ :. -g “.. @ >5 V' Play Narrations (@}] Resolution: | Use Current Resolution
~ = R A V' Use Timings =P Show On: -
| From From Broadcast  Custom SetUp  Hide ' Rehearse Record Slide
Beginning Current Slide_ Slide Show Slide Show ~ | Slide Show Slide  Timings  Show~ ¥ Show Media Controls Use Presenter View
Start Sife Show Set Up Monitors

FIGURE PP 412

Click here to start the presentation
from the current slide.

try this
To start a slide show from the current slide, you can also
click the Slide Show view button [Z] on the status bar.

tips & tricks
Another way to start a presentation from the beginning is to

select the first slide in the presentation and use any of the
methods for playing the presentation from the current slide.

| |PP-95
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441 Using Presentation Tools

Once you have started the slide show, you will need a way ~ from your script, you will want to navigate the slide show
to advance through the slides as you talk. You can use the  yourself. This table lists commands for navigating a presenta-
Rehearse Timings feature to automatically advance the slide  tion in Slide Show view using the mouse and the keyboard:
show for you. However, if you want the freedom to depart

Slide Show Navigation

COMMAND MOUSE COMMAND KEYBOARD COMMAND

Next Slide Left-click on the slide. Press Enter.
Right-click and select Next. Press the Spacebar.

Previous Slide Right-click and select Press Backspace.
Previous.

Specific Slide Right-click, point to Go to Press the number of the
Slide, and select the slide. slide and press Enter.

Exit the Presentation Right-click and select Press Escape.

S End Show. >

The presentation tools in PowerPoint allow you to write 2. Select a pointer option Pen or Highlighter.

on your slides while you are giving your presentation. You 3. Click and drag the mouse to write on the slide or

highlight part of the slide.

can use the Pen tool to underline or circle important points
as you discuss them. Use the Highlighter tool to add color

behind text on slides and emphasize parts of your slides. 4. Click the Pofiter Options button and select Arrow to

return to the arrow pointer.
To make notations on slides using the presentation tools:

1. In Slide Show view, click the Pointer Options button.

Cost comparison
= :

o Head Over Heels’ pricing structure is on par with
all major competitors:

Use the pen tool to mark
slides as you would a page.

Facial / Massage Lip Plumping
Select Arrow to return to | 1e9¢ ©ver Heel Day Spa $100 e

the arrow pointer.

np

\ Wu Saah Health & Beauty $70 $120 $75

3 Inner Peace Outer Beauty $95 $150 NA

Pen

NN#

Highlighter hui’s House of

$45 $90 NA
Select a pointer option

Ink Color

Eraser

<

Erase All Ink on Slide

from the menu. -
L i @
FIGURE PP 413 7 4—[ Pointer Options Button I o
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from the perspective of . ..

STUDENT

I was terrified at the idea of presenting in my oral communication class. Using presentation
software I integrated tables, pictures, text, video, and sound, all in one presentation. The day
I presented, I rocked!

tricks try this
> If you want to see the last slide you viewed, but it is You can also use the Slide Show toolbar, located in the lower-
not part of the slide order, right-click the presentation left corner of the slide, to navigate through a presentation.
and select Last Viewed on the menu. > Click the Next button [# ] to navigate to the next slide in
> To view a custom show, right-click the presentation, the presentation.
point to Custom Show, and select a custom show. > Click the Previous button [ 4] to navigate to the

previous slide in the presentation.

> Click the Slide Show Menu button [ =] for access to
more powerful navigation commands, such as
navigating to a specific slide.

|
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412 Printing Presentations

Printing has changed significantly in PowerPoint 2010. Pre- 2,
vious versions of PowerPoint relied on Print Preview for set- 3.
ting printing options. In PowerPoint 2010, the Print tab in
Backstage view provides access to all of the printing options
for presentations. From the Print tab in Backstage view, you
can adjust your settings to print the slides in color, grayscale,
or black and white. You can also adjust other elements of the
slide, such as the header and footer.

To preview and print a presentation: 5.

1. Click the File tab to open Backstage view.

[ File Tab J [ Print Button ]

Click the Print tab.

Verify that the correct printer name is displayed in the
Printer section.

In the Seztings section, the last button displays the color
options for printing the presentation. By default, Color is
selected. To change the print selection, click the button,

and then click an option: Color, Grayscale, or Pure
Black and White.

Click the Print button to print.

Insert Dasign Transitions Animations Slide Show Review View

123 123 123

i save
Print -
B seres ks [ 2 A preview of the printed
5 Open + H
= Print slide appears here.
(. Close
Info Printer \ 2
/ Canon Inkjet MP480 series
Recent ) Ready .
= Introduction
=3
Setti
it Head Over Heels Day Spa
DA offers one of the most huxurious
& prin entire presentation.  ” 5o xpedances dnyvhesn
Slides: Each spa service is
j Full Page Slides. 5 persorliohzed to "‘e‘?’ our
Print1 side per page clients’ needs and wishes
Options In addition to traditional da
S Pri Y
i [EE5)Print One Sided S spa services, Head Over Heels
4=l Only print on one side of the ... Day Spa also offers altemative
= healing therapies, and non-
iy Collated v surgical cosmetic procedures

Print Tab

(. Color

-‘ Color

| J

E Grayscale

: Pure Black and White

FIGURE PP 414 |

Select a color option for
printing from the menu.

42 ofl0» 51% @©—0—

tips & tricks

Click the Next Page and Previous Page buttons at the bot-
tom of the preview to navigate through your presentation to
see how all the slides will appear when printed.

tell me more

All of the options from the old Print Preview window are
available from the Print tab in Backstage view, including the
settings for printing hidden slides, editing the header and
footer, and printing handouts and notes.

try this
To open the Print tab in Backstage view, you can use the

keyboard shortcut +(P).

PP-98]| }
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413 Customizing Handout Masters

The Handout Master view allows you to modify how the  To open Handout Master view:
printed version of your presentation will look. When you 4, Click the View tab.

open the presentation in Handout Master view, you will see a
preview of the printed page with dotted placcholders for the
slides, header, footer, page number, and date.

2. In the Master Views group, click the Handout Master
button.

[ Handout Master Button ]

View Tab

Animations  Siide Show  Review  View

I"| Ruler Q @ ﬁ = Armange All g

CE[=ENE = B B

. 7 Gridlines = Graysaale I B Cascade
Slide Notes Reading Slide Handout Notes Zoom Fitto New Switch Macros
Sorter Page  View Master Master Master

I Guides ‘ Window il Black and White | window 5 Move Spiit  windows +

Show 1 Zoom Color/Grayscale | Window Macros FIGURE PP 415

Views ‘ Master Views

You can show and hide placeholders in Handout Master  on the Handout Master tab, in the Placeholders group, click
view. When you hide a placcholder, it no longer appears in  the placeholder’s check box.
the Handout Master view. To show and hide a placcholder,

Handout Master Tab | [ cjick a check box to hide and show
a - =Preenty placeholders on the printed handout.

File Handout Master ~ Home  Insert  Review, View

B B % P e 02

- ==, 1=l V' Header WV Date Aa | ) Background Styles ~

~ = &g g | [A]Fonts~ |

Page  Handout Slide Slides Per 7| Footer  Page Number Themes | ["] Hide Background Graphics Close

Setup Orientation * Orientation* Page ~ - [O]eftecs - Master View
Page Setup Placeholders Edit Theme Background 0 Close

[ Header Placeholder [—> T Date Placeholder]

Footer Placeholder - : Page Number Placeholder
| Handout Master | Median | G5 | K OV ONE

FIGURE PP 4.16

Placcholders you can hide and show include

Header—appears in the upper-left corner of the page and Footer—appears in the lower-left corner of the page and
displays the text you entered for the header in the Header displays the text you entered for the footer.

and Footer dialog box. Page Number—appears in the lower-right corner of the
Date—appears in the upper-right corner of the page and page and displays the current number of the printed page
displays the date. (not the slide number).

|
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414 Previewing and Printing Handouts

In addition to printing slides, PowerPoint also gives you the  To preview and print outlines, handouts, and notes:

ability to print handouts, notes, and an outline of the pre- 4,
sentation. A handout is a printout of your presentation with 2
anywhere from one to nine slides per page and with areas for ’
taking notes. The Notes Pages option will print a copy of the
slide with its associated note, if there is one. Select Outline
View when you want to print a text outline of your presen- 4.
tation. As with printing presentations, printing of handouts,

notes pages, and outlines are all done from the Print tab in

3.

Backstage view.

Click the File tab to open Backstage view.
Click the Print tab.

Verify that the correct printer name is displayed in the
Printer section.

In the Seztings section, the second button displays the
page options for printing the presentation. By default,
Full Page Slides is selected. To change the print selection,
click the button and then select an option.

Click the Print button to print.

ansitions Animations

Save
o sev Print -
& saveas r—;
= o - il 10672010
il Print
. Close
e Printer §
/ Canon Inkjet MP480 series
Recent ) Reody
Printer Properties
Settings
. Print All Sides =
=3 Print entire presentation
Slides: 7 e
‘ 3 Slides 7| >
- -
| Handouts (3 slides per page) e 4_/ /8
Print Layout [
S
=
[ B E = @
Full Page Slides Notes Pages Qutline
. Handouts
Print Tab ‘ \
‘J J 1J 153 serse:
1 Slide 2 Slides 7777375&1“ .
=] = ‘
4 Slides 6 Slides 9 Slides c % ——
: T S
I
= E E Select a layout for the
4 Slides Vertical 6 Slides Vertical 9 Slides Vertical .
7] rome sices printed handouts here. :
Scale to Fit Paper
High Quality F v
! 9% () @®d
FIGURE PP 417

tips & tricks

The Handouts (3 Slides) layout includes lines next to the slide
image. This layout is useful if you want to print your presen-
tation for your audience and include an area where they can
easily write notes to correspond with each slide.

try this
To open the Print tab in Backstage view, you can use the

keyboard shortcut +(P)

tell me more

From the Page Options button, you can also adjust the
following settings:

Scale to Fit Paper—resizes the slides to fit the
paper size.

Frame Slides—draws a thin border around the
slides for the printed version.

High Quality—prints slides in a higher resolution,
allowing for more detailed images and effects.

Print Comments and Ink Markup—allows you to
include comments and ink markup in your printed
presentation.

PP-100| ,
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Data files for projects can be found on
www.mhhe.com/office2010skills

Skill Review 44

In this review, you will use the skills learned in Chapter 4 to manage and deliver an existing
presentation.

1. Open an existing presentation:
a. Open Microsoft PowerPoint 2010.
b. On the File tab, click Open.

c. In the Open dialog box, navigate to the location of your PowerPoint 2010 student

files.
d. Find Ch4_Reviewl_Menu.pptx and double-click the file to open it.
e. On the File tab, click the Save As option.

f. Change the file name to [your initials]PP_SkillReview_4-1,and
then click OK.

2. Delete, reorder, copy, and paste slides, and use the Office Clipboard.

a. Delete and reorder slides:
(1) Right-click Slide 6 on the Slides tab.
(2) Select Delete Slide.
(3) Click the Undo button to redisplay the slide.

b. Reorder slides from the Slides tab:
(1) Select the thumbnail of Slide 7.
(2) Click and drag until the gray line appears above Slide 6, and then release the

mouse button.
c. Use the Office Clipboard to copy and paste slides:
(1) Select the thumbnail of Slide 7.
(2) On the Home tab, in the Clipboard group, click the Copy button.
(3) Click between the thumbnails of Slide 1 and Slide 2.
(4) On the Home tab, in the Clipboard group, click the Paste button.
3. Define a custom show:
a. Click the Slide Show tab.

b. In the Start Slide Show group, click the Custom Slide Show button and select
Custom Shows. ..

c. Click the New . . . button.
d. In the Define Custom Show dialog box, select Slides 1, 3, 4, 5, 6,7, and 8.
e. Click the Add button.

f. In the Slide show name: box, type Basic

g. Click OK to add the custom show to your presentation.
h. To close the Custom Shows dialog box, click the Close button.
4. Add hyperlinks and comments.
a. Add a hyperlink from one slide to another slide in the same presentation:
(1) On Slide 3, select the Food Log text.
(2) Click the Insert tab.

- i www.mhhe.com/office2010skills ]PP-’IO'}
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(3) In the Links group, click the Insert Hyperlink button.
(4) The Insert Hyperlink dialog box opens.

(5) Under Link to: select Place in This Document.
(6) Select Slide 4 to link to.

(7) Click OK to insert the hyperlink into your worksheet.

b. Add comments:

(1) On Slide 3, select the Fewer carbs text; then click the Review tab.

(2) In the Comments group, click the New Comment button.

(3) A balloon appears on the screen with the cursor ready for you to enter your comment.
(4) Type: Bad carbs - choose healthy carbs

(5) Click outside the comment to hide it.

5. Rehearse timings and use navigation tools.

a. Use PowerPoint’s Rehearse Timing feature:

(1) Click the Slide Show tab.
2) In the Ser Up group, click the Rehearse Timings button.
3) When the first slide appears, begin rehearsing your presentation.

(2)
(3)
(4) Click the Pause button if you want to stop the timer.
(5) Click the Next button to advance to the next slide.
(6)

6) Continue rehearsing each slide, clicking the Next button to advance the slides,
until you reach the end of the presentation.

(7) At the end of the presentation, you will be asked if you want to keep the timing as
part of your slide show. Click No.

b. Start a presentation from the beginning:

(1) Click the Slide Show tab.
(2) In the Start Slide Show group, click the From Beginning button.
(3) Exit the presentation by pressing the key on the keyboard.

c. Start a presentation from the current slide:

(1) Click the Slide Show tab.
(2) In the Start Slide Show group, click the From Current Slide button.

d. Navigate through the presentation using the keyboard:

(1) To advance to the next slide: press or the Spacebar.

(2) To go to the previous slide: press («Backspace).

(3) To jump to a specific slide: type the number of the slide and press (< Enter].
(4) To exit the presentation: press (Esc).

e. Navigate through your presentation using only the mouse:

(1) To advance to the next slide: click the mouse or right-click and select Next.
(2) To go to the previous slide: right-click and select Previous.

(3) To jump to a specific slide: right-click, point to Go to Slide, and select the name

of the slide.

(4) To exit the presentation: right-click and select End Show.

Print presentations and handouts:

a. Print the presentation:

(1) Click the File tab to open Backstage view; then click the Print tab.

[
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(2) In the Settings section, click the Color button and select Grayscale to change the
color option for the presentation.

(3) Click the Print button to print your slides.
b. Customize Handout Masters:
(1) Click the View tab.
(2) In the Master Views group, click the Handout Master button.

(3) In the Placeholders group, click the Date check box to remove the date from the
printed handout.

c. Preview and print outlines, handouts, and notes:
(1) Click the File tab to open Backstage view; then click the Print tab.
(2) In the Settings section, click the second button, and select Outline.
(3) Click the Print button and print your handouts.
(4)

4) Save the presentation.

Skill Review 4.2

In this review, you will use the skills learned in Chapter 4 to manage and deliver an existing
presentation.

1. Open an existing presentation:
a. Open Microsoft PowerPoint 2010.
b. On the File tab, click Open.
c. In the Open dialog box, navigate to the location of your PowerPoint 2010 student files.
d. Find Ch4_Review2_Emerginglech.pptx and double-click the file to open it.
e. On the File tab, click the Save As option.

f. Change the file name to [your initials]PP_SkillReview_4-2, and
then click OK.

2. Delete, reorder, copy, and paste slides, and use the Office Clipboard.

a. Delete a slide:
(1) Right-click Slide 6 on the Slides tab.
(2) Select Delete Slide.
(3) Click the Undo button to redisplay the slide.

b. Reorder slides from the S/ides tab:
(1) Select the thumbnail of Slide 7.
(2) Click and drag until the gray line appears above S/ide 6, and then release the

mouse button.
c. Use the Office Clipboard to copy and paste slides:
(1) Select the thumbnail of Slide 7.
(2) On the Home tab, in the Clipboard group, click the Copy button.
(3) Click between the thumbnails of Slide 1 and Slide 2.
(4) On the Home tab, in the Clipboard group, click the Paste button.
3. Define a custom show and hide slides.
a. Define a custom show:
(1) Click the Slide Show tab.

(2) In the Start Slide Show group, click the Custom Slide Show button and select
Custom Shows. . .

|
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(3) Click the New . . . button.
(4) In the Define Custom Show dialog box, select Slides 1, 3,4, 5, 6,7, and 8.
(5) Click the Add button.
(6) In the Slide show name: box, type Basic
(7) Click OK to add the custom show to your presentation.
(8) To close the Custom Shows dialog box, click the Close button.

b. Hide slides:
(1) Right-click Slide 2 on the Slides tab.
(2) Select Hide Slide.

4. Add hyperlinks and comments.

a. Add a hyperlink from one slide to another slide in the same presentation:
(1) On Slide S, select the Communication text.
(2) Click the Insert tab.
(3) In the Links group, click the Insert Hyperlink button.
(4) The Insert Hyperlink dialog box opens.
(5) Under Link to: select Place in This Document.
(6) Select Slide 6 to link to.
(7) Click OK to insert the hyperlink into your worksheet.

b. Add comments:
(1) On Slide 4, select the IPad and IPod bullet points; then click the Review tab.
(2) In the Comments group, click the New Comment button.

(3) A balloon appears on the screen with the cursor ready for you to enter your
comment.

(4) Type: Change bullets to iPad and iPod

(5) Click outside the comment to hide it.
5. Rehearse timings and use navigation tools.

a. Use PowerPoint’s Rehearse Timing feature:

(1) Click the Slide Show tab.
(2) In the Sez Up group, click the Rehearse Timings button.
(3) When the first slide appears, begin rehearsing your presentation.
(4) Click the Pause button if you want to stop the timer.
(5) Click the Next button to advance to the next slide.
(6)

5

6) Continue rehearsing each slide, clicking the Next button to advance the slides,
until you reach the end of the presentation.

(7) At the end of the presentation, you will be asked if you want to keep the timing as
part of your slide show. Click No.

b. Start a presentation from the beginning:
(1) Click the Slide Show tab.
(2) In the Start Slide Show group, click the From Beginning button.
(3) Exit the presentation by pressing the key on the keyboard.
c. Start a presentation from the current slide:
(1) Click the Slide Show tab.
(2) In the Start Slide Show group, click the From Current Slide button.

e |
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d. Navigate through the presentation using the keyboard:
(1) To advance to the next slide: press or the Spacebar.
(2) To go to the previous slide: press («+Backspace].
(3) To jump to a specific slide: type the number of the slide and press (< Enter].
(4) To exit the presentation: press (Esc).

e. Navigate through your presentation using only the mouse:
(1) To advance to the next slide: click the mouse or right-click and select Next.
(2) To go to the previous slide: right-click and select Previous.

(3) To jump to a specific slide: right-click, point to Go to Slide, and select the name
of the slide.

(4) To exit the presentation: right-click and select End Show.
6. Print presentations and handouts.
a. Print the presentation:
(1) Click the File tab to open Backstage view; then click the Print tab.

(2) In the Settings section, click the Color button and select Grayscale to change the
color option for the presentation.

(3) Click the Print button to print your slides.
b. Customize Handout Masters:
(1) Click the View tab.
(2) In the Master Views group, click the Handout Master button.

(3) In the Placeholders group, click the Date check box to remove the date from the
printed handout.

c. Preview and print outlines, handouts, and notes:
(1) Click the File tab to open Backstage view; then click the Print tab.
(2) In the Settings section, click the second button, and select Outline.
(3) Click the Print button and print your handouts.
(4)

4) Save the presentation.

challenge yourself 1

In this challenge, you will use the skills learned in Chapter 4 to manage and deliver an exist-
ing presentation.

1. Open an existing presentation:
a. Open Microsoft PowerPoint 2010.
b. Navigate to the location of your PowerPoint 2010 student files.
c. Open Ch4_Challl_FamilyReunion.pptx.
d. Save thefileas [your initials]PP_Challenge 4-3.

2. Declete, reorder, copy, and paste slides, and use the Office Clipboard.
a. Delete a slide:
(1) Delete Slide 6.
(2) Click the Undo button to redisplay the slide.
b. Reorder and copy slides:
(1) Move Slide 7 before Slide 6.
(2) Copy Slide 7 and paste it between Slide 1 and Slide 2

, | www.mhhe.com/office2010skills |PP-105
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3. Define a custom show and hide a slide:
a. Define a new Custom Slide Show entitled Basic using Slides 1, 3, 4, 5, 6, 7, and 8.
b. View the custom show.
c. Hide Slide 2.
4. Add hyperlinks and comments:
a. On Slide 5, select the text Select a theme and hyperlink it to Slide 6.

b. On Slide 5, sclect the Photographer text and add a New Comment: Ask Uncle
David

5. Rehearse timings and use navigation tools:
a. Rehearse the timings.
b. Start a presentation from the beginning.
c. Start a presentation from the current slide.

d. Navigate through the presentation using the keyboard from slide to slide and directly
to Slide S.

e. Navigate through your presentation using only the mouse.
6. Print presentations and handouts:

a. Print the presentation in black and white.

b. Print the Handouts 4 to a page.

c. Save the presentation.

challenge yourself 2

In this challenge, you will use the skills learned in Chapter 4 to manage and deliver an
existing presentation.

1. Open an existing presentation:
a. Open Microsoft PowerPoint 2010.
b. Navigate to the location of your PowerPoint 2010 student files.
c. Open Ch4_Chall2_Coffee.pprx.
d. Save the fileas [your initials]PP_Challenge 4-4.
2. Delete, reorder, copy, and paste slides, and use the Office Clipboard.
a. Delete a slide:
(1) Delete Slide 5.
(2) Click the Undo button to redisplay the slide.
b. Reorder and copy slides:
(1) Move Slide 6 before Slide 5.
(2) Copy Slide 6 and paste it between Slide 1 and Slide 2.
3. Define a custom show and hide a slide:
a. Define a new Custom Slide Show entitled Basic using Slides 1, 3, 4, 5, and 6.
b. View the custom show.
c. Hide Slide 2.
4. Add hyperlinks and comments:
a. On Slide 5, select the text Service with a smile and hyperlink it to Slide 6.

b. On Slide 5, select the Work with local farmers text and add a New Comment:
Check with farmers association

: |
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5.

6.

Rehearse timings and use navigation tools:

a. Rehearse the timings.

b. Start a presentation from the beginning.

c. Start a presentation from the current slide.

d. Navigate through the presentation using the keyboard from slide to slide and
directly to Slide S.

e. Navigate through your presentation using only the mouse.
Print presentations and handouts:

a. Print the presentation in black and white.

b. Print the Handouts 4 to a page.

c. Save the presentation.

on your own

You are charged with holding the initial meeting for the local block watch committee and

want to create an introductory presentation to share with your neighbors.

1.

0w 0 gy oo Ul A WN

- =
= O

12.
13.
14.
15.
16.

17.
18.
19.
20.

Navigate to the location of your PowerPoint 2010 student files.

. Open Ch4_0YO_Blockwatch.pptx.

. Save the fileas [your initials]PP_OnYourOwn 4-5.

. Delete Slide S.

. Click the Undo button to redisplay the slide.

. Move Slide 6 after Slide 8.

. Copy Slide 8 and paste it between Slide 2 and Slide 3.

. Define a new Custom Slide Show entitled Basic using all but Slide 3.
. View the custom show.

. Hide Slide 2.

. On Slide 6, select the text SMART and hyperlink it to Slide 8.

On Slide 4, select the Safety text and add a New Comment: Top Priority
Rehearse the timings.

Start a presentation from the beginning.

Start a presentation from the current slide.

Navigate through the presentation using the keyboard from slide to slide and directly
to Slide S.

Navigate through your presentation using only the mouse.
Print the presentation in black and white.
Print the Handouts 4 to a page.

Save the presentation.

You have been assigned the task of fixing an existing presentation based on the skills learned
in Chapter 4.

1.
2.

Using PowerPoint 2010, open Ch4_Fixit_Students.pptx.
Save the fileas [your initials]PP_FixIt 4-6.

|
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3.
4.
5.
6.
7.
8.
9.

10.
11.
12.
13.

14.
15.
16.
17.

Move Slide 6 before Slide 5.

Copy Slide 6 and paste it between Slide 1 and Slide 2.

Define a new Custom Slide Show entitled Basic using all but Slide 2.
View the custom show.

Hide Slide 2.

On Slide 3, select the text Preparation and hyperlink it to Slide 5.

On Slide 6, select the Responsibility text and add a New Comment: Learner
success with learner responsibility

Rehearse the timings.
Start a presentation from the beginning.
Start a presentation from the current slide.

Navigate through the presentation using the keyboard from slide to slide and directly
to Slide S.

Navigate through your presentation using only the mouse.
Print the presentation in black and white.
Print the Handouts 4 to a page.

Save the prcscntation.

[
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chapter

Exploring Advanced
Graphics, Tables, and Charts

In this chapter, you will learn the following skills:

Skill 84  Applying Artistic Effects to Pictures

Skill 5.2 Removing the Background from Pictures
Skill 5.3 Correcting Pictures

Skill 5.4 Changing the Color of Pictures

Skill 5.5 Cropping Graphics

Skill 5.6 Compressing Pictures

Skill 5.7 Resetting Pictures

Skill 5.8 Aligning Text in Tables

Skill 5.9 Inserting and Deleting Rows and Columns
in Tables

Skill 540 Modifying Charts

Skill 541 Animating Charts

Skill 542 Creating Multipart Animations
Skill 543 Setting Animation Timings
Skill 544 Creating an Action Button
Skill 545 Recording a Slide Show

Skill 546 Editing Audio on a Slide

Skill 547 Editing Video on a Slide

Skill 548 Creating a Photo Album

In this chapter, students will learn more advanced skills for working with graph-
ics, tables, and charts. They will learn about the new picture effects available in
PowerPoint 2010. They will learn to modify tables and charts, as well as learn ani-
mation techniques, including animating charts, creating a multipart animation,
and working with animation timings. Students will also learn how to edit audio
and video clips from inside PowerPoint. Finally, students will learn how to create
a slide show of digital photographs using PowerPoint’s Photo Album feature.

Learn to modify pictures using the
new picture effects available in
PowerPoint 2010

Make a presentation file
size smaller by changing the

compression settings for images

Align text in tables and insert

rows and columns

Modify charts including layouts,

styles, and animating a chart

Create a multipart animation and

adjust the animation timings
Add an action button to a slide

Record the slide show, including

narration

Edit audio and video from within

the PowerPoint application

Create a photo album of digital

photographs




51 Applying Artistic Effects to Pictures

PowerPoint 2010 comes with a number of new commands ~ To apply an artistic effect to a picture:
for working with pictures and graphics. These commands 4, Select the image you want to apply the artistic effect to.
allow you to modify pictures using tools that in the past were 2

; ) L . Click the Format tab under Picture Tools.
only available through image editing applications.

3. In the Adjust group, click the Artistic Effects button.
One of the new graphic tools in PowerPoint 2010 is the a

Select an option from the gallery to apply it to the
Artistic Effects command. The Artistic Effects command p gatiery toapply

icture.
applies a graphic filter to an image. These filters mimic a wide P
variety of artistic tools including paint strokes, pencil strokes,
watercolors, mosaics, blurs, and glows.
[ Artistic Effects Button } [ Picture Tools Format Tab
m | v | » PI(“H( Tools ‘ » :@77){
File Home sert Desldn Transitions Animations Slide Show Review View ; Formut AW ? J
\i & Corrections ~ P ' L Picture Border Ly Bring Forward ~ &~ } B! 409 =
—id | % Colory ;ﬁ ’ ‘ 2 ~| < Picture Effects = L Send Backward ~ [#]- 1l .
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tips & tricks tell me more
If you have Live Preview enabled, when you roll your mouse The Artistic Effects command can only be used on photo-
over an option in the gallery, the effect is previewed on the graphs not on illustrations.

selected image.
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5.2 Removing the Background from Pictures

One way to modify a picture is to remove the background
from the picture. To remove the background from a picture,
PowerPoint analyzes the picture and calculates which areas
are the background. PowerPoint then marks the background
areas for removal. The resulting effect is as if you had traced
the main part of the picture and then erased the background,
leaving you with an outline of the picture.

To remove the background from a picture:

1. Select the image you want to remove the background

from.

'Remove Background Button

T

2.
3.

Click the Format tab under Picture Tools.

In the Adjust group, click the Remove Background
button.

The Background Removal tab displays.

Adjust the marked area until the image appears as you
want it.

Click the Keep Changes button to remove the
background from the image.

ﬁ ‘Picture Tools Format Tab
Slide Show Review View Format

i Corrections ~

| &g Color~

Remave |
Background 48] Artistic Effects ~ -

Adjust

H ¥ - r - v — [ 2 L ro—
L e o o

Picture Styles

L Picture Border ~
* i Picture Effects ~
= ' picture Layout + &, Selection Pane

dy Bring Forward + [~
Yy Send Backward ~ [8]-
A
I Arrange |

EE
Crop =3 4.06"

-
-
e

Size

& Background Removal Tab

Background Removal Slide

© @& @ v

Mark Areas Mark Areas Delete Discard All  Keep 4——{ Keep Changes Button

toKeep toRemove Mark  Changes cmnges‘

‘ FIGURE PP 5.2
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tips & tricks
Click the Discard All Changes button to close the Back-
ground Removal tab and not change the picture.

try this
You can also press on the keyboard to accept the
changes.

tell me more

You can modify the area marked for removal from the Refine
group on the Background Removal tab:

> Mark Areas to Keep—allows you to draw lines indicating
areas not to delete when the background is removed.
Mark Areas to Remove—allows you to draw lines
indicating areas to delete when the background is removed.
Delete Mark—removes lines you have added marking
areas to keep or remove.

I |PP-111
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5.3 Correcting Pictures

After you have added a picture to a presentation, you may find
that it does not appear quite the way you want. It may appear
too dark or too light, or it could appear slightly blurry. You can
correct problems in pictures from the Picture Tools Format tab.

To correct a picture:

1. Select the image you want to modify.

[ Corrections Button ]

/ Design Transitions Animations

2.
3.
4.

5.

Slide Show

Click the Format tab under Picture Tools.
In the Adjust group, click the Corrections button.

The gallery displays how the selected image will appear
with the correction applied.

Select an option from the gallery to make the change.

Picture Tools Format Tab ]

Picture Tools 1

Review  View

[Q Corrections :] b= §
|| Sharpen and Soften

| -]

Remove
Background

= KK

@ P-cture Corrections Options...

o] TN,

I

‘ gl - - Picture Effects

L Picture Border + Ly Bring Forward ~ |2~
34y send Backward ~ [2]
i, Selection Pane Sk~

Arrange
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When you make corrections, you are changing the following
properties for a picture:

Brightness—makes the overall picture darker or lighter.

Contrast—changes the range of color intensity within
the picture. A picture with high contrast will have bolder
colors, while a picture with low contrast will have more
muted colors.

tips & tricks

The Corrections gallery displays the preset options for cor-
recting images. If you want to adjust the picture manually,
you should use the Format Picture dialog box. To open
the Format Picture dialog box, click Picture Corrections
options. . . at the bottom of the Corrections gallery.

Softness—removes hard edges, giving the picture a
smoother fecl.

Sharpness—removes any blurriness, giving the picture a
crisper feel.

tell me more

If the picture you want to change is a drawing, you can
adjust the brightness and contrast. If the picture you want to
change is a photograph, you can adjust the sharpness of the
image in addition to the brightness and contrast.

powerpoint 2010
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5.4 Changing the Color of Pictures

Another graphic effect you can apply to a picture in Power-
Point is to recolor the image. When you color an image,

To recolor a picture:

1. Select the image you want to recolor.

PowerPoint takes the image and applies a color overlay. All 2
colors are removed from the image and replaced with shades

of one color. The resulting effect is as if you were looking at
the image through colored glass. 4. The gallery displays how the selected image will appear

with the color applied.

. Click the Format tab under Picture Tools.

3. In the Adjust group, click the Color button.

5. Select an option from the gallery to apply it to the picture.

Color Button [ Picture Tools Format Tab ]

| Picture Tools ‘
Review View i
[ Picture Border ~

Design Transitions Animations  Slide Show

1' % Corregons H
d et A

Remove
Color
E3

3y Bring Forward ~ |2~ []1] TS

Crop =} 4.06°

EIR e

g @ 3] : sl smdl |- - PictureEtfects - L Send Backward ~ [2]-

|22 picture Layout ~
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:

£y, selection Pane Sk~
Arrange | Size
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=
=== %@ More Variations

&  Set Transparent Color
| @, Picture Color Options..,
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March 18,2011

Select an option from the | FIGURE PP 5.5

gallery to make the change.

> You can choose to make any color in the picture transparent. Click Set Transparent
Color at the bottom of the gallery. Click any part of the image that has the color
you want to make transparent. PowerPoint makes all matching areas of the image
transparent.

> Point to More Variations at the bottom of the gallery to choose from other colors in
the presentation’s color theme.

tips & tricks

I |PP-113
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5.5 Cropping Graphics

When you add an image to a presentation, you may only want
to show part of the image. You could edit the picture in an
image editing application, or you could use the Crop tool in

Point to a cropping handle. When the cursor changes to
one of the crop cursors, click and drag toward the center
of the image.

PowerPoint to trim the picture.

6. Press to accept the changes.

To crop a picture:
pap Notice the size of the objects in the image does not change.

1. Select the image you want to crop. When you crop an image, it is as if you are removing part of
2. Click the Format tab under Picture Tools. the image, hiding it from sight.
3. In the Size group, click the Crop button.
4. PowerPoint displays black lines around the edges of the
image. These are cropping handles.
[ Picture Tools Format Tab Crop Button
] | Picture Tools
File Home Insert Design Transitions Animations Slide Show Review View Fnt
i Corrections ~  J& - e — — L Picture Border » |y Bring Forward + [~
Rﬁ ‘i’(olor' B 1 ; all L! = = ; Ev‘ 9Pi:tur!5"uts' 24 Send Backward ~ [
Background |8 Artistic Effects ~ %~ ‘ |7 G2 picture Layout ~ &, Selection Pane Sk~
Picture Styles Ia | Arrange
Introduction
Head Over Heels Day Spa
offers one of the most
luxurious spa experiences
anywhere in the world
Each spa service is
personalized to meet our
clients’ needs and wishes
Head Over Heels Day Spa
also offers alternative
healing therapies, and non-
surgical cosmefic procedurzs
= Cropping Handel
¥ || Clickto add notes
FIGURE PP 5.6 ’
tips & tricks tell me more
When you crop an image, the entire image remains as part of Click the Crop drop-down arrow for more cropping options.
the presentation. The cropped areas are simply hidden from Other cropping options include:
sight. If you want to restore part of an image, use the Crop > Crop to Shape—allows you to crop an image using
tool to expand the cropped area and the previously hidden any of PowerPoint’s built-in shapes as an outline.
areq will bg visible. If you know you will not need to restore > Aspect Ratio—crops the image to a rectangular shape
tr]le .|mage IE the future, -you hcar.I remoye the cropped ar.eas with a ratio of a specific width by height.
OUPICRITES by COmRISsSing e Images I Your presentatian. > Fill—resizes the cropped picture so it fills the entire
picture area while keeping the aspect ratio the same.
> Fit—resizes the picture to fit inside the picture area
while keeping the aspect ratio the same.
PP-114| }
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5.6 Compressing Pictures

The more images you add to a presentation, the larger the
presentation’s file size will become. Before sending a presen-
tation out to others, it is a good practice to reduce the file
size as much as possible. When you compress the pictures in a
presentation, you can choose the target output for the presen-
tation: Print (220 ppi), Screen (150 ppi), or E-mail (96 ppi).
PPI stands for pixels per inch. The higher the PPI, the less the
images will be compressed. The lower the PPI, the more the
images will be compressed, resulting in a smaller file size, but
potentially lesser quality images. One way to reduce the file
size of a presentation is to change the target output for all the

images in the presentation.

To change the default target output for images in a
presentation:

1.
2.
3.

Click the File tab to open Backstage view.
Click the Options button.

In the PowerPoint Options dialog box, click the
Advanced button.

In the Image Size and Quality section, verify the Do not
compress images in file option is not checked.

Click the Set default target output to: arrow and select
an option.

Click OK in the PowerPoint Options dialog box.

General

Proofing

Advanced Button L
Save [ ons
Language [¥] When selecting, automatically select entire word
[¥] Allow text to be dragged and dropped
Advanced <

20

Maximum number of undos: =

Customize Ribbon

Cut, copy, and paste
Quick Access Toolbar

[¥] Use smart cut and paste
Add-Ins

Trust Center

[7] Discard editing data i
[7] Do not compress images in file (i

Jj Advanced options for working with PowerPoint.

[¥] Show Paste Options button when content is pasted

Image Size and Quality @j services presentation EI

m

/Set default target output to: | 220 ppi
2 Se

lect an option. ]

Verify the Do not compress images
in file option is not checked.

[¥] Show shortcut keys in ScreenTips

[¥] Show vertical ruler

[7] Disable hardware graphics acceleration

|

cent Documents: |20

Open all documents using this view | The view save

-
e

d in the file

OK

J [ Cancel ]

You can also change the target output for all images in a presentation through the Compress

Pictures dialog box:

Select a picture in the presentation.

Click the Format tab under Picture Tools.

In the Adjust group, click the Compress Pictures button.
Uncheck the Apply only to this picture option.

In the Target output: section, select a compression option.
Click OK.

O U B W N A
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try this
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5.7 Resetting Pictures

If you have made several changes to an image and decide to  To reset a picture:

undo the changes you made, you could use the Urdo com- 4. Click the Format tab under Picture Tools.

mand to revert the picture to its original state, or you could . . .
oep & oy 2. In the Adjust group, click the Reset Picture button.

use the Reset Picture command. The Reset Picture command

removes all PowerPoint formatting applied to the picture, 3. Any PowerPoint formatting you added to the picture is

and reverts the picture to the state it was before any format- removed.
ting was applied.
[ Reset Picture Button ] [ Picture Tools Format Tab ]
2 =C
Home r n ransitions Animations v ‘Review ew Format

1 & Corrections ~ H - ,. J— 7 Picture Border * [y Bring Forward ~ &~ @ | P

=l | oo :I = - d .‘ Picture Effects » [ Send Backward ~ [3]- .
Ba'::';::nd [ Artistic Effects - ‘ﬂ N %4y selection Pane  SA~ Crop 53406°
Adjust Picture Styles | Arrange | Size s

| |on]
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(] . (]
tips & tricks try this
Clicking the Reset Picture button does not revert the image To reset a picture, removing any formatting you added in
to the original size. If you want to remove the formatting and PowerPoint, you can also click the Reset Picture button
change the picture back to the size it was when you first arrow and select Reset Picture.
added it to the document, click the arrow next to the Reset
Picture button and select Reset Picture & Size.
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5.8 Aligning Text in Tables

Horizontal alignment refers to how text is aligned with regard
to the left and right margins of a cell. Lef? alignment aligns
the text on the left side, leaving the right side ragged. Cenzer
alignment centers each line of text relative to the cell margins.
Right alignment aligns the text on the right side, leaving the
left side ragged.

To change the horizontal alignment of text in a cell:

1. Click in the cell you want to change.

Click one of the horizontal

2. Click the Layout tab under 7zble Tools.

3. In the Alignment group, click one of the horizontal
alignment buttons:

Align Text Left
Center
Align Text Right

alignment buttons. [ Table Tools Layout Tab
n { . 0
Home Inset  Design  Tramsitions  Animations  Slide Show "\ R CDesign | Layout T a8
: ¥ EinsertBelow [ T o= = === 1| Height: 384"+ | ChyBring Forward ~ |2~
Sl%d % A insert Left MEJ % éﬂ ‘7:‘% Tt l.!!lﬁ ol EWid!h: AEIT s [ Y Send Backward ~ !‘ﬁ
e e eete | et et | e o e 1 Hi= Direction ~ Margins» | LockAspectRatio Sy SelectionPane 74~
Table Rows & Columns Merge Cell Size Alignment Table Size | Arrange
Slides
o e e
—— ost ¢ ison
e
- 2 = Head Over Heels’ pricing structure is on par with
all major competitors:
T —
F: 000 2 Massage Lip Plumping
Heod Over Heel Doy Spa §75 100 $80
"/ Wi Soch Heolfn & Beasty $120 §75
Inner Paoce Outer Baouty
s 5150 NA
| m&ﬁmw i NA .
Horizontal alignment - @
| has been changed. |
Y B! = =N

Vertical alignment refers to how text is aligned with regard
to the top and bottom of a cell. 7op alignment places the text
at the top of the cell. Middle alignment places the text in the

| FIGURE PP 5.9

middle of the cell. Bortom alignment places the text at the
bottom of the cell.

skill 5.8  Aligning Text in Tables
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To change the vertical alignment of text in a cell:

1. Click in the cell you want to change.
2. Click the Layout tab under Zable Tools.

3. In the Alignment group, click one of the vertical
alignment buttons:

Align Top .Eq
Center Vertically \@}
Align Bottom lg

Click one of the vertical
alignment buttons.

| Table Tools Layout Tab |
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Slide Show \ F View

Table Tools )

Design | Layout
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tell me more

In addition to changing the alignment of text in cells, you can
also change the text direction. There are four built-in options
for changing the text direction in cells:

Horizontal—displays text horizontally across the
cell.

Rotate all text 90°—displays text vertically in the
cell. The text is rotated 90 degrees clockwise from the
horizontal position.

Rotate all text 270°—displays text vertically in the
cell. The text is rotated 90 degrees counterclockwise
from the horizontal position.

he text vertically, one letter

try this

You can also change the alignment of text in cells from the
Home tab. In the Paragraph group, click the Align Text Left,
Center, or Align Text Right to change the horizontal align-
ment of text in a cell. Click the Align Text button and select
an option from the menu to change the vertical alignment
of text in a cell.

The following keyboard shortcuts can be used to apply
horizontal alignment:

> Align left = +(L)
> Center = (Ctrl]) + (E)

> Align Right = +(R)

PP-118| {
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5.9 Inserting and Deleting Rows and Columns

in Tables

Once you have created a table, you often find you need more
rows or columns. You can easily insert additional rows and
columns from the Tuble Tools contextual tabs.

When you place the cursor in a table, the Table Tools con-
textual tabs display. These tabs are called contextual tabs
because they only display when a table is the active element.
The Design tab contains tools to change the look of the table,
such as shading and borders. The Layout tab contains tools to
change how information is displayed in the table, such as row
and column commands.

[ Insert Royv Above ] [ Insert Row Below ]

To insert an additional row and column:

1. Click the Layout tab under 7zble Tools.

2. To insert a new row, click the Insert Above button or the

Insert Below button.

3. Toinsert a new column, click the Insert Left button or
the Insert Right button.

To delete a row or column:

1. Click in the row or column you want to delete.

2. Click the Layout tab under Zable Tools.

3. Click the Delete button and select an option.

[ Table Tools Layout Tab ]
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A quick way to insert a new row at the end of a table is to
place the cursor in the last cell in the last row and then press
the key. A new row is automatically added to the
table, with your cursor in its first cell.

try this
To insert rows and columns, you can right-click in a cell, point
to Insert, and select Insert Rows Above, Insert Rows
Below, Insert Columns to the Left, or Insert Columns
to the Right.

tell me more

Another way to add rows and columns to tables is to copy
an existing row or column and then paste it into the table. To
copy and paste a row, first select the row you want to copy
and click the Copy button. Next, place your cursor in the
first cell of the row below where you want the copied row
to appear. Click the Paste button to insert the copied row.
You can use the same method to copy and paste columns
in tables as well.

skill 5.9 Inserting and Deleting

Rows and Columns in Tables
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510 Modifying Charts

When you insert a chart, PowerPoint displays the Chart Tools
contextual tabs. These tabs provide easy access to all the chart
design, layout, and formatting tools. From the Design tab,
you can change the chart layout or style using the predefined
Quick Layouts and Quick Styles. Quick Layouts apply com-
binations of labels, titles, and data tables, while Quick Styles
apply combinations of colors, line styles, fills, and shape
effects that coordinate with the presentation theme.

Changing the layout and style of a chart can make a dramatic
impact.

To change the chart layout using a Quick Layout:
1. Click the Design tab under Chart Tools.
2. In the Chart Layouts group, click one of the chart

layouts, or click the More button| = | to see all the chart

layouts available.
To change the chart style using a Quick Style:
1. Click the Design tab under Chart Tools.
2. In the Chart Styles group, click the style you want to use,

or click the More button to sce all the chart styles

available.
[ Chart Tools Design Tab ]
Q n
Home  Insert View Design
Change Save As Switch Seled Edi! Rmesh “ “ :(
Chart Type Template FRow/Column Data Data Dats = 84
Type Data / Chart Layouts es
o / ) \\ :
e | Click one of the chart layouts. J [ Click one of the chart styles. ]
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-t e
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also try our healing therapies:
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tell me more The Chart Tools Layout tab

allows you to change chart layout elements manually. The Chart

Tools Format tab allows you to change chart style elements manually.
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541 Animating Charts

When you add a chart to a slide, by default it appears as a
static object. One way to help your information come to life
for your audience is to animate the chart. Depending on the
animation scheme you have chosen, you can animate the
chart as one object or you can apply the animation scheme to
individual parts of the chart.

Animation Tab

Insert Transitions  Animations  Slide Show  Review

Add

Ta ‘ 3% Animation Pane

-7 Trigger ~

mation * *‘, Animation Painter
Advanced Animation

To animate a chart:

1. Select the chart you want to animate.

2. Click the Animations tab.

3. In the Animation group, click the More button and
select an animation scheme.

4. Click the Effects Option button and select By Series to
have the animation applied to individual data series.

Chart Tools
View Design yout
~  Reorder Animation
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3 Duration: | & Move Earlier

B Delay:

¥ Move Later

Timing

¥ X " I

[ Select an animation scheme.

FlyIn Flolai In Split
Sk k¥
% ¥

»
Wheel Random Bars  Grow & Tumn
Bounce

£ X &

o =
Spin Grow/Shrink

* ko Kk

atken Lighte Transparency Obje

More Entrance Effects...
3% More Emphasis Effects...
More Exit Effects...
Mare Motion Paths...
LE Action Verb

customers come to Head Over Heels
ol spa services, but a large percentage
healing therapies:

erapies

Procedures

\ FIGURE PP 5413

tips & tricks

You can further modify the chart animation through the
Animation task pane. Click the Animation Pane button, in
the Advanced Animation group, to display the Animation
task pane. From the task pane, you can change the order in
which the objects animate on the slide. You can also control
when animations play and for how long.

tell me more

When you add an animation to an object, a number appears
next to the object on the slide. This number indicates the
order in which objects will be animated. Notice that if you
animate a chart as one object, the number 1 appears next
to the chart. However, if you animate the chart by category,
several numbers appear next to the chart indicating that
there are multiple animations applied to the object.

I |PP-121
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512 Creating Multipart Animations

Animating objects in a presentation can help your slides
come to life for your audience. For example, you can design
an image to fly in from off-screen when you click the slide.
But what if you want to add a similar exit effect to the same
image? In PowerPoint, you can add multiple animations to a
single object.

To add additional animations to an object:

1. Select the object to which you want to add additional
animations.

2. Click the Animations tab.

3. In the Advanced Animations group, click the Add
Animations button.

4. Select an option from gallery.

When you add animations to a slide, PowerPoint displays a
number next to each animated object. These numbers indi-
cate the order in which the objects will be animated.

[ Animation Tab ]

[ Click the Add Animation button.
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tips & tricks

schemes to choose from.

If you do not see an animation effect in the gallery that you want to use, click one of the
options on the menu at the bottom of the gallery to open a dialog box with more animation

powerpoint 2010
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5143 Setting Animation Timings

When you apply an animation to an object in PowerPoint,
the animation is set to play immediately and for a default
length of time. But what if you want a pause before the ani-
mation plays? Or have the animation play more quickly or
slowly than the default length of time? You can control both
when and for how long an animation plays.

P\
File Home  Insert  Design  Transitions  Animations Slide Show

' dyAnimationPane b Start: | Onf ~ | Reorder Animation

B A Kk K

P":'"‘ None Appear ‘"5

Effect Add

To control animation timings:
1. Select the animated object.
2. Click the Animations tab.

3. In the Timing group, enter the number of seconds for the
animation to play in the Animation Duration: box.

4. In the Animation Delay: box, enter the number of
seconds to wait before the animation starts.

Duration controls how long
the animation plays for.
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luxurious spa experiences
anywhere in the world

Each spa service is
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clients’ needs and wishes
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also offers alternative

hedaling therapies, and non-
surgical cosmefic procedures
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tips & tricks

By default animations are set to play when you click the slide.
To have the animation automatically play when the slide
appears, click the Start: arrow and select With Previous.

tell me more

Increasing the duration will make the animation play more
slowly. Decreasing the duration will make the animation
faster.

try this
To set the length of time for the duration or delay, you can
also click the up and down arrow controls.

skill 543  Setting Animation Timings
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514 Creating an Action Button

An action button is a button you add to a slide that performs
a set function. Action buttons are used in Slide Show view.
You can use action buttons to navigate between slides or to
open a program.

To create an action button:

1. On the Home tab, in the Drawing group, click the
Shapes button.

2. At the bottom of the gallery is the Action Buttons section.
Select an option from the gallery.

3. Click on the slide where you want the action button to
appear.

Insert Design Transitions Animations

= Layout -
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Slidl >

Slide Show
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4. The Action Settings dialog box opens.

5. Click the Hyperlink to: arrow, and select where you want
the button to navigate to when clicked.

6. Click OK.

Each action button option in the Shapes gallery is designed
for a specific purpose. There are buttons that are used to
navigate within a presentation (such as the Next, Previous,
and Homze buttons), and there are buttons which are used to
access additional content (such as the Information, Movie,
Document, and Sound buttons).

Drawing Tools
Review
#AFind
2. Replace =
lg Select ~
Editing

Shapes Arrange Quick
!] s i s?,,,, + =/ Shape Effects ~
) ‘ Drawing r.

spa offers the following services:

rts, Hot Stone, and Deep Tissue

[ play sound:

Mesewd | Click OK.

[¥] Highlight dlick
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tips & tricks

You can have the action button play a sound when clicked.
Select the check box next to Play sound:. Click the menu

tell me more

You can set the action button to perform the function when
the button is clicked or when the mouse rests over the

arrow, and select a sound to play when the action button is button.
clicked.
°
try this
To add an action button to a slide, on the Insert tab, in the
Illustrations group, click the Shapes button and select an
option from the Action Buttons section.
PP-124 | }
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515 Recording a Slide Show

Rather than presenting a slide show live, you can choose
to record your slide show, including the timings and narra-
tions. When you play the recorded slide show, PowerPoint
will automatically play the recorded narration and navigate
through the slides using the timings you created when you
recorded the slide show.

Note: In order to record your narration, you will need to have
a microphone or headset with a microphone attached to your
computer. Please be sure the microphone/headset is plugged
in and working before doing the following steps.

To record a slide show:
1. Click the Slide Show tab.

2. In the Ser Up group, click the Record Slide Show
button.

3. The Record Slide Show dialog box opens.

Verify the Slide and animation timings and the
Narrations and laser pointer check boxes are selected.

Click the Start Recording button.

When the first slide appears, begin your presentation.
Work through your presentation as if you were
presenting to an audience.

Click the Pause button if you want to stop the timer.
Click the Next button to advance to the next slide.
Continue narrating each slide, clicking the Next button

to advance the slides, until you reach the end of the
presentation.

[ slide Show Tab |

[ Record Slide Show Button ]

Insert Slide Show
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Start Slide Show

Design Transitions Animations

Show

V' Play Narrations
V! Use Timings
V' Show Media Controls

=
(&8 Show On:  Primary Monitor

Use Current

| Use Presenter View
| Monitors

Slides

-

[¥] slide and animation timings
} Narrations and laser pointer

Select what you want to record before you begin recording.

| Select an option for
:=--| recording the slide show. |

Start Recording Cancel

HEAD OVER HEELS
SERVICES

Slide 1 010 | "Median™ | English (U.S)

When you record a presentation, PowerPoint will use the
timings and narration you recorded as the default playback
options for the presentation. To change these options, on
the Slide Show tab, in the Ser Up group, click the Set Up
Slide Show button. In the Ser Up Show dialog box, click

> To remove timings from a presentation, click the Record Slide Show button arrow,

point to Clear, and select Clear Timings on All Slides.

|EsE 2 42 (=)0 )£

| FIGURE PP 517

the Manually radio button in the Advance slides section to

advance the slides yourself. In the Show options section, select
the Show without narration check box to run the presenta-
tion without the narration.

tips & tricks

> To remove narration from a presentation, click the Record Slide Show button
arrow, point to Clear, and select Clear Narrations on All Slides.

skill 545  Recording a Slide Show
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516 Editing Audio on a Slide

When you add audio to a slide, you may find that you need
to have it start at a different point or end at an earlier point.
In past versions of PowerPoint, you needed an audio editing
program to edit the start and end points of the audio. In Power-
Point 2010, you can edit audio within PowerPoint by using the
tools available on the Playback Audio Tools tab.

To edit audio on a slide:

1. Click the speaker icon on the slide with audio you want
to edit.

2. Click the Playback tab under Audio Tools.
3. Click the Trim Audio button.

[Trim Audio Button ]

4.

5.

Home Insert Transitions Animations Slide Show

The Trim Audio dialog box appears. The dialog includes

a visual representation of the audio file along a timeline.

On the left side of the timeline is the green Start Time
indicator. Click and drag the indicator to the right to
have the audio begin at a later point.

On the right side of the timeline is the red End Time
indicator. Click and drag the indicator to the left to have
the audio stop playing at an earlier point.

Click the Play button to play the trimmed audio piece.
Click OK to accept the changes and trim the audio.

[ Audio Tools Playback Tab ]

Audio Tools

Review  View Format Playback

Y vl Yade Durtion wﬁ (27 start: | On Click ~ Il Loop until Stopped

| iy Fademn: 0000 3
Play Add  Remove z
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|| Preview Bookmarks Editing
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v
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Audio Options
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[Start Time IndicatorJ

End Time Indicator ]
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from the perspective of . . .

MIDDLE SCHOOL PRINCIPAL

It’s always tough to go back to school after summer break; but teachers are more enthusiastic
about the upcoming year when they see images of their students displayed in our “Welcome
Back” presentation. They especially love it when the students have included audio of their
favorite experiences from the prior school year.

tips & tricks tell me more

By default the audio clip icon is displayed in the presenta- When you select an audio clip on a slide, the Audio Tools
tion. On the Playback tab, select the Hide During Show contextual tabs automatically display. The Playback tab is
check box not to have the icon appear on your slides. called a contextual tab, because it only displays when an

audio clip is the active element. The Playback tab contains
tools for adding bookmarks, fading the audio in and out,
looping the audio, and controlling the volume.

try this
You can also enter when you want the audio to begin playing

in the Start Time box. Similarly, you can enter when you want
the audio to stop playing in the End Time box.

|
skill 516  Editing Audio on a Slide ' |PP iz



547 Editing Video on a Slid

Just as you can modify the end and start times of audio clips
you add to slides, you can also modify when a video begins
and ends. You can edit videos within PowerPoint by using the

tools available on the Playback Video Tools tab.

To edit a video on a slide:

1. Select the video you want to edit.

2. Click the Playback tab under Video Tools.

3. Click the Trim Video button.

4. The Trim Video dialog box appears. The dialog includes

a preview of the video above a timeline for the video.

[ Trim Video Button ]

e

5.

Home  Inset \4 Design  Transitions nati Slide Show

On the left side of the timeline is the green Stars Time
indicator. Click and drag the indicator to the right to
have the video begin at a later point.

On the right side of the timeline is the red End Time
indicator. Click and drag the indicator to the left to have
the video stop playing at an earlier point.

Click the Play button to play the trimmed video piece.
Click OK to accept the changes and trim the video.

[ Video Tools Playback Tab

Video Tools
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‘é’ Fade Duration
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Video Options
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tips & tricks

> Select the Hide While Not Playing check box not to
show the video on the slide until it plays.

> Select the Play Full Screen check box to have the
video take over the screen when played.

tell me more

When you select a video clip on a slide, the Video Tools con-
textual tabs automatically display. The Playback tab is called
a contextual tab, because it only displays when a video clip
is the active element. The Playback tab contains tools for
adding bookmarks, fading the video in and out, looping the
video, and controlling the volume.

try this
You can also enter when you want the video to begin playing

in the Start Time box. Similarly, you can enter when you want
the video to stop playing in the End Time box.

) |
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5148 Creating a Photo Album

Have you ever wanted to create a PowerPoint presentation
of pictures you downloaded from your digital camera or cell
phone? PowerPoint’s Photo Album feature does just that.
From the Phoro Album dialog box, you can import your digi-
tal photographs and add captions and effects to each image.
The Photo Album feature then creates a new presentation
based on the information you entered, allowing you to fur-
ther modify the presentation using the robust formatting
tools available in PowerPoint 2010.

To create a photo album:

1. On the Insert tab, in the Images group, click the Photo
Album button.

Insert Design Review

w

View

The Photo Album dialog box opens.
Click the File/Disk button.

In the Insert New Pictures dialog box, select the picture
you want to include in the photo album and click the
Insert button.

Continue adding pictures to the photo album.

Click the New Text Box button to add a text slide
between images in the photo album.

Click the Create button to create the photo album as a
new presentation.
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Shapes SmartAt Chart
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Clip Screenshot | Photo |
Art v Album ~
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Box & Footer
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Slide Object Equation Symbo!  Video Audio
&Time Number v v v
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Insert Tab

Links
‘_‘\[ Select New Photo Album. . . ]

Click the File/Disk button
to add pictures.
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Pictures in album:

| “happy_hands

Theme: ‘ 1F Q’ows;..:

Picture Options:
Captions below ALL pictures
[7] ALL pictures black and white | Click the New Text Box
button to add a text slide.
3k
Album Layout — -
Picture layout: |Fit to slide E \‘*,
e shape: [Rectange K2 - ‘

Click the Create button to
create the photo album.

[ geate || conce

tricks

tips
Use the up and down arrows below the Pictures in album

box to reorder the images in the photo album. Click the
Remove button to remove an image from the photo album.

FIGURE PP 5.22

tell me more

When you create a photo album, PowerPoint automatically
creates a title slide for the photo album. By default, the title
slide includes the title and a byline. PowerPoint gives the
presentation the title “Photo Album” and pulls the Author
property for the presentation to use as the byline.

I |PP-129
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Data files for projects can be found on
www.mhhe.com/office2010skills

Skill Review 54

In this review, you will use the skills learned in Chapter 5 to edit an existing presentation.

1.

0O Ul A WN

10.

1.

12.

|

Open Microsoft PowerPoint 2010.

. On the File tab, click Open.

. In the Open dialog box, navigate to the location of your PowerPoint 2010 student files.
. Find bellascafe.pptx, and double-click the file to open it.

. On the File tab, click the Save As option.

. Change the file name to [your initials]PP SkillReview 5-1,

and then click Save.

. Add artistic effects to pictures:

a. Go to Slide 4, and select the picture of the oranges.

b. On the Picture Tools Format tab, in the Adjust group, click the Artistic Effects
button.

c. In the Artistic Effects gallery, click the Glow Diffused option.

d. In Picture Styles group, click the Picture Effects button, point to Shadow, and select
Perspective Diagonal Upper Left.

e. Click outside the text box to deselect the picture.

. Crop pictures:

a. Go to Slide 3, and select the picture of the vegetables.
b. On the Picture Tools Format tab, in the Size group, click the Crop button.

c. Click and drag the cropping tools that surround the image until the image of the
bread in the plastic bag in the top corner is not visible.

d. Click the Crop button again.

. Change the color of a graphic:

a. Be sure the picture on Slide 3 is still selected.

b. In the Adjust group, click the Color button.

c. In the Color Saturation area, click Saturation: 200%.
Correct and compress pictures:

a. Select the recropped vegetable image on Slide 3. In the Adjust group click the
Corrections button, and choose the option Brightness +20% and Contrast —20%.

b. While picture is still selected, click Compress Pictures in the Adjust group.

¢. Under target output, select the Screen Option (150 ppi) button.

d. Click OK.

Remove background from pictures:

a. Go to Slide 1 and select the picture.

b. On the Picture Tools Format tab, in the Adjust group, click the Remove Background.
c. Click the Keep Changes button in the Close group.

Modify a chart:

a. Select Slide 6, and select the chart.

b. Click the Chart Tools Design tab. In the Chart Layouts group, select Layout 3.

[
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13.

14.

15.

16.

17.

18.

Add animation and multipart animation to a chart:

a. Click the Animations tab.

b. In the Animation group, click the Float In option.

c. In the Advanced Animation group, click the Add Animation.

d. In the Emphasis section, click the Teeter animation.

Add an action button:

a. Select Slide 7.

b. Click the Insert tab. In the l//ustrations group, click the Shapes button.

¢. Go down to the button choices, and click the small icon of the house (Action Button:

Home) in the Action Button choices.

d. Go to the right corner of Slide 7, and draw the size of the action button you would
like by clicking and dragging. Please note: The button should be a small image.

e. Click OK.

f. In Slide Show view, clicking this button will take you to the first slide of your show.
Insert rows, columns, and cells in tables:

a. On Slide 4, select the table in the center of the slide.

b. Put your insertion point in the cell that says F7i.

c. Click the Layout tab. In the Rows and Columns group, click the Insert Right
button.

d. Type Sat in the new cell header that was added for the column.
e. Next, select the cell below and type: Steak Salad
f. Click the Layout tab. Click the Insert Below button.
g. Click the first cell in row 2.
h. Next, type Fruit & Nut under the Caesar row.
Align text in a table:
a. Select the data in the table by dragging or by using the selection arrow.
b. Click the Layout tab under Zzble Tools.
c. In the Alignment group, click the Center option.
Insert and edit audio on a slide:
a. If necessary, switch to Normal view.
b. Go to Slide 1.

c. Click the Insert tab. In the Media group, click the Audio button arrow and select
Clip Art Audio.

d. Within the Clip Art pane, type the words Classical Fast in the Search for
box, and click the Go button.

e. Click Classical Fast.wav.

f. The audio will be placed on the slide.

g. Go to the audio image, and drag it to the left corner of the slide.

h. Click the Playback tab. In the Editing group, click the Trim Audio button.

i. Click the red line to the far right of the recording area. Drag the line to the left
of the screen until you see the numbers 00.09.997. If you have trouble, then enter
00.09.997 in the End Time box.

j. Click OK.

Save and close the slide show.

Projects
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Skill Review 5.2

In this review, you will use the skills learned in Chapter 5 to edit an existing presentation.
1. Open Microsoft PowerPoint 2010.

. On the File tab, click Open.

. In the Open dialog box, navigate to the location of your PowerPoint 2010 student files.

. Find NL_breakfast.pptx, and double-click the file to open it.

. On the File tab, click the Save As option.

0O U1l A WN

. Change the file name to [your initials]PP_SkillReview 5-2and
then click Save.

7. Change the color of a graphic:

a. Go to Slide 1, and select the picture of the bay.

b. On the Picture Tools Format tab, in the Adjust group, click the Color button.

c. Click Temperature: 8800 k in the Color Tone category.
8. Remove background from pictures:

a. Go to Slide 2, and select the picture of the flower.

b. In the Adjust group, click the Remove Background button.

c. On the Remove Background tab, in the Close group, click the Keep Changes button.
9. Correct and compress pictures:

a. With the flower image on Slide 2 selected, in the Adjust group, click the Corrections
button and choose the option Brightness +40% and Contrast +20%.

b. While picture is still selected, click Compress Pictures in the Adjust group.
c. Under target output, select the Screen Option (150 ppi) button.

10. Add artistic effects to pictures:
a. On Slide 6, select the picture of the salmon on the left of the slide.

b. On the Picture Tools Format tab, in the Adjust group, click the Artistic Effects
button.

c. In the Artistic Effects gallery, click Plastic Wrap.
11. Add a multipart animation to a chart:
a. Select Slide 7, and select the chart.
b. Click the Animations tab.
c. In the Animation group, select Fly In.
d. In the Advanced Animation group, click the Add Animation button.
e. In the Emphasis choices, click the Pulse animation.
12. Crop graphics:
a. Go to Slide 8, and select the picture of the cookies.
b. Click the Format tab under Picture Tools. In the Size group, click the Crop button.
c. Drag the corner of the picture until the fireplace is no longer in the picture.
d. Deselect the picture to apply the cropping.
13. Add an action button:
a. Select Slide 9.
b. Click the Insert tab. In the Z//ustrations group, click the Shapes button.

e |
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¢. Go down to the button choices, and click the small icon of the left arrow (Action
button: Back or Previous) in the Action Button choices.

d. Go to the right corner of Slide 9, and draw the size of the action button you would
like. Please note: The button should be a small image.

e. Click OK.
f. In Slide Show view, clicking this button will take you to the previous slide.
14. Insert rows, columns, and cells in tables:

a. On Slide 4, select the table in the center of the slide.

b. Put your insertion point in the table in the cell that says Specifics.

c. Click the Layout tab, and in the Rows & Columns group, click the option Insert

Right.

d. Type Price in the new cell header that was added for the column.

e. Next, select the cell below, and type: $199 for Cliff Room pricing.

f. Next type $250 for Ocean Room.

g. Next type $250 for Coral Room.
h. Click in the Coral Room text in row 4.

i. Click the Layout tab. In the Rows & Columns group, click the Insert Below button.
j-Next, type Starfish Room under the Coral Room row.
k. Press the Tab key and type: Qqueen size, garden view

1. Press the Tab key and type: $150

m. Move the table up by clicking and dragging to be sure it fits within the black
borders.

15. Edit video on a slide:
a. On Slide 3, click the video image.

b. Click the Playback tab, and then click the Trim Video button. Go to the red line,
and drag the red line until the video ends on the bouquet of flowers on the table
(approximately 00.07.001 seconds long).

c. Click OK.
d. In the Video Options group, click the box for Loop until Stopped.
e. Deselect the Loop until Stopped choice, and click the box for Rewind after Playing.

16. Save and close the slide show.

challenge vourself 1

In this challenge, you will use the skills learned in Chapter 5 to create a presentation for
Sally’s Bakery Shoppe.

1. Open Microsoft PowerPoint 2010.
2. Create a new presentation using the Orzel theme.
3. Savethefileas [your initials]PP Challenge 5-3.

4. Use the Normal View button to add or edit content.

- i www.mhhe.com/office2010skills IPP-133
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5.

On Slide 1:
a. Type the title: Sally’s Pastry Shoppe
b. In the subtitle box, add the text: Product Presentation

Now you will be adding the rest of the slides. Add a bulleted slide, and type What We
Are Known For as the title of the slide. Type in the following bulleted items:

e Cookies

® Scones

e Brownies

e Biscotti

e Apple Crisp

® Chocolate Lava Cake

7. Add the applecrisp.jpg image from your data file folder. Resize the image and remove
the background.
8. Create a new slide and type its title: Hours of Operation
9. Create the following table below the title, center the table text, and apply a table design
of your choice.
DAYS OF WEEK HOURS
Monday - Friday 9 am - 5 pm
Saturday 9 am - 3 pm
Sunday 9 am - 12 pm
10. Insert the following column into the table between the two existing columns:
MANAGER
Jill
Janice
Diane
11. Center the text in the new column.
12. Createaslide, and type the title: Specialty Biscotti
13. Add the biscottis.jpg picture to the slide, and resize it if necessary so it is centered on the
screen. Apply the Paint Brush artistic effect to the picture. Recolor the picture using
the Blue, Accent color 2 Light option, and compress the image for display on a Web
page.
14. Create a new slide with bar graph of your choice based on the data below. Title the
slide: Top Sellers by $000s
PRODUCT 2012
Brownies 30
Cookies 20
Biscotti 1’5
15. Animate the bar graph with the F/y Iz animation. Modify the animation so cach part
of the data series is animated as a separate picce.
16. Create asslide, and type the title Our Cookies and add the sugaravi video. Trim
the video from the end so it is 2.5 seconds in length.
17. Save and close the presentation.

|
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challenge yourself 2

In this challenge, you will use the skills learned in Chapter 5 to create a presentation for
Laura’s Floral Boutique.

1. Open Microsoft PowerPoint 2010.
2. Create a new presentation using the Opulent theme.
3. Savethefileas [your initials]PP Challenge 5-4.
4. Use the Normal View to add or edit content.
5. On Slide 1:
a. Type the title: Laura’s Floral Boutique
b. In the subtitle box, add the text: Spring is Here

6. Add abulleted slide, and type Our Flowers as the title of the slide. Type in the
following bulleted items:
e Tulips
e Daisies
e Peonies

7. Add the flowerjpg image from your data files folder. Resize the image and remove the
background.

8. Create a new slide, and type its title: Flowers Pricing

9. Create the following table below the title, and center the table text. Apply a table
design of your choice.

CLOTHING RETAIL

Tulips $6.99 per flat
Daisies $2.99 per flat
Peonies $2.00 per flat

10. Insert the following column into the table between the two existing columns:

COLORS
Yellow
Red
Pink

11. Center the new column.
12. Createaslide, and type the title: Our Flowers Are in Bloom!

13. Add the flowerjpg to the slide, and resize it if necessary so it is centered on the slide.
Apply the Marker artistic effect to the picture. Recolor the picture using the Purple,
Accent color 2 Light option.

14. Adjust the image so it is 20% lighter with 40% more contrast.

15. Create a new slide with a bar graph of your choice based on the data below. Title the
slide: Top Sellers by Pieces

PRODUCT 2012
Tulips 800
Daisies 900
Peonies 950

16
17. Create aslide, and type thetitle We provide landscaping as
well . . . Addthenursery.avivideo and trim the video from the end so it is
4.315 seconds in length.

Apply the Wipe In and Wipe Out animation effects to the chart.

18. Save and close the presentation.
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on your own

You have been asked to create an informative presentation on the topic of mobile devices in
the classroom for your university. Research the iPad and what it has to offer for students at
your school.

Create a presentation that includes the following information:
1. Title of slide and your name on the first slide.
2. Include aslide that has the specifications of the iPad.

3. Research ways that iPads are currently being used in classrooms. Create a new slide, add
a table, and enter three ways iPads are being used for educational purposes. Center the
table text.

4. Onanew slide, add two iPad images, and apply artistic effects to them. Crop, recolor,
and compress the images.

5. Insert a new slide and create a chart based upon the data you find about the number of
apps available for the iPad versus two other competing tablets. Apply a
multipart animation to it.

6. Add an action button on the last slide in your presentation that will return you to the

first slide.

7. Savethefileas [your initials]PP_OnYourOwn_5-5. Close the
presentation

fix it

You have been assigned to fix a presentation.

1. Using Microsoft PowerPoint 2010, open jsam._financial_fix.pptx.

2. Savethefileas [your initials]PP_FixIt 5-6.

3. On Slide 1, crop the pond image and recolor it.

4. Add a column between the two columns on Slide 4, and type the information below:
Extension
505
506
508
509

. Center the text in the table.

6. Create a new slide with a chart after Slide 3 with each of the average percentage returns
on investment for this year (For example, Stock 10%, Mutual Funds 15%, 401k 10%).

7. Apply an entrance and an exit animation to the chart elements.
8. Modify the audio on Slide I so it loops.
9. Add an action button to a slide of your choice.

10. Save and close the file.

|
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chapter

Polishing and Finishing
the Presentation

In this chapter, you will learn the following skills:

Skill 61 Adding Slides from Another Presentation Add slides from another

Skill 6.2 Applying Character Effects presentation

B = ning Text Format text and slides including

Skill 6.4 Adding Columns to Text Placeholders o .

Skill 6.5 Changing Line Spacing aligning text, applying character

Skill 6.6 Using the Format Painter effects, and changing line spacing

Skill 6.7 Clearing Formatting Use the Format Painter to copy

Skill 6.8 Using Animation Painter and paste text formatting

Skill 6.9 Modifying the Slide Master

Skill 640 Adding New Layouts and Placeholders to the Use the Animation Painter to copy
Slide Master and paste animation settings

Skill 641 Checking for Compatibility with Previous Modify the slide master
Versions of PowerPoint

Skill 642 Saving Slides as Graphics Save slides and presentations

Skill 643 Saving a Presentation as a PDF in a variety of ways, including as

Skill 644 Saving a Presentation as a Template video, PDF, a graphic, template,

Skill 645 Packaging a Presentation for CD and compatible file

Skill 646 Broadcasting a Presentation Package a presentation for a CD

Skill 647 Publishing Slides to a Slide Library

Skill 648 Saving a Presentation as a Video Broadcast a presentation

Publish slides to a Slide Library

In this chapter, students will learn the advanced skills necessary to finalize a pro-
fessional looking PowerPoint 2010 presentation. They will learn to add slides
from another presentation and modify the slide master. Formatting techniques
in this chapter, such as aligning text, applying character effects, changing spacing,
and using the Format Painter, provide ways to enhance a presentation. Students
will also learn to save their presentations in different formats for different audi-
ences, including video, graphics, templates, and PDF files. Finally, students will
learn how to share their presentation in various ways such as packagingitasa CD,
broadcasting it, or publishing the slides to a Slide Library.




6.4 Adding Slides from Another Presentation

If you have a slide containing detailed information, such as a
chart of sales figures or a table of revenue projections, you may
find you want to use the slide in more than one presentation.
You could manually re-create the slide, including adding all the
information, or you can add the slide from the original presen-
tation into the new presentation. You can add slides from one
presentation to another through the Reuse Slides task pane.

To add slides from another presentation:

1. On the Home tab, in the Slides group, click the New
Slide button arrow and select Reuse Slides. . .

[ New Slide Button Arrow

2.
3.
4.

5.
6.
7.

The Reuse Slides task pane appears.
Click the Browse button and select Browse File. . .

In the Browse dialog box, navigate to the presentation
you want to reuse slides from and select the file.

Click the Open button.
A list of slides appears.

Click the slide you want to add to the presentation.

[ o ent 4 Sl X
File Home plnsert  Design  Transitions  Animations  Slide Show  Review  View I~ ?
| === E 5 Layout * | o P 11 g Y Shape Fill Find I
| ) “ \ 8 Loy o IS 0 M B = EE = I !.[JP é ¥ ' a
i LF B —r @Reset = &% L shape Outline 2ac Replace ~
| Paste ew AV . ¢ Shapes Arrange Quick
- J Slide »| ) Section ~ B 7 U &bel-A & - .p - 2 ;(ﬂlu -/ Shape Effects ~ g Select ~
Clipboard % || Median 8 Paragraph Drawing Editing | ‘
=
Insert slide from:

J =
1
5
= Title Slide Section Header

°
Title Only

i

Picture with
Caption

Blank Content with

Caption

i3] Duplicate Selected Slides

fnlarkewkervioes presentation ﬁnal.pptE

=

Voucmrmﬁdesfruﬂsideuwaie:“wom
PowerPoint files in your open presentation.
Open a Slide Library
Poi it File
Reuse Slides Task Pane |

Browse Button I

SIVER HEELS

B4 slides from Outline...
[2ll Reuse siides..

Slide1of1 | "Median” | English (U.S) |

Select Reuse Slides. . . |

|@$Eﬂw 2% O—U———@

FIGURE PP 61

try this

Reuse Slides task pane.

To open the Browse dialog box, you can also click the Open a PowerPoint File link in the

! 1
PP-138| ' powerpoint 2010
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6.2 Applying Character Effects

When you add text to a slide, it is formatted according to
the slide design. But what if you want the text to look differ-
ent from the preset design? You can call attention to text in
your presentation by using the bold, italic, underline, strike-
through, or shadow effects. Remember, these effects are used
to emphasize important text, and should be used sparingly.

To add character effects to your text, on the Hozme tab, in the
Font group:

Bold—click the Bold button B .
Ttalic—click the Italic button| Z

Home Insert Desig! ~ot Show Review

E Italic l Shadow Text
P 7

Underline—click the Underline button? L6
Shadow—click the Shadow button ‘ _i
Strikethrough—click the Strikethrough button abe |

When text has the bold, italic, underline, shadow, or strike-
through effect applied to it, the button highlights on the Rib-
bon. To remove the effect, click the highlighted button, or
press the appropriate keyboard shortcut.

i -

Q g:"’:' mc:immea? /v (K|S
es|

New
Slide~ ~j Section '/

Clipboard 7 Font |

Paragraph

34 Find

=.i=. EE e pﬁ' =) =) SrshapeFill »
s B @ L& lm [ Shape Outline = | 23, Replace ~
B 7 U|8abe M- Aav| A~ @Eiirav E"Sha'pesmngeqmm

v Styles~ =/ Shape Effects ~
Drawing ]

g Select ~
Editing |

T

Slides

- ‘ Bold Underline |

Strikethrough | | '
o- —Om o

¢§g ﬂ vices ﬁ Text with formatting applied. | .
-

= Our traditional, holistic spa offers the following
services:

=  Massoges— Sports, Hot Stone, and Deep Tissue —

k3 P ‘ ‘ [
=
F, ] ‘ ‘
- °
| Manicures and Pedicures i

R
ity |
A—
SR

March 18, 2011

| Slide30f10 | "Median® | (5 English (US) |

I FIGURE PP 6.2

Character spacing refers to the amount of horizontal space
that appears between characters when you type. In some
cases, you will want to make the characters closer together to

characters farther apart for a visual effect. To change the spac-
ing of the characters in text, in the Font group, click the Char-
acter Spacing button A¥+ and select an option.

fit better on-screen. In other cases, you will want to make the

You can also apply character effects through the Font dialog box. To open the Font dialog
box, click the dialog launcher in the Font group on the Home tab.

tips & tricks

To apply character effects, you can also use the following keyboard shortcuts:
Bold = +
Italic = +()
Underline = -
To apply the bold or italic effect, you can also:
1. Right-click the text you want to change.
2. Click the Bold or Italic button on the Mini toolbar.

try this

|
skill 6.2  Applying Character Effects ! |PP -



6.3 Aligning Text

Text alignment refers to how text is lined up with regard to

the left and right edges of a slide.

Left alignment aligns the text on the left side,
leaving the right side ragged.
Center alignment centers each line
of text relative to the edges of the slide.
Right alignment aligns the text on the right side,
leaving the left side ragged.
Justified alignment evenly spaces the words, aligning

the text on the right and left sides.

To change the alignment of text:
1. Click in the text you want to change.

2. On the Home tab, in the Paragraph group, click an

alignment button.
Align Text Left %
Center [%

Align Text Right %

Justify

Transitions

Home Insert Design Animations v Format
A, ™ v
J j ) tayout » FrenchScriptMT ~ 24 ~ A A" | &) = - = u‘“ J) Ha , & shapeFill 44 Find
jResat = J [Z Shape Outline * = 3, Replace ~
Paste AV, - - EEE EE- Shapes Anan e Quick
5"“ =} Section BIU&sdef-A A s _A‘E e ?_;jv p v : S?yles' «! Shape Effects * = |g Select ~
Clipboard .‘ Slides Font / Paka ] Drawing Editing ‘
\

FIGURE PP 6.3

Align Text Left | | Align Text Right |

Vertical alignment refers to how text is aligned with regard to
the top and bottom of the placcholder. Top alignment places
the text at the top of the placcholder. Middle alignment cen-
ters the text vertically in the placeholder. Bottom alignment
places the text at the bottom of the placeholder.

EEXVICEY PIE ot e

FIGURE PP 6.4

tips & tricks

When creating presentations, it is important to use consis-
tent text alignment on every slide. For example, if a slide’s
title area is center-aligned, then every title throughout the
presentation should also be center-aligned.

tell me more

Bulleted and numbered lists are typically left-aligned. When
you apply left alignment to a list, the bullets and numbers align
vertically, giving your slide a precise, organized appearance.

Viicrosoft PowerFoin

Home Insert Design Transitions Animations Slide Show Review View
] A S e = » I~ i
‘ 5] Layout ~ French SciptMT =24 | A &7 | & | ==~ = E ::. [l.ﬁ J') [ L shape Fill A Find
_i| Reset _3|-| . [ shape Outline » ;. Replace ~
Paste AV, & = e mmmmn Atk
v j Sllde' =} Section ~ B I U &M A @ == a5+ = ShapeEffects ~ g Select ~
Clipboard 7& | Slides Font ) Paragraph ing |  Editing |

To change the vertical alignment of text:

1. Click in the text you want to change.

2. On the Home tab, in the Paragraph group, click the
Align Text button and select an option: Top, Middle,
or Bottom.

g '°°‘j}_ Align Text Button

-/ = 4_-
j=—o BDofiam

try this
To align text, you can also use the following keyboard
shortcuts:

Align Left = +

Center = +E)

Align Right = + R

Justify = +

To left-align, center, or right-align text, you can right-click
the text and click an alignment button on the Mini toolbar.

PP-140| ™ powerpoint 2010
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6.4 Adding Columns to Text Placeholders

When you add a list to a slide, the items in the list are dis- 2. On the Home tab, in the Paragraph group, click the
played in a single column. This is fine if you have a few items Columns button and select an option: One Column,

in the list, but what if your list includes more items than will Two Columns, or Three Columns.

easily fit in a single vertical column? You can apply columns to

text, giving you the flexibility of displaying lists across a slide. After you have applied the columns to the text placcholder,
you can resize the text placeholder, making it wider or shorter

To apply columns to text: to even out the number of items in each column.

1. Select the text placeholder containing the list you want

to convert.
) Drawing Too =
Home Insert Design ransitions Animations  Slide Show Review View
Fl & o Byt~ g3 s BEOSE N = = 0=, U ), QshapeFill - 24 Find
E e (=] iy Calibri [ & | [ERE- =% s el @ %ag [g AN s
P’?e J 5::;‘:- "5 Section ~ B 7 U 8abe M| A~ ;@! _!hﬂ'.'i‘"'."“ sg,‘.‘:‘,k- ) Shape Effects ~ | g Select ~
Clipboard 7 Slides | Font %) Aragrap) E Gk Drawing & Editing |
Slides e o —
Columns Button
1 Two Columns I
Sga services l (o] |
.. ‘ | \;\
| | BB More Columns... L
= Our traditional, holis wing
services: I
o Massages o Facials — = Manicures
—Sports, chemical and
2 Hot Stone, peels and Pedicures
= and Deep microder
" Tissue mabrasion ¥\
I " Columns applied to text.
v :. . March 18, 2011 3 m
3 ¥ |/3188 = i +) b
| FIGURE PP 6.5
L] .
tips & tricks tell me more
In the Columns dialog box, you can increase the number of Applying columns to text is a feature that was introduced
columns to more than three. You can also control the spac- in PowerPoint 2007. In older versions of PowerPoint, you
ing between the columns of text on the slide. To open the needed to create a separate placeholder for each column
Columns dialog box, click the Columns button and select of text to achieve the same effect. Although this method
More Columns. . . achieved the same visual effect, it made it cumbersome to
~ add, delete, or reorder items in the placeholders.. '

|
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6.5 Changing Line Spacing

Line spacing is the white space between lines of text. The
default line spacing in Microsoft PowerPoint 2010 is single

To change line spacing:

1. Select the text you want to change.
ing. This li ingi hoice t for the it
spacmg. This line spacing is a good 1 01C(? o use .or 'c items 2. On the Home tab, in the Paragrap 5 group, click the
on a slide. Other commonly used spacing options include , 4
. : . . arrow next to the Line Spacing button.
double spacing and 1.5 spacing. When you increase the line )
spacing, you are adding more white space between the items 3. Select the number of the spacing you want.
on the slide.
[ Line Spacing Button ]
P & =
Home hseﬁ De{lgn Transitions Anlma&ons sn‘de Show Revlew Vl - — - —
* Quyom 3 e 118 2 shape Fill » 44 Find
E B3~ BRem '[wCenMHBodn {H e ‘5 -! ik .'_ M& u zSMpeomline' &Rephu -
ey smu- Ssedion~| B 4 U Sade-A A-EE=SE Qu:(s- ) ShapeEffects | |3 Select ~ }
Clipboard ' Slides | Font 5 Paragraph i i ng ,—. Editing
K | 20
25
30
I ITh‘Od UC'I'I 0 n Line Spacing Options...
‘ Head Over Heels Day Spa
offers one of the most luxurious
spa experiences anywhere in
the world
L]
. =— i
20110 : - -~ |[@ - +
FIGURE PP 6.6
tips & tricks try this
You can control how much spacing appears before and after You can also change line spacing from the Paragraph dialog
text through the Paragraph dialog box: box:
1. Click the Line Spacing button and select Line 1. Click the Line Spacing button and select Line

Spacing Options. . .

In the Paragraph dialog box, in the Spacing section,
click the Before: and After: arrows to adjust the
spacing between text.

2.

Spacing Options. . .

In the Paragraph dialog box, in the Spacing section,
click the Line Spacing arrow and select an option.

powerpoint 2010
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6.6 Using the Format Painter

PowerPoint 2010 gives you the ability to apply complex for-
matting to objects. If you want to use the same formatting for
more than one object, you could select the second object and
reapply all the effects to create the final result, or you could
use Format Painter to copy the formatting from one object
to another.

To use Format Painter:
1. Select the object that has the formatting you want to
copy.

Forma} Painter

2. On the Home tab, in the Clii board group, click the

Format Painter button | #
3. Click the object that you want to apply the formatting to.

4. The formats are automatically applied to the second
object.

If you want to apply the formats more than once, double-click
the Format Painter button when you select it. It will stay on
until you click the Format Painter button again or press
to deselect it.

P D
Hophe nsert Design Transitions  Animations e Show  Review
@ & @uyout weenmrmomn |2 <A & | B ERE- = = lh't' @ %é lw D shape Fill @A Find
ﬁaem = <5 7 shape Outline » | 23, Replace ~
Pagts 7 s"“. Ssedion- B £ U § ahe M- Aav | A~ D‘ =EE = E Shopes "“s?;::kvasmmﬂ!ecs' lg select ~
Clipboard 7 Slides | Font r.l Paragraph & Drawing ol eangs |
Slides .
- [T
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- o ir
Format Painter Cursor
|D f‘ﬂ
|:1 Personalized services ond maintenance plans
\ leedIcuted friendly staff to meet your every need i
L;m Wide arrange of services 0
| = Relaxing, luxurious surroundings |
|
|
I ¢
o e S ey ma'tnmr"“‘@
i
i
Click to add notes
| - |I3"’ L o = +) Fa

| FIGURE PP 6.7

tips & tricks

If you are copying formatting from a text box, click in the
text (so the text box appears with a dashed line around it)
to copy and paste the formatting of just the text. Select the
text box (so it appears with a solid line around it) to copy and
paste the formatting of the entire text box.

o
try this
To activate Format Painter, you can also right-click the text
with formatting you want to copy and click the Format

Painter button on the Mini toolbar. If you are copying the
formatting on a picture, you will not see the Mini toolbar.

skill 6.6  Using the Format Painter
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6.7 Clearing Formatting

After you have applied a number of character formats and ~ To remove formatting from text:
effects to text, you may find that you want to return your text to
its original formatting. You could perform multiple Urdo com-
mands on the text, or you could use the Clear All Formatting
command. The Clear All Formatting command removes any
formatting that has been applied to text, including character
formatting, text effects, and styles, and leaves only plain text.

1. Select the text you want to remove the formatting from.

2. On the Home tab, in the Font group, click the Clear All
Formatting button.

e F o P LU S 4 o 5 P e

(5] Bt ez <& x| B =-i=- e e il [ Fn [ Rewern- | #n
SoReset = | =~ | e ot 2 shape Outline * = 33 Replace ~
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1
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Single- $45-385
per sarvice

FIGURE PP 6.8
tips & tricks If you clear the formatting from text and then decide that you want to keep the formatting
that was removed, you can use the Undo command to apply to the previous formatting to
the text.

PP-144| {
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6.8 Using Animation Painter

Animations can become complex very quickly. You can invest
alot of time working on an animation to get it just right. What
if you want to use those same animation effects on another
slide? In past versions of PowerPoint, you would need to re-
create the animation. PowerPoint 2010 includes a new feature
called the Animation Painter. The Animation Painter works
similarly to the Format Painter, but instead of copying and
pasting formatting, the Animation Painter copies and pastes
the animations that have been applied to an object.

To use the Animation Painter to copy and paste animations:

1. Select the object that has the animation you want to
copy.

2. Click the Animations tab.

3. In the Advanced Animations group, click the Animation
Painter button.

4. Click the object that you want to apply the animation to.

5. The animation is automatically applied to the second
object.

If you want to apply the animation more than once, double-
click the Animation Painter button when you select it. It will
stay on until you click the Animation Painter button again

or press to deselect it.

Animation Painter Button
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FIGURE PP 6.9

option in the gallery.

To remove an animation, on the Animations tab, in the Animation group, click the None

tips & tricks

skill 6.8  Using Animation Painter
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6.9 Modifying the Slide Master

The slide master controls the look of elements in a presenta-
tion. By default, a presentation has one slide master contain-
ing several prebuilt layouts. But what if you want to adjust
one of the layouts to better suit your needs? In Slide Master
view, you can modify the slide master’s layouts. You can resize
and move placeholders, as well as change other formatting,
such as the theme or bullets styles.

To work with the slide master, click the first slide thumbnail
in the Slides pane on the left side of the PowerPoint window.
To work with one of the prebuilt layouts, click one of the
thumbnails under the slide master thumbnail. You will notice

Slide Master ~ Home  Inset  Transitions

a dotted line connecting the slide master thumbnail with its
associated layout thumbnails.

To change the theme of a slide master:
1. Click the View tab.

2. In the Master Views group, click the Slide Master
button.

3. On the Slide Master tab, in the Edit Theme group,
click the Themes button and select an option from the
gallery. Every layout under the slide master has the new
theme applied to it.

Themes Button

,D 3= & Delete
a B
; ['A Rename |
Insert Slide Insert
Master Layout ‘el Preserve
Edit Master

E :] [7] Title

Master  Inset  [J] Foaters

Layout Placeholder -
Master Layout
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A|Fonts -

Themes
+ (D] Effects ~
Edit Theme

Page Slide
Setup Orientation ~

Background T Page Setup

Close
Master View

Close

[] Hide Background Graphics

2— slide Master |

style

Click To edit Master title

o Click to edit Master text styles
o Second level
o Third level

o Fourth level
o Fifth ieve!

FIGURE PP 6.10

To change placeholders in a layout:

1. In Slide Master view, select a layout from the S/ides pane
on the left.

2. Sclecta placcholder, and resize the placeholder by
clicking and dragging one of the resize handles .

3. To move a placcholder, select the placeholder. When
, click and

drag the placeholder to the new location and release the

the cursor changes to the move cursor

mouse button.

powerpoint 2010
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Drawing Tools
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| FIGURE PP 6.11

To change the bullet style for a layout: 3. Click the Home tab.

1. In Slide Master view, select a layout from the Slides pane 4. In the Paragraph group, click the Bullets button and
on the left. select an option from the gallery.

2. Select the placeholder containing the bullets you want to
change.

2™ Drawing Tools |

L8 () 2 o [ne - & x| ® Bl = i Rsvaperu-  dhFoa

- B4 Reset = : 1 7 Shape Outline = 33, Replace *
i v’ S::::l- 3) Delete B Z U 8 abe 2~ Aa- ’ A' i s v ! Shape Effects ~ k Select ~
i None gt

Clicktoed *
= a —

Second l¢ =« Bl —
< Third lev g 5
+ Fourt 5 — o .
v B oy — v — Select ar}q;gtion
Bullets and Numbering... from the ga"ery' )
]

Footer i

I FIGURE PP 612

|
skill 6.9 Modifying the Slide Master ' |PP L



from the perspective of . . .

MARKETING DIRECTOR
Branding company media is easy with the use of the slide master. Our company logo is now
part of every presentation produced by our employees. When they need to do a presentation,
we've got a template to handle it!

tips & tricks tell me more

If you no longer want a layout to be available, select the Some changes you make, such as the theme, will be applied
layout and click the Delete Slide button in the Edit Master to every layout under the slide master. Other changes, such
group. Be aware, PowerPoint will only allow you to delete as changing the bullet style, will only apply to the selected
layouts that are not in use in the presentation. layout. If you want to change the bullet styles for all layouts

under a slide master, you should change the style on the
master itself, not one of the layouts.

-14 ' :
g 8’ ! powerpoint 2010 chapter 6 Polishing and Finishing the Presentation



610 Adding New Layouts and Placeholders to the
Slide Master

The slide master for a presentation comes with a number of ~ To add a new layout to the slide master:
prebuilt layouts for you to use. In addition to using these stan- 4. O the Slide Master tab, in the Edit Master group, click
dard layouts, you can add your own layouts and then format the Insert Layout button.

and add placeholders to the layouts. 2. A new layout is added under the selected slide master.

[ Slide Master Tab ] [ Insert Layout Button ]

Slide Master Home Insert Transitions Animations Review View Format

|50 Delete: | — - o v 1 l
= | Title £oloes x‘d Background Styles ~ ‘ I = E
A Rename =) [a]Fonts -
Insert Slide Insert Master Insert Footers  Themes Hide Background Graphics Page Slide Close
Master | Layout ‘ed Preserve  ayout Placeholder « [Clefrects - = Setup Orientation ~ = Master View
Edit Master Master Layout Edit Theme | Background | Page Setup | Close

FIGURE PP 613

The default placeholders in slide layouts are content place-  that only allows one type of content to be added through the
holders. Content placcholders include buttons for addinga  placcholder? You can add content-specific placeholders to
wide variety of content types including tables, charts, pictures,  any layout. PowerPoint includes the following placeholder
clips, and SmartArt. But what if you want to include a layout  types for you to add to layouts:

Content Creates a content placeholder with buttons for adding a table, chart, SmartArt, picture, clip art, or
media file.
Text Creates a placeholder for adding text. Includes the bullet styles for five levels of bullets.
Picture Creates a placeholder with a button that opens the Insert Picture dialog box.
Y
. Chart Creates a placeholder with a button that opens the Insert Chart dialog box.
Table Creates a placeholder with a button that opens the Insert Table dialog box.
SmartArt Creates a placeholder with a button that opens the Choose a SmartArt Graphic dialog box.
g'.), Media Creates a placeholder with a button that opens the Insert Video dialog box.
Ellg Clip Art Creates a placeholder with a button that displays the Clip Art task pane.
Hel
- L4
I |PP-149
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To add a placcholder to the slide master:
1. Select the layout you want to add the placecholder to.

2. On the Slide Master tab, in the Edit Master group, click
the Insert Placeholder button arrow and select an
option.

3. The cursor changes to the crosshair cursor .

4. Click on the slide layout where you want the placeholder
to appear.

[ Slide Master Tab ] [ Insert Placeholder Button ]

Slide Master
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V' Footers [ _ [ZIEﬂe a5 W Hide Background Graphics

Edit Theme |

Review

View

@ Background Styles ~

Page Slide Close
Setup Orientation * = Master View

Background Page Setup \ Close

Edit Master

March 18, 2011

Slide Master | "Median” | <5 English (U.S) |

FIGURE PP 614 |

Picture

Placeholder inserted
on layout

CLICK TO EDIT MASTER
TITLE STYLE

: q:cktoeanm«a:bm«wyle

jBese g 8% 0@

tips & tricks

After you have added a placeholder, you can resize the
placeholder by clicking and dragging one of the resize
handles (. Click and drag toward the center of the place-
holder to make the placeholder smaller. Click and drag away
from the center of the placeholder to make the placeholder
larger. To move a placeholder, select the placeholder. When
the cursor changes to the move cursor ¢$' click and drag
the placeholder to the new location and release the mouse
button.

tell me more

When you switch back to Normal view, the new layout you
added to the slide master will be available from the New
Slide and Slide Layout buttons.

! 1
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611 Checking for Compatibility with Previous Versions

of PowerPoint

Some features in PowerPoint 2010 are not available in previ-
ous versions of the application. If a presentation uses one of
the new features, opening it in a previous version of Power-
Point may have unintended consequences. For example, if
you apply Quick Styles to images in a presentation, the styles
will be converted to a static image in PowerPoint 2003. If you
are sharing a presentation created in PowerPoint 2010 with
someone who may be using an earlier version of PowerPoint,
you should check the presentation for compatibility issues.

To check your presentation to sece if it contains elements
that are not compatible with earlier versions of Microsoft
PowerPoint:

Animations

Design Transitions Slide Show
I Save 5 § .
Bl s Information about services presentatlon
ave As
|5 Open
o Close R
= Permissions
g? Anyone can open, copy, and change any part of this presentation.

Protect
Deesentation ~

Click the Check
for issues button.

Prepare for Sharing

Print Before sharing this file, be aware that it contains:

o i o Document properties, author's name and related dates
Save & Send gl Content that people with disabilities are unable to read
Help £ Inspect Document

=7/ Check the presentation for hidden properties
1 ion.

) Options or personal information.

5  Check Accessibility
B Bt @ check the presentation for content that people

with disabilities might find difficult to read.
> Check Compatibility

Check for features not supported by earlier

versions of PowerPoint.

[ Select Check Compatibility.

1. Click the File tab.

2. The Info tab in Backstage view opens automatically.
Click the Check for Issues button, and then click
Check Compatibility.

3. The Compatibility Checker dialog box opens. The
Compatibility Checker lists the items in your
presentation that may be lost or downgraded if you save
the presentation in an carlier Microsoft PowerPoint
format. For each item, the dialog lists the number of
times the issue occurs in the presentation (occurrences).

4. Review the compatibility issues, and then click OK to
close the Compatibility Checker.

Properties *

Size 305KB

Slides 10

Hidden slides 0

Title Head Over Heels Services
Tags
Categories
Related Dates
Last Modified Today, 1:40 PM
Created 1/18/2007 4:24 PM

Last Printed

Related People

Author

Last Modified By

Related Documents

4 Open File Location

how All P b

FIGURE PP 6.15

Note: Running the Compatibility Checker does not change
your presentation. It only lists the items that will lose func-
tionality when the presentation is saved in an earlier Microsoft

PowerPoint format. It is up to you whether or not you want to
make any changes to the presentation.

skill 611  Checking for Compatibility with Previous Versions of PowerPoint
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The following features in this presentation are not supported by earlier
0 versions of PowerPoint, These features may be lost or degraded when
you save this presentation in an earlier file format.

Summary

Occurrences

A chartin this document may contain data in cells outside of the -
row and column limit of the selected file format, Data beyond 256 [l
{IV} columns by 85,536 rows cannot be saved, (Slide 7)

3,4.5,9)

The SmartArt graphic and any textin it cannot be edited when
using versions of Microsoft Office earlier than Office 2007, (Slide

The shape can no longer be edited, although any text in it can be
edited when using earlier versions of PowerPoint. (Slide &)

saved.

Animation applied to placeholders on custom layouts is removed if

Checdk compatibility when saving in PowerPoint 37-2003 formats.

FIGURE PP 616

tips & tricks

If you often share presentations with people using an older
version of Microsoft PowerPoint, you can set Compatibility
Checker to run every time you save the presentation. Open
the Compatibility Checker dialog, and then click the Check
compatibility when saving check box to add a check
mark. Click OK.

Click here to check for
compatibility when saving in
PowerPoint 97-2003 formats.

tell me more

There are few compatibility issues between PowerPoint
2010 and PowerPoint 2007, but there may be quite a num-
ber of compatibility issues between PowerPoint 2010 and
PowerPoint 97-2003.

powerpoint 2010
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612 Saving Slides as Graphics

You may find that you want to include a picture of a slide in ~ To save a slide as a graphic:
another document, such as a marketing plan created in Word. 4. Click the File tab.
2. Click Save As.

In PowerPoint, you can save an individual slide as a picture
and then insert that image into a Word document.

3. In the Save As dialog box, click the Save as type: arrow
and select a graphic format (see below for a list of graphic

file formats).
4. Click Save.

5. PowerPoint displays a message box asking if you want to
save all the slides in the presentation or just the current
slide. Click the Current Slide Only button to save the

slide as a graphic.

[ File Tab ] [ Click Save As. ]

Animations  Slide Show  Review

B saveas
5 Open
[ Close
= i Permissions
@ Anyone can open, copy, and change any part of this presentation, e
Protect Size 305KB
Recent Presentation ~ Slides 10
Hidden slides 0
New Title Head Over Heels Services
= Prepare for Sharing Tags
Print ( ‘a Before sharing this file, be aware that it contains: Categories
Checkf Document properties, author's name and related dates =
r
Save & Send s Content that people with disabilities are unable to read Heltg flakes
Last Modified Today, 1:40 PM
Help Crested 1/18/2007 4:24 PM
st Pri
Bl o Vatitond Last Printed
g e l_ﬂ (] Today, 1:40 PM (autosave) Related People
Manage Author Catherine Swinson

Versions ~

Last Modified By  Catherine Swinson

Related Documents

‘ J Open File Location

SR =

There are a number of graphic file formats for you to choose

from:
-
.jpg (or JPEG) Joint Photographic Experts Group
.gif Graphics Interchange Format
.bmp Windows Bitmap
.png Portable Network Graphics
& .tif (or tiff) Tagged Image File Format )

skill 642  Saving Slides as Graphics !
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Save As b3

SO S et
Sl _

Organize New folder i @

Documents library

Arrange by:  Folder ¥
PowerPoint Presentations

4 Libraries
3 Documents
£l MyDommem—'i No items match your search,
1. Public Documg| '
. microsoft

& Music

[ Pictures

B videos i

™ Computer
ﬁ. Local Disk (C:)
€* DVDRW Drive @ ..

[ File name: m
Save as type: [JPEG File Interchange Format v
Authors: Add an author % Tags: Add a tag Cllck SaVe,

Select the graphic format you

“ Hide Folders q Tools ~ l Save ] [ Cancel ]
FIGURE PP 618 want to save the slide as. )

tips & tricks tell me more

If you want to save every slide in the presentation as an When you save a slide as a picture, the slide becomes a static
image, click the Every Slide button in the message box. image. This means if you have animated objects designed to
When you save all the slides at once, PowerPoint automati- appear and disappear on the slide, all the objects will be vis-
cally creates a folder and saves an image file for each slide ible. The saved image will look like the slide in Normal view
in the presentation. The folder will have the same name as rather than Slide Show view.

the presentation.

-154 ' :
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6143 Saving a Presentation as a PDF

One way to publish a presentation in a static format is to
save the presentation as a PDF file. PDF stands for portable
document file, which is Adobe’s custom format for displaying
forms and documents in a Web browser. When you save a file
in PDF format, the slides are converted into static pages with
cach slide on a separate page. All the formatting you applied
to the presentation (including fonts, images, and styles) is
preserved, but transitions and animations are not part of the
PDF file. PDF files can be read by any computer with Ado-
be’s Acrobat Reader installed, but they cannot be changed by
those reading the file.

To save a presentation as a PDF:
1. Click the File tab.
2. Click Save & Send.

3. Under File Types, click the Create PDF/XPS
Document button.

4. Under Create a PDF/XPS Document, click the Create
PDF/XPS button.

5. In the Publish as PDF or XPS dialog box, navigate to
where you want to save the file.

6. Click in the File name: box and type a file name.

7. Click the Publish button.

8. PowerPoint saves the file and opens it in Adobe Reader.

An XPS (XML Paper Specification) file is another file format
that creates a static document of a presentation, and is easily
readable but not easily editable. XPS files can be opened with
Microsoft’s XPS Viewer, which comes installed with Win-
dows Vista and Windows 7.

| n Microsoft PowerPo

Insert Design Transitions Animations Review View

o Save
Save & Send Create a PDF/XPS Document
Save As
ﬂ“ @3 SendUsing E-mail Save this presentation in a fixed format.
= Open Document locks the same on most computers
& close @ SavetoWeb Preserves fonts, formatting, and images
g Content cannot be easily changed
Info ] SavetoSharePoint Free viewers are available on the Web
G Broadcast Slide Show =
Recent Q
£ Publish Slides c
Fa reate
PDF/X
File Types RS \
[ ChangeFile Type
|3 CrestePOF/PS Document

Ereate PDF/XPS Button]

@& CresteaVideo

€%  Package Presentation for CD

Select Create

B} Creste Handouts PDF/XPS Document.
Save & Send Tab ]
tips & tricks

You can also send a presentation through e-mail as a PDF
file:
1. Onthe Save & Send tab, verify the Send Using
E-mail option is selected.
2. Click the Send as PDF button.

3. Your default e-mail program opens with the subject
line filled in and the presentation in PDF format
attached.

FIGURE PP 619

tell me more

In order to read PDF files, your computer must have the
Adobe Reader program installed. This program can be
downloaded for free from Adobe’s site:

1. Open your browser and navigate to http://get.adobe.
com/reader/.

2. Click the Download Now button.
In the Security Warning dialog box, click Install.

4. The install program launches. When the program has
finished installing, click OK.

skill 643  Saving a Presentation as a PDF
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6144 Saving a Presentation as a Template

A template is a presentation with predefined settings that you
can use as a pattern to create a new file of your own. Power-
Point comes with a number of built-in templates that you can
use to create presentations, or you can create your own tem-
plates and save them to use to create other presentations.

To create a template, first create a new blank presentation.
Modify the slide master, adding new layouts and editing exist-
ing layouts for the slides you will add to the template. Add
a new slide for each type of content slide you will have in
the presentation. For example, create a title slide, a text with
image slide, a chart slide, a SmartArt slide, a video slide, and so
on. Create the bare bones of each slide—do not add content
to the slides. Format the slides and presentation including

P Save s

5

T

| | <« AppDatz » Roaming » Microsoft » Templates » v

applying a theme, creating a background for the slides, for-
matting text, and adding slide transitions. Once you have cre-
ated the template, you will need to save it for future use.

To save a template:
1. Click the File tab.
2. Click Save As.

3. Click the Save as type: arrow and select PowerPoint
Template (*.potx).

The Save As dialog box automatically navigates to the
Templates location.

Click in the File name: box and type a file name.

Click the Save button.

Il Organize v Newfolder | The Save As dialog box navigates
4 Name ? pate moaii| O the Templates location.
w4 Libraries ¢
— J. Charts 12/11/200911:04 ...  File folder
| Documents
. Document Themes 12/2/200911:36 AM  File folder
I'| My Document: ¥
—3 J. LiveContent 009 11:36 AM  File folder
‘ . Public Docume 3 el I
3 J. SmartArt Graphics 12/3/2009 2:00 PM  File folder
1 microsoft g 4
@] GreenWave_BusPresentation 2/8/2011 1238 PM Microsoft PowerP...
J‘r Music L
[&] Pictures F
B videos i
% Computer i '
&, Local Disk () Type a file name.
&% DVDRWDrive® _ | = ] 5
| Filename: services presentation template v I
Save as type: | PowerPoint Template v
[ A | save Button
Authors: Add an author Tags: Add atag
| .
{ - videroiders | Select PowerPoint Template. | Tools ~ [ sae | [ cancel |
FIGURE PP 6.20 )
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To create a new presentation from a presentation template
you created:

1. Click the File tab.
2. Click New.

Animations

Insert Design Transitions

3. Under Available Templates and Themes, click the My
templates button.

4. The template you saved now appears in the New
Presentation dialog box.

5. Click the template to select it, and click OK.

| save
Available Templates and Themes
B save s
25 Open * &} Home
4 Close B (N B [N I =
T 5 il
D e 8
Recent Blank Recent Sample Themes My templates
- — (-
| e =)

Print

[ Personal Templates ]
Saresed Greentave_BusPresentation REE
Help Preview
1] Options
B3 Ext

Preview not available.

The template you saved now appears

in the New Presentation dialog box.

T ]

I

FIGURE PP 6.21

When you save a template to the default template location, the template will only be avail-
able locally on your machine. If you want other people to be able to use the template, you
should save the template in a location that is accessible to others, such as a shared network

tips

tricks

drive.

skill 614  Saving a Presentation as a Template '
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615 Packaging a Presentation for CD

PowerPoint’s Package for CD feature allows you to copy your  To use the Package for CD feature:
presentation to a CD directly from inside PowerPoint. The 4. place a blank CD-R or CD-RW in your computer’s CD

PowerPoint viewer is included by default, allowing you to run
your presentation from any computer.

drive.
2. Click the File tab.
3. Click Save & Send.
4. Under File Types, click Package Presentation for CD.
5

. Under Package Presentation for CD, click the Package
for CD button.

6. The Package for CD dialog box opens.
7. Type the name of the CD in the Name the CD: box.
8. Click the Copy to CD button.

File Tab

Insert  Design  Transitions  Animations  Shide Show  Review  View

Save & Send Package Presentation for CD
Save As
& @3 Send Using E-mail Create a package so that other people can watch the presentation on most computers.
.7 Open
[ Close @ SavetoWeb This package includes:
Linked or embedded items such as videos, sounds, and fonts
Info &} SavetoSharePoint Any other files added to the package
y The Microsoft PowerPoint Viewer to play this presentation
@  Broadcast Slide Show
Recent
#  Publish Slides a L)
New 7
File Types Package

for CD

Bl ChangeFile Type

Save &Send
-y

&}  Create PDF/XPS Document

[ Package for CD Button ]

Help &l CreateaVideo
1] Options [tﬁ Package Prsemltianﬁl o
B3 et Create Handouts \
[ Save & Send Tab ] [ Select Package Presentation for CD. ]

FIGURE PP 6.22
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Type the name
of the CD here.

| Files to be copied
@_ﬂservices presentation. pptx

u | Copy to Folder... | | copytocp |

LaE,P_._ —————— '5,5 FIGURE PP 6.23

[ Click the Copy to CD button. ]

You can also package your presentation to a folder. You  packaged presentation is, the longer it will take for the recipi-
can then send the presentation via e-mail or a removable  ent to download the presentation. Therefore, only include
storage medium, such as a USB flash drive. When sending  the PowerPoint viewer and embedded fonts if absolutely
a presentation through e-mail, be aware that the larger the  necessary.

tips & tricks tell me more

> Click the Add. . . button in the Package for CD dialog When you place the CD in a CD drive, the autorun feature
box to copy more than one presentation to the CD. will automatically launch the PowerPoint viewer and run the

> Click the Options. . . button in the Package for CD presentation.

dialog box to change the options for including linked
files and embedding True Type fonts. In the Options
dialog box you can also add passwords for opening
the presentation and modifying the presentation.

|
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616 Broadcasting a Presentation

A new feature in PowerPoint 2010 is the ability to broadcast 3. The Broadcast Slide Show dialog box opens.

your presentation across the Internet. When you broadcast a
presentation, you send others a link to a specific URL. Your
audience members open a Web browser and navigate to the
URL you provided to watch the presentation live as you
show it.

To broadcast a presentation:

4. Click the Start Broadcast button.
5. Login to the broadcast service.
6

. PowerPoint creates a URL for others to view the
broadcast. Copy the link and send it to whomever you
want to watch the broadcast. Be sure to let your audience
know the date and time when you will be showing the

1. Click the Slide Show tab. presentation.
2. In the Start Slide Show group, click the Broadcast Slide 7. Click the Start Slide Show button to begin the

PP-160|

Show button. presentation and broadcast it live.

Slide Show Tab

File Home  Insert Design Transitions Animations Slide Show Review  View

[Broadcast Slide Show Button ]

= IC2) 1 a = . — ] v i Resolution: Resolution ~
5 ® g I T_o;:]' = @ '\5 Play Narrations (@l Resolution: Use Current Resolution
i i == - v Use Timings @ Show On: ' Primary Monitor o
From From Broadcast  Custom SetUp  Hide  Rehearse Record Slide 7 2
Beginning Current Slide  Slide Show Slide Show »  Slide Show Slide  Timings  Show~ v Show Media Controls Use Presenter View

Start Slide Show Set Up Monitors

FIGURE PP 6.24

Broadcast the slide show to remote viewers who can watch in a

PowerPoint Broadcast

Web browser.
[ Service selected.

Broadcast Service

' PowerPoint Broadcast Service /

The PowerPoint Broadcast Service is a public service for users of
PowerPoint 2010. Anyone who receives a link to the broadcast may
watch it. You will need a Windows Live ID,

More Information

By clicking 'Start Broadcast', you agree to the following terms:
Service Agreement

[ Change Broadcast Service ] [ Start Broadcast ] [ Cancel ]

FIGURE PP 6.25

Click Start Broadcast to begin
presentation and broadcast it live.
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tips & tricks

When you are broadcasting a presentation, PowerPoint
locks the presentation and will not allow you to make any
changes. PowerPoint also displays the Broadcast tab. This
tab is only available when you are broadcasting a slide show
and provides you with tools for working with the presenta-
tion while broadcasting. To end the broadcast, on the Broad-
cast tab, in the Broadcast group, click the End Broadcast
button.

tell me more

In order to broadcast a presentation you must have a broad-
cast service. The broadcast service is where the presenta-
tion is hosted, giving others access to the presentation. Your
organization may have a broadcast service available through
its SharePoint server, or you can use the PowerPoint Broad-
cast Service, available to anyone with a Windows Live ID.

try this

To open the Broadcast Slide Show dialog box, you can also:
1. Click the File tab.

2. Click save & Send.

3. Under Save & Send, click Broadcast Slide Show.

4

. Under Broadcast Slide Show, click the Broadcast
Slide Show button.

skill 616  Broadcasting a Presentation
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647 Publishing Slides to a Slide Library

One way to share slide layouts with others is through a Slide 3. Under Save ¢ Send, click Publish Slides.
Library. A Slide Library is located on a server and contains 4. Under Publish Slides, click the Publish Slides button.

shd-e s hav? - u,p load’e e fo.r oth.ers © Vlew.and WM 5 1n the Publish Slides dialog box, click the check boxes
their presentations. Using Slide Libraries for creating presen- . )
next to the slides you want to publish.

tations can help ensure presentation designs are consistent
and up to date across large organizations 6. Enter the location of the Slide Library in the Publish To:
box.

To publish slides to a Slide Library: 7. Click Publish

1. Click the File tab.
2. Click Save & Send.

Home Insert Design Transitions Animations Slide Show Review View

I save
Save & Send Publish Slides
il @3 SendUsing E-mail Publish slides to a siide library or a SharePoint site to provide the following:
j Open Store slides in a shared location for other people to use
& Close @ SavetoWeb Track and review changes to slides
Locate the latest version of a slide
Info [ Ssaveto SharePoint Receive e-mail notifications when slides change

5  Broadcast Slide Show

[::] Publish Slides ]
e S T\ Sides ‘*[ Publish Slides Button ]
&2 “““9‘”""“'[ Select Publish Slides. ]

&  Create PDF/XPS Document

§l CreateaVideo

&% Package Presentation for CD

&3 Create Handouts

FIGURE PP 6.26

Select slides that you want to publish.
Thumbnail File Name Description

services presentation template_009 Head Over Heels
Services

services presentation template_002

Click the check boxes
next to the slides you
want to publish.

services presentation template_004

-

i [T] show Only Selected Sides
Enter the location of ¥

the Slide Library in % (=]

the Publish To: box.
Click Publish. publsh | [ cancel |

FIGURE PP 6.27
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[ New Slide Button Arrow

Design Transitions Animations Slide Show Review

v AN
3 AV :
| | isection= | B £ U & sbe 8- A | 4
Median

View

@4 Find

2., Replace ~

W Select v
Editing

- EN OO DL{i_] ™ Shape Fill
a1 L0y C‘:"‘Amm e CYu_.\'i
Jz\/\{ }ﬁ: 'g Sly(e:

% Shape Outline

«' Shape Effects

s |
Title and Content

Section Header

Title Only

|
Picture with
Caption

Blank Content with

Caption

7] Duplicate Selected Slides
Slides from Outline...

Click a slide to add it
to the presentation.

OVER HEELS

HOH Xtra Bubbly B...

Click to add notes

Slide10f10 | "Median® |

To add a slide from a Slide Library to a presentation:

1. On the Home tab, in the Slides group, click the New
Slide button and select Reuse Slides. . .

2. The Reuse Slides task pane appears.

tips & tricks

When you use a slide from a Slide Library in your presen-
tation, the slide maintains a link to the original slide in the
library. If the original slide is modified in any way, you will be
notified of the change when you open the presentation, and
you can choose to update the slide, add the changed slide to
your presentation, or keep the slide as it currently appears
in the presentation.

FIGURE PP 6.28

3. In the Insert slide from: box, type the location of the Slide
Library and click the arrow button.

4. Alist of slides appears.

5. Click the slide you want to add to the presentation.

tell me more

The Slide Library feature is only available in the Microsoft
PowerPoint Professional Plus 2010 version. In addition,
in order to have a Slide Library, the server where the Slide
Library is to be stored must be running either Office Share-
Point Server 2007 or Microsoft SharePoint Server 2010.

try this
To open the Publish Slides dialog box, you can also right-click
a slide thumbnail and select Publish Slides from the menu.

skill 647
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618 Saving a Presentation as a Video

Another new feature in PowerPoint 2010 is the ability to save
a presentation as a video. Savinga presentation as a video gives
you the ability to deliver a fully formatted, self-running slide
show that others can view. The video will include all the tran-
sitions and animations you have added, as well as timings and
narration you may have recorded. By saving the presentation
as a video, you can deliver the presentation through e-mail,
via the Web, or to mobile devices.

To save a presentation as a video:

1. Record the slide show including narration. For more
information on how to record a slide show, see the skill

Recording the Slide Show in Chapter 5.
Click the File tab.

3.
4.
5.

Click Save & Send.
Under File Types, click Create a Video.

Under Create a Video, click the Computer & HD
Displays button and select a display option.

6. Click the Create Video button.

7. The Save As dialog box opens with Windows Media
Video (*.wmv) selected as the file type.

8. Navigate to the location where you want to save the
video.

9. In the File name: box, enter a name for the video.

10. Click Save.

Slide Show

File Tab
Save
g Save & Send
L save As
¢ @3 Send Using E-mail
|F Open
F Close @ SevetoWeb

Save to SharePoint

Broadcast Slide Show

s B

du

Publish Slides

Create a Video

Create a full-fidelity video from this presentation that can be distributed by using a disc, the
Web, or e-mail,

Incorporates all recorded timings, narrations, and laser pointer gestures

Includes all slides not hidden in the slide show

Preserves animations, transitions, and media

The time it takes to create a video varies depending on the length and complexity of the
presentation. You can continue to use PowerPoint while the video is being created.

Print

File Types LSTeIeCt Create a Video.

) Gt help burming your slide show video to DVD or itto the Web

B ChangeFieType
savegiitnd & Creste PDF/XPS Pocument

B puter & HD Displays .
—I For viewing on a computer monitor, projector, or high definition display (.

(Ty_ UseRecorded Timings and Narrations

FIGURE PP 6.29

Help [ &) Crestea V-deo'

1] Options % Package Presentation for CD
3 et &3 Create Handouts
Save & Send Tab]

Slides that do not have timings will use the default duration set below. An...

Seconds to spend on each slide: 0500

Create
Video

Create Video Button ]

Different devices have differently video playback capabil-
ity. Computers and HD displays are able to play videos at a
higher resolution. If the video presentation is to be played
across the Internet or on a standard DVD, you will want to

tips & tricks

If you do not want to use the recorded timings and narra-
tion in the video, click the Use Recordings and Narration
button and select Don’t Use Recordings and Narration.

save it at the medium setting. Video presentations can also
be played on mobile devices, but you should set the display
option to the lowest setting. Be aware that at this size, some
text in your presentation may not be legible.

tell me more

PowerPoint saves the video files in the .wmv (Windows
Media Video) file format. This is a digital video format that
can be read by most personal computers. You can also
install third-party add-ins to PowerPoint to give you the abil-
ity to save presentations in other video formats, such as
QuickTime or AVI.

powerpoint 2010
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Data files for projects can be found on
www.mhhe.com/office2010skills

Skill Review 64

In this review, you will use the skills learned in Chapter 6 to edit a presentation.
1. Open Microsoft PowerPoint 2010.
a. On the File tab, click Open.
b. In the Open dialog box, navigate to the location of your PowerPoint 2010 student files.
c. Find Harry_Landscapingpptx, and double-click the file to open it.
d. On the File tab, click the Save As option.

e. Change the file name to [your initials]PP_SkillReview 6-1,and
then click Save.

2. Add aslide from another presentation:
a. Select Slide 5.

b. On the Home tab, in the Slides group, click the New Slide button arrow and select
Reuse Slides.

c. Click the Browse button and select Browse File. . .

d. Navigate to the location of your PowerPoint 2010 student files, and select the
Gardening Today.ppex file.

e. In the Reuse Slides task pane, click the Our flowers. . . slide to insert it as the sixth
slide in the presentation.

f. Close the Reuse Slides task pane.
3. Create a multipart animation:
a. Go to Slide 2 and click the text placeholder.
b. Click the Animation tab.
c. In the Animations group, click the More button in the Animation gallery.
d. Under Entrance, select Shape.
e. In the Advanced Animation group, click the Add Animation button.
f. Under Exit, select Shape.
4. Use the Format Painter:
a. Go to Slide 3 and click in the second bulleted item.
b. On the Home tab, in the Clipboard group, click the Format Painter button.
c. Click and drag across the first bulleted item.
5. Align text:
a. Go to Slide 2, and click the text placeholder.
b. On the Home tab, in the Paragraph group, click the Center button.

6. Change the line spacing:

a. With the text placeholder still selected, on the Home tab, in the Paragraph group,
click the Line Spacing button, and select 1.5.

7. Copy an animation from one object to another with the Animation Painter:
a. With the text placeholder still selected, click the Animations tab.
b. In the Advanced Animation group, click the Animation Painter button.

c. Click on Slide 3.
d. Click the text placcholder to apply the copied animation style.
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8. Modify the slide master:
a. Click the View tab.
b. In the Master Views group, click the Slide Master button.
c. Click the first thumbnail in the left pane that has the number 7 next to it.
d. Click the image that is in the left corner, and drag it to the right side of the slide.
e. While still in Slide Master view and on the first slide, click inside the first bulleted

text.

f. Click the Home tab. In the Paragraph group, click the drop-down arrow to the right
of the Bullets button.

g. Click the second option in the second row, Hollow Square Bullets.
h. Click the Slide Master tab. Click the Close Master View button.
9. Check for compatibility issues with previous versions:
a. Click the File tab.
b. On the Ifo tab, click the Check for Issues button.
c. Select Check Compatibility.
d. Click OK in the dialog box.
10. Publish the presentation as a PDEF:
a. Click the File tab.
b. Click Save & Send.
c. Under File Types, click Create PDF/XPS File.
d. Click the Create PDF/XPS button.
e. Click the Publish button.

f. The presentation opens in Adobe Reader. Close Adobe Reader and return to
PowerPoint 2010.

11. Save the presentation as a video:
a. Click the File tab.
b. Click Save & Send.
c. Under File Types, click Create a Video.
d. Click the Computer & HD Displays button and select Internet & DVDs.
e. Click the Create Video button.
f. Type in a file name, [your initials]PP_Video 6_1.
g. Click the Save button.

12. Save and close the PowerPoint presentation.

Skill Review 6.2

In this review, you will use the skills learned in Chapter 6 to edit a presentation.

. Open Microsoft PowerPoint 2010.

. On the File tab, click Open.

. In the Open dialog box, navigate to the location of your PowerPoint 2010 student files.
. Find sm_financial pptx, and double-click the file to open it.

. On the File tab, click the Save As option.

Ul A W N a
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6.

10.

1.

12.

Change the file name to [your initials]PP_SkillReview 6-2,
and then click OK.

a. Select Slide S.

b. On the Home tab, in the Slides group, click the New Slide button arrow and select
Reuse Slides.

c. Click the Browse button and select File. . .

d. Navigate to the location of your PowerPoint 2010 student files, and select the
marketing_present.ppix file.

e. In the Reuse Slides task pane, click the Our motto is. . . slide to insert it as the sixth
slide in the presentation.

f. Close the Reuse Slides task pane.

Use the Format Painter:

a. Go to Slide 3, and click in the text We provide:.

b. On the Home tab, in the Clipboard group, click the Format Painter button.
c. Click and drag across the title of S/ide 4 to apply the copied formatting.
Align text:

a. Go to Slide 2, and highlight the paragraph.

b. On the Home tab, in the Paragraph group, click the Align Left button.
Change the line spacing:

a. On the Home tab, in the Paragraph group, click the Line Spacing button.
b. Click 1.5.
Add a placeholder to the slide master:

a. Click the View tab. In the Master Views group, click the Slide Master button.
b. Select the second thumbnail in the S/ide pane on the left.

c. In the Master Layout group, click the drop-down arrow below the Insert Placeholder
button.

d. Click Picture.

e. Click and drag across the lower-right corner of the slide to add the placeholder to
the layout.

f. Click the Close Master View button.
Save a slide as a graphic:
a. Click Slide 6.
b. Click the File tab.
c. Click Save As.

d. In the Save As dialog box, click the arrow to the right of Save as type: box, and click
JPEG File Interchange Format.

e. Click Save.

f. Click the Current Slide Only button.
Check for compatibility issues with previous versions:
a. Click the File tab.

b. On the zfo tab, click the Check for Issues button.
c. Select Check Compatibility.

d. Click OK in the dialog box.

Projects
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13.

14.

Package the presentation for CD:

a. Insert a blank CD-R or CD-RW into the CD drive.

b. Click the File tab and click Save & Send.

c. Under File Types, click Package Presentation for CD.
d. Click the Package for CD button on the right pane.
e. Click Copy to CD.

f. Click Yes in the message box that appears.

Save and close the PowerPoint presentation.

challenge yourself 1

In this challenge, you will use the skills learned in Chapter 6 to format a presentation and
save it as various types of files.

1.
2.
3.
4.

10.

Open Microsoft PowerPoint 2010.

Navigate to the location of your PowerPoint 2010 student files.

Open Insurance.pptx, and save itas [your initials]PP_Challenge 6-3.
Reuse a slide from an existing presentation:

a. Display the Reuse Slides task pane, and open the Peaple We_Serve.pptx.

b. Add Slide 2 from this show after the last slide in /your initials]PP_Challenge_6-3.

Apply the Split entrance animation and the Sp/iz exit animation to the bulleted list on
Slide 2.

. Use the animation painter to apply the animations from the bulleted list on Slide 2 to

the bulleted lists on S/ide 3 and Slide 4.

. Apply character effects and text alignment:

a. Select the bulleted list text on Slide 2, and change the font to Arial, 24 pt.
b. Left-align the text.
c. Change the line spacing to 1.5.

. Copy the formatting from the bulleted list on S/ide 2 and apply the formatting to the

bulleted lists on Slide 3 and Slide 4.

. Save your presentation:

a. Save the presentation as a series of graphics. Save the slides in the PNG format.
b. Save the presentation as a PDE.
c. Close Acrobat Reader and return to PowerPoint.

Save and close the PowerPoint presentation.

challenge yourself 2

In this challenge, you will use the skills learned in Chapter 6 to format a presentation.

1.
2.
3.

Open Microsoft PowerPoint 2010.
Navigate to the location of your PowerPoint 2010 student files.

Open Alices_Bags.pptx, and save itas [your initials]PP_Challenge 6-4.
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4. Reuse a slide from an existing presentation:
a. Display the Reuse Slides task pane, and open the Specialize_Bagpptx.
b. Add Slide 2 from this show after the last slide in /your initials|PP_Challenge_6-4.
5. Apply character effects and text alignment:
a. Select the bullet points on Slide 3, and change the font size from 24 pt. to 32 pt.
b. Right-align the bullet points on Slide 3.
c. Change the line spacing to be double-spaced.

6. Use the Format Painter to copy the formatting from the bulleted list on S/ide 3 and
apply the formatting to the bulleted list on Slide 2.

7. Modify the slide master:

a. Change the bullets in the slide master to use the Szar Bullets option.

b. Add a media placeholder to the seventh layout under the slide master (the blank

layout).

8. Use the Compatibility Checker to find any issues with previous versions of PowerPoint.
9. Save your presentation for distribution:

a. Package it fora CD.

b. Save the presentation as a video for delivery on mobile devices.

10. Save and close the PowerPoint presentation.

on your own

You have been asked to create a PowerPoint slide show on QR codes and how they may be
used in your field or major.

1. Navigate to the location of your PowerPoint 2010 student files.
Open QR_Codes.pptx.
Save the fileas [your initials]PP_OnYourOwn_6-5.

Add Slide 2 from QR _Code_Reuse.pptx, and make it the last slide in the presentation.
Apply an entrance and an exit animation of your choice to the bulleted list on Slide 3.

2.
3.
4. Apply the Civic theme.
5.
6.
7.

Use the Animation Painter to copy the animation from S/ide 3 and apply it to all the
other bulleted lists in the presentation.

8. Change the font size of the bulleted list on S/ide 3 to be at least 30 pt., and change the
line spacing to 1.5.

9. Use the Format Painter to copy the formatting from the bulleted list on S/ide 3 and
apply it to all the other bulleted lists in the presentation.

10. Format the title text on the slide master by applying character formatting and changing
the font size and color.

11. Save the fourth slide as a graphic in the PNG format.

12. Check the presentation for compatibility issues with previous versions of PowerPoint.
13. Save the presentation as a video for delivery on the Internet.

14. Package the presentation for a CD.

15. Save and close the PowerPoint presentation.

- i www.mhhe.com/office2010skills ]PP-169
Projects



fix it
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You have been asked to fix a presentation based on the skills learned in Chapter 6.

1.

oo hrwN

~N

© 0

10.

12.

13.
14.

|

Using Microsoft PowerPoint 2010, open Digital_Self.pptx.

. Savethefileas [your initials]PP_FixIt 6-6.

Add the second slide from Are_You_Digital Final.pptx to the end of the presentation.

Clear the formatting from the title on Slide 1.

. Bold the title on the slide master.

Change line spacing of the bulleted item on Slide 2 to 1.5.

. Apply a multipart animation to the bulleted item on Slide 2.

. Use the Animation Painter to apply the animation to the bulleted list on Slide 3.

Use the Format Painter to copy the formatting from the bulleted item on Slide 2 and
apply it to the bulleted list on S/ide 3.

Save the fourth slide as a graphic in the JPEG format.

. Check for compatibility issues with previous versions of PowerPoint.

Save the presentation as a video for delivery on mobile devices.
Package the presentation for a CD.

Save and close the PowerPoint presentation.

[
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glossary

a

Action button: A button you add to a slide that performs a set
function.

Animation: Movement of an object or text in a presentation. The
four basic animation schemes are Entrance, Emphasis, Exit, and
Motion Paths.

Animation Painter: Tool that copies and pastes an animation from
one object to another.

Artistic Effects: Application of different graphic filters to an
image. These filters mimic a wide variety of artistic tools, including
paint strokes, pencil strokes, watercolors, mosaics, blurs, and glows.

b

Background: The graphic element that fills a slide. Backgrounds
can be solid colors, textures, or images.

Brightness: Control of how dark or light a picture appears.
Broadcast: Method for delivering presentations via the Internet.

Bulleted list: List type used to organize information that does not
have to be displayed in a particular order.

C

Cell: The intersection of a row and column in a table.

Character effects: Effects applied to text to alter its appearance.
Effects include bold, italic, underline, shadow, and strikethrough.

Chart: A graphic that transforms numerical data into a more visual
representation.

Clear All Formatting: Command that removes any formatting
that has been applied to text, including character formatting, text
effects, and styles and leaves only plain text.

Clip art: Copyright-free illustrations, photographs, audio clips,
and video clips that are made available through PowerPoint to use
in presentations.

Close command: Command that removes a presentation from
your computer screen but leaves the PowerPoint application open.

Color theme: A set of colors that complement each other and are
designed to work well in a presentation. A color theme will change
the color of backgrounds, placeholders, text, tables, charts, Smart-
Art, and drawing objects in a presentation.

Column: A vertical arrangement of text on-screen. Text at the bot-
tom of one column continues on to the top of the next column.
Comment: A small text note that is added to a slide that is not
meant to be a part of the presentation.

Compatibility Checker: Tool that checks for conflicts between
the current presentation and previous versions of PowerPoint.
Content placeholder: A special type of placcholder that provides
a quick way to add a variety of material to presentations, including
tables, charts, SmartArt diagrams, pictures, clip art, and videos.
Contextual tabs: Ribbon tabs that contain commands specific to
the type of object selected and are only visible when the commands
might be useful.

Contrast: Feature that changes the range of color intensity within
a picture.

Copy: Command that places a duplicate of the selected text or
object on the Office Clipboard without changing the file.

Crop: Remove part of an image, hiding it from sight.

Custom slide show: A slide show that runs inside another slide
show. Custom slide shows can be accessed through the Custom
Show menu in Slide Show view or through a hyperlink.

Cut: Command that removes the selected text or object from the
file and places it on the Office clipboard for later use.

e

Embedded object: Independent object that is pasted into a presen-
tation. Double-clicking an embedded object will open the object
inside the PowerPoint presentation, using the source program but
not the source file.

Enhanced ScreenTip: A ScreenTip that displays not only the name
of the command but also the keyboard shortcut (if there is one) and
a short description of what the button does and when it is used.
Exit command: Command that removes a presentation from your
computer screen and closes the PowerPoint application.

f

File tab: Ribbon tab located at the far left side that opens Micro-
soft Office Backstage view.

Find: Command that locates specific instances of text in a
presentation.

Font: A set of characters of a certain design. The font is the shape of
the character or number as it appears on-screen.

Footer: Text that appears on every slide or handout. Typically, a
footer appears at the bottom of a slide or handout.

Format Painter: Tool that copies and pastes formatting styles from
one object to another.
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g

Gridlines: A series of dotted vertical and horizontal lines that
divide the slide into small boxes. Used as visual markers for aligning

placeholders and graphics.

Group: Subsection of a tab on the Ribbon; organizes similar com-
mands together.

h

Handout: A printout of a presentation with anywhere from one to
nine slides per page and with areas for taking notes.

Handout Master view: Master view where the printed version of a
presentation is modified.

Handout masters : Master that controls how the slides in a presen-
tation look when printed.

Header: Text which appears on every slide or handout. Typically, a
header appears at the top of a handout.

Highlighter tool: Slide show tool that adds color behind text on
slides in Slide Show view and emphasizes parts of a slide.

Home tab: Ribbon tab that contains the most commonly used
commands for PowerPoint.

Horizontal alignment: Position of text with regard to the left and

right edges of a cell or placeholder.

Hyperlink: Text or a graphic that can be clicked to open another
file or jump to another place in the presentation.

Kk

Keyboard shortcuts: Keys or combinations of keys that when
pressed execute a command.

Layout: Template for arranging elements on a slide.

Line spacing: The white space between lines of text.

Linked object: Dependent object that is pasted into a presenta-
tion. Double-clicking a linked object will open the source file in the
original application for editing.

Live Preview: The display of formatting changes in a file before
actually committing to the change.

m

Master views: Contain universal settings for the presentation, and
include the Slide Master view, the Handout Master view, and the
Notes Master view.

Metadata: Information describing a file, including keyword tags,
the file title, and the author.

Microsoft Office Backstage view: File tab that contains the com-
mands for managing and protecting files, including Save, Open,
Close, New, and Print. Backstage replaces the Office Button menu

from Office 2007 and the File menu from previous versions of
Office.

Mini toolbar: Toolbar that provides access to common commands
for working with text and graphics. When you select text and leave
the mouse over the text, the Mini toolbar fades in.

Movie: A multimedia clip which includes moving images and

sounds.

N

New command: Command that creates a new file in an Office
application without exiting and reopening the program.

Normal view: The view where content is created and edited. Nor-
mal view consists of the Slide and Outline tabs, Slide pane, and
Notes pane.

Notes Master view: View that controls how the printed notes
pages will look.

Notes masters: Master that controls the look of notes when
printed along with the slides.

Notes Page view: The view where notes are displayed along with
slides in a presentation.

Notes pages: The printed copy of the slide with its associated note.
Numbered list: List type used to organize information that must
be presented in a certain order.

O
Office Clipboard: Task pane that displays up to 24 copied or

cut items for use in the current presentation or any other Office
application.

Outline tab: Feature that displays only the text from the slides in a
presentation in an outline format. Use the Outline tab to enter and
edit text directly in the outline.

P

Package for CD: Allows you to copy your presentation to a
CD directly from inside PowerPoint. The PowerPoint viewer is
included by default, allowing you to run your presentation from any
computer.

Paste: Command that inserts text or an object from the Office
Clipboard into a file.

Paste Special: Command that inserts objects from other Office
applications into PowerPoint. Objects can be pasted as linked or
embedded objects.

PDF (portable document file): Adobe’s custom file format that
preserves the formatting of the document and is easily readable, but
not casily editable.

Pen tool: Slide show tool used to undetline or circle important
points in Slide Show view as they are discussed.

Photo Album: Feature that allows you to create a presentation of

digital images with captions.

|
PPG-2
G | ! Glossary



Placeholders: A container on a slide that holds text or other con-
tent, such as a table, chart, or image.

PPI: Acronym for pixels per inch; used to measure picture resolu-
tion when compressing images in presentations.

Presentation: A multimedia slide show that combines text,
images, charts, audio, video, animations, and transitions to convey
information.

Presentation properties: Information about a presentation, such
as the location of the presentation, the size of the file, when the pre-
sentation was created and when it was last modified, the title, and
the author.

Protected View: Read-only format that protects your computer
from becoming infected by a virus or other malware.

q

Quick Access Toolbar: Toolbar located at the top of the applica-
tion window above the File tab. The Quick Access Toolbar gives
quick one-click access to common commands.

Qtlick Layout: Combinations of labels, titles, and data tables
applied to charts.

Quick Style: Formatting element that gives a presentation a more
polished, graphical look without a lot of work. Quick Styles include
fills, borders, shadows, reflections, and picture shapes.

r

Reading view: The view that runs the presentation within the
PowerPoint application window.

Recolor command: Command that removes all colors from a pic-
ture and replaces them with shades of one color.

Redo: Command that reverses the Undo command and restores
the file to its previous state.

Rehearse timings: Feature that runs the presentation while record-
ing the time spent on each slide.

Replace: Command that is used with the Fizd command to insert
specified text in a file with new text.

Reset Picture: Command to remove all PowerPoint formatting
applicd to a picture, reverting the picture to its state before any for-
matting was applied.

Reuse Slides task pane: Task pane that allows you to add slides
from other presentations or from a Slide Library.

Ribbon: Graphic interface across the top of the application win-
dow that organizes common features and commands into tabs.

S

Screenshot: An image of what is currently displayed on the com-
puter screen (such as an open application window or of a Web page).
ScreenTip (hyperlinks): A bubble with text that appears when the
mouse hovers over a hyperlink. Typically, a ScreenTip provides a
description of the hyperlink.

ScreenTip (Ribbon): A small information box that displays the
name of the command when the mouse hovers over a button on

the Ribbon.

Sections: Smaller groups of slides within a presentation to help bet-
ter organize the content.

Shape: A drawingobject that can be quickly added to a presentation.
Sharpness: Feature that removes any blurriness from a picture, giv-
ing it a crisper feel.

Shortcut menu: List of commands that appears after an area of the
application window is right-clicked.

Slide: A unit within a presentation. Each slide contains content,
including text, graphics, audio, and video.

Slide library: Slides that have been uploaded to a server for others
to view and use in their presentations.

Slide master: A slide template that is used throughout a presenta-
tion to create a consistent look and feel.

Slide Show view: The view that displays the slides full-screen and
displays the presentation as the audience will see it.

Slide Sorter view: The view that displays a grid of thumbnail pic-
tures of the slides in a presentation, and is useful in rearranging the
order of slides in a presentation.

Slides tab: Tab that displays thumbnails of all the slides in a pre-
sentation. Use the Slides tab to quickly navigate between slides and
rearrange the slide order of presentation.

SmartArt: Visual diagram containing graphic elements with text
boxes for entering information.

Softness: Feature that removes hard edges from a picture, giving it
a smoother feel.

Sound files: Music or sound effects that can be added to slides.
Speaker notes: Hidden notes you add to slides through the Nozes
pane.

Spelling checker: Analyzes your entire presentation for spelling
errors, and presents any errors in a dialog box, enabling you to make
decisions about how to handle each error or type of error in turn.

t

Tab: Subsection of the Ribbon that organizes commands into
related groups.

Table: Content element that helps organize information by rows,
which display horizontally, and columns, which display vertically.
Tags: Keywords describing the file.

Template: A file with predefined settings that can be used as a pat-
tern to create a new file.

Text boxes: Boxes that are added to the slide layout to enter text
anywhere on the slide.

Text placeholders: Predefined areas in slide layouts where text is
entered.

Theme: A group of formatting options that is applied to an entire
presentation. Themes include font, color, and effect styles that
are applied to specific elements of a presentation. In PowerPoint,
themes also include background styles.

Theme effects: Aspect of the theme that controls how graphic ele-
ments appear.

Transition: An effect that occurs when one slide leaves the screen
and another one appears.

I -
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u

Undo: Command that reverses the last action performed.

\

Vertical alignment: Position of text with regard to the top and bot-
tom of a cell or placeholder.

W

WordArt: Predefined graphic styles that are applied to text. These
styles include a combination of colors, fills, outlines, and effects.

X

XPS (XML paper specification): Microsoft’s file format that
preserves the formatting of the document and is easily readable
but not easily editable. XPS files can be opened with Microsoft’s
XPS Viewer, which comes installed with Windows Vista and
Windows 7.

z

Zoom slider: Slider bar that controls how large or small slides are
displayed in the Slide pane. It is located at the right side of the status
bar at the bottom of the application window.

|
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index

a

Action button, PP-36, PP-124
Action Settings dialog box, PP-124
Add

clip art, PP-38

comments, PP-93

hyperlink, PP-92

movies, PP-42

picture, PP-40

screenshot, PP-39

sections, PP-9

shape, PP-36

slides, PP-8, PP-138

SmartArt, PP-35

sound, PP-41

text, PP-25, PP-37

WordArt, PP-30 to PP-31
Add Animation button, PP-74
Add Section, PP-9
Adding columns to text placcholders, PP-141
Adding slides from another presentation, PP-138
Advanced Animation gallery, PP-73
Align button, PP-71
Aligning, PP-71, PP-72
Aligning text, PP-117 to PP-118, PP-140
Animating charts, PP-121
Animation, PP-73, PP-74, PP-121 to PP-123, PP-145
Animation Painter, PP-145
Animation Pane button, PP-74
Animation task pane, PP-121
Animation timings, PP-123
Applying columns to text, PP-141
Artistic Effects, PP-110
Aspect ratio, PP-69, PP-114
Audio, PP-126 to PP-127
Audio Tools contextual tab, PP-41
Audio Tools Playback tab, PP-126
Author property, PP-xvii

b

Background, PP-60

Background Removal tab, PP-111
Background Styles button, PP-60
Background Styles gallery, PP-60
Backstage, PP-vi

Balance, PP-xii

Basic custom slide show, PP-90
Basic shapes, PP-36

Block arrow, PP-36

.bmp, PP-153

Bold, PP-139

Bottom alignment, PP-140

Brightness, PP-112

Broadcast Slide Show dialog box, PP-160, PP-161
Broadcasting a presentation, PP-160 to PP-161
Bullet style, PP-147, PP-148

Bulleted list, PP-26 to PP-27

Bullets and Numbering dialog box, PP-27

Bullets button, PP-27, PP-147

C

Callout, PP-36

CD/USB flash drive, package for, PP-158 to PP-159
Cell, PP-33

Center alignment, PP-140

Changing the order of slides, PP-87
Character effects, PP-139

Character spacing, PP-139

Chart, PP-34, PP-120, PP-121

Chart Layouts, PP-120

Chart Styles, PP-120

Chart Tools Design tab, PP-120

Chart Tools Format tab, PP-120
Chart Tools Layout tab, PP-120
Check Compatibility, PP-151, PP-152
Choose a SmartArt Graphic dialog box, PP-35
Clear All Formatting, PP-144

Clear Table button, PP-64

Clip art, PP-38

Clipboard, PP-xviii, P-89

Clipboard dialog launcher, PP-89
Close, PP-xxv

Color button, PP-113

Color theme, PP-58

Columns dialog box, PP-141
Comments, PP-93

Compatibility Checker, PP-151, PP-152
Compress Pictures, PP-115

Content placeholder, PP-32
Content-specific placeholders, PP-149
Contextual tabs, PP-vi

Contrast, PP-112

Convert to SmartArt Graphic button, PP-35
Copy, PP-xviii, PP-88

Corrections button, PP-112
Corrections gallery, PP-112

Create Video button, PP-164
Cropping handle, PP-114

Custom slide show, PP-90, PP-97
Custom theme, PP-57

Customizing PowerPoint, PP-xi

Cut, PP-xviii
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d

Date and time, PP-13
Decrease indent button, PP-27
Default chart type, PP-34

Define Custom Show dialog box, PP-90
Delete Comment button, PP-93

Delete Slide, PP-86
Design principles, PP-xii
Distinction, PP-xii

Dos and don’ts, PP-xii

Drawing Tools Format contextual tab, PP-31

Duplicate, PP-88

e

E-mail, PP-155, PP-159
Edit Shape button, PP-65
Editing text, PP-6

Effect Options button, PP-11
Embedded objects, PP-xix
Emphasis animations, PP-73
Enable Editing, PP-xiv
Enhanced ScreenTip, PP-ix
Entrance animations, PP-73
Equation shape, PP-36

Exit animations, PP-73
Exiting PowerPoint, PP-xxvi

f

File size, PP-115

Find, PP-xxi

Flow, PP-xii

Flowchart, PP-36

Font, PP-61

Font Color button, PP-61
Font dialog box, PP-139
Font Size box, PP-61
Footer, PP-13

Format Painter, PP-143

Format Picture dialog box, PP-112
Format Shape dialog box, PP-65

Formatting
aligning, PP-71, PP-72

animations, PP-73, PP-74

background, PP-60
clearing, PP-144

color theme, PP-58
font, PP-61

gridlines, PP-68
grouping, PP-71, PP-72

Quick Styles. See Quick Styles

rotating, PP-71

ruler, PP-68

sizing, PP-69, PP-70

SmartArt, PP-66

text box, PP-62, PP-63

theme, PP-57

theme effects, PP-59
Frame Slides, PP-100
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.gif, PP-153

Graphic effects, PP-59

Graphic file formats, PP-153

Grid and Guides dialog box, PP-68
Gridlines, PP-68, PP-72

Group, PP-vi

Group button, PP-71

Grouping, PP-71, PP-72

h

Handout, PP-100

Handout master, PP-12

Handout Master button, PP-99
Handout Master view, PP-5, PP-99
Handouts layout, PP-100

Header, PP-13

Header & Footer button, PP-13
Heading 1 style, PP-28

Heading 2 style, PP-28

Help, PP-xxiv

Help toolbar, PP-xxiv

Hide Slide button, PP-91
Highlighter, PP-96

Home tab, PP-vi

Hyperlink, PP-92

Hyperlinked custom slide show, PP-90

|

Increase indent button, PP-27

Insert. See Add

Insert Audio dialog box, PP-41

Insert Chart dialog box, PP-34

Insert Hyperlink dialog box, PP-92
Insert Layout button, PP-149

Insert Movie dialog box, PP-42

Insert Picture dialog box, PP-40

Insert Placeholder button, PP-25, PP-70, PP-149, PP-150
Insert SmartArt Graphic button, PP-35
Insert Video button, PP-42

Italic, PP-139

jpg, PP-153
Justified alignment, PP-140

k

Keyboard shortcuts, PP-vi to PP-vii

Last Viewed, PP-97
Layout, PP-146 to PP-150

Index



Layout button, PP-29

Left alignment, PP-140

Line, PP-36

Line spacing, PP-142

Linked objects, PP-xix

List
bulleted, PP-26 to PP-27
columns, PP-141
multilevel, PP-27
numbered, PP-26 to PP-27

Live Preview, PP-x

m

Master view, PP-5

Microsoft Access, PP-iv

Microsoft Excel, PP-iii, PP-34
Microsoft Office 2010, PP-iii to PP-v
Microsoft Office Backstage view, PP-vi
Microsoft PowerPoint, PP-iv
Microsoft PowerPoint Help, PP-xxiv
Microsoft Word, PP-iii

Middle alignment, PP-140

Mini toolbar, PP-ix

Motion Path animations, PP-73
Movie, PP-42

Moving a graphic, PP-36

Multilevel list, PP-27

Multipart animations, PP-122

n

New, PP-xv
New Comment button, PP-93
New presentation
blank presentation, PP-xv
template, PP-xvi
New Slide button, PP-8
New Slide button arrow, PP-138
Normal view, PP-4
Notes and Handouts tab, PP-13
Notes master, PP-12
Notes Master view, PP-5, PP-12, PP-15
Notes Page button, PP-14, PP-15
Notes Page option, PP-100
Notes Page view, PP-5
Notes pane, PP-3
Notes view, PP-14
Numbered list, PP-26 to PP-27
Numbering button, PP-27

O

Office Clipboard, PP-xviii, PP-89
Office.com, PP-38

Office Home and Business, PP-v
Office Home and Student, PP-v
Office Professional, PP-v

Open, PP-xiii
Outline tab, PP-7

P

Package for CD, PP-158
Page Options button, PP-100
Paragraph dialog box, PP-142
Paste, PP-xviii, PP-88
Paste Special, PPxix
PDF file, PP-155
Pen, PP-96
Photo Album, PP-40, PP-129
Photograph slide shows, PP-40
Picture, PP-40, PP-67
Artistic Effects, PP-110
compress, PP-115
corrections, PP-112
crop, PP-114
recolor, PP-113
remove background, PP-111
reset, PP-116
transparency, PP-113
Picture Quick Styles, PP-67
Picture Styles gallery, PP-67
Picture Tools contextual tab, PP-39
Placeholder, PP-146, PP-149, PP-150
content, PP-32
edit, PP-6
move, PP-6
resize, PP-6, PP-70
text, PP-25
type, PP-3, PP-25, PP-149
.png, PP-153
Pointer Options button, PP-96
PowerPoint Options dialog box, PP-xi, PP-115
PPL, PP-115
Presentation, PP-3
broadcast, PP-160, PP-161
close, PP-xxv
design, PP-xii
open, PP-xiii
package for CD/USB flash drive, PP-158 to PP-159
properties, PP-xvii
save, PP-xxiii, PP-155, PP-156 to PP-157
Presentation Properties, PP-xvii
Presentation tools, PP-96
Presenter view, PP-15
Print
comments/ink markup, PP-100
handout, PP-100
Handout Master view, PP-99
notes, PP-100
options, PP-98
outline, PP-100
previewing slides, PP-98, PP-99
slides (presentation), PP-98
speaker notes, PP-15
Print tab (Backstage view), PP-98, PP-100
Protected View, PP-xiv
Publish Slides dialog box, PP-162, PP-163
Publishing slides to Slide Library, PP-162 to PP-163
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q

Quick Access toolbar, PP-viii
Qu_ick Layouts, PP-120
Qljck Styles, PP-120
picture, PP-67
shape, PP-65
table, PP-64
text box, PP-63
WordArt, PP-31

r

Reading view, PP-4, PP-5

Record Slide Show, PP-125
Rectangle, PP-36

Recurrence, PP-xii

Redo, PP-xx

Rehearse Timings, PP-94, PP-96
Remove Background button, PP-111
Remove Hyperlink button, PP-92
Remove Section, PP-9

Rename Section, PP-9

Replace, PP-xxi

Reset button, PP-10

Reset Picture, PP-116

Resize. See Sizing

Resize handle, PP-36, PP-62, PP-69
Ribbon, PP-vi

Right alignment, PP-140
Right-click shortcut menu, PP-vii
Rotate button, PP-71

Rotate handle, PP-36

Ruler, PP-68

S

Sans serif fonts, PP-61
Save & Send tab, PP-158, PP-162, PP-164
Save as
graphic, PP-153 to PP-154
PDE PP-155
template, PP-156 to PP-157
video, PP-164
Save As dialog box, PP-xxiii, PP-153, PP-156
Scale to Fit Paper, PP-100
Screen Clipping tool, PP-39
Screenshot, PP-39
Screenshot gallery, PP-39
ScreenT'ip, PP-ix, PP-92
Section, PP-9
Security warnings, PP-xiv
Serif fonts, PP-61
Shadow, PP-139
Shape, PP-36, PP-37, PP-65
Shape Effects button, PP-62
Shape Fill button, PP-62
Shape Outline button, PP-62
Shape Styles gallery, PP-62, PP-63, PP-65

Shapes button, PP-36
Shapes gallery, PP-36
Sharpness, PP-112
Show Markup button, PP-93
Shortcut menus, PP-vii
Sizing
image, PP-69
placeholder, PP-70
Slide, PP-3
change the slide order, PP-87
copy, PP-88
delete, PP-86
hide/unhide, PP-91
number, PP-13, PP-87
paste, PP-88
Slide background, PP-60
Slide layout, PP-8, PP-10
Slide Library, PP-10, PP-162 to PP-163
Slide master, PP-12, PP-146 to PP-150
Slide Master tab, PP-12
Slide Master view, PP-5
Slide number, PP-13, PP-87
Slide pane, PP-3
Slide show
custom, PP-90, PP-97
exit, PP-96
last viewed slide, PP-97
navigation, PP-96, PP-97
next/previous slide, PP-96
notations, PP-96
record, PP-125
start, PP-95
Slide show navigation, PP-96
Slide Show toolbar, PP-97
Slide Show view, PP-4, PP-S
Slide Sorter view, PP-4, PP-87
Slide transitions, PP-11
Slides tab, PP-6, PP-7
SmartArt, PP-35, PP-66
SmartArt Tools contextual tab, PP-66
Softness, PP-112
Sound, PP-41
Sound files, PP-41
Sound icon, PP-41
Spacing
character, PP-139
line, PP-142
Speaker notes, PP-14 to PP-15
Spelling checker, PP-xxii
Stars and banners, PP-36
Starting the slide show, PP-95
Strikethrough, PP-139

t

Tab, PP-vi
Table, PP-33, PP-64
aligning text, PP-117 to PP-118
insert/delete rows/columns, PP-119
Table Quick Styles gallery, PP-64
Template, PPxii, PP-xvi, PP-156
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10/20/30 rule, PP-xii

Text, PP-25

Text alignment, PP-117 to PP-118, PP-140
Text box, PP-25, PP-62, PP-63
Text direction, PP-119

Text placeholder, PP-25
Theme, PP-57, PP-58

Theme Color button, PP-58
Theme Colors gallery, PP-58
Theme effects, PP-59

Themes button, PP-57, PP-146
Themes gallery, PP-57

.thmx, PP-57

Thumbnail, PP-6

.tif, PP-153

Timing, PP-94

Top alignment, PP-140
Transform gallery, PP-31
Transitions, PP-11

Transparent Color, PP-113
Trim Audio dialog box, PP-126
Trim Video dialog box, PP-128
Trust Center, PP-xiv

Trusted Locations, PP-xiv

u

Underline, PP-139
Undo, PP-xx

USB flash drive, package for, PP-158 to PP-159

User interface, PP-vi

\%

Vertical alignment, PP-140
Video, PP-128

Video Tools Playback tab, PP-128
View, PP-4 to PP-5

W

wmv, PP-164

Word document, PP-28 to PP-29
WordArt, PP-30 to PP-31

Word Art Quick Styles, PP-30

X
XPS file, PP-155

Z
Zoom bar, PP-S
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