Intermediate PowerPoint 2007

for Windows XP and Vista
Working with the Slide Master

The Slide Master controls the attributes of the slides in the body of your presentation.
You can use the Slide Master to control the look of your presentation and to add objects
to the Slide Master that will appear on all the slides in the body of your presentation.
Because the Slide Master affects your entire presentation, it is a good idea to create a
Slide Master before you start to build individual slides.

1 Click on the View tab =k J J

9 Click on the Slide Master button in the Presentation Views
Slide |Handout Notes
group Master Master Master

View

A blank slide appears. Notice the Status bar indicates you are on the Slide Master.

To the left is the slide thumbnail pane. The Slide Master is the larger slide image, and
the associated layouts are positioned beneath the Slide Master.

A Click the top icon to display the Slide Master

* Click to edit Master text styles

— Second level
* Third level

— Fourth level
» Fifth level




The Slide Master tab is displayed. The various groupings of buttons can be used to add
additional masters and rename and delete the masters. The Master Layout group is

used to restore any of the placeholders you may delete.
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Close

Setup Orientation ~ | Master View

| Delete F Colors ~ || p
| 3 Noes V! Title H 0,083 {Z]Background Styles ~
['A Rename = S Fonts ~
Insert Slide Insert . Maste Insert V! Footers || Themes V| Hide Background Graphics Page Slide
Master Layout '+ Preserve || |ayout Placeholder~ - [O]Effects ~
Edit Master Master Layout Edit Theme Background F] Page Setup

If you do not want objects you add to the Slide Master to appear on the title slide, you

can deselect the Title option in the Master Layout group.

In the Slide Master you can control the placement of objects. You can move, resize or

delete any of the text objects on the master just as you would on any slide.

Adding a Theme to the Slide Master All Themes v
This Presentation

Each theme has a specific layout, a set of Aa

complimentary colors, and a font. To add a theme: ;:":_:n

9 Click the Themes button in the Edit Theme
group on the Slide Master tab
1 Select a theme, e.g., Oriel

Note: you can change or remove the theme from
specific slides by exiting the Slide Master view.

Adding Labels to the Slide Master
If there is text, such as the College name [or your

department name] that you want to appear on all the
slides, you can add a label to the Slide Master.

Close

| »

More Themes on Microsoft Office Online...

Browse for Themes...

Save Current Theme...

A Click on the Text Box button in the Text group on the Insert tab
A Click and drag the text box arrow to place a text box in the Slide Master

A Type in your department name

Letds make some additional
text color.

A Click anywh@ICKTOEDITt he *

MASTER TITLESTYLEG p | ac e h ol d e FranklinGothicE - 60

A Go to the Font group on the Home tab
A Select a different font and point size
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A Click on the Color button =

1

Select a color for the text

A Select all the text in the body placeholder area and make formatting changes

Creating a Color Background

Note: You do not have to be in Slide Master view to change the background color. To
return to the regular display, click the Normal View button on the far right corner of the
status bar, or click on the Close Master View button on the Slide Master tab.

T

l

Click on the Design tab in Normal view or on the
Slide Master tab in Slide Master view
Click on the Dialog Box Launcher button in the Hide Background Graphics

Background group Background I k

\'2_] Background Styles ~

You can also <right-click> anywhere outside the
placeholders and choose Format Background.

Select Solid Fill and click on the ; .
B R e e [
Color button. F ' @A@
- Fill
Then do one of the following;: ticire B ® i@
O Gradient fill
Click on Automatic to keep the O Picture or texture fil
original color scheme [ Hide background graphics
Click on one of the color boxes Color:
below Automatic B o o
Click on More Colors and choose

a color from the Standard tab or
select the custom tab

You can also select the Gradient fill or Picture or Texture fill options in order to add
more complex color patterns to your slide background.

When you are returned to the Format Background dialog box, clicking the Apply to All
button will add the color to all slides.

If you have exited the Slide Master view, return there: View> Slide Master.



Adding Clip Art

9 Click on the Insert tab
1 Click on the Clip Art button in the lllustrations group

ellal b ) % f

J B2 | ™

Picture | Clip Photo Shapes SmartArt Chart
Art |NAlbum ~ X
Mustrations

T I'n the oSearch for o6 f thetypdofclipatyeuaren a Kkeywo
looking for
Click the Go button

Click on the selected clip art

= =4

When the clip art is selected, the Format tab with the Picture Tools is displayed.
1 Resize and position your clip art if necessary
Changing Indents and Tabs

PowerPoint provides a maximum of five levels of indents. To change the indents:

1 Click in the text in the master body text box v/ Ruler
9 Click the View tab Gridlines
7 Check the Ruler box in the Show/Hide group
. : . N Show/Hide
PowerPoint displays a ruler at the top of the slide with indent
markers.
| rl_’ | 1 | 2 I | 4 | 'S | 6 I 7 | | g

The First Line Indent Marker (upper indent triangle) indicates the indent | '"':,:"'
level of the first line of each paragraph.

The Left Indent Marker (lower indent triangle) indicates the indent level ' tj :
for the rest of each paragraph.

Dragging the indent triangles will reset the indent levels for your paragraphs.

Note: If you click on the bottom part of the left indent marker, PowerPoint
moves the first line and left indents simultaneously maintaining the distance



between the two. If you click on the top part of the left indent marker,
PowerPoint moves the left indent independent of the first line indent.

You can set indents to the body text in individual slides without affecting the
indents you set in the master body.

To set tabs:
A Make sure you are in Slide Master view

A Click in the text in the master body placeholder
A Click on the Tab Alignment button to display the one you want (located to the

left of the Ruler)
L L - AL
Left Center Ringy Decimal

A Click on the Ruler where you want to create the tab

To remove a tab, click and drag off the ruler. To move a tab drag it along the ruler.

Creating a Custom Slide Show

To begin creating your slides, click on the Close Master View button on the Slide
Master tab.

We are going to create three title slides and approximately three or four additional
slides associated with each title slide. The purpose of this is to demonstrate how you
can create custom slide shows.

You can use the slide information given in this presentation, or use information that
applies to you or your department.

The first blank title slide is displayed.

A Click in the Title placeholder and type ITS Training =

A In the subtitle placeholder, type Seminars

A Click the down arrow on the New Slide button in the Slides group on the
Home tab

New
Slide ~

A Select the o0Title Slidebo
A Type Documentationfor the subtitle, type Windows XP



To 3>

To o To T To Do

To ==

Click the down arrow on the New Slide button in the Slides group on the Home
tabands el ect the oO0Title Slided again
Create a third Title slide and type Computer Saledor the subtitle, type WebBased
Move back to your first title slide and click on the down arrow on the New Slide
button

Sel ect t h&onterdtd tH wlidakyout s
Type Topicsfor the Title placeholder
In the text area, type Word for your first bullet

Press <Enter> and type Excel

Press <Enter> and type Google Email

Click the down arrow on the New Slide button in the Slides group on the Home
tab

Select the oTitle and Contentodo bullet
Type the following slide information:

Word

A Toolbars
A Fonts
A Tables
A Macros

Click the down arrow on the New Slide button in the Slides group on the Home
tab
Type the following slide information:

Excel

Entering Data
Correcting Data
Formatting Data
Charting Data

To T To Do

Click the down arrow on the New Slide button in the Slides group on the Home
tab

sl id



A Type the following slide information:

A
A
A

Google Email

Labels
Contacts
Attachments

A Move to your second title slide [Documentation] and create three more bullet
slides; one for Word, one for Excel and one for Google E-mail

Note: For the Excel slide, choose the Two Content Text slide.

Remember to press the <Tab> key to insert the second bullet level.

Too T To Do I

Word

Sample Documents
- Beginners

- Merge

- Sort

Excel- Nine Documents

Beginners

Text Formatting
Copy Commands
Formulas
Numerical Formats

Google Emall

Three Documents
- Beginners

- Contacts

- Labels

A Styles

A TextBoxes
A Charts

A Toolbars

A Move to the third title slide [Computer Sales] and create three more Title and
Content bullet slides [What We Sell, Payroll Deduction Plan, Services

Note: Use <Shift + Tab> to return to a previous bullet level.



What We Sell

A Computers
- Macintosh
- MPC
- Dell

A Printers
- Hewlett Packard
- Epson

Payroll Deduction Plan
25 percent down payment

$75 processing fee
12 monthly (or 24 biveekly) payments

To T T

Services

Network setup for dorms
Software installation
Warranty repairs

To T T

Organizing Your Presentation

Suppose you are preparing a presentation that covers more than one subject area, or
perhaps you need to customize your presentation for multiple audiences. You can
create mini-presentations from a master presentation. A custom show is a group of
selected slides to which you assign a name for easy reference.

To divide up our current slides into three custom shows:

A Click on the Slide Show tab

M Click the Custom Slide Show button in the Start -_T,r. ‘g f’:]'
Slide Show group e - e
. From From Custom
A Select Custom Shows and click the New button Beginning Current Slide | Slide Show ~
Start Slide Show



Define Custom Show

= =

Click on the appropriate slide, then click the Add>> button

Slide show name: | ITS Training
Slides in presentation: Slides in custom show:
| 1, ITS Training ~ \ | 1. ITS Training
| 2. topics | | 2, topics
|3, word | 3. word
|4, excel |4. excel
|5. Google e-mail ndi 5, Google e-mail E]
| 6. Documentation
| 7. word 1 ] o
|8. Excel - nine documents [_Remove |
19, Google e-mail
10. Computer sales )
11, What we sell ;
| 12, Payroll deduction plan )]
[ OK ] [ Cancel ]
Type in a name; e.g., ITS Training, in the 0Slide show

Note: Use the arrow buttons to change the position of a selected slide in the

custom show sequence.

nameo

1 Click the OK button when all the appropriate slides have been added (Slides 1-5)

Note: You also can select the beginning slide and then shift click the ending slide

before clicking the Add>> button.

1 Repeat for Documentation (Slides 6-9)
1 Repeat for Computer Sales (Slides 10-13)
9 Click the Close button

To run the mini shows:

9 Click the Slide Show tab

9 Click the Custom Slide Show button in the Start Slide
Show group

9 Select the mini show

Note: I f you need to Ohideng se
1 Display the slide

1 Click on the Slide Show tab
7 Click the Hide Slide button in the Set Up group

{=l =%

== B

Custom Set Up
Show v | Slide Show

Slide

Macalester

Custom Shows...
cti ve

In the slide show display to the left, a slash will be drawn through the number beside
the slide(s) that you wish to hide. To unhide the slide, select the slide and then choose

Hide Slide button again.
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Branching to Other Locations

A presentation does not need to be limited to a single linear path. You can set up ways

to branch from one slide to other slides, or to run other applications to display support

data. For example, we can link the Word bullet on the Topics slide to the slide that
discusses Word in detail, then return to the Topics slide to display the next bulleted

item.

T
T
T

= =

T
T

Sel ect the t exXopicoshde @lided#2)on t he
Select the Insert tab
_ . . Action Settings
Click the Action button in the Links ; dld
Mouse Click | Mouse Over
group :
Action on click
. . . Oﬂone
Click on the Hyperlink to: radio ® Hyperiink to:
button e B
Click on the drop-down menu and | ORun program:
select ONext GHide L
button i
Sel ect the t eXdpicsoE
slide (slide #2) **
Select the Insert tab DE@ e
Click the Action button in the Links
group
Click on the Hyperlink to: radio Lok ][ concel ]
button
Click on the drop-downme nu and sel ect o0Slidebo
Hyperlink to Slide ?)X
Slide title:
R [ ok |
(1. ITS Training
| 2. topics
|4, Excel -
|5, Google e-mail
| 6, Documentation
| 7. word !
8. Excel — Nine documents ...
|9, Google e-mail ® —
| 10, Computer sales
Choose OExcel OKbuttath cl i ck t he
Click the OK button
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To = = .

= =4 -4

1
1
1

T

Sel ect

Gaogle Etmaido t o & Topits elide (slide #2)
Select the Insert tab
Click the Action button in the Links group

Click on the Hyperlink to radio button
Click on the pop-u p
Ch o o &@ogldE-maild6 and

Click the OK button
set up the
Sel ect

me n u

oreturnso

and

sel ect 0Slidebd

cOK batbon t h e

0 Wo r Wodd slida (slidew8)
Select the Insert tab
Click the Action button in the Links group

Click on the Hyperlink to: radio button
Click on the drop-downme n u
0Topi ¢ s@GK battod

Choose

Click the OK button

and

to the Topic

sel ect 0S|l idebd
click the

sl i de:

Repeat the above steps for the Excel slide (slide #4) and the Google E-mail Slide (slide
#5). Except for the Google E-mail slide you want to choose the slide that follows
Documentation rather than Topics.

Now go to your first slide and run the slide show. Test your links. Notice the link

colors for new and visited links may not blend too well, or worse -- not even show up.
You can make adjustments using the Slide Color Scheme menu.

1 Click the Design tab
1 Click the Colors button in the Themes group

Aa Aa

|am

CEEEE

l- mou

Themes

E:] Colors&
b Fonts ~
~ [O] effects ~

I Click on one of the Color Schemes or choose Create New Theme Colors. For this
example, select Create New Theme Colors

11



reate New Theme Colors

Theme colors Sample

Text/Background - Dark 1 rot

Text/Background - Light 1

Text/Background - Dark 2

Text/Background - Light 2 ﬂ

Accent 1 . ~ ——

Accent 2 Hyperlink

Accent 3

Accent 4

Accent 5

P = - R

Hyperiink

Followed Hyperlink . -

Name: |Custom 1

[ Save ] [ Cancel l

Not i c dlypedlirek6 0 a n d Followed Hgperlinko . The first

unvisited links and the second one is for visited links.

Sel dlygerlintkd b o x
Experiment with the colors
Do t he s ankelloWwedHy @ éhrel ion k 6

= =4 -4

1 Click the Save button when finished

Different Formats

In addition to the on-screen format, you have color overheads, black and white
overheads and 35mm: slides.

Note: Use light backgrounds for overheads and dark backgrounds for on-screen and
35mm slides.

You can create your overheads in color and then by selecting the Grayscale option from
the Color button menu, you can switch your presentation. Why would you want black

and white instead of color? You may not have a color printer available.

To use a color presentation in black and white:

12



l. Color‘
B Grayscale
il Pure Black and White ||

Select the View tab
Click the Pure Black and White button in the
Color/Grayscale group

= =

Color/Grayscale

= B L E O

Automatic Grayscale Light Inverse Gray with Black with Black with Black

White | Don't Back To
Grayscale Grayscale White Fill Grayscale Fill White Fill Show Color View
Change Selected Object Close

The Black and White tab is displayed.

1 Select an option to modify the way the selected item prints in black and white
without permanently changing it
{1 Click on the Back To Color View button

Timing and Rehearsing Your Presentation

PowerPoint provides a method to time each of your slides. Each time you advance to
the next slide, the amount of time the slide was displayed is recorded. After you have
gone through all of the slides, you are prompted to save the timings and then placed in
slide sorter view. In this view you can see if you have too much or too little material
and make adjustments.

9 Click the Slide Show tab Rehearsal v X
 Click the Rehearse Timings button in the Set Up ® U 0:00:15 O 0:00:15
group

In the upper left corner a timer is visible. Read through each of your slides
[providing any additional planned material for each slide]. Press the mouse
button to advance to the next slide. When you are finished, you will be asked if
you want to record the timings.

Microsoft PowerPoint

= The total time For the slide show was 0:00: 16, Do wou want to keep the new slide timings ko use when vou view the
iy I/\ slide show?

13



9 Click the Yes button

In slide sorter view, the timings will be listed below each slide. You can increase or
decrease the timing for each slide.

N0:05 :_g. J0:06 2 |

7 Click on the slide you wish to change

{ Click on the Animations tab

1 Inthe Transition to This Slide group, change the existing time in the Advance
Slide section

Advance Slide
v On Mouse Click

-

V| Automatically After. 00:28.70

Notice thatn botutset ird ic® 6 and the recorded
slide will automatically advance based on the scheduled time, or if you want to
move on to the next slide before the stated timed, you can click the mouse. You
can selectively choose slides for the advancing features.
Click the Apply To All button if you want to apply it to all slides. .51 Apply To Al
1 Click anywhere on the slide to apply the change

Methods of Presentation

In addition to running your presentation by opening the file and clicking on the Slide
Show button, you can also set up presentations to run continuously, be self-starting or
use the PowerPoint Viewer program to run your presentation without actually having

the PowerPoint software installed on the computer.

Unattended Presentation

14



You may want to have a presentation that runs continuously unattended. Trade shows
are an example of where you will see unattended presentations that continuously loop.

A Click the Slide Show tab
- ——] KD Record Narration

1 Click the Set Up Slide Show button in the Set ﬁetUp [k o &7 Rehearse Timings
Up group Slide Show® Slide V| Use Rehearsed Timings
Set Up
Set Up Show @
Show type Show slides
(3) Presented by a speaker (full screen) @ all
() Browsed by an individual {window) ) From: \_ 3 | To: ! ‘_‘:
Stow scroflbar (O Custom show:
() Browsed at a kiosk (Full screen) : Macalester s
Show options Advance slides
[¥]Loop continuously until 'Esct O Manually
[]show without narration (® Using timings, if present
[] show without animation Multiple monitars
Pen color: | . v | 3 f
Performance
[TJuse hardware graphics acceleration
Slide show resolution: |;Use Current Resolution v
l OK ] [ Cancel J
1 Checkthe oOoLoop cont i nuchedkbdbxy until OEscdo

If you have set up timed slides, the slides will advance according to the times set.

I f the OPresented b yradmo budtpnasackeeted, a fidwerlcdn s cr e e

still override the timings,byc | i cki ng t he mouse. But

screen)o6 is selected, the viewer cannot

i ndi v iogtioradisplays scrollbars and a Menu bar which allows the
individual to print the slide show, move forward and backward, etc.

15
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To avoid having viewers interrupt the show, you can always remove the
keyboard.

Self-starting Presentation

In addition, to running your slide show by clicking on the Slide Show button and using
the mouse and timed slides features, you can also save your presentation in a file
format that starts PowerPoint and runs the slide show automatically.

{1 Click the Office Button> Save As L'ﬂj |
1 Choose PowerPoint Show -
1 Select the Desktop location to save your file

f Power Point adds ®©heéoexhent$| e
(ppsx if you are not running in 2003 compatibility
mode); click the Save button szl

HH>

The file is saved and is represented with a slightly different icon.
1 Locate the file and double click on the icon to open
Presenting Without the PowerPoint Software

If you need to run a presentation on a computer that does not have PowerPoint
installed, you can use PowerPoint Viewer 2007. This is an application designed to
display presentations without PowerPoint. The program can be freely distributed and
takes up less hard disk space than the PowerPoint software. The program is available
at:

http://office.microsoft.com

1 Click on the Downloads link
T Type o0Power Point Viewerdé in the Search di a
I Click on PowerPoint Viewer 2007
1 Click on the Download link and save the program on your desktop or hard drive
{1 Double click the PowerPointViewer.exe program file on your desktop or hard
drive to start the setup program

To use the program:
1 Go to Start> All Programs> Microsoft Office PowerPoint Viewer 2007

1 Accept the license agreement
T I'n the oOLook i nwlocdteyoyr PosverRoint fitae

16



1 Double click on the file.

Note: You could make a shortcut to the viewer file [ppviewer.exe] and place it on the
desktop. Then you could just drag your presentation onto the shortcut.

Web Presentation

You can use PowerPoint to create a Web presentation by converting it into HTML

format.
Letds do a couple of I inks fi
format for the Web.

rst

A Open the first version of your presentation (the ppt version)

7

A Sel ect oDocumentati ondé on
A Click the Insert tab

1 Click the Hyperlink button in the Links group

Insert Hyperlink

s |

before

de #6

2X

Link to: Text to display: iDocumentation ‘ | ScreenTip... l
L@ Look in: iigj My Documents v ’
Existing File or = — =
Web Page [5) My Captivate Projects & | Bookmark... |
Current (5] My Data Sources
Folder = ;
9 xé My Music
Place in This () My Pictures
Document Browsed | ) My Received Files
Pages | ™8 my videos
1j () New Folder =
Create New Recent Ba My Sharing Folders
Beoliant Files  |®] Berlin Response 2.doc
W] Bonnie_test.doc v
Address: ll v
E-mail Address

' Type a web address in the Address text field: for example,
www.macalester.edu/itdocumetation

17
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= =

= =4 -4

= =

= =

= =

Click the OK button
Select o0Computer Salesdé on slide #10

Click the Hyperlink button again

Type in the URL: www.macalester.edu/itservicesgtore
Click the OK button

Click on the Office Button> Save as

The Save As dialog box is displayed.

In the o0Save as typeo field, choose O0OWeb Pa
Click the Save button

The files will be saved in the C:\ My Documents folder in a folder labeled with
the name of your file followed by an underscore and the word files. For
example: clements_files.

Open the Save As dialog box

Notice the folder with your filename. This folder contains all the files needed for
the Web presentation. PowerPoint makes various decisions on how your

presentation is to be displayed. You can override the defaults.

Close the Save As dialog box
Click the Office Button> Save As

The Save As dialog box is displayed. Inthe o0 Save as typeod field,
Page (*.htm, *.html)

Change the name of your file to yourname2.htm
Click on the Publish button

18



Publish as Web Page

]

Publish what?
E} i_omplete presentation

() glide number | = | through ¥
{:} Cuskom show: | Training W
Display speaker notes Web Options...

BErowser suppork

(*) Microsoft Internet Explorer 4.0 or laker ¢high Fidelity)
() Microsoft Internet Explorer 3.0, Netscape Mavigatar 3.0, or later

() all browsers lisked above (creates larger files)

Publish a copy as %

Page kitle:  Slide 1 iZhange...

File name: | C:\Documents and Settingsibonniel My DocumentsiPreser Browse. .

[ ] ©pen published Web page in browser Publish e

You can selectively choose slides.
1 Click the Web Options button
This is where you can over-ride the defaults. For example:

{1 Click on the Colors field to over-ride the white text on black for the navigation
guides

Choose Browser colors

Click on the Pictures tab

= =

You may decide you want to change the screen size to 640 x 480 to target smaller
monitors.

I When finished, click the OK button and then the Publish button
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To put the presentation on the Web, see the Posting Web Pagetocument. Copies have
been included as a handout in the class. You will need to include the folder and the
htm file.
To access the file in Firefox:

1 Choose File> Open Web Location and type in the URL

www.macalester.edu/~yourusername/yourfilename.htm

Your fonts and colors may not look too great on the Web. You may want to return to
the original presentation and make adjustments.

Admin:/ / groups/itsstaff /instruct/ windows/intermediate ppt 2007 class.doc
7/21/08

20



