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Screen Layout
This section gives an overview of the PowerPoint screen elements, shown on

the previous page. Detailed explanations about these elements will be given,
where relevant, throughout the Examples within this Module.

Title Bar
Identifies the application and name of the current presantalion.

Quick Access Toolbar
Provides buttons for the most frequently used commands.

The Ribbon

Access to all PowerPoint commands.

The Ribbon includes the [File] tab, which enables you to create, open, save
and send files; as well as protecting, previewing and printing them, It is also
the place to set oplions for PowerPoint. The featuras contained within the
|File] tab are known as Backstage view.

“.:?;-' The Quick Access toolbar and Ribbon are the components of the Office Fluent
i
h user inferface. This will be deseribed in Exercise 2

Paointer
As you move the pointer, it will change its appearance according 1o which
part of the screen it is over and what is currently selected

In=sertion Point
When editing. a flashing | beam shows where the next character will appear.

Panes

There are 3 panes on the PowerPoint screen — Lhe Slide pane, the Outling

and Slides tab pane and the Nates pane. Each pane can be resized. If the
Oulline/Slides tab pane is made narrow, the wording on the tabs will not be
displayed. How to use the panes will ba described throughout the Module.



Rulers
Horizontal and vertical. For changing margins, tabs and indents on
presentations and tables.

Status Bar

Bar across the bottomn of the PowerPoint window, displaying information
about a salectad command or an operation in progress. The information to
be displayed on the Status bar can be amended by right-clicking over the
Status bar, to display a menu of available lems.

Slide Number
Mumber of currantly displayed slide and total number of slides.

Design Theme
Shows the theme (colours, fonts and effects) being used for the presentation.

Language
Shows the selecled language, if more than one language is instalked.

View buttons
To amend the way the preseniation is viewed. Options are [Normal],
[Slide Sorter], [Reading] and [Slide Show].

Zoom level
To adjust page magnification on screen.

Scroll Bars
shaded bars to the right and bottom of a window or pane. To view different
parts of the presentation:
= Click tha arows at either end of a scroll bar
o To move a small amount in any direction
» Click either side of the scroll box
o Tomowe one screan in any direction
s Drag the soroll box
To move o other parts of the presentation

Seroll bars will only be displayed when the cument zoom level does not give
access lo the entire window or pane.



Other terms and explanations

Dialog Box

A window where cptions can be selected, thal relate to a required command,
A typical exampie Is the Font dialog bax,

Ribbon [Home] [Font] = clicking the dialog box launcher at the bottom right of
the Font group will open the [Fonl] dialog box. This glves oplions (0 choose
how and where you want your presentation formatted.

Other dialog boxes give you similar, task related options.
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Example 1 - Enhancing productivity
Exercise 1  Open a presentation application

« From the Task Bar at the bottom of the sereen, click the [Start] button
« Select [All Programs] [Microsoft Office] [Microsoft Office PowerPaint]
= Microsoft PowerPoint will open, with a new, Title Slide on screen.

Click to add title
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"~ Click o add subtitie




Exercise 2 The Ribbon and Quick Access toolbar

The Ribbon and the Quick access loolbar are located at the top of the
PowerPoint window. They make up the "Offica Fluenl user interface”™ — the
place 10 find all the tasks and funclionality needed to use PowerPoint

effectively and efficiantly.

The interface, and other PowerPoint options, can be customized, az will he
shown In this Exercise. Howewar, this coursewane will assume that default
settings are in place throughout PowerPoint

The Ribbon gives access to all the PowerPoini commands. It consists of
tabs, which contain groups of buttons 1o carry out PowerPaint commands,



Each tab contains commands based around one type of PowerPaoint task.

Each group within a tab contains a set of sub-tasks related to the tab.

The buttons in each set of sub-tasks either carry cut a specific command, or
display a sub-menu of commands. A button is clicked once to activale it

Dialeg box launchers

Some groups have a dialog box launcher at the bottom rght of the group.
The launcher will become active when it is available for your cumrent task.
The dialog box associated with this group will be opened when the launcher
is clicked. For example, clicking the [Font] group diaog box [auncher will
open the [Fonf] tab of the Format Cells dialog box.
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Context specific tabs

There are additional tabs that only appear when relevant for the task you are
carrying out, Thesa are known as contextual tabs.

Contextual tabs contain the tools necessary to work with a selected object,
such as a table, a picture or a drawing. When one of these objects is
zelected, the name of the contexiual tools will appear in a different colour
above the abs, and the relevant contexiual tabs will appear to the right of the
standard tabs.
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Restore, minimize the Ribbon

It is not possible o remove or hide the Ribbon, but it can be minimized, so
that anly the Ribbon tabs appear on screen,

To minimize the Ribbon

« At the right of the Ribban, dick the [Minimize the Ribbon] button
o To hide the Ribbon groups and sub-tasks
o Toview only the Ribbon tabs

While the Ribbon is minimized:
= Click a tab heading

= Towiew the groups and sub-tasks for that heading
s Clhick the heading again

= To hido the groups and sub-tasks for that heading



To restore the Ribbon
= At the right of the Ribbon, dlick the [Expand the Ribbon] button
o Toview the Ribbon tabs, groups and sub-lasks

The File tab

The [File| tab is known as ‘Backstage view' in Office 2010, and is the place
for all presentation management tasks. It contains commands for opening,
saving and here, inorder to cusiomize the way PowerPoint works for you.
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The Quick Access toolbar

The Quick Access toolbar is inlended to display the commands you use most
frequently. By default, it displays the [Save], [Undo] and [Redo] bultons. You

can customize the toolbar by adding 1o it commands that vou use regularly.
These commands will then be permanently on display, regardiess of which

Ribbon tab you have selected.

®id 5700 |

Customize the Quick Access toolbar

= Click the drop down armow to the right of the Quick Access toolbar
o Toview a list of the most commaoan buttons that you may wish to add
o The buttons that are currently displayed on the Quick Access toolbar

will have a tick to their laft
» Click on a bution that is not currently displayed
o Toput a tick to the left of this button
= Todisplay it in the Quick Access toolbar
= Click on a butlon that is currently displayed
= Toremove the tick from this button
o Toremove it from the Quick Access toolbar

fawe
Emad

Enehc Frenk

Praet Presin dm0 Frinl
fellag

| nde

Redi

Zligs Togyw From Hagprnhing
Dipsni Rapetd File

Blare Coremaris..

Sanw Below |ise Ribbon



If you wish to add further commands that are not shown in this list, the
[More Commands...] butlon will open the PowerPoint Options dialog box at
the Customize the Quick Access Toolbar screan. From here, you can select
any PowerFoint commands (o add 1o the Quick Access looibar.
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The Quick Access foolbar drop down button also has the option to

[Show Below the Ribbon], in order 1o display the Quick Access toolbar below
the Ribbon,



Exercise 3  Use magnification/zoom tools

The zoom level for a slide delermines the size that the slides are displayed
on screen. This enables you either o see more of a prasentation on screen
at one time, or fo see grealer detail. The larger the zcom percentage
solected, the larger the contants are displayed on screen.

The [£oom] slider bar is located at the right of the siatus bar,

« Click the [-] sign at the kefi of the [Zoom)] slider

= Tozoom out and reduce the size of the shdes
= Click the [+#] sign at the right of the [Zoom] slider

= Tozoom in and increase the size of the slhides
= Click and drag the [Zoom] marker to the left or right

o Taamend the zoom level of the slides

L

|2 ~

s Click the [Zoom level] percentage at the left of the [Zoom] slider bar
o Toopen the Zoom dialog box

= In the Zoom dialog box, select a specific magnification percentage for
your presentaticn and click [OK]

(o Eercent:
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‘.:r{ You may fike to know.
* Alternatively, Ribbon [View] [Zoom] contains the following buttans:
= [Zoomf|
o Toopen the Zoom dialog box
=« [Fit o Window]
To make the currently selected range fill the enfire window exactly
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Exercise 4  Set user preferences in the application

It is possible to change some of the default options that are used sach lime
you work with the presentation, However, if the options and preferences
have already been set by your school or organisation, you should adhere to

them.

Thesze preferences are siored on screens in the PowerPoint Options dialog
{+1i)

+ Ribbon [File] click the [Options) bution S oo
& Toopen the PowerPoint Options dialog box

User name:

This is the name used when inserting user fields into presentations.

» [In the left pane, selecl [Ganeral]
o To view the most frequently used options in PowerPoint

« In the [User name] field of the 'Personalise your copy of Microsoft Office’
saction, type in the name you wish lo be entered any time you insert the
[User name:] fiald inle a presentation




Default folder to open, save presentations:

The default file locstion is the drive and folder you would normally use to
save presenations to, and from where you will open existing presentalions.

* In the [2ft pane of the PowerPoint Options dialog box, seled [Sava]
o Toview the fields where you can customise how presentations are
saved
= In the [Default file location] of the ‘Save presentations’ section, type the
file path of the folder you wish to view each time you need to [Open] or
[Sava] a file:
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= Click [OK]
s Toclose the PowerPoint Options dialog box



Exercise 5 Use available Help functions

» Click the [Microsoft Office PowerPoint Help] button at the right aof m
the Ribbon
= Toview the PowerPoint Help dialog box
s If your computer is online, you will view Office Ondine help, in addition

to the help confained with the PowerPoint program.
Sapbanrid ahartet
*[F1] I

View a help topic

The Help dialog box opens with a selection of topics.
= Click one of the topics
o Toview sub-menus of help available conceming the topic you have
selected
» Click a sub-menu
o Toview sub-categones of help conceming the sub-menu you have
salacted
» Select further sub-categones, as relevant
e Until you view the help text for the topic you have seleciad
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Some of the words in the help text may be in a different colour

»  Click thess words

= Towview an explanation of the words

»  Click the words again

o Tohide their explanation
« Click [+ Show All] at the top of a help topic
o Towview all the explanations in this topic
» Once you have shown all the explanations for a topic, click [- Hide All]
o Tohide the explanations
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The Help toolbar buttons

The following buttons are displayed across the top of the Help dialog box:

* [Back]
o =30 back to the previous screen
= [Forward]
= Retum lothe screen you were viewing before vou cicked [Back]
* [Slog]
= Stop a help page uploading to the Help dialog box
» [Refresh]
= Refresh an online help page with the latest information available
# [Home]
o Retumn to the initial Help screen
» [Print]
o Open the Print dialog box, in order 1o print all or part of the cument
Help topic
= [Change Font Size]
a  Make the font size in the Help dialag box larger or smaller
= [Show Table of Contents)
s View the Help Table of Contents o the left of the Help dialog box
o When the Table of Contents is showing, the icon will change to an
open book. Click this, 1o hide the Table of Contents
» [Keepon Top]
o Toggle between keeping the Help dialog box on fop of your
PowerPoint presentation whilst you are working and not keeping it on
lop



Table of Contents

The Table of Contents contains headings for the complets Help manual.

= If the Table of Contants is not showing, dick the
[Show Table of Contents] button at the top of the Help dialog box
a  Te view the Table of Contents to the left of the Help dialog box
+ Select one of the headings with a book icon to its left
o To view the help lopics available for that heading
= Select a help opic with a question mark to its left
o Taoview the help text for that topic
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Search

The Search field is below the toalbar buttons.

s Typa the name of the help topic you wish to view
o Toview a list of the help toplcs that match the lext you entered into
the Search feld
» Select the most appropriate entry from the Fist
o Toview the help text for that topic
= Click the [Back] button on the toolbar
« Toraturn to the list of help topics
o Tobe able to select a different topic from the list
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Context-sensitive help

The [Help] button appears at the tap nght of dialog boxes.
= Click the [Help] button in a dialog box
s To view help on fopics specifically relating to the dialog box




Exercise & Close a presentation application

Whean you have finished working with PowerPoint, it is good practica to close
the program, o that it does nol restrict your computars performances.

» Ribbon [File] ciick the [Exit] button =i
o Toclose down PowerPoint as well as this presentation,

- o
# [aa]

Alternatively, clicking the [Close] button at the top right of the screen will
close any PowerPoint presentation open in the current window and, if this is
the only PowerPoint presentation open, it will also close down PowerPaint,




Example 2 - Paris Trip

This Example will begin creating a presentation, showing detaits of a schood

trip to Paris,

Four slides will be added, containing different layouts. such as Title. Bulleted

list, Table and Chart.

Once you have crealed the initial slides, you will work with the text in the
slides - editing, delating and undoing yaur actions.

This presentation will be continued in the next Example.

Our schoal trip

About us

* 15studenty wen? on the tnp

= Jteachers sccompanied us

= Wi were in Parss for 4 days

= We flewr intn Charles de Gaulke tirpan
= Westayed near Monfmartee

Where we visited
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Exercise 1  Open a presentation application

= From the Task Bar at the bottom of the screen, click the [Starl] buiton

« Select [All Programs] [Microsoft Office] [Microsoft Office PawsrPaint)
o Micresoft PowerPoint will open, with a new, Tille Slide on screan
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Exercise 2 Add o new slide with title slide layout

This Exercise will create the title slide for the presentation. As you have seen
in Exercise 1, by default, the first slide of a new presentation is a Title Slide
containing two ready-made text boxes (also known es 'placeholders’) in
which to type your title and subtitle. You can, therefore, use this shde as it is.
You will be shown later how 1o amend a slide Byoul

Recognise good practice in adding slide titles

When adding titles to slides, it Is good practica to have a different, relevant
titie for each slide, so that each slide can be easily distinguished in outline
view and when navigaling in slide show view,

Enter text

» Click the [Click to add title] placeholder
o Toselect the text placeholdar
= Tasesa the text inserkon cursor
= Type “Our School Trip"
o Toenter text in the placeholder
o The text will automatically size and position itself on the screen
» Click the [Click to add subtitle] placaholder
» Type "Paris, France”
# Click cutside the placehalder
o Tofinish antering text

Chur Schiool Trip




Exercise 3  Add a new slide with bulleted list layout

This exercise will add a new slide using a bulleted list slide layout.

Bulleted list slides are created using a layout called “Title and Content”. This
layout allows you to select from sevaral types of content, including bulleted
lists, tables and charls,

* Ribbon [Home] [Slides] — click the bottom half of the

0] Lagout -
[Mew Slida] button = | Reaet
£
o Taoview the available slide layouts ftide + J 7 Seddian *

e
« Select [Title and Content)
o Tocreate a new [Titke and Content] slide

T | P e

Click to add title

+ Click to add tean




Recognise good practice in creating slide content

This slide will contaln text in the form of bullet points, It is good practice 1o
use shor, concise phrases when entering text into bullel points or numbered
lists.

Add text

= Click the [Click to add title] placeholder
¢«  Type "About Us”
e Click the [Click to add texl] placeholder
#  Type “25 studants went on the trip”
+ Press [Enter] on the keyboard
o A new bulleted line is created
# Type “3 teachers accompanied us"” then press [Enter]
= Type “We went to Paris for 4 days” then press |Enter]
» Type “We flew into Charles de Gaulle Airport” then press [Enter|
» Type “We stayed near Montmartre”

Abnpt us

« 25 studentswent on the trip

» 3 toachers scoomparsed us

* WeE wene o Pans far £ geys

o W Ny o Chadles de Gadlle darport
* W staeed near Monimanme




You will need to know:
Enter rext using outline view
The Qutline and Slides tob pane at the left of the screen can disploy siide view,
which shows minigtures of eoch slide as it will appear: or outling wew, which
shows the fext contamed in each shde  In outhne view, it is passible to enfer
ond edif text in this pone.  This can be o useful way, wwtially, fo argamse your
presentation, befare adding images, charts and other grophical ab jects
« In the Cutline and Shdes tab pane select the [Outline] tab

o To wew the shdes in ourfine view
» InSkde 2. insert or edit some of the bulleted text

& Toinsert the text mfo the siide

o Toedit the siide using cutline view

el coee T x|
1 [ Our school trip I
Pasris, France
1w About us
+ 25 students went on the trip
* 3 teachers accompanied s
« W were in Paris for 4 days
. « ‘We flew Into Charles de Gaulle Airport
18 P by * Ve steyed near Montmsrtre
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Exercise 4 Save a presentation to a location on a drive

It is very important to save your presentations regularly while you are
working. This ensures that, if there is a power cut or some other problem
with your computer, you do not lose any changes you have made to the
presantation.

Either
= Ribbon [File] click the [Save] button [

Or
+ On the Quick Access Toolbar, click the [Sava] buttan ™|

o Toopen the Save As dialog box
The Save As dialog box opens because this is the firs! time the file
has been saved and PowerPoint needs fo know the name for the file,
and the location fo which it is being saved, If [Save] is selecled again
afler the file has previously been saved, the dialog box will nol open,
but the existing file will be updaled, saving any changes you have

mada. . :
{=fEIr) = 3 I
= Type "Paris Trip” in the [File name:] feld

= Ensure that [PowerPoint Presentation] is selecled in the [Save as type;]
field
« 90 that tha file will be saved as a presentation
Either
« Accept the file location displayed at the top of the Save As dialog box
= Tosave the workbook in your default file location
Or
= MNavigate through the drives and folders In your filing system
o Toselect a spacific folder in which you wish to save the workbook
& Click [Save]
o Tosave the workbook in the specified folder
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Don't forget to [Save|] your presantation at regular intervals:

» On the Quick Access Toolbar, click the [Save] button

=]

To save the presontation in the same location with the same ™|
name




Exercize 5

Add a new slide with table layout

This exercise will add a new slide to present mformaltion in a table. Once
again, a [Titkr and Content] slide will be used, from which a lable can be
created.

Ribbon [Home] [Skides] — click the bottom half of the |

[MNew Slide] button

o 1o wview the available slide layouls
Select [Title and Content]

e Tocreate a new [Title and Content] slide

) Loyt + |
gﬂF‘J:ﬂ

W
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In the [Click lo add fitie] placehoider, type “Where we visited"

* Click to add text

Where we visited

Judl




Click the [Inser Table] icon in the centre of the slide

o The [Inser Tabie] dialog box will open . ddl
In the [Number of columnas:] box, accept the default
number [5]

o Toinsert 5 columns in the table

In the [Number of rows:] box, click the up arow and selact 4
o Tolnsert 4 rows in the table

Click [OK]

= Tocreate a table with 5 columns and 4 rows

Inserm Tabie

fusrler of golemm; (5 ir
Pumber of e | =
oo ]| comcs |

In the first row, click into the second cell and type “Day 1"
In turn, click into cells 3, 4 and 5, and type ‘Day 2°, "Day 3" and “Day 4"
Complete the other cells in the table as shown below:

Where we visited
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Exercize & Add a new slide with a chart layout

This exercise will create a chan slide.

« Craate a new [Title and Content] slide
= In the [Click to add title] placeholder, type “What we enjoyed most”

What we enjoyed rnnilﬁ

» Click to add text

Wi

» Click the [Insert Chart] icon in the centre of the slida .
o  The [Insert Char] dialog box will open @
= |n the left seclion, salect [Column]

= Toview the Column charts availabla on the right side
o Click the fourth column chart option
= Toselect a 3-D Clustered Column Chart
« Click [OK]
o A default 3-0 Clustered Column Chart will appear, with a datasheet
on the right



- — . R . e S

= Select cell B1 of the datasheet and type "Day 1°
o Toreplace the exsting text
o Toupdate the char as you amend the data in the datasheet

= Replace all the remaining text in the cells in rows 1-3 as shown below
o Toupdate the charl with your data

You can select each cell in tum, or use the arrow keys on the keyboard, to
move betwesn the calls.




Move the pointer over the number 4 in the left margin

o The pointer will change lo an arrow

Click and drag the pointer to the number 5 in the left margin
s Toselectrows4 and 5

= Ribbon [Homa] [Cells] — ciick the [Delate] button

= Todelete the selected rows

If the biue lines are still around the range A1:E5:

Maove the pointer over the lower right carner of the range that is
highlighted in blue

o The pointer will change to a double ended arow

Drag the pointer up to the botiom right of cell E3

o Toresize the chart data range

o Toresize the columns in the char to fit across the x axis

s i : o E i =
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Tis i Chat charls Toge. g limss (g Domes o T
Note how the charl updates as the infarmation is entered into or removed
from the datashest

Click tha [Closa] buttan at the top right of the Microsaft Excal r—,?--|
sheel

& Toclose the data sheat
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Exercise 7  Handling Text

This exercise will teach you how to amend the texi in the shides you have
created. You will learn how lo edit and delefe text, and also how (o undo and
redo changes that you have made.

Edit Text

This will change some text on Slide 2.
# |n the Oulling and Shdas tab pane at the efl of the screen, select Slide 2
» |n the final bullet point, double dick the word "Montmartne™
s Toselect this word
s Type “the Champs Elysees”
= Tormeplace the selected word with the new ones

Delete Text

This will delete the words “Charles de Gaulle® from Slide 2

» Click ai one and of the words "Charles de Gaulle® and drag the pointer to
the other end
= Toselect these words

=  Press the [Delete] key on the keyboard
o Todelete this selected text

The [Backspace] and [Deleta] keys can also be used to delete individual
chiaracters, as follows:
» Press the [Backspace] key on the keyboard once for each character you
wish lo delele
o Todelate character(s) to the lefl of the cursor
* Press the [Delete] key on the keyboard onca for @ach character you wish
to delats
» Todelete character(s) to the right of the cursor



Use the undo, rede command

It iz possible 10 ‘'undo’ actions you have carned out within PowerPoint. You
can undo multiple actions — but have 1o include all actions carried ocul since
the one you wish o undo, If, afler undoing an aclion, you wish to retain i, it
iz possibla o 'reda’ the action.

To undo the last action in the presentation:
=  [n the Quick Access Toolbar - click the [Linda] button _“? i
o Towundo the last action in your presentation

To redo this action
» Onthe Quick Access Toolbar - click the [Redo] button
o Toredo the aclion in the presentation

- Eie ¥

|
To undo multiple actions
= Onthe Quick Access Toolbar —click the drop down arrow 1o the right of
the [Unda] button

o Toview the actions avallable to be undong

+  Scroll down through the list of actions until you have highlighted all those
you wish to undo

= Click on the earbest action you wish {o undo
o All these actions will ba removed from your presentation

=
insert Cart
Typing

Ovray and Diop
Pl i
Typing

e




If you howver over the [Undo)] or [Redo] buttons, the screen tip will show which
action would be undone or redone by pressing the button.

U Iraess Chart s "
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# Ensure your bullet points make sense, once you have finished undoing
and redoing your actions!
= [Save] your presentation with the latest changes

"* You may ke o know:
ﬁmspmm tos specity the ki ainber o actions tht Shold be
avaiiable i the Undo st within PowerPoimnt:

Ribban [File]- click the [Options] button | ] Opticns .
= Toapen the PowenPoint Options dialog box -

In the left pane of the Powerfoint Options dialog box, select [Advanced]

In the Edvting options section, click the up or down arrows

o To choase the [Maximism number of undos: [ you wish fo be availobie

Elick fOK]

o Toclose the PowerPoint Options dialog box

1 T e




Exercise 8  Close a presentation

This Exercise will close fhe Paris Trip presentation.
» Ribbon [File] click the [Close] button (4 Clese
o Toclose the Paris Trip presentation

= 1o leave PowerPoint open on screen



Exercise 9  Close a presentation application

¢ Ribbon [Fila] click the [Exit] button 3 fait

=t

To close PowerFPoinl as well as any open

presantations

If you have any open presentations that have nol been saved since
they were last updated, a wamning box will open for each of these
prasentations in urn, asking § you want to save the changes you
made 1o the presentation

e

B [#i1] + [F4)




Example 3 - Paris Trip

Thizs Example will continue with the presentation on the tnp o Paris that was
started in Example 2. It will format and amend the presentation.

You will learn about themes, 1o amend the design of the presentstion as a
whole, before formatting text and backgrounds.

You will work with more than one presentation, in order o copy and move

slides and text between presentations. To do this, you will learm about
different presantation wiews.

Exercise |  Open a presentation application

« From the Task Bar at the bottom of the screan, click tha [Start] button
« Select [All Programs] [Microsoft Office] [Microsoft Cifice PowerPoint]
o Microsoit PowerPacint will open, with a new Title Slide on the screen



Exercise 2  Open a presentation and save under another nome

With your Module 6 exercise files, there is & copy of the Paris Trp
presentation as it would have been al the end of Example 2. Although you
could use the presentation you created in Example 2, if you use the exercise
file preseniation, this will ensure that it is laid out exactly as expected for this
Exercise.

Once you have opened the presentation, you will save it with a new name, to
a new location. This will ensure that the orginal presentation remains
unhanged In your exercise file location.

Open a presentation

This will open the Paris Trip presentation stored with your exercise files.
s Ribbon [File] click the [Open] button 5 Cpen
= Toview the Open dialog box :
« Navigale through the drives and folders in your filing system and salect
vour axercise file location
» From the list of folders in your exercise fike location, select [Module 6]
+ In the Module & folder, select the file named "Paris Trip Exarmple 3

« Click the [Open] button
o Toopen the presentation on scresn

] — - i_._.......- e .F:';I
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Save a presentation under another name

This will save the presentation to your default file location, with a different file
name,

& Ribbon [File] click the [Save As] button B seveas
= Toopen tha Save As dialog box
= In the [File name:] fiekd, type an appropriate name for your presentation
= Within your filing systemn, select an approgriate folder
» Click [Save]
e Tosave the presentation with a new name in the selected folder

[Ewptsare smurcin-
a[d¥] = F

# Thaw piesr 4]

= To mpar the Sow oa
diing b

Once you have saved your file in this way, your updates will be saved in the
new folder, under the new name, and the original exercise file will be
unchanged.

As you are working on your presentation, it is a goed Idea to save it at regular
intervats. This ensures that, if there is a power cut or some other problem
with your computer, you do not lose any changes you have mada.

=  Onthe Cuick Access Toolbar, click the [Save] bution '..Q.El
o Tosave the presentation in the same location with the same name

S —— ‘" "
o [Seplte &
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Exercise 3  Slides

This Exarcise will work with the design and layoul of existing slides in the
presentation.

Apply an available design template

Within Microzoft PowerPoint, i is possible to change the overall design of
yvour presentation, This is dona by applying a ‘theme’, which ssls the
colours, fonts and effects, a background and the slide layout used in a
presentation.

A theme can be applied, or changed, al any lime as you are cealing your
presentation, and any existing slides will be amended to take on the design
of your currently selecied theme.

When you are selecting a theme for any presentation you should think about
how you are going to use the presentation in the future, Some themes
contain a lot of colour - including coloured backgrounds. These themes may
ook vary eflective in a slide show, but would use a kot of ink or loner if

printed. Other themes are plainer, and may not be so impressive on screen,
but would be more cost-effective if printed.

This Exercise will apply a theme to your Paris Trip presentation

* Ribbon [Cesign] [Themes] — click the drop down arrow to the right of the
themes that are showing
o Toview the full §st of available themes

ER AR A
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Scroll through the list until you find a themea you like

s As you hover aver any theme, your current slide will show what it
would ook like with this theme appied

Click the thema you salect

o Toapply it to your presentation

In the Qulline and Slides tab pane, click each slide in turn

o Tosae the effect of the theme an each slide

Experment with a few themes

o Until you find and select one you are happy with

The theme that has been applied lo the presentation above is [Oriel].



Choose a different built-in slide layout for a slide

It is also possible ko change the layout for any shide in & presentation. You

will now change the layout for Slide 2.

In the Qutline and Shdes tab pane at the left of the screen, select Slide 2
= Ribbon [Home] [Shdes] — click the drop down armow to the right of |__|_

the [Layout] bution
2 Toview the available slide layouts
i = - e e
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Salect [Twa Content| from the available layvouls
To apply this layout to the cument slide
To re-arrange the contents of the slide to fit this new layout
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Exercise 4  Formatting

This Exercise will apply text formatting to pans of the bulleted list slide.

When apphying formatting 1o text, f you select specific words and phrases,
the formatting will be applied to just the cument selection. If you select an
entire placenholder, the formatting will be applied to all the texd that is cumently
in tha placeholder, and any text that is added to the placeholder in the future.

Change font size and font type

= In tha Outline and Shdes tab pane at the left of the screen, select Slide 2
* |n the slide pane, move the pointer over the bulleted text and click once
o Tosge dotted Enes arcund the outline of the placeholder
s Move the pointer over the dotted lines and click once
o Toselect the entire placehoider
o Tha dotted lines will change to a solid line
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* Ribbon [Home] [Font] — click the drop down amow 10 the [ ¢, cans ps
right of the [Font] button and salect [Comic Sans MS) :
o Tochanga the [Font] for the tex in the placehaolder

« Ribbon [Home] [Font] - click the drop down arow to the right of |H '|
the [Font Size] button and select [24] from the list of available font sizes
o Tochange the [Font Size] for the text in the placeholder




Apply bold, italic, underline and shadow formatting

= Move the poinler to the middle of the word "Montmarire” and double click
o Tosakect this word
* Ribbon [Homa)] [Font] - click the [Bold] button
= To change the font of the selected word to bold
* Ribbon [Home] [Font] — click the [Ialic] button
o Tochange the font of the selected word 1o Ralic
* Ribbon [Home] [Font] — click the [Underline] button
o Toundedine the selectad word
+ Ribbon [Home] [Font] — click the [Shadow] button
e Toapply a shadow o the selected word

=z Tha selected word will now be bold, in italics, underined and
shadowed

B 7 U §
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To removae the formatting from any selacted text, click the appropriate Font
button or shortcut again,

‘E"?; ¥ou may fike fo know:
“ When you select text, a mini toclbar is displayed next to the highlighted date
This displays the most commonly used formatting buttons, and is o guick way of
Farmatiting your highlighted entry. The mini teolbar is very faint wntil you move
tie pointer over if, when it becomes more prominent
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Apply case changes to text

= Select the word "Montmartre” again
« [Ribbon [Home] [Font] - click the [Change Case| bution

o To view the [Change Case] options =
+ Select [UPPERCASE]
o Techange the letters in the selected word to uppercase
A A- EE
;!I‘Hlﬂit;
I frweriae
LIPPERCASE

icapiatize Each Waord
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Right click!
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Apply different colours to text

=  Move the pointer to anywhere within the word "Charles”

= Click and drag the pointer to anywhere within the word “Gaulle®
o Tosslect the words “Charles de Gaulle”

= Ribbon [Home| [Font] - click the drop down amow to the right of E
the [Font Color] button
o Towview the available font colours

« Selec! acolour from those available
o Tochange the colour of the selected text
« Click away from the selected phrase
Bagh® chick:
o Toview the formatted lext |

« Splact |Fomt| tab
# Ta were. Shat fait

S8l o lebrle




Te obtain the full range of font formatting evailable:

«  Ribbon [Home] [Font] - click the — Famt =)
Dielog Box Louncher
o To apen the Font dialog box
o To cccessall the font Fformatting optrons avavioble
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Align text in a text frame

Text can be alignad to the left or the rght of a placehoalder, cenired, or
justified to align the taxt with both the lafl and righl margns of the
placeholder. When justifying paragraphs, Microsoft PowerPoint insers exira
space between words so that the text fits exactly betwean the margins.

Tao centre the titie placeholder, containing the words “About us"

= Balect the title placaholder

= Ribbon [Home] [Paragraph] - click the [Center] button E3
o Tocentre the text in the selected placeholder o

- Kwpimped abhwrtzut
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Vou will need o know:

Align Text left. right. justify

The same procedure is used te left and right align and to justify text:

*  Ribbon [Home] [Paragraph] - click the {Align Text Left] button 3
o To left align the sefected fext

« Ribbon fHome] [Paragraph] - click the {Align Text Right ] butrton @
o Toright align the selected text

+  Ribbon [Home] [Paragraph] - click the [Justify] button =
o Toalgn the selected text with both the left and right margins
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Exercise 5  Change background colour

It is possible to change the background colour for any or all the slides in your
presentation. It is also possible to change the Background Style for yvour
presentation, to a differant style belonging to the theme you are cumently

Liskng,

Change background style

+ Ribbon [Design] [Background] — click the [Background Styles] bution
o Taview the sivies available within your current theme

=  Hover over any of the background styles
o To see the affect of this style on your current slide

=  Seiect a background style
o Toapply this background style to the presentation

Change background colour

Eithvr

* Ribbon [Design] [Background] — click the [Background Styles] button and
sefect [Formal Background. . ] from the drop down list

COr

« Ribban [Design] [Background] — click tha | i ground &
Background dialog box launcher
e Toview the Formal Background dialog box
o The [Fill] that will be displayed will depend on the fill currently

selected for vour prasantation
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Fill displayed if your presentabion
cureniy has a cradusted haskariunil

= With [Solid fill] or [Gradient fill] selected, click the drop down arrow o the
nght of the [Color:] field
o To view the colours available for your currant background

= Select a colour
¢ Tosee that background colour apphied lo your current slide

Onee you have selected the background colour you want;
Either
« Click [Close]
w  Ta apply the salected background colour to your currently selectad
slide
Or
= Clhick [Apply to All]
= (Click [Close]
= To apply the selected background colour to all the slides in your
presantation

= Don't forget to [Save] your prasentation reguiarty!



Exercise 6 Work with presentations

In this Exercise you will create a new presentation and leam how o swilch

between presentations. You will move and copy slides and text from your
currenl presentation 1o the new presentalion,

Create a new presentation

When you create a new presentation based on the defaull femplate, a
presentation containing a Title Slide is opened on the screen. This will
contain the layoul and formalling (such as slide layouts, font and alignment)
that are held in the defaull tampiate, which you can use as a basis io create
and control the look of your work, When you start Microsoft PowerPoint, the
presentation that is automatically opened on screen is based on this default
template.

Erebzerd thzrzud

o T presie £ rem | Slip

« Ribbon [File] click the [New] bution New
= Towew the New dialog box =
= Toview the prezentation templates available to you o PRl
¢ Salect [Blank Presentation] from the list of avallable femplates e e
s Click [Creata)
¢ Tocreate a new preseniation, containing a Title Slide, based on the
defaull template

* [Save] the presentation as “France” in an appropriale location

iefaait mpaie




Switch between open presentations

You have two presentations open — "Paris Trip Exampile 3° and “Franca’.
These are containad in two separate windows. You will now switch betwean
thess windows,

« Ribbon [View] [Window] — click the [Switch Windows] button
o Toview your currently open presentation windows

= Click [Paris Trip]
v Toview the Pars Trp presentation

B o=
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‘$ ¥ou moy like to know:
“ The Taskbar will usually display all your currently apen Powerfoint
prefenfations,
If they are shown side-by-side:
= Click the presentation you wish 1o view,
o I order to switch fo that presentation
If there is only one butten on the Taskbar for Powerfoint:
o Click the PowerPomnt butten
«  To vew your currently open PowerFPoint presentations
s Select the presentation you wish to view p—
o Inarder to switch to that presentation
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« Ensure that you have selected the Parns Trip presantation




Exercise 7 Understand the uses of different presentation
view modes

The PowarPoint screen can be viewed in several different ways; each of
which is most effective for different actions when creating your presentations
This Exercise will explain the different views available. Each view will be
used a5 relevant throughout the courseware.

MNeormal

This is the default view when you open PowerPoint, and is the view that you
have used so far. Normal view is a tri-pane view, with the Slide pane, Outline
and Slides tab pane and Notes pane visible on screen. The Slide pane
displays the curent slide in full. There are thumbnails of the other slides
shown in the Outline and Slides 1ab pane, and any notes for the current slide
ana visible in the Noles pane al the bottom of the screen, Nommal view
enables you to create, add to and amend slides.

Ny

Outline

Within Narmal view, the Ouffine and Slides tab pane can be viewed and
resized, fo plan the oufline and fiow of your presentation.
# [n the Gutline and Slides tab pane at the left of the screan, click tha
[Cuthne] tab
e Towview the outline of each slide



= Move the pointer over the right margin of the Dutline and Slides tab pane
and drag it to the right
o Toincrease the size of the Outiine and Slides tab pane
=  To view the text in each slide

SRR

B

Slide sorter

Slide sorler view displays all the slides on screen al once, If there are oo
many slides to view on one screen, scroll bars will be displayed, to enable
you to scroll through the slides of the presentation, Shde sorter view is used
to organise, move and copy the slides in your presentation.
* Ribbon [View ] [Presentation Views] - click the |Slide Sorer]
button
o Tosglect Slide Sorter view

It is also possible to select the Normal, Slide Sorer and
Slide Show views from the buttons on the Status Bar,




Motes page

If you wish 1o print speaker notes for each slide, the Notes page view enables

you to ses the notes for each slide, and to edit and format them

= Ribbon [View] [Presentation Views] — click the [Notes Page] button 1
o To select Notes Page view

ey e

Slide show

Slide show dizplays each slide in tumn, using the full screen. It is possible lo
add animalion and transition effects to the slides in the slide show — this will
be covered in Example 7. The slide show can be displayed on screen, or via
other presentation aquipmaent such as an overhead projector or a whiteboard.

= Ribbon [Slide Show] [Start Shide Show| - dlick the o]
X
[Fram Current Slide] bution Hom

e Tligs |

¢ Tobegn a Slide Show from the present slice
* Press the [Esc] key on the keyboard
= Toend the Slide Show and return to editing your presaniation

_ B chen wonoan. Tar
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Exercize 8 Work with slides

This Exercise will copy and move slides and text within and between the two
presentations that are currently open. You will also delete a slide.  Thess
actions are most easily done in Slide Sorter view.

« Select[Slide Sorer] view

Copy a slide within a presentation

The Microsoft Office Clipbeard allows you to copy fext, skides and graphical
items batween presentations and programs. The Clipboard acts as a holding
area for multiple copied items, ready o paste them into your presentations.

To copy a slide and paste the copy at the end of the presentation:
= Click Slide 1

e To select that slide
* Ribbon [Home] [Clipboard]- cick the [Copy] button

= Tocopy the selected text to the Cliphoard

» Move the pointer to the right of Slide 4 and click
s The insartion point will flash to the right of Shide 4
* Ribbon [Home] [Clipboard] - click the [Paste] button
= To paste the copied slide inta the prasantation to the right of
Slide 4 :




Move a slide within a presentation

Rather than taking a copy of a slide and pasting it into an additional location
in your presentation, it i sometimes necessary lo move the slide to a
differant position. This can be done by 'cutting’ and 'pasting’ the slide.

You will now move the slide you have just copied as Slide 5, to become
Shide 3.

+ Select Slide 5
« Ribban [Home] [Clipboard]- click the [Cut] button E
& Toremove the skde from ils current location
- To temporarily place the slide on the Clipboard S
« Maove the pointer between Slide 2 and Slide 3 and click
o To place the insertion point at this location
« Ribbon [Home] [Clipboard]- click the [Paste] buttan m
o Toinser the cut slide as Slide 3 o

= Torenumber the other sfides accordingly

e i T ] e T




Move o slide between open presentations

This will move Slide 3 from the Paris Trip presentation to the France
presentation.

Select Slide 3

——

Ritsban [Home] [Clipboard]- click the [Cut] bution ti

= Toremove Slida 3 from the Paris Trip presantation

= To place the slide on the Clipboard

Ribbon [View] [Window] — dick the [Switch Windows] button and select
the France presentation

Select [Slide Sorter] view for the France presentation

Click after Slide 1 in the France presentation

o Toview the insertion point

Ribban [Home] [Clipboard] = click the [Paste] button
= To paste the cut sfide into the France presentation at the
insertion polnt, as Slide 2

¢ i




Copy a slide between open presentations

This will copy the chart slide (Slide 4) from the Paris Trip presentation into
the France presentation.

Ribbon [View] [Window] — click the [Switch Windows] buttan and salact
the Paris Trip presentation

Sefect Shide 4

Ribbon [Home] [Clipboard]- click the [Copy] button
= To copy the selected slide 1o the Clipboard
Ribban [View] [Window] — click the [Switch Windows] bution and select
France presentation

Click after Slide 2 in the France presentation

= Toview the insertion point

Ribbon [Home] [Clipboard] — click the [Paste] bution

s To paste the copied slide into the France presentation

[¢]

i

« [Save] bath presentations
& Toupdate them with the changes you have made



Move text within a presentation

This will move some of the text from Slide 2 of the France presentation 1o
Slide 1 in the same presentation.

s Doubles ciick Slide 2

= Tosehkect this slide

= Toview this slide in Nomal view
» Select the words “Our school trip”

= Ribbon [Home] [Clipboard] — click the [Cut] button 1
o Toremove the selected text from the placeholder mﬂ:—w
o To place the text on the Clipboard = To cat fh pat

= [n tha Outline and Slides tab pane at the left of the screen, select Slide 1

» Click the [Click (o add title] placeholder

= Ribbon [Home| [Clipboard] — click the [Paste] button —u
e 1o paste the cut text into the placeholder on Shide 1 3




Copy text within a presentation

This will copy the text back onto Slide 2 - whilst leaving it on Slide 1.

On Blide 1, select the text "Our school trip”

Ribban [Homea] [Clipboard] — click the [Copy] button ' =
2 Tocopy the selected taxt to the Clipbaard =
Select Slida 2

Click the [Click to add title] placaholdar —
Ribbon [Home] [Clipboard| - click the [Paste] button ‘El
o Topaste the copied text into the placeholder on Shde 2 Paste

W - — 1_".1
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You will need fo krow:

Copy. move fext befween presentations

Text can be capied angd moved batwesn presentatiohs 1 the Same way as vou

have just copied ond moved it within the current presentofion.

In the first presentation, salect the text fo be copled or ma_' - — "
Erther [Copy] or [Eut] the selected text to the Slipboard | < - | [ &
Switch to the presentation in which you wish fo paste the rext

pount where you wish fo paste the text from the Cipboard 3
[Pagte] the fext info the secand presentotion



Delete a slide

Shde 1 is not neaded in your France presentation; therafore you will now
dolate i

= Ensure the France presentation is salected
* Select [Slide Sonter] view
* Click Shide 1
= Tosealect this slida
Either
= Right click over the selected slide and select [Delete Slide] from the quick
menu
Or
= Press the [Delete] kay on the keyboard
o Todelete the selected slide

= [Save] your presentation
o Toupdate it with the changes you have made



Choose a different built-in slide layout for a slide

It i= possible to change the layout for a sfide at any time whilst editng a
presantation. You should be aware that choosing a layoul with difierent
placeholders and sections may have an effect an the current content of tha
slide.

You will experiment with the Title slide In the France presentation, to see the
eflect different slide layouts have on this slide.

= Ensure the France presentation is selected
= Select Slide 1
» Ribbon [Home] [Slides] - click the [Layout] button | [ Lagout = |
= Toview the different slide layouts available ' -
» |n tumn, selec different layouts
o Toses the effect aach layoul has on the current content of Slide 1

Cur school trip

¢+ PFaris, Framce

Dur school trip

v Parls, Framce
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Select multiple slides

The actions in this Exercise have been working with one slide at a time.
However, in Slide Sorter view, it is possible to select multiple slides before
camying out a command. The command will then be applied 10 all the
currenily sebecled slides.

To select adjacent slides:
+ In tha Pans Trip presentation, ensure Slide Sorler view is selected
s Salect Slide 1
+ Hold down the [Shift] key on the keyboard and click Shide 3
« Toselect all the slides between Slide 1 and Slhide 3 (Slides 1, 2 & 3)

To deselect slides
Either
» Select a slide that is not currently selected
o Toselect this slide instead of he currently selecled slideis)
Or
= Hold down the [Cirf] key on tha keyboard and select a shde thal is
currently salacted
o Todeselect this slide
= Toleave selected any other slides that are cumently selected

To select non-adjacent slides:
« Select Slide 1

» Hold down the [Cirl] key on the keyboard and click Slide 3
& Toselect Slde 3 in addition to Siide 1

= [Save] the Paris Trip presentation



Exercise 9  Close a presentation application

« Ribbon [File] click tha [Exit] button E3 e

a

To close PowerPoint as well as any open

presentations

If you have any open presentations that have not been saved sinca
they wers last updated, a waming box will open for each of these
presentations in Wwrn, asking i you want to save the changes you
made to the presentation

® [ufrE+ [P



Example 4 - Butterfly House

This Example will show you how to work in more detail with lists and charis,
refating to the achievements and organization of a house within a school
Thiz will be continued in the next Example.

You will work with indenis and spacing in bulieted and numbered lisis, and
will amend the style of bullels and numbers used in lists,

You will create different types of charl, before leaming how to change the
chart type and edit data, fitles, labels and colours in your charts,

Welcometo Butterfly House

* There one thres houses i our sobon
1. Buiieetly
1. Ladyiins
1. Dvaganily
* ‘Wenecomd the following schievements for each Rouse
O wemmaponis
O fpornoups
A Husirmmgeigion
O Tha Schaal Cuz
= Waara Butiarfly Mouse, Resd ol sbout us o the

foligwsrg peges.
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Exercise 1  Open a presentation application

» From the Task Bar at the bottom of the screen, click the [Stant] button
= Select [All Programs] [Microsoft Office] [Microscit Office PowearPaint)
¢ Microsoft PowerPoint will open, with a new Title Slide on screen

Exercise 2 Open a presentation and save under another name

With your Modula 6 exercise files, there is a presentation named Butterfly
House Example 4. Once you have opened the presentation, you will save it
with @ new name, to a new location. This will ensure that the original
presantation remains unchanged in your exercise file location,

Open a presentation

This will apen the Butterfly House Example 4 presentation stored with your
exercise files.
& Hibbon [File] click the [Dpen] button d_-gp“,
» Toview the Open dialog box -
= Navigate through the drives and folders in your filing system and select
your exercise file location
= From the list of folders in your exercise file location, select [Module 6]
= In the Module & folder, select the file named "Bulterfly House Example 4°
»  Click the [Open] bulton

Earybae=l sherteaf

= Toopen the preseniation on screen o

vhnlny] lisim




Save a presentation under another name

This will save the presantation to your default file location, with a different file
name.

Ribbon [File] click the [Save As| button B siveds

o To open the Save As dialog box

In the [File name:] field, type an appropriate name for your presentation
Within your filing system, selecl an appropiiate folder

Click [Save]

= Tosave the presentation with 8 new name in the selected folder

= AN+ P

o Than proid |A4]

& Ty e T ha iyl on
digby e

[mn-ﬂ'"_"_mnT

Once you have saved your file in this way, your updates will be saved in the
new folder, under the new name, and the original exercise file will be

unchanged.

As you are working on your presentation, it is a good idea to save it at regular
intervalz. This ensures that, if there is a power cul or some other problem
with your computer, you do nol lose any changes you have made.

= (Jn the Quick Access Toolbar, click the [Save) bution
»  To save the presantation in the same location with the same |

(S

name
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Exercise 3  Lists

This Exercise will format the bulletad text on Slide 1. You will leam how to
indent bulleted text, how to adjust line spacing in bulleted lisis, and how o
switch between different bullet and number styles in lists,

Indent bullets

= |n the Oulline and Slides tab pane at the left of the screen, select Siide 1

» Salect the sub-bullets "Butterdly”™ and *Ladybird”

« Ribbon [Home] [Paragraph] — click the [Increase List Level] button | ~
= Toincrease the indentation of the selected bulleted text |

o Toreduce the text size - -Tl.'llEl’E areth
o Tochange the shape of the bullet points = Butterfly
» Click the [Increase List Level] button again | = Ladybird

o 1o further increase the indentation of the bulleted text
o Tofurther reduce the text size
o Taoagain change the shape of the bullet points

+ Therearethri
o Putterfly
- Ladybird

i.: P e
It[TdhE
| & Tg breuert By Sud raxct

Remove indents

« Select the sub-bullets "Butterfly” and “Ladybird"

* Ribbon [Home] [Paragraph] — click the [Decrease List Level] button
o Toremove one level of indentation of the selected bulleted text
= Toincrease the size of the selected text

¥



Switch between bullet and number styles

Salect the sub-bullets “Butterfly” and “Ladybird”
Ribbon [Home| [Paragraph] — click the [Numbering] button =

o Tochange the selecied bullet points to a numbered list

ghs Mruse

v Thrs [Mrrder g

| J

Click al the and of the word “Ladybird” and press |[Enter] on the keyboard
a Toinser the next consecutively numbered bullet point

Type “Dragonily”

Salect the four sub-bullets from “Housa points” to “The School Cup”

Ribbon [Home| [Paragraph] — elick the [Increase List Level] bution

o Toincrease the indentation of the selecled bulleted text

o Tomduce the text size

Ribbon [Home] [Paragraph] - click the armow to the right of the

[Buliets] bution

o Tosee the drop down menu of available bullet styies

Mowve the cursor over the various styles
o Tosea how they affect the list

Fram the drop down menu salect the style [Hollow

Square Bullets]
& Toapply that style to the list

Welcome to Butterfly House

= Thpdw g Thies hoaesl i Ser sihadl

¢ HuREPyY

v Lmivhas

i Wwemczed Tha ol ] ahor A

b e el

v gt

+ blase e el on

' The Schacl Cug

v e Boiteiy Hooss.  Samcd al abeari Uz rn tha
Ll L

Welcome to Butterfly House

= Thers ire 1hnos Rinisda i Ol SN0

L Bunery
2
i Lragmaedy

= Wereord Dl ol e 5 Feeversamntd ey gl Feouse

o Hpsiage wiy

O baesacsps
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Adjust line spacing for bulleted lists

To visually improve the layout of Slide 1, you wil now increase the space

after some of the paragraphs.
Click anywhere in the line commencing, “Wa record the following..."
Ribbon [Home] [Paragraph] — click the [Line Spacing] button t=.
= Tosee the drop down menu R
From the drop down menu select [Line Spacing Options._ | = mt_'mw
= Toopen the Paragraph dialog box i b

In the Paragraph dialog box Spacing section— use the up or down arrows
to set the [Bafore:] field to & pt

= Toincrease the space above this paragraph to 6 pt
Use the same method to increase the paragraph spacing before the bullet
point commencing "We are Butterfly House”

Parsgraph M -

 indenis ot eem | .I-
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Exercise 4 Create charts

This Exercise will create four different charts, fo display information about the
Butterfly House,

Bar chart

* Ribbon [Home] [Slides] [New Slide] — create a new [Title and Conten]
slide at the end of the presentation

* In the [Click to add fitle] placeholder, type “Number of Males and
Females"

- Number of Males and Femaleg

v Click to add text

e

= Click the [Insert Chart] icon in the centre of the slide

a  The [Inser Chart] dialog box will open @
+ In the iefl section, select [Bar)

o Toview the Bar charts avallable en the right side
= Click the fifth bar charl option

s Toselect a [Stacked Bar in 3-D] char
* Click [OK]

o A defaull [Stacked Bar in 3-D] chart will appear, with an Excel

worksheat on the right




= Select cell B1 of the worksheet and type "Males™

= Toreplace the existing lext

s To update the chart as you amend the data in the workshest
« Replace all the remaining text in the calls in rows 1-3 as shown below

s Toupdate the chart with your data

Huﬂéfﬂf
Ladybird
Dragonfly

‘Males  Females

i 30
27 29
27 31)




s Move the polnter over the number 5 in the left margin
= The pointer will change to an arrow
« Click over the number 5
& Toselect this row
= Ribbon [Home] [Cells] = click [Delete]
o Todelete this row -
» Move tha pointer over the letter D along the top row _
a  The pointer will change to an amow
s« Click gver the letter D
o Tosalect this column
« Ribbon [Home] [Cells}- click [Delete] 3 |

« To delete this column 1y e
o MNote how the chart updates as the information is entered into or

remaved from the worksheeat I Right Mol |
i [Belete] for tath fowd
! end cpiamre I

= Click the [Close] button at the top right of the Microzoft Excel
- .
o Tociosa the worksheel

s TRl

LI T
& lemans

Rabinty

:

Line chart

« Create a new [Title and Conlent] skde
= In the [Click to add fitle] placeholder, type “House points this month™

» Click the [Insert Chart] icon in the centre of the slide

o The [Insert Chart] dialog box will open




« In the lefi section, select [Line]

o Towview the Line charts available on the right side
= Click the first line chart option

o Toseblect a [Line] chart

s Click [OK]
o & default [Line] chart will appear, with an Excel worksheet on the right

|02 o8 B3 3.

= Enlerthe text as shown below in muhlmmuﬂE;mimrhﬂmm
o Toupdate the chart with the new data

Butiarfly Ladybird Dragonfly

5EEEE
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= Click the [Close] button at the top fght of the Microsoft Excel ﬁ

sheet
¢ Toclose the worksheet

House points this manth

- 1 Har iy
: = S - = Ly
1 ot a Tn iy,

Column chart

Create a new [Title and Content] side

In the [Click to add title] placeholder, type “Points for sporting events”™

= Click the [Insert Charf] ivon in the centre of the slide a
o  The [Insert Chart] dialog box will open _

& In the lefl section, select [Column]

o Toview tha Column charls available on the right side
= Click the first column chart option
= Tosalect a [Clustered Column] chart
= Click [OK]
o A default [Clusiered Column] chart will appear, with an Excel
workshest on the right
= Enter the lext as shown below in the Microsoft Excel worksheet
= Toupdate the chart with the new data

EL bl LG D

1| Butterfly Ladybird Cragonily
3 |Footaall 3 & a
2 | Tannis 6 i 2
iis-n-hmmlng T 7 &
| & |chess 5 H 5J,




= Click the [Close] button at the top rght of the Microsoft Excel W
sheet
o Toclose the worksheet

Points for sperting events

= R EE - W
1

Pie chart

« Create a new [Title and Content] slide
» [n the [Click to add titie] placeholder, type “Butterfly House favourite
hobbles™

= Click e [Insert Charl] icon in the centre of the slide

= The [Insart Chari] dialog box will opan @
» In the left section, select [Pie]

= Toview the Pie charts available on the right side
» Click the second pie chart option

e Toselect a [Fie in 3-D] chart
o Click [OK]

o A defaull [Pie in 3-D] chart will appear, with an Excel workshest on

the right

+ Enter the text as shown below In the Microsoft Excal worksheet

o 10 update the char with the new data

e B




Bl
11| Hobbies
2 |Reading 10
3 |5port 25
4 |Computers 15
5 |Other 5

# Click the [Close] button at the top right of the Microsaft Excel “
sheat

o Tockse the worksheet

Butterfly House favourite hobbies
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Exercise 5  Using charts

Thizs Exercise will begin working with the charts you have created.

Select a chart

= |n the Qutling and Slides tab pane at the lefl of the screen, select Slide 4
o Taselect your line chart slide

= Click anywhere within the line chart
a Toselect the chart
o  To view the [Charl Tools] contextual tabs

Change the chart type

Once you have created a char, i is possible to change the char type. This
will display the data orginally used in the chart, but with whatever chart type
you selact,

Each chart contains one or more data series. Each group of similarly
coloured bars, columns or lines, for example, is one data series and will be
shown in the char legend, In Slide 4, Bulterfly, Ladybird and Dragonfly is
each a data series, Within a data series, each indivdual value i= a data

point.

You will change the chart type of the currently selected Slide 4, using the
[Design] contextual tab from the [Char Tools)
« Ribbon [Design] [Type] — click the [Change Char Type] button
o To view the Change Chan Type dialog box
s |nthe left pane, select [Column]
o Towview the sub-types available for a column chart
o Select [3-D Clustered Column] from the sub-types and click [OK]

_uange
Crar Tape

o Tochange your line chart to a 3-D clustered column char » [Charge Chort Tyme |

= T e The Change
Cart Typw Shdlag s
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House points this month

For the purposas of our Example, this chart would be betler as a line chart,
tharefore use the above process fo change the chart back to a line chart

House points this month

™ iy

R S .
|

You may fike to know.

Mot alf chart fypes are suitable to display aif kinds of data. For instance, the
pie chart you have created on Slide & can only display ane dara series (in this
case, Butterfly House fovourite hobbies)



Exercise &  Editing charts

This Exercise will farmal the charts, 1o display the information contained in
each chart more effectvely.

Chart titles

Titles help to explain what is being displayed in chars. Within PowerPoint, it
ks ot abways necassary 1o add a chart title, if you have included a Slide Title,
giving this information. I, howewver, you have more than one char on a slide,
or the slide contains additional infformation, you may wish lo make it clear
exactly what is displayed in the chart.

Add a chart title

Al present, it is not dlear which month the line char in Skde 4 relates to. You
will, therefore, add a tifle to the chart, to give this information.

s In the Qutline and Slides tab pane at the lefl of the screen, select Shde 4
s Click anywhere within the kne chart

o Toselect the charl

Ribbon [Layout] [Labels] — chek the [Chart Title] button

o Toview options for displaying a chart litlie

Selact [Above Chart]

o Todisplay a title above the chart

2 To resize the chart within the Chart Area to make room for the title

hJ:JJ_tlJ “

| Zny begesd Chsia
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= Without moving the pointer, type *July” and dlick away from the char
= To see the title “July” above the chart




House points this month
Juky
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Edit a chart titla
e  Click the Chart Title box
o Tosalect the Charl Title box

» Click again, al the point where you wish to change the lext

[ Bght click:
« Add or delete text as necessary fr+ (et dote- | I

Remove a chart title
The chart title shown on the pée chart on Slide 6 is nol needed, as the slide
title contains all the required information.
= In the Outline and Slides tab pane at the left of the screen, select Slide &
o To select your ple chan slide
s Click anywhere within the pie chart
a  To select the charl
= Ribbon [Layout] [Labels] — click the [Chart Title] button
o Toview options for displaying a chart fitle
= Select [None] .

[Baghr chek: T
o Toremaove the title from above the char | # [Dairta] I
s To resize the chart within the Chart Area :
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Add data labels to a chart

Data lzbels display the data value for each element of a chart. You will use
them to display the actual hobby figures in each slice of the phe. In pie
charts, each slice is known as a dala point. You will then amend the figures
shown, (o display the percentage value of each data point, rather than the
actual hobby figura.

= Select Slide 6, the pie chart
«  Move the cursor over the pie chart and click once
o Tosslect the chart

» Ribbon [Layoul] [Labels] — click the [Data Labeis] bution e

foght clicr aver dars
o Toview the positions in which you can place the data labels ::-;:Ihmml I
for your chart :
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= Seleci [Inside End]
o Todisplay the data labels inside the current chart
o Towew your pie chart with the number of students participating in
each hobby displayed in each dala point

| Butterfly House Favourite Hobbies I
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It is also possible to display these valves as a percentage
= Ribbon [Layout] [Labels] - click the [Data Labels] bution

Select [More Data Label Options. ..
To open the Format Data Label dialog box

To view the positions in which you can place the dala labels for your
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The Label Options section shows the various labels that can be added to

your chart.

Move the pointer over the Title Bar of the dialog box

Click and drag the dialog box to tha left of the screen

S0 that you can see your pie chart as you are working in the dialog

Click the [Percentage] field

To add a tick in this field

To add percentage figures to each data poirt, in addition (o the
actual number value figures

Click the [Value] field

To remove the lick from this Neld

Ta remove the actual number values from each data point

To view only the percentage figures In each data point

[Closa] the Format Data Labels dialog box
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Change the background colour of a chart

Uszing Slide 5, the column char, you will now change the background colour

of the Chart

s Select Slide 5

= Move the cursor io the white area to the right of the chart and click once
= Toselect the whole column chart

+ Ribbon [Format] [Shape Styles] — click the drop down [ B shape i -

arrow to the right of the [Shape Fill] button
o Toview the colours available
+ Move the pointer over the differant colours available
o Tosee the effect they have on the chart
» Salacta colour from those available
= Tochange the background colour of the chart araa



Change the line colours in a chart

Changing the colour of one or mare of the fines, or 'data series’, in your line
chart may make the charl easier 1o read, and can make certain lines stand
out. You will now change the colour of the [Average] data serles.
+ Select Slide 4
* Move the pointar over the Ladybird line

= Towview a descriplion of the dala series
+ Click once

o To select the Ladybird data series

o To view selection marks at each data point along the line

B = e k=m =
e b b

x = . Ladgiea
l_:':_:u--r hear s I
ek [ i | ==y = e
* Ribbon [Format] [Current Selection] - click the R 4 I T
[Format Selection] button A emat seestion [ ——
F et tn tiwrn e | T epme the Formet

o Toview the Format Data Series dialog box PRI | Do Series Salag bk

« |nthe lefl pane, select [Line Color]
= In the right pane, select [Sold Line]



= Click the drop down arrow {o the right of the [Color:] field
o Toview the available colours

» Select [Dark Red] from the available colours and dlick [Close|
= To change the colour of the Ladybird data series to dark red

sy
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You will meed fo know:

Change the column, bar. pie slice colours in a chart
The colours of any dofa series (such as a set of values withina line. column or a

bar chart) or a data peint (such as a pre sfice or the individual valves within a

lime. column or bar chart) can be changed  The procedure is as follows:

Either

»  Select the data series to be charged as shawn on the previous page

(# 0

*  Select g dota series, then select one data peint within the currently
selecfed dara series

= [Ribbon] fFormat] [Current Selection] - click the [Format Sefection] button
= To wew the Format Dafa Series or Format Data Point dialog box

s In the left hand pane, select [Fill]

+ In the right hand pone, select [Salid Fill] |

* Click fhe drop down arrow fo the right of the | == "=
[Color:] field and select the colour you wish to | e ™ " mer
use i =t

«  Click the [Close] button
o Tochange the colour of The selected

data series or gdata point =




Exercise 7  Close a presentation application

» Ribbon [File] click the [Exit] button £ e
o Toclose PowerPoint as well as any open
presentations

o IF you have any open presentations that have nol bean saved since
they wers last updated, a waming box will open for each of these
presentations in turn, asking if you wani to save the changes you
made o the presentation

| Enytnard dhartoat
= THIF| + [F4)



Example 5 - Butterfly House Achievements

This Example continues with the achievements and organization of Butterfly
House,

You will learn how to edit, format and amend the layoul of tables, to display
the annual achiesvements of Butterfly House.

You will then create an organization chart, before amending its structure and
adding co-workers and subordinates.

Butterfly House Achievements

Qur School Organization

Hesd Teachar

Haacl of
Dragontly House




Exercise 1  Open a presentation application

= From the Task Bar at the bottom of the screen, click the [Start] button

«  Salact [All Programs] [Microsoft Office] [Microsoft Office PowerPoint]
¢ Microsofi PowerPoint will open, with a new, Title Slide on screan

Exercise 2 Open a presentation and save under another name

With vour Module B exercise files, there is a presentabion named Butterfly
House Example 5. Once you have opened the presentation, you will save i
with a new name, to a new location. This will ensure that the orgnal

presentation remaing unchanged in your exercise file location,

Open a presentation

This will cpen the Butterfly House Example 5 presentation stored with your
exercise files.
= Ribbon [File] click the [Dpen] button | & open
= Toview the Open dialog box
= Mavigate through the drives and folders in yvour filing system and selec
vour exercise file locaticn
= From the list of folders in vour exercise file location, select [Moduls 6]
= [n the Module & folder, selact tha file named "Bulterfly House Example 5°
=  Click ihe [Open] button "

; [=Ete]e 0
s Toopen the presentation on screen B o P G

| shaleg bay




Save a presentation under another name

Thizs will save the presentalion to your defaull file kecation, with a different file
MAME.

» Ribbon [File] click the [Save As] button | B save s l
s Toopen the Save As dialog box = :

= In the [File name;] field, type an appropriate name for vour presentation

= Within your filing system, select an appropriate folder

= Click [Save]
o Tosave the presentation with a new name in the selected folder

| Egylisird ahweteat
Lo Al «F

| Thap peeas 4]

| % T vpan dhe S as
i box

Once you have saved your file in this way, your updates will ba saved in the
new folder, under the new name, and the onginal exarcise fila will ba
unchanged,

As you are working on your presentation, it is a good idea lo save it at regular
intervals. This ensures that, if there is a power cut or some other problem
with your computer, you do not lose any changes you have made,

=« On the Quick Access Toolbar, click the [Save] button
= Tosave the presentation in the same location with the same [
name

s |,|:|-|-|'| a
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Exercise 3  Tables

This Exercise will work with the table contained on Slide 2 ol the Buttarfly
House presentation, displaying the Buttedly House achievements over the
last few years. You will enter and edit text in the table, before learning how
to insert and delete columns and rows. You will make the lable look more
effective by modifying column widths and row heights,

Enter text in a table slide

This will anter the achievements for 2011 into the table.
= |n the Outline and Slides tab pane at the left of the screen, select Shde 2
« In the [2011] row dick the top row in the [Achievement] column
a Tosee the insertiion point flashing in the ampty call
= Type "House Polnt Cup”
» Click the remaining cells and anter the text as shown beldow

I it House PRintCup T
SummarSporisCup Runnarlip
Infer House Miusic Campeiton Wi

| TheSchaeot Cun roees

Edit text in a table slide

Here you will change the name of the Summer Sports Cup 1o the Sports Cup
= |n the [2009] row of the lable slide doubla click anywhere in the word
“Summear’
o Toselect that word
s 1o see awhila line around that word
= On the keyboard press the [Delete] key
= Todelete the word from the table
* Lse the same process to delete the two other instances of the word
"Summer” in the Achievements column



Insert columns

Yiou will now ingert a column to the eft of the [Result] column, in which to
digplay tha Month of each achievament.

= Flace the insertion point anywhere in the [Result] column
« Ribbon [Layoul] [Rows & Columns] — click the [Insert Left] button |"
o Toinsert a new column to the left of the selected column
o Tocopy the selected column's formatting atiributes to the
new column
s Click the top cell of the new column and type the heading "Month®
« On the keyboard press the [Down Armow] key

o Tomove down to the next cell s Tesert]
= Eabact Fram nid-ean
¢ Enter the text in the remaining cells as shown below .

&
-.l
ingart
Laft

It is also possible to inserd multiple columns,

» Place the insertion point anywhere in the fop cell containing the word
“Month”

= Click, hold and drag into the adjacent cell containing the word "Result”
= Taossiect both of those cells

* Ribbon [Layout] [Rows & Columns] — click the [Insert Left] button
= Tomsert 2 new columns to the laft of the selected ealumns

o Tocopy the selected column’s formatting attnbutes to the new
columns



Delete columns

The additional columns you have just insered are nol requirad, therefora vou

will delete these,

s Click anywhere in one of the columns you want to delate

= Ribbon [Layout] [Rows & Columns] - click the [Delete] button

=  From the [Delete] drop down menu select [Dalete !T ﬂ p—
Columns] H o :'r:t

& To delete the selecied column I T —

« Repeat this procedure to delete the remaining il e
gt ek
[ o [Trderr] I
| = Smlect Fram niswers

unwanied column

Select columns

You will now salect the laft hand celumn, in order to change the font used for
the entries in this column.

Either

« Click anywhera in the [Year] column kﬂ},ﬁq I

« Ribbon [Layout] [Table] — click [Select] sk o |
o Tosee the drop down menu Seiect Table

* From the drop down menu select [Select Column] E selep Colunn

Or [ Soea Bow

» Move the pointer slowly above the [Year] column until 4
it changes to a downward pointing arrow and then click |_|
» Toselect all of the [Year] column



Change font

= Ribbon [Home] [Font] — click the arrow o the right of the [Font] field
= Tosee the drop down menu showing avaiable fonts

« On the drop down menu, usa the scroll bar to locate and select the font
|Comic Sans M3]
= Tochange the font in the selected column o Comic Sans MS
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Select rows

You will now select the first row of the table, in order to change the text
colour used for this row.
= Click amywhere in any caell in the top row e
» Ribbon [Layout] [Tabla] - click [Salect] ,:'ﬂ L‘E:: ;{!
o Tosae the drop down menu W teqten |
» Fram the drop down menu select [Select Row]
Or
+«  Move the pointer slowly to tha laft of the top row until it changes ta :}_|
a nght pointing arrow and then click
o To select all of the [Year] row

| B Seeg Conmn |
lﬂ AR P

« Ribbon [Home] [Font] - click the arrow to the right of tha I :
[Font Color] button

* In the drop down menu hover gver a colour
¢ Tosee the selected text displayed in that colour

* Selecl a sultable colour
= Tochange the selected text to the chosen colour



Insert rows

This will insert new rows at the end of the table, ready for the 2012
achievements. You will not enter any text into these rows in this Example.
» Move the insertion point into any of the bottom row single cells
Do not select the cell in the [Year] column, as this is @ merged cell and
will not insert the rows in the required way
= Click and hold and drag four rows up that column
o To select the four cells for 2011 in that column

» Ribbon [Layout] [Rows & Columns] - click the [Inser |:'=| T
Below) button e
= Toinser four new rows onto the bottom of the table ",'::':' I
| * Belect frim n&-rmm;
Fou gl need fo fmow!
Delete rows

» Place the insertion point anywhere in the row you want fo delete
s Ribbon fi ayout] [Rows & Columns] - elick the [Delete] butfon
s From the [Delete] drop down menu select [Delete Rows [

v Todelefe the sefected row

gt ciek
| v [Dufuta]
: « Sglact from qub-man

There are several ways to amend the widths of columns and the depth of
rows., YWea will now amend the column widths to fit the eniries better into the
cells, and will change the depth of the rows to fit the table on the slide,

Modify column width, row height

Modify column width

The table columns are automatically created with identical widths. The cell
contents will fit more effectively if the individual column widths are amended,
according to the entrias they contain.



Optimal column width

= Move the pointer over the line between the columns comaining
Year and “Achlevement” until it changes fo a double-ended
arrow and double-click
a Tomake the "Year™ column exaclly wide enough to fit its entries

tlrl

Modify column width manually

= With the pointer as a double-ended arrow an the kne to the nght of tha
“Achievement” column, click and drag the pointer to the right
s Toincrease the width of the selected columns

To specify an exact value for a column width

»  Selec the “Month” and "Result” columns

= Ribbon [Layoul] [Cell Size] — use the up and down amows o the right of
the [Table Column Width)] field
s To et the [Column Width] of the selected columns o 3.68cm

tl S JHE |

Cel Sur J

You may ke fo know:
To distribute the column wigths egually in your toble
s Click amwhere in the table
o  Ribbon [Layout] [Call Sizel - click the [Distribute Colurmns | buttorn
Te make all columns in the toble the some width
If you select more than ane columa the [Distribute Columns] button will anly
equdlise the selecfed colunns

=
¥

Select entire table

s Click anywhere in the table



Either
= Ribbon [Layout] [Table] — click [Select]
v 1o see the drop down menu
» From the drop down menu salect [Selact Tabla]
Or

s Move the pointer over the table border until the painter changes to a four
way arrow and click

s Ta salact the whala table EVil argeied 71 The
fabls
| Right Mocsa-
o Dhek | Select Takin|

Modify row height

You will now amend the height of the rows to fit the table on the shde.
= Ribbon [Layout] [Cell Size] = use the arrows to the right [Table Row
Height] field
= To setthe height of all the table rows to 0.85cm
= To change Ihe overall height of the table to allow it 1o fil on the slide
If you have one call selected, only the row that cell is in will be changed

You will need to know:

Modify row height manueally

s Move rhe pointer over the line below the row you want fo change unfif the
pointer changes to a double-ended arrow

s Click and drag the pomter up or down shightly
a o decrease or increase the height of the selected rows

= |f you have manually changed any row heights, make sure you change
Ihem back to 0.85cm.

= Move the pointer over the table border until the pointar changes to & four
WaY armow



« Click and drag the table
& Tositin the mddie of the slide

Butterfly House Achievements




Exercise 4  Organization charts

This Exercise will create and edit an organization chart, to display the school
siaff structure.

Create an organization chart

* Ribbon [Home] [Slides] [New Slide] — create a new [Title and Content]
slide at the end of the presentation
» In the [Chck to add title] placehaobder, lype “0ur School Organization™

Our School Organization

# CHek to add text

kY

= Click the [Inser SmartArt Graphic] icon in the centre of :
the slide LI
s The Choose a SmartAn Graphic dialog box will ;
open




In the left column of the Choose a SmartArt Graphic dialog box, select

[Hierarchy]

o Tosee the different styles of Hierarchy graphic avaitable

In the centre column of the Choose a SmartAn Graphic dialog box selecl

[Organization Chart]

s Tosee asample of an Organization Chart in the right column of the
diakog box

Click the [OK] button

o Toinsert a Hierarchy Organization Chart on the slide

o Tosee the Organization Charl assistant box, with the insertion point
flashing in the top field

If the Onganization Chart assistant box does not open, click the arrow on

the |eft edge of the organization chart, 1o open it




s n the top field of the assistant box type *Head Teacher”™
o Toseethe lext appear in tha lop box of the ="
Organization Chart as you type * it Tapehd

& (|
+ [Bmi]
# [Pel]
w [Toad]

= In the assistant box, click the next field down and type ° Secretary”
=« Complete the remaining fields as shown in the diagram below

s To sese the chart boxes change shape and size to suit the lext
#  Click the [Close] button on the top right of the assistant box

o Tociose the assistant box

—
Type e s b D)
# Hial Taain e

+ hagaeany

= simuil of Wty thais

# i of Latibint ons

o m

| | |

Head of Head ol

LEdyhird Hollse Dragonfly Hous

= -|: Lo

Head of

Butterfly Housa




Add co-workers, subordinates in an organization chart

You will now add a subordinate to the [Head of Butterfly Housa], and add co-
warkers to that subordinate

Click the [Head of Butterfly House] box
s Toselecti

Ribbon [Smartirt Tools Design] [Create Graphic] — click
the [Add Shape| bulton

From the drop down menu select [Add Shape Below] [——
5 To add a new box hierarchically below, and s TN
altached to, the [Head of Butterfly House] box i

With the new box selacted type “Deputy Head Music™ |
e Toenter that text in the new box L

| Jaas shape =

&dd Shase 2fim

#da Thyge Befee
10 fihadd Shdge
BT i o

B] Ziad4]d

Ribbon [SmartArt Tools Design] [Create Graphic] —
click the [Add Shape| button

From the drop down menu salect [Add Shape After]

o To add a new box next o the [Deputy Head Music] box

With the new box selected type “Deputy Head Curriculum”
s Toenter that text in the new box

Ribbon [SmartAn Tools Design] [Create Graphic] = click the
button

From the drop down menu select [Add Shape After]

s Toadd a new box next to the [Deputy Head Cumriculum)
With the new box selected type "Deputy Head Sports”

T

| = Shops |
|l5-llllrf'|rrmlhl-ut-
1o Fd

[Add Shape]

ik g

o 1o efber thal taxt 6 the new box

=
e
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Remove co-workers, subordinates in an organization chart

You will now remove the Deputy Head Cumriculum, This Depuly Head is a
subordinate of the Head of Bulterly House and a co-warker of the Depuly
Head Music and Deputy Head Sport
« CEck on the border of the [Deputy Head Curriculum] box

= Toselect that box
» {n the keyboard press the [Deleta] key

o o remove the [Depuly Head Curmiculum] box from the chart

You should be aware thal. if you remove a box that has subordinates
attached to it, the first subordinate box will move up a level io replace the ong
you delata.

Change the hierarchical structure of an organization chart

First you will move the Deputy Head Sports, to report to the Head of Ladybind

House; then you will change the way the hierarchical structure is laid out on
BCrean.

To change the reporting structure

» Select the [Depuly Head Sporis] box
o Ensure you select the entire box, and not the text inside the box

« Ribbon [Home] [Clipboard] — click the [Cut] button % 5
o« Toremove the box from the chani and place i on the Clipboand

= Salect the [Head of Ladybird House] box

» Ribbon [Home] [Clipboard] - click the [Paste] bution -
» Topaste the [Deputy Head Sports] box to the right of the m_r;l
[Head of Ladybird House] box L

= Ribbon [SmartAr Tools Design] [Create Graphic] = click the
[Damota] button
v Tomake the [Deputy Head Sports] report lo the [Head of Ladybird
Housea]

| % Dempte |



)
-J
e =N
B

Bl

e s B
=

=
== B3 =
.

To change the structure
= Click an empty part of the arganization chart
¢« Toselectthe char
= Ribbon [Smartdrt Tools Design] [Layouts] - dlick the [More] down
arrow to the rght of the layouts
a  To see hierarchical layouts available to you
» Hover over the layouls
s Tosee how each affects the chart
=« Selecl tha [Horizontal Hierarchy] layout
=« Tochange the layout of the hierarchical chart




o
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You should be aware thal, if you choose a hierarchical structure other than
[Organisation Chart], the [Assistant] box will not be availabile.



Exercise 5  Close a presentation application

» Ribbon [File] click the [Exit] bulton £ e
o Toclose PowerPoint as well as any cpen '
presentations

o If you have any open presentations that have not been saved since
they were |last updated, a warning box will open for each of these
presentations in turn, asking if you want to save the changes you
mada to the presentation

=)



Example 6 - Drawing

This Example will create a new presentation and use the drawing tools
contained within Microsoft PowerPaint to create a graphic of a butterfly logo.
After this, the butlerfly logo wil be inserted inio the Butierdly House
presentation that yvou have been creating in the previous Examples.

Remember to save your logo presentation to a suitable location and make
regular saves as you work through this Example.

T

] ?. |

\ 4 Welcome to Butterfly House m

* There are three houses in our school

1. Butterfly
2. Ladybird
3. Dragonfly

* We record the following achievements for each house
0 House points
O Sports cups
& Music competition
L The School Cup

* We are Butterfly House. Read all about us on the
following pages.




Exercise 1  Open a presentation application

» From the Task Bar at the boitom of the screen, click the [Start] button
= Select [All Programs| [Microsoft Office] [Microsoft Office PowerPoin]

o Microsoft PowerPoint will open, with a new, Title Shde on screan.
* [Save] the presentation o a suitable location

Choose a different built-in slide layout for a slide

* Ribbon [Home] [Slides] - click the [Layout] button [ TE
¢ Tosee the drop down menu of layout styles available to you
* From the Layout drop down menu select [Blank]
= Tochange the Title Slide to a Blank layout
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Exercise 2  Graphical objects

This Exercise will create a butterfly, which will consist of all the drawn objects
that you need to add to your prasentation. You will format these objecta, by
amending their colour, weight and style.

Add different types of drawn object to a slide - line

» Ribbon [Inser] [IHustraticns] - click [Shapes]
o Toseathe [Shapes] drop down menu
» In the [Lines] section selact the [Scribble] tool
o The cursor bacomes a pencil
The [Scribbie] tool may also be available in the [Recently Used

Shapes] section
l[—m
| --m--n—- -
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* On the Mank siide, cick and drag the pointer in a wing shape
s [0 draw a single butterfly wing

+ Double-click or stop clicking
s Toindicate that you have finished drawing
s Todeate a ling object

= (lick away from the object

a To see your wing shape



Select a graphical object

You will now reselect the wing object, in order o format i
=  Move the pointer over the wing unlil it changes to a four headed armow
= Click over the wing

= Toselactit

o Toview selection handles round the edges of the chject

Change drawn object line weight

« Ribben [Format] [Shape Styles] ~ click the | [ shane dutine - |
[Shape Qulling] button
= Tozee the [Shape Oulling] drop down menu

= [From the drop down menu select [Wesght] and from the side menu select
2% pt]
s 1o make the line heavier
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Change drawn object line colour

« Ribbon [Format] [Shape Styles] — click the G shape Chtiing =

[Shape Dutline] button

o To see the [Shape Outlina] drop down meanu
= Salect a colour

= Tochange the line fo vour selected colour

_;Mmﬂhr— | fﬂ;\
Theme Colors
H BEECEBN |

il“" i
Standard Colors

I Bao Cutline
N Mode Outiine Colois..
= | Weight F
== | Daghes .
E STt ]

Change drawn object background colour

» Select the wing object
* Ribbon [Format] [Shape styles] — click the [Shape Fill | Oy snape Fill +

bulton
e Toses the colours available to you
» Hold the pointer over any colour
¢ Tosee the effect it has on the butterfly wing shape
=« Select and click a suttable colour for the butterfly wing
s 1o change the shape fill of the object
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For all the above formatting options, it is possible to nght click and selact
[Format Shape. ] fram the quick menu, to view and amend any of the shaps

elemeants.




Add different types of drawn object to a slide - oval

This will add 2 oval shapes, which will become markings for the wing
+ Ribbon [Insert] [ustrations] — click [Shapes] R

1§ ",

s Toseethe shapes available 1o you in the drop down menu £
| Shapei

s  From the [Basic Shapes] section select [Owval] p
= Drag the pointer | ]

o Tocreate a small oval shape on your slide
« Apply a [Shape Fill] to the oval

¥ou will need fo know

Add different types of drawn object to a siide - circle

Uising the oval tool it is possible to add a perfect circle to o shde,

» Ribbon [Tnsert] [Thustrations [ Shapes] - select the [Oval] shape and press
the [Shift] key on the keyboard whilst you drag the peinter
o To draw a perfect circle

Rotate a graphical object

=  Sedect the oval object
= Position tha painter over the green rotation handle, click and drag
o Tomtate the oval on its axis about 45°
Either
& (Click in 3 blank space
Or
= Press the [Esc] key on the keyboard
a To deselect the object

If you wish to rotate an object in 80° tums, this can be done from the Ribbon:
» Ribbon [Format] [Arrange] — click the [Rotate] button o ] Y
» Select [Rutate Right 80°] or [Rotate Left 907]

s To motate the object

Fahp



Resize graphical objects in a presentation

» Select the oval object

« Position the cursor direcily over one of the comer selection handles
e The cursor bacomas a double-headed diagonal arrow

= Onthe kayboard hold down the [Shifl] key — click and drag the sizing
cursor
» To resize the object to fit within the wing, whilst keeping is orginal

size ratic
Salaction Handles /

To resize an object to a precise height or width:
= Ribbon [Format] [Size] — change the size in the [Shape Height] ar [Shape
Width] field

: : e ——
s Toresize tha object and retain its ratio T -
idMEm
e T
¥ou weill neea fo know!

Resire charts in a presentation

Charts can be resired using the selection handles

s Sefect the plot area of o chart

« Pagition the cursor directly over one of the corner selection handles
o The cursor becomes a double-headed diagenal arrow

« Drag the sizing cursor

o Teresize the chart = %) |
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Copy graphical objects within the presentation

« Saelect the oval object

+ Ribbon [Home] [Clipboard] — click the [Copy] bulten |' G-
= To place a copy of the object onto the Windows Clipboard
= Ribben [Home] [Chpboard] - click the [Paste] bution =

= To paste a copy of the object onto the slkide —
» Click and drag the copied object
o Toposition it in a blank space on the slide

Flip a graphical object

* Select ona of the oval objects
« Ribbon [Format] [Arrange] — click the [Rotate] button
= From the drop down menu select [Flip Horzontal]

= Toturn the selected object over

[Gaatate-]
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Move graphical objects within the presentation

» Select one of the oval objects
s Move the pointer directly over that object
o Thecursor becomes a four-headed arow
= Click and drag the oval object onto the wing object
* Releasa the laft mouse button
s Toreposition the oval on the wing
= Repeal with the second oval
o To create a butterfly wing with two spots
» [l necessary, resize each oval shape, by dlicking the shape and dragging
the sizing cursor diagonally

&roup drawn objects in a slide

The butterfly wing is now made up of three graphical objects. To enable the
three objects to be manipulated as one, you will group the objects logether

s Onthe keyboard hold down the [Shiff) key on the keyboard and click in
turn on aach of the three objects (the two ovals and the wing)
o Toselact all of these ohjects together
= Ribbon [Format] [Arrange] = click the [Group] bulton
= The [Group] button may only show the group
fcon, ar may show the word ‘Group” as well
= From the drop down menu select [Group)

¢ To lock” the three objects together as one




o From this: =

You will need to know:
Lingroup drown objects in o slide
Mdﬂjxﬂmmm#&mﬂ%mwnhn_
= Ribbon (Format ] [Arrange] - click the (Group ] butten
From the drop down meny select [Ungroup]

s Torefurn grouped objects fo individual obfects

Using the skills you have leamed.
= Copy and paste tha wing

= Horizonially flip one wing

» Move the wings next lo each other to form a buiterly shape
» Group the two wings

D3




Add different types of drawn object to a slide - rectangle

You will now draw a long, thin rectangle. which will be used to form the body
of the butterfly.

» Ribbon [Insed] [lustrations] - click [Shapes]
= Tosee the [Shapes] drop down menu
o T0 see the shapes available to you
= From the [Rectangles] section, select [Rectangle]
«  Click and drag
= Tocreate the long, thin rectangle shape on your slide

« Apply a [Shapa Fill] to the rectangle
= Position the rectangle between the wings
a  To become the body of the butterfly

You will need to know,

Add different fypes of drown object fo a sfide - square

Lising the rectangle fool, it is possible to add a perfect square to a slde.

*  Ribbon [Insert] [Ilustrations] (Shapes] - select the [Rectangle]and press
the [Shift] key on the keyboard whilst you drag the pointer
o Te draw o perfect square



Bring a drawn object forward and backward

Objects are layered according to the order in which they were created, This
means thal the last object to ba created is always on the top of the others.
This is why the rectangular body of your butterly is “on top” of the other
objects,

This can be changed as follows:
Select the rectangle object

Ribbon [Format] [Arrange] — click the [Send to Back]

button

a

Ribbon [Format| [Arrange] — click the [Bring 1o Frant]

To send the object o the back

button
To bring the object through the layers of other objects to the front

Click the arrow to the right of tha [Bring to Front] or [Send to Back]
buttons

=]

&

Select [Bring Forward] or [Send Backward)]

o

=]

To see the respactive sub manus

| R4 Send to Back * |

|"_'i Bring o Frorti- |

To move the object forward or backward one layer
Finally, select the butterly body and click [Bring to Front]
To place the butterfly body on top of the wings

<3, Bring to F:untf.q =
; {i Bring to Front
. LYy Bring Forward

|88, Send to smT{ Be
"!E. Sendto Back
4y Sena Backward

= [Bring T Frant]ar
|Sewd ta Badki] I



Add different types of drawn object to a slide - arrow

You will now insert two diagonal arrows to use as the butterly antennae,

= Ribbon [Insert] [[Bustrations] — click [Shapes]

» From the [Lines] section select [Armow] |£|
= The cursor becomes a cross hair '

» Click and drag across and up the page
o To draw a diagonal amrow

s Duplicate the armow

= Flip the amrow

» Nove the arows to place them as “feelers” for the butterdfly graphic

Change arrow start style, arrow finigh style

This will give each feeler a more authentic 'tip’.
= Select both the fesler objects
= Ribbon [Formal] [Shape Styles] - click the [Shape Outline] button
« From the drop down manu select [Armows]
= Tossa the preset arrow formats available
* [From the [Amrows] sideé menu select [More Amows.....]
= Tosee the Format Shape dialog box, open at the Line Style tab
« In the [Arrow Sellings] section — click the [End type] button E
= Select a suitable style from the [End type] sub menu
» [Close] the Format Shape dialog box

E=

- “




« Select all the objects that make up the buttarfly

« Group the ohjects

= Resize the butterfly, remembering to hold down the [Shift] key to retain its
size ratio
o Tomake the butlerly the size of a lange stamp

Vou wiil need to know
Add different types of drown object fo a slide - block arrow

It is alsa passible fo add block arrows te a presentation, Although you do rot
need one For your butterfly logo, the following is the precedure to fellow to add
a block arrow:

o Ribbon [Tasert] [Tiustrations] - click [Shapes]
» From the [Block Arrows] section select the

Hisce A

el b H el T
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o Click info your side, hold down the left button and drag

» Release the left buttfon when you have the sire and shape you need

fype of block arrow you need

= Te greate o block arrow in the selected style ' .

bDelete graphical objects, charts in a presentation
If your presentation contains a graphical object ar chart that you ne longer
need, it i possible 1o delere it
» Select the object or chart fo be deleted
» O the keyboard press the [Delete] key
o Todelete the selected obyject or chart

Ensure that you do not delete any graphical objects that you need for the
presentation’



Add different types of drawn object to a slide: text box

» Ribbon [Insert] [Text] - dick the [Text Box] button

= Move the pointer over the slide to position fhe text box .

= Click and drag across your document L
e Tocfeate a lext box

o Toset the length of your text box

Enter text into a text box

« Type "Butterfly House” in the text box
+« Click outside the text box
= Tode selectit
o Depending on the default settings of your cornputer the text box may
ar may not have a border round it

9 0
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¥ous will need to know:

Enter text info a block arrow, rectangle, square, oval, circle
Text can be added fo other drown ob fects, such as block arrows, recfangles,
squares, ovals and cireles, as follows:
o Select the drown object
«  Starr nyping
o To enter text into the object



Format the 'Butterfly House' text box as follows:

Line colour ]

» Click the outside edge of the text box  Buttority Housa
o Tochange the box from a text edit box to an object : |

= Ribbon [Format] [Shape Stylas] — click the [Shape Outling] bution

» From the drop down menu select a suilable colour for the text book
bonder

a  Toselect a line colour for the fext box border

Line weight

« Ribbon [Format] [Shape Styles] — click the [Shape Outling] button

* From the drop down menu, select [Weight] and from the sub menu select
i3 pt]
s Tomake the text box border lirne thicker

Butterfly House

Line style

» Ribbon [Format] [Shape Styles] - click the [Shape Oultline] button

» From the drop down menu, select [Dashes] and from the sub menu select
|Dash]
a  Toselect a dashed line style for the text box border

. - . . T . . -

(Butterfly House |
Background colour
* Ribbon [Formaf] [Shape Styles] - click the [Shape Fill] button
=  From the drop down menu hover over a calour
s 1o see the text box with that codour fill
= Select a suitable colour for the texd box
s Tochange the shape fill for the text box



Apply a shadow to a drawn object

* Ribbon [Format] [Shape Styles] — click the [Shape Effects] button

=  From the drop down menu, select [Shadow)]

s From the sub menu [Outer] section, select [Offset Diagonal Boftom Right)
= Toapply a shadow effect to the bottom and right side of the text box
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» Liga the font formatting and re-sizing options
s To improve the visual effect of the text box

Reducing the width of the text box will cause the text to wrap to a second
line, automatically increasing the depth of the box to fit the test

Sutferty

Jess o
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= With the text box selected as an object, position the painter directly over
the frame of that object

¢ [he pointer becomes a four-headed amow
= Click and drag the text box
o To position i under the buttarfly




« Select both the text box and the butterfly image
= Group those objects

o Tocreale a logo for use in your presentation
» [Save] the completed logo preseniation




Exercise 3  Master slide

This Exercise will work with the slide master for your Butterfly House
presantation,

Every presentation containg al least one slide master, which stores
information aboul the theme and available shde layouts for the presentation.
This information includes the background, colour, fonts, effects, placeholder
sizes and positioning for each of the shide layouls.

You will copy the butterfly house logo into the shide master of the Butterfly
House presentation that you compleled in the previous Example. This wil
then display the logo on each slide of the Butterfly House presentation, and
will add it to any slides you add to the presentation in the fulure.

You will also enter text, slide numbears and dates into tha fodlar of the
Butierly House presentation slides.

Open a presentation

This will open a copy of the Butterfly House Example 6 presentation that is
stored with your exercise files. This presantation will be opened in addition to
the butterly logo presentation.
= Ribbon [File] click the [Open] button 7 Gpen
¢ Toview the Open dialog box
» Mavigate through the dives and folders in your filing system and salect
vour exercise file location
= From the list of folders in your exercise file location, select [Module 6)
= In the Module B folder, select the file named "Butterfly House Example 6

* Click the [Open] button e

) . [« (Eesd}
To open the presentation on screen | & T s the Claes

= [Sawe] the file to a suitable location || e




Copy graphical ocbjects between open presentations

This will copy the butterfly logo and pasie it into the slide master of the

Butterfly House preseniation.

Switch to the logo presentation

Select the butterfly house logo

Ribbon [Home] [Cipboard] — click the [Copy] Button

a Toplace a copy of the logo on the clipboard

Switch to the Butterfly House presentation

Ribbon [View] [Master Views] - click the [Slide Master] button
> The [Slide Master View] opens

o Inthe left pane, the layout for the Title and Content Layout

| Master |

style will be salected, as this is the layout for the slide you had cpen

on screen before you changed the view

Ribbon [Home) [Clipboard) — click the [Paste] button

o Topaste the butterfly logo onto the layout of the Title and
Content layoul Shide

0

Parte

"

o The logo will be inserted on every slide of the presentation based on

the Title and Content Layout style

Click te-edit Master title style

"s Click mu:hE: y bt styles




Remove a graphical object from o master slide

As the logo has been inserted in the layout of the Title and Content Layout
style it will only appear in existing and new shdes based on that style. To
ensure that the logo is applied lo all slides. regardiess of thair layout, it needs
o be placed in the Office Theme Slide Master.

You will now remove the logo from the Title and Content Layout and put it In
the Office Theme Slide Master

= Select the logo graphic
* Press the [Delete] key on the keyboard
¢ Toremove the logo from the selected lavout

» Select the logo presentation and [Capy] the logo m

= Select the Buttedly House presentation
* In the pane al the leff of the screen, click the Office Theme Slide Master,
lecated at the top of the pane
a Tosea the Office Theme Slide Master displayed on the main screen
If you have changed o a different theme for your presentation, the
word ‘Office’ will be replaced with whichever theme you are using
» Ribbon [Home] [Clipboard — click the [Paste] button
n 1o paste the buttarfly logo onto the Office Theme Slide
Mastar

a  Toinsert the logo on every layout in the presentation
o The logo will now be present on every slide you create in your
presentation
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Align a graphical object relative to a slide

a0 far, you have used the click and drag technique to move your drawn
object and position il by eye. For more exact positicning, you might prefer io
align the object relative 1o the slide.

« Select the butterfly logo
* Ribbon [Format] [Arranga] — click the [Align] button -
s From the drop down menu make sure that the [Align to Slide]

oplion Is marked with a tick
* Salect [Align Right]

o To move the logo to the right edge of the siide
= Ribbon [Format] [Arrange] — click the [Align] button =
= From the drop down menu select [Align Top] |

s To position the logo at the top right of the slide

The [Align Left], [Align Center] and [Align Bottom] buttons can also be used
to amand the alignment of any selected object.

* Ribbaon [Slide Master] [Close] — click the [Close Masier View|
bution
= Toretum to the [Narmal] view '
* From the [Slides] tab on the laft of the screan, select each side in turmn
= To see the logo inserted at the top right of each slide
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Vou will need fo know:
Move graphica’ obfects between open presentations

As opposed to copying, a graphical object may be removed from one
presentation and pasted inte another,

Select the graphicel ohject you want fo move

Ribbon [Home] [Clipboard] - click the [Cut] Button

s Teremove the object and place if on the clipboard

Select the presentation the graphical object is to be placed in —

-
Ribbon [Home] [Clipboard] - click the [Pastej Butfon B
v Topaste the graphical object fo its new focation P

Insert a graphical object into a slide

You will insert into Slide 1, a picture that is stored with your exercise files,

Select Slide 1 of the Butterfly House prasentation

Ribbon [Inser] [Images) — click the [Picture] bution

a Toapen the Insert Piclure dialog box :,T:u.':'r
Navigate through the drives and felders in your filing system and

select yvour exercize file location

From the list of folders in your exercise file kocation, seled [Module &)

In the Module G folder, select the file named "Badge”

Click the [Insert] button

s Toinsert the badge pictura onto Slide 1

|Ahign] the badge in the top left comer of the slide

@ Welcome to Butterfly House ﬂ

* Therears three nousasin our schogol
1 malterthe



You will need fo know

Insert a graphical object inte a master slide

The badge cowld be inserred info the Shide Master in the same way.

o Ribbon [View] [Presentation Views] - click the [Slhide Master] butten

o The [Slhide Master View] opens ﬁ
*  Ribbon [Insert] [Images] - click the [Picture] button

o Togpen the Insert Picture dialog box o
«  MNovigate through the drives and folders in vour filing system and select the

badge

» click the [Insert] button
o 1o msert the badge onto the slhide master
= To view the badge on any layouts associated with that master
*  Ribben [Shde Master] [Close ] - click the {Close Master View ] button

=]
[
a 1o clofe the shdes master view |”""" g

Enter text into footer of slides in a presentation

Information contained in the footer of any slides in a presentation is stored in
the skde master; however the presentation does nol have to be in slide
master view in order to apply information to the footers,

You will now enter text into the fooler of the Butterfly Housae presantation.

« Ribbon [Inser] [Text] — click the [Header & Footer] bution
o The [Header and Fooler] dialog box opens

» Click the [Footer] tick box
s Toput a lick in the lick box
= Toenable the text field

= |nthe footer lext box, type your name



Either
= Click [Apply to all]

= To apply the footer text to every page of the presentalion
Cr

- Click [Appy]
a To apply the footer text to the selected slde only
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Apply automatic slide numbering into footer

This will apply shide numbears to soma or all the slides in the presentation,
« Ribbon [Inser] [Text] — click the [Sfide Number| button I_ﬂ
o  The [Header and Footer] dialog box opens S
= Click the [Slide number] tick box —
Eithar
= Click [Apply to all]
o To apply slide numbering to every page of the presentation
Or

= Click [Apply]
= Toapply slide numbaring to the salacled slide only




Apply date into footer

The dste and/or time can be added 10 your siides. This can either be fixed,
or set i aulomatically update to the current date and time each time the
presentalion is opened.

» Ribbon [Inser] [Text] — click the [Date & Time] buttan =
s The [Header and Footer] dialog box opens :;'_1':3
» Click the [Date and Time] tick box ol

Either

» Select the [Update Automatically] radio button

« Click the arrow to the right of the [Dale and time] field and select the date
and time format from those availabla in the drop down menu

Or

= Select the |Fixed| radio button
s Toseethe curent date shown in the [Fixed] date field

« [f you need a different fixed dale or date format shown on your slides,
debate the text in the field and type in the information required

» |f you have more than one Language installed on your computer, you can
select from the [Language] section

Either

= Click [Apply to all]
= To apply the time and date to every slide of the presentaticn

or

s Click [Apply]
= To apply the time and date to the selected slide only
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Exercise 4  Close o presentation application

» Ribboen [File] click the [Exit] button Ef b
o Toclose PowerPoint as well as any open
presanialions

o Ifyou have any open presentations that have not been zaved since
thay ware last updated, a waming box will open for each of thesa
presentations in tum, asking if you want to save the changes you
made fo the presentation

fepbeard thprezus !
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Example 7 - Outputs

This Example will cover preparaton, checking and delivery of outpuls for
prasentation 1o screen or printer.

You will learn how to spell check a presentation, and how lo amend the
setup, onentation and paper size, before selecting the appropriate output
farrmal for the presentation.

Slicde show setfings such as transiion effects, animalion effects and
presenter notes will be leamed. You will choose which slides 1o hide and
show, before running a slide show and navigating through the stides in the
show.

You will leam how to print a number of copies of all and par of a
prasentation; in slide, handouwt, notes and outline view.



Exercise 1  Open a presentation application

= From the Task Bar at the bottom of the screen, click the [Start] button

« Select [All Programs] [Microsoft Office] [Microsoft Office PowerPaini]
o Microsolt PowaerPoint will open, with a new, Title Slide on screan

Exercise 2 Open o presentation and save under another name

With your Module & exercise files, thera is a presentation named Butterfly
House Example 7. Once you have opened the presentalion, you will save it
with 2 new name, to a new location. This will ensure that the original
presentation remains unchanged in your exercise file location,

Open a presentation

This will open the Butierfly House Example 7 presantation stored with your
exercise files.
* Ribbon [File] click the [Dpen] button _J Open
= Toview the Open dialog box
= MNavigate through the drives and folders in your filing system and select
your axercise fila location
= From the list of folders in your exercise file location, select [Module 6]
= |n the Module 6 folder, select the file named "Butterfly House Exampla 7°
+ Click the [Opan] button
s Toopen the presentation on scresn
» [Save] the presentation to a suitable location in your filing system

s (Ot « 0
| Te cgmn tar Cyme
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Exercise 3  Preparation

This Exercise will prepare the Butterlly House presentation for outputting to a
slide show or a printar.

Add presenter notes to slides

MNotes can be added o each slide, (o give additional information about the
slides to anyone prasenting a slide show. These notes can also be printed
out,
s Select Slide 6
s Click into the Notes Pane under the Slide Pane
s Tosee the words "Click to add notes” replaced with a flashing
inserion point
« Type “In the Other slice, chess is the most popular other hobby.
Football is our favourite sport”
o Tomemind the speaker of how to verbally expand on the main points
of that skide
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Add transition effects between slides

Slide transitions are effects that occur when a Shde Show presentation
moves from one slide fo the next. You can set the speed of each slida
transition effect, and add a sound effect. A transiion effect and seltings can
be applied fo all siides or each slide can be set differently.

= From the Slides tab, select Slide 1

= Ribbon [Transitions] [Transition to This Slide] — click the [Mare] !
down arrow to the rght of the Transition style box

» Lse the scroll bar to the right of the drop down menu a
¢ Toses the full range of transition effects available 1o you

= Hold the pointer over an effect from the list
a To see thal effect working on the salected slide

s Click an affect thal you like
= To apply an eflect that introduces the curently selected slide
= Toinsert a [Play Animations] symbaol to the side of that slide's

thumbnall in the Shdes lab D

= Ribbon [Transitions] [Timing] - click the & Sound Dio tound] {:ﬁg
arrow to the rght of the [Sound:] field o
o Tosee the sound effects available to you

»  Hover over a sound effect
o To hear it applied to the slide
e This will only be audible f your compuler has sound facility

Eithar

= Saolecl a sound you like
e Toapphy it to the glide trangition effect

Or

= Select [No Sound)

* Ribbon [Transitions] [Transition 1o This Slide| = click the arow to the right
of the [Duration:] field



= LUse the up and down amows to select the length of time you wanl the
transition effect to last for

| 4 Duration 0300 =

Either
+ Ribbon [Transitions] [Timing] — click [Apply to All]
a To apply the selected transition effects to all slides
in the presentation

|,..-.'i Apply To &l |

Or
« Select each slide in tum
o 1o apply a different effect to each slide in the presentation

Remove transition effects between slides

= From the Slides tab select the slide with the transition you want to remove

= Ribbon [Transitions] [Transition to This Slide] - click the [Mone]
butlon | '

s Toremove the transition effect from the selected slide
a I you cannot see the [None] biffon on soreen, click the up arow
fo the right of the Transitions shown, to bring I info view

Add preset animation effects for different slide elements

Animation effects can be added to any element of a slide or Slide Master,
such as placeholders, charis, tables, piclures or any graphical or drawn
cbjects. Each elament of a slide is animated separately on its entrance or
exit, or for emphasis whilst on screen,. The animations will be shown during &
slida show n the order thal they are applied 1o each slide.
= From the Slides tab salect Slide 1
» On Slide 1 - click on the badge in the top left comer

o Toseabectit



=  Ribbon [Animations] [Animation] - chok the [More|
Dutton
« Fram the drop down menu of [Entranca|, [Emphasis]
and |Exit] styles, hover over each of the options
o 1o see the effect each has on the way the badge 2
will be presented during a Slide Show =
« From the [Entrance] section select [Wipe] P ies
= To apply the [Wipe] animation effect o the badge
» On Shide 1 - click anywhare n the Uil
o Tosalect the title placeholder
= Ribbon [Animations] [Animation] — click the [Mare] bufton
« From the drop down menu select [Fly In)
o 10 apply the [Fly In] animation to the title placeholder
=  On Slide 1 - click anywhere in the main body of the shide
s To select the content placehoider
= Ribbon [Animations] [Animation] — click the [Mare| bution |
«  From the drop down menu hover over each of the opfions b
|

o Tosee the effect each has on the slide

¢ From the drop down manu [Fade)

+ Click the [Effect Options] button and ensure that ia "Ir
[By Paragraph] is selected —_—
o To fade the paragraphs in one at a time :; ;_.:._
* Select each slide in turn ] e

= To apply differant animations to each slide in the presentation
» Ribbon [Animalions] [Timing] - amend the [Duration] where relevant for
any of the animations you apply to the slides

You will need to kmow

* Remove prese! animation effects for different siide elements
Te remove an animation effect from any element of a siide

e Seglect the relevant slide and slide element

s Ribbon [Animations] [Ammation] - select [Nore]

o Toremove the animation effect




Change view

s You will now change 1o slide sorter view, in order o select which slides 1o
hide and show when you run a slide show for the Butterlly House

presentation.

Either

= Ribbon [View] [Presentation Views] — click the [Slide Sorter] button £|
o Tochange to Slide Sorer view e

| Sertir

Cr
» Select Slide Sorter view from the buttons o the rght of the status bar

=

EELER

Hide, show slides
It is possible to hide slides from a slide show presentation,

= Selacl the siide you want 1o hide =_.|
-

= Ribbon [Slide Show] [Set Up| - dick the [Hide Slida] button
a  Toomii that shide from the on-Screen slide show Biade

= Toput a line through that slidea’s number
The [Hide Slide] button is a toggle button.
» Sglect the hidden slide you want to show

= Ribben [Slide Show] [Set Up] - click the [Hide Slide] button | .
s Toinclude that slide in the en-screen slide show —

o Toremove the line through the number of that slide’s
thumbnail on the Slides tab pane

“




Select appropriate output format for slide presentation

You will now set the output formal appropriate o the way the slides will be
presented.

Presentations can be output in several formats, including an on-screen show,
overhead or as handouts. For each format, PowerPoint will size the shdes

appropriately.

« Ribbon [Design] [Page Satup] - click tha [Page Satup] button

(=]

To see the Page Setup dialog box 'p—! \
BT
R

= In the dialog box click the arrow to the right of the
[Shides sized for] fiekd
+ Lise the scroll bar to the right of the: drop down menu

.

a

o

To zee the selections available 1o you

To see that there are several ratios available for on-acreen shows

To see that there are several paper sizes available for handouts

To see that there are specific settings for 35mm slides, overheads
and banners

To see that there is a [Custom] option, if none of the available options
is suitable

* Make a selection appropriate 1o the screen size or device the siides wil
be presented on

*  Click [OK]

=]

To close the Page Selup dialog box




Exercise 4 Check and deliver

This Exercise will spell check the Butterfly House presentalion and amend
the slide setup, before printing the presentation.

Before yvou show a presantation or 2end it to print, it should be checked to
ansure all the words ara corractly spelt. Microsoft PowerPoint contains a
speling checker, The default setfing in Microsoft PowerPoint enables
speling to be checked as you type.

If you type a word that the spelling checker considers incomact, a red wawvy
underling appears baneath it
s Right click over a rad wavy undarlined word
= Toseathe drop down menu, with a list of suggested alternatives and
actions
+ Selact from the fist
¢ Toreplace the incorect text with the appropriate altemative

housses in.nur schoal
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The flustralion above shows the word “houses” in Slide 1 purposely
misspelt



Spell check a presentation

The Spelling and Grammar dialog box will only open if there are errors in the

current document.

s Ribbon [Review] [Proofing] = click the [Spelling] button ' ,‘?
a I there are any emars in the document, the Spelling dalog

SpElling
box will open !
o Suggested corractions for the first emor will be displayed
» Select the correction you requira [ p—

= [F¥)
= T bt i Bl CheCh

The options for correction are as follows
« Click [ignore]
= Toretan your curent spelling in this instance
= Click [Ignora All]
= Toignore all instances of this spalling in the document
« Click [Add o Dictionary]
o Toadd your spelling to the Word custem dictionary
= Click [Change]

s Tochange the spelling of this word in the document 1o the highlighted
suggested amendment
« Click [Change All]
= Tochange the spelling of all instances of this word in the dogument to
the highlighted suggested amendment
= Click [lgnore] or [Delete], to deal with a repeated word

Whan the check is complete the dialogue box will close and a message will
be displayed.
= Click the [OK] button

s Toclose the message




Start a slide show

MNow thal gl setlings are in place, and the presantation has been checked,
vou will nun a slide show,

To start a slide show from the first slide

Either

« Ribbon [Siide Show] [Start Slide Show] - click the [ |
[From Beginning] button F_r{:'

oOr Esginning |

= Selecl Slide 1

« On the status bar - click the [Slide Show] button =

= 1o seeg Shde 1 on the screan
o If you have applied animations to this slide, the animated elements
will not vet be shown
This means that Slide 1 of the Bufterfly House presentalion will open
in the slide show as a blank sbde, confaining just the butferfly logo.
The other elements will be shown in turn, as you navigale through e
show

Mavigate to slides during a slide show

Whilst running a slide show, you can move to the next slide, previous slida ar
a specified slide. If a side conlaing animated elemants, these methods will
navigate batween the elements in the slide also

To navigate to the next slide or element in a slida, any of the following
mathods can be used:

[Enter] an the keyboard

[Page Down] on the keyboard

[Down] or [Right] Arrowon the keyboard

[Left click]



To navigate to the previous slide or element in a slide, any of the following
methods can be used;

= [Page Up] on the keyboard

& [Up] or [Left] Arrow on the keyboard

= [Right chick] and select [Previous] from the sub menu

To navigate fo a specific slide in a slide show, the following method can be
used;
= [Right mouse] and select [Go to slide] from the sub menu
s Toview a list of the slides in the presentation
= Select the required slide
s Tonavigate to that slide
a  INthe specified slide contains animation effects, only the first element
will be displayed

If wou move the pointer 1o the boltom left of the screen whilst in a slide show
4 buttons will be highlighted as you move over them. These buitons allow
vou to choose next slide, bo work with a pen in the slide show, slide show
menu and previous slide,

Start a slide show from current slide

Slide shows may also be stared from your currently selecled slide.
s Change to Slide Sorter view

= Select the slide you want the slide show 1o star from
Either N—

+ Ribbon [Slide Show] [Start Side Show] - click the "EI |
[From Current Siie] button Cuemt S |

Or

» DOn the status bar - click the [Slide Show] button .;?' .
= Tosee the selected slide on the screen e

o I you have applied anmations to this slide, the anmated elements
will not yvet be shown



Change slide setup

Earlier you sel up your presantation to look its bast when displayed on the
soreen 35 A slide show., This exercise will show you how to change the
seftings of your presentation ready for printing. It will also show you how
change the orentation for a presentation,

Paper size
* Ribboen [Design] [Page Setup] — click the [Page Setup] button
s Toopen the Page Setup dialog box
= Inthe dialog box, click the amrow to the right of the [Slides sized for:] field
= LUea the scroll bar to the right of the drop down menu
o To see the selections avallable to you
= Select the correct paper size for your printer
e [n the [Number slides from:] field, enter [1]
o To number your pages, with the first slide being number 1

= Click [OK]
o To accepl the changes

Orientation

I is also possible to change the slide layoul from [Landscape] 1o [Portrait] for
a presentation. If you require slides in [Portrait], it is highly advisable 1o make
this change as soon as you starl your presentation. Cerientation changes
made after a slide is prepared will atter the size ratic and appearance of
every object on it. This setting affects all slides in the prasaniation.



Although you do not wanl to change the orientation of the Butterfly House
presentation, the following is the proceduere that would be followed:
« Ribbon [Design] [Page Setup] — click the [Page Selup] butlon
= Toopen the Page Setup dialog box
= In the [Orientation] section, select the [Portraif] radio button
= Toset the page so thal the short side is at the top
* Click [OK]
e Toaccepl the changes

Print entire presentation, specific slides, number of copies

» Ribbon [File] click the [Print] button
= Toopen the Prnt dialog box
o Toview the prnt oplions

Print

« To preview the current slide on screen as it would print

In the Print saction:
e Usa the arrows 1o the right of the [Copies:] section
o Tosalect how many copies of the presentation you wish to print

In the Printer section:
= Select the approprata printer from the drop down list

In the Saltings secton:
= (Click the drop down amrow to the nght of [Print All Slides]

= Toview and select the appropriate oplions for what to prnt, such as

all slides, the currently selected slides or the current slide

« To print particular page ranges, type these ranges in tha [Pages] field

The [il button explaing the format to enter page ranges into this fleld
s Click [OK]

= To print the chosen slides lo the selectad printer s

w TRl = F will pjuer 15e
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Print handouts, notes pages, outline view of slides

It is also possible to print handouts, notes pages and outline view of slides.

= Ribbon [File] chick the [Prin] button
o Toopen the Prind dialog box

o Toview the print options
= To preview lhe curren! slide on screen as it would print

In the Print section:

Print

» Use the armrows to the rght of the [Copies:] section

= Toselect how many copies of the presentation you wish to prind

in the Prnter saction:

» Select the appropriate printer from the drop down fist

In the Settings section:

« Click the drop down armow to the right of [Full Page Slides]

= Toview tha options to print Notes pages, Outline or Handouts

« Salect the type of document you want to print

s To preview the cument slide as it will print as this type of document

» |f you wish to print [Handouts], select the number of [Shdes par page] vou

require, and whether they should appear an the page horzontally or

vertically
« Click [OK]

s  To print your selections
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Save a presentation as another file type

It is possible to save PowerPoint presentations as different file types. Two of
the most common are as a ‘template’ — which can then be used as the basis
of fulure PowerPoint presentations; and a 'show’ — which will always open in
slide show view rathar than normal view.

It is also possible to save a presentation to be used with different versions of
PowarPoint, W a presentation is going fo be used on a computer that
contains an older version of PowerPoint than Office 2007, you should save it
in that format, as thera are features in Office 2007 that are not supporied in
the older versions, A single shde, or the entire presentation, can also ba
saved as an image file, in GIF, JPEG, PNG, TIFF or BMP formal. A
presentation can also be saved in a text farmat (RTF).

The procedure to follow to save a presentation as another file type is the
same for every typa.
« Ribbon [File] click the [Save As] button | swes
= Toopen the Save As dialog box, in order to be
able 1o choose an altemative file formal
s Click the drop dewn button to the right of the [Save as type:] field
= To view the available fie types




s Ensgure you have selected an appropriate ncation in your filing system
» Click the [Save] button

=}

If you have selected an image file lype, you will see a message,
asking whather you wanl o save the current slide, or every shde in
the preseriafion

Choose one of the avaifable oplions
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To save the slide or presentation to your selected location, as the
selected file type

Exercise 5 Close a presentation application

« Ribbon [Fils] click the [Exit] button (B

L]

To close PowerPoint as well as any open

presentabons

If wou have any open presentations that have not been saved since
they ware last updaled, s warning box will open for each of these
presentabons in lurn, asking if you want to save the changes you
made to the presentation
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