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Introduction to the module

This modules describes the performance outcomes, skills and knowledge required to operate

presentation applications and perform basic operations, including creating, formatting and adding

effects to presentations.

This module is designed to meet the industry requirement under web development and database

administration occupational standard, particularly for the unit of competency: Operate

Presentation Package

This module covers the units:

Create presentations
Customize basic settings

Format presentations

Add slide show effects

Print presentation and notes

Learning Objective of the Module

Creating presentations
Customizing basic settings
Formatting presentations
Adding slide show effects

Printing presentation and notes

Module Instruction

For effective use this modules trainees are expected to follow the following module instruction:

1.

o~ wn

Read the information written in each unit

Accomplish the Self-checks at the end of each unit

Perform Operation Sheets which were provided at the end of units
Do the “LAP test” giver at the end of each unit and

Read the identified reference book for Examples and exercise
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Unit one: Create presentations

This unit is developed to provide you the necessary information regarding the following content

coverage and topics:

e Opening a presentation package application

e Creating a simple design for a presentation according to organizational requirements

e Opening a blank presentation And adding text and graphics
e Applying existing styles within a presentation

e Using presentation template and slides

e Using various tools to improve the look of the presentation

e Saving presentation to directory

This unit will also assist you to attain the learning outcomes stated in the cover page.

Specifically, upon completion of this learning guide, you will be able to:

e Open a presentation package application

e Create a simple design for a presentation according to organizational requirements

e adding text and graphics by opening a blank presentation

e Apply existing styles within a presentation

e Use presentation template and slides

e Improve the look of the presentation by using various tools

e Save presentation to directory
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UNIT ONE: CREATE PRESENTATIONS

1.1.0pen a presentation package application
Introduction

You can use PowerPoint 2016 to develop professional presentations for electronic delivery as
on-screen slide shows, or for print delivery as slide decks with handouts and note pages. You
can also use PowerPoint to quite easily lay out complex single-page presentations for

production as flyers, posters, or postcards, or for delivery as electronic files, such as pictures.

Also a presentation program that allows you to create dynamic slide presentations. These
presentations can include animation, narration, images, videos, and much more. In this lesson,
you'll learn your way around the PowerPoint environment, including the Ribbon, Quick Access

Toolbar, and Backstage view.

The PowerPoint interface

When you open PowerPoint for the first time, the Start Screen will appear. From here, you'll be
able to create anew presentation, choose atemplate, and access your recently edited
presentations. From the Start Screen, locate and select Blank Presentation to access the

PowerPoint interface.

Working with the PowerPoint environment

The Ribbon and Quick Access Toolbar are where you will find the commands to perform
common tasks in PowerPoint. Backstage view gives you various options for saving, opening a

file, printing, and sharing your document.
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The Ribbon

PowerPoint uses atabbed Ribbon systeminstead of traditional menus. The
Ribbon contains multiple tabs, each with several groups of commands. For example, the Font

group on the Home tab contains commands for formatting text in your document.
Showing and hiding the Ribbon

The Ribbon is designed to respond to your current task, but you can choose to minimize it if you
find that it takes up too much screen space. Click the Ribbon Display Options arrow in the

upper-right corner of the Ribbon to display the drop-down menu.

e Auto-hide Ribbon: Auto-hide displays your workbook in full-screen mode and
completely hides the Ribbon. To show the Ribbon, click the Expand Ribbon command
at the top of screen.

o Show Tabs: This option hides all command groups when they're not in use, but tabs will
remain visible. To show the Ribbon, simply click a tab.

e Show Tabs and Commands: This option maximizes the Ribbon. All of the tabs and
commands will be visible. This option is selected by default when you open PowerPoint
for the first time.

Using the Tell me feature
If you're having trouble finding command you want, the Tell Me feature can help. It works just
like a regular search bar: Type what you're looking for, and a list of options will appear. You can

then use the command directly from the menu without having to find it on the Ribbon.

The Quick Access Toolbar
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Located just above the Ribbon, the Quick Access Toolbar lets you access common commands
no matter which tab is selected. By default, it includes the Save, Undo, Redo, and Start From

Beginning commands. You can add other commands depending on your preference

1.1.1.Start PowerPoint

The way that you start PowerPoint 2016 is dependent on the operating system you’re running on
your computer. For example:

mm In Windows 10, you can start PowerPoint from the Start menu, the All Apps menu, the Start
screen, or the taskbar search box.

(1] In Windows 8, you can start PowerPoint from the Apps screen or Start screen search
results.

mm In Windows 7, you can start PowerPoint from the Start menu, All Programs menu, or Start
menu search results.

You might also have a shortcut to PowerPoint on your desktop or on the Windows askbar.

1.2.Create a simple design for presentation according to organizational
requirements

Manage Office and app settings
You access app settings from the Backstage view; specifically, from the Account page and the
PowerPoint Options dialog box.
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1.3. Opening a blank presentation And adding text and graphics
A.Create presentations

When creating a new presentation, you can start by using a blank presentation or by
using a presentation that is based on a template. Unlike the templates provided for Word
and Excel, most PowerPoint templates are design templates that control thematic
elements (colors, fonts, and graphic effects) and slide layouts rather than content

templates that provide purpose-specific placeholder content.

When you start PowerPoint, the app displays a Start screen that gives you options for

opening an existing presentation or creating a new one.

PowerPoint

The Start screen appears by default but can be disabled

Fig.1.Start screen display

1.4. Applying existing styles within a presentation
There are a few different ways to start a new presentation. If you press the Esc key

when this screen appears, PowerPoint starts a blank presentation for you. You can
also select from among the presentation thumbnails and links to create presentations

based on the following sources:
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Blank presentation If you want to build and format a presentation from scratch, you

can start with a presentation based on the Blank Presentation template.

Design template You can save time by basing your presentation on one of the many

design templates that come with PowerPoint. A design template is a blank

presentation with a theme already applied to it. Sometimes it includes background

graphic elements and specialized slide layouts.

Content template You can preview and download many pre populated presentation

templates from the Office website. These templates provide not only the design

elements but also suggestions for content that is appropriate for different types of

presentations, such as reports or product launches.

The alternative slide size is Standard (4:3), which is optimized for wide

rectangular screens such as that of the iPad.

Standard slide size

- 4:3 aspect ratio
« Matches screen resolution such as:

* 800 x 600

- 1024 x 768

« 1152 x 864

* 1600 x 1200

« 2048 x 1536

- 2560 x 1920

= Matches the aspect ratio of standard tablet screens

= Exactly fills the screen in the Slide pane and when printed on a

tablet

F1.2.Standard slides fit tablet screens
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1.5. Using presentation template and slides
PowerPoint files are called presentations. Whenever you start a new project in

PowerPoint, you'll need to create a new presentation, which can either be blank or

from a template. You'll also need to know how to open an existing presentation.

1.6. Use various tools to improve the look of the presentation
The Start screen that appears by default when you start PowerPoint displays a list of

presentations you worked on recently, and a link to open other existing presenta-

tions.

Pomertem

L) Recent Pinned
@ AvsasanisponsHandoutppix
Jase Lammibet's Orserive » Socuine = AYSA
Older
S 2015TshinDesignsppix
7] e Comomt's Orveive = Secune = Dl Toam

AYSA-ImageCanvas pptx
Joan Lamibert's OneDrive = Secure = AYSA = mages

GO

Sites - Onine Training Solutions—. AVSAFAlISponsPoster pptx
Josn S otsiceer Joan Lamiert's GneDire

FBCOver3.pptx
Other Web Locations Joan Lamisert's OneDriv re = AVSA

This PC

o+ i ¢

Add s Place

ReaAaq AR
5
4
¥
2%

Browse

ure « AYSA « AYSAFalISportsHand..

s 8 & & 0w ¥ ¥ g
S § §8 § 2 o

Figl.3.The Open page includes all the locations you've linked to from an Office program

When a presentation is open, you can move among slides by clicking or tapping

elements in several areas of the app window, including the Thumbnails pane in Normal

view and the Slide pane in Normal view or Slide Sorter view. You can also move among

slides by rotating the wheel button on a mouse.
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Figl.4.The scroll bar indicates the position of the current slide in the presentation

1.7. Saving presentation to directory

Navigation pane

Design

Slide pane scroll bar

You save a presentation the first time by clicking the Save button on the Quick Access

Toolbar or by displaying the Backstage view and then clicking Save As. Both actions

open the Save As page, where you can select a storage location.
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Self check-1
1. You can use to develop professional presentations for

electronic delivery as on-screen slide shows, or for print delivery as slide decks with
handouts and note pages.

2. Presentations can include , ,

, , and much more

3. The and are where you will find the

commands to perform common tasks in PowerPoint.

4. gives you various options for saving, opening a file, printing,

and sharing your document.

5. lets you access common commands no matter which tab is

selected.
6. By default, Quick Access Toolbar includes the Save, Undo, Redo, and Start From
Beginning commands.

7. When creating a new presentation, you can start by using a or by

using a

8. You can save time by basing your presentation on one of the many
that come with PowerPoint.

9. PowerPoint files are called

10. Whenever you start a new project in PowerPoint, you'll need to create a new

presentation, which can either be or  from

a
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Operation sheet-1

Operation sheet 1.1: Add commands to the Quick Access Toolbar
e Operation title: Adding commands to the Quick Access Toolbar

e Purpose: To Add commands to the Quick Access Toolbar
e Instruction: Use each steps below properly :
e Tools and requirement:

1. Computer,

2. Office Software,

Steps in doing the task

To add commands to the Quick Access Toolbar:

1. Click the drop-down arrow to the right of the Quick Access Toolbar.

H
Home Insert Design
"‘D |:|La],.n:|ut*
Y] Reset
Paste Mew
- Slide~ LCJsection =
Clipboard Slides

Figl.5.Add command to quick access toolbar

2. Select the command you want to add from the drop-down menu. To choose

from more commands, select More Commands.
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Customize Quick Access Toolbar
e P = i LN
I_—Bl = [ ODpen
Sane
Clipboard = 3 Ermail

1 Ruick Print

Print Preview and Print
Spelling

rMongibello Moo -

(A

Redo

Pasta

Start From Beginning

Touch/Mouse Mode

PMore Comrmmands... —

Showw Belows the Ribbon

] e e ——
Figl.6.Select command

3. The command will be added to the Quick Access Toolbar.

“D X I:I =] Layout -
Mew

Exy ¥ Reset
Paste . B
= » Slide~ CJection~
Clipboard ra Slides

Figl.7. quick access toolbar
The Ruler, guides, and gridlines

e Simply click the check boxes in the Show group on the View tab to show and hide

these tools.

Figl.7. Ruler, guides, and gridlines
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Zoom and other view options

You can choose to view your presentation in Normal view, Slide
Sorter view, Reading view, or Slide Show view. You can also zoom in and out to make

your presentation easier to read.

Switching slide views
e Switching between different slide views is easy. Just locate and select the

desired slide view command in the bottom-right corner of the PowerPoint

window.

[

= Motes B Comments 1= = E3| = |-—1 t + 4% FH

Zooming in and out
You can also select the + or - commands to zoom in or out by smaller increments. The

number next to the slider displays the current zoom percentage, also called the zoom
level.

3
¥
= Motes M Comments = == EE = I - ] + 413 [ I
Figl.8.Zoom in and out
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Backstage view
e Backstage view gives you various options for saving, opening, printing, and

sharing your presentations. To access Backstage view, click the File tab on
the Ribbon.

"'D [ Layout -
¥ Reset
Paste Mew . .
- Slide ~ DSECtIDr‘I"
Clipboard Slides

Figl.9.Backstage View

e Quality Criteria: Perform each steps step by step
e Precautions: use the given steps properly.

Operation sheet-2

Operation sheet 1.2: Create, Open, Pin, Convert and Save presentation
e Operation title: Creating, Opening, Pinning, Converting and Saving presentation

e Purpose: To Create, Open, Pin, Convert and Save presentation
e Instruction: Use each steps below properly :
e Tools and requirement:
3. Computer,
4.  Office Software,
e Steps in doing the task

Create a new presentation:

When beginning a new project in PowerPoint, you'll often want to start with a new blank

presentation.
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1. Select the File tab to go to Backstage view.

Presen
Design Transitions Animations
=] Layout ~ . A
A A K

'f:l Reset )

Paste Mlew . . BE I U S  abe AV Aa .Y
Slide ~ = >ection ~

Clipboard [P} Slides Font

Figl.9.Select file
2. Select New on the left side of the window, then click Blank Presentation.

New

Take a
[ tTour

Blank Prosentation O e T oo et

SALLERY [ eArce | WOOD TYPE
-

Figl.10.Select new

3. A new presentation will appear.

To create a new presentation from a template:
1. Click the File tab to access Backstage view, then select New.

2. You can click a suggested search to find templates or use the search bar to
find something more specific. In our example, we'll search for the

keyword chalkboard.
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New
. e 1 -
Take a @
tour
Figl.11.Blank presentation
3. Select a template to review it.
New
Y Home chalkboard o

Back-to-school present...

Figl.12. Template

4. A preview of the template will appear, along with additional
information on how the template can be used.

5. Click Create to use the selected template.

=
Chalkboard education
presentation
ridescreen)
Create [
P More Images >
Figl.13.Create to use template
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6. A new presentation will appear with the selected template.

To open an existing presentation:

1. Select the File tab to go to Backstage view, then click Open.

Figl.14.Select file

2. Click Browse. Alternatively, you can choose OneDrive to open files stored

on your OneDrive.

Open
Recent

OneDrive - Personal
flores.merced@yahoo.com

This PC

Add a Place

+T7 0 O

Browse l}

Figl.15.Browse

3. The Open dialog box will appear. Locate and select your presentation,

then click Open.
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[ Open b4

« o <« Documents > Presentations ~ O Search Presentations =

Organize + Mew folder £z - @&

~ - 3,
# Ouick access Name Date medified Type
) @%] AdwWorks Proposal 2/16/16 4:07 PM Microsoft P
E Microsoft PowerP

Y] Employee Orientation Microsoft P

& OneDrive

E This PC

[l | Family Tree
[@%] Shelbyfield Adoptable Pets
WY Vacation Photos

Microsoft P
Microsoft P

I Desktop
] Documents
- Downloads
B Movies

B Music

=] Pictures

iy Local Disk (C) o

Microsoft P

File name: | Family Tree

~| Al PowerFoint Presentations -

Tools  ~ Open |+ Cancel

L

Figl1.16.0pen

To pin a presentation:

If you frequently work with the same presentation, you can pin it to Backstage view for

€asy access.

1. Select the File tab to go to Backstage view, then click Open. Your Recent

Presentations will appear.

2. Hover the mouse over the presentation you want to pin, then click

the pushpin icon.

Open

()
\_/

Recent

OneDrive - Personal
flores.merced @yahoo.com

»

This PC

':V_D"]

Add a Place

Browse

Figl.17.Recent

Today
-1 Employee Orientation
Q

2/29/2016 3:18 PM
Merced Flores's OneDrive » Documents

Shelbyfield Adoptable Pets

2/29/2016 31T PM
Merced Flores's OneDrive » Documents

-1 AdWorks Proposal
Q

2/29/2016 3:16 PM
Merced Flores's OneDrive » Documents
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3. The presentation will stay in the Recent presentations list until it is

unpinned. To unpin a presentation, click the pushpin icon again.

@ Recent Pinned
@ Shelbyfield Adoptable Pets 220/2016317PM F
Merced Flores's OneDrive » Documents i
OneDrive - Personal

a flores.merce: d@yahoo.com Today
_ i1 Employee Orientation /20,2016 3:18 PM
El:l This PC @ T e :
=

o) Adworks P'.Dp“a'_ 2/29/2016 316 PM
+ Add a Place Merced Flores's OneDrive = Documents

Browse

Figl1.18.Unpin presentation

To convert a presentation:

If you want access to all PowerPoint 2016 features, you can convert the presentation to

the 2016 file format.

Note that converting a file may cause some changes to the original layout of the

presentation.

1. Click the File tab to access Backstage view.

* Dresign Transitions Animations
C - - - -
D b Clrayeout Centurny Gothic = |40 - A oA
- E‘@ - - ¥ Reset
aste e albe AM - -
- ~ Slide = Section = = &l 5 == &5 faz £
Clipboard L] Slides Font
Figl.19.File

2. Locate and select the Convert command.

Family Tree [Compatibility Mode]
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Info
Family Tree
&

Convert

Ly

Protect
Presentation -

Figl.20.Convert

Family Tree [Compatibility Mode] - PowerPoint

\ipsf » Home » Documents » Presentations

Compatibility Mode

Some new features are disabled for improved compatibility
with previous versions of PowerPoint, Upgrading to the current
file format will enable these new features. Affected abjects
include charts, diagrams, and media objects.

Protect Presentation

Control what types of changes people can make to this
presentation.

3. The Save As dialog box will appear. Select the location where you want to save
the presentation, enter a file name, and click Save.

@ Save As

Organize v Mew folder

-~
[ Microsoft PowerP Mame

v <

T <« Documents » Presentations v O

@5 AdWorks Proposal

Microsoft P
¢& OneDrive
[°] Employee Orientation Microsoft P
g This PC [ Shelbyfield Adoptable Pets Microsoft P
[ Desktop [@] Vacation Photas 2/26/16 10:40 AM Microsoft P
[Z Documents
¥ Downloads
B Movies
b Music

Search Presentations o

- @

Date modified Type

File name: T

Save as type: PowerPoint Presentation

Authors:  rhinson

 Hide Folders

Tags: Add atag

Tools = Save Cancel

Figl.21.Save as

4. The presentation will be converted to the newest file type.

To save a presentation:

1. Locate and select the Save command on the Quick Access Toolbar.
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Transitions Animations

B I U S abe AV Aa A

Figl.22.Select ave as command at quick launch

2. If you're saving the file for the first time, the Save Aspane will appear

in Backstage view.

3. You'll then need to choose where to savethe file and give it afile name.

Click Browse to select a location on your computer. Alternatively, you can

click OneDrive to save the file to your OneDrive.

Jil

Figl.23.Location to save

4. The Save As dialog box will appear.

the presentation.

Save As

OneDrive - Personal
flores. merced@yahoo.com

This PC

Add a Place

Browse [

Select the location where you want to save
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5. Enter a file name for the presentation, then click Save.

6. The presentation will be saved. You can click the Save command again to

You can also access the Save command by pressing Ctrl+S on your keyboard.

@) AdWorks Propeosal
@] Employee Orientation
%) Vacation Photos

8 This PC
B Desktop
=] Documents
4 Downloads

B music
=1 Pictures

= lacal Disk rcn Y €

[ Save As >
<« - <« Documents > Presentations ~ o hPr =

Organize ~ MNew folder

FEe OneDrive - Mame -

File name: | Adoptable Pets|

Sawve as type: | PowerPoint Presentation

~ Hide Folders TEEls =

Authors:  Merced Flores Tags: Addat

Figl.24.Filename for presentation

save your changes as you modify the presentation.

Quiality Criteria: Perform each step by

step

Precautions: use the given steps properly.
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Lap Test-1
Name: Date:
Time Started: Time Finished:

Instructions: Given necessary templates, workshop, tools and materials you are required

to perform the following tasks.

Task 1: Prepare a PowerPoint presentation

e Your task is to prepare a PowerPoint presentation which focuses on a topic

provided by your trainer

Task 2: Add contents to the presentation

Task 3: Save it in Exam folder under Documents
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UNIT TWO :CUSTOMIZE BASIC SETTINGS

When you create a presentation from a design template, the only slide that is immediately
available is the title slide. It’s up to you to add more slides for the content that you want
the presentation to include. You can create slides based on slide templates that are
designed to hold specific types of content, or you can copy existing slides from other

presentations.

2.1Adjusting display to meet user requirements

2.1.1.Display different views of presentations
The elements of a presentation that you want to have a good view of change depending

on what you’re currently doing with the presentation. You can switch among standard
presentation views, adjust the elements shown in each view, and change the
magnification of the content in the app window.

A. Display standard views

PowerPoint has six views in which you can create, organize, and preview

presentations. The views are:

Normal view This view includes the Thumbnails pane on the left side of the app window,
the Slide pane on the right side of the window, and an optional Notes pane at the bottom
of the window. You insert, cut, copy, paste, duplicate, and delete slides in the Thumbnails
pane, create slide content in the Slide pane, and record slide notes in the Notes pane.

Notes page view this is the only view in which you can create speaker notes that contain
elements other than text ,although you can add speaker notes in the notes pane in normal
view, you must be in notes page view to add graphics, tables, diagrams, or charts to your

notes.
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Outline view this view display a text outline of presentation in the outline pane and the
active slide in the slide pane.you can enter text either directly on the Slide or in the outline
Reading view In this view,which is ideal for previewing the presentation, each slide fills
the screen. you can click buttons on the navigation bar to move through or jump to
specific slides.
Slide show view This view displays the presentation as a full-screen slide show, beginning
with the current slide. It displays only the slides and not the presenter tools.
Slide sorter view This view displays the thumbnails of all the slides in the presentation.

In this view, you mange the slides, rather than the slide content.

View Shortcuts toolbar

B = ®@ 9]-—1 + 7% B3

The active view is shaded
Change the display of content
You can easily switch among multiple open presentations. If you want to compare or
work with the content of multiple presentations, you can simplify the process by

displaying the presentations next to each other.

Fig2.1.Change the display of content
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Tiling app To help you to more precisely position and align slide elements, you can

display rulers, gridlines, and guides in the Slide pane, and change the magnification of the

current slide.

Gridlines are faint dotted lines that mark off specific units of measure on a slide. You

can adjust the spacing of gridlines in the Grid And Guides dialog box, but you can’t

move them on the slide. Guides are a set of vertical and horizontal alignment tools that

you can drag to any location in the Slide pane.

Display and edit presentation properties

Properties are file attributes or settings, such as the file name, size, creation, date,

author, and read-only status. Some properties exist to provide information to computer

operating systems and apps.

You can examine the properties that are attached to a presentation from the Info page

of the Backstage view.

Properties -
Size

Slides

Hidden slides
Words

Notes
Title

Presentation format
Template

Status

Categories

Subject

Hyperlink Base
Company

Related Dates
Last Modified
Created

Last Printed

Related People
Manager
Author

764KB

11

2

164

1

Company Meeting
Add a tag

Add comments

Widescreen
Vapor Trail

Add text

Add a categony

Specify the subject

Add text

Online Training Solutio...

Today, 10:37 PM
Today, 10:35 PM
Today, 10:37 PM

Specify the manager

Joan Lambert

Fig2.2.Some of the properties stored with a typical presentation
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You can change or remove basic properties in the default Properties pane or expand

the Properties pane to make more available, or display the Properties dialog box to

access even more properties.

2.2. Opening and viewing different toolbars
2.2.1. Identify app window elements

The Power Point app window contains the elements described in this section.

Commands for tasks you perform often are readily available, and even those you might

use infrequently are easy to find.

A.Title bar

At the top of the app window, this bar displays the name of the active file, identifies the

app, and provides tools for managing the app window, ribbon, and content.

Quick Access Toolbar File name

MySlides - PowerPoint

Ribbon Display Options

Window management

Fig 2.3.The title bar elements are always on the left end, in the center, and on

the right end of the title bar
B.Ribbon

The ribbon is located below the title bar. The commands you’ll use when working with a

presentation are gathered together in this central location for efficiency.

Dialog box launcher

Active tab Inactive tabs Groups
Insert Design Transitions Animations Slide Show
oa = v s L = — = -
0 (=] Blayowt™ i @oay ~|10 |+ A 4| 4| =45 == = “j‘
BhResst: [——=————mlmad e D (-

Paste B I USa#aM-A- A-====

ew  _
Slide~ CJSection~

Font I Paragraph l

Clipboard 1 Slides

Fig 2.4.Your ribbon might display additional tabs

Version -1
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Across the top of the ribbon is a set of tabs. Clicking a tab displays an associated set of

commands arranged in groups.

New E ¥
Slide ~

_‘ |Segoe Ul (Body}' I_—f) [ JLayout~

D A -
Shapes [~

-

Fig2.5.Examples of buttons with separate and integrated arrows

C. Status bar

Across the bottom of the app window, the status bar displays information about the

current presentation and provides access to certain PowerPoint functions. You can choose

which statistics and tools appear on the status bar. Some items, such as Document

updates available, appear on the status bar only when that condition is true.

Fig2.6.You can specify which items you want to display on the status bar

The Notes and Comments buttons, View Shortcuts toolbar, Zoom Slider tool, and Zoom

button are at the right end of the status bar. These tools provide you with convenient

methods for changing the display of presentation content.

View Shortcuts Zoom Slider

Zoom

= Notes Wl Comments I B 5 B 7 l -

|
+ 5% EE—'— Zoom to Fit

Fig2.7.You can display and hide content, display different content views,

and change the magnification from the status bar
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D. Work with the ribbon and status bar

The goal of the ribbon is to make working with presentation content as intuitive as
possible. The ribbon is dynamic, meaning that as its width changes, its buttons adapt to
the available space. As a result, a button might be large or small, it might or might not

have a label, or it might even change to an entry in a list.

Large buttons Small, labeled buttons

Home Inset  Design  Transitions
= Amange All

e Gl 1 117 = [ = z

B2 [EEREEH(=INER el | B

i} Gridlines S < | @ Cascade

Normal Outline Siide Notes Reading | Stide Handout Notes
View Soter Page View | Master Master Master
Presentation Views Master Views Show

s Switch
Guides Window | mm Black and White | windowd 55 Move Spit | \windows -

Zoom ColouGrayscale Window

Fig 2.8.At 1024 pixels wide, most button labels are visible
If you decrease the horizontal space available to the ribbon, small button labels disap-
pear and entire groups of buttons might hide under one button that represents the entire

group. Clicking the group button displays a list of the commands available in that group.

Small, labeled buttons Group button Small, unlabeled buttons

Ruler i I 1 : , !

Gridlines
Notes Zoom Fitto
Guides Window

Zoom

Fig2.9.When insufficient horizontal space is available, labels disappear and
groups collapse under buttons
When the ribbon becomes too narrow to display all the groups, a scroll arrow appears at

its right end. Clicking the scroll arrow displays the hidden groups.

File Horr l Inser | Desit | Tran: I Anin | Slide | Revi¢ | View ROERRT
E B||5]|]| S — =] D_
Presentation Master Show Zoom Color/ Window Macro|” Scroll arrow
Views ~ Views ~ v v Grayscale ~ >
Macro ~

Fig2.10.Scroll to display additional group buttons
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The width of the ribbon depends on these three factors:
Window width Maximizing the app window provides the most space for the ribbon
Screen resolution Screen resolution is the size of your screen display expressed as pixels
wide x pixels high. The greater the screen resolution, the greater the amount of
information that will fit on one screen.
The magnification of your screen display If you change the screen magnification
setting in Windows, text and user interface elements are larger and therefore more legible,

but fewer elements fit on the screen.

You can hide the ribbon completely if you don’t need access to any of its buttons,

or hide it so that only its tabs are visible.

Insert Design Transitions Animations Slide Show
-ﬂ-[j X [Z]*  |Segoe Ul Light (Headings) ~126 -~ = iy
By - S B I U 0§ as A
Paste New - %
- N side  ‘H- A~ Aa- A A Ay Sl =

Clipboard I} Slides Font [

Fig2.11.Touch mode has a greater amount of space on the ribbon and status bar

2.3. Ensuring font settings are appropriate

Let's say you really like the style of atheme, but you'd like to experiment with
different color schemes. That's not a problem: You can mix and Catch colors, fonts,
and effects to create a unique look for your presentation. If it still doesn't look exactly
right, you can customize the theme any way you want.
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2.4. Viewing multiple slides at once
Every PowerPoint presentation is composed of a series of slides. To begin creating a slide

show, you'll need to know the basics of working with slides. You'll need to feel

comfortable with tasks such asinsertinga new slide, changing the layoutof a

slide, arranging existing slides, changing the slide view, and adding notes to a slide.

O ffice Theme

[ ——

Title Slide Title and Content Section Header

Twwo Content Comparison Title Oy

Blank Content with Picture with

Capticon

Fig2.12.Multiple slide orientation

Caption
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Self check-2
1. view includes the Thumbnails pane on the left side of the app

window, the Slide pane on the right side of the window, and an optional Notes pane at
the bottom of the window.

2. this is the only view in which you can create speaker notes

that contain elements other than text ,although you can add speaker notes in the notes
pane in normal view, you must be in notes page view to add graphics, tables,
diagrams, or charts to your notes.

3. this view display a text outline of presentation in the outline

pane and the active slide in the slide pane. you can enter text either directly on the
Slide or in the outline

4. this view, which is ideal for previewing the presentation, each

slide fills the screen. you can click buttons on the navigation bar to move through or
jump to specific slides.

5. this view displays the presentation as a full-screen slide show,

beginning with the current slide. It displays only the slides and not the presenter tools.

6. this view displays the thumbnails of all the slides in the
presentation. In this view, you mange the slides, rather than the slide content.
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Operation sheet-2.1

Operation sheet 2.1: Work on theme color, fonts, effects, background style
and custom save

e Operation title: Working on theme color,fonts,effects,background style and custom
save
) Purpose: To Working on theme color,fonts,effects,background style and custom
save
o Instruction: Use each steps below properly :
e  Tools and requirement:
5. Computer,
6. Office Software,
o Steps in doing the task

To select new theme colors:

If you don't like the colors of a particular theme, it's easy to apply new theme colors;

everything else about the theme will remain unchanged.

1. From the Design tab, click the drop-down arrow in the Variants group and

select Colors.

Transitions ~ Animations  Slide Show ~ Review  View @ Tell me what you want to df

= |

Themes Variants

Fig2.13.Design

2. Select the desired theme colors.
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3. The presentation will update to show the new theme colors.

ertisimg omn Target

Fig2.14.New theme

To customize colors:
Sometimes you might not like every color included in a set of theme colors. It's easy to
change some or all of the colors to suit your needs.

1. From the Design tab, click the drop-down arrow in the Variants group.

2. Select Colors, then click Customize Colors.
Il NN orange LJ
H EEEEEE Orange Red
H BNl Red Orange
H HEENNEN Red

H EENENN Red Violet
N NEEENN violet -

Customize Colors... I/\\!

Fig2.15.Color
3. A dialog box will appear with the 12 current theme colors. To edit a color,
click the drop-down arrow and select a different color. You may need to
click More Colors to find the exact color you want.
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4. Inthe Name: field, type the desired name for the theme colors, then

click Save.

Create Mew Theme Colors 7 >

Theme calars sample

Text/Background - Dark 1 [l =
Text Text
Ctighea [ =

- Dark 2 [ ~ a ( _J_ J

Toxt/Backar SLightz [= I

Accent 1 -~ J:‘j:I:-ZL ‘l
: -~

-] ~

[—] ~

[ ~

Accent & [— ~

Text/Backagre
Text/Backgrs

Hyperlink -
Eollowed Hyperlink [ ~

DName: Adworks Colors T

Fig2.16.Name

5. The presentation will update to show the new custom theme colors.

To select new theme fonts:

It's easy to apply a new set of theme fonts without changing a theme's overall look.

1. From the Design tab, click the drop-down arrow in the Variants group and

select Fonts.

Transitions ~ Animations  Slide Show  Review  View  © Tell me what you want to df

o ) e e

Themes Variants

Fig2.17.Font
2. Select the desired theme fonts.
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Fig2.18.Theme font

3. The presentation will update to show the new theme fonts.

To customize theme fonts:

If you have specific fonts in mind for a presentation, it's easy to choose your own theme
fonts.

1. From the Design tab, click the drop-down arrow in the Variants group.

2. Select Fonts, then click Customize Fonts.

AdwWworks Fonts3

A Tahoma
< Eras Light ITC
Adworks Fontsd
A Tahoma
2 Eras Light ITC
Custom 1
Corbel
Aa Corbel -
Customize Fonts... %

Fig2.19.Customize font

3. A dialog box will appear with the two current theme fonts. To change the
fonts, click the drop-down arrows and select the desired fonts.
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desired name for the theme fonts, then

Corbel

Body font:
Eras Light ITC

Name:

Create New Theme Fonts

Heading font:

AdWorks Fonts I

Sample

~

Heading
Body text body text body text. Body
text body text

Save Cancel

Fig2.20.Name save

5. The presentation will update to show the new custom theme fonts.

Changing the theme fonts will not necessarily update all text in your presentation. Only

text using the current theme fonts will update when you change the theme fonts.

Corbel 60 -

Theme Ft:mti‘\S

T Corbel

T Eras Light [TC
All Fonts

Fig2.21.Current theme font

To select new theme effects:

PowerPoint makes it easy to apply new theme effects, which can quickly change the

'6‘A A‘ p :: - ;: hd

(Headings)
(Body)

appearance of shapes in your presentation.
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1. From the Design tab, click the drop-down arrow in the Variants group and

select Effects.
2. Select the desired theme effects.
3. The presentation will update to show the new theme effects.
Background styles
To further customize your slides, you can change the background color by choosing a

different background style. The available background styles will vary depending on the

current theme.

To apply a background style:

1. From the Design tab, click the drop-down arrow in the Variants group.

Transiions ~ Animations  Slide Show  Review  View  Q Tell me what you want to df

[ ) o e

4

Themes Variants

Fig2.22.Backgroung style
2. Select Background Styles.

e T o E——

B colors
[A] Eonts
|@®| Effects

Yy vy

v

'] Background Styles [
NS

Fig2.23.Select background style
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3. Select the desired style. The available styles will change depending on the

current theme colors.

selegreund..

S Feremat Be

Fig2.24.Theme color

4. The new background will appear in each slide of your presentation.

If you want even more control over the background, click the Format

Background command on the Design tab.

—— gs
m _| Slide Format

Size ~ Background

Variants Customize

Fig2.11.format background

Different themes also include different slide layouts and background graphics.

Saving custom themes

Once you've found settings you like, you may want to save the theme so you can use it in

other presentations.

To save a theme:
1. From the Design tab, click the drop-down arrow in the Themes group.

Home Insert Design Transitions Animations Slide Show REVIT

Aa ﬂ Aa

Fig2.25.save theme

7K
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2. Click Save Current Theme.

3. A dialog box will appear. Type a file name, then click Save.

EF save Current Theme >
T Templ.. > Document Themes > ~ © Search Document Themes o
Organize - New folder [~ ]
Created example © Name Date modified 1
Legos Theme Colors 3/3/16 2:34 PM i
Source Theme Effects 2/1/16 1:21 PM A
Theme Fonts 2/25/16 2:48 PM A

EF! Microsoft PowerPe
£ OneDrive

"™ This PC

File name: | AdWorks Theme I

Save as type: Office Theme

Authors: Lisa Roscoe Tags: Add atag

~ Hide Folders Tools ~ Save Cancel

Fig2.26.save current theme
4. When you click the drop-down arrow in the Themes group, you'll see the

custom theme under Custom.

e Quality Criteria: Perform each steps step by step

e Precautions: use the given steps properly.

Operation sheet-2.2

Operation sheet 2.2: Work on insert,copy,paste and customize slide layout
e Operation title: Working on insert,copy,paste and customize slide layout

e Purpose: To Working on Work on insert,copy,paste and customize slide layout
e Instruction: Use each steps below properly :

e Tools and requirement:

7.  Computer,
8.  Office Software,
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e Steps in doing the task

To insert a new slide:

Whenever you start a new presentation, it will contain one slide with the Title

Slide layout. You can insert as many slides as you need from a variety of layouts.
1. From the Home tab, click the bottom half of the New Slide command.

Fle  [RaCGM Inset  Design  Transtions  Animations  SlideShow  Review

= DLaynut'
D “ Reset
Paste New BI U §aeh
. Gider 0 dction”
Clipboard Slides Font Paragraph
Fig2.27.Home

2. Choose the desired slide layout from the menu that appears

[ e [ — (ST Trorrs it i i e T
S j [

Fig2.28.Slide layout

3. The new slide will appear. Click any placeholder and begin typing to add
text. You can also click an icon to add other types of content, such as

a picture or a chart.
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Shelbyfisl Anima! Rescus

[Click to add title

i = Click to add text

%hﬁ
Fig2.29.Placeholder

To change the layout of an existing slide, click the Layout command, then choose the

desired layout.

To quickly add a slide that uses the same layout as the selected slide, click the top half of

the New Slide command.

Home Insert Design Transitions Animations d

L= 3 = Layout -
D Eg - 8 ¥ Reset

Paste ew
- Slide = ESECtiDr‘I"
Clipboard Slides Fant
Fig2.30.New

To copy and paste slides:

If you want to create several slides with the same layout, do copy and paste a slide.

1. Select the slide you want to copy in the Slide Navigation pane, then click
the Copy command on the Hometab.  Alternatively, you can

press Ctrl+C on your keyboard.
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In the Slide Navigation pane, click just below a slide (or between two
slides) to choose a paste location. A horizontal insertion point will appear.
Click the Paste command on the Home tab. Alternatively, you can
press Ctrl+V on your keyboard.

The slide will appear in the selected location.

Customizing slide layouts

Sometimes you may find that a slide layout doesn't exactly fit your needs.

Adjusting placeholders

To select a placeholder: Hover the mouse over the edge of the placeholder
and click (you may need to click the text in the placeholder first to see the
border). A selected placeholder will have a solid line instead of a dotted

line.

Shelbyfield Afimal Rescue

Aadoptable Pets

To move a placeholder: Select the placeholder, then click and drag it to the

desired location.

Shelbyfield Animal Rescue

sdoptable Pets

e

To resize a placeholder: Select the placeholder you want to resize. Sizing

handles will appear. Click and drag the sizing handles until the placeholder
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is the desired size. You can use the corner sizing handles to change the
placeholder's height and width at the same time.

Shelbyfield imal Rescue

E Adoptable Pets

Fig2.31.placeholder
e Todelete a placeholder: Select the placeholder you want to delete, then

press the Delete or Backspace key on your keyboard.

To add a text box:

Text can be inserted into both placeholders and text boxes. Inserting text boxes allows

you to add to the slide layout. Unlike placeholders, text boxes always stay in the same

place, even if you change the theme.

1. From the Insert tab, select the Text Box command.

D [.@ Online Pictures [ Shapes ~
(|

PD SmartArt

= Screenshot ~
MNew Table  Pictures B

Slide = ©

Slides | Tables Images

Transitions

lllustrations

Animations

y» &

& Footer
Comments Text

2. Click and drag to draw the text box on the slide.

Slide Show Review View Q Tell me...

1D 4
Add-  Links  Comment TEICt Header WordArt
= Photo Album = | 1l Chart ins* - Box

Page 49 of 207 Ministry of Labor and Skills

Author/Copyright

Measurement and Quantity estimation
In irrigation project

Version -1

April, 2022




3. The text box will appear. To add text, simply click the text box and begin

typing.

Using blank slides
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Fig2.32.Textbox

If you want even more control over your content, you may prefer to use a blank slide,

which contains no placeholders. Blank slides can be customized by adding your own text

boxes, pictures, charts, and more.

o Toinsert a blank slide, click the bottom half of the New Slide command,

then choose Blank from the menu that appears.

Fig2.33.Use blanck slides
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While blank slides offer more flexibility, keep in mind that you won't be able to take

advantage of the predesigned layouts included in each theme.

To play the presentation:

Once you've arranged your slides, you may want to play your presentation. This is how
you will present your slide show to an audience.

1. Click the Start From Beginning command on the Quick Access Toolbar to
see your presentation.

2. The presentation will appear in full-screen mode.

3. You can advance to the next slide by clicking your mouse or pressing
the spacebar on your keyboard. Alternatively, you can use the arrow

keyson your keyboard to move forward or backward through the
presentation.

4. Press the Esc key to exit presentation mode.

You can also press the F5 key at the top of your keyboard to start a presentation.

Customizing slides
To change the slide size:
e« To change the slide size, select the Design tab, then click the Slide
Size command. Choose the desired slide size from the menu that appears, or

click Custom Slide Size for more options.
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me what you want to do...

Merced Flores R_ Share

-

Slide Format
Size> Background

s
l:l Standard (4:3)
[
L J

Wariants

Widescreen (16:9)

Custom Slide Size...

Fig2.34.Customize slide size

To format the slide background:

1. Select the Design tab, then click the Format Background command.

me what you want to do...

Merced Flores (q_ Share

[1RG]

Slide Fﬂrmath

Size~ Background
Variants Customize

2. The Format Background pane will appear on the right. Select the desired

fill options. In our example, we'll use a Solid fill with a light gold color.

Fig2.30.Format background
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3. The background style of the selected slide will update.

4. If you want, you can click Apply to All to apply the same background style
to all slides in your presentation.

e Quality Criteria: Perform each steps step by step

Precautions: use the given steps properly.

Lap Test-2
Name: Date:
Time Started: Time Finished:

Instructions: Given necessary templates, workshop, tools and materials you are required

to perform the following tasks.

Task 1: Customize your Precautions theme color,
Task 2: Customize your Precautions fonts,
Task 3: Customize your Precautions effects,

Task 4: Customize your Precautions background style
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UNIT THREE: FORMAT PRESENTATIONS

3.1.Use, incorporate and modify organizational charts and bulleted lists

A.Chart

A chart is a tool you can use to communicate data graphically. Including a chart in a

presentation allows your audience to see the meaning behind the numbers, which makes

it easy to visualize comparisons and trends.

Types of charts

PowerPoint has several types of charts, allowing you to choose the one that best fits your

data. In order to use charts effectively, you'll need to understand how different charts are

used.

Types of Charts

PowerPoint has a variety of chart types, each with its own advantages. Click the arrows to

see some of the different types of charts available in PowerPoint.

Colurmn

s1200.000

seo.

000
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=)

Column charts use vertical bars to represent data. They can work with many different

types of data, but they're most frequently used for comparing information.

s120.000
s100.000
sics
580,000 ter
550,000 = Sci-Fi & Fantasy
= Young Adult
540,000
520,000
zo0s zoos 2010 zo11 2012

Line charts are ideal for showing trends. The data points are connected with lines,

making it easy to see whether values are increasing or decreasing over time.

Classics,
518,580

= Classics
Mysteny

= Romance

= Sci-Fi & Fantasy

= Young Adult

Pie charts make it easy to compare proportions. Each value is shown as a slice of the

pie, so it's easy to see which values make up the percentage of a whole.

Bar

W
o
I

¥
-]
I

= Classics
nysteny
= Romance

W
0
I
0

= Sci-Fi & Fantasy

= Young Adult

8
8

e
]

$120.000 $1.40,000

8

$20,000 $40,000 $80,000 $=0,000 $100,000
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Bar charts work just like column charts, but they use horizontal bars instead of vertical

bars.

Area charts are similar to line charts, except the areas under the lines are filled in.

Surface charts allow you to display data across a 3D landscape. They work best with
large data sets, allowing you to see a variety of information at the same time.

Book Sales

$140,000
$120,000
$100,000

s80,000
$60,000
$40,000 II
s20,000
m m=l [ mim=n B E=m

S0
Sci-Fi & Fantasy Young Adult

Total Sales

Classics Mystery Romance
Genre

= january February = March = April mMay

Inserting charts

PowerPoint uses a spreadsheet as a placeholder for entering chart data, much like Excel.
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B.Bulleted Lists

To create effective PowerPoint presentations, it's important to make your slides easy for
the audience to read. One of the most common ways of doing this is to format the text as
a bulleted or numbered list. By default, when you type text into a placeholder, a bullet is
placed at the beginning of each paragraph—automatically creating a bulleted list. If you
want, you can modify a list by choosing a different bullet style or by switching to

a numbered list.

3.2. Add and manipulate objects to meet presentation purposes
A. Insert video

PowerPoint allows you to insert a video onto a slide and play it during your presentation.
This is a great way to make your presentation more engaging for your audience.
You can even edit the video within PowerPoint and customize its appearance. For

example, you can trim the video's length, add a fade in, and much more.

B. Insert audio

PowerPoint allows you to add audioto your presentation. For example, you could
add background music to one slide, a sound effect to another, and even record your
own narration or commentary. You can then edit the audio to customize it for your
presentation.

C. Insert Table

Tables are another tool you can use to display information in PowerPoint. A table is a grid
of cells arranged in rows and columns. Tables are useful for various tasks, including
presenting text information and numerical data. You can even customize tables to fit your
presentation.
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D.SmartArt graphics
SmartArt allows you to communicate information with graphics instead of just using text.
There are a variety of styles to choose from, which you can use to illustrate different types

of ideas.

3.3. Importing and modifying objects
A. Adding Picture

Adding pictures can make your presentations more interesting and engaging. You can
insert a picture from a file on your computer onto any slide. PowerPoint even includes

tools for finding online pictures and adding screenshots to your presentation.
B. Adding Shapes

Shapes are a great way to make your presentations more interesting. PowerPoint gives you
a lot of different shapes to choose from, and they can be customized to suit your needs,
using your own color palette, preferences, and more. While you may not need shapes in

every presentation you create, they can add visual appeal.

3.4. Modify slide layout, including text and colors, to meet presentation
requirements

A. Apply themes
The appearance of every presentation that you create is governed by a theme—a theme is
a predefined combination of colors, fonts, and effects. Different themes also use

different slide layouts.
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Fig 3.1.The built-in Offlce themes for PowerPomt

Every PowerPoint theme—including the default Office theme—has its own theme

elements. These elements are:

e Theme Colors: There are 10 theme colors, along with darker and lighter

variations, available from every Color menu.

e Theme Fonts: There are two theme fonts available at the top of

the Font menu under Theme Fonts.

o Theme Effects: These affect the preset shape styles. You can find shape styles on

the Format tab whenever you select a shape or SmartArt graphic.

PR ~| 2 ShapeFill»
‘ Abc Abc D - LF Shape Outline -
; i oo Shape Effects =
Shape Styles T
Fig3.2.Theme effect

All themes included in PowerPoint are located in the Themes group on the Design tab.

Themes can be applied or changed at any time.
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3.5. Using formatting tools as required within the presentation
A.Change slide backgrounds

The presentation theme includes a standard background. The background might be a

color or it might include a background graphic.

Challenge

A variety of thematic background graphics

Format Background =
s
<»
- Fm
- Sotid fill
Sradient fill
Picture or texture fill
Pattern fill
Hide background graphic=
Colo =2 ~
Tranzparenc v o =
Apply to All Rezet Background

you can control the color, texture, pattern, or picture in the background of one or all

slides

Format Background =

D [l

Solid fill

Applyto All || Reset Background

FIG 3.3.Choose a background that doesn’t overpower your presentation
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B. Indents and line spacing

Indents and line spacing are two important features you can use to change the way text

appears on a slide. Indents can be used to create multilevel lists or to visually set

paragraphs apart from one another. Line spacing can be adjusted to improve readability or

to fit more lines on a slide.

Indenting helps to format the layout of text so it appears more organized on your slide.

The fastest way to indent is to use the Tab key. An alternative method is to use one of

the Indent commands. With these commands, you can either increase or decrease the

indent.

e Toindent using the Tab key: Place the insertion point at the very beginning of

the line you want to indent, then press the Tab key.

|Frerey will be the
immediate test of ower ability to
rentite this nation, and it can
also be the standard arownd
which we raliy.

On the battlefield of energy, we
can LWin for olr nation o newr
confidence, and we can seize
control again of cler commaorn
destiny.

« To indent using the Indent commands: Place the insertion point at the very

beginning of the line you want to indent. From the Home tab, select the Increase

List Level command.
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Fig 3.4.Indentation

Frnergy will be the
immediate test of ower ability to
wenite this natiorn, and it carn
also be the standard arownd
which we rally.

O the battlefield of
energy, we can wwirn for owur
rnatiorn a neww confidernce, arnd

Tiwe can seize control again of

oer commorn destiny.

To decrease an indent, select the desired line, then press Shift+Tab or the Decrease List

Level command.

C.Indenting lists and paragraphs

Indenting will give different results, depending on whether you are working with a list or a

paragraph.

o Paragraph: Indenting the first line of a paragraph using the Tab key creates

a first-line indent. This helps to separate paragraphs from each other, as in the

examples above.

e List: Indenting a line of a list creates a multilevel list. This means the indented

line is a subtopic of the line above it. Multilevel lists are useful if you want to

create an outline or hierarchy.
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Featured Speakers

Keynote: Tanisha Lowery-Crews (CEO, Alter Energy Solutions)

Panel: Examining the Clean Power Plan
Colleen Norton (Chair, Harmon Energy Consortium)
Trevor Garza (Founder, Garza Biotech Group)
Hank Hathaway (COO, Alter Energy Solutions)

Dr. Rachel Fleming (Director, Packard University Biotechnology
Program)

Q&A: Tricia Nguven (Director, Sanders Research Center)

Workshop: Trevor Garza (Founder, Garza Biotech Group)

Once you've created a multilevel list, you may want to choose a different bullet style for
different levels of the list to make them stand out even more. Review lesson on Lists to

learn how.

Keynote: Tanisha Lowery-Crews (CEO, Alter Energy Solutions)

Panel: Examining the Clean Power Plan
Colleen Norton (Chair, Harmon Energy Consortium)
Trevor Garza (Founder, Garza Biotech Group)
Hank Hathaway (COO, Alter Energy Solutions)

Dr. Rachel Fleming (Director, Packard University Biotechnology
Program)

Q&A: Tricia Nguyen (Director, Sanders Research Center)

Workshop: Trevor Garza (Founder, Garza Biotech Group)

Fine-tuning indents

Sometimes you may want to fine-tune the indents in your presentations. You can do this

by adjusting the indent markers on the Ruler.
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D.Working with text

To select text:
Before you can move or arrange text, you'll need to select it.

o Click next to the text you want to select, drag the mouse over the text, then

release your mouse. The text will be selected.

E.Formatting Picture

There are a variety of ways to format the pictures in your slide show. The picture tools in
PowerPoint make it easy to personalize and modify the images in interesting ways.
PowerPoint  allows you to change the picture style and shape, add

a border, crop and compress pictures, add artistic effects, and more.
F. Aligning, ordering, grouping, and rotating objects

In PowerPoint, each slide may have multiple items, such as pictures, shapes, and text
boxes. You can arrange the objects the way you want by aligning, ordering, grouping,

and rotating them in various ways.
E. Hyperlinks

Whenever you use the Internet, you use hyperlinks to navigate from one webpage to
another. If you want to include aweb address or email addressin your PowerPoint
presentation, you can choose to format it as a hyperlink so a person can easily click it. It's

also possible to link to files and other slides within a presentation.
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3.6. Duplicating slides within and across a presentation
Divide presentations into sections

To make it easier to organize and format a longer presentation, you can divide it into
sections. In both Normal view and Slide Sorter view, sections are designated by titles

above their slides. They do not appear in other views, and they do not create slides or

otherwise interrupt the flow of the presentation.

Section title Collapsed section

You can rename, remove, move, collapse, and expand section
Because you can collapse entire sections to leave only the section titles visible, the

sections make it easier to focus on one part of a presentation at a time.

Transitions

P Meodule start slides (2)
I Lesson 15 (7)

I Module end slides (9)

You can collapse sections to provide an “outline” of long presentations, with the

number of slides in each -section displayed in parentheses

3.7. Reordering the sequence of slides and deleting slides
Rearrange slides and sections
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After you have added several slides to a presentation, you might want to rearrange their
order so that they more effectively communicate your message.

You can rearrange a presentation by moving individual slides or entire sections of slides.
Hide and delete slides

They remain available from the Thumbnails pane, but their thumbnails are dimmed and
slide numbers crossed through with a backslash.

HOW DID WE DO?Z

T * 2

You can edit the content of hidden slides

When you select a hidden slide, the Hide Slide button on the Slide Show tab is shaded to
indicate that the command is in effect. You can edit a hidden slide in the Slide pane just
as you can any other, so you might use this feature to keep a slide that you’re still

working on hidden until it’s final. You can unhide a slide to include it in the slide show.

3.8. Saving presentation in another format

Whenever you create a new presentation in PowerPoint, you'll need to know how
to save in order to access and edit it later. As with previous versions of PowerPoint, you
can save files to your computer. If you prefer, you can also save files to the
cloud using One Drive. You can even exportand share presentations directly from

PowerPoint.
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Using Save As to make a copy

If you want to save a different version of a presentation while keeping the original, you
can create a copy. For example, if you have a file named Client Presentation you could
save it as Client Presentation 2 so you'll be able to edit the new file and still refer back to

the original version.

To do this, you'll click the Save As command in Backstage view. Just like when saving a
file for the first time, you'll need to choose where to save the file and give it a new file

name.
Exporting presentations

By default, PowerPoint presentations are saved in the .pptx file type. However, there may
be times when you need to use another file type, such as a PDF or PowerPoint 97-2003

presentation. It's easy to export your presentation from PowerPoint in a variety of file

types.

« PDF: Saves the presentation as a PDF document instead of a PowerPoint
file

e Video: Saves the presentation as a video

o Package for CD: Saves the presentation in a folder along with the
Microsoft PowerPoint Viewer, a special slide show player anyone can

download

e Handouts: Prints a handout version of your slides
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o Other file type: Saves in other file types, including PNG and PowerPoint
97-2003

3.9. Saving and closing presentation to storage device
Save and Save As

PowerPoint offers two ways to save a file: Save and Save As. These options work in

similar ways, with a few important differences.

« Save: When you create or edit a presentation, you'll use the Save command
to save your changes. You'll use this command most of the time. When you
save a file, you'll only need to choose a file name and location the first time.
After that, you can just click the Save command to save it with the same
name and location.

e Save As: You'll use this command to create a copy of a presentation while
keeping the original. When you use Save As, you'll need to choose a
different name and/or location for the copied version.

Compatibility with earlier versions

The Microsoft Office 2016 programs use file formats based on XML. By default,
-PowerPoint 2016 files are saved in the .pptx format.

If you work with people who are using a version of PowerPoint earlier than 2007, you
can save your presentations in a format that they will be able to use by changing the
Save As Type setting in the Save As dialog box to PowerPoint 97-2003 Presentation.
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Self check 3

1. Is a tool you can use to communicate data graphically.

2 use vertical bars to represent data.

3. are ideal for showing trends.

4 make it easy to compare proportions.

5. work just like column charts, but they use horizontal bars

instead of vertical bars.

6. are similar to line charts, except the areas under the lines are
filled in.

7. allow you to display data across a 3D landscape.

8. PowerPoint uses a as a placeholder for entering chart data, much
like Excel.

9. To create effective PowerPoint presentations, it's important to make your slides easy
for the audience to read. One of the most common ways of doing this is to format the

text as a or

10. PowerPoint allows you to onto a slide and play it during your

presentation.
11. is a grid of cells arranged in rows and columns.

12. allows you to communicate information with graphics instead of

just using text.

13. Adding can make your presentations more interesting and

engaging.

14. The appearance of every presentation that you create is governed by a
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15. A theme is a predefined combination of , :

and

16. and are two important features you can use

to change the way text appears on a slide.

17. in PowerPoint make it easy to personalize and modify the

images in interesting ways.
18.I1f you want to include aweb addressoremail addressin your PowerPoint

presentation, you can choose to format it as a SO a person can

easily click it.

19. To make it easier to organize and format a longer presentation, you can divide it into

20. If you want to save a of a presentation while keeping the

original, you can create a copy.

21. By default, PowerPoint presentations are saved in the file type.
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Operation sheet-3.1.

Operation sheet 3.1: incorporate chart and bullet in to slides
e Operation title: incorporate chart and bullet in to slides

e Purpose: To incorporate chart and bullet in to slides

e Instruction: Use each steps below properly :
e Tools and requirement:
9. Computer,
10.  Office Software,

e Steps in doing the task
Inserting charts
PowerPoint uses a spreadsheet as a placeholder for entering chart data, much like Excel.
The process of entering data is fairly simple, but if you are unfamiliar with Excel you
might want to review our Excel 2016 Cell Basics lesson.
To insert a chart:

1. Select the Insert tab, then click the Chart command in

the Illustrations group.

Insert Design Transitions Animations

= 1

res Online Screenshot Photo Shapes SmartArt Chart

Pictures = Album ~ <
Images Illustrations
6 5 I 4
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2. A dialog box will appear. Select a category from the left pane, and review

the charts that appear in the right pane.

3. Select the desired chart, then click OK.

Insert Chart ? =

All Charts

L

3-D Clustered Column 3-D Clustered Column)

4. A chart and a spreadsheet will appear. The data that appears in the
spreadsheet is placeholder source data you will replace with your own

information. The source data is used to create the chart.

5. Enter data into the worksheet.

Chart in Microsoft PowerPoint X

A B C D E F -
Eer'\es 1 Series 2 Series 3
Classics 43 2.4 2
Romance 2.5 4.4 2
Sci-Fi & Fantasy 1.8 3
Category 4 4.5 2.8 5,

fo NN W N o

6. Only the data enclosed by the blue lines will appear in the chart, but this
area will expand automatically as you continue to type.
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B e ;ET\ Chart in Microsoft PowerPoint X
A | B C D | E F -
1 I |January  February March
2 Classics 43 24 2
3 Romance 25 4.4 2
4 Sci-Fi & Fant e 1.8 3
5 Mystery 4.5 2.8 =
6 Young Adult
7
8
9

a

7. When you're done, click X to close the spreadsheet.

A B C D E F -
1 January  February March April May
2 [Classics 43 2.4 2 B
3 Romance PI5) 44 2
4  Sci-Fi & Fan 3.5 1.8 3
5 Mystery 4.5 2.8 5
6 Young Aduly
7
8
9

a
-

8. The chart will be completed.

You can edit the chart data at any time by selecting your chart and clicking the Edit
Data command on the Design tab.

Design Format  Q Tell me what you want to do..  Ole

ik

»

Switch Row/ Select| Edit Refresh
Column Data Data ~ Data

Data
Fig3.5.Insert chart
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You can also click the Insert Chart command in a placeholder to insert a new chart.
Modifying charts with chart tools

There are many other ways to customize and organize your charts. For example,
PowerPoint allows you to change the chart type, rearrange a chart's data, and even

change the layout and style of a chart.
To change the chart type:

If you find that your data isn't well suited to a certain chart, it's easy to switch to a
new chart type. In our example, we'll change our chart from a column chart to

a line chart.

1. Select the chart you want to change. The Design tab will appear on the right
side of the Ribbon.

Review View Design Format Q@ Tell1 O
. S 1 1 N
e Mo Bl | ~ et [y LA [ |
e Switch Row/ Select Edit Refresh Cha
- Column Data Data -~ Data Chart
Data Ty|
[ o [ 1 1 2 1 3 [ 4 l l

2. From the Design tab, click the Change Chart Type command.
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| E
DSV Fomat ) Tell me what you went to do..  Olenna Mason

HEay

— Switch Row Select Edit Refresh Change%
Column  Data Data~ Data Chart Type
Data Type

3. Adialog box will appear. Select the desired chart type, then click OK.

Change Chart Type ? ><

All Charts

&= surface
L Radar
Ei Treemap

Sunburst
tilh Histogram
[bat Box & Whisker
=" wWaterfall

135" Combo

[T

Cancel

4. The new chart type will appear.

L.
Chart Title

To switch row and column data:
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Sometimes you may want to change the way charts group your data. For example, in the
chart below the book sales data is grouped by genre, with lines for each month.
However, we could switch the rows and columns so the chart will group the data by
month, with lines for each genre. In both cases, the chart contains the same data; it's just

organized differently.
1. Select the chart you want to modify. The Design tab will appear.

2. From the Design tab, select the Edit Data command in the Data group.

Design Format  Q Tell me what you want to do..

e — Switch Row/ Select| Edit

Column Data Data ~
Data

3. Click the chart again, then select the Switch Row/Column command in

the Data group.

Format @ Tell me what you want to do..

v EM Q.

SRR RIS - Switch Row/ Select  Edit
Column % Data Data -~

Data
[ ] " . o , . , ~

LY

4. The rows and columns will be switched. In our example, the data is now
grouped by month, with lines for each genre.
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To change the chart layout:

Predefined chart layouts allow you to modify chart elements—including chart

titles, legends, and data labels—to make your chart easier to read.

1. Select the chart you want to modify. The Design tab will appear.

2. From the Design tab, click the Quick Layout command.

Fle  Home Insert Design Transitions Animations ~Slide Show Review View

7 B . _

I 5] o aRE
Add Chart Quick  Change [kl 0 1) =18 . . Select
Element ~ Layoutx Colors * Column  Data
Chart Layouts k Chart Styles Data

3. Select the desired predefined layout from the menu that appears.

Cuaicle —hange | B
Layout -~ Colors —

r.— PEE—
)_‘1
vLJl

4. The chart will update to reflect the new layout.

To change a chart element (such as the chart title), click the element and begin typing.
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To change the chart style:

Chart styles allow you to quickly modify the look and feel of your chart.

Select the chart you want to modify. The Design tab will appear.

1.
2. From the Design tab, click the More drop-down arrow in the Chart
Styles group.
Design  Transitions  Animations  Slide Show Review View
' E Il“ |-I||_|!—|| ll 1!!_| Switch Row/ Select
@ Column Data
Chart Styles Data
3. Select the desired style from the menu that appears.

Design

’_I T
[
ch Row/ Sele:

Dat:
Da

Review

Slide Show

Animations

Design Transitions

=] ||I||_|I!||_ mant snttl = o1In |_I_|'__|!|! nant suntl [

Fig3.6.Modifying chart
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4. The chart will appear in the selected style.

You can also use the chart formatting shortcut buttons to quickly add chart elements,

change the chart style, and filter the chart data.

To modify the bullet style:

1. Select an existing list you want to format.

2. On the Home tab, click the Bullets drop-down arrow.

Animations Slide Show

Lo =T :— - >= T= - e - = T~ T <
el ~ || O T L. => ~
AN E— ==| —- — <z - e 4
M= Paragraph M=
Bullets
Create a bulleted list.
Click the arrow to change the look
of the bullet. e
wd 2

3. Select the desired bullet style from the menu that appears.

[

T Holloww Sguare Bullets e

SRR ——s

4. The bullet style will appear in the list.

To modify a numbered list:

1. Select an existing list you want to format.

2. On the Home tab, click the Numbering drop-down arrow.
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S Bullets and Nuambering. [T
B

=

Bullets and MNumbering...

4. The numbering style will appear in the list.

To change the starting number:

By default, numbered lists count from the number 1. However, sometimes you may want

to start counting from a different number, like if the list is a continuation from a previous

slide.

1. Select an existing numbered list.

2. On the Home tab, click the Numbering drop-down arrow.

3. Select Bullets and Numbering from the menu that appears.
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Anirmations Slide Showvw Formmat

A Fe=EE== E = = - Ll - || = - — L1 <= [ II
- e
(= Nomnese .n:
<
.ﬁ
!.e
I Bullets and NuMmibering... = - -
4. A dialog box will appear. In the Start At field, enter the desired starting
number.
Bullets armnd Numibering rs =<
Bulleted MNMumMmibered
Nonmne
Sirze: B0 = 26 of taext Srart at: = = [:{é—
Color T -
cancer

5. The list numbering will change.

e
ITTizzhlizshts

leaderxrs irx ~wirand
mxcl

TracdwastLx
Ppowvwer, solar poswwoexr,
Thydropower

Trasizhit rorxm ernerxrgy policy
experts

Frimergzing Lechimnologies i
remewable ener=x

Hesnote: Tanisha T.owexry-
Cre~xws (CEO, Mlditeyr Frnnergn

Solutiorn=

Modifying the list's appearance

To modify the size and color:
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1. Select an existing bulleted list.

2. On the Home tab, click the Bullets drop-down arrow.

C | A EEEEi— - s= p=- WO~ |E= ~ ~ 1«
o - - 2~ | L L = <
A= == ogm g N«

=] Paragraph e
Bullets

Create a bulleted list.

Click the arrow to change the look
of the bullet.

vy

LA

Bullets and MNumbering.. [~
S

4. A dialog box will appear. In the Size field, set the bullet size.

Bulleted oarmikbereol

Nome

| :EJ\ 2 o f tesszet e tuare. .

Caastormiize

Carcel

Bullet=s armnd NMNumMmberimg s P

5. Click the Color drop-down box and select a color.
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Bullets and Numbering

Bulleted MMurmberaed

Hl outoratic
Theme Colors

N |

Recent Colors
Size: &% pMore Colors...
Coloar - vl,\

Stamndard Colors

Picture...

CaastorTize

Cancel

6. Click OK. The list will update to show the new bullet size and color.

Customizing bullets

Customizing the look of the bullets in your list can help you emphasize certain list items

or personalize the design of your list. A common way to customize bullets is to

use symbols.

To use a symbol as a bullet:

1. Select an existing bulleted list.

2. On the Home tab, click the Bullets drop-down arrow.

= Paragraph

Bullets

Create a bulleted list.

Click the arrow to change the look
of the bullet.

3. Select Bullets and Numbering from the menu that appears.
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el
I Bullets and Numbering... e — i |
4. A dialog box will appear. On the Bulleted tab, click Customize.
Bullets and Numbering s >
Bulleted MNumbered
None

Size: 80 = % of text Picture...

Color 2~ Customize... E
Reset OK Cancel

5. The Symbol dialog box will appear.

6. Click the Font drop-down box and select a font.

The Wingdings and Symbol fonts are good choices because they have a lot

of useful symbols.

7. Select the desired symbol.
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Symbol 4 ><
Eont: (normal text) ~ Subsct: Geomeotric Shapes ~
L+ =ll| Flo| /a3 || /L L|Jd]HU -
A BRI (A&l == |50 =M = H
- "™ . H B B 2 m o == -
AdE IEAE-EENE _IE _IRNE<IK JE=JARsHk I
€ g | x|o|l®|™| x| £ =|=]|=+]|>x<]|oc| |
S e e B
cancel
8. Click OK. The symbol will now appear as the selected bullet option in the
Bullets and Numbering dialog box.
Bullets anmnd NumMmberimg s ==

Bulleted  NMurmibered

Nomne

Size: 80

Picture.
sl -

I Custormize. .. I

Resat

Tk Cancel

[ |

Fig3.6.Modifying bullete
9. Click OK again to apply the symbol to the list in the document.

To change the distance between the bullets and the text, you can move the first-line

indent marker on the Ruler. For more information, visit our Indents and Line
Spacing lesson.

Quality Criteria: Perform each steps step by step

Precautions: use the given steps properly.

Page 85 of 207

Ministry of Labor and Skills
Author/Copyright

Measurement and Quantity estimation
In irrigation project

Version -1
April, 2022




QL. KG PUNF TULNEC
I | MINISTRY OF LABOR
AND SKILLS

Operation sheet-3.2.
Operation sheet 3.2: Insert and work on video,audio,table and graphics
o Operation title: Inserting and working on video,audio,table and graphics
o Purpose: To Insert and work on video,audio,table and graphics
e Instruction: Use each steps below properly :
e Tools and requirement:
e Computer,
e Office Software,
e Steps in doing the task
To insert a video from a file:
Insert a video from a file saved locally on our computer. If you'd like to work along with
our example, right-click this link to our example video and save it to your computer.

1. From the Insert tab, click the Video drop-down arrow, then select Video on

My PC.
D ED A4 T O L6
+— E' =4
Comment  Text Header WordArt Equation Videa Audio  Screen
Box & Footer - = @ *  Recording
Links Comments Teut Symbols E“; Online Video...

] Videoen My PC... h

2. Locate and select the desired video file, then click Insert.
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EE Insert Video <
<« - <« Documents > wvideos - Search videos r=
S~ [m &

Organize ~ Mew folder =
MNarme Date modified Type

-~

|=]| butterfly 2/2/16 12:00 PM MMP4 File

PowerPoint 201€
PP20O16
Word 2016

W This PC
B Desktop

“5] Documents
o == =

File name: | butterfly —| |wvideo Files ~

Tools - Insert [~ Cancel
[ I

3. The video will be added to the slide.

With the Screen Recording feature on the Insert tab, you can create a video of anything

you are doing on your computer and insert it into a slide.

0 42 mi )] B

Text Header WordArt Video Audio Sr.reenb
Box & Footer = M 2 *  Recording
Text Symbols hedia

To insert an online video:

Some websites—Ilike YouTube—allow you to embed videos into your slides. An
embedded video will still be hosted on its original website, meaning the video itself won't
be added to your file. Embedding can be a convenient way to reduce the file size of your
presentation, but you'll also need to be connected to the Internet for the video to play.

x T EH D 43 L]0 ..

Action Comment Text Header WordArt Videa Audio Screen
Box & Footer < 8 = ~  Recording
Links Comments Text Symbols E%, Online Video...

B video on My PC...
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Working with videos

To preview a video:
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1. Click a video to select it.

2. Click the Play/Pause button below the video. The video will begin playing,

and the timeline next to the Play/Pause button will advance.

3. To jump to a different part of the video, click anywhere on the timeline.

To resize a video:

e Click and drag the corner sizing handles until the video is the desired size.

The corner sizing handles will resize a video while preserving its original aspect ratio. If

you use the side sizing handles, the video will become distorted.

To move a video:

e Click and drag to move a video to a new location on a slide.

To delete a video:

o Select the video you want to delete, then press the Backspace or Delete key

on your keyboard.

Editing and formatting videos

To trim a video:

1. Select the video, then click the Playback tab on the Ribbon.

2. Click the Trim Video command.
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Attracting Pollinators - PowerPoint

Home Insert Design Transitions Animations Slide Show Review View Farmat Playback
—p i O i
’ ’_o—+ E Fade Duration ‘\I [ Start: On Click Loop until Stopped
. g SN [Fadeln: 0000 2 v |II Play Full Screen
ay lemove rim —| Volume ) ) ] : :
Bookmark Bookmerk | Video P FadeOut 0000 5 . [ Hide While Not Playing Rewind after Playing
Preview Bookmarks Editing Video Options

3. Adialog box will appear. Use the green handle to set the start time and

the red handle to set the end time.

4. To preview the video, click the Play button.

00: 26,064
00:11.532 z «l > 00:26.064 -
Start Time End Time
Pla
¥ oK Cancel

5. When you're done trimming the video, click OK.

To add a fade in and fade out:

1. On the Playback tab, locate the Fade In: and Fade Out: fields.

2. Type the desired values, or use the up and down arrows to adjust the fade times.

H -0 1:(? s Attracting Pollinators - PowerPaint Video Tools

Home Insert Design Transitions Animations Slide Show Review View Format Playback

’ e ¥ | Fade Duration N\ [F Start On Click
L

Loop until Stopped
m [4] Fade In:  |01.25 E’t ull Play Full Screen
Play Add Remaove Trim —MVolume it e Flsein
Bookmark Bookmark =~ Video B Fade Out: 0075 - Hide While Not Playing BT,
Preview Eookmarks Editing Video Options

To add a bookmark:

1. Click the timeline to locate the desired part of the video.
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2. From the Playback tab, click the Add Bookmark command.

H S 0 - Attracting Pollinators - PowerPaint
Home Insert Design Transitions Animations Slide Show Review
—p i » i v
’ IE_+ E Fade Duration “\I [} Start: | On Click Il e
o Al h . - [(Fadein: 0125 3 v III Play Full 5creen
ay lemove rim — Volume ] ) ) ; ;
Bookmark Bookmark  Video B FadeOut 0075 - . [ Hide While Not Playing Rewind after Playing
Preview Bookmarks Editing Video Options

3. The bookmark will appear on the timeline. Click the bookmark to jump to
that location.

Video options

There are other options you can set to control how your video will play. These are found

in the Video Options group on the Playback tab.

inators - PowerPoint Video Tools

tions Slide Show i Format Playback

‘*?\ [ start: On Click

I Loop until Stopped
v I.I Play Full Screen
olume : :
- Hide While Mot Playing LzstIlve | i M

Wideo Cptions

« Volume: Changes the audio volume for the video

o Start: Controls whether the video starts automatically or when the mouse
is clicked

o Play Full Screen: Lets the video fill the entire screen while playing

e Hide While Not Playing: Hides the video when not playing

Loop until Stopped: Replays the video until stopped
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o Rewind after Playing: Returns the video to the beginning when it is
finished playing
Formatting the appearance of a video

To create a poster frame:

You can add a poster frame to a video, which is the placeholder image your audience
will see before the video starts playing. The poster frame is usually just a frame taken
from the video itself.

1. Click the timeline to locate the desired part of the video.

2. From the Format tab, click the Poster Frame command. Select Current

Frame from the menu that appears.

Attracting Pollinators - PowerPoint

Design Transitions Animations Slide Show Format Playback

[& Video Shape

—
|g ol ! - z\:"ideu Border

~ | & video Effects

o=

Corrections Color | Poster Reset
- - Frame = Design ~

I
k]

Adju Current Frame Video Styles

= |mage frem File...

3. The current frame will become the poster frame.

If you want to use a picture from your computer, select Image from file.

To apply a video style:
1. Select the video, then click the Format tab on the Ribbon.

2. Inthe Video Styles group, click the More drop-down arrow to display
available video styles.
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Attracting Pollinators - PowerPoint Videa Tools
ransitions Animations Slide Show Review View Format Playback
L& Vi -
o & Video Shape
atnadlll el ol g il | | - L# Video Border -
£ Video Effects ~
Video Styles ]

Fig3.6.Insertong vedeo
3. Select the desired style.

4. The new style will be applied to the video.

To insert audio from a file:
In our example, we'll insert an audio file saved locally on our computer. If you'd like to
work along with our example, right-click this link to our example file and save it to your
computer (music credit: Something Small (Instrumental) by Minden, CC BY-NC 3.0).
1. From the Insert tab, click the Audio drop-down arrow, then select Audio
on My PC.

T )

Equation Symbol | Video Audio  Screen
= = * Recording

Symbuols o) Audic on My PC...
] RecordSudic.. |

2. Locate and select the desired audio file, then click Insert.
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EE Insert Audic >
-— ~ 4 B > ThisPC > Music » ~ | T Search Music o~

Organize Pew folder B== - (um | L > ]

= Mame Date modified Type

> # Quick access
~ iTunes 242016 2:29 PR File folder
EE Microso ft PowerP - B
= minden_something_small 2/18/16 10:37 AN PP 3 File

> @ OneDrive

~ Ol This PC

B Desktop
Documents
- Downloads
B Movies

o mausic

[=] Pictures

e Local Disk (C:)

VYV VYV VY

~ < >

File name: | minden_something_small ~| [Audic Files ~]

Tools  ~ | tnsert [~ [ Cancel ]

3. The audio file will be added to the slide.

00:00.00 L k]

Recording your own audio

Before you begin, make sure you have a microphone that is compatible with your
computer; many computers have built-in microphones or ones that can be plugged in to

the computer.

To record audio:
1. From the Insert tab, click the Audio drop-down arrow, then select Record
Audio.
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1) .

Equation Symbol | Video [Audia Screen
= * Recording

symbols i Audio on My PC...
I ey

2. Type a name for the audio recording if you want.

Record Scund ? >

HName: SlidE;'_'I I
Total sound length: O
-

QK Cancel

3. Click the Record button to start recording.

Record Sound 7 =

HName: |Slide 2
Total sound length: O

=

QK Cancel

4. When you're finished recording, click the Stop button.

Record Socund ? s

HMame: Slide 2
Total sound length: 2

‘;g

5. To preview your recording, click the Play button.
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Record Sound

Name: | Slide 2 |
Total sound length: &

] o]
Iﬂ? [ ok ]| canca |

6. When you're done, click OK. The audio file will be inserted into the slide.

Working with audio
To preview an audio file:

1. Click an audio file to select it.
2. Click the Play/Pause button below the audio file. The sound will begin

playing, and the timeline next to the Play/Pause button will advance.

)

3. To jump to a different part of the file, click anywhere on the timeline.

To move an audio file:
Click and drag to move an audio file to a new location on a slide.
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To delete an audio file:

o Select the audio file you want to delete, then press

the Backspace or Delete key on your keyboard.

Editing audio

You can modify your audio files using th

To trim an audio file:

e commands on the Playback tab.

1. Select the audio file, then click the Playback tab on the Ribbon.

Audio Tools

Farmat

Playback

[] Hide During Show

[ Rewind after Playing Mo

2. Click the Trim Audio command.

[=)
(S

Add Remowve
Bookmark Eookmark

Bookmarks

3. Adialog box will appear. Use the

Play in
Style Background
Audio Styles

S—=¥ Fade Duration

) .
[ aal Fadeln: |00.00

Trim -

Audio M= Fade Out 03.00 2

Editing

green handle to set the start time and

the red handle to set the end time.
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Trim Audio ? =
minden_something_small Dwuration: O0:11.660
011,660

4 |

o000 == |‘| | | > | | |,| 00:11.660 ==

Start Time End Time
| oK | | cancar |

4. To preview the audio file, click the Play button.
Trirn Audic ? S

minden_something_small
00:00.000

Duration:

O 11 660

e e | [ o] [0

Ernd Time

ox

5. Adjust the handles again if necessary, then click OK.

To add a fade in and fade out:

1. On the Playback tab, locate the Fade In: and Fade Out: fields.

2. Type the desired values, or use the up and down arrows to adjust the times.

IE+ o ‘i";)'

Add Remove Trim
Boolmark Bookmark | Audio

Bookmarks

To add a bookmark:

ofl Fadeln: (0000

s Fade Out: E*

Fade Duration

-

Editing

1. Click the timeline to locate the desired part of the audio file.

Q002,97
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2. From the Playback tab, click the Add Bookmark command.

: =r
0
L2 )
Add Remove Trim
Bookmark Eocokmark | Audio

Eookmarks

3. The bookmark will appear on the timeline. Click the bookmark to jump to

that location.

Fade Duration

ufl Fade In: | D0.00

In. Fade Out: 03.00
Editing

4 K 4 ¥

Audio options

There are other options you can set to control how your audio file will play. These are

found in the Audio Options group on the Playback tab.

\ [+ Start: On Click

Wl [ piay Across Sides
Volume

+ || Loop until Stopped

" /[] Hide During Show

|| Rewind after Playing

Audio Options

e Volume: Changes the audio volume

o Start: Controls whether the audio file starts automatically or when the

mouse is clicked

e Hide During Show: Hides the audio icon while the slide show is playing
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o Play Across Slides: Continues playing the audio file across multiple slides
instead of just the current slide

e Loop until Stopped: Replays the audio file until stopped

o Rewind after Playing: Returns the audio file to the beginning when it is

finished playing

To change the audio icon:

By default, an audio file will appear as a speaker icon in the slide. If you want, you can

change the icon to a different picture.

1. Select the audio file, then click the Format tab.
2. Click the Change Picture command.

ome  Inset  Design  Transitions  Animations  SlideShow  Review  View Format  [EEEEWLENS

B . - I:’?
Carrections :El: Compress Pictures poe e Le
Color~ £ Change Picture | |l | ad ad ol - o
Artistic Effects~ A Reset Picture ~ N
Adjust Picture Styles

3. The Insert Pictures dialog box will appear. Click Browse to select a file from
your computer. Alternatively, you can use the online image search tools to

locate an image online. In our example, we'll search using the phrase music note.
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INnsert Pictures
R O A e compter o tocat metwon Breee -
Bl SI02 ' ogc Seeren musicnevsl T =
e O e e en e -
Al insert from:
-

4. Locate and select the desired picture, then click Insert.

> bing | music note ccony - HEEEE

Size - Type — Color —

You are P i for = " rights. including copyright. Learn more here.

Search results are images tagged with C.

5. The icon will change to the new picture.

Fig3.7.Inserting Audio
To insert a table:

1. From the Insert tab, click the Table command.

2. Hover the mouse over the grid of squares to select the desired number
of columns and rows in the table. In our example, we'll insert a table

with six rows and six columns (6x6).
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3. The table will appear on the currently selected slide. In our example, that's
slide 3.

4. Click anywhere in the table, and begin typing to add text. You can also use
the Tab key or the arrow keys on your keyboard to navigate through the
table.

You can also insert a table by clicking the Insert Table command in a placeholder.
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Modifying tables

Power Point includes several options for customizing tables,

including moving and resizing, as well as adding rows and columns.

To move a table:

e Click and drag the edge of a table to move it to a new location on a slide.

MONTHLY SALES BY GENRE
<3

Young Adult

To resize a table:

e Click and drag the sizing handles until the table is the desired size.
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MONTHLY SALES BY GENRE

Sci-Fi & Fantasy

Young Adult

To add a row or column:
1. Click a cell adjacent to the location where you want to add a row or

column. In our example, we'll select the cell that says Mystery.

<i-Fi 8 Fantasy

Toung Adul

2. Click the Layout tab on the right side of the Ribbon.

3. Locate the Rows & Columns group. If you want to insert a new row, select
either Insert Above or Insert Below. If you want to insert a new column,

select either Insert Left or Insert Right.

H Sk HE Crown and Griffin Books - PowerPaint Table Tools
File Home Insert Design Transitions Animations Slide Show Review View Design
| i € > i [|Height 0.59" - B Distribute Rows B ==
\S X &
Select  View  Delete Insert Inset Insert Inset Merge Split  Slyian. 1600 “ |22 Distri
4 . : |1 . Distribute Columns EIE];I
- Gidlines ~  Above Below Left Right Cells Cells
Table Rows & Columns Merge Cell Size

4. The new row or column will appear.
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Zlassics

PrAystery

<i-Fi 2. Fantosy

Young Adult

To delete a row or column:
1. Select the desired row or column. In our example, we'll select the empty

row at the bottom of the table.

Ci-Fi 8. Fantasy

Young Aadult

2. From the Layout tab in the Rows & Columns group, click the Delete command,

then select Delete Rows or Delete Columns from the menu.

H e = ™S - Crown and Griffin Books - PowerPoint Table Tools

File Home Insert Design Transitions Animations Slide Show Review View

Ty . B .

[} E s = € > % % 2| Height: |0.59" * |H¥ pistribute Rows =

Select | View Delete Insert  Insert Insert Insert Merge Split E Width: | 1.59"
= Gridlines = Above Below Left Right Cells  Cells

Merge Cell Size

- 1 & 1 5 1 4 1 3 1 2

m il
ol

. E Distribute Columns E[

Table L)(J Delete Columns ns
2> Delete Rows
[_'x Delete Table
CROWN AND
GRIFFIN BOOKS

3. The selected row or column will be deleted.
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Century Gothic - | 16 - + I-— I —
= = A - i INnsert Delete
—lassics 2> 2S00 F2. 22500
Py s e ry F2.S540.00
o Paste Oyptioms:
Rormuaarics e B Fd IFO O S3I.O0=22 00
[} [=]
ci-Fi & Fantd & Eent.. $1.730.00 £1.109.00

To delete a table:
o Click the edge of the table you want to delete, then press

the Backspace or Delete key on your keyboard.

Modifying tables with the Layout tab

When you select a table, the Design and Layout tabs will appear on the right side of the
Ribbon.

Click the buttons in the interactive below to learn about the different commands on the
Layout tab.

Customizing tables

PowerPoint makes it easy to change the look and feel of your tables. For example, you can

quickly apply different table styles and customize the table borders.
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To apply atable style:

1.  Select any cell in your table, then click the Design tab on the right side of the
Ribbon.

2. Locate the Table Styles group, then click the More drop-down arrow to see

available table styles.

Crown and Griffin Books - PowerPoint Table Tools

Transitions Animations Slide Show Review View si Layout Q Tell mew

- S {2 Shading -

Senre January February March April May

Tlassics

Mystery

Romance

Sci-Fi & Fanitasy

Young Adult

To change table style options:
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You can turn various options on or off to change the appearance of the table. There are
six options: Header Row, Total Row, Banded Rows, First Column, Last Column,
and Banded Columns.

1. Select any cell in your table.

2. From the Design tab, check or uncheck the desired options in the Table

Style Options group.
E (') T 0 @ s Crown and Griffin Books - PowerPoint Table Tools
File Home E Design Transitions Animations Slide Show Review View
| Header Row %Firsttolumn g p——— R
Teiel e ISl === E===o E===0 EEESS |IEEEET| BEE=== .

Banded Columns e=——d |+

| Banded Rows

Table Style Options Table Styles

To add borders to a table:

You can add borders to help define different sections of a table. Certain table styles may
include borders automatically, but it's easy to add them manually or customize them. You

can control the border weight, color, and line style for some or all of a table.

1. Select the cells where you want to add borders. In our example, we'll
select every cell in our table.

2. From the Design tab, select the desired Line Style, Line Weight, and Pen Color.

Table Tools

Layout ; Tell me what you want to do...

— \'
—_____ S 1 [+ &3 Bord - j D
| B === | [ o T Draw | Eraser
" |7 | & Effects ~ Table
ke Styles WordArt Styles = Draw Borders
3. Click the Borders drop-down arrow, then select the desired border type.
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Senre January February mMmarch April May
$2.3265.00
$2.640.00

Romance $3.236.00 $3.022.00

Sci-Fi & Fantasy $1.730.00 $1.109.00

Young Adul $1.258.00 $1.893.00

5. To remove borders, select the desired cells, click the Borders command, and

select No Border.
Fig3.8.Inserting table

To insert a SmartArt graphic:

1. Select the slide where you want the SmartArt graphic to appear.

2. From the Insert tab, select the SmartArt command in

the lllustrations group.

Transitions Animations Shide Show

ert
LT'& Online Pictures

= BB |d

--_:::I ] ﬁ Store
M Table | Pi @+ Screenshot - Sh<> Srmarth -:Ih .
ew able ctures apes Sma rt art _= -
B . = Photo Album  ~ . P My Add-ins
Slides Takles Images Hustrations Add-ins

3. A dialog box will appear. Select a category on the left, choose the desired
SmartArt graphic, then click OK.
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¥k Cyele

E=]

e

e Hierar

Choose a Smartart Graphic

-—Eﬂ:.—r‘ e
P B | . 'rl_' :rh' ‘
T |" 1= e It 1
T I:
HL = |

==

v =
=1 . r—
.
E=E r— U
==E i — 0 — =

4. The SmartArt graphic will appear on the current slide.

T g [ Text] II
2 ' [Tlext] \ ' [Tlext] \ -
| ' [Tlext] ' [Tlext] | ' [Tlext] \

v

You can also click the Insert a SmartArt Graphic command in a placeholder to add

SmartArt.

T

=
Cd b

INnsert a Smarctfuat Graphic

>

To add text to a SmartArt graphic:

1. Select the SmartArt graphic. The text pane will appear to the left

2. Enter text next to each bullet in the text pane. The text will appear in the

corresponding shape. It will be resized automatically to fit inside the shape.
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o I 3

Kei,
Ownner
=
' Christine, | l &
C Manager ‘]' [Text] ‘
s o 4

L ! |
1 | [ o= | | ‘

You can also add text by clicking the desired shape and then typing. This works well if

you only need to add text to afew shapes. However, for more complex SmartArt

graphics, working in the text pane is often quicker and easier.

Type your text here >

— * Kei, Owner

= Alex, Sales Associate
- [Text]
- [Text]

w hierarchical relationships
afrom top to bottom.
about Smartart graphics

Jeff, Sales
Associate

Kei,
Owner
| |
l Christine, l L
Manager ‘ [Text] ‘

e ——
[ |

Alex, Sales
Associateh% l [Text] ‘

(=

To reorder, add, and delete shapes:

« To demote a shape, select the desired bullet, then press the Tab key. The

bullet will move to the right, and the shape will move down one level.

e Topromote a shape,

select

the desired bullet, then press

the Backspace key (or Shift+Tab). The bullet will move to the left, and the

shape will move up one level.

Kei,
Owner
[ ! 1
l Christine, ' P=1
Manager ‘ [Text] ‘
. ' <= |

Jeff, Sales
Associate

Alex, Sales 1
‘ ‘: Associate ‘l) [CU===E] ‘
< = >
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o To add a new shape, place the insertion point after the desired bullet, then

press Enter. A new bullet will appear in the text pane, and a new shape will

appear in the graphic.

n
Type your t

~ - Kei,

Tcl

= Christine, Manager

- [Text]

ng T

hierarc hical relations hips

= leff. Sales Associate

= Alex, Sales Associate

. T

- [Text]

o
Kei,
Owner
I

Christine,
Manager

(S
] [

I relat
ram top to bottom

Jeff, Sales
Associate

- 5
Alex, Sales I
' Associate ‘ ‘: <|> ' [Text]

o «

l [Text] <

e Toremove a shape, keep pressing Backspace until the bullet is deleted. The

shape will then be removed. In our example, we'll delete all of the shapes without

text.

Organizing SmartArt from the Design tab

Kei,
Owner

. Alex, Sales l
Associate |

|
Christine, £y
Manager
I =
[ 1

Jeff, Sales
Associate

If you'd prefer not to use the text pane to organize your SmartArt, you can use the

commands on the Design tab in the Create Graphic group. Just select the shape you want

to modify, then choose the desired command.

e Promote and Demote: Use these commands to move a shape up or down

between levels.
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H ©-
File Home
T Add Shape ~| € Promote T Mowve Up
Add Bullet = Demote + Mowve Down
[ ] Text Pane & Right to Left Layout

Create Graphic

e Move Up and Move Down: Use these commands to change the order of shapes

on the same level.

T Add Shape -~ < Promote T Mowe Up
Add Bullet = Demote + Maowe Down
[E] Text Pane & Right to Left Layout

Create Graphic

e Add Shape: Use this command to add a new shape to your graphic. You can also

click the drop-down arrow for more exact placement options.

T1Aadd Shape “* Promote T Mowe Up
[ Add Shape After ite 4 Mowe Down
T Add Shape Before to Left Layout

= sdd Shape Abowve @phic

e Add Shape Below -I

Customizing SmartArt
e There are several SmartArt styles, which allow you to quickly modify the
look and feel of your SmartArt. To change the style, select the desired

style from the SmartArt styles group.
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You have a variety of color schemes to use with SmartArt. To change the colors,

click the Change Colors command and choose the desired option from the drop-

down menu.

E— ) [ 1
i st | S| s— N S— s—

et -

l <ei,
: O e
|

Chiristim
[ P
1
|

I J=FF, Smlaes=s I {
Associate -

You can also customize each shape independently. Just select any shape in
the graphic, then choose the desired option from the Format tab.

J— = Shape Fill — B 2, Tesct Fill —
e - | == ape utlime — - | 2B Test wutlime —
L Sesasmss || A A A R
I: [ . wWordart Styles =
I Shadowr -
‘ |:| Reflection - |7
W ) stow - ‘
a Soft Edges > I’
i [ ] Bewer -
. l [rj Z-D Rotation >
"_ .
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To change the SmartArt layout:

If you don't like the way your information is organized within a SmartArt graphic, you can
always change its layout to better fit your content.

1. From the Design tab, click the More drop-down arrow in the Layouts

group.

Org Chart - PowerPoint

Ammations Slide Show
=] - [ =
=] =] - &3 & - =
COEE FEas ===

Layouts

2. Choose the desired layout, or click More Layouts to see even more options.

Org Chart - PowwerPoint

Animations Slide Showwr

Smarthrt Tools

= = Change l:
I% Colors -

Smartart Tools

=T =T =T o =] = =1==] = =L =L
—1 = — —
1 &= oo | ———
C— I — 1 — = =1 =1=1=1
—— — =]
C— 1 == =S
—— == e | | =
™ More Layouts...

3. The selected layout will appear.

.

= e i s rve

Fig3.6.Inserting smart art

|chrlstlne- = nager|

|
% = Heorizontal Organizaticon Chart

Jeff, Sales
MAssociate
Adex, Sales
. Associate
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e Quality Criteria: Perform each steps step by step

e Precautions: use the given steps properly.
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Operation sheet3.3.

Operation sheet 3.3: insert picture,autoshape,hyperlinks and modify objects
and save presentation

e Operation title: inserting picture,autoshape,hyperlinks and modify objects and

save presentation

e Purpose: To insert picture,autoshape,hyperlinks and modify objects and save

presentation

e Instruction: Use each steps below properly :

e Tools and requirement:
11.  Computer,
12.  Office Software,
e Steps in doing the task

To insert a picture from a file:

1. Select the Insert tab, then click the Pictures command in

the Images group.

@ Design  Transitions  Animations  SlideShow  Review
2 EBldlE o B OB e

Nm Table  Pictures inine Screenshot Photo  Shapes SmartArt Chart ﬂh:'l],rﬁkdd-ins .
Slide - - Pictures - Album - -

Slides  Tables Images lllustrations Add-ins

2. A dialog box will appear. Locate and select the desired image file, then

click Insert.
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EE Insert Picture

=

><

- > ThisPC > Pictures Wellness Presentation ~ @ Search Wellness Presentation O
Organize ~ New folder =] - um [ 2]

E Desktop ~ .

[£] Documen ts i &.- — _

¥ Downloads <« i .

it > Des == 2

D Music

blood pressure
= Pictures
. Local Disk (C:)  ~

File name: |fruit

~| [AnPictures

Insert Cancel

3. The picture will appear on the currently selected slide.

Click to add text

e

Pictures

Inserting online pictures

If you don't have the picture you want on your computer, you can find a picture online to
add to your presentation. PowerPoint offers two options for finding online pictures.

OneDrive: You can insert an image stored on your OneDrive. You can

also link other online accounts with your Microsoft account, such as
Facebook or Flickr.

Bing Image Search: You can use this option to search the Internet for

images.

R
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To insert an online picture:
1. Select the Insert tab, then click the Online Pictures command.

=25 Bfda 20D -

Shapes SmartArt Chart

Transitions Animations Slide Show Review

Design

New Table  Pictures inine Screenshot  Phato ﬂMyhdd-ins .
Shide - v Pictures - Alburm - v
Slides | Tables Images lllustrations Add-ins

2. The Insert Pictures dialog box will appear.

3. Choose Bing Image Search or your OneDrive. In our example, we'll use

Bing Image Search.

b
Imnsert Pictures
> Bing Image Search bathroom scale T -
Search the wel
Liia, OneDrive - Personal Brcmree .
flores.merced@yahoo.com
Also insert fromn:
Ed --
4. Press the Enter key. Your search results will appear in the dialog box.
5. Select the desired image, then click Insert.
>
< BACK TO SITES
L 151;??0 I;Z]azll—cgheressﬁlz‘lt;(f:r bathroon scals Bathroom scal=
e -~
s e S s L\{i':
= == ey
[ E—— L“%fjm _;/;} [
R
S
Search results are images licensed under Creative Commons. Please review the specific license for any image you want to use >
to ensure you can comply with it Show all web results
. Setect onc or more stem=. | nser: Cancel
Version -1
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6. The image will appear on the currently selected slide.

Moving and resizing pictures
Once you've inserted a picture, you may want to move it to a different location on the
slide or change itssize. PowerPoint makes it easy to arrange pictures in your

presentation.
To select a picture:
Before you can modify a picture, you'll need to select it.

o Simply click to select a picture. A solid line will appear around a selected

picture.

To resize a picture:

o Click and drag the corner sizing handles until the picture is the desired

size.
=,
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To rotate a picture:

« Click and drag the arrow above an image to rotate it right or left.

To move a picture:

o Click and drag to move a picture to a new location on a slide.

To delete a picture:

« Select the picture you want to delete, then press the Backspace or Delete key on
your keyboard.

You can access even more picture formatting options from the Format tab.

Picture Tools Eal — O
Format w' Tell me what you want to do... Merced Flores .Q,_
[# pi = ; - = R L
e — L# Picture Border .1 Bring Forward & _F|=- ED 4 -
e ~ | @ Picture Effects ~ O Send Backward - o
— - L_ B Crop =462 -
- | 5L Picture Layout ~ Eili Selection Pane k- G -

= Arrange Size ]

Inserting screenshots

Screenshots are basically snapshots of your computer screen. You can take a screenshot
of almost any program, website, or open window.

To insert screenshots of a window:

1. Select the Insert tab, then click the Screenshot command in the Images group.
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2. The Available Windows from your desktop will appear. Select the window you

want to capture as a screenshot.

File Horme In=crt i Transitions

—l E=E oy [agd =w == LS

Pl Table Pictures Online Screenshot Photo Shapes
Slide — - Pictures - Adburm — -
Slides Tables I Acailable WWindowrs 1

- -

3. The screenshot will appear on the currently selected slide.

Web Tools for TrackingSvYour Health Goals

To insert a screen clipping:
1. Select the Insert tab, click the Screenshot command, then select Screen
Clipping.

o=
—1  E= = =n == [<;:'

e Table Pictures Online Screenshot Photo Shapes
Slide — - Pictures - Alburm — -
Slides Tables Irr Anvailable Windowes 1

=

2. A view of other open windows will appear. Click and drag to select the

Screen Cli in
LT3 e mEREN 9|}

area you want to capture as a screen clipping.

3. The screen clipping will appear on the currently selected slide.
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Fig3.10.insert picture

To insert a shape:

1. Select the Insert tab, then click the Shapes command in

the Illustrations group. A drop-down menu of shapes will appear.

2. Select the desired shape.

File Horme In=sert

1 —
: === ot [aesl = ==
Mo | Table | Pictures Online Screerehot Photo
Slicle ~ - FPictures - Adburm ~
Siides | Tables e
L k
1
2
-

2

=

o
a

R

-2 3= gl @ s

Shapes SmartSrt Chart

Recently Used Shapes
B ™ T Cd e O M T L S
B S 8 L -

T T T LTl R R TR O S R
Reo tamgles
I Y e e e e J e s
Basic Shapes
B < M [ A7 £ < o > D CE G
G [ BN [ | [ B = N e Y s [ .}
o ED O S B O 3 T

== <3 L G TE <ffe Th 7 [ oI AT
S 3 o> = e e [ L el 7

3. Click and drag in the desired location to add the shape to the slide.

Modifying a shape or text box

When you click a shape or text box, handles will appear that let you manipulate the shape.

There are several types of handles.

« Sizing handles: Click and drag the sizing handles until the shape or text box is

the desired size. You can use the corner sizing handles to change
the height and width at the same time.
- = |
& e
i ~ . l
,L =
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« Rotation handle: Click and drag the rotation handle to rotate the shape.

o Yellow handles: Some shapes have one or more yellow handles that can be

used to customize the shape.

7_'__-.‘ - %____ﬁ_‘

In addition to resizing, customizing, and rotating shapes, you can align, order, and group
them. To learn more, see our Aligning, Ordering, and Grouping Objects lesson.
Formatting shapes and text boxes

To change the shape style:

Choosing a shape style allows you to apply preset colors and effects to quickly change the
appearance of your shape or text box. These options will depend on the colors that are part

of your current theme.

1. Select the shape or text box you want to change.

2. On the Format tab, click the More drop-down arrow in the Shape

Styles group.

Geb Biofuels Wellness - PowerPoint Drawing Tools

Animations Slide Show Review View Format

ransitions

»| £ ShapeFill -

Abc ﬂ - EShapeUutlinE' A A ﬁ

L# Shape Effects -

Shape Styles P WordArt
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3. A drop-down menu of styles will appear. Select the style you want to use.

Geb Biofuels Wellness - PownerPoint
AT et Slicle Shrows e e Wi rrevet 57 Tl rrve vwbiat o v

Al - B Tt Fill —

e o B || Erenoumne- | s
(me] [m=]) [a=]) [~=) (=) | [ &L 5RC
N W - W
- =

=3 & e =] ==

B e & (= - - - A 4

=3 o =3 ~
= F A\

4. The shape or text box will appear in the selected style.

To change the shape fill color:

1. Select the shape or text box you want to change.

2. On the Format tab, click the Shape Fill drop-down arrow. The Shape

Fill menu appears.

3. Move the mouse over the various colors. Select the color you want to use.

To view more color options, select More Fill Colors.

i Sheme Fill — e, Teace Fil) a B

e — - V™ — | e Wk ek - = S
— -— e — — ] — L5, = | e T EfFecrs — e Se
l o o e Sl =
AN EEsEEE
............... _
— — I C I ipo=
...... IS el
— Er—
1= o e — - —7:__7__—_—:——
.= - E——— o e
Lo < e -
1 Pl Te—tare - . N T
=t rescoluticor — — B
=Lirmge prosrarms y Q\

4. The shape or text box will appear in the selected color.

If you want to use a different type of fill, select Gradient or Texture from the drop-down
menu. You can also select No Fill to make it transparent.

To change the shape outline:
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1. Select the shape or text box you want to change.

2. On the Format tab, click the Shape Outline drop-down arrow. The Shape
Outline menu will appear.

3. Select the color you want to use. If you want to make the outline

transparent, select No Outline.

e Shape Fill —

= shape Cutline - e . P

Tha:rr-e{:c-lc-rs

_III---F?-

Aange Accent a4 Lighter A09
= et e b =

i
e
elimng progranms

4. The shape or text box will appear in the selected outline color.

From the drop-down menu, you can change the outline color, weight (thickness), and

whether it is a dashed line.

To add shape effects:

1. Select the shape or text box you want to change.
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2. On the Format tab, click the Shape Effects drop-down arrow. In the menu

that appears, hover the mouse over the style of effect you want to add, then

select the desired preset effect.
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3. The shape will appear with the selected effect.

To further adjust your shape effects, select Options at the end of each menu. The Format

Shape pane will appear, allowing you to customize the effects.
To change to a different shape:
1. Select the shape or text box you want to change. The Format tab will appear.

2. On the Format tab, click the Edit Shape command. In the menu that

appears, hover the mouse over Change Shape and select the desired shape.
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3. The new shape will appear.

Fig3.11.insert auto shape

To indent using indent markers:
1. Place the insertion point anywhere in the paragraph where you want to

indent, or select one or more paragraphs.

2. Go to the desired indent marker. In our example, we'll use the left indent

marker.

i ' a ' = f = f -

FTrrer v ol Be £Fre
Errrrrteclicaate fest of orter cabilfitfyv fo
TLeFrite FFris FrcafiodFr, cErrcd EEE CccEFr
rfser be tFfre stcarrcfcrroef caxrorerrcd
zerFrrcFr roe e lfoy

e tFre Hattlfefiteld of
CFL T ATV, TALI€ES CCEFE TLEFTE FOF OGELr
FRLEEEEOFLE CF FLele COFLFEclertoce, crErrtad
e CeETl Sel e COoOFrEFrof asmcarirr of”
L FT COOFTEIPEOFE AesEEFry .

3. Click and drag the indent marker as needed. When you're done, the selected
text will be indented.
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Customizing bullet spacing

When working with lists, PowerPoint allows you to fine-tune the space
between bullets and text by using the first-line indent marker or the hanging indent

marker.

To change the bullet spacing:
1. Select the lines you want to change, then go to the desired indent marker.

In our example, we'll use the hanging indent marker.

2. Click and drag the indent marker as needed. When you're done, the bullet

spacing will be adjusted.

=y 4 g = g B . A f s . s
T - - - - - -

Featured Spealkers

HKeyrnote: Tanishha Lowery-Crews (CEO, Alteyr Fnea

Panel: Examining the Clean Power Plan

(Colleen Norton (Chair, Harmon Enersy Consortitim)
Trewor Gharza (Founder, Garza Biotech Group)

Foanls Fathawasy (COO, Alter Encrey Solutions)

. Rachel Fleming (Director, Packard University Biot

RN Tricia WNWguyen (Director, Sanders Researclh

Worlkshop: Trevor Garza (Founder, Garza Bioteckh

Line spacing
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PowerPoint allows you to adjust the amount of space between each line in a list or
paragraph. You can reduce the line spacing to fit more lines on a slide, or you

can increase it to improve readability.

To format line spacing:

1. Select the text you want to format.

(1> -
L Frreremn toeldd He $7fre
CErrrrrrecdicaide test of oter B EfEdn o
reFrEFe FFrLES PrerfFerrr, crrrel T ccrrr
L erlfso be ftFfre stcarrclfocrrof carorerecd
L rerFrEocfr rooe e ffa

Crrr #Fre bBoeattfefFelflad opF
EFRE P ETN ., FALIE CCEPE ELEFE Ferr o re e
FPELCEEEOFE CFr PEEIL COFLFEclertce, cktdrct
et CCcEPt Set e coFrrtfrol csscrire o
O TLEPT COFFLIFEOFE CEESEEFEN

iz warwn®s € wb e x
SoOth TUT.S. President

2. On the Home tab, locate the Paragraph group, click the Line Spacing command,

then select the desired line spacing option from the menu.

Hem fe = 1=+ |1{} Text Direction - S~ e 1O O
[ e T _ &_I__L)E>‘J}S
f ¥ %

n L2

Arrange CQuick
= Styles ~

= == |=- 1.0 - e~
1.5
Pa [} ] Drrawwing

4 1 3 [ 2.0 & 1 1 1 2 1

2.5
3.0

| Line Spacing Options...

3. The line spacing will be adjusted.
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If you want to adjust the line spacing with even more precision, select Line Spacing
Options from the drop-down menu. The Paragraph dialog box will appear, allowing you

to fine-tune the line spacing and adjust the paragraph spacing, which is the amount of

space that is added before and after each paragraph.

Paragraph

Indents and Spacing

General

Alignment: Left e

Indentation

EBefore text: |0.09° = Special:
Spacing

Before: 14 pt =

After: 12 pt =

Tabs...

To align two or more objects:

1. Select the objects you want to align. To select multiple objects at once, hold

Line Spacing:

(none) S By e

Multiple |~ | at  [1.3] =

Cancer

the Shift key while you click. The Format tab will appear.
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2. From the Format tab, click the Align command, then select Align Selected
Objects.

(=] —

Picture Tools

Merced Flores

—r—— z Picture Border — -1 Bring Forward — et Alignm = =Nz 17
r— - @ Picture Effects — OO Send Backward - 1= Align Left
~ | EL, Picture Layout ~ B Selection Pane &, Align Center
= Arrange | &S| align Right

ol
3

[u}
ol Adign Middle
0.

Align Top

1
€

Align Bottom

Align to Slide

X"

—  Align Selected Objects
-

Click the Align command again, then select one of the six alignment options.

The objects will align based on the option you selected.

To align objects to the slide:

Sometimes you may want to align one or more objects to a specific location within the

slide, such as at the top or bottom.

Select the objects you want to align. To select multiple objects at once, hold

the Shift key while you click.

From the Format tab, click the Align command, then select Align to Slide.

(==} —

PMerced Flores

—~—— L= J1 Bring Forward  — 1= Align — == 1>
— - | e Picture Effects — [ Send Backward - = Align Left
= | EL Picture Layout — 5 selection Pane =, Align Center
= Arrange = Align Right

mF  Align Top
ot Align Piddle
ade Align Bottorn

Ml Distribute Horizontally
= Distribute Mertically
—  Aadign to Slide

Align Selected QL\QE-jects
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3. Click the Align command again, then select one of the six alignment

options.
4. The objects will align based on the option you selected.

To distribute objects evenly:
You can do this by distributing the objects horizontally or vertically.

1. Select the objects you want to align. To select multiple objects at once, hold

the Shift key while you click.

2. From the Formattab, click the Align command, then select Align to
Slide or Align Selected Objects.

Picture Tools ==

' Tell me what you want to

Merced Flores

e L+ Picture Border — I3 Bring Forward - 1= Adign ~— =3 1>
e ~ | @ Picture Effects — 0O Send Backward ~ | |& Align Left
= E, Picture Layout — Bl Selection Pane &2 Align Center
= Arrange =|  align Right
ogT Aldign Top
o}  Adign Middlie
od:  Align Bottorn
Mle Distribute Horizontally
= Distribute Mertically
Align to Slide
—  Align Selected Objects [
3. Click the Align command again, then select Distribute

Horizontally or Distribute Vertically from the drop-down menu that

appears.
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Dristribute Horizontally [

)=

Distribute Mertically

Align to Slide

{

Align Selected Objects

4. The objects will distribute evenly.

Fig3.21.indentation and alignment

Grouping objects

You may want to group multiple objects into one object so they will stay together if they

are moved or resized. Pictures, shapes, clip art, and text boxes can all be grouped;

however, placeholders cannot be grouped. If you will be grouping pictures, use one of the

commands in the Images group on the Insert tab to insert pictures instead of the picture

icon inside the placeholder.

Insert Design Transitions Animations Slide
=
= B | g a. =2 | T 0

Mew Table | Pictures Online Screenshot Photo | Shapes SmartArt Chart
Slide ~ > Pictures > Album - 2

Slides Tables Images IHustrations

To group objects:
1. Select the objects you want to align. To select multiple objects at once, hold

the Shift key while you click. The Format tab will appear.
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2. From the Format tab, click the Group command, then select Group.

Picture Tools

Format v Tell me what you want to do...
P— zpicture Border - .1 Bring Forward - |= Align ~
1 ~ | @ Picture Effects O Send Backward - I—E'I:Group" —
— =
= | 5L Picture Layout - H; Selection Pane I#l Group [:?
= Arrange

3. The selected objects will now be grouped. There will be a single box with

sizing handles around the entire group to show that they are one group.
You can now move or resize all of the objects at once.

If you select the objects and the Group command is disabled, it may be because one of the

objects is inside a placeholder. If this happens, try reinserting the images by using
the Pictures command on the Insert tab.

Insert Design Transitions Animations Slidd
3
= B ldlld e 2 OBl

MNew Table  Pictures Online Screenshot Photo | Shapes Smart&rt Chart
Slide - > Pictures > Album - o

Slides Tables Images

[lustrations
To ungroup objects:

1. Select the object group you want to ungroup.

2. From the Format tab, click the Group command, then select Ungroup.
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3. The objects will be ungrouped.

Ordering objects

.1 Bring Forward -~ |: Align ~
O Send Backward - I—E'I:Group'

E[,‘\; Selection Pane

= Arrange

-

ey,

\__ EEUTON

In addition to aligning objects, PowerPoint gives you the ability to arrange objects in

a specific order. The ordering is important when two or more objects overlap because it

will determine which objects are in the front or the back.

Understanding levels

When objects are inserted into a slide, they are placed on levels according to the order in

which they were inserted into the slide. In our example, we've drawn an arrow on the top

level, but we can change the level to put it behind the other objects.

To change the ordering by one level:

1. Select an object. The Format tab will appear.

2. From the Format tab, click the Bring Forward or Send

Backward command to change the object's ordering by one level. If there

are multiple objects on the slide, you may need to click the

command several times to achieve the desired ordering.
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Drawing Tools &al

Format ':.’ Tell me what you want to do... Merced Flores

L\ Text Fill = .1 Bring Forward ~ [ Align ~
A A - ﬂ Text Qutline - 01 Send Backward - Group
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3. The objects will reorder.

To bring an object to the front or back:

If you want to move an object behind or in front of several objects, it's usually faster
to bring it to front or send it to back instead of clicking the ordering commands multiple

times.

1. Select an object.

2. From the Format tab, click the Bring Forward or Send Backward drop-

down arrow.

Drawing Tools

Farmat ¢ Tell me what you want to do... Merd

A Text Fill = 1 Bring Forward ~  [5 Align -

A A - ﬂTﬂtDutline* 00 Send Backward |* Group

7| {5 Text Effects - E[:;a; Selection Pane "k Rotate -
WordArt Styles M Arrange

3. From the drop-down menu, select Bring to Front or Send to Back.
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Drawing Tools
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A Text Fill = 1 Bring Forward ~  [5 Align -
A A - ﬂTmrt Outline - 00 Send Backward - Group
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WordArt Styles
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4. The objects will reorder.

Fig3.13.working on objects

If you have several objects placed on top of each other, it may be difficult to select an
individual object. The Selection pane allows you to easily drag an object to a new

location. To access the Selection pane, click Selection Pane on the Format Tab.

To insert a hyperlink:

1. Select the image or text you want to make a hyperlink.

2. Right-click the selected text or image, then click Hyperlink. Alternatively,
you can go to the Insert tab and click the Hyperlink command.

. cue
. n Copy
rrifoLiter r

Faste Opticna:
Cornipouter basic z

s CoOornitaclt \Xeylor: o

srmicd Retirermenmt Plammimg

of our fimaamcial repoor
Bemnmefits Cauldide

3. The Insert Hyperlink dialog box will open.
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Insert Hyperlink

Look in - Deskiop

Desktop Docs
Excel 2016

B AR . PowerPoint 2016

S parallels Shared Folders
hittp/Awaww. goflearnfree org T

4. If you selected text, the words will appear in the Text to display field at the

top. You can change this text if you want.
5. Type the address you want to link to in the Address field.

6. Click OK. The text or image you selected will now be a hyperlink to the

web address.

* Free Online Learning & Computer J raining; Gr

Microsoft Office classes, computer

To insert a hyperlink to an email address:
1. Right-click the selected text or image, then click Hyperlink.
2. The Insert Hyperlink dialog box will open.

3. On the left side of the dialog box, click Email Address.
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Insert Hyperlink Py —<
Link to: Iext to display: Weylon Glen S
=)
Existing File or | | ook in: B Desktop —
Web Page
-4 Homegroup = Bookmark...
Place in This rF‘:I:’P':' ~= Libraries
Documen t il Network
== This PC
Create New B Desktop Docs
Document Fomim Excel 2016
- 2 Lisa Roscoe
i e . OneDrive
E- I Address
mat e . PowerPoint 2016
Recent Files
Word 2016
S parallels Shared Folders ~
Address: |
Cancel

4. Type the email address you want to connect to in the Email Address box,
then click OK.

Insert Hyperlink ? >
Link to: Text to display: Weylon Glen ScreenTip...
-
Existing File or | E-mail address
Web Page mailto:glen@adworks.com
| —
Place in This SleEEs
Document
| Recently used e-mail addresses:
Create New
Document
E-mail Address
[T ‘ Cancel
5

PowerPoint often recognizes email and web addresses as you type and will format them as
hyperlinks automatically after you press the Enter key or spacebar.

To open and test a hyperlink:

1. After you create a hyperlink, you should test it. Right-click the hyperlink,
then click Open Hyperlink.
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Fo t Text Effects...
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2. Your web browser should open and then navigate to the linked page. If it doesn't

work, check the hyperlink address for any misspellings.

To open a hyperlink while viewing your slide show, click the hyperlink.

@
. . ¥
Microsoft Office classes, computer

To remove a hyperlink:

1. Right-click the hyperlink.

2. Click Remove Hyperlink.

RESOURCES !

CCcorTipolite

T XS B

IPlearariracy
COL Adr € €% h- =2

<o Tirnesr N
~reeTits C ol i JFaSSss
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More hyperlinks

Using shapes and pictures as hyperlinks

Sometimes you might want to format objects—including shapes, text boxes, and
pictures—as hyperlinks. This is especially helpful if you want the object to act like
a button. To do this, right-click the desired object and select Hyperlink from the menu

that appears. Click the object during the presentation to open the hyperlink.

Copy

YL Paste Opticons:

LN
[27] Edit Text

| a5 Cut
[
=T

Fonrt...
F Change Shape -
Acdd Shape -

Hyperlimk...
- s
Save as Picture

Reset Shape

Size and Position...

Format Shape...

To insert a hyperlink to another slide:
1. Right-click the selected text or image, then click Hyperlink.
2. The Insert Hyperlink dialog box will appear.
3. On the left side of the dialog box, click Place in this Document.

Insert Hyperlink 7 >
Link tes Text to display: AdWorks Employvee Benefits Guide ScreenTip. .
Existing File or Select a place in this document: Slide preview:
Web Page Previous Slide -~
I—IsSlide Titles
Place in This 1. Adwerks Agency MNew Employ
Document E& 2. Topics
3. Getting to Know the Company
Create Dlew 4. About Adworks
=S 5. Accomplishments
! &.
E-mail Address 7.
8. -
9. Health Insurance
10. Leave Time -~
= = rm— .
Canc @l
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4. A list of other slides in your presentation will appear. Click the name of the

slide you want to link to.

Insert Hyperlink

Link to:

Existing File or
Wweb Page

Place in This
Document

Create New

E-mail Address

Text to display: AdWorks Employee Benefits Guide | |

Select a plage in this document:

| Previous slide

I—islide Titles

| 2. Topics
1

. Accomplishments
. Organization
. Working with Clients

|
|
|
|
|
|
|
|
|
| Health Insurance
|

SomNOw

O. Leave Time

<

=

| 1. Adworks Agency New Employ
3. Getting to Know the Company
4. About Adworks

- Understanding Your Benefits

>

slide preview:

ABOUT ADWORKS.

Show and return

5. Click OK. The text or image will now be a hyperlink to the slide you selected.

TOPICS

Abou%AdWor’ks
Accomplishments

To insert a hyperlink to another file:

1. Right-click the selected text or image, then click Hyperlink. The Insert

Hyperlink dialog box will appear.

2. On the left side of the dialog box, click Existing File or Webpage.

3. Click the drop-down arrow to browse for your file.
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Insert Hyperlink
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web Page —
- = . Bookmark
Place in This e
Document Folde
Create hew )
Document SRy
L Word 2016 ~
E-mail Address
Recent Files
Addrgss:
Cancel
Insert Hypearlink E <
Link to: Text Lo display: |AdWorks Employee Benefits Guide P ———
Lok in: — This PC —

Document

s DVD Drive (D) Parallels Teols
Current — Floppy Disk Drive (AD
CEIET = Local Disk (<)

5. Click OK. The text or image will now be a hyperlink to the file you selected.

Fig3.14.hyperlink

C:\Users\lroscoe\AppData\Roaming\
Microsoft\Windows\Network

Shortcuts\AdWorks employee
benefits guide.docx

To save a presentation:

- The most recent copy of our financial report

It's important to save your presentation whenever you start a new project or make

changes to an existing one. Saving early and often can prevent your work from being lost.
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1. Locate and select the Save command on the Quick Access Toolbar.

Insert Design Transitions Animations
LT |__| =] Layout - - A a 2
PEE E‘@ - Mlew I:I:I Reset B I U g i A A
- -~ Slide ~ Ol Section ~ === o e
Clipboard ] Slides Font

2. If you're saving the file for the first time, the Save As pane will appear

in Backstage view.

3. You'll then need to choose where to save the file and give it a file name.
Click Browse to select a location on your computer. Alternatively, you can

click OneDrive to save the file to your OneDrive.

Save As

OnelDrive - Personal
flores.merced@yahoo.com

This PC

JTN

Add a Place

Browse [}_

4. The Save As dialog box will appear. Select the location where you want to

save the presentation.

5. Enter a file name for the presentation, then click Save.
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Save as type: | PowerPoint Presentaticn ~
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6. The presentation will be saved. You can click the Save command again to

save your changes as you modify the presentation.

You can also access the Save command by pressing Ctrl+S on your keyboard.

Using Save As to make a copy

If you want to save a different version of a presentation while keeping the original, you
can create a copy. For example, if you have a file named Client Presentation you could
save it as Client Presentation 2 so you'll be able to edit the new file and still refer back to

the original version.

To do this, you'll click the Save As command in Backstage view. Just like when saving a
file for the first time, you'll need to choose where to save the file and give it a new file

name.
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default save location:

If you don't want to use OneDrive, you may be frustrated that OneDrive is selected as the

default location when saving. If you find this inconvenient, you can change the default

save location so This PC is selected by default.

1. Click the File tab to access Backstage view.

Insert

Design Transitions

) X |:|La out = - . ”
D v B0 A A |
Eg - ¥ Reset
Paste B I U S abe &V . Aa A
- 5I|de' = Section ~
Clipboard ra Slides Font

2. Click Options.

3. The PowerPoint Options dialog box will appear. Select Save, check the box next

to Save to Computer by default, then click OK. The default save location will be

changed.
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General
Proofing

Save

Add-ins

PowerPoint Optians

Language
Adwvanced

Customize Ribbon

Trust Center

Q Customize how documents are saved.

Sawve presentations

Sawve files in this format:

PowerPoint Presentation

~| Sawve AutoRecower information everny 10 = minutes

+| Keep the last autosaved wversion if | close without saving

AutoRecowver file location:

Quiick Access Toolbar

ChUsershAppDatatRoaming

Don't show the Backstage when cpening or saving files

| Show additional places for saving, even if sign-in may be required.

55*.-'& to Computer by default
D

efault local file location:

ChUsers\Docurments’,

Default personal templates location:

Cancel

Using Auto Recover

PowerPoint automatically saves your presentations to a temporary folder while you are

working on them. If you forget to save your changes or if PowerPoint crashes, you can

restore the file using Auto Recover.

To use Auto Recover:

1. Open PowerPoint. If auto saved versions of a file are found,

the Document Recovery pane will appear.

2. Click to open an available file. The presentation will be recovered.

Document Recowvery

PowerPoint has recovered the following
files. Sawve the ones you wish to keep.

Aorailable Files

[~ [ Adoptable Pets.pptx [Orig
Wersion created last time £ -
32076 1:55 PRA %_

ﬂ wwWhich file do | vwant to save?

Close
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By default, PowerPoint auto saves every 10 minutes. If you are editing a presentation for

less than 10 minutes, PowerPoint may not create an auto saved version.

If you dont see the file you need, you can browse all autosaved files
from Backstage view. Just select the Filetab, click Manage Presentation, then

choose Recover Unsaved Presentations.

INnspect Presentation
Before publishing this file, be awvware that it contains:

Docurment properties, author's narme and
Issues — cropped out irmage data

Content that people with disabilities are unable
to read

-—|_I MManmnage Presentation
x| Check in, check out, and recowser unsawed changes.

Lol = 7] There are mo unsawved changes.
resentation —

Recower Unsawved Presentations
EBrowwse recent unsawed files

Exporting presentations

By default, PowerPoint presentations are saved in the .pptx file type. However, there may
be times when you need to use another file type, such as a PDF or PowerPoint 97-2003

presentation. It's easy to export your presentation from PowerPoint in a variety of file

types.

o PDF: Saves the presentation as a PDF document instead of a PowerPoint
file

e Video: Saves the presentation as a video

o Package for CD: Saves the presentation in a folder along with the
Microsoft PowerPoint Viewer, a special slide show player anyone can

download

e Handouts: Prints a handout version of your slides
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Other file type: Saves in other file types, including PNG and PowerPoint

97-2003

To export a presentation:
In this example, we'll save the presentation as a PowerPoint 97-2003 file.

1. Click the File tab to access Backstage view.

2. Click Export, then choose the desired option. In our example, we'll

select Change File Type.

Export
EI_Hﬁl_ Create PDF/XPS Document
I\’_f'i‘_jl Create a Video

Package Presentation for D

Create Handouts

==
=l
E’A" CThange File Type I}

3. Select a file type, then click Save As.

CThange File Type

Image File Types
IPEG File Interchange Format

PG Portable MNetwork Graphics

FEES Print quality imege files of each slice

el quality imege files of each slice

Other File Types

Ll 5= a= Ancther File Type
==

Save A

Measurement and Quantity estimation Version -1
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4. The Save As dialog box will appear. Select the location where you want to

export the presentation, type a file name, then click Save.

EE save As >
1~ <« Docurments > Presentations -~ T Search Presentations o
Organize - MNew folder == - [ 7]
& OneDrive - Mame Date modified Type
@ This PC & Family Tree 2/29/16 1:42 PM Microsoft Pd
B Desktop
2] Decurments
- Downloads
B Movies
v muasic
= Pictures
| peal Disk e ™~ % >
File name: | EEEToETrTe -
Save as type: | PowerPoint 87-2003 Presentation ~—
Authors:  Merced Flores Tags: Add atag
~ Hide Folders Tools =

You can also use the Save as type drop-down menu in the Save As dialog box to save
presentations in a variety of file types. Be careful to choose a file type others will be able

to open.

EE save As =
1 <« Documents » Presentations ~ | o Search Fresentations =
Organize - Mews Folder A== ~ [ =]
Bl rovies &3 Mame - Date modified Type
& rausic @¥] Adoptable Pets 31516 1:55 PMA PMicrosoft Pd
=] Pictures @Y AdWworks Proposal 216516 « Microsoft Pd
% Local Disk (C:) ¥ Employes Orientation 2/ Microsoft Pd
== Staff on 'psf (X:) %] Vacation Photos 2/26/16 10:40 AN Microsoft Pd
== My Passport on
== Home on 'psf'
mi+ MNetwork
~ < >
File name: | Adoptable Pets -
Save as type: | PowerPoint Picture Presentation —

frthore: |POWerPoint Presentation
SHENerE  powwerPoint Macro-Enabled Presentation

PowerPoint 97-2003 Presentation

XPS Docurment
PowerPeoint Template
PowerPoint Macro-Enabled Template i
PowerPoint 97-2003 Termplate
Office Theme

PowerPoint Show

PowerPeint Macro-Enabled Show
PowerPoint 97-2003 Show

. Hide Folders

In order to share a presentation, it must first be saved to your OneDrive.
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To share a presentation:

1. Click the File tab to access Backstage view, then click Share.

2. The Share pane will appear.

Click the buttons in the interactive below to learn more about different ways to share a

presentation.

Share

Adoptable Pets

Merced Flores's OneDrive

Share

Email

of [T %

» Docurments

Share with People

Present Online

Publish Slides

Fig3.15.Save presentation

Share with People

Send invitations and get sharing links.

-
-
Share with
People

e Quality Criteria: Perform each steps step by step

e Precautions: use the given steps properly.
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Lap test 3
Name: Date:
Time Started: Time Finished:

Instructions: Given necessary templates, workshop, tools and materials you are required

to perform the following tasks.

Task 1: Incorporate chart and bullet in to slides

Task 2: Insert and work on video, audio, table and graphics

Task 3: Insert picture, auto shape, hyperlinks and modify objects
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UNIT FOUR: ADD SLIDE SHOW EFFECTS

4.1.Incorporating present animation and multimedia effects as required to
enhance the presentation

In PowerPoint, you can animate text and objects such as clip art, shapes, and pictures.
Animation—or movement—on the slide can be used to draw the audience’s attention to

specific content or to make the slide easier to read.
The four types of animations

There are several animation effects you can choose from, and they are organized into four

types.

« Entrance: These control how the object enters the slide. For example, with
the Bounce animation the object will "fall" onto the slide and then bounce

several times.
Entrance
Appear Fade Fly In Float In Split Wipe
Shape Wheel FRandorm Bars Grow & Turn Foom Swinvel

Bounce

o Emphasis: These animations occur while the object is on the slide, often
triggered by amouse click. For example, you can set an object

to spin when you click the mouse.
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Emphasis

Pulse Color Pulse Teester Spin Grow, Shrink Desaturate

- g g

Darken Lighten Transparency Object Colar Compleme... Line Color

A P28 w B

Fill Color

o Exit: These control how the object exits the slide. For example, with

the Fade animation the object will simply fade away.

= i > i >
Disappea Fade Fly Cut Float Cut Split Wi
= {9¥ d -
T
> Y = S B Sic
Shape Wheel FRandorm Bars Shrimnk & Tu... Zoorm Swwiner

« Motion Paths: These are similar to Emphasis effects, except the object

moves within the slide along a predetermined path, like a circle.

e F

i
Motion Paths

— Y rd o \_
" | |
o

i *
Lines Arcs Turns Shapes Loops Custom Path

Fig 4.1.Animation

4.2. Adding slide transition effects to ensure smooth progression through the

presentation

If you've ever seen a PowerPoint presentation that had special effects between each slide,

you've seen slide transitions. A transition can be as simple as fading to the next slide or

as flashy as an eye-catching effect. PowerPoint makes it easy to apply transitions to some

or all of your slides, giving your presentation a polished, professional look.
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About transitions
There are three categories of unigue transitions to choose from, all of which can be found
on the Transitions tab.

e Subtle: These are the most basic types of transitions. They use simple

animations to move between slides.

Subitle

) - e e (< (&2 [ (I

Mone Cut Fade Push Wipe Split Rewveal Random Bars
=] <l
Shape Uncower Cower Flash

« Exciting: These use more complex animations to transition between slides. While
they're more visually interesting than Subtle transitions, adding too many can
make your presentation look less professional. However, when used in moderation

they can add a nice touch between important slides.

Escciting

Fall Ower Drape Curtains Prestige Fracture Crush Peel OFff
= =
L] h_d Ea = [F]] [ ™ @
Page Curl Airplane Origami Checkerboa... Elinds Clock Ripple
=] = =
Honeycomb Glitter Wortex Switch Flip Gallery Cube
=

Doors Box Comlb Random

e Dynamic Content: If you're transitioning between two slides that use
similar slide layouts, dynamic transitions will move only the placeholders, not
the slides themselves. When wused correctly, dynamic transitions can

help unify your slides and add a further level of polish to your presentation.

Dynamic Content

B W O @ O @O K

Pan Ferris Wheel  Conveyor Rotate Window Orbit Fly Through
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Transitions are best used in moderation. Adding too many transitions can make your
presentation look a little silly and can even be distracting to your audience. Consider using

mostly subtle transitions, or not using transitions at all.

4.3 Testing presentation for overall effect

Before delivering your presentation, you might ask someone else to review it and give you
feedback on your slides. You might even work with a collaborator to create a presentation
together. If you were revising a hard copy, you could add comments in the margins
or compare your rough and final drafts side by side. You can do these things in
PowerPoint using the Comments and Compare features.

Comment on presentations

When revising or collaborating on a presentation, you might want to make notes or
suggestions without actually changing the slide. Leaving a comment allows you to take
note of something without altering the slide itself. Comments can be added and read by

the original author or any other reviewers.

4.4 Using onscreen navigation tools

As you add more slides to a presentation, it can be difficult to keep everything organized.
Fortunately, PowerPoint offers tools to help you organize and prepare your slide show.

About slide views
PowerPoint includes several different slide views, which are all useful for various tasks.
The slide view commands are located in the bottom-right of the PowerPoint window.

There are four main slide views.
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+
¥
Click to add notes
= Notes Wl Comments B 55 BE =|-—1 + 4% [H
e Normal view: This is the default view, where you create and edit slides.
You can also move slides in the Slide Navigation pane on the left.
1 R
ANIMAL RESCUE
. SHELBYFIELD
= ANIMAL RESGUE
3 -
e T ot Ts B R e WM W = —— e
o Slide sorter view: In this view, you'll see a thumbnail version of each
slide. You can drag and drop slides to reorder them quickly.
o Reading view: This view fills the PowerPoint window with a preview of
your presentation. It includes easily accessible navigation buttons at the
bottom-right.
[P 3] PowerPoint Slide Show - [Pet Showcase] - PowerPoint — =) <
SHELBYFIELD
ANIMAL RESCGUE
ADOPTABLE PETS
5> B Ok b =W =
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o Slide show view: This is the view you'll use to present to an audience. This
command will begin the presentation from the current slide. You can also
press F5 on your keyboard to start from the beginning. A menu will appear
in the bottom-left corner when you move the mouse. These commands
allow you to navigate through the slides and access other features, such as

the pen and highlighter.

SHELBYFIELD
ANIMAL RESGUE

ADOPTABLE PETS

a8
Outline view
Outline view shows your slide text in outline form. This allows you to quickly edit your
slide text and view the content of multiple slides at once. You could use this layout to

review the organization of your slide show and prepare to deliver your presentation.
To view an outline:
Once your slide show is complete, you'll need to learn how to present it to an audience.

PowerPoint offers several tools and features to help make your presentation smooth,

engaging, and professional.
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Presenting a slide show

Before you present your slide show, you'll need to think about the type of equipment that

will be available for your presentation.

Many presenters use projectors during

presentations, so you might want to consider using one as well. This allows you to control

and preview slides on one monitor while presenting them to an audience on another

screen.

Once your slide show is complete, you'll need to learn how to present it to an audience.

PowerPoint offers several tools and features to help make your presentation smooth,

engaging, and professional.
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control how the object enters the slide.

by a mouse click.

control how the object exits the slide.

are similar to Emphasis effects, except the object

are the most basic types of transitions.

use more complex animations to transition between slides.

will move only the placeholders, not the slides themselves.

animations occur while the object is on the slide, often triggered
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Operation sheet-4.1

Operation sheet 4.1: work on animation,transition,navigation and test slide
presentation

e Operation title: working on animation,transition,navigation and test slide
presentation
e Purpose: To work on animation,transition,navigation and test slide presentation
e Instruction: Use each steps below properly :
e Tools and requirement:
13.  Computer,
14.  Office Software,
e Steps in doing the task
To remove an animation:

1. Select the small number located next to the animated object.
2. Press the Delete key. The animation will be deleted.

Working with animations
To add multiple animations to an object:

1. Select an object.
2. Click the Animations tab.

3. Inthe Advanced Animation group, click the Add Animation command to

view the available animations.
4. Select the desired animation effect.

5. If the object has more than one effect, it will have a different number for
each effect. The numbers indicate the order in which the effects will

occur.
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To reorder the animations:

1. Select the number of the effect you want to change.

2. From the Animations tab, click the Move Earlier or Move

Later commands to change the ordering.

'I* %M Animation Pane P Start On Click = | Reorder Animation

A Trigger = (5) Duration: 0050 > & Move Earlier
Animation Animation Painter @ Delay: 00.00 . ¥ Move Later
Advanced Animation Timing

To copy animations with the Animation Painter:

1. Click the object that has the effects you want to copy. In our example,

we'll click our answer text.

2. From the Animations tab, click the Animation Painter command.

Q Tell me what yo

Animations Slide Show Review
_ T 'l* M Animation Pane
’.-k. W w - Eﬂ:_ Add Trigger -
hr ; _ ect
FIJ. |r| Fll:lat |r| SF‘llt - Gptiunsv Animatiun . ﬁﬁnima‘tiﬂ‘n PaLnter |
ation P Advanced Animation

3. Click the object you want to copy the effects to. In our example, we'll click

the answer text on the next slide. Both objects now have the same effect.

To preview animations:

1. Navigate to the slide you want to preview.
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the current slide will play.
File Home Insert Design Transitions Animations
b N =
i *‘ ";r
Preview Swivel Bounce Pulse Caolor Pulse T
Preview Animation

The Animation Pane
To open the Animation Pane:
From the Animations tab, click the Animation Pane command.

1.

@ Tell me what you want to do...

Animations Slide Show Review i
T ‘l* 2 Animation Pane
T Trigger - |/\\s
Spin _ Effect Add ) . .
- Options = Animation - Animation Painter
Advanced Animation

lor Pulse Teeter
IF

ation

The Animation Pane will open on the right side of the window. It will
show all of the effects for the current slide in the order in which they will

appear.

To reorder effects from the Animation Pane:
1. On the Animation Pane, click and drag an effect up or down.

>

2. The effects will reorder themselves.

To preview effects from the Animation Pane:
Measurement and Quantity estimation
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1. From the Animation Pane, click the Play button.

bwp-

2. The effects for the current slide will play. On the right side of the

Animation Pane, you will be able to see a timeline that shows the progress
through each effect.

Avirmaticorrn Parmneses B

Sto

Cruestion Tesce:... [0
e ST N TescE ..
SsErom ST Srs. ..
B T i |

If the timeline is not visible, click the drop-down arrow for an effect, then select Show
Advanced Timeline.

bW

To change an effect's start option:

1. From the Animation Pane, select an effect. A drop-down arrow will
appear next to the effect.
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= - PAowe Earlier
- —— PAowre Later
iminag
Aarnimation Pames

Flay From

hUnN-
»
)
"
i
0
]
]
£
"
(']
]
i

2. Click the drop-down arrow and select one of the three desired start options. Start

on Click will start the effect when the mouse
Previous will start the effect at the same time as the previous effect, and Start

After Previous will start the effect when the previous effect ends.

Curaticms O S0 = - Plonere Earlier

(oo Mool — Plonee Later

Aanirmatiorn Pamne

Play From

A Cruaestion besck: . [ |
=1 Craesticn teck:.
EE=] Start O Clicks

[a=] Start After Prew
Effect Opticns...
Tirriirg...

Rermowe

Start MWt P s

Hide Adwvanced Timeline

is clicked, Start With

When you preview the animations, all of the effects will play through automatically. To
test effects that are set to Start on Click, you will need to play the slide show.

The Effect Options dialog box

To open the Effect Options dialog box:

1. From the Animation Pane, select an effect. A drop-down arrow will

appear next to the effect.

2. Click the drop-down arrow, then select Effect Options.
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- Reorder Anirmation
= - plosre Earlier

- Plowe Later

Aarnimation Pane = ==
Play From - —
1 Cuestion tesct: ... [0
Questicon tesce:... [] =1
Start On Click
Start With Prewviocus

= Start After Prewvious

Effect Options... |-

3. The Effect Options dialog box will appear. Click the drop-down menus and

select the desired enhancement. You can add a sound to the animation,

add an effect after the animation is over, or animate text in a different

Pulse L3 >
Effect Timing Text Animation
Enhancements
Sowund: o Sound] B -!E
After animation: Don’t Drim ——
Animate tepxt: Al at once —
Cancer

Some effects have additional options you can change. These will vary depending on

which effect you have selected.

To change the effect timing:

1. From the Effect Options dialog box, select the Timing tab.

Page 166 of 207
Author/Copyright

Ministry of Labor and Skills

Measurement and Quantity estimation
In irrigation project

Version -1

April, 2022




QL. KG PUNF TULNEC
I €| MINISTRY OF LABOR
AND SKILLS

Pulse 4 >
Effect Timing Text Animation

Start: Y on Click —

Delay: o = seconds

Duration: 0.5 seconds (Wery Fast) —

Repeat: (none) ~

[ Rewind when done playving

Iriggers =+

Cancel

2. From here, you can add a delay before the effect starts, change

the duration of the effect, and control whether the effect repeats.

Pulse

rd e
Effect Timinag Tesct Animation
Start: Y o Click —
Drelay: z.s =] secon ds
Duration: 3 secon ds (Stawil
Repeat: mone) vlt
[ Rexvwind when done plaxing
Iriggers =
cancel

To apply a transition:

1. Select the desired slide from the Slide Navigation pane. This is the slide

that will appear after the transition.

2. Click the Transitions tab, then locate the Transition to This Slide group. By

default, None is applied to each slide.
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3. Click the More drop-down arrow to display all transitions.

File Home Insert Design Transitions Animations Slide Show Review View
) B a4 & .
Preview MNone Cut Fade Push Wipe Split Effect
Options
Preview Transition to This Slide

4. Click a transition to apply it to the selected slide. This will automatically

preview the transition.

Subele

| (- ([l ]| [ < [<=2=| [y IIIIIIIII
P o o Fade Pusk E‘, W Sl Rewveal Randorm Ba
[ =] [=m (= ==
Shape Uncower Cower Flash
e
(L] (= W | [ — =] | | (==
Fall Ovar Drape curtains Fraczor . Crush Pee Orr
[ — [Fe=] == [ [z=zm] [ ==
Pame Pt e Gt i prprs: ferpersd
== (S| B | LD [ =T =] =
P perrete S e b e e -
[ | [ o == [T
[y e S f—
T T Tt
i | | Be=] = | =] (L=

You can use the Apply To All command in the Timing group to apply the same transition

to all slides in your presentation. Keep in mind that this will modify any other transitions

you've applied.

Transitions Animations Slide Show Review Vi Q Tell me...

. "]2, Sound: [Mo Sound] -~
. @ H @ @ Duration: 01.00 :

_| Effect
Fade Push Wipe Split = Options - T3 Apply To Al

Transition to This Slide Timing

Try applying a few different types of transitions to various slides in your presentation.

To preview a transition:
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You can preview the transition for a selected slide at any time using either of these two
methods:

e Click the Preview command on the Transitions tab.

File Home Insert Design Transitions
o O m =

Pre'.l'iwl.r} Maone Cut Fade Push
Preview Transition to This Slide

e Click the Play Animations command in the Slide Navigation pane.

Modifying transitions

To modify the transition effect:

You can quickly customize the look of a transition by changing its direction.
1. Select the slide with the transition you want to modify.

2. Click the Effect Options command and choose the desired option. These

options will vary depending on the selected transition.

Animaticons Slide Showw

it § i i = =--
=l (=N =] o e
L —— 5 Duration: O1.00 =

Fade FPush Wipe sSplit — Effect
L = O ptions ~ S apply To Al

Transition to This Slide
From Bottorm

From Lert
(<l rrom mione

Ls

= From Iop
Page 169 of 207 Ministry of Labor and Skills Measurement and Quantity estimation Version -1
Author/Copyright In irrigation project W




QL. KG PUNF TULNEC
I | MINISTRY OF LABOR

AND SKILLS

3. The transition will be modified, and a preview of the transition will appear.

Some transitions do not allow you to modify the direction.
To modify the transition duration:
1. Select the slide with the transition you want to modify.
2. Inthe Duration field in the Timing group, enter the desired time for the
transition. In this example, we'll decrease the time to half a second—or

00.50—to make the transition faster.

"’_', Sound: [MoSound] ~ Advance Slide
[~ | T e —

) Duration: (00,50 — v On Mouse Click
Effect = -
Options ~ E3 Apply To All After: |00:00.00 .

Timing

To add sound:

1. Select the slide with the transition you want to modify.
2. Click the Sound drop-down menu in the Timing group.

3. Click a sound to apply it to the selected slide, then preview the transition to
hear the sound.

Loop Until Mexct Sound
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Sounds are best used in moderation. Applying a sound between every slide could become

overwhelming or even annoying to an audience when presenting your slide show.

To remove a transition:

1. Select the slide with the transition you want to remove.

2. Choose None from the Transition to This Slide group. The transition will

be removed.
BENE 4 & .
Mone Cut Fade Push Wipe Split .
Preview Transition to This Slide

To remove transitions from all slides, apply the None transition to a slide, then click
the Apply to All command.
Advancing slides
To advance slides automatically:
1. Select the slide you want to modify.

2. Locate the Timing group on the Transitions tab. Under Advance Slide,

uncheck the box next to On Mouse Click.

3. Inthe After field, enter the amount of time you want to display the slide. In
this example, we will advance the slide automatically after 1 minute and 15
seconds, or 01:15:00.

4, Sound: Camera * | Advance Slide
[ — | T P
L

) Duration: 00.50 . On Mouse Click
Effect = - -
Options ~ 3 Apply To All | After: |01:15.00 ,[%
Timing
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4. Select another slide and repeat the process until all slides have the desired
timing. You can also click the Apply to All command to apply the same
timing to all slides.

Fig 4.2.Working on animation

To add a comment:
1. Select the text or object (or click the area of the slide) where you want the

comment to appear.

fTo uS= the Internet!?

2. Go to the Review tab, then click the New Comment command.

&) L - Internet Safety - PowerPoint
Home Insert Design Transitions Animations Slide Show
ABC v
v O g R®F u?ée v =
Spelling Thesaurus ~ Smart | Translate Language Delete Previous MNext Compare
Lookup = = Cnmment < Comm ents -
Proofing Insights Language Comments

3. The Comments pane will appear. In our example, it contains an existing

comment by another review (Javier), plus a space for your comment.

4. Type your comment in the box, then press Enter or click anywhere outside
the box to save the comment.
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Comments
T Mew

Sawvier Flores Februans
Do wou think this i

—

25 2016
= too long?

Should | try to change anything

here?

Reply...

a Cool recbot!

Reply...

- Julia Fillory 2 few seconds ago

5. The comment will be represented by a small icon on the slide.

=]

Comments Rtz
[ | [~ ] [=2] =]
B O v sk i 2 Mot
5 ::::eu?ld I try to change anything
how to use the Internet! e
& Cool robot!
Viewing comments
You can view or reply to any comment—including other reviewers' comments—by
returning to the Comments pane. Simply click a comment icon on the slide, or click
the Show Comments command on the Review tab.
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Internet Safety - PowerPoint —_ 0

Transitions Animations Slide Show Eevi i @ Tell me Julia Fillory £33 Shd

= ﬂ) =# Translate ~ EH Compare &7 Previous L—| —

| = | b

E, Language - Accept 2 Mext - -

Thesaurus Srmart Show . o End Start

Lookup e | X Reject [E Reviewing Pane Review | Inking

sofing Insights Language Compare Nk
Comments 1

5 e

Julia Fillory February 25 2016
& Mo robots on this slide?!

Guard your personal information._ Reply...

Julia Fillory February 25, 2016

[ respond to-an email asking for any passwords o socourtt numbers, sven if | changed this SmartArt to the

ﬂqﬂmh corme from solid 2D wersion, hope that's
OK.
g personal detsiks like your full naeme or home sddness, ack yoursel® I February 25, 2016

Bofore revealin
¥ it’s really necessarny to share that infomation.
I lowe it! | think it matches

the rest of the
Use privacy filters and settings on social networking sites to limit the amount of presentation much better.
wiith strangers.

Enforrnation you =

Reply...

Julia Fillory February 25, 2016
Original slide was too long -
divided

i

To edit a comment:

1. Inthe Comments pane, select the comment you want to edit.

4 Julia Fillory February 25, 2016 X

Original slide was too long -
divided |

Reply...

2. Type your desired changes, then press Enter or click anywhere outside the

comment box. Your changes will be applied.

4 Julia Fillory February 25, 2016 X

@ Original slide was too long -
divided into two slides| I

Reply...
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To reply to a comment:

1. Inthe Comments pane, click Reply below the comment you want to

Comments ~ &3
T Meww 2 =
= Jawier Flores Februarny 25, 2016
= Do you think this is too long?
= Should | try to change anything
here?
Reply...

Jufia Fillory 2 minutes ago
@y, <= robet

Reply...

2. Type your response, then press Enter or click anywhere outside the box.
Your comment will appear below the original comment, and an

additional icon will be added to the slide.

Comments = e
E e £ =
= Jawvier Flores Februans 25, 2016
% Do you think this is too long?
= Should | try te change anything
here?
Jullia F... A& few seconds ago

e 2 MNope, looks good to mel

Reply...

Julia Fillory 10 minutes ago
g Cool robot!

Reply...

Deleting comments
o To delete a comment, select the comment you want to delete, then go to
the Review tab and click the Delete command.
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Internet Safety - PowerPoint = = >
Transitions Animations Slide Show T Tell me Julia Fillory £ Share
-+~ EH Compare Previous —"
b
Accept Meact
e Delete Previous Mext . i End Start
Comment - (:omm.enis - Reject Reviewing Pane Review | Inking
Comments Compare Ink -~
Comments = B
2 e

« Julia Fillory Februarny 25 2016
@ Mo robots on this slide?!

personal information. Reply...

To delete multiple comments, click the drop-down arrow below
the Delete command. You can delete comments from your current slide or

from the entire presentation.

Internet Safety - PowerPoint

Transitions Animations Slide Show i i Y Tell me...

O ] ©) 0BG Do D

Accept Plext
Mews Delete Previous Mext

Comment - Comn\-enls' Reject Reviewing Pane
T Delete Compare
D Delete All Comments and Ink on This Slide
) ) ) nments
7%y Delete All Comments and Ink in This Presentation
[ T MNew

Fig4.3.Working on comments

Comparing presentations

There are situations in which you might end up with more than one version of the same

presentation.

e Quality Criteria: Perform each steps step by step
e Precautions: use the given steps properly.
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Lap test 4
Name: Date:
Time Started: Time Finished:

Instructions: Given necessary templates, workshop, tools and materials you are required

to perform the following tasks.

Task 1:  Add an animation and multiple animations to a slide

Task 2:  Apply, modify and preview a transition to a slide

Task 3: Add, view, modify and delete a comment to a slide

Task 4: Test slide presentation
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UNIT FIVE: PRINT PRESENTATION AND NOTES

5.1. Selecting appropriate print format for presentation
Even though PowerPoint presentations are designed to be viewed on a computer, there

may be times when you want to print them. You can even print custom versions of a
presentation, which can be especially helpful when presenting your slide show. The Print

pane makes it easy to preview and print your presentation.

Print layouts
PowerPoint offers several layouts to choose from when printing a presentation. The layout
you choose will mostly depend on why you're printing the slide show. There are four
types of print layouts.
o Full Page Slides: This prints a full page for each slide in your presentation.
This layout is most useful if you need to review or edit a printed copy of

your presentation.

Texiahoma High School

Terviesr Tocupy

Banmnd Boosters Meaeting
Dy 1, ZO16

o Notes Pages: This prints each slide, along with any speaker notes for the
slide. If you've included a lot of notes for each slide, you could keep a

printed copy of the notes with you while presenting.
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Texiahoma High School

Tesrvier T owgis

Band Boosters Meetins
July 1, 2016

Meeting goals:

4s year s officers

officers

draising goals
e

LU
Fl
"
1
0
[}
£

- Plar

Leslie will be in the Terry the Terrier costume to help pump up the crowd!

o Outline: This prints an overall outline of the slide show. You could use this

to review the organization of your slide show and prepare to deliver your

presentation.

Band Boosters Meeting
July 1, 2016

2 Agenda
= MNew Officers
== Elections and Thank You
“=Announce Mew Officers
= Distribute Officer Contact Info
= Fundraising
==Past and Present ldeas
== Review Yearly Results

= MNMeww Officer Announcement
2016-2017F School Year

= Elections and Appreciation

e Handouts: This prints thumbnail versions of each slide, with optional
space for notes. This layout is especially useful if you want to give your
audience a physical copy of the presentation. The optional space allows

them to take notes on each slide.
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5.2. Selecting preferred slide orientation

You may have noticed that when you select a different theme in PowerPoint, it rearranges

the text on your slides and adds shapes to the background. This is because each theme has

built-in slide layouts and background graphics. You can edit these layouts with a feature

called Slide Master view. Once you learn how to use Slide Master view, you'll be able to

customize your entire slide show with just a few clicks.

Slide Master view

Slide Master view is a special feature in PowerPoint that allows you to quickly modify

the slides and slide layouts in your presentation. From there, you can edit the slide

master, which will affectevery slidein the presentation. You can also modify

individual slide layouts, which will change any slides using those layouts.

Insert Slide  Inserk

rAaster Layout T2 Preserve

Ecti

PAaster
Layrout

riaster Lawout

-

In Slide Master view, the Slide Master tab will appear first on the Ribbon, but you'll still

be able to access commands on different tabs as normal.
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Slicde PMaster

G
=l == T= Rename

Insert Slide  Inscrt Plaster
PAaster Layout T+ Preserce Layrout

Edit haster rlaster Layout

i

1

Using Slide Master view

Whether you're making significant changes to your slides or just a few small tweaks,
Slide Master view can help you create a consistent, professional presentation without a lot
of effort. You could use Slide Master view to change just about anything in your

presentation, but here are some of its most common uses.

e Modify backgrounds: Slide Master view makes it easy to customize
the background for all of your slides at the same time. For example, you could
add a watermark or logo to each slide in your presentation, or you could modify

the background graphics of an existing PowerPoint theme.

« Rearrange placeholders: If you find that you often rearrange the placeholders on
each slide, you can save time by rearranging them in Slide Master view instead.
When you adjust one of the layouts in Slide Master view, all of the slides with

that layout will change.

o Customize text formatting: Instead of changing the text color on each slide
individually, you could use the Slide Master to change the text color on all slides

at once.
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o Create unique slide layouts: If you want to create a presentation that looks

different from regular PowerPoint themes, you could use Slide Master view to

create  your own layouts. Custom layouts can include

own background graphics and placeholders.

your

Some overall presentation changes—Ilike customizing the theme fonts and theme

colors—can be made quickly from the Design tab.

5.3. Adding notes and slide numbers
How Slide Numbers Can Be Helpful

Even though you have slide number indicators in most PowerPoint views, you do not have
them in Reading View. So adding them to your slides is useful if you use this view often.

If you print your slideshow, you can include page numbers, but if you display more than

one slide per page, as with Handouts, you’ll have a reference number for each slide.

sl=gzoza

Project Cescription

o
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You can use slide numbers as references in other spots in the slideshow by adding
links or even a separate document. For example, “See slide 15 in the Business Proposal

Presentation”.

5.4. Previewing slides and running spell check before presentation

Worried about making mistakes when you type? Don't be. PowerPoint provides you with
several proofing features—including the Spelling and Grammar tool—that can help
you produce professional, error-free presentations.

To run a spell check:

1. From the Review tab, click the Spelling command.

Design Transitions Animations Slide Show

WL D& b e

Spelling Thesaurus  Smart | Translate Language Mew  Delete Previous MNext Show Compare
Lookup © = Comment Comments ~
Proofing Insights Language Comments

2. The Spelling pane will appear on the right. For each error in your
presentation, PowerPoint will try to offer one or more suggestions. You can
select a suggestion and click Change to correct the error.

Spelling = ==
Funraising

lgnore lgnore Al Sudd

Fundraising

Fun raising

Fundraisings

Change Change A&ll
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3. PowerPoint will move through each error until you have reviewed them all.
After the last error has been reviewed, a dialog box will appear confirming

that the spelling check is complete. Click OK.

Microsoft PowerPaoint >

o Spell check complete. You're good to go!

If no suggestions are given, you can manually type the correct spelling on the slide.
Ignoring spelling "errors"
The spell check isnot always correct. It may sometimes think a word is spelled
incorrectly when it's not. This often happens with people's names and proper nouns, which
may not be in the dictionary. If PowerPoint says something is an error, you can
choose not to change it using one of three options:

e Ignore: This will skip the word without changing it.

« Ignore All: This will skip the word without changing it, and it will also skip

all other instances of the word in your presentation.
e Add: This adds the word to the dictionary so it will never come up as an

error again. Make sure the word is spelled correctly before choosing this

option.

Speelling = s

Candygrams
lgnore lgnore All Suddd
Candy grams
Change Change All

Automatic spell check
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By default, PowerPoint automatically checks your presentation for spelling errors, so you
may not even need to run a separate check using the Spelling command. These errors are

indicated by red wavy lines.

5.5.Printing the selected slides

Printed handouts: Add or remove slide numbering
By default, in PowerPoint for Microsoft 365 (beginning with version 1810), printed

handouts include a slide number below each slide image.
You can turn off this option in the Print dialog box on the same menu where you chose to
print Handouts. At the bottom of the menu are several toggle options with check marks.

Clear the check mark next to Print slide numbers on handouts:

5.6. Submitting presentation to appropriate person for feedback

Tasked with the ultimate challenge of keeping your customers satisfied and engaged with
your brand, you might find that things get a little daunting without the right solution in
place. Quantitative analytics tools like Google Analytics can tell you a lot about what is
happening on your digital channels, but not why. Thankfully, there’s user
feedback available to help fill in the gaps.
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Self check 5

1.

10.

11.

prints a full page for each slide in your presentation. This

layout is most useful if you need to

or a printed copy of your presentation.

PowerPoint offers to choose from when printing a presentation

prints each slide, along with any speaker notes for the slide.

prints an overall outline of the slide show.

prints thumbnail versions of each slide, with optional space

for notes.

You may have noticed that when you select a in PowerPoint, it

rearranges the text on your slides and adds shapes to the background.

is a special feature in PowerPoint that allows you to quickly

modify the slides and slide layouts in your presentation.

PowerPoint  provides you with several —including

the and tool—that can help you produce

professional, error-free presentations.

is not always correct.

By default, PowerPoint checks your presentation for spelling

errors, so you may not even need to run a separate check using the Spelling command.

are indicated by red wavy lines.
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Operation sheet-3.1.

Operation sheet 3.1: Work on spell, print presentation and notes
e Operation title: Working on spell, print presentation and notes

e Purpose: To Work on spell, print presentation and notes
e Instruction: Use each steps below properly :

e Tools and requirement:
e Computer,

o Office Software,

e Steps in doing the task

& Mongibello

1. Select the View tab, then click the Slide Master command.

H O ©® -+ Mongibello Pasta - Po

Q Tell mewt

File Home  Inset  Design  Transitions  Animations  SlideShow  Review [

iew
Ruler Q B color
[—]|

ZEE
= . ] ; k Gridlines ] i Orayscale
Mormal Outline Slide Notes Reading  Slide Handout Notes . Notes  Zoom Fitto .
View Sorter Page View  Master Master Master - Guides Window ~ m Blackand White
Presentation Views MWaster Views Show P! Zoom Color/Grayscale
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The presentation will switch toSlide Master view, and
the Slide Master tab will be selected on the Ribbon.

In the left navigation pane, scroll up and select the first slide. This is

the slide master.

= =l S [==1] Title P

=& Rename
Insert Slide  Insert PASster Footars Thermes
rlaster Layout T+ Preserce Layout Plac =r -
Edit rMlaster rMaster Layvouwut Edit Theaemes
1
CShick 1o edit Master Title style
Crop Slide PMaster: used by slideds) 1-2
CLICK TO ECIT
IMASTER TITLE STYLE!

Make the desired changes to the slide master. In our example, we’ll insert a

picture of the Mongibello logo.
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&)

Slide Master Home Transitions Animations

DE E+@@}EI

Mew Table | Pictures Online Screenshot Photo | Shapes SmartArt Ch

Slide - - I} Pictures - Alburm - v

Slides Tables Images Illustrations
-

113

Click to edit Master title style

W e s pins by
- Zewd e
T

- Pams i

4 meaa

5. Move, resize, or delete slide objects as needed. In our example, we'll resize

the logo and move it to the bottom-right corner.

Click to edit Master title style

m Edit Master text styles
— Second level
m  Third level
— Fourth level
- Fifth level

{ aras18 i | Footer

T .
<) Mongz'bé%!?&i
o =

6. When you’re finished, click the Close Master View command on the Slide

Master tab.
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Mongibello Pasta - PowerPoint Picture Tools

UNEANECa Home  Inset  Transitions  Animations  Review  View Format u Tell rme what you want to

|E ﬂ . Delete D Tite [|Co|ors' @Background Styles = [E E

i 5 Rename Fonts~ Hide Background Graphics ]
Insert Slide Insert Master  [nsert Footere | 1hemes - Slide Close
Master Layout C# Preserve Layout Placeholder v Ef‘Fects' Sizew  Master View
Edit Master Master Layout Edit Theme Background | Size Close

7. The change will appear on all slides of the presentation.

=
Homemade Gnoocchi
- O N dorroibrelio
¥ &

A AN A orrgitretio

S AT orroitreiio

Customizing slide layouts

To customize an existing slide layout:

In this example, our newly added logo is hidden behind the photo in the Picture with

Caption Layout. We'll customize this layout to make room for the logo.

1. Navigate to Slide Master view.
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H C Tp 5 Mongibello Pasta - Po
File Home  Inset  Design  Transitions  Animations  SlideShow  Review

EII =« [ Ruler .Culm

EIEI == .

|| Gridlines Grayscale
Nnrmal Dutlme Slide Nota Readmg Sﬁde Handout MNotes . Motes  Zoom Fitto
View Sorter Page View  Master Master Master | Guides Window i Black and White
Presentation Views Master Views Show P Zoom Color/Grayscale

2. Locate and select the desired layout in the left navigation pane. You can
hover the mouse over each layout to see which slides are currently using
that layout in the presentation.

ure with Caption Layout: used by slide(s) 2-3. 5

Click to dit Master e S4Gae T

3. In some layouts, the background graphics may be hidden. To show the
graphics, uncheck the box next to Hide Background Graphics.

H ©- o S Mongibello Pasta

BILRNELCE Home  Inset  Transitions  Animations  Review  View Q Tell me what yol

|£| T‘ Delete

I,Rename

Title [Aa I]Colors' @Background Styles~

g | - | - EFOHB" Hide Background Graphics
nsert Slide [nsert aster nsert Eniers EMes
Master Layout C# Preserve Layout Placeholder~ (0] ffects~

Edit Master Master Layout Edit Theme Background [P
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4. Add, move, or delete any objects as desired. In our example, we'll delete

the gray background shape.

Click icon to add picture

5. If you want to change the arrangement of the placeholders, you can move, resize,
or delete any of them. In our example, we'll move our text placeholders and the
black bar to the right side, and the photo placeholder to the left side.

Clicjcon to add picture

Click to edit
Master title
style

Edit Master text styles

- i

6. When you're finished, click the Close Master View command on the Slide
Master tab.
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Mongibello Pasta - PowerPoint Picture Tools

Shide Master Home Insert Transitions Animations Review View Format E Tell me what you want to

|C| L—I . Delete \:l Title [|COIors' @Background Styles = Ii E

i i Rename Funts' Hide Background Graphics ]
Insert Slide Insert Master  [nsert Footers | 1hemes - Slide Close
Master  Layout C# Presenve Layout Placeholder - Effects - Sizew | Master View
Edit Master Master Layout Edit Theme Background fal Size Close

7. All slides using the layout will be updated.

CE N orzozlrello

Customizing text formatting

You can also customize thetext formatting from Slide Master view, including
the font, text size, color, and alignment. For example, if you wanted to change the font
for every title placeholder in your presentation, you could modify the master title
style on the slide master.

HicBook 44  ~| A" A"

T Califormnian FR -

Click to edit Master title sty = Catisoar
T Cambria
T Cambria Math
T Candara

m Edit Master text styles T CASTEITLAR

- Second level T Centaur
m  Third level T Century

- Fourth level

= Fifth level T Century Gothic

T Cantury Schoolbosck
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Each title placeholder is connected to the master title style on the slide master. For

example, take a look at the slides before changing the title font.

NMONGIBELLO
ARTISAN PASTA

Our Mission

Our Team

NAerrpzitrelio

Now look at the same slides after changing the title font.

MONGIBETLT O
ARTISATI PAS T A

Our Ddission

Our Teamm

G N A oricitretio

Instead of customizing individual placeholders, you could change the theme fonts for a
presentation.  From  the Slide = Master tab, click  the Fonts command in

the Background group, then select the desired fonts.
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Mongibello Pasta -

Transitions Animations T & Tell me E to
I = = =
“:I :I Delete - e Pf..J B colors - £5] Background Styles “:I
5L Rename = [A]Fonts ~ Hide Background Graphics
Insert Slide  Insert = Master Insert ESer e Themes e Slide
Master Layout |- Preserve | oo Placeholder ~ - Office [~] Size -
Edit Master Master Layout Edit Theme office i Size
[=] - Calibri Light
: Aa Calibri
Office 2007 - 2010
CLICK TO EDIT - Office 2007
MASTER TITLE Aa Cal ibri
""" STYLE Calibri
I e . A A
i i = calibr [y
. - . I - it
i i po i by il
Click to edit Master title style Corbel o |
A Corbel
SRR 2 Corbel .

Creating new slide layouts

One of the most powerful features of Slide Master view is the option to create new slide
layouts. This is an easy way to add interesting and unique slide layouts to an existing
theme. You could even use this feature to design an entirely new theme, as in the example

below.

To insert a new slide layout:

1. Navigate to Slide Master view. From the Slide Master tab, click the Insert

Layout command.
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Home Insert Transitions
— Delet .
(== | & o —1 [V Title
i 'E:,Rename —
Inzert Slide  Insert S Master Insert | Footers
Master  Layout FESEVE | ayout Placeholder =
Edit Master Master Layout

2. The new slide layout will appear.

CT . TICEKE. T ET>I1'T

DA ASTER TITILLE
ST > T.

ClEck to edit Ivlaster ttle style

(B

Custorm Layout Layout: used by no slides

= L

3. The layout will include title and footer placeholders by default. Click
the Title and Footers boxes in the Master Layout group to toggle these

placeholders on and off.

Slide Master Home Insert Transitions Animations
— X Delet
| e %Title [Aa|
) 'TI! Rename =
Insert Slide Insert Master Insert | Eooters Themes
Master Layout Preserve | | qyout Placeholder ~ -
Edit Master Master Layout Edit Theme

4. You can now add background graphics, shapes, and pictures to the slide layout.
You can also move, adjust, and delete the existing placeholders. In our example,
we'll move the title placeholderto the bottom-right corner. We've
also changed the text alignment to align right instead of align left.

rayc 1Lo9v vl cui VDU Y Ul Lavul allu SN VITASUITIHITIIL allu \Juadliluly couiauull veirsion '1
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new placeholders, click the bottom half of

the Insert Placeholder command, then select the desired placeholder type.

In this example, we'll use the Picture placeholder.

R

Imnsert Slide Insert

Plaster

Edit hlaster

Slide Plaster

"
=i Rename [==]
= Master Insert Bt Themes

o =Tt Bre=stes Layout [Placeholder =

| Ecit THeme

! SmartAre

L]

Media

5 Online lmage

SIS NN IANNTIRGT

6. Click and drag to draw the placeholder on the slide.

E Click to edit Master title style

Click to edit Master title style

@ Mon(gzbe.&’a,
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To rename a custom layout:

When you're done designing your custom layout, you'll want to give it a unique name so

it will be easy to find.

1. From Slide Master view, select the desired layout, then click

the Rename command.

Shde Master Home |nsert Transitions
— Delete i : )
| i | Title
i 'E:, Rename
Insert Slide  [nsert Master Insert | Footers
Master Layout -+ Preserv Layout Placeholder ~
Edit Master haster Layout

2. A dialog box will appear. Type the desired name, then click Rename.

Rename Layout 7 x

Layout name:
Producdt Slide

To use a custom layout:

Once you've created a custom slide layout, it's easy to add a new slide with that layout or

apply it to an existing slide.

1. If you're currently in Slide Master view, click the Close Master
View command on the Slide Master tab.
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2. From the Home tab, you can insert a new slide with the custom layout
orapply it to an existing slide. In our example, we'll select

the Layout command and apply the new style to slide 6.

Product Slide

Twwo Content

Caption

= o 3 : - R
- — Content with

Picture with
Caption

= = [
=3
Homemade Gunoocchi
'EH E '-i
o W N s ol

3. The custom slide layout will be applied.

Homemade Gnoaocchi

O NMorzorzbello

PowerPoint also allows you to add new placeholders to existing slide layouts.

Using custom layouts in other presentations

When you modify the slide master or slide layouts in Slide Master view, you're actually
creating a custom version of the current theme. If you want to apply the theme to other
presentations, you'll need to save it.

To save a theme:
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From the the Slide Master tab, click the Themes command, then select Save Current

Theme from the drop-down menu.

Mongibello Pasta - PowerPoint

what you want to do...

v i
Ilj I;I = Delete : | T I.—‘Q.‘EJ B colors ~ T3] Background Styles ~ Iﬁ a

=& Renarme [&] Fonts ~ Hide Background Graphics
Insert Slide Insert Master =rt e Themes - Slide Close
Master  Layout Freserve | |ayout Placeiatoer - - [S] Effects - Size~ | Master View
Edit Master Master Layout E This Presentation ~]pse
e = |

Office

Click to edit Master title styl
@ N ompeitsedlo

A Aa F | Aa |
Clici to edit Miaster title style e -

e (=]
2] Browse for Themes
- 1
,,,,,,,,,,, ‘E’ Ega Sawe Current Theme... s

If you're not in Slide Master view, you can save the theme from the Design tab. Just click

the drop-down arrow in the Themes group, then select Save Current Theme.

Mongibello Pasta - PowerPoint

Animations Slide Show

H----H 22 | BN

Insert slide number

Open your PowerPoint slideshow and follow these simple steps to add slide numbers.
1. Head to the Insert tab and then the Text section of the ribbon.
2. Click the Slide Number button. The window that pops open is actually the Header
and Footer window. So, you guessed it; you can also insert slide numbers by
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clicking the Header & Footer button in the ribbon.
ﬁ| —
Al D 4 RE
Text Header WordArt Date &) Slide jObject
Box & Footer T Time §Number
gb
Text -

3. Check the box for Slide number. Slide numbers can be placed on all slides, all

slides except the title slide, or only those slides you want. So, then choose an
option below.

To number all slides, click Apply to All.
To number all slides except the title slide, check the box for Don’t show on title slide.

Click Apply to All. Note: If you also include the date and time or a footer, checking this
box affects those items as well.

Header and Footer z

Slide Motes and Handouts

Include on slide Prewview

[ pate and time
Update automatically
S/27/2021 B

Language: Calendar type:

English (United States) ~ Gregorian ~

Fixed

Slide number

[

Eooter

I iDon't show on title slide! I

Lpply Cancel

gl‘O(Zl\’}?P’ID st.coi1x

For numbers only on specific slides, first, select a slide where you want a number. Check
the box for Slide number and then click Apply. This will insert the number on that slide
only. Follow the same process for additional slides where you want to place numbers.
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Header and Footer ? ><

Slide  motes and Handouts
Include on slide Prewview
[] pate and time

Update automatically

: Calendar type:
English (United States) = Gregaorian ~

Fixed

I iSlide number! I

[ ] Eocoter
[] pon't show on title slide '.
sroovyvPost.com Apply cancel

To insert numbers beginning with a particular number, you have this option on Mac only
at the time of this writing. Below the Slide number box, use the arrows or enter a number
in the Starts at box. Click Apply or Apply to All per your preference.

Header and Footer

i Slide i NMotes & Handouts

Preview: SRS—

Date and time

Slide number
Starts at: 1 = h

Footer

Don't show on title slide

Cancel Apply Apply to All

Printing Slides
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Print your presentation
1. Select File > Print.

2. For Printer, select the printer you want to print to.

3. For Settings, select the options you want:

Print All Slides: To print each slide on a single sheet or change to just print a
range of slides.

Slides: From the drop-down, choose to print all slides, selected slides, or the
current slide. Or, in the Slides box, type which slide numbers to print, separated
by a comma.

Print Layout: Choose to print just the slides, just the speaker notes, an outline,
or handouts. The number of slides per page is also an option, an effective way to
save paper.

The Outline prints only the text in the slides, without images. The Notes of a
presentation show the slide and the related speaker notes below it. If you choose
to print Handouts, you can print several slides on one page using a variety of
layouts, some with space for note-taking.

Color: Choose whether you want color, grayscale, or pure black and white.

Edit Header & Footer: Select to edit the header and footer before printing.

4. For Copies, select how many copies you want to print.
5. Select Print.
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Settings
ST WA S W WYY

51085

|E| 1 Slide
Handouts (1 slide per page)

Print Layout
Full Page Slides Motes Pages Outline
Handouts
= = 5=
1 Slide 2 5lides 3 Slides
28 2 B
4 Slides Horizontal 6 Slides Haorizontal 9 Slides Horizontal
[ E ooo
55 55 i

4 Shides Vertical 6 Slides Vertical 9 Slides Vertical

+  Print slide numbers on handouts h

v Frame 5lides

v Scaleto Fit Paper
High Quality

¥ Print Comments

' Print Ink

e Quality Criteria: Perform each steps step by step
e Precautions: use the given steps properly.
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Lap test 5
Name: Date:
Time Started: Time Finished:

Instructions: Given necessary templates, workshop, tools and materials you are required

to perform the following tasks.

Task 1: Check your Presentation for Spelling Error

Task 2: Print your presentation slide

Task 3: Print your presentation notes
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