Creating a PowerPoint XP Presentation
Using Windows 98/2000/Me/XP

Created: 25 April 2002

Starting PowerPoint XP

Double click on thePowerPoint XPicon on the Windows
desktop (seeght), or click-on theStart button in the

. Microsoft
lower left corner of the screen, theelick-on Programs, PowerPoint %P
and then omMicrosoft PowerPoint.

In this tutorial, whenever we indicate that youchézclick amouse button it will mean to
click theleft mouse button— unless we indicate that you should click thétrimouse button.
So, always move the cursor over the “place” wedath and “click left” unless we tell you
otherwise.

If you have used PowerPoint 97 or 2000, XP will b& whole new adventure. Almost
everything is now “graphical.” So, when PowerPointoads, the appearance of the monitor
screen will be very different. Once you get useatthe new XP/2002 features (which apply
to all the Office modules) we think you'll find it much easier to use as you create and edit
your PowerPoint slides
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Notice that inthe image on the last pagéhat thescreenis “sort of” divided into three
sections On thdeft (left arrow), you'll see arareathat indicate®©utline and Slidesat the
top. When you first open PowerPoint XP youibhtice that theSlides Tabis “white.” This
means that you'll be able s®e a small version of each slices we create it.

In thecenter of the screencenter arrow) you'll seeaPowerPoint Design Template We'll be
using these templates to create our slide showll ¥éene back to this in more detail in a few
minutes.

On theright side of the screemight arrow ) you'll see aNew Presentation Area This is
“really” new in PowerPoint XP. This is where you’lselect and editall of the various screen
templates, images, and sounds that you'll usedateryour slide show.

Take a few moments to look over each of these threas.
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Move your cursor over the small white image to

the left of Blank Presentation When you do, you
will seethe “small pointy hand’ that indicatesthat
this is alink to theTemplate Pages When you see ‘
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to the one on the next page
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Beginning the presentation

¥ show when inserting new slides

Slide 1

You will notice, in thdower left corner of the screen, Slide 1 of ik indicated. You will also
see that youscreen looks like the one below

..................................................................................................................



Now we’ll have some fun and create a PowerPoint 20(resentation on how to make a
Peanut Butter and Jelly sandwich.

Point cursor in theClick to add title” box andClick the left mouse button. The text box, after
you click, will look similar to the one below.
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To place the text we want in this formatted text,@mply entertfype-in) the title:How to
Make a Great PBJ

Now, Click on the second boxClick to add sub-title” andtype:

A Gourmet Recipe (ap theEnter key)
From (tap theEnter key)
Your Name (type in your name like Janie Schwark & Geg Butler)

New Slide Button

Now it’s time to go on to the next slide in youiosh To do this we’ll need tind theNew
Slide button.

At the top of the screen, in the lowmitton bar you will _
see aNew Slide “button” which looks like this (see the | Mew Slide
button on theight):

When youmove your cursor arrow over the button you wilseethat aMicrosoft Help Text
box appears that say¢ew Slide Click-on the New Slide Buttonto create younext slide.

A new slide will appearin thecenter section of your screen It will resembletheslide at the
top of the next page Later, when we don’t want to use this Title &dleted List slide, we’'ll
use the Slide Layout area on the right to chooséeimplate we want to use.



Slide 2

..............................................................................................................................................

Click to add text

Click in theClick to add title box and typelngredients.

Click in thee Click to add text box and type:

Crunchy peanut butter (tap Enter)
Homemade strawberry jam (tap Enter)
Two slices of white breadtap Enter)
Milk

Notice how each line appears with a “bullet” ¢ ) in front of it.

Saving your work

Microsoft PowerPoint - [Presentationz]

Now would be a good time to save your work for
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Menu bar. Next, click-orBavein theDrop |0 biew.. it
Down Menu that appears \ = Open... Chr+O

& Close
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In theupper left corner of the Menu Screen that appears, you will sBawe in (seearrow).
Click-on thesmall triangle on to the right of the area next to Save in: geew). and it will
show you the varioudisk drives availableon which you can save. Point to thee you want,
andclick-on it. If you choose th8% Floppy (A:) — like we did for this tutorial - make sure you
have gormatted disk in the A drive. If you choose the C:, choose the folder in whjch

want to save by double clicking on the folder.
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Now click in the box to the right dfile name anddeleteeverything in the box. Then type in
pbj and click-onSave(seearrows above.

Since PowerPoint XP does not have an auto-savaréate think it's a good idea 83V eEyour
PowerPoint presentation after each slide So we’ll remind you to do this.

Other Slide Views

You probablynoticed, as soon as you saw the PowerPoint view screeaydla running down
the left side of the screenwhich containedlittle” views of your slides as you were creating
them. This first “default view that you see isledINormal View.



In thelower left corner of the screen you will see somauttons” the look like this:
[H|ca
(m [

Slowly point (move) your cursor arrow over each boxandpauseamoment (don'’t click-on
any of the box’s yet). Note what the Text Help oxelicate. The first box (which looks
“depressed”) indicate®ormal View. The nextSlide SorterView. Then,Slide Show

Each button has its own unique use.

TheNormal View gives you a view of the entire slide as well as"tinini-previews” of each
slide in the area on the left. This is the onehaee been using so far. Youdlso noticea

Click to add notessection at théottom of the Normal Viewscreen In this area you can type
“speaker notes” for each slide in the lower portdithe screen. When we get to printing you
will see that there is a print selection so that gan print your notes for each slide so that you
can refer to them later while you are making ya@spntation.

Click-on Slide Sorter View.

In Slide Sorter View you can see small versions of your slidesthis view you can leftlick-
on aslide and, whileholding down the left mouse button, drag your slid¢o any position in
your show that you desire This view assists you in arranging your slidethie order that you
desire for your presentation. This view is sorliké the old, round 35mm slide show trays
where you pulled out and stuck in slides in theeoggu desired.

Click-on Normal View to return to your slide creation area. We’'ll wavith Slide Sorter View
a bit later.

Save your work!

The Undo Button

One of the really handy “things” about most Micritgwograms is thé&ndo Button
(it looks like theimage on theright). If you make a mistake— no need to panic — K3 -
click theUndo button and this will remove your mistake. Then you agragain.
The Undo Button is found in tHgutton Bar on thetop of the screen. Each time you click-on
the button PowerPoint will “go back” one changeydti “click too far, there is a “Redo button”
that will “undo the undo.” They are both very hgmnehen you need them.
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+ Click to add text
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Click icon to add
content

Click-in theClick to add title box and typeTools Needed

Click in thee Click to add text box and type:

Knife (tapEnter)
Spoon(tap Enter)
Plate (tap Enter)
Glass

Notice thesmall imagein thelower right portion of
the newslide — theimage abovendicates tcClick icon
to add content There araix “tiny” icons in this box
that will allow you insert a table, chart, clip,gptcture, e
diagram or a media clip. For this slide we wanngert
aclip art image in this area. Saarefully, move your
cursor over the tiny image in the upper right corne of this little box (se@arrow above).
When you do, the box will be highlighted in bluedgmou’ll see a small text help box appear
which indicates 4nsert Clip Art .

-
Insert Clip .ﬁ.rt|

Click-on theimagein thetop right corner of the box (next to thearrow above). Animage
similar to the one on thp of the next pagewill appear.



Seleck Picture

7 x

Search

Seatch bexk: Isandwich

w;

We moved down the selections until our
Select Picture screen looked like the one
on the right. We chose the “happy-smiley
hamburger” because we thought it was
cute. Toselect your pictureclick-on it
and you willseea “blue squarée outline
your selection. Nextlick-on theOK
button.

Since our presentation tells how to make
a peanut butter and jelly sandwich, we
typed sandwichin theSearch text:

box. Then weclicked-on theSearch
button Eee arrows at the left. The
Microsoft Clip Art thenappearedas

you see it on theeft.

Notice that there ara lot of clip art
sandwich imagesavailable. You can
“run down” the choices by using the
“elevator bar” on theright side of the
Select Picture box.

Move up and down the selections until
youfind one you like. Don’t worry that
there aren’t any selections that look just
like a peanut butter sandwich. We'll
show you how to find a lot more clip art
as we go through this tutorial.

X2 [
&),

w
Cancel |

= F @
' Import,., | K I

The menu will disappear and you will see the imgmge selected on the right side of your slide.

Note: if your clip art selection does not appearand you receive agrror message please

read onbelow (where an explanation is given).
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Microsoft XP Clip Art

As you've just noticed, Microsoft Clip Art XP Setean Screen is a lot different than “old”
Microsoft Clip Art. There are a lot more pictuigasd some other unique features.

As we continue through this tutorial we’ll be usiadditional methods to insert images in our
PowerPoint presentation. Once you “get used te™KP way,” you'll see that the folks who
created this neat product were trying to assistbyohaving everything you need in the right side
area of the screen.

If you choose a slide and

Insert CD-ROM or other removable volume

message appearghis means that when the Clip Art Gallery wagahed on your computer, not
all of the images were loaded (to save hard disledipace). So, if you have your installation
CD you can place it in the CD drive and click arigétutton that will also appear. If you don’t

have the CD, then choose another image and tryp.agée’ll show you a way to “get around
this” dilemma later in the tutorial.

Don’t forget to save your work!

Click onNew Slide buttononce again I Mew Slide |

Slide 4

Slide 4will be anotheiTitle and Bulleted List slide. So, when you clicked-on the New Slide
button you should have again retrieved the temptatthis format.

Click on theClick to add title box anctype: Directions
Click on thee Click to add text box andype:

Open jars of peanut butter and jam(tap Enter)

Spread peanut butter on one slice of bread with arkfe (tap Enter)

Use a spoon to get jam and spread it on the othelice of bread (tap Enter)
Put two slices together and cut the sandwich in hia{tap Enter)

Put the sandwich on a platgtap Enter)

Pour a glass of milk(tap Enter)

Enjoy
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If your text won't fit in the box completely, click-on th®x and aborder will appear around
the box. You will notice 1ittle circles” at thefour corners, and in themiddle of thetop and
bottom, and oneach side of you text boxPoint to either theenter top or center bottom
circle. Click-on either circle and hold down the left mouséutton anddrag thetop circleup
or thebottom circledown a little toenlargethe larger text area so that text fits on theestré
your “Directions” are now ‘mixed-in” with the text below, click-oirections. Then click-on
the “edgé€ of the “box” (a small up-down-left-right arrow will appear)hold down the left
mouse button anddrag the box up a bit

Time to save your work!

] Mew Slide

Click onNew Slide buttononce again

Slide 5

For this slide we’ll bereating a bar chart of what
jam/jelly folks like the most in their peanut butte

Text and Content Layouts

sandwiches. To create this type of slide watdirt by e e
clicking-on thesame imagewe did forSlide 3 In the ;o @;ﬂ'“ [i!;“‘* ;o
lower right corner of your screen you should stie = = hd

theimageto theright. Click-on theleft image as yo W' Show when inserting new slides

did before.

Thecenter portion of yourscreenshouldlook like the one at thtop of Page 9
Click on theClick to Add title text box and typeWWhy use strawberry jam?

Click on thee Click to add text box and type:

100 Children and adults were surveyed to find out Wat goes best with peanut
butter. 33 Selected grape jelly, 11 honey, 46 stkdberry jam and 10 sliced
bananas(you don’t have to tap enter, as this is one Istagement).

Now we’ll make a graph to show the survey data

In theright side area of theslide we’ll click on thecenter
small icon in the top row(it looks like a bar chart— see O il (2
arrow atright). When you click-on this icon the images on the
next page will appear.

“alInsert Chart
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At the top of theslide you will seeanimage that looks like the one below This is called a
datasheet If you have used any spreadsheet (like MicroB&ttel) you will be familiar with this
format. If not, it won’t be a problem for what \@ee going to do.

A B C D E 4]
1st Otr Znd Otr  |3rd Qtr | 4th Otr
1 _a|Fast 20,4 274 a0 20.4
2 all|West 306 J8.6 3.6 316
3 afl|Morth 459 46.9 45 43.9
4 -
4Kl | [
90,
80
Below the above image you 70
will seeanimagelike the one
on theright. The data in the 60
above image created the bar 50
chart you see to the righ\s O East
you enter data you will see i B West | =
the chart on the right
change to reflect our data @ North
entries.
1st 2nd 3rd 4th
Qtr Qtr Qtr Qtr

We are going t@nter datafor our graphn this Datasheet(at the top of this pageYyour
Datasheet should now look like the one at the tod the next page. Click-on the box with

“East’ and replace East’ with (type-in) Grape, then ‘West’ with Honey, “North” with
Straw, and in theéblank cell (box) belowStraw enterBanana Now, click on “1st Qtr” and

type-inBest Nowclick-on thecell (box)in the “A” column next toGrape and enteB3, then
by Honey enterll, by Straw enter46, and byBananaenterl0. After you have entered the 10,
click at the top of your datasheet on the word Best
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A, B C D E

X
B C D I
Znd Otr 3rd Otr [4th Otr

¢l 1 aflGrape 33 274 90 204

2 aflHoney 11 38.6 346 1.6

il 3 afl|Straw 46 46.9 45 43.9
4 AflBanana 10 -

|

Note: As you are changing the labels and numberoy’ll see the graph that appeared with
this datasheet changing to reflect the changes. Bhs an interactive graph. Really neat —
you can see your graph “forming” as you type.

We want asimple graphthat “fills” our graph area, so we needdelete the rest of the
columns To do this, put your curson the Bin theGray area at the topof the Datasheet.
Click and hold down the left mouse button and dragight (over the Gray B, C and D) until
B, C and D are highlighted(as showrbelow). Release the mouse button. Your Datasheet
should now look like this:

nbi.ppt - D L x|
A B C D E -
Best 0 0
1 Aaf|Grape 33 0[] [
2 alliHoney 1 B.6 ; ;
3 afl|Straw 46 i !
4 afl|Banana 10 -
1| | L4 P

Now tap theDeletekeyon the keyboardand the columns you have highlighted wliappear.

Your Datasheet should now look like this:

""" bj.ppt - Datasheet El
A B C D E -
Best

1 _Aa0|Grape 33

2 alliHoney 11

3 afl|Straw 46
4 aAfl|Banana 10 -
4| | 4

Click the small X” in the upper right hand corner of the Datashe
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O Grape
Z, EmHoney |
If you did everything right, your graph | Straw
should look like this: O Banana
Best

Every now and then you might makengstake in the Datasheet. If you havel6sed the
datasheet, as we did above (when we clicked-osrttadl X), you can get it back by clicking-on
theDatasheet buttonbelow the Menu Bar.

Tools  Shid

This is the Datasheet button -]

You may or may not desire to alter the appearancefgour graph. It should be OK.

However, the graph may need some adjusting, sathat the “words” show completely. You
may want to change the size of the box the graph =0 click-on the graph. Click-on the side,
using the “grabber” boxes on the side like youmhelviously, and drag the side until the graph
gets larger. If you make the graph wider, the waelst” will move to one line. Click-on the
legend (the box with the grape, honey, etc. insighe) move that whole box to the top right hand
part of the graph figure to make it more legibWork with the various parts of the graph until it
looks OK. If you make any changes, click-away from the grapko “turn off’ the “box”

around the graph — so you can see the new slide brt.

Save your work!

=] Mew Slide

-

Click onNew Slide buttononce again
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Slide 6

We’'ll use the Title and Bulleted List Template agai

Click onAdd title text box and typeOccasions for Eating PBJ’s
Click on thee Click to add text box and type:

School lunchegqtap Enter)

Birthday parties (tap Enter)

Picnics(tap Enter)

Visits from persnickety grandchildren (tap Enter)
Late night snacks(tap Enter)

At the pool

Save your work!

Another “WOW?” feature in Microsoft PowerPoint XP — Animated Images
and Sounds!

In PowerPoint XP you can now have images thatve” These are callednimated images

On any slide you can insert an animated Clip Adger Most of the time, when you get
comfortable with PowerPoint, you’ll want to insart image and then move and size the image
as you desireTo do thisyou’ll need to click-orinsert in theMenu Bar, and then oricture in
the drop down menu, and them move d@ip Art andclick on Clip Art. Your screen should
look like the one below.

Insert | Format  Tools  Slide Show  Window  Help
=] Mew Slide  Cerl+M

Slide Mumber

Date and Time. ..

Pickure k | Clip &rt,..

2.3 Diagram... Erom File...

When youclick-on Clip Art thefirst time youmay seeascreenthatasks if you want to
organize your Clip Art. This is a good idea. So, click-@K. You will see a series of screens
that indicate that this is being done.
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4 Insert Clip Art

Search For

Search kext:

Other Search Options
Search in;
All callections
Results should be:

&l media file types

(2 Clip Organizer...

Clips Online

@ Tip= for Finding Clips

Once again you’lhotice that thearea on theright

side of the screernaschangedto carry out the task in
which we are engaged\otice that theimage on the
left indicatednsert Clip Art at the top.

For those of you that have used Microsoft Clip Art
- 2000 this will be a noticeable change.

- Notice thetwo selectionsunderOther Search
Options: All collections andAll media file types.
Click-on thesmall down pointing triangleson the
right.

When youclick on thetriangle for All collections you
will see

Other Search Options

Search in:

Jhere

My Collections

+ Office Collections
+ Web Collections

When youclick on thetriangle for All media file
typesyou will see

Other Search Options
Searchin:
All collections -
Results should be:
All media file bypes -

Clip Ark
Phiotographs

Maovies
Sounds

17



We'll “get into” sounds later, but now is a goothé to
learn abouMotion Clips or Animated Clips. First we'll
do asearchto see if we can find a cartoon motion clip that ~ Search For

4 & Insert Clip Ark v X

might fit into our Peanut Butter and Jelly themeok at Search text:
theupper portion of the right side of the screeragain. |cartoons
First, we’ll do a Clip Artsearch for cartoonsand “hope” | Search | | Restore |

we get a motion/animated image. Other Search Options

. . Searchin:
So,type-in cartoonsin thearea under Searchtext:

|.|5.II collections | v|

Thenclick-on theSearchbutton. Results should be:

|.|5.II media file bypes | v|

@ % Insert Clip Ark o

Resulks:

a

A screensimilar to theone on the left will appearon
theright side of your screen.

Notice in thelower left corner of eachimagethat there
is either no “symbol’ or there is &small earth

symbol.” Thisindicatesthat the clip art that the search
found arenot animated. If you saw a yellow star’ this
would indicate that the clip art isnimated.

To “seé more about an imagemove your cursor
over the “right edge” of an image We chose the
person holding the heart (emlicated below). You will
seealight blue bar appear on the right edge of the
i imagewith asmall down pointing triangle. Move

NN, ﬁ
g @ |

, cartoons, celebrations, emotions. ..

Modify 242 (w) x 256 (h) pixels, 8 KB, WHF

See also
(B Clip Organizer... When you click-on the triangle, thmage at the top of
& Clips Online the next page will appear

@ Tips for Finding Clips
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From theimage on theright you canseethat thedrop Insert

Preview/Properties

down menufurnishes you with a number of selections. Copy
x
Move your cursor overPreview/Propertiesandclick- e
on this selection. T
gl
Preview/Properties ' il A

Mame: 002000 _, wrmf

Twpe: Paint shop Pro & Image
Resalution: 242 (w) x 256 (R) pixels
Size! S kE

Created: 1/31/2002 9:58:03 4M
Cirienkation:  Porkrait
Cpen with:  Paint Shop Pro &

keywords;

celebrations
ernakion:s
hearts

pEFSOns
Capkion: special occasions ;I

= | Refresh | = | Edit Keywords, .,

Paths

File: C:iDacuments and Settingsimurray_tiLocal Settingst Tempaorary Inkernet FilesiConk

Catalog: hkkps ) fman. micrasaft, com

A

19

Delete from Clip Qrganizer

Cpen Clip I,
Tools on the wWeb, .,

47 Copy to Colleckion...

Edit keywards, .,

Find Similar Style

This image gives
specifics on the
Clip Art picture
you chose. If this
had been an
animated image,
you would see the
animation moving
in the left preview
area.

This is a handy
feature where you
can check the many
details of any image
you select.

When you are
finished looking at
Preview/Properties,
click-on theClose
button in the lower
right corner.



Another “Golly Gee” feature in Microsoft PowerPoint XP — Clips Online!

Since wedid not find an animated imagefor this slide, let’s try something else — Clipsli@e.

You cango onlinefrom thelnsert ClipArt Menu Screen and get even more clip art. Not only
is everything in the ClipArt Gallery available but even moré

See also
If you look at thebottom right of your screen in the {B] clip Organizer...
Insert Clip Art area you will see thienageto theright. @ Clips Orline
Notice that one of the selectiongdBps Online. I\M ) 7o o reing
your cursor over Clips Online amtick-on it.

You may seeaninformation screensimilar to theone below or you may go directly to the
Clips Online Microsoft web page.

ll Connect to Web for More Clip Art, Photos, Sounds. _ .

[f you have access to the 'Web, click OF,
Sy to browse additional clips from a special
Al “Web page. Clips you zelect from there

are automatically added to Clip Galler. Cancel |

[T Don't show this message again

If you do see the above screen it is simpiyinding you that youneed to be on the Internet
When you click-orOK the browser you are using will go to the Microglips Online web
page.

It will take a few moments, but the Clips Onlineessn below will load.

-r_ pllgpopits . .
i Office Design Gallery Live § roobac

#Home | Selection Basket | License | Feedback | MiOptions | Help |

| »

Browse  Welcome

Search Coraraunity — - - P
Design Gallery Live is your place to find great clips, photos, sounds, and Web animations. To find add Video to
Search for: out about new clip art each month, Sign up for our newsletter. PowerPoint
ﬂ . Get Free
March Featured Clips Tips from Experts
Serdh (s March brings a holiday mood to Design Gallery Live with Easter and St. Patrick's Day clips. alsa Yo
j find photos about money matters. easiest way
to send
Results should be: direct mail@
aﬁ" _
order byt < Professional
j ) human
Photos St. Patrick's Day translation

20



Search Corggunit
Search for:
Notice that one of tharrows in the image at the |cartoons e

right points toSearch To search focartoons

Search in: /
that areanimated/in motion, wefilled in the |Euewwhere j
Searchfor: andSearch in: boxes asndicated in

the image on thaght. To do this welicked-on REEIE S el e
thesmall down trianglesand selected the choices [ Mation E
you see.

We thenclicked-on Go. Wereceived seven pages 7! - of animated cartoon images — they
all movel Thetop of theDesign Galleryweb pageshould look something like the one below

You canview each pagéy clicking on the>> at thetop right of thepage

Select All | Deselad All Dage|1 vl of 7 =X
ere KT 11ke X qre X ake JHT

Notice thesmall “boxes” below each image If you see an
image as you move through the pages, gat would like to
savefor your “image collection,tlick-in the small boxand a

check mark will appear. t%
<1

Download 1 Clip

We chose a “small beaming sun” on one of the gthges for ake X
our selection. When waicked-in the little box our screen Ny
looked like theimage at the right When weclicked-in the & L
box thecheck mark appearedand itindicated Download 1 e
Clip at the top of the screen. -

If you select (click) several images, you will sebe Download Clip increase as you click-on
each box
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When you have selected all of the clips that you diee,

click-on the Download Clips link

F Total number of clips selected: 1

Total combined file size: 3 KB

Estimated time to download: 1.56 sec over 28.8

k Format type: MPF

3 Diovenload Mol |

N

= Download 1 Clip

Your monitorscreen

should now be similar to
the one on the left. It
indicates how many clips
you selected, how much
disk space they require, and
how long it will take to
download them over a
modem.

When the download is complete, a
screensimilar to the one on thvgght

will appear. There are several things tg
notice here.

First,look at the top of the screent
indicates: Weather-Microsoft Clip
Organizer. This is important — you'll
see why in a few minutes.

st
Next, youseetheimagesthat yo/

downloaded Since these are

animated imageshnotice the ‘yellow
star” in the lower right corner of the
images This indicates that the image is
animated.

Last,notice that theWeather folder is
highlighted in gray. Thisindicates
that thisdownloaded image will be
placed in the Weather folderunder
Downloaded Clips

Click-on Download Now

E Weather - Microsoft Clip Organizer

File

* B

Edit  Yiew Tools Help

B Search. .. |ﬁc:::llectlcun List. . | By @ X .“-

Colleckion Lisk

----- @ Favorites

----- @ Unclassified Clips
----- @ Backup Hard Drives

@ baloan

ackboard Handouts
l @ Career Center

l @ Carel

Downloaded Clips

- fimimals

[+-<2% Cartoans

B Emations

[+-<2% Featured Clips

B Gestures

-2 Hausehald

B Mature

B Peaple

- Weather

B wWeh Elements
B adrakion i

1 Item
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When you areeady to insert a clipin your presentation,
move your cursor over the right side of the animate
image you wish to insert andick-on thesmall down
triangle.

Then,in the drop down menuthat appearselect Copy



One more “thing” about Clips Online

If you don’t want to go to Clips Online and go thgh the “hassle” of downloading clips you
can use the procedure below. This procedure “adaht Clips Online through the Collection

List.

Make sure that you are “on-line” and logged in thraugh
your modem on network cable.

Move to thebottom of thelnsert Clip Art Task Pane on
theright side of yourscreenandclick-on Clip Organizer.

A o Collection Lisk

-

@ Histary Mewslether -
s Teff Whittman

-2 murray_t
@ newhorizons

3% Outlook 2000 Tutorial

See also

/| Clip Organizer. ..
@ Clips Online
@ Tips for Finding Clips

TheCollection List at theleft will appearon the
left side of the Microsoft Clip Organizer Menu
Screen.Usetheelevator bar on theright side of

"@ R _ the Collection List to move downto thebottom of
23 patty king the Collection List area

[+-<2% Respondus Blackboard )

oy SBCM

25 SCORE At the bottom of theCollection List area you will
-5 Shuff seeaWeb CollectionsFolder. Click-on thelittle
-5 Temp

plus sign (+) to theleft of theWeb Collections

[+ Tutarials Master
-3 bukatials word folder.
-5 unzipped
@ wehtesk
-2y WINDOWS
]ﬁ Office Collections

EEI--@ Web Colleckions ||

When you click, th&ollection List folder will
“open” and the collection list willook like theleft
sideof theimage below

Notice belowtheWeb Collectionsthat afolder
namedDesign Gallery Livenowappears And,
under this folder, you see a number of selections
(Academic, Animals, etc.).

A o Collection Lisk - , -
Eﬁ Web Caollections - @\". = .

H =
=<2 Design Gallery Live

-3 Animals
@ Buildings %

@ Backgrounds
@ Business il

- frademnic @ - "
@ Borders & Frames
-2 Buttons & Icans @ - [

We clicked on Animals in the image above and tldip Art images on the right appeared

You can insert these images just like you did on g 22 In essence, you are “live” in the
Clip Gallery since you are online. Some find thasier to use that downloading a specific clip.
You choose the one you like best.
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=10]x
Type a question for help = After you have clicked-on Copyglose the Microsoft Clip
Organizer by clicking on the small X” in the upper right
corner of theClip Organizer screen

You may seea Microsoft Clip Organizenformation screen appear(like the onéelow) which
asks if you desire to retain images on your Clipboa

Microsoft Clip Organizer x|

‘fou currently have ane or more clips on the clipboard. Wiould you like these ko remain on the clipboard after Clip
COrganizer shuks down?

Yes Mo

Answer “Yeg' if this screen appears.
You should now be back in the last slide we workrd- Slide 6.

Move your cursor anywhere in the lower area of th& emplate slide(Occasions for eating a

PBJ) anctlick theRIGHT mouse button(this simply causesmenu to appear). Click
Paste Thepicture you selectedwill now be apart of the slide. You couldalso click on Edit
in theMenu Bar and then sele®®aste The image you selected will now appear in ydidies

Ourimagelooked like theone on the far right when we first

pastedit into theslide. Tomoveyourimage aroundon the

slidemovethecursor over the imageuntil your cursor 1d€h|[ q_enO
becomes afour-arrow cursor.” When you see the S 10 L
four-arrow graphicgort of like the one on the righj, 2 “; g, @

click and hold down the left mouse buttorandmove

(drag) the imagdo a place on your slide where you think it )

L8] i -
looks best \

To make theimagelarger, or smaller, move your cursor over one of the small circles onne@

of the corners of the image When yourcursor is over a corneryou will seea

two-arrow cursor (similar to theone on the righ). When you see this two- < —
arrow cursorglick and hold down the left mouse buttorandmove (drag)the

cursorout orin until you have thsize you desire If you “grab” the circles in the middle of the
top, bottom and left or right sides of the imagej anove them, you will either make your image
“skinny” or “fat.” So, most of the time, it's begi use the corner circles.

Save your work!

Click on New Slide buttononce again ClMew Slide
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An Important Note: Anytime you desire to See also
insert Clip Art into your presentation look at the H i :

. . (# Clip Organizer. ..
bottom of the right side of the screerand you'llsee
theimage to the right You can go to your clips in the
Clip Organizer, or go to Clips Online. (2) Tips for Finding Clips

7 Clips Online

Anytime you are in th&lormal View screen,

and youdesire to move “back and forth”

between Slide Layout and Insert Clip Art | @ % slide Layout v X
views in the right area of the screen, you can

click-on theback andforward arrows at the

top of theright side of Slide Layout.

Sl |de 7 A % Slide Layout v X
Apply slide layoul:

Text Layouts 1=

For Slide 7we’ll be using dlitle Only —
Template. —

So,click-on the slidgemplate in the upper
right corner of theApply slide layout P Fo |3
screengee arrow at right ]

Content Layouts

Click in theClick to add title box and typeEnjoy your sandwich!

Now, let'smake theletters larger. Highlight your title Enjoy your sandwich!) by placing
your cursor at thebeginning of the first word, click and hold down theleft mouse button and
drag it across the wordsthenreleasetheleft button. TheTitle should béhighlighted it should
look like the picturebelow. Since you are “really” in Microsoft Word whenware working
with text in PowerPoint XP, you catsoplace your cursor on Enjoy your sandwich!and
quickly click the left mouse button three timesand you will notice that the phrase is
highlighted (just like the ruby slippers in WizastiOz!)

9”/////////////////////////////////////////////////////////////////////:DV/////////////////////////////////////////////////////////////////////99
- -

Enjoy your sandwich!

e e e L e L o

SRR RS
LRRRRIRNCARRR

o
&
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First, we’ll change the fontof thetext.
Click-on thedown triangle next to
Ariel in thebutton bar at the top of
the screen Usetheelevator bar on
theright of the font screenthat
appears anthove downandselect
Times New Roman(seepicture and
arrow atright).

T Arial

Times New Roman -

T Arial Unicode S
% Batang
o MS Mincho

—n

Next, place youcursor on the box under the tool
bar that has aumber in it (when your cursor is on
it the Text Help box will indicate Font Size — see

the image on the righ}. Click on the down

triangle andscroll down to60 andclick on 60.
You shouldnow see larger texthan you had
before. You can do this to any text in your

PowerPoint presentation.
Save your work!

AutoShapes

- v

Tirnes Mew Rornan -

L

We’re now going tdry something new— atechniquefor adding clever shapesand a few

“secret” things to our slides.

First, point the cursaaway from theTitle box and click the left mouse button. This is called
“clicking away.” This will “turn-off” the square box” around the Title.

=
o

EH| normal
Slide Sorter

{1 E [

Slide Show FS

Master F

Colorfarayscale »

Task Pane

[<] =

Wmﬂt Tools  Slide Show  Window  Help

Toolbars » | Standard

Farmatking

Zontrol Toolbo

1. Drawing ,

26

Next, point toView in theMenu Bar
andclick. When themenu list
appears movethe cursodown to
Toolbars. Look at the Toolbars drop
down list. Notice that, normally, the
first two selectiongStandard and
Formatting) have asmall check
mark in front of them. This
indicatesthat theseoolbars are
visible on the screen Look further
down the list until you se®rawing.

If you see a check marklike in the
picture on the left), then simppoint
away from the drop down menalick
themouseg andlook for theDrawing



Tool bar (normally at the bottom of your screen)

If you do not see a check markclick-onDrawing. The Drawing toolbar wilhppear at the top,
side or bottom of the screeit.will look like the tool bar below.

Now click-onAutoShapesand a small box of shapes will appear.

] Move up anddown thepop up menubox and

U&? Lines 3 : ;

2 notice the different shapes that appear next th eac
loe] Comnectors b choice. Then, click-ofallouts. Click-on thefar
| Basic Shapes ’ right callout (cloud callout) in the top row.

18, Block arrows ) When you have clicked, the cursor will change to

- - \ “cross hairs when youmoveit into theslide

o0 L

area.
| ;;.'_.’B Stars and Bagfiers 3

|% Callouts Now movethecross hairs upinto thearea just

“g| Action Butkans y | O A A belowthe title. Click and hold down the left

% Mare Autashapes 5 A A gilS mouse button, and drag down and to the right

. :Sh_ A3 A g Releasethe button. A cloud shape should appear

Utoohapes « - . .

= similar to the onéelow.

Slide 1 af 7 w

]

Drag this Cloud callout to theupper right corner of
your screernust under your title (move yourcursor
over the Clouduntil youseethefour arrow shape,
click and hold down the left mouse button and drag
the cloud). 5:'3

Enhancing the presentation

Not too spectacular? Let's spice it up!

Click-in the cloud. Then,type the wordWOW! You will see WOW!appearin the cloud.

It's sort oflike a“hidden” text box (this is the secret!) Click theleft mouse button in front of
WOW!, hold down the left mouse button anddrag across WOW!to highlight the word. Or,
since you are in Wordriple-click quickly onWOW! and WOW! will be highlightedClick-on
Format in the Menu Bar and then click-&ont.

TheFont Menu screenat thetop of the next pagewill appear.
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Fant skyle:

| Chiller
Chiller
T Colonna MT
T Comic Sans M3
T Cooper Black

T Copperplate Gothic Bold

Bold
Reqular

Italic
Biold Ikalic

[

—Effects
™ Undetline
¥ Shadow
[" Emboss

[ sSuperscripk

Offset: IIII 3: %,

[ Subscript

[ Default for new objects

This same Font will be used on both wour printer and wour screen,

This is a TrueType Fant,

ChangetheFont, Font style Size andColor. Bold or Italicize if you want. Be as creative as
you desire and then click-ddK. If WOW! is “too big” for your Cloud , simply “grab” one of
the corners (as wexplained on Page 2Bandmake the cloud larget

From now on you can “change”any of your text using this method.

Save your work!

Now that we have a cartoon cloud box (like in tben-funny papers) that says WOW!, we
need to add a comic character (clip art) to bensgthis phrase. So, back to add clip art.

Click-onInsert in theMenu Bar and therclick-on Picture
and then orClip Art . Thelnsert Clip Art screen (that
we've used before - Page 16) will again appean the
right side of the screen. We're going to go down to the
bottom of the screen anchoose Clips Online again We
thought we’dsearch for animated peopleso wetyped-in
peoplein theSearch for. and then chosEverywhere and
Motion (as you caisee in the image on the right We
thenclicked-on Go and got 51 pages of images. We then
went through the pages as we did before and clevszad
images we liked. You do the same and choose ddtata
you like.

Browse

Search Cormmmunity

Search for:

|pen:|ple o

&

Search in:

|Eﬁ.rerﬁ,rwhere j
Results should be:

|M|:|ti|:|r'| j
Order by

INewer j

Cownload 1 Slip

We thenclicked on Download (so many) clipglike picture at
theleft), thenclicked-on Download Now, we were again taken to
theMicrosoft Clip Organizer screen.Please look at your Clip
organizer screen carefully On thdeft sideit will indicate the
folder in which the clips will be saved.
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Chooseaclipart image that you like analick thesmall
down triangle on the right side of the image When the
drop down menu appeardick-on Copy.

Copy e —

ThenclosetheMicrosoft Clip Organizer by clicking on the small X” in the upper right
corner of the Microsoft Clip Organizer screen.

Nextmove your cursor over your slideandclick theRIGHT mouse button In the pop-up
menu thatappears selectPaste Your image will now be somewhere on your screéau’ll

probably have to drag it down and to the left arakenit larger (like we did on Page 23). Go
ahead and do that now. When we finished, our #tidked like the one below.

Enjoy your sandwich!

Wow!

@
<
Don’t forget to save your work again.
@ ¥ Slide Lavout * X
Apply slide layout:
Click onNew Slide buttononce again LSl Text Layouts =

For this slide choose theft slide in thethird row —Blank.

Content Layouts

i

o
Lot

E [
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Text Art:

Now we’ll use som&ext Art. In theDrawing Bar, which should be open,

find a“blue A” that is slightly tilted (ike the one on theght). When you _4[
pass your cursor over this “button,” it will indteainsert WordArt . If the

Drawing Bar is not available, click-oview in theMenu Bar, then click-on

Toolbars and selecbrawing by clicking-on it. Click-on thénsert WordArt button. The
following WordArt Gallery menu screen will appe&elect oneof the WordArt patterns by
clicking on it. Wechosethe onendicated by thearrow below. Next, click-onOK.

WordArt Gallery 2x

Select a Wordart skyle:

- | T W
Wioodart ygordA" | wordar, Wordart Woraar | &
Worelil! |WordArt [WordAet o2 ¢+ |Wordflet | 2 w

W wordart |-WordArt ‘»“*"{Jrelﬂr: W
wordaet [WardArt |Hordet | W sooi! | 2 W |

The followingEdit WordArt Text screen willappear. Where the screen indicatésur Text
Here, type-in: Enjoy your Sandwich. Select a different font and size, if you desinen
click-on OK.

Edit WordArt Text 2] x|
Eonk: Size:
I'-'E:-Impact j|36 j ilil
Texk:
E - -
njoy your sandwich
Ok Cancel
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You will return toSlide 8andseetheWordArt you created. You maysethe ‘grabbers’ (little
circles on the corners) to make the texger (like we did onPage 23. It would be agood idea
to make your Text Art about three times this size You may also move your text as you
desire.

If you want to change thdd'ok” of your WordArt , you'll need to be able teeethe WordArt
toolbar. Itlookslike the toolbaibelow.

1
1%

Al | Edit Text... |G B s | a3 0F

Most of the timethe toolbamappearswhen youclick onOK and the WordArt you selected
appears.If the toolbadoes not appeay point to thecenter of theWordArt and click the
RIGHT mouse button. AVordArt drop down screen will appear. dhoicewill be: Show
WordArt toolbar . Click onShow WordArt toolbar and the toolbar will appear.

We'll click-on the different “buttons” in the Word#ftoolbar to edit our text.

Insert WordArt andEdit WordArt Text

Starting from the left (in the WordArt toolbar) you already know what firet two buttons will
do. Theblue A will allow you toadd another WordArt. TheEdit Text button will allow you
to changethetext in your WordArt .

If, for some reason, you accidentally “click-awaydrfr your WordArt, you'llloosethegrabbers

and your WordArtoolbar. Not a big deal. Todctivate’ both, simply place theursor over
theWordArt andclick theleft buttonon the WordArt. Both will re-appear.

WordArt Gallery

If you do not like the WordArt “style” you chose, you canchoose another

Thethird button in from theleft will bring up theWordArt Gallery again. q
by clicking-on this button. AT
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Format WordArt

Thefourth button in from theleft will allow you to change a number of &:,
“things” in WordArt, and in other PowerPoint features. &Whyou click on ..:55;I
this button the menu screen to tiedow will appear.

2l

Format WordArkt

| Size | Position | Picture | Texk Box I Wieb |
Fill
;Dhjr: Iﬁ
e RIS <] Notice that there are a
Line number of tabs’ at the
- | T e top of the menu. You can
e = click-on the tabsand get a
Dashed: | j Weight: “feel’ for what each will
c : do. We'll justclick-on the
annecrar; - .
= | [ Color choice for now (see
Arrows arrow at left). We'll
Redin stvie: Erd stvle: click-on thesmall “down
et | ] il [ triangle” to bring up the
Begin size: I j End size: I j menu below.
[ Default For new obijects

(] 4 I Cancel | Presyigw |

 Su—

Mo Fill

= Automatic

CONENECEEN _ _
When you click-orColor the drop dowmenu to theleft will

ENEEEEEN appear. We'll work with a similar menu later. For nost
EEENEEEE move your cursordown to More Colors andclick onit. The
EEENENNE Colors menus willappear similar to the one at thep of the next

EOCEEENE

EECOCEED page.
|
Maore Cn:nln:nrs...[
Fill Effects. ..
Background
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21
Shardard | | Eii There are #ot of reallyunique
T : featureswith thecolor palettesin
Microsoft software. Th€ustom
Cancel | color pallet, which youseeon the
left, hastwo “neat” features. The
first feature is that you caslick
anywherein the pallet and the
color in the area where you click
will be shownin thelower right
corner. After you haveselecteda
color you can frag” the small
arrow “triangle” on the right of

! Colors
|

Colars: k

Color model: IRGE

| 255 the screemp and downto lighten

Green: 231 = New or darken the color you chose.

Elue: m We ve marked where you can )
click to choose a color, and the “up
and downtriangle, with arrows

| . o in thelmage_on_theleft. Select a
s color and give it a try.

1 | ] o 2

Once you have selected a color, click@K. You will see the changes in your WordArt.

WordArt Shapes

When youclick-on thefifth button from the left (it m fE k= gg{|

has an Abc” on it), theimage at theright will drop 7

down. If you would like tachangetheshapeof .‘I . ' ﬁ@

your WordArt text to anew shapeclick-onone of F‘\UOGHUOS

the shapesan the choices chart to thight. You - b. N A A AA A

will see your WordArt change to that shape. Give it o

atry. @ bd i i g ©
PAdAV /NN

The last four buttons on the right adjust text spgclignment, etc. Work with them, as you
desire.

When you have finished your editing, you cdmsetheWordArt edit toolbar by clicking-on
the little “X.” in the upper right corner of the toolbar.

Save your work!
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Text Box

The last “tool” we’ll work with is thel'ext Box. The Text Box is also in the
Drawing toolbar. TheText Box button will allow you tansert text in your I
slides if the template you chose does not havedleed Title and Bullet

boxes. Tdnsert text, click on theText Box button. It has anA” in the

upper left corner of the button witome textbelow {t looks like the button above on the
right). After you click-on the Text Box button, move tharsor into andpen’ area of Slide 8.
It will look like a “little sword.”. When you get to an appropriate pladek

[l

theleft mouse button and aekt entry area” will appear it looks like the %Tg
image on the righ). N7

Don't worry about its size. Justtype the following: THE END. The text box will
automatically resizeto the text entered. You may ndwghlight this text, and bylicking-on
Format in theMenu Bar andFont, as you have done before. Edit this text — mialeeger,
change the font and pick a color that you like.

Our Slide 8 looks like the one below.

The End

Save your work!
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Slide 9

PowerPoint XP has some reallgeat new featureghat
you might like to try. You cantface a path’ for an image
to follow around or across the slide You can have a
porpoise jumping in and out of the water at thedyotof
the slide, or maybe a bee flying around in thegogion. If
you want to do this we’ll show you how. If not, sip to
Page 37

] Mew Slide

Click theNew Slide Button

For this slide choose theft slide in thethird row —

42 & Slide Layout

Apply slide layoul:

Text Layoults

Content Layouts

L

Blank.

B o e<

Cut

Copy

Paste

Save as Picture...
Edit Pickure

Shioww Pickure Toolbar
Grauping

Crder

k

k

Cuskom Animatiarn, .. *-

E [
{23

First, following the process outlined for several other
slides, we went t€lips Online and found a&ute bee

We thendownloadedthebeeinto ourClip Organizer.
Then, wecopiedthebeefrom the Clip Organizer and
pastedit onto theblank slide template. Wenadethe
sizeof the bedairly small and themrmoved the bedo the
lower left corner of the blank slide template. We then
placed our cursor over the bee and clicked thBIGHT
mouse buttonto bring up a menu which includes Custom
Animation. We then selected Custom Animation (see

fiction Settings. .. image at left).
5};‘ Farmat Pickture. .. Py e
A o Cuskom Animation v W
& Hyvperlink...
L-I% =P &dd Effect v| |?‘1 Remove |
Y % Entrance , h-',_., effect
s
#%  Emphasis 3 :| |v|
e Exit BBk Speed:
¥ Motion Paths » | v 1. Bounce Right
When we clicked-oiCustom Animation @) 2. Curvy Left
(above we saw theddd Effect Button ™ . . P
. . Lagonal Daown B
appear. We clicked on thé&dd Effect i 8
button, and in thenenu that appeared below, " 4. Diagonal Up Right
we clicked-orMotion Paths. In the next | 5 Down
menu that appeared we moved down an — 6 Left
clicked-onDraw Custom Path In the las — 7 Right
menu to appear we clicked-éneeform. ; |
g8 Up
. Line .II"\,B Drraw Cuskom Path »
L Curve More Motion Paths. ..
35 (5 Freeform |
4 Scribble




After clicking-on Freeform, wenoved our mouseinto thetemplate slideandnoticed that our
cursor image had changed to “cross hairs.”"We moved therosshairs over the beén the
lower left corner of the slide template arteeld down the left mouse button With the left
button held down wslowly began tanove the cursorto the top of the template. We noticed
that thecursor now looked like a little pencil As long as we held down the left mouse button
thepencil traced a path around the slide

To turn off the pencil, we simply clicked the leftmouse button twice — quickly— and the
pencil went away. As soon as we quickly clickecceywe alsmoticed that ourbee flew very,
very fast around the pathwe had drawn.

Below is whatour slide looked likewhen we finished.

You canseethe ‘flight path” for our beebeginsin thelower left corner and goes up and down
around the slide arekits at the right

4@ % Customn &nimation * X
. = - |
Now we'll slow ourbeedown a lot andhsert a [ addEffect +| |% Remove |
buzzing soundas the bee flies around. Modify: Custom Path
_ _ _ Start: |8 on Click =
On theright side of thescreen,in theCustom Path: speed:
Animation portion of the screen, weoticed that [Urlocked 7] [Medium ~|
when we completed that bee flight path that
something new appeared Spb1 B [ 0136825 =
Start On Click
Whe_n \_/vecllcked-on_ thesmall triangle on theright Start With Frevious
of this imageselection, we saw@op down menu Start Aftor Pron
similar to the one on théght. We clicked-orEffect ©  Start fter Previous
Options and thamage at thetop of the next page ﬁ Effect Options...
appeared. Timing. ..
Show Advanced Timeline
Remove
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Since we selecte@ustom Path
to create our flying bee effect,
themenu screenat theright
appeared when we clicked-on
Effect Options. Notice, at the
top of the menu, there at®o
tabs. We are “on” théliming
tab. Our bee flew very fast and
we would like to slow it down.
So, wechose5 seconds (Very
Slow). We also wanted our bee
to wait a few seconds after we
moved to Slide 9 to begin its
flying. So, we alsehose a
delay of three secondgésee
arrows to theright). To
complete this menu screen click
OK.

Custom Path

Effect  Timing

start: /B on dlick y
Delay: m seconds /
Speed; IS seconds (Very Slow) j
Repeat: I (none) j
[~ Rewind when done plaving
Triggers ¥
Ok Cancel

To slow our bee down even more we can again chose Etf®ptions and typed in 20
(seconds). This will really slow the path. Expsent and choose a time that you like.

Custom Path

2]

Setkings
Path: ILInlu:uckﬂu:I j
¥ Smoath start ¥ Smoath end
[ Auto-reverse
Enhancements -
Sound; BD18524_ wav Kﬂl
After animation; SUEUDH.
Typewriter
fnimate bext: Voltage
Whoosh »
Wind

iokher Sound.

K I Cancel |

To insert a soundwith ourbee

image (buzzing, we went tcClips

Online once more and for our

search topicentered buzzing’

and found a number of buzzing

sounds. We downloaded these as
> Wwe've done before.

To add a soundto your image is a
bit tricky . You agairclick-on
Event Options (bottom right Page

— 35) as you did before. When the
menu screen appears (like the one
to the left)choosetheEffect tab.

Thenclick-on thetriangle to the right of Sound andmove downthe menu until you se@ther
Sound Click-onOther Sound. A menu screen will appear similar to the onthatop of the

next page
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Add Sound

Click thesmall triangle to the

right of Look in. When the drop Lookin: | gy - M
down screen appearglect My :
Documents(double-click twice @3 My Documents

[E My Pickures

quickly onMy Documentsor click-0n  ees—- 21 Microsoft Cip Organizer

Open), then selecPictures (double-
click or Open) and then select
Microsoft Clip Organizer (double-click or Open).

You should thersecamenu
: _ _ , screensimilar to the one on the
Look in: II:l Microsoft Clip Organizer j = left. The“goofy” numbers you
: HeD18524_wav seeare the hames of the sounds
ﬁ] Blion74911.pay you downloaded We said this
Hiskrirw

wastricky . So,click-onone of
the soundsand then click-orOK.
This will take you back to the
menu screen at the bottomRdige 36 above You will hear your sound play if your volume is
set high enough.

To complete your menu screen cliok .
Note: if you “loose or don’t see the paththat you drew for your imag&®IGHT click-on the

image and choos€ustom Animation like you did before. This will cause the pathréappear
and the right side of your screen to again showCihgtom Animation area.

At the bottom of theCustom Animation area on the Re-Order []
right side of the screen you will notice that the acek$
like theimageto theright. Anytime you are working > Flay | [Ed side show |
with animation you will see this image. Noticettigau
¥ aukoPreview \

canPlay (again) your animation effecésmytime you
desire byclicking-on thePlay button. If you desire teee
this how this slide will “look” when you present yair PowerPoint slide show click-on Slide
Show (we’re going to get to this next for the entir@wai.

Viewing your Slide Show
You have just completed the first stage of your pre&entation Go back to Slide 1 You can

do this by using the “elevator bar’ on theright edge of your screen If youclick at thetop of
theelevator bar you will keep moving up from Slide 8 until you come to your first slidé.
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will indicate Slide 1 of 9in thestatus areain thelower left corner of your screen. You should
recognize this slide as your first slide on howake a PBJ.

If you would like toview how your slide show will look

when youproject it onto a screen or a monit@o to the tool slide SEDW indow _ Help
bar at thetop andclick on Slide Showandclick on View 5 _iew Show s |
Show (like theimage on the righy). / Set Up Show...

- - _ .
Or, you carclick-on the smalBlide Showbutton in thebutton bar [E oo
at the lower left of the screen

] \

There areseveral waysto advance throughyourslide show You cantap the space bar, tap
the Enter key, tap the right arrow key, or click theleft mouse buttonto moveforward from
one slide to the next during the show. When geuto the endof the “show” the presentation
will return to yourslides Anytime you want to endthe show, simply tap tHésckey in the
upper left corner of thekeyboard or click theright mouse button andick onEnd Showin
the pop up menu that appears. If ymd your show “early’ you will be on the slideyou were
viewing when you tapped Esc or clicked-on End Show.

To “go backward’ to a previous slide, in your show, you dap theBackspace keyor theleft
arrow key. If you are using the mousdo “click” through your presentation awiésire to go
back, click theRIGHT mouse buttonand you willseeamenu screenappear that allows you to
choose &reviousslide orGo to any slide.

Transitions:

Now we'll add some pizzazro our presentation. When you viewed your slitevs a few
moments ago, it was simply like “flopping down” gl transparencies on an overhead
projector. Nothing really fantastic. Now we’ll addme motion, animation, sound, and color and

really make our presentation something to view. /

Go to theSlide Sorter button at thdottom left area of your screen. [Q oo
. . . |
Click on thebutton with four white squares —_—
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You cannow seeall nine slides(as showrbelow). Notice that Slide 9 (the one with the flying
bee) does not show the path of the bee. Thisdause of the motion path — not a big deal.
Lightly, click onceon thefirst slideto highlight the slide (a heavylue border will surround

the slide -see arrow below. Now point in theniddle of the slide andlick on yourRIGHT
mouse butt

Ingrediants Toolz Neaded Directions Wby use strawberny jam?

= Crunoh: pranutbuter N
* Homemade ciautey jam » sgam
How to Make a Great PBJ - T:m dioeso Tl b bread P

=M " Gm

= Gpun i = Eanut Euttr nd = W Childnn wnd

&

Enjoy wour sandwich!

¥ Cut
Theright click will “ always bring up” a menu that is ‘tailored” to
« ) . . . . . . 2 Copy

the “place’ where you click. This will work in any Microsofffice

product. You can always tell “where” you click thght mouse

button because the cursor arrow will always bedoraer of the =] Mew Slide

menu that appears. From timenuthat appears, seleStide Delete Slide

Transition (click-on it —see arrowbelow and to theight). o side Desion

Background. ..

[5% animation Schemes. .,
¢ Slide Transition. ..
=] Hide slide

At the top of the next page you wiléethe newmenu boxthat appears on thigght side of the
PowerPoint screenSlide Transition. This menu box will allow us toreate “transitions” as
we go from one slide to the next.
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For “old” PowerPoint users, this is another “totally
new” screen. It takes the place of the “old dog ah
key screen.”

So, let’s get started icreating somemovement
(transitions) as weenhanceour PowerPoinslide

show. Remember that we clicked-on Slide 1 to begin
this process.

Notice, in theimageto theright, that you have bt
of transition choicesunderApply to selected slides

4 Slide Transition
Apply to selected slides:

Mo Transition
Blinds Haorizonkal
Blinds Yertical

Eox In

Checkerboard Across
Checkerboard Down
Comb Haorizonkal

Comb Yertical

Go ahead andlick-on one of the choicesNotice Cover Down
that there is aftelevator bar” on theright side of Caver Left
Apply to selected slides- many more choices are Cover Right
below. Cover Up

When you click, keep your eyes on Slide dn the
left of the screen.
Each time you
make another

Cover Left-Diown

Cover Left-Up

Modify transition

selection you will Speed: |Slow [~
Houw to hake a Great PBJ
see that Sound: |Chime |*|
B transition effect
_ ™ Loop until next sound
on Slide 1

Advance slide

¥ on mouse click
[T aukomatically after

3

| apply to All Slides |

Also notice that

there is aModify
transition area below the transition choices. You may
change your transition froffast to Slow (as we have
done). You may also addSound (as we have done —
aChime).

|I* Play | |E Slide Show |

Finally notice at thebottom of theApply to selected
slidesarea that there atbree additional choices

|7 AutaPreview

If you like your transition, you can Apply to Allies. We used the elevator bar to move to
the bottom of all the selection@andchose Random Transition We therchose Apply to All
Slides So, when we show our slides, each slide tralsition with adifferent effect between
slides. Also, they will all “Chime” as they tratisn.

Note: many audiences do not like a lot of “soundivhen watching a PowerPoint
presentation. So, you may desire to use sound “gagly” in your presentation.

When you return t&lide Sorter View, you will notice asmall box with a star at the lower left
corner of each slide. Thimdicatesthat aslide will transition. If you want taseehow a
certain slide will transition, click-on that slideand therclick-onPlay, and you will see the
effect each time you click Play. You can also clickthe small star to see the transition.
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Build:

Building is aterm indicatinghow each line of the texton a slide, willenter the screen. The
lines, words, letters, pictures and chart€anmove inor appearfrom almost any direction. To
Build thetext on each slide, follow these directions.

Go backto Normal View. You can do this islide Sorter View by

double clicking-on thefirst slide or byClicking on theNormal I:E oo 'Er

View button on thelower left corner of the screen. When the oo

Normal View screen appearslick-on the first line of text. The

“box” you saw, when you first typed text in thisx, will appear. This indicates that the box is
“active.” It will appear avelow.

"

////////////////////////////////////////////////////////////////.—"W/////////////////////////////////////////////////////////////////59
/

How to Make a Great PBJ

B

e

&

S

B

Now, RIGHT click in the box.

- @ Paste

Save as Picture, .. ]

Exit Edit Texk
A Fort...

=— Bullets and Mumbering. ..

When youright-click , the followingmenu will
appear. Click-onCustom Animation...

Insert Tab

Set AukoShape Defaults

Cuskom Anirmakion. ..

Action Settings. ..
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[ —

:l 4 & Custom Animation

The following screen will appear in the
right side area of your screen (very similar
to the one we used for Slide 9). When this
screen appearfrst click -on Add Effect,
thenclick-on Entrance, and finallyclick-

on More Effects (because we want ALL of
the effects).

] =or Add Effect - = Remo
Entrance P # 1. Appear
F%  Emphasis b | Z 2 Blinds
= Exit b | E 3 Box
w7 Motion Paths » | 3 4. Checkerboard
Zr 5. Diamond
: 6 FlyIn
\ More Effects...

Add Entrance Effect 2 x|

Basic =
H e Appear E Fr Blinds

F Box S Checkerboard

Zr Circle F Crawl In

Zk Diamond F¢ Dissalve In

¢ Flash Once A Fly In

i Peek In Zy Plus

Z Random Bars ﬁ Random Effects e

S split Sy Strips

S Wedge Sy wheel

Fr wipe

Subtle

.ﬂ Expand ¢ Fade

*1* Faded Swivel *i* Faded Zoom

Moderate j
V' Preview Effect (8] 4 Cancel |
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The Add Entrance Effect menu screen will
now appear (like the one on tledt).

Move your cursor over the blue Add
Entrance Effect “bar” at the top of the
menu screen.Click and hold down the left
mouse button and drag the screen to the
right of your screenso that you caseethe
text in the Title text box. After you have
moved this boxaise yourfinger from the
left mouse button

Now, choose one of the effectsy clicking-

on it. You will now be able tseetheeffect
work in the text box. You may hear a Chime
sound that is “part” of the Slide Transition.
We'll show you how to put in sounds for
your text in a little while.

Try a lot of different effects. Notice that
there is arelevator bar on theright side of
this menu. As yomove downtheAdd
Entrance Effectsmenu screen you will
notice that there aredgroups’ of effects —
Basic, Subtle, Moderate, and Exciting Try
a “bunch” of these to see how they work.
When you have an effect you likeclick-on
the OK button at the bottom of the menu
screen.



gf//////////////////////////////////////////////////////ﬂ/////////////////////////////////////////////////////,?_,
. % Z
Now click-on 7 i Z
ow click-0 . A Gourmet Recipe
thelower text 7 Z
box andrepeat Z Z
2 From 2
the steps we % %
outlined on the Z - 7
last page = Janie Schwark & Greg Butler 7
é"/////////////////////////////////////////////////////.-'O"/////////////////////////////////////////////////////A‘S
| 4 & custom Animation * X
Notice — on theright side of the screen - und€ustom |5ty addEffect v| [% Remove |
Animation — that theTitles (on v_vhich we a_lddet_:i Modify: Boomerang
effects) areshownas apart of this screen(just like :
. . Skark: |"ﬁ Cn Click, |"’|
when we created our flying bee on Slide 9).
Property: Speed:
Also notice thatunder oursecond titlethere is amall, | 7] Fest M
down pointing arrow. If you click-on thisarrow it 148 Title 1: How to Mak...
will show you each line of texthat youanimated in (28 7 Text 2: A Gourm.. =]

the lower sub-title box.

x |

Now we’ll enhanceour text some more.

1148 27 Title 1: Howto ... E(
Start on Click If you moveyourcursor over thefirst title andclick-on the

small triangle on theright side, you will seeamenu screen

Sl appear that will let usnhanceour title (just like we did in
¢ R T Slide 9). Choose (click-orBffect Options and the menu
| Effect Optians... screerbelow will appear.
Timing. ..
Show Advanced Timeline ﬂﬂ
Remave Effect | Timing | Text Animation |
This screen isimilar to the one in Enfancements
Slide 9 but a little different.Notice Sound: |Cash Recister = g
that we chos€&loat for ourtext effect After animation: |Don't Dim .
and therchose Cash Registefor our Animate test;  |Allat once =]

sound
I 3: o delaw between [etters

We'll cover DimmingandAll at once
when weanimate textin Slide 2

Go ahead and experiment with

Entrance Effects and Sounds for | oK, | Cancel
your first Slide.
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Entrance Effects and Sounds for Slide 2

Thequestionwereceive the mosis: “How do you get the text to enter one letter at aitne
and have it sound like a typewriter is typing the éxt?”

We’ll now show you how to do this

You should be on Slide 1 in the Normal View screéve need to
move to Slide 2 Look atleft portion of theNormal View screen.
You will seethat this area looK#&e theimageto theright. Click-

on Slide 2in this area. Alue line will go around the slide and \
you will see Slide 2n thecenter portion of your screen.

You will seea
bulleted list of the

ingredients for a PBJ.

Move your cursor
anywhere over the

list of ingredients and

click theRIGHT
mouse button (to bring
up a menu). Move
down the menu and
select Custom

[—

« Homemads :...
« Two slic
 Milk

Sldes | X

FS

1

b= Hubaa OreaiFiu

A A A

« Crunchy |

]
f jam
2ad

Save as Picture. ..

Exit Edit Text

Fonk. ..

s

:—  Bullets and Mumbering. ..

Insert Tab

Set AutoShape Defaulks

R, \\\\\\\\\\\\Cr.\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\‘Q\%

Animation.
= 4a o Custom Animation
& ndd Effect - Fema
S Entrance Pl L Appear
%5 Emphasis  » | 3% 2. Blinds
WE Exit » [k 3 Box
%7 MotionPaths » | S 4. Checkerboard
5. Diamond
A 6 FlyIn
Maore EFfects. ..
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1@ Cuskam Animatior, ..

You will seetheCustom Animation area
appear again on the right (as you did in Slide
1).

SelectAdd Effect, thenEntrance andthen
More Effects (as you did in Slide 1).



This may not seem like much, but the

_choice of the Entran_ce I_Effect _is very '- il EI
important here. Notice, in theimageto )

theright, that wechose Appear We nee\ Basic 2
the text to enter, letter-by-letter, ver e -

quickly. Appear will takey care of thig. i* hoes | 3 sinds

Other choices may “look funny” when the S Box S Checkerboard
animation is “running.” When you become = Circle F Crawl In

more accomplished with PowerPoint — try

all kinds of effects.Click-on OK at the
bottom of this menu screen when you have

selectedAppear.

I 1-g * Text 21 Crunchey...

Start On Click

Skart with Previous

(0 Start After Previous
| Effect Options. ..

When you click-on Effect
Options amAppear menuscreen
similar to the one on thaght

will materialize. We've gone
ahead anéntered the effectgo
make our textook andsound
like an “old timey typewriter is

typing it.
We clicked-on thedown

triangles to theright of each
feature and did the following:

Sound

Now look further down the Custom Animation areaon
theright side of the screen until you see an area thaslook
like theimageon theleft. Click-on thesmall triangle

and therselect Effect Options.

el
Effect |Timing I Text Bnimation
Enhancements
Sound: ITypewriter j
After animatian: I j
Animate bext: IEW letter j
o1 =1 seconds delay between |etters

| Ik I Cancel

We clicked-on thetriangle andchose Typewriter.
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After animation (Dimming):

We noticed that before we clicked-on the trianpkt the wordsDon’t Dim” appearedin the

area to theight of After animation. When weclicked on thetriangle we chosethelight blue
color that appeared. When you are making your Peaiat presentation, you might like to have
the bullet, to which you are speaking, be moreceatble that the bullets about which you have
already explained. By choosing the light blue cods you move through the bulleted items, you
will see the last bullet dim and the new bulletb@re noticeable. In a moment, when we
complete this Appear Effect menu, we?llay our slide and you’lkee what we mean.

Animate text:

We clicked-on thetriangle and chos®y letter.
Seconds delay between letters
We used the small “up and down” triangles to indicée 0.1 seconds between letters

When youcompleteyour Appear menu screent should look like the one at thbottom of
Page 46 Click OK.

Now, click-on Play at thebottom right of your screen. Re-Order [B]
You will see the text enter like it's being typédar th
typewriter sound, and see the bullets dim as yougsd Play | |E| Slide Show |

on to the next bullet.
¥ autoPreview

Sound
Be Careful with Sound

Be carefulwhen using sound for transitions and text animatiSometimesioo many effects
canoverwhelm anddetract from a presentation. As you become more experéncd sounds
and web pages you will find many web pages devimteshunds and clip art. In the Front Page
98, 2000 and 2002 tutorials there is a section é0/\WWounds. If you desire a copy of either of
these tutorials, simply e-mail the addresses agtigkeof this tutorial. You may want to
experiment with some other sounds you “downloadsawe” form the internet.

Don’t forget to keep saving your presentation ofteras you enhance it with
these effects.
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Add color

Slide Color Schemes

Now for some

There are aumber of different methodsyou can use tadd color. First we’ll use some basic
methods and then try some “exotic” effects.

First go toSlide Sorter Viewby clicking-on theSlide Sorter button
in thelower left corner of yourscreen Mmoo
Y EHaoe T

Haowe to hdake a Great PEJ

A Goume | Redpe

From

Jarie =hwerk

Now, click-onFormat in theMenu Bar and thertlick- =

on Slide Design

4a % Slide Design

Cesign Templates
[ Color Scheme
(&% Animation Sche

Apply a design templa

Used in This Presentatio

Larem |psum

7 Oeio = 3mel cooedsum dpxong el
] doam

4 Vagra sl

N\

Then click-onSlide 1 By being in Slide Sorter View
you'll be able to see the different color effectsi
several slides at the same time.

Formak | Tools  Slide Show  Wine
| A

d||3' Slide Design...
5] slide Layout. ..

Backaround. ..

The followingSlide Design menu screewill appear in the
right area of your PowerPoint screen. As you can see,
PowerPoint XP uses the right side of the screejukir
about anything on which you’re working.

Notice at thetop of this Slide Design area that it indicates
Design Templates, Color Schemes, and Animation
Schemes.

We’'ll choose Color Schemeso begin our slide coloring
process. Salick-on Color Schemesand the right area of
your screen wilchangeto thescreenat thetop of the next

page.
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@ slide Design v X As you can see in the screen to the left, thersareral

Diesign Templates color schemedrom which you can choosedtice the
(2 Color Schemes elevator bar on theright side of theApply a color
(52 Animation Schemes schemechoices).We moved down the list of color
apply a color scheme: schemes and are goingdieoosethedark blue scheme
- you see at the left and belowBe careful and follow the
Title of Slide instructions just below this blue slide selection

* Bullet kext

Title of Slide

- Bullet kext

Title of Slide

- Bullet kext
apply ko All Slides b

| Apply to Selected 5|id85+_

Show Large Previews

Look at theimageto theupper right. Notice, once again, when yauove your cursor over
theright side of theblue slide you see amall triangle. Click-on thistriangle andselect

Apply to Selected Slidegin our case Slide 1)Notice in Slide Sorter ViewthatSlide 1now
has this Color Scheme

Note: If you accidentally clicked-on the blue selectioApply to all

Slidesin Slide Sorter view were colored with this Co®&sheme. To KT
“undo” this mistake (you may wish to do this in the futurejick the

Undo button at thetop of the screenin thebutton bar. Itlooks like an

arrow pointing in a counter clockwise directidike the one to the righ).

One click-on it and you'raeady to try coloring just Slide 1 again

Don’t forget to Save your work every now and then!

Title of slide

+ Bullet kext

Edit Calar Schemes. .,

Changing Colors in Color Schemes

If you do notlike the color of the blue background(or the
text color, bar fill colors or arrow coloyou can change
them by moving your cursor over Edit Color Schemes...
at thebottom of theSlide Design Task PaneClick-on
Edit Color Schemes
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In theEdit Color Scheme menuthatappears (see below image$electBackground (or any of
the other Scheme colors) blycking-on the ‘tolor squaré’ to theleft of theitem youdesire to
change. Thenclick-on theChange Colorbutton. Choose a color you like from the color
“chart” and then click-on OK.

Edit Color Scheme el B

Standard ‘“ustom

—

Scheme colars Apply

Background

Text and lines Cancel |
. o Prewview
[ Title text |
I Fills
[T Accent I

|_ accent and beypetlink,
|_ accent and Follovwed hyperlink

Change Cu:ulu:ur.f.

&ddlfs Stanmdard Scheme |

Click-on theApply button and you will return to Slide 1 and your new colall be visible.

Note of Caution: Be very careful when you are working with backgrouml colors. Many
times color changesill make the text on the slide hard to read agairtsa background. All
of the templates in PowerPoint are OK with colad #&xt, but when you start changing the
either the background or text color, you may creaséde where the text is hard to see. So,
again be careful — and remember the Undo Arrow.

You can try this on several slides, if you wantc@® you have the hang of it, there are several
ways you can enhance these effects.

Backgrounds

You should still be in Slide Sorter View If you =lao
are not, click-on theSlide Sorter button at thebottom left ﬂ oo
of the screen. Thetlick-on Slide 2 We’'ll do something different to e
place a colored background in this slide.
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Format T Iools  Slide Show Wi
| A
= slide Design... ~
=] slide I:aw:uut.../
Backaround. .. |

Effects.

Background

Now click-on
Format in the
Menu Bar again.

— Backaround Fill

21 x|

apply to Al |

“® Title of Slide
- Bullet bext

Next, click-on
Background.

— il

Apply
Zancel

Presvien

ik

ukornatic

| sher

fJ
TheBackground Menu Screen(like the oneon the/ A
right) will appear. Click-on the smaltriangle in th
bottom portion of this screen. Nadlick-on Fill

(NENCNENE

Maore Colors, .,

\

Eill Effects...

Notice, in theFill Effects Screen Menu belowthat there are mumber of choices (tabs at the
top) — Gradient, Texture, Pattern and Picture (se@rrows below).

Fill Effects

| Texture | Pattern I Picture |

2l x|

—olors

™ ope color
i~ Two colors
(& Preset

Cancel

Ik |
ol |

—Transparency

Frann: j
9

Ta:

0 %

0 %

id I8 CET=
| [

~Shading styles
" Horizonkal
" Yertical
" Diagonal up
" Diagonal down
(8 From carner
" From title

T ariants

:ré
-

™ Rotate Fill effect with shape
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Gradient

Click-onseveralof theShading Styles(Horizontal, Vertical, etc.) andbservetheeffectsin the
lower right in theVariants andSampleareas.Notice that there are fowhoicesin the

Variants area. As youlick-on each of thendividual “squares” thechoice will appearin the
Samplearea. If yowlick onOK at any time, th®ackground you seein theSamplewill be the
background on theslide. You will return to theBackground Menu screen when you click-on
OK. You will seeaminiature version ofwhat your slide will look like in thelower right
corner of the Background menu scree@lick theOK button tosee a miniature previewof
your slide. Taeturn to the Fill Effects menu screen follow thiestructions at thetop of Page
51

Note there arghree color choices One color, Two colorsandPreset If you click-on one of
these, you wilkeethesame color choiceshat you saw when you used themtixt. So, have
some fun and “click-away.”

Texture and Pattern

Also, note the othettabs at the top. Click-odexture andPattern and observe the effects. In
Texture youusethe “elevator bar’ to theright of thetexturesto see all the selections. You
thenclick-on the Texture of yourhoice In Patterns, you simplyclick-on the Pattern of your
choice Click theOK button tosee a miniature previewof your slide. Taeturn to the Fill
Effects menu screen follow thiastructions at thetop of Page 51

Picture
If you want yourentire slide to have gicture as its Background this is what the last tab is for.
You need to click-orselect Picture This will take you to the Windows “Open File” me

screen and then you can select a picture you leanegls The FrontPage 2000 tutorial goes into
this in great detail. When you have the picture feogs click-onOK and then click-oi\pply .

Design Templates
Now we’ll do something thatawesome We’'ll apply Design Templatego our slides.
If you have used an older version of PowerPoint yowill see something really neat about

PowerPoint XP — you can save individual Design Tenhgtes to individual slides if you
desire. Something that was really tedious to da ithe older versions.
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For those using PowerPoint for the first time wshbw you how to use Design Templates on
individual slides or on all of the slides in youepentation.

You can be in any View(Normal View or Slide Sorter &
View) when youselectDesign Templates Click-on
Format in theMenu Bar, and therClick-on Slide

Design(as showrbelow).

Slide Design b

Design Templakes
[e=t Calor Schemes
(% Animation Schemes

Apply a design template:

|

Tools  Side show  Wine Used in This Presentation

/

||Er Slide Design. .. /|

Once again thaght side of your screen will look like the o ,
imageto theright. Click-on Design Templates The =
Apply a design templateareashowsyou views of the — — B
various designsthat you may use in your presentati

Farrmat

Available For Use

We usedtheelevator bar onthe right side of theSlide
Designarea tomove up and downuntil wefound a
designthat we liked.

The
% 4 ¢ slide Design v X image
Diesign Templates on the
(=t Colar Schemes left
(5% Animation Schemes shows
Apply a design te our
= choice
(seeleft
arrow).
We then
Apply ko Master moved
Apply to All Slides our
apply ko Selected Slides cursor
_ over the
show Large Previews right side of our desigrchoiceuntil wesawthe

left appeared

small triangle (seeright arrow ). Weclicked-
on thetriangle and the drop dowmenu to the
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You'll notice that there arseveral choices The main choices afgpply to All Slides and
Apply to Selected Slides If you are in Slide Sorter Viewyou carnclick-ona slideand then
click-on Apply to Selected Slidesand you willseethis designappeaion that single slide(or
multiple selected slides)f you are in Normal View andclick-on Apply to Selected Slides
you will seethedesignappear on thslide on your screen

This is theBIG difference that we mentioned on the last page tafd” PowerPoint users

You can choose the view you like best when youapmying Slide Designs (Normal or Slide
Sorter View).

Notice, in theimage on the last pagethatwe selected Apply to All Slides When we clicked-
on this selection, our slides appeared (in Slideeb®¥iew) as you see them below.

rgredients

5 6 sy 7 5y 8 sy 9

Notice thatwhen thedesignwasapplied that in addition to the background changing,téx,
formatting and colors of some of our objects alsohanged In a minute we’ll look at our
entire slide show agairAs you go through your show, you might want to makea note of
color changes that do not enhance your presentationVost notably, when you choose
Dimming for text, theDimming often is more noticeable than the text So, you might want to
change your dimming color to work with your slideosv.

Run the show:

Well, now you have areal presentation. Make
sure you are on Slide # 1Go to Slide # 1 either in Slide Shaw ﬂinw

Slide Sorter View or Normal View. If you would AT view show F5

like to view your show, either go to thdenu Bar at

thetop andclick-on Slide Show,thenclick onView Show /
- . EEE

Or, you can justlick on theSlide Show buttonat thebottom of | ==][l=]=]

thescreen(on thelower left side).
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Then,to advance(goforward), eithertap theleft mouse buttonSpace Bar, Right Arrow key
or Enter key. If you want to “gdoack” to a previous slide (or effectiap either theback arrow
key or theBackspacekey on the keyboard. You can also click the RIGHGuse button at any
time and a menu will appear that will assist yomiave between the slides.

If you desire taend the show, either tap thiesckey, in theupper left portion of the keyboard,
or click theright mouse button and then click-&md Show.

Practice moving through your slide show a number ofimes to get the “feel” of how
PowerPoint XP works.

If you hav_eset tlmesfqr your slides a_lnd deswg to have the [Side show | Window
showrun in “automatic,” click-on Slide Showin theMenu B view show -
Bar and then orset Up Showin theMenu Bar. The 1 —
following menu screen withppear. !|| Set Up Show. .
Set Up Show il A
—Shaw bype —Show slides
¥ Presented by a speaker (Full screen) = al
" Browsed by an individual fwindow) = From: | i’ Tar | i’
™ show scrollbar (0 Buseann S
" Browsed at a kiosk (Full screen) I j
—Show options —bdvance slides /
3 [ Loop continuously until 'Esct " Manually /
[ Show without narration % Using timings, if present
™ shows without animation —Multiple monitars
Display slide show on;
Pen colar: I j IPrimar':.f Manikar j
™| show Presenter Yiew

—Performance
[ Use hardware graphics acceleration Tips |
Slide show resolution: I[Llse Current Resolution] j

| o I Cancel |
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In the Advance slidesbox (in theimage on thelast page— seearrow), click-in thecircular
areato the left ofUsing timings, if present This will then run the show with the timings you
selected.

Notice that there are lat of enhancementsn thisSet Up Showmenu screenExperiment, as
you desire.You can always come back and change thentClick-on OK when you have made
your changes. One thing people fmast helpful, if theydesire to have the show repeat
continuously, is theLoop continuously until ‘Esc’ selection This isindicated by anarrow to
the Show optionsarea.

/
Toreally get precise timing for each slidéransition, Slide Show’ [Nl
soundandbuild you can use feature to set each EJ  view Show FS

movement precisely Click-on Slide Showin theMenu bar
and then sele®ehearse Timings

Set Up show, .,

- |@ Rehearse Timings |

A small, rehearse timings “box” will appear( like theone
on the left). It will “show’ a running clock on theright side
of the menu — thahdicatesthetime for the entire show In
thecenter you will see anotheime for each “click” —
transition, build, etc. When you click through your show as indicated above, ttienings
will be recorded. When you themun the show, it will run at therecorded pace You can do
this as often as you like, and change the timing gtime you desire

m I 0lzE 4o | oome9

Now save the presentatioras you did before. Thdnle, Exit Power Point.

These are thbasicsfor a PowerPoint presentation. You may wantyditikering with the color
menus and the timing options.

If you have angxommentson this tutorial, send an e-mail to the internetrads below.

murray.t@lynchburg.edu

Thank you for your time, effort, and patience. God luck!
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