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THE POWERPOINT SCREEN

The PowerPoint 2013 screen is made up of a view are common to all Office 2013 applications,
number of different components which are so once you know how they are used, you can
described on this page. Some of these transfer this knowledge across to Microsoft Word
components, such as the ribbon and Backstage and Excel etc.

I

Q006 600 60 6°

@ -d @ = Presentation1 - PowerPoint 7 H - 0 X
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW M
al [=] Layout = D‘_I O Shape Fill i# Find
D 2] Reset \> o Sha e 34 Replace -
Paste New

Shapes Arrange CQuick

Slide~ 0 Section - - + Shyles [t Select -

Clipboard = Slides Font Paragraph Drawing Editing A

Click to add title

Click to add subtitle

SLIDE 1 OF 1 = NOTES I COMMENTS E & B T -—F——+ &% e

The FILE tab is used to access the Backstage view which contains file management functions, such as
saving, opening, closing, printing, sharing, and so on. There is also information contained here such as
your document Properties. Options are also available so that you can setyourworking preferences.

The ribbon is the tabbed band that appears across the top of the window. Itis the control centre of
PowerPoint. You use the tabs on the ribbon to access the commands that are categorisedinto
groups.

The Slides pane provides a preview thumbnail of each slide in your presentation. You can also use the
pane to re-orderyourslide sequence.

The Status bar appears across the bottom of the window. It displays the current slide numberand will
display aspellingicon once you have entered text. If the document contains any spelling errors it will
be indicated ontheicon.

The View buttons and the Zoom slider are usedto change the view and to increase or decrease the
zoom ratio (magnification) of yourslides.

The Notes and Comments tools enable you to enter notes and comments for the presenterthatwon’t
be seen by the audience.

The Slide window shows the content of the slide and thisis also where you edit the presentationto
add effects, objects, textand soon.

Information Services Page 1 IT training@sgul.ac.uk
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CREATING A PRESENTATION

If you are creating your first presentation, it’s presentation for a professional looking finish. The
much easier to choose a theme as it does much best thing is, you can always modify a theme to suit
of the design work for you. A theme is a set of your requirements. Once you have applied a
colours, fonts and effects you can apply to your theme, all you really need to do is to type the text.
Try This Yourself: -

Before starting this exercise,
ensure the PowerPoint start screen
is displayed...

o If necessary, click onthe FILE tab e SAVON
and select New, then scroll down
to see the available themesand & Open OterPresetaions
templatesdisplayed onthe right
side of the screen
Templates generally have a name
describing whatthey can be used
for, such as ‘Business Meeting’,
whereas theme names are more
abstract, such as ‘Droplet’, which
describes their appearance...

e Click on Vapour Trail to view a

Recent

] P Presentations 1ppix
Fies for PomerPaint 20

preview
Notice there are a selection of e rail
smaller thumbnails next to the o - WO CoNTENTLAYOU!

preview which display the variants - & 3\

(alternative colour schemes) for o

this theme...
e Click on the fourvariant 0

thumbnails next to the main

preview toview the effect

Click on the More Images arrows e "D“’ B el e TS

o below the thumbnail to see Sopes s Sinion
previews of how the theme —) "
appearson slides withvarying ’S]

content

e Click on the original colourscheme

thenclick on [Create] to opena
new presentation with the Vapour
Trail theme applied

SUDE1OF 1 Znoes Wcomvens ) 38 B T -—f4————+ 5% [

For Your Reference... Handy to Know...
e Templates contain placeholders and

suggestionsyou can use as a guide when
adding content. Thisis useful if you are stuck
forideas. Simply type atermorword into

3. Clickon [Create] the search for online templates and themes
box under New in the Backstage, press|tnte
and selectan option.

To create a presentation based on a theme:
1. Clickon the FILE tab, then clickon New
2. Selectatheme fromthe list

Information Services Page 2 IT training@sgul.ac.uk
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LAUNCHING DIALOG BOXES

Dialog boxes can be launched either as a result dots ... (an ellipsis) after a menu option indicates
of clickingon a dialog box launcher or a that selecting the menu option will display a dialog
command button, or by selecting a command box. Dialog boxes are generally used for advanced
from a menu. In a menu, the presence of three features or detailed settings.
Try This Yourself: HOME INSERT DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT|
o ) Byouts [ T T e o B D = - BN NOco
ot NLI Elree ol 6:’ . A.a. e Aluo oo
Before starting this exercise ensure TO® G- Bseions BT U S weBofa A B 40N %
that you have a blank presentation clpbed & e ot =
open... L fm— Customize your text using advanced
> font and character options to give it
o Clickin a text placeholderonthe : the erectleek you vent
slide, click onthe HOME tab then R ’”|ttw"tm* iljifféﬂé‘l
. . . ‘ eftects, ke strikethrough,
pointto the dialog box launcherin superscrpt, and al caps.
the Font group to display the ‘
tooltip o
o Click on the dialog box launcher to
. ? -
open the Font dialog box o Font “
This dialog box contains advanced rort
. . . Latin text font: Font style: Size:
options for font formatting. Click rieading U e v] e B
. All text
on the tabs to dlsplaymore Font color | 23 v | Underline style | (nonej % | Underline color -
options... Efecs
[] strikethrough [] small Caps
@ Clickon [Cancel] toclose the dialog 0 S o 5] ] e o
bOX [] subseript
Let’s try a different method... Cance
o Click on the INSERT tab, then click
on Header & Footer inthe Text
DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
group tonopen the Header and ’—" 8 ’—‘ ’—‘ _| ] @
Footer dialog box mmmmm o] |[mmmmm | [ e
Emes Variants —
e Click on [Cancel] L] sorewsin
3 d [ 1| widescreen (16:9)
Some menu options open a dialog — N
bOX... Slides sized for: Crientation /
o Click on the DESIGN tab, click on 0O vl sides
0 0 a o Width: e’ .
Slide Size in the Customise group oy = b
to opena menu of options, then iﬁ?im ] Notes, Handouts & Outine
select'Cust.om §I|de Size to open Number siges from: D ® Portrait
the Slide Size dialog box 1 3 L ltanecare
0 Click on [Cancel] to close the dialog Cancel
box
For Your Reference... Handy to Know...
To launch a dialog box: e Insome situationsthe command ordialog
1. Click on a dialog box launcher, relevant box launcher actually opens a task pane. For
command button or menu option instance, if you click on Format Background

inthe Customise group on the DESIGN tab,
the Format Backgroundtask pane will
appearon the right side of the screen.
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UNDERSTANDING THE STATUS BAR

The status bar is the bar across the bottom of also contains tools that can change the

the PowerPoint window. It is a useful aid that
displays information such as the current slide

presentation view and magnification. You can

number and spelling errors (if there are any). It that is shown.

SLUDE1OF1

2

= NOTEs B COMMENTS EH 2 B T -——3F—+ w0

8]

Slide Number

Spelling Errors

Notes
Comments

View Tools

Zoom Slider

Zoom Level

Fit Slide To
Current Window

The Slide Numberindicates whichslide is currentlyonview in the
slide window. Inthis example, slide 1isinthe slide window. This
indicatoralsotells youhow manyslidesthere areinthe entire
presentation—inthis case, thereisonlyone.

Thistellsyouwhenthere are spellingerrorsinthe presentation —a
small cross will replace the tickinthe icon. You can clickon the

spellingiconto display the Spelling task pane in which you can
correct the errors.

Click on Notes to display the Notes pane where you can type
information forthe presenterthat does notappearin aslide show.

Clickon Comments to display the Comments task pane and enter
comments about the presentation. Thesedo notappearintheslide
show.

The View tools allow you to change the view of the presentation.
You can selectfrom Normal, Slide Sorter, Reading View and Slide
Show.

The Zoom Slider indicates the currentzoom level, wherethe centre
mark indicates 100%. You can eitherdragthe markerto adjust
zoom, or click on a specificpointof the sliderbarto seta zoom
percentage. You can alsoclick on the buttons at either end of the
slidertozoomin or zoomout.

This button displays the current magnification. If you click on the
button, the Zoom dialog box will appear so thatyou can selector
type a specificzoom percentage toincrease or decrease
magnification.

If you have altered the zoom level of the slidein the slide window,
you can quickly restore ittofitthe slide by clicking on Fit Slide To
Current Window.

Information Services
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UNDERSTANDING PRESENTATION VIEWS

PowerPoint has five views: Normal view, Outline Sorter displays your slides as thumbnails. Slide

view, Slide Sorter view, Slide Show view and Show is a full-screen slide show. Reading allows
Reading view. Normal is the main editing view you to view your presentation as a slide show but
for designing and writing your presentation. Slide with access to other open windows.

Normal View

BHS OB P1302_Working with Presentations_1.pptx - PowerPoint ? - 0O %
HOME INSERT DESIGN TRANSITIONS. ANIMATIONS SLIDE SHOW REVIEW VIEW { ) i n
You will spend most of your time working in (R Bt Dt Q Bewl B E B
Normal view when designing presentations. "™ % S 5ol 7 B Doane 7T oot o T v
Normal view has three working areas. 1 broscr overview B ) '
The Thumbnails pane on the left displays ST
thumbnails of your slides, allowing you to 2 pRosECT Goats
quickly navigate to the desired slide. A= AT
i X . 4 COMPETITIVE ANALYSIS, CONT. PROJECT OVERVIEW
The Slides pane (main area of the window) i \
displays the current slide. ) i
+ Standards being adopted PRESENTER NAME
* Benefits
The Notes pane at the bottom of the screen snrs iy b s )
displays slide notes. 5 TeAM REsOURCES i g
. . 7 DESCRIPTION
You can increase or decrease the size of any e e e e e e—
. - Use the following slides to discuss status,
of the panes by dragging the pane borders. schecles bucget e -

SLIDE 1 OF 11 Znos [ = B O

. Outline view
Outline View

Outline view is the same as Normal view, mO o OB 1202 Warking with Prsetations. | - PowPont e Dr%
except that the thumbnails in the Ieft pane HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW ¥

A N 3 ! ? E [E slide Master Ruler = color = =] E‘D"J ’:L
are replaced with the slide text displayed in e [@ E] Dttt | G - Mowok | (D% o o
outline mode, making it an ideal view for o, | Vidafiaer | Siou o | ol | e Lo,
adding text. ‘ ‘

Slide Sorter View

Slide Sorter view displays your slides as
thumbnails.

From this view it is easy to mowe, add and
delete slides; add speaker notes; create
sections, preview transition and animation
effects; and create summary slides.

Slide Show View

Slide Show view displays your presentation
as a slide show. It displays on the full monitor
and looks just as the show will look to your
audience.

From this view you can check your graphics,
timings, animations and transition effects and
test the slide show.

Reading View PROJECT OVERVIEW
\ ,\“ PROJECT NAME

Reading view displays your presentation as a [\ COMPANY NAME
slide show and looks just as your audience will ‘ PRESENTER NAME

see it. However, unlike Slide Show view, you
can still switch between open windows and
work on other tasks.

From this view you can check your graphics, — EE
timings, animations and transition effects and  Reading view
test the slide show without having to exit the

slide show if you need to switch to another
windnw or tack

Information Services Page 5 IT training@sgul.ac.uk



USING SLIDE SORTER VIEW

If you ever need an owveniew of your presentation
- such as when you are ready to review it— Slide
Sorter view is the perfect way to see it. In Slide

Microsoft PowerPoint 2013

thumbnail than in the Slides pane and the
thumbnails are arranged across the screen, rather
than in a pane. In this view you can duplicate,

Sorter view each slide is represented by a larger mowve and delete slides and insert new ones.

Try This Yourself:

Before starting you MUST open
= the file P1312 Preparing For
Presentations_1.pptx...

Open
rila

o Click on the VIEW tab, then click
on Slide Sorter inthe
Presentation Views group to
displaytheslidesaslarge
thumbnails

Let’s replace Slide 13 with a copy
of the title slide...

e Click on Slide 13 and press o] to
deleteit

e Clickon Slide 1, then hold down
] and drag the slide
immediately after Slide 12

CURRENT SOLUTIONS

A copy of the title slide is now

Slide 13. Let's assumeyou only {,
wantto display the Current Usage N
chart(Slide7) and not the
underlying data (Slide 8) during a

NATURE'S SOLUTION FUTURE TRENDS

show...
o Right-click on Slide 8 and select o scurons
Hide Slide

A line will appearthrough the
slide numberand the thumbnail
will appear greyed out. The slide
will no longer appearduring the
show unless you specifically go to
it

For Your Reference...

Handy to Know...

e You can access Slide Sorter view by holding
down #it] and pressing™ | +|' |. Toreturnto

To display Slide Sorter view:

e Click on the VIEW tab, then click on Slide
Sorter in the Presentation Views group, or

e Click on the Slide Sorter icon in the status
bar

qumalview, hold down 4] and press
[+ ] again.

Information Services Page 6 IT training@sgul.ac.uk
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UNDERSTANDING SLIDE LAYOUTS

In PowerPoint, a slide layout is like a slide graphics, such as pictures, clip art, tables, charts
template, and contains placeholders so that you and more. Each placeholder is positioned in certain
know what kind of content to add and where. A areas of the slide, such as a text placeholder for
placeholder is a container that holds text and the heading.

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

B D oe B EBM S 5

Mew  Table Pictures Online Screenshot Phote  Shapes SmartArt Chart  Appsfor Comment
Slide = - Pictures - Album ~ - Office ~

Office Theme Illustrations Apps Links Comments

Title Slide Titleand Content  Section Header

Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption

A|j Duplicate Selected Slides
IE| Slides from Outline...
13 Reuse Slides...

The Layouts Gallery

The following predesigned slide layouts are available in the Layouts gallery which can be accessed by
clicking on either the INSERT tab (as shown abowe) or the HOME tab, or by right-clicking on a slide in the
Slide window and selecting Layout. The above image shows the basic layout options available for a blank
presentation. Depending on the theme or template you choose, you may have additional or slightly different
slide layout options available.

Title Slide The Title Slidelayoutis the default layout when you openablank presentation
in PowerPoint. It comprisestwo text placeholders: the first for the presentation
title and the second for a subtitle.

Title and Content The Title and Content layoutis the most commonly-used layout. It comprisesa
title placeholderand a content placeholder. Click on Click to add text to type a
bulleted list.

Section Header The Section Header layoutisideal forslides thatintroduce new sections within
the presentation. Itincludes two placeholders: atitle placeholderand a text
placeholder.

Two Content The Two Contentlayout has a title placeholderand two content placeholders
that appearside-by-side.

Comparison The Comparison layout has a title placeholder, two text placeholders and two
content placeholders.

Title Only The Title Onlylayoutis the same as a Title Slide exceptthatit doesn’thave a
subtitle placeholder.

Blank The Blank layoutisjust that — blank.

Content with Caption | The Content with Caption layouthas a title and caption placeholderonthe left
and a content placeholderontheright.

Picture with Caption | The Picture with Caption layout hasa title placeholder, a caption placeholder
and a placeholder forimages.

Information Services Page 7 IT training@sgul.ac.uk
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INSERTING A SLIDE LAYOUT

Microsoft assumes that the first slide in your placeholders — one for the heading and one for the
presentation will be for the title, so when you subheading. You can, howewer, add a title slide at
create a blank presentation, a Title Slide will be any point in your presentation. In this example we
inserted by default. A title slide contains two text will be adding a title slide at the end.

Try This Yourself: o

* Hybridisation

Before starting this exercise ' * Solid oxide technology
you MUST open the file = Power plant alternatives
P1305 Slide Layouts_1.pptx...

Open
File

In the Slides pane, click on
slide 5titled FUTURE TRENDS

Click on the HOME tab, then
click on the bottom half of
New Slidein the Slides group SUDE5OF5 L2 ENGLH (UNITED KINGDOM) 2 NOTES M commenTs [
to display the Layoutgallery —:

INSERT ~ DESIGN  TRANSITIONS  ANIMATIONS — SLIDESHOW  REVIEW  VIEW
X *‘ [ Layout = F' \

Clickon Title Slide toinserta o .
new title slide atthe end of ¥ | S secron-
Clipboard 15| Vapor Trail Paragraph

the presentation ;

Clickinthe CLICK TO ADD
TITLE placeholderinthe Slide 2
window and type Transport

Shapes

Title Slide ction Header

Title Only

e Clickin the Click to add 3H-

subtitle placeholderand type

Blank Picture with
Caption

Cap
| _|———— |e—————

A New Direction

TRANSPORT &

:A New Direction

4
s 2N
4
5,

6 -

SUDE6OF6 [I2 ENGLISH (AUSTRALIA} = NOTES B COMMENTS B Bas

For Your Reference... Handy to Know...
To insert a Title Slide: o Titleslidescanbeinsertedanywhereina

. . . presentation. E.g., you couldinsertone at
1. Selectthe slide that will precede the slide . . ,
. P the end of the presentation with text ‘The
that youwant to insert

End’ to show the presentationisfinished.
2. Clickon the bottom half of New Slide in the e Ifa slide already has the layoutyou need

Slides group onthe HOME tab right-click on the slide and select Duplicate
3. Selectthe layoutSlide youwanttouse Slide to copvit.

Information Services Page 8 IT training@sgul.ac.uk



EDITING TEXT

As you dewelop your presentation, you will need
to edit the text in various ways such as inserting,
correcting, deleting text and the like. Fortunately,
editing text is very easy in PowerPoint. All you

Microsoft PowerPoint 2013

have to do is select the text by double-clicking on it
or clicking and dragging your mouse over it, then
applying changes as required.

Try This Yourself:

' Competitive Analysis, Cont. ‘

File

Before starting this exercise
you MUST open the file P1306

[ S e R R o

Open

Working With Text_1.pptx...

In the Slides pane, click on
slide 5to displayitinthe Slide
window

Click afterthe full stop at the
end of the slide heading, to
positionthe insertion point,
then press|i. to delete the
full stop

Let’s now change Contto
Continued...

Type inuedso that the
headingreads Competitive
Analysis, Continued

Repeatstep 1to displayslide
7 inthe Slide window

Double-click onthe word
Reachers to selectit

Press_@ to delete the word

Press se=¢] then type
Resources

A
= Competitor
[i,

: Competitive Analysis

-0
[J
o

pe—— e pe———— e

9 Team| Resources 0
: i :

(o S . u}

Hawm | e | s | o

For Your Reference...
To delete text:

1. Selectthe word by double-clickingonit, or

Clickand drag across multiple words
2. Press pel] or press /&

Handy to Know...

e Ifyou’re familiarwith Microsoft Word, you

can use the same text selection and editing
techniquesin PowerPointasyoudoin
Word.

You can edittext by selectingitinthe
Outline pane.

Information Services
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TYPING TEXTINTO A SLIDE

Once you have chosen a template or a theme to click on a placeholder in the slide and type.
apply to your presentation, it's time to start Alternatively you can insert a text box and type in
adding text. Fortunately, adding textto a the text box.

presentation is very simple — all you have todo is

Try This Yourself:

Continue using the previous file
£ ¢ with this exercise, or open the file
& L P1303 Your First

Presentation_1.pptx...

Clickon the placeholder CLICKTO
ADD TITLE to positionthe insertion
point

e Type the word Transport

Click on the placeholder Click to
add subtitleto position the
insertion point

Type A New Directionto create a
subheading

Click on the INSERT tab, then click
on Text Box in the Text group .‘TRANSPOR-”

Your pointer will changeto a text
box con...

0 In the bottom right corner of the
slide, clickand dragto inserta text
box

0 Type Presented by then type your
name TRANSPORT
Ifyou need to resize the text box, ANew Direction
pointto a selection handle (small
squareon the border) untilthe
pointeris a two-headedarrow,
thendragin orout to adjustas

required

For Your Reference... Handy to Know...
e You can move placeholders and text boxes

around to repositionthemonaslide. Click
on the textto display the border of the box,
thenclick on the borderto selectit. Pointto

To type text into a slide:
1. Clickina placeholderandtype text, or
Click on the INSERT tab and click on Text

Box inthe Text group the borderuntil your pointerisa four-
2. Clickand drag onthe slide to create the text headed arrow, then click and drag the box to
box, then type text anotherlocation.

Information Services Page 10 IT training@sgul.ac.uk
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CHANGING BULLET AND NUMBERING STYLES

You can change the style of existing bullet points
in your presentation or insert new ones based on

a style other than the default one. There is a
range of bullet style options to choose from

depending on your requirements. Howewver be wary

of using too many different kinds of bullet points
throughout the one presentation as it can look
messy and be distracting for your viewers.

Try This Yourself:

Continue using the previous file with
= this exercise, or open the file P1306
Working With Text_5.pptx...

Same
|t PN

Clickon slide 6inthe Slides pane to
displayitinthe Slide window

Selectthe textbeneath the heading
Technology

Click on the HOME tab, then click on
the drop arrow forBullets in the
Paragraph group to display a gallery
of options

Pointto the optionstosee the effect
on the textin Live Preview, then click
on the option Arrow Bullets to apply
thisbulletstyle tothe text

Deselectthe texttoview the result

©0

Click on the text Benefits, under
New technology being used, then
click on the drop arrow for Bullets in
the Paragraph group and select
None

The bullet will be removed from the
text...

Repeatstep 6 to remove the bullets
fromthe othertwo bulleted
subheadings Benefits and

E

» New technology being ]

» Standards being adopted

DV PDefine yous scromyma!

Technology

» Benefits

» Benefits
7 Standards specifically being ignored

# Dzawbacks 2nd benefits

E

» New technology being used

| » Standards being z2dopted

DY [Define yous scromymal

Technology

# Benefits
# Standards specifically being ignored

# Drawbacks and benefits

# New technology being used

» Standards being adopted

| 7 Standards specifically being ignored

Technology

Benefits

Drawbacks and benefits l-%m:
Handy to Know...

TR VT R E s e Ifyou don’tlike the bullets showninthe
To change bullet styles: Bullets gallery, select Bullets and

1. Selectthe text Numbering from the bottom of the Bullets

2. Clickon the HOME tab, thenclick on the gallery to open the Bullets and Numbering

drop arrow for Bullet in the Paragraph dialog box. Click on [Customise] to open the
group and selectan option Symbol dialog box from which you can
choose any symbol to use as a bullet.
Information Services Page 11 IT training@sgul.ac.uk



APPLYING A THEME

Microsoft PowerPoint includes a variety of
themes. Each theme has been carefully
designed so that the fonts, styles, colours and
formatting complement each other to create

Microsoft PowerPoint 2013

professional-looking, consistent and well-designed
presentations. As well as creating new
presentations based on a theme, you can also
apply themes to existing presentations.

Try This Yourself:

This Presentation

Before starting this exercise
ensure PowerPoint has

Aa

- ————

Office

o FILE HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW

started and a blank
presentation is displayed...

Aa

Y

2 _i Aa

o Click on the DESIGN tab,

-

5 |

thenclick on the More arrow ’ .

for the Themes galleryinthe
Themes group to displaya
gallery of options

Here you will find all built-in e
themes. Currently the default
Office theme is applied to the
presentation, as shown
underthe heading This
Presentation. Let’s apply a
differenttheme...

e Pointto the various themes
inthe gallerytosee them
applied tothe presentation
inLive Preview

e Click on Vapour Trail to
apply thistheme to the
presentation

All design, layout and
formatting within the theme
have been applied, instantly
transforming the
presentation...

[ | EEHE

QU - o

\

lick to add subtitie

For Your Reference...

To apply a theme to a presentation:
1. Clickon the DESIGN tab
2. Clickon the More arrow forthe Themes
galleryinthe Themes group
3. Selectthe desiredtheme

Handy to Know...

e You can change the defaulttheme forall
new presentationsif youwould rathernot
use the Office theme. To do this, click on the
DESIGN tab, then click on the More arrow in
the Themes group, right-click on the theme
that you want to set as the defaultand
select Set as Default.

Information Services
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CHANGING THE SLIDE BACKGROUND

of fill colours and effects, such as gradient or
texture effects. You can change the background by
applying a new style or by modifying the current
style on the Format Background pane.

Background Styles are variations of the
background of the current theme. Each theme
has a particular background style applied by
default which generally consists of a combination

Try This Yourself:

Sam
e File

Continue using the previous file with
this exercise, or open the file P1304
Themes_5.pptx...

Navigate toand displayslide 1in

the Slides window

Click on the DESIGN tab, then click
on the More arrow for the Variants
galleryinthe Variants group to
display amenu of options

Pointto Background Styles to
display agallery of background
style options

The available background styles

Renewable Energy =~~~

add subtitie

depend on the theme or variant
currently applied to your slides... Format Background v X Format Background v
Click on Style 3 to apply this O O
o background style toall slides 4 L 4 L
Let’s customise this background... ® selid il Solid il
Repeat steps 2and 3to open the sir:j::lt‘;:tureﬁ\\ sir:t‘i::;?t‘;rtureﬁ\\
e Background Styles gallery and Pattem fl ® Pattemfil
select Format Background to open Eide background graphics Hide background orsphics
the Format Background pane Color &~ i
© TP s (5 I
display the patternfill options SESTUN%
Select Plaid to apply this patternfill T = == =
a You can select different Foreground = = = = o
or Background colours foryour B B B R
pattern to create a different effect... HHE N TR OO R aH
Click on [Reset Background] to Foreground &-
9 undo the changesyou made Background &~
Click on Closeto close the Format
o Background pane Apply to Al Applyto All | | Reset Background

e Plaid

For Your Reference... Handy to Know...

To change the slide background: °
1. Selecttheslide, clickonthe DESIGN tab,
clickon the More arrow for the Variants
galleryinthe Variants group
2. Pointto Background Styles, thenselecta
style option orselect Format Background

Using the Format Background pane, you can
apply background changestoone slide, or
you can apply the changesto all slides by
clickingon [Apply to All].
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INSERTING A PICTURE FROM FILE

A picture is a photo or other kind of image file,
such as a .jpeg or .png file. Pictures can be used
to reinforce your message, highlight a point, or to

yourself whether it adds to your presentation, or
whether it may distract the audience from receiving
your message. Pictures can be inserted into

supplement text. When inserting a picture, ask

placeholders or anywhere on the slide.

e P3| Insert Picture EX
TI"y ThiS Yourself: T |&=| » Libraries » Pictures » AN v} Search Pictures L
Organise - New folder =~ I @
Beforfe starting this Old Exercise Files ~
G o exercise you MUST open 1 |
ST the file P1307 4 Libraies e
Ima es 1 tx 3 Documnents
g — pp ,J“. Music )
. . . = Pictures Q5 (C) - Shortcut
0 CI'CkOn SI'de 2|nthe =| My Pictures
Slides pane to display it ¢ Puslic Fctures v
. . . File name: w | | All Pictures (*.emf:* wmf* jpg:* v
inthe Slide window “ | | —
Tools = Insert ad Cancel
Let’s insert a picture
saved on the computer i
. i X
prEVIOUSIy... o 3 Insert Picture -
T <« Hard Dis... » Course Files for Microsoft PowerPoint 2013 v e rch Course Files for Micros... 0
e Cl |Ck on the INSERTtab, Organize v New folder = v [ @
. . . 1% This PC " I P A
thenclick on Pictures in R g A o
Documents 3 s
the Images group to " i ﬁ E . \! ﬁ
H W Music —_
open the Insert Picture B ’:m,es P1305 Slide P1307 Images P1307 Images P1307 Images
dialog bOX i :"de:;k(c.] P.L:ny;:,t;g Picture 1jpg | Picture 2jpg Picture_3,jpg
. = RECOVERY (D:) :
e Navigate to the course 7 - Y
. . File name: | P1307 Images Picture_1.jpg v| Al Pictures (*.emf;".wmf;%jpg;" v
filesfolder, thenclick on - s
P1307 Images
Picture_1.jpg to selectit
o Click on [Insert] to insert
the picture onto the slide What is Renewable Energy?2
The image will be
automatically inserted Energy made from renewable
; ; y sources (sources that won't run
into the EXISl'Ing OU” SUCh qas:
placeholder... oWind
éWater
éSun

For Your Reference...

To insert a picture:

1. Click on the INSERT tab, then click on Picture

in the Images group
2. Navigate to and select the image file, then
click on [Insert]

Handy to Know...

e Ifyou haveinsertedthe wrongpicture you
can easily replace it. Todo this, click on the
picture to selectit, then clickon Change
Picture on the PICTURE TOOLS: FORMAT tab

and selectanother picture.

Information Services
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INSERTING AN ONLINE PICTURE

As well as being able to insert pictures from your online options for inserting pictures include the
local computer, PowerPoint also lets you insert Office.com clip art collection, via a Bing search, or
pictures from various online senices without from your own OneDrive or Flickr account.

having to save them to your computer first. The

© "

Try This Yourself: Insert Pictures

Continue using the previous file (] Offcecom Cip At

. . . oyalty-free photos and illustrations
with this exercise, or open the o
file P1307 Images_2.pptx... Bing Image Search

Search the web

n
o Navigate toand clickon slide 3 i
Ca, OneDrive

Erowse ¥

so itappearsin the Slide
window

Click on the INSERT tab then R
click on Online Pictures in the n Py
Images group to display the

Insert Pictures pane e

o Clickinthe Bing Image Search
Bing Image Search renewable energy
box, type renewable energy 21500 search resuts for renewable enery

and press Ener]
B v mex- e

4BACK TO SITES

The Bing search will return e =
thousands of images related to % i B %) .
renewable energy, plus a B “ -/

reminderthat images may be e
protected by copyright... o

B N\ m- —— . — 5

Search results are images licensed under Creative Commons. Please review the specific license for any image you want to use X
to ensure you can comply with it.  Show all web results
o Click on the top leftimage, then

clickon [Insert] to download
the image and insertitontothe

Select one or more items. Cancel

slide
o 4] Why Should We Use Renewable

Ensure theimageisselected
then press| 2] to delete it

Energy?

élLowers greenhouse gas-emissions

For Your Reference...
To insert an online picture: Handy to Know...
1. Click on the INSERT tab then click on Online e IfyousignintoOneDrive, youraccountwill
Pictures in the Illustrations group appearas an online pictures optionin the

2. Type a search terminto the Bing Image Insert Pictures pane.

Search box and press |
3. Locate andclick onthe desired picture and
clickon [Insert]

Information Services Page 15 IT training@sgul.ac.uk
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INSERTING A SCREENSHOT

PowerPoint provides you with the ability to and can be used for a variety of purposes ranging
capture images on a computer screen and insert from training people in the use of a particular piece
them into a presentation. Computer screen of software to quickly grabbing a shot of the screen
images are usually referred to as screenshots to email someone or present at a meeting.

Try This Yourself:

Available Renewable Technologies

Continue using the previous file with

e ¢ this exercise, or open the files P1307
$ L Images_8.pptx and P1307 Wind Power
Images_10.pptx... Hydropower
Solar Energy
o Ensure P1307 Images_10.pptx is " Biofuel

displayed atfull screensize (if Biomass
necessary, click on Maximise next to Geothermal Energy
Close at the top of the screen), then o

displayslide 4inthe Slidewindow

m HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW

We want to insert a screenshot of this
slide into P1307 Images_8.pptxsowe | | | | [ [ [ 4 5. = Q‘> ‘=l B |

WI” have tO SWitCh tO that Mew Table  Pictures Online Screenshot Photo  Shapes SmartArt Chart  Appsfor  Hyperli
B Slide ~ - Pictures = Album ~ - Office =
presentatlon... Slides = Tables In Available Windows Ilustrations Apps L]

o Click on the VIEW tab, thenclick on
Switch Windows in the Window group
and select P1307 Images_8.pptx to
switch to this presentation

e Clickon slide 4, thenclick on the
INSERT tab and click on Screenshot in

AR AT Screen Clipping

VSR Al

the Images group
o Click on the thumbnail image of the
. Click to add |
P1307 Images_10.pptx window to Available Renewable Technologies titl

insertthe screenshotinto the slide

Notice the screenshotis automatically
cropped to fit this slide. As we already
have the content contained in this
screenshot, let’s delete it...

With the screenshotselected, press
lo#] to delete it

For Your Reference... Handy to Know...
To insert a screenshot: e Screenshots can be formatted and edited
1. Display the window orscreen that you want the same as other image types.
to capture e To savea screenshotforfuture use, right-
2. Clickon the INSERT tab, thenclick on clickonitin the presentation and select
Screenshot and selectthe screenshotto Save as Picture. Type a file name, selecta
insert location, then click on [Save]. Microsoft will
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UNDERSTANDING SMARTART

SmartArt allows you to visually communicate so on. By using SmartArt to communicate

your important ideas and information. For information, you can create visually-appealing
example, you can use SmartArt graphics to diagrams that can say so much more than words
depict processes, hierarchies, relationships and alone.

How To Use SmartArt

SmartArt can be a simple flowchart depicting a
process or a complex arrangement of shapes and lines
used to show relationships. To work with SmartArt,
simply select a layout from the SmartArt gallery that

most closely represents the way you want to structure ¢
to the right is an example of a SmartArt graphic used to

your information, then customise the SmartArt graphic
list a range of complementary fuels. Presented in this

by adding text and formatting the shapes. The picture
way, dry subject matter can suddenly become more

interesting to read.

The SmartArt Gallery

SmartArt graphics are available from the SmartArtgallery. Click on a category in the left pane toviewa
range of lavouts forthat categorv in the centre pane. Click on a lavout to preview it in the right pane.

All
List

Process

Cycle

Hierarchy i -
Relationship N
Matrizx - == =

Pyramid

Basic Block List

Use to show non-sequential or grouped
blocks of information. Maximizes both
haorizontal and vertical display space for
shapes.

Picture

e
s
B
&
A
@

Office.com

H
=

| QK | | Cancel

There are eight categories of SmartArt graphicsin the SmartArt gallery:

List For items without a sequence, such as a list of key objects or concepts
Process For items or steps with a specific sequence and end point

Cycle For steps with a continuing sequence

Relationship To illustrate relationships between things such as objects and people
Matrix For grid-like diagrams

Pyramid For a hierarchy of items, like the traditional food pyramid

Picture To create picture galleries and collages, for example

Office.com Connect to office.com to view the layouts available to download
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INSERTING A SMARTART GRAPHIC

To create diagrams using SmartArt graphics,
you first need to open the SmartArt gallery. You
then select a layout from one of the eight
categories that will best depict the information

you want to conwey. Once you insert the graphic,
you can then insert text and format the shapes as
required. In this exercise, you will insert an

organisation chart.

Try This Yourself:

Before starting this exercise you
= MUST open the file P1310
SmartArt_1.pptx...

Click on the Insert a SmartArt
Graphiciconlocatedinthe
centre of the content
placeholder, asshown, to open
the Choose a SmartArt Graphic
dialogbox

Open
CilA

AGE Research Institute
Organisational Chart

P
Click to add text [ %

Insert a SmartArt Graphic

|

Alternatively you could click on

the INSERT tab, then click on e FTTRAE T AT :
SmartArtin thelllustrations B = | = = =
group S Lt ESESE B S 2
L ; .. h ] h -:o‘o Process 7[]\\) ’_IE’_ —= %
Cycle - - (-1 [-1 & &
7t S l:s;-:’drt a graphicinto the g o 5r LE =K =
placeholder... B Restons == 2= 1= _=-= =N ESES
g5 Matrix ) = % I =
e Click on each category in the A pyama EE — rpmzston chor
g W piaure &= — ce o shaw hsrarchical inarmation &
left pane, thenclickonthe o _— == - reporing o
organization, The assistant shape and the
layout optionsin the centre S oy e e
pane to preview each layoutin
Cancel

the right pane

Click on Hierarchy in the left
pane, thenclickon
Organisation Chartin the
centre pane to select this layout

Click on [OK] to insertthe
SmartArt graphic

The graphicis contained within
a placeholder. You can click in
any [Text] placeholder and type
to add text

AGE Research Institute
Organisational Chart

Texct
< [Text]]

[ | 1

For Your Reference...

To insert a SmartArt graphic:
1. Clickon the Insert a SmartArt Graphicicon
2. Selectacategoryin the left pane
3. Selectalayout,then click on [OK]

Handy to Know...

e Amongthe numerous organisation chart
layouts available in the SmartArt gallery, isa
Picture and Name Organisation Chart. If
youinsert this graphic, you will see picture
placeholders. Click on a picture placeholder
to openthe Insert Picture pane, select the

—atoome bk oe A8 o [l os =l

Information Services
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INSERTING TEXTINTO SMARTART

Text is inserted into text placeholders, which
contain the text within the corresponding shape.
There are two ways to insert text into a SmartArt
graphic. Either click on the [Text] placeholder

and start typing, or display the Text pane and type
text into it. Inserting text into the Text pane is
generally the quicker method, as you don’t need to

mowe to each shape before you type the text.

Try This Yourself:

Continue using the previous file

AGE Research Institute
Organisational Chart

(0]
E £ with this exercise, or open the file

Type your text here b4 | :
¥ P1310 SmartArt_2.pptx... N = \
o Click on the SmartArt graphicto i [Text]§
display the placeholderif * [Tex] ' ‘ *
necessary, thenclickonthe tab on o,gammi'oieﬁm 2j|[Text] [ Text] Q[ Text]

the left border of the placeholder

to openthe Text pane

Text pane, where each bullet point
correspondsto a shapein the

A\
The tab will expand to open the 9 ”

AGE Research Institute
Organisational Chart

gf’aphiC. . Type your text here x ‘
e In the first bullet point, type " imang dreser .
Managing Director « [Te]
* [Tex]
The text will appearin the » [Ted) -
. . Organization Chart...
corresponding shapein the chart.

Notice also how the font size

AN

adjusts automatically...

e Press|-. to move down to the next 0
bullet point (assistant) and type
Legal Advisor

AGE Research Institute
Organisational Chart

. Type your text here x T
o Repeatstep 3to add the following + Managing Director =
entr‘ies: - Legal Advisor
* Administration Manager
Administration Manager * Finenciel Controller
. . * Marketing Director -
Financial Controller p————

Marketing Director “

e Click on Close at the top of the Text
paneto closeit

For Your Reference...

To insert text into a SmartArt graphic:

1. Clickon the SmartArt graphicto display the
placeholder, thenclick onthe tab onthe left
border of the placeholder

2. Type the text, usingthe arrow keysto move
between entries (shapes)

Handy to Know...

e You can displayand hide a SmartArt graphic
Text pane by clickinginthe SmartArt graphic
to activate the placeholder, then clicking on
Text Panein the Create Graphicgroup on
the SMARTART TOOLS: DESIGN tab.

Information Services Page 19
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ABOUT HYPERLINKS

A hyperlinkisaconnectionfromoneslide to presentation, oraweb page or a file. You can
anotherslidein eitherthe same presentation create a hyperlinkfromaword or objectsuchas a
(suchas a customshow), aslide inanother shape or WordArt. There are fourconnection

funncuthichvAaii ran AraatAaicinathA Ineavd

- b ]
Insert Hyperlink :
Link to: Text to display: |Data ScreenTip...
Lookin: , Course Files for Microsoft PowerPoint 2013 |+ 5 'fa
Existing File
or Web Page gl Australia.png A Bookmark...
(i:%rlrde‘:t [5] P1302 Working with Presentations_1.pptx
{5] P1302 Working with Presentations_2.ppte
P I ThE {5 P1302 Working with Presentations_3.ppte
Document Browsed . i
_Pages =] P1303 Your First Presentation_1.pptx
)D [5] P1303 Your First Presentation_2.pptx
Create New C— [@5] P1303 Your First Presentation_3.pptx
Document Files [@¢] P1303 Your First Presentation_4.pptx
@] P1303 Your First Presentation_3.pptc hd
Q Address: WA Course Files for Microsoft PowerPoint 2013 W
E-mail
Address

The Link To Options

Existing File
or Webpage

Place in This
Document

Create New
Document

Email
Address

The Existing File or Web Page option lets you create a link to another presentation,
file or web page. For example, you can link to Microsoft Word documents for reports

or to Microsoft Excel spreadsheets for detailed data. By clicking on [Bookmark], you
can even link directly to a specific slide in another presentation.

The Place in This Document option lets you create a link to a slide in the same
presentation or to a group of slides in the current document, which is known as a
custom show. This is a good way of maintaining access to hidden slides or for
providing a means to bypass slides if you want to use the same presentation for
different audiences.

The Create New Document option will create a new presentation at the same time
as creating a link to it. It is then up to you whether or not you edit the new
presentation as soon as you create it or in the future.

The E-mail Address option lets you create a link to an email address. To do this,
you simply nominate the email address and specify a subject and PowerPoint will
take care of the rest. This is good for interactive shows.

Information Services
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CREATING AN INTERNAL HYPERLINK

An internal hyperlink is a link from text or an slides, but what if the audience wants to see the
object on one slide to another slide in the same hidden slides? A hyperlink to a hidden slide means
presentation. For example, you may be able to that you can display the slide only if you need to —
shorten your presentation by hiding non-essential otherwise, it will remain unseen.

Try This Yourself:

CURRENT USAGE

Continue using the previous file or open
- P1312 Preparing For
Presentations_7.pptx...

Same
CilA

o Ensure that you are in Normalview, then
clickon slide Zin the Slides pane to
displayitinthe Slide window
Let’s create a link to the hidden slide

(Slide 8)...
9 Click on the INSERT tab, then click on e
Text Box inthe Text group and draw a i
Insert Hyperlink g
box below the chart as shown
Link to: Text to display: |Data ScreenTip..,
e Type Data in the text bOX, thenselectthe aist‘_ngg] c | Loskim Course Files for Microsoft PowerPoint 2013 | v [is]
or Web Page [a] Australia.pn ~ ookmark.
WO rd CF%'ILE:,t Q=) P1302 Wuprki?wg with Presentaticns_1.pptx Pacme
. . o ‘03 Q%] P1302 Working with Presentations_2,
This will ensure ‘Data’ appears in ‘Text to el | |10 a2 oring it Frsenaton 3ot
. . . . Hoagoc|d¥] P1302 Your First Presentation_1.pptx
display’ in the Insert Hyperlink dialog P29 | 5] P1303 Your FitPresetation 2.
=TT [@%] P1303 Your First Presentation_3.pptc
box... Document Regent | 451 P1302 Your First Presentation_d.pptx
¥ P1303 Your First Presentation_5.pptx v
o Cl |Ck on the INSERT ta b' the n CI | Ck On Az_;mg“ Addrgss: JalACourse Files for Microsoft PowerPoint 2013 v
Hyperlink in the Links group to openthe - —
Insert Hyperlink dialog box e
e Click on Placein This Document under
Link to, then click on (8) Current usage e

under Select a place in this document
Brackets indicate that the slide is hidden...

0 Click on [OK] to create the hyperlink,
thenclickon the slide tosee the
underlined hyperlink text

o Click on Slide Show in the status bar, then

click on Data to display the hiddenslide BPersonal BPublic BFreight
To exit the slide show, press |Es|

For Your Reference... Handy to Know...
To create internal hyperlinks: e You can specify the screen tip that will
1. Selectthe object orword to be linked appearwhenyouhoverovera hyperlink.
2. Clickon the INSERT tab, then click on Clickon [ScreenTip] in the Insert Hyperlink
Hyperlink in the Links group or Edit Hyperlink dialog box and add the text

you want to display.

w

Click on Placein This Document
4. Clickon theslide, thenclick on [OK]

Information Services Page 21 IT training@sgul.ac.uk



Microsoft PowerPoint 2013

UNDERSTANDING ANIMATIONS AND
TRANSITIONS

You can add a range of different effects to your
presentation dependingonwhatyou are trying
to achieve. Animation effects are used to
animate text or objects withinyour
presentations. Transition effects are used to

transition from one slide to the next. Generally, a
presentation will have more impacton the
audience if you carefully select afew effects rather
than usingtoo many.

Animations

On the ANIMATIONS tab, in the Animations gallery there are a range of effect options you can choose
from to apply to the objects or text within your presentation.

Each effect has an icon that indicates the way the effect works. The effects are grouped into the
following four groups:

Entrance  Entrance effects control the way objects appear on your slide. For example, you may
have individual lines of text fly in from the side of the slide, or have the slide titles
gradually fading in as the slides display.

Emphasis Emphasis effects control how the audience’s eye is drawn to the animated object. For
example, you may make an image pulse or spin or havwe a line of text move in a wave
shape.

Exit Exit effects determine how the animated objects will leave the slide. For example, an
image may bounce or shrink and turn off a slide.

Motion Motion paths control the movement of your text or objects around the slide. For

Paths example, you could make objects move up and down, mowve in a specific shape or even

create your own custom path for an object to follow.

If you can'’t find the required animation effect in the Animations

gallery, you can display the entire collection of each type of effect Change Entrance Effect  ?
(such as entrance or exit) by selecting an option at the bottom of the .
gallery (such as More Entrance Effects) to open the Change — I :
Effects dialog box (see the example to the right). Here, the animation : S : S
effects are grouped according to the impact of the effect — Basic, % Circle % Diamond
Subtle and Moderate — and for motion paths Basic, Lines & Curves % Dissolveln Flyln
and Special. F PeeklIn # Plus

% Random Bars 9 Split

Transitions K Strips * Wedge

* Wheel * Wipe
The TRANSITIONS tab contains a gallery which displays a range of Subile
transition effects you can choose from. You can apply these effects to || 7 - : e
all or some of the slides within your presentation. The effects are Mod'er'ate
grouped into three categories — Subtle, Exciting, and Dynamic % BasicZoom % Center Revolve
Content. The best way to decide on the effect you want to use is to # Compress # Float Down
select it and preview it. To remove an effect from a slide simply select % Float Up e Grow & Turn
the slide and select None in the effects gallery. : Zt':ti:“ * Spinner
In the Timing group you can select certgun 't|m|ng options such as P—— —
when the transition will begin, how long it will last and whether you

want the effect to begin automatically or manually.
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ANIMATING TEXT

Not only can animation help to make your
presentation more dynamic, but you can use it to
effectively control the flow of information. For
example, you can animate each point of text to

Microsoft PowerPoint 2013

appear when you are ready to talk about it. This will
ensure your audience listens to you rather than
reading the remaining information on the slide.

0 FILE

Preview

Try This Yourself:

Before starting this exercise
you MUST open the file P1314
Animation_1.pptx...

Preview

Open
rila

10

RE|

Navigate toand displayslide 2
inthe Slide window

Clickon Whatis Renewable
Energy, thenclickon the
border of the text placeholder

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW
None
None
Entrance
* woow o k0w
Appear Fade Fly In Float In Split Wipe Shape
B Y whe 5
Random Bars  Grow & Turn Zoom Swivel Bounce
Pulse Color Pulse Teeter Spin Grcw.-:'.ShrmIr. Desaturate Darken
k k T k 8

to selectit

T

Click on the ANIMATIONS tab,
thenclick on the More arrow
for Animation to display the

o

(w]

What is R{enewoble Energy?

Animation gallery

Click on Wipeunder Entrance
to apply the effect

The text will be labelled with a
non-printing numberedtag.

Energy made from renewable
sources (sources that won'f run
out) such as:

eWind
eWater
eSun

You can also animate text
paragraphs...

Selectthe text box beneath
Whatis Renewable Energy,
thenrepeatstep 3

Clickon Appearunder
Entrance to apply this effect

_ sWind
Notice lfhe text and each bullet * eWater
has a different number as the 5 aSun

What is Renewable Energy?e

Energy made from renewable
sources (sources that won't run
out) such as:

effectis applied individually
ratherthanto all of themas a
whole

For Your Reference...
To apply animation to text:
1. Selectthe textortextplaceholder, then click
on the ANIMATIONS tab
Click on the More arrow for Animation
Click on an effect
. Click on Preview to preview the slide

> w

Handy to Know...

e Animationtagsonlyappearona slide inNormal
view whenthe ANIMATIONS tabis selected or
when the Animation task paneis opened.
Under normal circumstances, you should not
animate points on the same slide with different
effects.
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ANIMATING OBJECTS

As well as animating text, you can apply animation presentation. Too much animation can be

to objects eitherto emphasiseaconceptor justto distracting—you want youraudience to go away
grab the audience’s attention. Just be aware, rememberingthe content of the presentation, not
however, notto overdo the animationin a the excessiveanimations.

Try This Yourself: e
Why Should We Use Renewable
o Continue using the previous file with Energy?
E - this exercise, or open the file P1314

Animation_2.pptx...

rila

sLowers greenhcse gas emissions
s Abundant and sustainable source of power

Clickon slide 3to displayitinthe Slide
window

Clickon the ANIMATIONS tab, then
click on the More arrow for Animation

0
e Click on the picture toselectit

tq display the Animation gallery, then e s 2% e % X : A % <T
CIICk on Fly In unde r Entrance to apply pm Bars Grow & Turn Zoom Swivel Bounce Pulse 3 OEFfE“ Add
tionsf,  Animation ~

the effect s
This effect would look better if the frog O
flew in from the left ratherthan from ) FromBotomLeft
the bottom... = Fomleit

o Click on Effect Optionsinthe A FomTopLett
Animation group W Fomzer
The options listed in this gallery will [ FomTonRight

depend on the effectthatis applied...
e HOME IMSERT DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW

Select From Left

Click on Preview in the Preview group Preview
to see the effectagain

v

The arrow will now appear from the
left side of the slide. Notice also that
the icon shown in the Effect Options
tool on the ribbon reflects the change 2
of direction

* | RENEWABLE ENERGY| -

For Your Reference... Handy to Know...
To apply animation to an object: e You cannot seteffect optionsforall
1. Selectthe object, thenclick onthe animation effects. When thisis the case,
ANIMATIONS tab Effect Options will be greyed outin the
2. Click on the More arrow for Animation ribbon.
3. Clickon the desired effect

4. Click on Preview to preview the effect
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APPLYING MULTIPLE EFFECTS

You can apply more than one effect to the same must select additional effects from the Add
object, but if you select the second effect from Animation gallery. When multiple effects are
the Animation gallery, it will simply replace the applied to an object, Multiple will be selected in the
first effect applied to the object. Instead, you Animation gallery rather than the effect names.
Try This Yourself:
* 2 Animation Pane Start: |On Click ~| Reorder Animation
. . . Trigger = @ Duration: |02.00 .| 4 MoveEarlier
v Continue using the previous e ®Dely: 000 -
E T file, or open the file P1314 /[ Entrance - .
2 Animation_3.pptx... " -
* ff 11 )L ¢
Click on slide 2to displayitin fepet Fede vl rlestin it
the Slide window . ) ¢ ¢ = g
Wipe Shape Wheel Random Bars  Grow & Turn
e Click on the image toselectit ¥ * X,
Zoom Swivel Bounce
e Click on the ANIMATIONS tab, e
click on the More arrow for P
Pulse Color Pulse Teeter Spin Grow/Shrink

Animationto display the
Animation gallery, then clickon e
Bounce under Entrance to apply
the effect

Let’s add another effect...

0 Click on Add Animationinthe
Advanced Animation group to Fnergy made from renewable

display the Add Animation sources (sources that won't run
gallery out) such as:

eWind
eWaler
&Sun

What is Renewable Energy?

e Click on Spin under Emphasis to
apply an emphasis effect

Let’s add an exit effect...

e Repeatsteps4and 5 to apply
the Shrink & Turn effectunder

Exit

o Click on Preview in the Preview
groupto see the effects again

Currently, these effects need to
be triggered individually. But
we’ll fix this in another exercise

For Your Reference... Handy to Know...
To apply multiple animation effects to an object: ¢ Useanimations andsound effects sparingly.
1. Selectthe object While well-placed animations can help to

effectively communicate your message, too

2. Clickon the More arrow for Animation and S )
much animation can be off-putting.

click on the desired effect

e To force multipleanimation effects to work
3. Clickon Add Animation and click on the P

) simultaneously as one effect, you must set
desired effect timing ootions in the Animation pane.
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ANIMATING SMARTART GRAPHICS

Animating SmartArt is a bit different to animating order in which the individual shapes in a SmartArt
other shapes and objects. For one, any appear — you can only reverse the order. You can,
connecting lines in a SmartArt can’t be animated however, select whether the animation applies to

individually, and secondly, you can’t change the the SmartArt as a whole, level by level and so on.

Try This Yourself:

Solar Power

Continue using the
previous file with this éInstall solar panels
exercise, or open the file '
P1314 Animation_6.pptx...

Same
File

Displayslide 8in the Slide
window, thenclickon the
SmartArtto selectit

Click on the ANIMATIONS
tab, thenclickonthe

More arrow fOrAnimation e HOME INSERT DESIGN TRAMNSITIONS ANIMATIONS SLIDE SHOW REVIEW
g L 3_.'1Animatiom Pane Start:
and click on Fadeunder *» * o[ Se® * Trigger- © Dur
Preview None Appear e —| Effect Add .
Entrance - " Options~  Animation - B Delay
Preview Animation Sequence iced Animation
The full graphicwill be 1 &% | rsoneosien
animated, indicated by the © iao
e _ @ AllatOnce
single animation tag, so 5 ‘
E 3 e
let’s change that... o CrebiCne
e Click on Effect Optionsin
the Animation group to
openthe Effect Options
gallery

Currently, the animation is
applied to the entire
SmartArt... sInstall solar panels

o Select One by One

Solar Power

Each circle will now fade

2
3
in, one after the other, as . . .

indicated by the three
animation tags

For Your Reference... Handy to Know...
To animate a SmartArt graphic: o Notall ofthe animations are available for
1. Selectthe SmartArt SmartArt.

2. Clickon the More arrow for Animation

3. Ifdesired, click on Effect Options and select
an option

4. Ifdesired, setthe Timing options
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USING SLIDE TRANSITIONS

Slide transition effects are an ideal way of giving place automatically or you can choose to activate
your presentation a more polished and them by clicking the mouse.

professional feel. You can set up the transition

effects so that during your presentation they take

ANIMATIONS SLIDE SHOW REVIEW VIEW

Try This Yourself: <), Sound: |[No Sound] Advance Siid
- % Sound: |[Mo Soun - lvance Slide
. . . . - ) Dura ; 03.40 - %l On Mouse Click
o Continue using the previous file Uncover =| Effect -
E £ with this exercise, or open the file *! Options - | T3 Apply To Al After: [00:00.00 .

Timing

P1314 Animation_7.pptx...

Displayslide 1inthe Slide o
window, thenclickonthe
TRANSITIONS tab

Click on the More arrow forthe ANIMATIONS SLIDE SHOW REVIEW VIEW

Transition galleryinthe E\ R 4, Sound: |[No Sound]  + || Advance Slide
Transition to This Slide group to Ueove || Effect © Duration: (0340 . ||| LI On Mouse Click
displayaga”ery Ofoptions . T Options - ’E')ﬁ«pplyTD All | After |00:00.00

Timing

Under Subtle, select Reveal to

apply this effect e

In the Timing group, click on

Apply To Allto apply the effectto
all slides

. . ~ 4, Sound: |[MNo Sound]  ~| Advance Slide
In the Timing group click on the _| :

- e (@ Duration: 03.40 i
i " — ect
checkbox for On Mouse Click to Uncover [=] o tions~ 3 Apply To Al | After: |0010.00
that itappears without a tick,

Timing
thenclick on the checkbox for

ANIMATIONS SLIDE SHOW REVIEW VIEW

® 06006 O O

After until itappears with a tick e

Click on the spinnerarrow for
After until itreads 00:10:00, then
clickon Apply To All

You can check if the effectis
applied to all by selecting a slide
and checking the settings in the
Timing group...

Click on the Slide Show icon in
the task bar to view the slide
show and see the result

For Your Reference... Handy to Know...
To use slide transition effects: e You can change certainelements of an
1. Selecttheslide effect by clicking on Effect Optionsinthe
2. Clickon the TRANSITIONS tab, display the Transition to This Slide group to display a
Transitions gallery and selectan option menu of options. You can thenselectan
3. Applythe desiredsettingsinthe Timing option to modify the effect.
group
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INSERTING AN ONLINE VIDEO

When you insert a video clip onto a slide, the file presentation. There are two ways to insert a video.
will be embedded into the presentation by You can click on Insert Video in a content
default, which means that it is contained within placeholder, or where a placeholder isn’t available,
the presentation and is not just a link to the use the relevant commands on the INSERT tab.
Try This Yourself: Q e

D ELD4ABEHN T sy )

% ¢ Before Startlng thls eXerClSe you Comment  Text Header WordArt Date &  Slide Object  Equation Video Audio
2 £ MUST open the file P1315 Media | e e T b e L
O~ And Action Buttons_1.pptx... i S A

[ video on My PC...

Slide window if required

o Navigate toand display slide 5in the
Let’s insert a short video clip...

Click on the INSERT tab, thenclick on Click fo add
the bottom half of Videoin the A _ e

Click fo add text

Media group to display alist of
insertoptions

Select Online Video to open the
Insert Video pane

o Click on the search box next to
YouTube Video Search, then type
renewable energy and press|tnt=] to

dlsplay the reSUItS e HOME INSERT DESIGM TRAMSITIONS ANIMATIONS SLIDE SHOW REVIEW
. q . e
e Click on a thumbnail to select the i oo N ger N oo = 3 =L
Play  Corrections Color Poster Reset . — =

video, thenclick on [Insert] . " Frame- Desgn~

Preview Adjust

3

In this example we have selected
BEHIND THE SCIENCE— Renewable
Energy...

G Ensure the VIDEO TOOLS: FORMAT
tab isselected, thenclickon Playin
the Preview group and click on the
Playbuttonin the videoif necessary

The video should now start—an TIP: You can also insert a video that is already saved on to your
initial documented problem inserting computer. Simply click on the INSERT tab, click on Video in the Media
and playing online videos should no group and select Video on My PC. The Insert Video dialog box will

display and you can locate and select the required video.

longeroccur if Microsoft updates are
regularly installed

For Your Reference... Handy to Know...
e You can inserta linked media filerather

than embedding mediaintoyour
presentation. Todothisclick onthe INSERT
tab, click on Video in the Media group,
select Video on My PC, navigate tothe

To insert an onlinevideo:
1. Clickon the INSERT tab, then click on Video
inthe Media group
2. SelectOnline Video, type inyoursearch

term and.pressﬂ]‘ required mediafile then click on the drop
3. Selectavideoandclick on [Insert] arrow for [Insert] and select Link to File.
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INSERTING AN ONLINE AuDIO CLIP

When you insert an audio file onto a slide, the clip in much the same way as you would edit video
clip will be embedded into the presentation by clips. Audio clips can be inserted using the Audio
default and will appear as a speaker icon on the command on the INSERT tab, and then edited
slide. Once inserted, you can then edit the audio using the commands on the Playback tab.

Try This Yourself: o x

0 a Same File

Continue using the
previous file with this
exercise, or open the file
P1315 Media And Action
Buttons_2.pptx...

Displayslide 6in the Slide
window

Click on the INSERT tab,
thenclickon Audiointhe
Media group and select
Online Audio to display
the Insert Audio pane

Type birdsinto the search
box and press Erter]

The results forthe search
term birds will appear...

Pointto aniconto heara
preview of the audio

Select Birds in forest then
clickon [Insert] to insert
the audiointothe slide
and drag theicondownto
repositionitif necessary

Withthe audioicon
selected (todisplay the
audiotoolbarbelow), click
on Play/Pauseto play the
audioclip

nsert Audio

l:l Office.com Clip Art

Royalty-free sound clips

x
4 BACK TO SITES

I:I Office.com Clip Art

18 search results for birds

birds

PP PPP P
C

ungle bird calls Jungle birds Mountain birds Mountain birds Birdie Sings

D DD -

Select an item. Cancel

Birds in forest
AudioMicro

WAYS WE CAN USE
ENERGY

MORE SUSTAINABLY
7

w

For Your Reference...

To insert an audio clip:
1. Clickon the INSERT tab, then click on Audio computer.
inthe Media group

2. Locate theclipand click on [Insert]
3. Clickon the AUDIO TOOLS: PLAYBACKtab
to work with the audio options

Handy to Know...

e Ifyou attach a microphone, you canrecord
your own audio and save it to your

e You caninsertaudiosavedtoyour computer
by clicking on the INSERT tab, then click on
Audiointhe Media group and select Audio
on My PC. Selectthe required file(s) using
the Insert Audio dialog box.
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EDITING AuDIO CLIPS

PowerPoint provides you with a range of handy
options for editing audio clips via the AUDIO
TOOLS: FORMAT tab. You can do all sorts of
things such as set the audio to play in the

Microsoft PowerPoint 2013

background while your presentation is running, or
trim the audio clip to make it shorter. You can even
create a fade in or fade out for the clip so that it
doesn’t start and finish too abruptly.

Try This Yourself: DESIGN TRANSITIONS
l’—":—;' Fade Duration
Continue using the previous 1:1 il Fade In: (06,00
£ o file with this exercise, or open Audio
& & the file P1315 Media And Eelting

B Fade Out: |00.00 -

AUDIO TOOLS

ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT PLAYBACK

9 @
No Play in
Style Background

Audio Styles

N [** Start: |On Click
il

Volume

Hide During Show
Play Across Slides

Loop until Stopped Rewind after Playing

Audio Options

Action Buttons_4.pptx...
Displayslide 6inthe Slide

window then select the audio

clipiconso that the audio
toolbarappears
Clickon the AUDIO TOOLS:

DESIGN

Trim

Fade Duration

Wil Fade In:

TRANSITIONS

06.00

AUDIO TOOLS
REVIEW VIEW FORMAT PLAYBACK

- "
| Hide During Show ‘ 4J

Na Play in

ANIMATIONS SLIDE SHOW

N [ start: Automatically
il

Play Across Slides
Volume

Audio

PLAYBACK tab

I Fade Out: |00.00
Editing

ke

Loop until Stopped
Audio Options

Rewind after Playing

Style Background
Audio Styles

Let’s makethis clip fadein...
Click on the up spinnerarrow
for Fadeln in the Editing

group until itreaches 6.00
For a preview, click on Play in
the Preview group...

Clickon the drop arrow for
Start in the Audio Options
group and select
Automatically

Click on the checkbox for
Hide During Show so that it
appearswitha tick

Clickon slide 1, thenclick on
the Slide Showiconin the
status bar to begin the slide
show

Navigatetoslide 6

The audio clip automatically
plays when you reach this
slide and the audio clip icon is
notvisible

nNOTES I COMMENTS

E

For Your Reference...

To edit audio clips:
1. Selectthe audioclip
2. Clickon the AUDIO TOOLS: PLAYBACKtab
3. Make changesas desired

Handy to Know...

e You can add a Bookmark to an audio or
video clip to mark a position within the clip
so you can quickly access it again. Simply
navigate towhere you wantto add the
bookmark, clickonthe AUDIO TOOLS:
PLAYBACK tab and click on Add Bookmark in
the Bookmarks group.
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PRINTING HANDOUTS

One of the most frequently used print layouts is
the handout with 3 slides per page. This is ideal
as a working document for the audience. Not only
does it print all of your slides, but it also provides

Microsoft PowerPoint 2013

a ruled area for the audience to write notes. If you
have lots of slides that you don’t believe will require
note-taking, you could opt for the 9 slides per page
layout to keep printing costs down.

O Settings

Try This Yourself:

—,— Custom Range

Continue using the previous
file with this exercise, or
open the file P1318
Printing_1.pptx...

Same
File

Press|ct1] + | | to openthe
Print area of the Backstage

The settings that you
selected in the last exercise
will still be set so you must
check themall...

Under Settingsin the middle
pane, click on Custom
Range (the firstfield) and
select Print All Slides

Under Settings, click on Full
Page Slides (the third field)
and select 3 Slides under
Handouts

The preview shows that
each handout willhave
three slides with lines for
taking notes. The two
settings Frame Slides and
Scale to Fit Paperare still
selected from the last
exercise...

Click on [Print] to printthe
fourhandouts or press Es<]
to exitthe Backstage
without printing

For Your Reference...

To print handouts:
1. Press|cr]+ P ]

2. Selectthe desiredlayoutunder Handoutsin

the third field under Settings
Set otheroptions as desired
4. Clickon [Print]

o

(3

Enter specific slides to print

Slides
= Print All Slides

||\—/ Print entire presentation %

I:/ Print Current Slide
Only print the current slide

—,— | Custom Range
L Enter :pr:cificgzlitlr:: to print
Sections

Default Section

Current Selutions

Renewable Solutions

+  Print Hidden Slides

Print

Copies: |1 -
=}
=

Print

28052013

Printer
; HP Universal Printing PCL & .

D Ready

Printer Praperties

Settings
= Print All Slides
H\—/ Print entire presentation M

Slides:

[I 3 Slides
Handouts (3 slides per page)

E Print One Sided
Only print on one side of th...

Collated

”=I:|E 123 1,23 123 M

D Portrait Orientation -
[ | Color -
|

Edit Header & Footer

Handy to Know...
e Ifyou are printinghandoutsforanaudience

or group of people you will probably want to

give them each a copy. To print multiple
copiesclickonthe up spinnerarrow for

Copies underthe heading Print until you
reach the desired amount, thenclickon

Print.
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UNDERSTANDING PRESENTER VIEW

Presenter View is a very handy feature of backstage of the presentation which includes notes
PowerPoint that allows you to have greater and a preview of the next slide, while the audience
control when you are presenting a slide show. is watching the slide show itself so that you can
Presenter view allows you to view a kind of always be prepared and in control.

What Is Presenter View?

If you have multiple monitors attached to your computer, Presenter View will display automatically when
you run your slide show. This view enables you (as the presenter) to see much more information on your
monitor than what the audience sees on their monitor (the presentation in full screen). Specifically, your
Presenter View window, as shown below, displays:

e the active slide (exactly as the audience sees it)

¢ the next slide in the presentation

e your speaker notes for the current slide and tools to increase or decrease their font size
e the elapsed time and tools to pause and restart the timer

e the current time

e tools for annotating slides on the fly, displaying all slides, zooming into the slide, etc

e controls at the top of the window enabling you to display the taskbar if you need to access another
open program, swap Presenter View and Slide Show view if they appear on the wrong monitors,
etc.

Note: If you have only one monitor attached to your PC, Slide Show view will display by default when
you run your slide show. However, if you want to rehearse your presentation in Presenter View, you can
switch to Presenter View from Slide Show view by selecting Show Presenter View inthe More slide
options menu.

Show Display End Slide Current
Taskbar Settings Show time
Timer  Pause Timer Restart Timer
==z SHOW TASKBAR _r! DISPLAY SETTINGS ¥ 7;9 END SLIDE SHOW
Preview of
3:44 PM \ the next
slide
Speaker
Active slide No Notes. notes for
active slide
@ Slide 1 of 8 @ Make text
= larger or
smaller

Navigation
arrows
From left to right: Pen/Laser Tools, Show All Slides, Zoom Slide,
Black or Unblack Slide Show, More Slide Options
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PRESENTING A SLIDE SHOW

Slide Show view is the view you should choose the bottom left corner of the screen to display a
when presenting your slide show as it contains toolbar. Using this toolbar allows you to perform
many handy features you can use while many functions including annotating and mowving
presenting. Once in Slide Show view point to backwards and forwards between slides.

PERSONAL

Electric cars
Solar scooters
Methane copters
Wind racers
Terra fravellers
Body skimmers
Hydro packs

The Previous slide button allows you to navigate back to the previousslide.

Clicking on Pen Options displays a menu from which you select a Laser pointer, Pen or Highlighter.
You can use the pen or highlighterto make annotations or highlightimportant pieces of
information. You can evenselectfromarange of coloursto use. The laser pointeris useful during
your slide show to point out key parts of your presentation.

e The Next slide button allows you to navigate forward to the nextslide.

o See allslides displays all slides in the slideshow as thumbnails. This is useful if you wantan
overview of the presentation or wantto navigate quickly from one slide toanother. Tojumptoa
slide, simply double-click onits thumbnail. There isalsoazoom sliderin the bottom right corner of
the screen so you can adjust the magnification. If your presentation has sections, a Section pane,
listingthe sections, will appearon the left side of the screen. Double-clicking on asection name
will navigate toit. To exit thisview and return to the Slide Show view you can click on the Back
arrow or presslﬂ.

o Clicking onthe Zoom button displays aselection marqueethat greys out the majority of the slide
exceptfora smallersquare area. You can then can move the marquee around a slide by pointing.
Once you are pointingtothe part of the slide you wishtozoomin on, simply click. Once zoomed
in, you can panaround the slide by clickingand dragging.
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USING PRESENTER VIEW

Presenter View is a handy feature provided by will be displayed whenever you run your slide
PowerPoint which allows you more control when show. For this exercise, howewer, we will assume
delivering your presentation. If you have two that your PC is connected to only one screen.

monitors attached to your PC, Presenter View

Try This Yourself: o 0:01:12

Before starting this exercise you

§§ MUST open the file P1319 Available Renewable Technologies
Setting Up The Show_5.pptx... $Wind Power
@ Ciickon the SLIDE SHOW tab, then ¢ yaropower E]
clickon From Beginningin the Start sBiofuel &

Slide Show group to start the show in
Slide Show view

e Right-click on the screenand select
Show PresenterViewto switch to
Presenter View

e Click on the active slide to move to
the nextslide

Let’s look at some tools beneath the
active slide...

o Click on Pen and laser tools, select
Laser Pointer to change the cursor to
ared ‘laser’, then move the mouse
overtheslide

e Click on See all slides to see the

~ | RENEWABLE ENERGY |2

slidesinaview like Slide Sorterview, Biodiesel
as shown, thenclickonslide 4 and WAYS WE CAN USE e mon o
clickon the Next arrow to display

slide 5

G Click on Zoominto the slide, then
move the zoom marquee overthe
petrol pumpsandclickto zoomin

o Press|esc] to zoom out again, then
clickon More slide show options to
displayamenuand select End Show

to return to Normal view

For Your Reference... Handy to Know...
e The auto-extend function automatically

enables Presenter View when you connecta
second monitorto your computerand
ensures your presentationis projected

To use Presenter View with only one monitor:
1. Clickon the SLIDE SHOW tab, thenclick on
From Beginning in the Start Slide Show

group . correctly. Ensure Use Presenter View is
2. Right-clickonthe screen andselect Show ticked in the Monitors group onthe SLIDE
PresenterView SHOW tab.
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REHEARSING TIMINGS

Instead of applying the same timing to each slide
or guessing an approximate timing for each one,
you can use the rehearse timings feature to

record exactly how much time is required to read

Microsoft PowerPoint 2013

or speak during each slide. These slide timings can
then be automatically applied to the presentation if
desired. This feature is useful for both self-running
and speaker-led presentations.

Try This Yourself:
o Continue using the previous file, or
(‘,E‘g T open P1319 Setting Up The

Show_2.pptx...

Click on the SLIDE SHOW tab, then click
on Rehearse Timings in the Set Up

group

The slide show will begin and the
Recording toolbar will appear, showing
the timing of the currentsslide as well as
the overallslide show time...

e Pretendyou are presenting the content
on theslide, orpretendyouare the
audience readingtheslide(suchasat a
kiosk), then click on Nexton the
Recording toolbarto progressto the
nextslide

e Repeat step 2 for each slide until you
arrive at the last slide, then right-click
on the slide and select End Show

A message box will appeartelling you
the length of the show and asking if you
wantto keep the new timings...

o Click on [Yes] to save the timings, then
clickon the VIEW tab and select Slide
Sorter in the Presentation Views group

The slides will appearin Slide Sorter
view with the timings displayed below
each slide...

e Switch back to Normal view

The total time for your slide show was 0:01:53. Do you want to save the new slide timings?

No

Why Should We U

° | RENEWABLE ENERGY| -

s 2
What is Renewacble Ensrgy? e

alowars greenhouss o
saBundont and sustal

a 00:14 5 * 00:13

For Your Reference...
To rehearse slide timings:

1. Clickon the SLIDE SHOW tab, thenclick on

Rehearse Timingsinthe Set Up group

2. Read/rehearse the presentation, and click
on Next to progress through each slide

3. Clickon [Yes] toretain the timings

Handy to Know...
The Recording toolbartools are as follows:

e Next: to mowe to the next slide
Pause: to pause recording

o Slide Time: displays the timing; you can
also type an exact timing into this box

o Repeat: to re-record the current slide.
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KEYBOARD SHORTCUTS FOR NAVIGATING

SLIDE SHOWS

PowerPoint provides you with numerous
keyboard shortcuts that can help make your life
easier while presenting a slide show, even if you
have set up the slides to automatically advance

after a specified time. These shortcuts are detailed
below.

To...

Press...

Start a presentation from the beginning
End a presentation
Stop or restart an automatic presentation

Perform the next animation or advance tothe
next slide

Go to the next slide if the next slide is hidden

Perform the previous animation or return to the
previous slide

Go toslide #

Go to the first slide

Go to the final slide

Go to the first or next hyperlink on a slide

Go tothe last or previous hyperlink on a slide

Display a blank, black slide or return to the
presentation from a blank, black slide

Display a blank, white slide or return to the
presentation from a blank, white slide

Redisplay hidden pointer and/or change the
pointer to a pen

Redisplay hidden pointer and/or change the
pointer to an arrow

Change pointer to eraser
Remowe all on-screen annotations

Hide the pointer and navigation buttons
immediately

Hide the pointer and navigation buttons in 15
seconds

Set new timings while rehearsing
Use original timings while rehearsing

Use mouse-click to advance while rehearsing

Hl]

esc]

sJorl+]

N ] or [enter] OF |Paiv] OF [space]Or —+|or [ L] or left-click
1]

P ] or [Paus] or |Spece| or |+ or [ 1]
# ] + |Enter

]'k‘ll'ﬂl’!'l

End]

]

stire] + ras]

& ] or|._ (full stop)

w]or|. | (comma)

cer] + |F'_|
cel] + |-"-_J
]+ €]
€]

cel] + |H_J

cu] + |V

L
2l
L1 |
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COPYING AND LINKING EXCEL CHARTS

Whenyou copy a chart from Excel and paste it linked object. To change the chart in PowerPoint,
intoyour presentation, the chartis linked you must change the source worksheetin Excel.
automatically to the data inthe external Excel The Excel worksheetand chart is a separate file —it
worksheet—that is, the chartis insertedasa isnot saved with the PowerPoint presentation.
Try This Yourself: [ or l:
o Continue using the previous file with Ny }?
E ¢ this exercise, or open the file P1323 ! o
9 Importing_4.pptx...
Launch Microsoft Excel 2013 and
openthe file P1323 Importing Baiice
Charts.xIsxin the course files folder g
Click on the border of the chart to
Select |t WUS mFrance mSwitzerland Germany M Australia
e Press cui] +[¢ | to copy itto the
clipboard, then close Excel o

. . . AGE Transport
o In PowerPoint, click on Slide 5, press P

|zet] + v ] to paste the chart, then
drag to make it larger

The colours of the data series alter to
conform with the presentation’s
theme, butthe chart area hasn’t...

e Click on the CHART TOOLS: FORMAT
tab, selectthe blue Chart Area and
change the Shape Fill to Dark Green,
Accent 2, Lighter 80% (row 2, col 6)
Let’s edit the data... o

e Click on the CHART TOOLS: DESIGN
tab, then click on Edit Data to open
the source file in Excel

o Type 10 in cell B6, press ener], then ﬁ

close Excel saving the file —the

(4] [\ [#]

AGE Transport

AGE Transport

RIIENIEY

Australianslice is now largerand the \_E

other pieces have movedto ST
accommodate the change

For Your Reference... Handy to Know...

To copy and link an Excel chart: e Whenyoucreate a chartin PowerPoint
1. Selectthe chartinExcel using, forinstance, the Insert Chart icon, the
2. Clickon Copyinthe Clipboard group Excel worksheetis saved with the
3. Click on the slide in PowerPoint PowerPoint file —thatis, the Excel chart is
4. Click on Paste embedded inyour presentation.
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CHECKING SPELLING

One of the most powerful tools in PowerPoint is
Spelling. Spelling runs a spell check that
highlights each misspelt word or instance of
incorrect grammar and suggests a correction.

Microsoft PowerPoint 2013

You can then accept the suggestion or make a
correction of your own. Using it regularly before you
print is an excellent practice to get into as it can
help save a lot of paper.

Try This Yourself:

ABC

previous file with this Pro

HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

v |ia (2

Contlnue us'ng the Spelling Research Thesaurus  Translate Language MNew  Delete Previous Next Show Compare Accept H

ofing

& ®F E =

- - Comment Comrnents =

Language Comments

exercise, or open the file
P1306 Working With o
Text_2.pptx...

Click on the REVIEW tab

Spelli
Click on Spelling in the
Proofing group

The Spelling pane will
open, displaying the first v
instance PowerPoint Projects
detects as a spelling error.
In the example shown

Projct

0 ° Same File

lgnore

here, the word ‘Project’ is
R Change Change All Change Change All
detected as being

misspelt...

Click on [Change] to
e accept the highlighted - Protrud

suggestion = Throw

Ifthere are more errors,

Project

ng

Ignare All

L1l

= Scheme

e

M Spelling h
Compeitive
Add lgnore lgnore All Add

Competitive

Competitive =
» Modest

« Spirited

= Viable

the nexterror will be o
displayed — ‘Competitive’ is
also misspelt...

Microsoft PowerPaint

Click on [Change] o
(4

When errors have been
reviewed, PowerPoint will
advisethatthe spelling

o Spell check complete, You're good to go!

check is complete...

Click on [OK] to close the
e dialog box

For Your Reference...

To check the spelling:
1. Clickon the REVIEW tab
2. Click on Spellinginthe Proofing group
3. Click on [Add], [Change] or [Ignore] for e
instance, until complete
4, Clickon [OK]

ach

Handy to Know...

e |Ifthereisawordinyourdocumentthat
PowerPoint doesn’t recognise, such as a
company name, you can click on [Add] to
add itto the dictionary sothat PowerPoint
no longerrecognisesitasanerror.
Alternativelyyou can click on [Ignore] so
that no changes are made to the word.
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