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About this Course...

Microsoft PowerPoint is the presentation application included with Microsoft Office. In this course you
will learn about customizing Microsoft PowerPoint as well as critical aspects (theory and practical)
regarding designing successful and efficient presentations in Microsoft PowerPoint. In this course you
will learn how to master and come to grips with the essential features of this defacto presentation
application, increasing your productivity, efficiency and overall presentation skills. This course is divided
up into various logically progressing sessions that will also focus on the core skills to ) you pass the
MOS certification.

Chapters in the Workbook...

Chapter 1 — About Microsoft PowerPoint
Chapter 2 — Presentation Basics
Chapter 3 — Working with Graphic Elements

Chapter 4 — Themes, Slide Masters and Template

Chapter 5 — Finalizing the Presentation

What you Will Need...

) A set of Power
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How to Interpret this Manual

WHEN YOU SEE THIS... IT MEANS...

3
| ;i -+, M@& You MUST read this, because it could have an effect on the
gﬂ N /i /9&5?';;/ e final outcome of an action you perform.

3
_ Tﬁ* ; % ’f ﬁg 5 !‘ This is optional to read, but these tips
%1 W 5 quicker ways of doing things, or alte

bl
& & It
g& Eg%m -’FW You are about to start

Bold Text Objects th

Where is Waldo? prmatted this way...

(Ctrl] + (Shift ]+ (Esc]

ress and hold CTRL, hold SHIFT and then press
ile still holding CTRL and SHIFT).

ragraphs that are formatted like this usually contain
explanations and reasoning behind the actions you are
being instructed to perform.

This is an example of a
explanati r actions

Home > Copy Click the | Home | tab, click the | == €eP¥ | button

“This is a paragraph...” This is existing typed text in a document you are currently
working on.




H Exercise Files

DOWNLOADING THE EXERCISE FILES

In addition to the exercises you will complete in class, there are also exercises in this workbook.
These workbook exercises can only be completed in conjunction with your practice files. In order
to locate your exercise files visit: www . mobilemouse.com.au/downlo

To install the practice files perform the following steps...

1. Start Internet Explorer (or whichever web browser you use), click in the Ad
following address: http://www.mobilemouse.com.au/dow
and then press ENTER

2. Scroll down the page and click the link: Microsoft PowerPoint Practice Files

3. At the screen that appears, click the Save button

=

*File Download - Security Warning

Do you want to run or save this file?

l "- Mame: Mobile MOUSe - Word Practice
Type: Application, 18.1ME
From: www.mobilemouse.cc

While files fram the Inter
harm your computer. f you'e
softwarg, What's the nsk?

Figure A : File Down

4, At the Save As dialo the Desktop link on the left hand side of the screen, click Save

lib:raries Llzimmgarinig
Exnloan Foliden QQ Syt Folien
Rl i Cimnpnilen
Syl Fldur Swaleim Fulder

E - .n | i i ““-] i leﬂ. :1 Fawba: Diopmeedizie Managges
b - [REI ] Stk
Eo ‘ | Epmlean | elider Ild : Ir IJ
[l Muzaz 185 KR
oL Fictures I Al o ] e
I !. Witens y il flder £ File= Falifesr

File mamc: | e e P e L L E o Ts IS el et

Zave as trpz: [Apclication

* Hid= Foldzrs Save | Canzel

Figure B : Saving The File To Be Downloaded
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5. Depending on your internet connection, the time it takes to download the practice files may vary.
Once the download completes, close any open programs.

6. On your Windows Desktop you should see Mobile MOUSe - PowerPoint Practice Files.exe (or
Mobile MOUSe - Word Practice Files). Double click this file to start the installation process; you
may be presented with the following screen...

'l' File - Secur

The publisher could not be verified. Are you sure you want to run this
software?

Mame: ..ussellDesktopyMobile MOUSe - Word Practice Files.exe

I
L' Publisher: Unknown Publisher

Type: Applicaton
From: C\Users\Russell\Desktop\Maobile MOUSe - Word Practic...

[] Always ask before opening this file

This file does not have a valid digital signaturg

l@ You should only run software from publishers
decide what software io run?

Figure C : Security Warning

7. If presented with the above image, click the putton, which will present the following screen...

2 Setup - Mobilz MOUSe Practice Szl { a
— |
Welco thc Mo ¢ Practice Filcs

p ¥Wizard

Installer

ractce HIos 1rstaler 1.0 on your

Commend ar you close all other applications before
onuirg.

Click Mext to continue, or Cancel to =xit Setup.

mext> | | cance

Figure D : Starting The Installation

8. Click Next

9. Click Next, which takes you to the following screen...
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10.

11.

12.

% o W -
tﬂ Sctup  Mooilc MOUSe Practice Files Instzllcr _L‘.[]

L)

l Sulect Applicatiun Fulder
Fleese doosz e directony Tur Lbe inslalalion.

]

To nslall Lo g CiTerenl fokder, dick Browse and seecl anoteer [older.

Selup wil 1:sLal Mobie MOUSe Praclioe Fles Instake 1.7 in Lhe fokler sboen
beow.

Destnation foloer

Lhlsersy wesel \Leskiosexcel

Reculred free space: L-1.41& MB

nvalkbe free cpace: 329.67 GE

&

8

R T e — w -

Figure E : The Default Installation Location

choose a different location if you like, ho
click Next)

Click Next to install the files

i -
" setup - Mogils MDUSe Practice Fi

he practice files onto your

this manual). You can however
ommend that you click Next... (so

Inxtnllimg
Plecse wail whii
COMpURET.

L pALr

Tl sersiRussed)

Figure F : Completing The Installation

At the final screen click Finish to complete the installation. Your

practice files are now installed

within the Excel folder (on your Desktop) and you can commence the exercises in this manual



About Microsoft PowerPoint PowerPoint 2007 / 2010 / 2013 Essentials :

Chapter 1 - About Microsoft PowerPoint

This chapter covers the following concepts...

e The PowerPoint 2007 / 2010 / 2013 Interface
e  An Overall Review of the Microsoft Office Interface

1.1 The PowerPoint 2007 Interface

In the following image you can see a screenshot of the new PowerPoint Interface. follows in this
section is a quick walkthrough of the PowerPoint 2007 interface - unlike earlier
this version of PowerPoint doesn't use toolbars and menus. The menus

replaced by the Ribbon, Tabs and the Mini Toolbar.

o/ﬁ\ Vil - O Presentation] - Micrasgft P
Ry = ” "
V Home | Insert ~ Design Animations Slide Show Review  View

r=.

=

Arrange
a Sty

Paste W Tl = 1 T =
- F | side- W | [A - A 412 ([EEF
Queboard Shides Font ; P

J 4
P

BIF=w & =
o —j Py Lmjga B Z U abs & M -||[Z= 5|28
4

Drawing
5 9

0 add notes

(,“ 4—0,—»

l v EEPHEN ] m Wstralia) | j{gussa

t 2007 Interface

Figure 1-1: The PowerF

The tab ows provides a cross-reference to the image above, listing and explaining the various
parts of the PowerPoint 2007 screen...

Copyright 2010 — Mobile MOUSe & MANUAL Masters.
No part of this manual may be reproduced without permission from
Mobile MOUSe and MANUAL Masters.
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Table 1-1: PowerPoint 2007 Screen Elements

Option... s the...

A Office Button. This is a replacement for the File Menu (in older versions of PowerPoint). Here are
the options to create New presentations, Save and Open presentations, Print and more.

B Quick Access Toolbar. A small toolbar next to the Office Button, which you can customize and add
more icons to launch options you would use most frequently.

C Ribbon. This has almost all of the commands that PowerPoint users need. The commands are
organized as buttons within groups on the various Tabs of the Ribbon.

D Tabs. The Ribbon is comprised of tabs. Each tab presents different icons within
Group. A Group is a set of icons.

Outline Pane. Contains two tabs - the Slides tab and the Outline tab. The S
thumbnails of the slides in the presentation. The Outline tab shows the slide
G Slide Pane. Displays the slide and its content.

H Notes Pane. This is used for speaker notes or audience participant notes for the cur
|

J

m

M

Status Bar. Provides info about the presentation like slide nu s, theme name etc...
Zoom Slider. Used to quickly zoom in and out of the presentati

QUICK NOTES

Copyright 2010 — Mobile MOUSe & MANUAL Masters.
No part of this manual may be reproduced without permission from
Mobile MOUSe and MANUAL Masters.
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1.2 The PowerPoint 2010 / 2013 Interface

In the following image you can see a screenshot of the new PowerPoint Interface. What follows in this
section is a quick walkthrough of the PowerPoint 2010 / 2013 interface - unlike earlier versions of
PowerPoint; this version of PowerPoint doesn't use toolbars and menus. The menus and toolbars have
been replaced by the Ribbon, Tabs and the Mini Toolbar.

i

i g - oW, i e

Home | Igert  Dwsign Transfions  Animations  Slide Show
e ) & Layout = e
ol | H Ly ; ool

'._‘jP.rw'.

Paste Mirw B 0 g & da Moo i E @
. 4 Shdg = o Seclion =
y e Shides A Fant A =
Slides | Dutline lx| RN o PN T

|Esm T ax -0

Copyright 2010 — Mobile MOUSe & MANUAL Masters.

No part of this manual may be reproduced without permission from
Mobile MOUSe and MANUAL Masters.
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Table 1-2 : The Various elements of the PowerPoint 2010 / 2013 Interface

Option... Is the... ‘
A File Tab. This is a replacement for the File Menu (in older versions of PowerPoint, this is

PowerPoint 2007’s equivalent of the Office Button). Here are the options to create New
presentations, Save and Open presentations, Print and more.

B Quick Access Toolbar. A small toolbar next to the Office Button, which you can customize and add
more icons to launch options you would use most frequently. _
C Ribbon. This has almost all of the commands that PowerPoint users need. The co ds are
organized as buttons within groups on the various Tabs of the Ribbon.

D Tabs. The Ribbon is comprised of tabs. Each tab presents different icons wit
E Group. A Group is a set of icons.
F Outline Pane. Contains two tabs - the Slides tab and the Outline tab. The Sli

thumbnails of the slides in the presentation. The Outline tab shows the slides i
G Slide Pane. Displays the slide and its content.

H Notes Pane. This is used for speaker notes or audience parti nt notes for the curre
|

J

Status Bar. Provides info about the presentation like slide nu theme name etc...
Zoom Slider. Used to quickly zoom in and out of the presentations

QUICK NOTES

Copyright 2010 — Mobile MOUSe & MANUAL Masters.
No part of this manual may be reproduced without permission from
Mobile MOUSe and MANUAL Masters.
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1.3 Features of the Microsoft Office Interface
While the overall look and feel of the new version of Microsoft Office is new, most people quickly
become accustomed to the way the new way the various programs work.
1.3.1 The Ribbon
The traditional menus and toolbars have been replaced by the Ribbon. The tabs on the Ribbon display
the commands that are most relevant for each of the tasks in the programs. For exan
set of tabs that are relevant to picture editing, tabs for working with animatio
adjusting designs, reviewing and adjusting the way you view your presen
provides easy access to the most frequently used commands.
[ e —
~—-/ Home | Insert Design Animations Slide Show Review
= - [£2] Layout - T Tk
[ Calibri (Heading: = (44 ~ | A A7||!
B e Eojreset |2 . l . H .
Past M AN =
| "2 || ciges Tl peete || BT Minkel B 25 Aam|l A -] -
|| Clipboard ™= slides Font
Figure 1-3 : A Portioned view of the PowerPoint 2007 Ribbo
Homre Insert Design Trarsitions Raview Wiew Add-Ins
= 4 2 &= aynut - . S i B P [y |y
| = = = £ = =
_j =2 ?-:_E]RE"_-\EI = Lrj) -
Paste New ) B I U = = = | = Shapes Arrang
= ! Siide = =1 Sechion - = = -
Clpbecard = Slides Paragraph
Figure 1-4 : A Portioned view of t ome tab is selected)
1.3.2 Quick Access Toolbar

The Quick Acce
Essentially, you
PowerPoint.

Copyright 2010 — Mobile MOUSe & MANUAL Masters.
No part of this manual may be reproduced without permission from
Mobile MOUSe and MANUAL Masters.

Access Toolbar (PowerPoint 2010 / 2013)
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1.3.3 The Microsoft Office Button

Many of the most valuable features in previous versions of Microsoft Office were not about the
document formatting and editing experience at all. Instead, they were about all the things you can do
with a document: share it, protect it, print it, publish it, and send it. In spite of that, previous releases
of the Microsoft Office applications lacked a single central location where a user can see all of these
options in one place.

The new interface brings together the capabilities of the Microsoft Office system i
point: the Microsoft Office Button. This offers two major advantages. First, it
valuable features. Second, it simplifies the editing of documents by freeing u
the actual creation and formatting of the documents.

single entry

H9 0)-
Recent Documents
MNew
1 Mt Lawley Presentaf
b |
7 Open 2 Mt Lawley Presentad]
3 Mt Lawley Presentaf]
= ES
J_:-\Tl Save As b

Figure 1-7 : The Office Button

1.3.4 TheFile Tab

rsions of Microsoft Office were not about the
“Instead, they were about all the things you can do
ublish it, and send it. In spite of that, previous releases

Many of the most valuable fea
document forma

ocuments. The File Tab is essentially the File Menu from much earlier versions
d has replaced the Office Button in Office 2007). The File Tab in Office 2010 /

and related data about them - create, save, and send documents, inspect documents
for hidden metadata or personal information, set options such as turning on or off AutoComplete
suggestions, and more.

Copyright 2010 — Mobile MOUSe & MANUAL Masters.
No part of this manual may be reproduced without permission from
Mobile MOUSe and MANUAL Masters.
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File Hame [~zet Diezign Trenstions Anmabions Shehe =how Revizw Wigw Acc-ins

bl Save : 3

Gy Information about Presentationl ay
2aVE AS

L pes L Permissions

O Close f-%p‘ Anyung an cpen gy, dnd chiange any panl ¢ this

Fecent Size
N o Prepare for Sharing
e
'E‘;" Breare sharing this ile, be aware that it contains
Print Chedk lor Dowmenl properbies and dalhor's nams

a FTY I o o B R

srzsenlalivn S —
Pratect Lt |
Fresentation - _
T PI’BpPI’TIP-‘.

Figure 1-8 : The File Tab (Office 2010)

P'resertatiord Mowerifomnt

Frotoct Prescntation
_a* Cantral what types of changes pecple sar rake ta s pres
Frotert
Proscntation =
It
e Inspect Prasentation Tage
e Moue's listing dlis file, be e Dt oo & e
. Calepiies
Lheck tor B Mol prsie i ard
b B Cortersthat poaple with dj Helated latas
Last Mlodined
Wersions Criilind
Wirin T Thess ave i paei s v [E—
Wrasinms *

Hlaled Seopale

Al bua

Al lile
Addalay
Add acetodars

|odday, YsE AR

e

!!’l_: % Mirrosaft arcount

Figure 1-9 : The File Tab (Office 2013)
1.3.5 Contextual Tak

Certain sets of co
example, the com

| Picture Tools K

WView Developer | Format |
L Picture Shape - | T Bringto Front ~ |2~ | | &
+..

ZPicture Border = "EE;Sendtn Back - %

<) Picture Effects = % Selection Pane Sk~ -
Picture Styles ] Arrange

-

|12|||1I:||||B|||6|||4|||2||||_'.||||2|||4|||E||||B|||1I:||||12|.:;_'._:

|

Figure 1-10 : The Picture Tools Contextual tab is only displayed when a picture is selected

Copyright 2010 — Mobile MOUSe & MANUAL Masters.
No part of this manual may be reproduced without permission from
Mobile MOUSe and MANUAL Masters.

hen objects of a particular type are being edited. For
ure are not relevant until a picture within a document is
clickeg S g on modifying it. Contextual tabs only appear when they are needed and
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1.3.6 Groups

Groups are at the heart of the redesigned applications. Each tab contains sets of groups. Groups provide
a set of choices relevant to a particular concept. The traditional dialog box interfaces are still available
for those wishing a greater degree of control over the result of the operation.

Calibri (Headings ~ 44~ | AT A’|@
|B Z U abe @& 2%~ Aa-||A -

Font ]

Figure 1-11 : The Font group pictured here, presents clear "pick and click" choices

1.3.7 Galleries

Galleries provide users with a set of clear "pick and click" results hoose from when wo
documents. By presenting a simple set of potential results, rat an a complex dialog
numerous options, Galleries simplify the process of produci

ETERSTICRE  YICrel Faer e Biilure Tugh

anlmatiors oz Showr Fevlear Wew Duzboper | Toma |

= | EE . (¥ Flcoure ThEpe - || Ty
il d| il ‘ S Fiudue surde -

< i Ftets = || S melert

1.3.8

Figure 1-13: Live Preview displays formatting as you move your mouse over the effect

Copyright 2010 — Mobile MOUSe & MANUAL Masters.
No part of this manual may be reproduced without permission from
Mobile MOUSe and MANUAL Masters.
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Chapter 2 - Presentation Basics

We will now cover the following concepts...

Creating Presentations from Scratch

Adding and Deleting slides from a presentation
Navigating a presentation

Modifying the Content within a presentation
Working with Outline View

Importing Slides from other existing presentations
Importing Text from a Word document
Formatting text on slides

Customizing the Quick Access Toolbar

Outcomes of this chapter (what you will learn)...

How to effectively navigate a presentation

How to effectively add or modify content in a presentation

How to import data from other presentations and Microsoft Word
How to effectively format text

How to customize the Quick Access Toolbar

2.1 General Presentation Concepts

In this chapter, we'll focus on the text of you ion. /You'll learn several different

presentation.

Every PowerPoint presentation consists of i ich contain text or objects displayed on
a graphic background as shown in Figure 2- entation using text and objects like
charts, images, sound files, o i ips i Once you complete this chapter you should
be fairly comfortable with ad i

Scope Computer Vislon

s of experience in varieus areas of the |T industry,

OHice prlated mond

Eanirg o Tralcy Ir

t Moblle MOUSe In 2prll 200~

. tLEnpE L nmpitee Yision e 5o e
1] il L =

+ Wlcrosaft Dffkce Tralnihg Web She Deslgn a7d Emall Marketing

s & Mobile MOUSe

bk tn A= motes

Figure 2-1: A Slide within PowerPoint

Copyright 2010 — Mobile MOUSe & MANUAL Masters.
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2.1.1 Presentation Planning and Creation
For every presentation you create in PowerPoint, you should perform the following steps.

1. Plan the presentation and gather materials you’ll want to include: clipart, tables, charts, and other
graphic objects.

Create the presentation; creating slides, entering and editing text, and arranging slides.

Apply and modify the presentation design.

Format individual slides (if so desired).

Add objects to the presentation: charts, tables, and pictures.
Apply and modify transitions, animation effects, and links for electronic presen
Create audience materials and speaker notes.

Rehearse the presentation and add slide timings.

L ® N AW N

Deliver the presentation.

You don’t have to work through all the steps sequential
objects, animation, speaker notes and then insert m
slides distracting, in which case you can genera
work on the aesthetics later.

2.2 Starting a New Presentation

2.2.1
a presentation appear in the task pane. You can
ew presentation using one of several listed options. The
blank slide in the i i p as a title slide, ready and waiting for your text. The
following exercise
2

- ain part of the PowerPoint window

2. Click within the Click to Add Title text box. A cursor appears, centred with the text box

3. Type the title of your presentation. For this exercise, type: Sample Presentation
4. Click within the Click to Add Subtitle text box. Once again, a centred cursor appears

5. Type your name. Then press

6. Type some additional information about yourself, such as your company name or job title
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7. Close the file without saving the changes (by clicking the F|Ie tab (Microsoft Office Button in
PowerPoint 2007) and choosing Close, or by pressing |( + then choosing No at the resulting
dialog box)

As evidenced in Step 5 of the previous exercise, pressing in a text box allows you to create a new
line of text within that text box. PowerPoint also supports word wrap. If the content you enter is longer
than the width the text box, the text wraps to the next line automatically, just as it does when it reaches
the right margin in a Word document.

When you add text to a slide, the text also appears on the slide miniature in the
side of the PowerPoint window.

2.2.2 Using a PowerPoint Template

positions — you applied a design template. With Office PowerP
theme to achieve the same result. For more information a

Exercise 2.a. Starting a Presentation by using a Template

1. Click the File tab, and then click New
2. In the New Presentation dialog box, do one of the following:

° Under Templates, click Blank and recent, Installed Templates, or Installed Themes, click the built-in
template that you want, and then click Create.

Copyright 2010 — Mobile MOUSe & MANUAL Masters.
No part of this manual may be reproduced without permission from
Mobile MOUSe and MANUAL Masters.




Presentation Basics PowerPoint 2007 / 2010 / 2013 Essentials : PG 12

. Under Templates, click New from existing, locate and then click the other presentation file that
contains the template, and then click Create New.

. Under Templates, click My templates, select a custom template that you created, and then click OK.

. Under Microsoft Office Online, click a template category, select a template, and then click Download
to download the template from the Microsoft Office website.

3. Having experimented with one or more of the options above, Close the presentation without saving
your changes (by cI|ck the F|Ie tab (Microsoft Office Button in PowerPoint 2007) and
Close, or by pressing |( then choosing No at the resulting dialog box)

2.3 Navigating the PowerPoint Application Window

|13 Microsoft | MICROSOFT OFFICE CERTIFICATION
Dn Ofﬁce This concept addresses the Adjust views competency of the
Specialist Certification (Exam 77-883).

Specialist

status bar commands.

Visit http://www.microsoft.com, ertification. he latest Microsoft
Office Certification requireme

MICROSOFT OFFI
This concept addr e the PowerPoint window competency of

JF.‘recalrat

In order to work ca int, it is necessary to have a general understanding of the
cation window and each of the following topics, specifically;

learn about PowerPoint views and how to switch between them. You’ll practice
a presentation as well as selecting slides one at a time as well as more than one

slide at a time.
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2.3.1 Viewing Slides

The term view refers to how you look at and work on your presentation. PowerPoint offers several
different views, all of which are accessible from the View tab and three views from the View buttons
(namely, Normal View, Slide Sorter view, and Slide Show View). The other views, (including the
various Master Views) and Notes Pages View, have special features that we will discuss in more detail
at a later stage. While you'll quickly adopt one view as your favourite, you inevitably work in all of the
views while you’re building a presentation.

You can change to any view by clicking the appropriate view button at the botto
PowerPoint window or by choosing the view name from the View tab.

Figure 2-2: The Normal, Slide Sorter and Slide Show buttons
NORMAL VIEW

This is the probably the most commonly used view in P

stage).

Normal View is a tri-pane view that all
within one window. The sections of the tri-
of the presentation you wish to focus on.

The Outline Pane in Norm
text, whereas for visually orien option, displays the slides themselves rather than
ft pane, as shown in the figure overleaf click the

In PowerPoint 20 ou can switch to between the Outline pane and the Slide pane by clicking
the Ne jiew B

= — T T

EXREG

B

Imtroduction
[ETR . —

BN R RN RN |-3-|-|-|E,-i

Figure 2-3: Normal View (with the Slides pane active) lets the user display slide miniatures in the left pane
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. lipontand Nete

/ When you’re viewing slide miniatures in the left pane and the pane has not been widened enough,
the tabs at the top of the pane show icons rather than words.

/ If you accidentally close the left pane that displays outline and slide miniatures, you can bring it
back by clicking View and clicking Normal.

/ In PowerPoint 2013 you can switch to between the Outline pane and the Slid
the Normal View Button.

M2 - .

Eﬂese’c - - - - - : SiiE
Paste 4 New B 7 U abe & AV Aa||

e by clicking

2 Yith Scope Vision...
2| | Introduction
# State the purpose of the discussion
+ Identify yourself
3| Topics of Discussion
# State the main ideas you'll be talking about
4/ Topic One
# Details about this topic
* Supporting information and examples
# How it relates to your audience
5 | Topic Two
» Details about this topic

Figure 2-4: Normal View (with the G isplay outline text in the left pane

SLIDE SORTER VIEW

e approximately 12 slides at once. If you want to adjust
e or decrease the zoom level. The focus in Slide Sorter view
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e Home RS2 Lresign ARIMETIans 50de Show HevIEw | View | Lreveloper .
E Slide Sorter| | =1 Slice Master [7] Rule: Q jﬂ M color ___;1 = EE]
- @ Motes Page llandou: Master 'J Gridlines | | E Grayscale i '% |
Mormel e, Zoom Titzo Mew Switch | Macror |
E Slide Show 2| Motes Master || Mezsage 3ar | Window | E Pure Bladk end White || window 500 Wirdows = || |
Presentation Views. | showtide || Zoom | CoorGaysale | Wincow | Magos | |

————

Topivsul iy uzsivn

hrroduetion
- B s i LT e g

B s prm o s rsnt

Topic Two Rea Life
Tl s TR G 2T BT & T s

+ Bz i mmaetim s + Rpm g e \Ryrrmstra ik rh rsbae e
R e

Wext Steps
 SIETASTE AT NTEN SRFIoeE & OT LS
| WSITASIH 43T BOe S BE ST SETASRIINND &L

Slide Sorter | “Flow™ | English [Australia) |

Figure 2-5: Slide Sorter view is used to display multig

SLIDE SHOW VIEW
Click the Slide Show button to rrefRtislide will look in full-screen mode when you display
your presentation. Click the mo pres x‘ 0 move from one slide to the next. Note that if a

have to

slide has multiple
PowerPoint automat

of text, you
rns to the

ck once for each line of text. After the last slide,
jous view. Press if you want to end the slide show

fifth slide in Normal View, and witch to Slide Sorter View, the fifth slide will
de Show button (or pressing ) starts the slide show the fifth slide.

2.3.2

ed slide is shown in the main part of the application window. Below the slides is an
area for notes if you choose to use them. Notes are hidden from the audience in an electronic
presentation. You can also print notes for your own presentation usage. Generally, think of notes as
somewhat private, the perfect place to put a reminder to distribute a handout or tell a specific joke or
to enter the full text that you intend to present while the slide is displayed, but having said that, they
are an easy way to elaborate on bullet points or they can also be handy for use as audience participation
notes.
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Presentation Basics

For efficiency’s sake you may wish to resize the panes in Normal View so that the one you’re working
inis larger. Simply point to any of the pane dividers, and your mouse pointer will change to the resize
tool (%). Click and drag to move the pane divider.

f If you don’t see the Notes Pane, point to the pane divider directly above the Za
and drag upward to open the Notes Pane.

Click to add notes

B

7|

Figure 2-6: the Notes pane

2.3.3 Navigating from Slide to Slide

mal View. You can click any slide in the
ed in the left pane, simply click the slide
ove forward and backward through
des. As you drag the vertical scroll

There are several different ways to move
outline to move to that slide, or, if slide

2.3.4

Exercise 2.a. Selecting Slides

1. Open Chapter_2C.pptx (located in the Desktop \ PowerPoint folder) or one of your own
presentations, and switch to Slide Sorter View
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2. Click Slide 3 to select it (note the darker border around the outside of the slide)
3. Click any other slide to select it, (which automatically deselects Slide 3)

4. To select several contlguous (adjacent) slides, click the first (let’s click Slide 1), and then hoId | Shift G
and click the last desirec |e (click Slide 5 for this exercise). Slides 1 through 5 are now selected and
you may release the | Shift G ) key

5. Click the empty space below or between slides to deselect slides 1 to 5

6. To select multiple non-contiguous slldes (slides not directly next to each other), click t
(click Slide 1 again), and then hold (¢ and click each additional slide you wish to
holding Ctr (cI|ck Slides 3, 4, and 6 for this exercise)

7. Release the key when you've finished selecting. If you’ve done this ste
and 6 should have a darker border

8. Click the empty space below or between slides to deselect them all

9. Switch to Normal View (View > Normal or click ) and select t

10. Try selecting multiple contiguous and non-contiguous slide minia
mouse combinations you used in steps 4 through 7 above

11. Close the presentation without saving your changes ( King the Fi i ice Button
dialog box)

2.3.5 Selecting Text on a Slide

Many of the methods used to select text in the same as they would in PowerPoint
Double-click a word to select it. To select a he beginning to place the insertion
point and mark the start of the click at the end. All text between the
click and the + Clic ullet point, click the bullet or icon in front

of the text or triple-click anyw

elpoints underneath it, the second-level points are
nly the main point. In the outline pane, selecting the title

2.4

. Office Specialist Certification (Exam 77-883).
Specialist

PLEASE NOTE: This training resource does not necessarily cover all of the requirements of this exam
objective as this objective may include but is not limited to: inserting an outline, reusing slides from
a saved presentation, reusing slides from a slide library, duplicating selected slides, deleting
multiple slides simultaneously, and including non-contiguous slides in a presentation.

Visit http://www.microsoft.com/learning/en/us/mos-certification.aspx for the latest Microsoft
Office Certification requirements.

Copyright 2010 — Mobile MOUSe & MANUAL Masters.
No part of this manual may be reproduced without permission from
Mobile MOUSe and MANUAL Masters.




Presentation Basics PowerPoint 2007 / 2010 / 2013 Essentials : PG 18

Now that you’re off to a running start, it’s time to rid the presentation of unnecessary slides and add a
few of your own. The following sections will show you how to add slides in a variety of different ways
and how to delete the slides that you no longer need.

2.4.1 Adding Slides to a Presentation

Once you’ve mastered PowerPoint application window, you’re ready to begin customizing the
presentation for use as you originally intended.

You have a number of choices for adding slides:

. Adding slides by typing in the Outline Pane
. Adding slides by clicking the New Slide button on the Home tab

. Adding slides from another presentation

In previous versions of PowerPoint, there was 3
text levels below the slide title. In PowerPoi ) 3 there isn’t a five level limitation per
se, but it is generally not that commo i than five indent levels of text in most
presentations. Text entered at any level ot itle | is a point or a sub point. Each levelin
the outline usually has a unique bullet.

QUICK NOTES
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* Thisis level one text

— This is level two text

* This is level three text
— This is level four text

» This is level five text
* Thisis level six text

Figure 2-7: Bulleted slide text

The following exercise provides an introduction to outline level
PowerPoint outline, moving text from level to level within the Out

= Ty
% Exencioe Tamme

Exercise 2.a. ADDING TEXT AND SI'PES WIh ' T = OUTLINE PANE

1. plder. Make sure you are in Normal

View

2. Click the Outline tab to displa ecessary) resize the pane to make it wider.

3.

Press jnteronce again to move to a new line and create a new blank bullet

Press on the keyboard, to move the new bullet point to the next indent level (demote)
Type:Qualifications.Press '

Type:Employment History.Press »

Type:Project Experience

L ® N o U &
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10. Press Shift G+ to promote the new bullet point back to a first level bullet

11.  Press [Shift ﬁ+ again to promote the bullet point, converting to bullet point into the title of a
new slide

12. Right mouse click the text for the new slide 3. From the resulting menu choose Demote (as seen in
the following figure)

i
3E Project Expe-i=m==
4| Topics of Di| = -
» State the m _
5 TopicOne | .
» Details abou | Paste
& Supporting | = | Collapse
* How it relat] 4 Expand
5 | Topic Two -
 Details aboy = Mew Slide
® Supporting | .71 Delete Slide
* How it relat
7 Topic Three, S
* Details abol o &mﬂte
" Suppurtlnlg i we Lip

Figure 2-8: Right clicking an object in the Outline Pane, ang

13.  Right mouse click the text “Project Experie 2 res g menu choose Demote

14. Right mouse click the text “R 1 " : Iting menu choose Promote

15.  Press Shift ﬁ+ to promo lide title (a new slide 3)

16. Press the key to move the cu

Y
Experience”)

>,

When you’re working in the I
on the same level. i W Flat the end of a slide title should give you a new slide.

'ate shift.Press to demote slide 4 to a bullet point on slide 3
19. he New Slide button on the Home tab
20. Press [

21. Save the presentation by pressing + (or by clicking the File tab (Microsoft Office Button in
PowerPoint 2007) and choosing Save)

22. Leave the presentation open for the following exercise

In the next exercise you'll learn how to add and move text using the Outline Pane.
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7

Exercise 2.b. Moving text and slides Using the Outline pane

1. Continue on with the file left open from the previous exercise or alternatively open the file entitled
Chapter_2E.pptx (located in the Desktop \ PowerPoint folder)

2. If necessary, display the Outline Pane in Normal View
3. Right mouse click the first bullet point: “The late shift” on slide 3

4, From the resulting menu choose Move Down (as seen in the following figure

"I_III'.JI g o I—I— — . =

: || Project Experience

sThelati 7
4| Topics ¢ & |

sState | =0
5/ Topic O [  paste

= Details

* Suppor = | Collapse

o How it| & Expand
8§ Topic Ty :

o Details! ! Mew 5Slide

- Suppur :.g] Delete Slide

-Hu.w it A Promote
7| Topic TI

s Detajls) % Demote

s Suppor| 4 | Move Up

* How it
8l R&E'Uf'; MD‘FED

* GGive ar @9 Hyperlink...

Figure 2-9: Using the @

Right mouse click the first bullet point: “The late shift” on slide 5. From the resulting menu choose
Move Up

The text is shifted back to the second bullet point on slide 4.

8. Press +Shift @+ to move the bullet point: “The late shift” to the first bullet point on slide 4
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9. Right mouse click any text within the Outline Pane. From the resulting list of choices, choose Collapse
> Collapse All (as seen in the following figure)

bt Ex P ey

o of D &b | Cut

Iaﬁ sh 23| cop

e the m

- Oy [i% Paste

hils abol = Collapse [ [

orting I T —— L il

F# rebaf ] B0 | ¥ |45 collapseAl |
ETwo | ol Mew Slide

Figure 2-10: Collapsing all bullet points on every slide

€@ By collapsing all bullet points in the Outline Pane, g

a By firstly collapsing all slides and then expandii
for a particular slide.

10. CI|ck anywhere W|th|n the t|tIe of sllde 4 “Tapics of Discus press +Shift G+ (or right

re-arrange slide 4 to become slide 3

11. e 3). From the resulting list of choices,

12.

e Wisian..

cf the discussion

+Qualifications
*Emaloyment History
2| | Topics of Discussion
*The late chift
# Sate the main deas you'l ae talking ahout
+[] [Project Experience
£ Topic One
= Detai's about this topic
* 5 pportung informraton and examples
o Hnw it relatec to voiir aucienra

U 4G L afal P LRl g:

Figure 2-12: A portioned view of the completed presentation outline
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13. Save the presentation by pressing +[9 ] (or by clicking the File tab (Microsoft Office Button in
PowerPoint 2007), and choosing Save)

14. Close the presentation (by clicking the File tab (Microsoft Office Button in PowerPoint 2007) and
choosing Close)

% Tipe & ldess

r

€@ Youcanalso use drag and drop to move text just like you would in a Word do
as you move over a bullet or slide icon in the outline, the pointer shape ¢
arrow, the tool for moving text and objects. To move a point and all t
simply drag the bullet preceding the point that you would like to move.

€@ Youcanalso use . and W . to promote or demote text when w
text directly on the slide. You can also use + m @7 and .ﬁ m

rearrange text when working with the text directly on the slic

t. Rememober,

/ When you use drag
Horizontal dragging ca
horizontally to the right, a

be sure to move the mouse vertically.
t to change levels. If you drag a bullet point
in the outline. Drag and drop the horizontal line

2.4.2

o recycle, you can quickly re-insert them into your own presentation. The
u how.

Exercisc Adding Slides form Another Presentations

1. Click the File tab (Microsoft Office Button in PowerPoint 2007), click Open (or press +). Open
the file entitled: Chapter_2F.pptx (located in the Desktop \ PowerPoint folder)

At the moment this presentation only consists of one slide (if your presentation consists of many slides simply
click directly after the slide where you want to insert your imported slide(s)).
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2. In the Slides Pane, click directly after slide 1

/ In PowerPoint 2013 you can switch to between the Outline pane and the Slide pane by clicking
the Normal View button.

3. On the Home tab, click the lower half of the New Slide button, choose Reuse slides..
4, Within the Reuse Slides pane, click Browse, click Browse File...
Reuse Slides W X
Insert shide from:
i
Browse ¥
B Slide Lib
You can reuse slides from Slid i
PowerPaoint files in your open p| Browse File...
Open a Slide Library I}
Open a PowerPoint File
Learn more about reusing slides.
Figure 2-13: Browse File
5. From within the Browse dialo

6. Within the Reuse

lides pane, the slide appears in your presentation. The text and any
the slide are also imported. The slide’s existing format is not imported
ad, each slide is reformatted upon being imported so that it matches the

/ If you want to maintain the formatting of the source slide enable the Keep source formatting
checkbox at the bottom of the Reuse Slides Pane.

N

Within the Reuse Slides pane, click slide 5 (Topic One)
8. Within the Reuse Slides pane, click slide 9 (What This Means)

9. Within the Reuse Slides pane, click Browse, click Browse File...
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10. From within the Browse dialog box. Navigate to the Desktop \ PowerPoint folder. Double click the
file entitled: class_Project Meeting.pptx

The slides contained within Project Meeting.pptx appear in the Reuse Slides pane.

11.  Within the Reuse Slides pane, click slide 5 (Current Technology)

12.  Within the Reuse Slides pane, click slide 2 (Client Contact Information)

13.  Onthe Reuse Slides pane, click the drop-down arrow for Insert slide from:

Previously reused presentations appear in the list of Insert slide from:

Reuse Shides e
| Insert slide from:

top\Sample Presentation in progess.pptx |+ |
\Desktop\sample Presentation in progess.ppty
| Desktop\PowerPoint 2007\Project Meeting.p i

16.

17.
18.

2.4.3

PowerPoint, simply import the outline. Each Heading 1 style formatted text in Word becomes a
PowerPoint slide title. Heading 2 style text in Microsoft Word is imported as a first level bullet point in
PowerPoint. Heading 3 style formatted text in Microsoft Word is imported as a second level bullet point
in PowerPoint. Heading 4 style formatted text in Microsoft Word is imported as a third level bullet point
in PowerPoint... and so forth.
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/ Styles are integral to the formatting of documents in Microsoft Word. For more information on
how to create and apply styles see our Microsoft Word course material.

In addition to using a Microsoft Word document outline as an entire presentation, you
Word outline as additional content in a partially completed presentation. In the follo
will insert outline text from Word into your current presentation...

also use a
Xercise, you

.,-J
r-»‘

Exercise 2.a. Adding Slides from a Word Document

from Outline...

4, Within the Insert Outline dialog box, bro
document entitled Microsoft Word Outline

5. Click Insert (If you are promp

ed from the Microsoft Word Outline.

ord outline, the complete document appears as part of your presentation. If
jon of the outline, delete the extra slides after importing. If you have a rather

6. with a different name, by clicking the File tab (Microsoft Office Button in
PowerPoint 2007 d choosing Save As (or by pressing |F )
7.

s dialog box, browse to the Desktop \ PowerPoint folder (if you are not already
there). In the File Name text box, type the following name for the file: Imported Slides

8. Click the Save button
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; |_| o i
+ Movies EsH] Presentation Formats.pptx
B Ongenak Esl] Project Meeting. pptx
e @Reviewing.ppbc
= N wmg_ ; Gt - i, L s
File name: Imported Slides
Save as type: | PowerPoint Presentation (*.pph)
Authors: Mobile MOUSe Tags: Add a tag
“ Hide Folders Tools -

Figure 2-15: Saving the presentation as Imported Slides.pptx
9. Leave the presentation open for the following exercise
2.4.4 Deleting Slides from a Presentation

The following exercise introduces you to several methg
one that makes the most sense, depending on whi
a slide(s).

need to delete
.,-J
rm‘

Exercise 2.a. Deleting Slides from a Py=centc

e or alternatively open the file entitled
Chapter_2H.pptx (located in the erPoint folder)

3. exercise, select slide 2 (Client Contact Information) and
o,hold @ , when clicking slide 3

4 Press e > Delete (found in the Slides group) to remove the slides

5. e Quick Access Toolbar to bring the slides back

6. display the Outline Pane. Click the slide icon preceding the title of slide 2

7. the slide icon preceding the title of slide 4 (Client Background). Release the

on all slides 2-4 is selected
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RETTY LITIUETT, FTUTELL TFIaTTdyeT
z|_| Client Contact Information
% Mobile MOUSe
#MS Office Training and Websites
#1 Clarafield Meander, Carramar
#Wa, 6031
%(08) 9404 7041
#officeadmin@mobilemouse.com.au
z|_| ProjectLiaison
@ M] Satterthwaite, Senior Partner
#mailbox@scopevision.com.au
#Www.sCcopevision.com.au
4|_| Client Background
4 Skills Recognition Specialists
%10 staff members:
%2 partners, 2 associates
%1 State Manager
#5Trainers
41 Office Administrator
%1 Accountant
5 Current Technology

Figure 2-16: Selecting and deleting slides in the Outline Pane

8. Press on the keyboard or click Home > Dele Slides group) to remove the slides

As another alternative, you can display slide mini ane (rather than the outline) and then

9. Save the presentation by preé g ( \ i e File tab (Microsoft Office Button in

10.

2.5

SOFT OFFICE CERTIFICATION
concept addresses the Enter and format text competency of the Microsoft
e Specialist Certification (Exam 77-883).

NOTE: This training resource does not necessarily cover all of the requirements of this exam
objective as this objective may include but is not limited to: using text effects, changing the
indentation, alignment, line spacing, and direction of text, changing the formatting of bulleted and
numbered lists, entering text in a placeholder text box, converting text to SmartArt, copying and
pasting text, using Paste Special, and using Format Painter.

Visit http.//www.microsoft.com/learning/en/us/mos-certification.aspx for the latest Microsoft
Office Certification requirements.

In general, you can navigate to any slide and format the text by selecting it and changing formats using
the various options on the Home tab. This process isn’t really any different than formatting text in any
other Microsoft Office program.
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a If you’re planning to make the same formatting changes to every slide in a presentation, don’t do
it one slide at a time. PowerPoint has tools for making global changes with just a few clicks. We
will look at this at a later stage in this manual.

porting the
the following

Earlier on, we imported a Word outline to create new slides in a presentation. Althoug
text is much faster than retyping it, there may still be some clean-up work to be don
exercise you’ll use various options on the Home tab to clean-up and for
Slides.pptx presentation.

w I ¢ T
% Exarcie Time

Formatting Text on a Slide

Exercise 2.a.

1.
2.
3
=+
i
r
/ In PowerPoint 2013 yo n the Outline pane and the Slide pane by clicking
the Normal View button.
4 Select all the bul If) and click the := Bullets button the Home tab,
removing the bu
5. Without deselecting Center Align button (also on the Home tab)
6. , change the font to Tahoma |Tahoma o
7. the Font group), change the font size to 24pt 24 ~
8. Font group), keep clicking the A" | Decrease font size button to
9 in the Font group), keep clicking the A Increase font size button to decrease
10. e title text box (Current Technology) on slide 2 (on the actual slide). Point to the

frame around the text box. The pointer becomes a 4-way arrow. Click on this frame to select the

entire text box

11.  On the Home tab (within the Font group), click the 2%~ Character spacing button, from the

resulting choices, choose Very Loose

12.  Onthe Home tab (within the Font group), click the & Shadow button
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13.  Onthe Home tab (within the Font group), click the drop —down arrow on the A - Font colour
button, choose a colour for the font

14. On the Home tab (within the Clipboard group), click the ¥ Farmat Fainter button
15. Inthe Slides Pane, click slide 3. Click the slide title “Project Goals”

The Format Painter has transferred the formatting from the selected title text box on slide 2 onto the title
text box on slide 3. The Format Painter is now “de-activated”.

16.  On the Home tab (within the Clipboard group), double click the . Format Paint

i',:i., 7; /% Mf%

7

€@ By double clicking the Format Painter button, the Forma
off when you press or click the Format Painter button

er stays active and

17. Inthe Slides Pane, click slide 4. Click the slide title “Im
18. In the Slides Pane, click slide 5. Click the slide titlg
19. Inthe Slides Pane, click slide 6. Click the slide title

20.  Onthe Home tab (within the Clipboard ick tt ormat Fainter  button again (or press

7

) to deactivate the Format Painter

21. Inthe Slides Pane, click slide 4

or confusing to read for some audience
just such a situation.

Slide 4 has quite a few bullet points.
members. Using AutoFit Options prese

22. e bulleted list on slide 4. Click the AutoFit Options

Figure 2-17: Overflowing text frames automatically display the AutoFit Options button

23. Choose Split Text Between Two Slides

Notice how this slide (Implementation and Timeline) is now split over two slides.
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