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Creating and Editing a
Presentation

What Is Microsoft Office PowerPoint 2007?

Microsoft Office PowerPoint 2007 is a complete presentation graphics program that
allows you to produce professional-looking presentations (Figure 1-1). A PowerPoint
presentation also is called a slide show.

PowerPoint contains several features to simplify creating a slide show. For example,
the results-oriented user interface can boost productivity by making tasks and options
readily accessible. Professionally designed standard layouts help you save time by format-
ting and creating content. You then can modify these layouts to create custom slides to fit
your specific needs. To make your presentation more impressive, you can add diagrams,
tables, pictures, video, sound, and animation effects. Additional PowerPoint features
include the following:

* Word processing — Create bulleted lists, combine words and images, find and
replace text, and use multiple fonts and type sizes.

* Outlining — Develop your presentation using an outline format. You also can
import outlines from Microsoft Word or other word processing programs.

* Charting — Create and insert charts into your presentations and then add effects
and chart elements.

® Drawing — Form and modify diagrams using shapes such as arcs, arrows, cubes,
rectangles, stars, and triangles. Then apply Quick Styles to customize and add effects.
Arrange these objects by sizing, scaling, and rotating.

¢ Inserting multimedia — Insert artwork and multimedia effects into your slide show.
The Microsoft Clip Organizer contains hundreds of media files, including pictures,
photos, sounds, and movies.

* Saving to the Web — Save presentations or parts of a presentation in HTML
format so they can be viewed and manipulated using a browser. You can publish your
slide show to the Internet or to an intranet.

® E-mailing — Send your entire slide show as an attachment to an e-mail message.

¢ Collaborating — Share your presentation with friends and coworkers. Ask them
to review the slides and then insert comments that offer suggestions to enhance the
presentation.

¢ Preparing delivery — Rehearse integrating PowerPoint slides into your speech by
setting timings, using presentation tools, showing only selected slides in a presentation,
and packaging the presentation for a CD.

"This latest version of PowerPoint has many new features to increase your produc-
tivity. Graphics and other shape effects allow you to add glow, shadowing, 3-D effects,
and other appealing visuals. Typography effects enhance the design’s impact. PowerPoint
themes apply a consistent look to each graphic, font, and table color in an entire presen-
tation. Digital signatures enable you to verify that no one has altered your presentation
since you created it, and the Document Inspector removes private data, such as comments
and hidden text.
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PowerPoint gives you the flexibility to make presentations using a projection device
attached to a personal computer or using overhead transparencies. In addition, you can take
advantage of the World Wide Web and run virtual presentations on the Internet. PowerPoint
also can create paper printouts of the individual slides, outlines, and speaker notes.

The process of developing a presentation that communicates specific information requires
careful analysis and planning. As a starting point, establish why the presentation is needed.
Next, analyze the intended audience for the presentation and their unique needs. Then,
gather information about the topic and decide what to include in the presentation. Finally,
determine the presentation design and style that will be most successful at delivering the
message. Details of these guidelines are provided in Appendix A. In addition, each project in
this book provides practical applications of these planning considerations.

Project Planning
Guidlines

Project — Presentation with Bulleted Lists

In Project 1, you will follow proper design guidelines and learn to use PowerPoint to
create, save, and print the slides shown in Figures 1-1a through 1-1e on this page and the
next. The objective is to produce a presentation, called A World Beneath the Waves, to
help the Student Government Association (SGA) President, Dave Ehlin, promote the an-
nual spring break diving and snorkeling trip to Cabo San Lucas, Mexico. This slide show
presents the highlights of this trip and promotes the included amenities, tour prices, and
the inviting Pacific waters. Some of the text will have formatting and color enhancements.
In addition, you will print handouts of your slides to distribute to students.

(a) Slide 1 (Title Slide)

A World Beneath the Waves

— —_—

Package Highlights

© Four nights at the Azure Seas Resort

© Breakfast buffet, lunch, dinner, and snacks
¢ Two large swimming pools

® Round-trip airfare and hotel transfers

e Daily activities, including water sports

© Only $495 double occupancy
¢ Non-diver rate: $275
¢ Single occupancy: add $150

* Due by October 1

Rates and Booking

¢ Nonrefundable $150 deposit required

¢ Travel insurance highly recommended

(b) Slide 2 (Single-Level
Bulleted List)

(c) Slide 3 (Multi-Level Bulleted List)

PPT 3
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Snorkeling and Diving

© Three days of two-tank boat dives

* Weights and tanks included A World Beneath the Waves

« Instructors available for beginners
© Various locations based on diving skills

e Spectacular underwater wildlife and landscapes

« See squids, sea turtles, snakes, barracudas, and stingrays

(d) Slide 4 (Multi-Level Bulleted List) (e) Slide 5 (Closing Slide)

Figure 1-1 (continued)

PowerPoint allows you to produce slides to use in an academic, business, or other envi-
ronment. One of the more common uses of these slides is to enhance an oral presentation.
A speaker may desire to convey information, such as urging students to participate in a
food drive, explaining first aid, or describing the changes in an employee benefit pack-
age. The PowerPoint slides should reinforce the speaker’s message and help the audience
members retain the information presented. An accompanying handout gives audience
members reference notes and review material after the presentation’s conclusion.

Overview

As you read this chapter, you will learn how to create the presentation shown in
Figure 1-1 by performing these general tasks:

* Select an appropriate document theme.

* Enter titles and text on slides.

¢ Change the size, color, and style of text.

* View the presentation on your computer.

* Save the presentation so you can modify and view it at a later time.

¢ Print handouts of your slides.

Plan General Project Guidelines
Ahead When creating a PowerPoint document, the actions you perform and decisions you make will
affect the appearance and characteristics of the finished document. As you create a presentation
such as the project shown in Figure 1-1, you should follow these general guidelines:

1. Find the appropriate theme. The overall appearance of a presentation significantly
affects its capability to communicate information clearly. The slides’ graphical appearance
should support the presentation’s overall message. Colors, fonts, and layouts affect how
audience members perceive and react to the slide content.

2. Choose words for each slide. Use the less is more principle. The less text, the more likely
the slides will enhance your speech. Use the fewest words possible to make a point.

(continued)
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(continued) Plan

3. Format specific elements of the text. Examples of how you can modify the appearance, Ahead

or format, of text include changing its shape, size, color, and position on the slide.

4. Determine where to save the presentation. You can store a document permanently, or
save it, on a variety of storage media including a hard disk, USB flash drive, or CD. You
also can indicate a specific location on the storage media for saving the document.

When necessary, more specific details concerning the above guidelines are presented
at appropriate points in the chapter. The chapter also will identify the actions performed
and decisions made regarding these guidelines during the creation of the slides shown in
Figure 1-1.

H H Decreasing Resolution
Starting PowerPoint E You may mosd 1o
. . . . decrease your computer’s
If you are using a computer to step through the project in this chapter and you want resolution if you know
your screen to match the figures in this book, you should change your screen’s resolution you are going to run your
to 1024 X 768. For information about how to change a computer’s resolution, read presentation on another

computer that uses a
lower resolution, such as
800 X 600 or 640 X 480.
This lower resolution,
however, may affect

the appearance of

your slides.

Appendix E.

To Start PowerPoint

The following steps, which assume Windows is running, start PowerPoint based on a typical installation. You
may need to ask your instructor how to start PowerPoint for your computer.

o Click the Start button on the
Windows taskbar to display the

Start menu. i All Programs
T e submenu
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12)

e Click Microsoft Office
PowerPoint 2007 to
start PowerPoint and
display a new blank
document in the
PowerPoint window
(Figure 1-3).

o If the PowerPoint
window is not
maximized, click the
Maximize button next
to the Close button on

its title bar to maximize

the window.

What is a maximized
window?

Q&A

A maximized window
fills the entire screen.
When you maximize a
window, the Maximize
button changes to a
Restore Down button.
When you restore a
maximized window,
the Restore Down
button changes to a
Maximize button.

Other Ways

1. Double-click PowerPoint
icon on desktop, if one
is present

2. Click Microsoft Office

PowerPoint 2007 on
Start menu

Portrait Page
Orientation

If your slide content

is dominantly vertical,
such as a skyscraper

or a person, consider
changing the slide
layout to a portrait page
orientation. To change
the orientation, click the
Slide Orientation button
in the Page Setup group
in the Design tab and
then click the desired
orientation. You can use
both slide and portrait
orientation in the same
slide show.

BTW

title of blank document
is Presentation1

N —
-8+ N Telentinanl - Micresor ABweraTE title bar /ﬂ x
o) - :
| Home | Inset  Design  Animations  SiideShow  Review  View . 7]
= m Q‘I Maximize button changed to a
i =] Layout - | - [a=E e =i LEJD Restore Down button because
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Pafte S::;:' I Delete |! e il 2 il ” A_‘| [ == E‘@ i)~ "ﬁ?" m:‘hm Syles - = shape Effects = L Select~
Clipboard = | Slides Font i Paragraph i Drawing I Editing
Close button

Click to add title

Click to add subtitle

Windows taskbar displays
PowerPoint program
button, indicating

PowerPoint is running

Normal view button
is selected when you
start PowerPoint

Slide1ofl | "Office Theme" |
« start & oo

Figure 1-3

The PowerPoint Window

The PowerPoint window consists of a variety of components to make your work more
efficient and documents more professional. These include the document window, Rib-
bon, Mini toolbar and shortcut menus, Quick Access Toolbar, and Office Button. Some
of these components are common to other Microsoft Office 2007 programs; others are

unique to PowerPoint.

PowerPoint Window

The basic unit of a PowerPoint presentation is a slide. A slide may contain text and
objects, such as graphics, tables, charts, and drawings. Layouts are used to position this
content on the slide. When you open a new presentation, the default Title Slide layout
appears (Figure 1-4). The purpose of this layout is to introduce the presentation to the
audience. PowerPoint includes eight other built-in standard layouts.

The default (preset) slide layouts are set up in landscape orientation, where the
slide width is greater than its height. In landscape orientation, the slide size is preset to
10 inches wide and 7.5 inches high when printed on a standard sheet of paper measuring

11 inches wide and 8.5 inches high.
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The PowerPoint window in Figure 1-4 contains placeholders, a mouse pointer, and
a status bar. Other elements that may appear in the window are discussed later in this and
subsequent chapters.

H9 -0 = Cabo Package - Microsoft PowerPoint Drawing Tools =
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e
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Figure 1-4

PLACEHOLDERS Placeholders are boxes with dotted or hatch-marked borders that are
displayed when you create a new slide. All layouts except the Blank slide layout contain place-
holders. Depending on the particular slide layout selected, title and subtitle placeholders are
displayed for the slide title and subtitle; a content text placeholder is displayed for text, art, or
a table, chart, picture, graphic, or movie. The title slide in Figure 1-4 has two text placehold-
ers where you will type the main heading, or title, of a new slide and the subtitle.

MOUSE POINTER The mouse pointer becomes different shapes depending on the
task you are performing in PowerPoint and the pointer’s location on the screen. The
mouse pointer in Figure 1-4 is the shape of a block arrow.

SCROLL BAR You use the vertical scroll bar to display different slides in the document
window. When you add a second slide to a presentation, this vertical scroll bar appears on
the right side of the Slide pane. On the scroll bar, the position of the scroll box reflects
the location of the slide in the presentation that is displayed in the document window. A
scroll arrow is located at each end of a scroll bar. To scroll through, or display different
portions of the document in the document window, you can click a scroll arrow or drag
the scroll box to move forward or backward through the presentation.

"The Previous Slide button and the Next Slide button appear at the bottom of the vertical
scroll bar. Click one of these buttons to advance through the slides backwards or forwards.
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Using the Notes Pane
As you create your
presentation, type
comments to yourself
in the Notes pane.

This material can be
used as part of the
spoken information you
will share with your
audience as you give
your presentation. You
can print these notes for
yourself or to distribute
to your audience.

Creating and Editing a Presentation

"The horizontal scroll bar also may appear. It is located on the bottom of the Slide pane
and allows you to display a portion of the slide when the entire slide does not fit on the screen.

STATUS BAR The status bar, located at the bottom of the document window above
the Windows taskbar, presents information about the document, the progress of current
tasks, and the status of certain commands and keys; it also provides controls for viewing
the document. As you type text or perform certain commands, various indicators may
appear on the status bar.

The left edge of the status bar in Figure 1-4 shows the current slide number
followed by the total number of slides in the document and a document theme identi-
fier. A document theme provides consistency in design and color throughout the entire
presentation by setting the color scheme, font and font size, and layout of a presentation.
Toward the right edge are buttons and controls you can use to change the view of a slide
and adjust the size of the displayed document.

PowerPoint Views

The PowerPoint window display varies depending on the view. A view is the mode
in which the presentation appears on the screen. PowerPoint has three main views:
Normal, Slide Sorter, and Slide Show, and also Notes Page. The default view is Normal
view, which is composed of three working areas that allow you to work on various aspects
of a presentation simultaneously. The left side of the screen has a Tabs pane that consists
of a Slides tab and an Outline tab that alternate between views of the presentation in a
thumbnail, or miniature, view of the slides and an outline of the slide text. You can type
the text of the presentation on the Outline tab and easily rearrange bulleted lists, para-
graphs, and individual slides. As you type, you can view this text in the Slide pane, which
shows a large view of the current slide on the right side of the window. You also can enter
text, graphics, animations, and hyperlinks directly in the Slide pane. The Notes pane at
the bottom of the window is an area where you can type notes and additional information.
"This text can consist of notes to yourself or remarks to share with your audience. If you want
to work with your notes in full page format, you can display them in Notes Page view.

In Normal view, you can adjust the width of the Slide pane by dragging the splitter
bar and the height of the Notes pane by dragging the pane borders. After you have created
at least two slides, scroll bars, scroll arrows, and scroll boxes will appear on the right edge
of the window.

Ribbon

The Ribbon, located near the top of the PowerPoint window, is the control center
in PowerPoint (Figure 1-5a). The Ribbon provides easy, central access to the tasks you
perform while creating a slide show. The Ribbon consists of tabs, groups, and commands.
Each tab surrounds a collection of groups, and each group contains related commands.

top-level tabs ‘ ’ Home tab ‘ Ribbon
) - _/ ) # Presentationl - Microsoft PowerPaint - = x
3 ¥ =
- Home Insert Design &nimations Slide Show Rewiew  ‘Wiew l ©
1, — =l layout - SR 1 = = it Lyl ® Shape Fill 3 Find
1 | A A||-“-'|I: = ‘“u _JJ L3 g ,_) -
e 2/ Reset =i i L7 Shape Qutline - || A Replace -
Paste e I 8 AV A Shapes Atrange Quick
Slide = A Delete [ B & T abe &LriAa-|| | l ‘ e = Styles - = Shape Effects lg Select~

Clipboard &
e

Slides Fant Paragraph _ Drawing Editing

Figure 1-5(a)



The PowerPoint Window

When you start PowerPoint, the Ribbon displays seven top-level tabs: Home,
Insert, Design, Animations, Slide Show, Review, and View. The Home tab, called the pri-
mary tab, contains the more frequently used commands. To display a different tab on the
Ribbon, click the top-level tab. That is, to display the Insert tab, click Insert on the Rib-
bon. To return to the Home tab, click Home on the Ribbon. The tab currently displayed
is called the active tab.

To display more of the document in the document window, some users prefer to
minimize the Ribbon, which hides the groups on the Ribbon and displays only the top-
level tabs (Figure 1-5b). To use commands on a minimized Ribbon, click the top-level tab.

Each time you start PowerPoint, the Ribbon appears the same way it did the last
time you used PowerPoint. The chapters in this book, however, begin with the Ribbon
appearing as it did at the initial installation of the software. If you are stepping through
this chapter on a computer and you want your Ribbon to match the figures in this book,
read Appendix E.

PPT 9
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Figure 1-5(b)

In addition to the top-level tabs, PowerPoint displays other tabs, called contextual
tabs, when you perform certain tasks or work with objects such as pictures or tables. If
you insert a picture in a slide, for example, the Picture Tools tab and its related subordi-
nate Format tab appear (Figure 1-6). When you are finished working with the picture, the
Picture Tools and Format tabs disappear from the Ribbon. PowerPoint determines when
contextual tabs should appear and disappear based on tasks you perform. Some contextual
tabs, such as the Chart Tools tab, have more than one related subordinate tab.

contextual

gallery scroll
tabs

arrows
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/
f‘-: H9-0 )+ Presentationl - Microsoft PowerPaint ure Tools 7 - 7 X
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Home Insert Design Animations Slide Show Rewiew Wiew rnat o
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Adjust T Picture Styles / "-\ Arrange Size e}
T
in-Ribbon ’ More button ‘ ’ button arrow ‘ ’ Dialog Box Launcher ‘
gallery
Figure 1-6 = | Minimizing the Ribbon
E If you want to minimize

Commands on the Ribbon include buttons, boxes (text boxes, check boxes, etc.),
and galleries (Figure 1-6). A gallery is a set of choices, often graphical, arranged in a grid
or in a list. You can scroll through choices on an in-Ribbon gallery by clicking the gallery’s
scroll arrows. Or, you can click a gallery’s More button to view more gallery options on
the screen at a time. Some buttons and boxes have arrows that, when clicked, also display
a gallery; others always cause a gallery to be displayed when clicked. Most galleries sup-
port live preview, which is a feature that allows you to point to a gallery choice and see its
effect in the document - without actually selecting the choice (Figure 1-7).

the Ribbon, right-click
the Ribbon and then click
Minimize the Ribbon

on the shortcut menu,
double-click the active
tab, or press CTRL+F1.

To restore a minimized
Ribbon, right-click the
Ribbon and then click
Minimize the Ribbon

on the shortcut menu,
double-click any top-level
tab, or press CTRL+F1.

To use commands on a
minimized Ribbon, click
the top-level tab.
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Figure 1-7

Some commands on the Ribbon display an image to help you remember their
function. When you point to a command on the Ribbon, all or part of the command
glows in shades of yellow and orange, and an Enhanced ScreenTip appears on the screen.
An Enhanced ScreenTip is an on-screen note that provides the name of the command,
available keyboard shortcut(s), a description of the command, and sometimes instructions
for how to obtain help about the command (Figure 1-8). Enhanced ScreenTips are more
detailed than a typical ScreenTip, which usually only displays the name of the command.
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Figure 1-8
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Mini Toolbar and Shortcut Menus

The Mini toolbar, which appears automatically based on tasks you perform, contains
commands related to changing the appearance of text in a slide. All commands on the
Mini toolbar also exist on the Ribbon. The purpose of the Mini toolbar is to minimize
mouse movement. For example, if you want to use a command that currently is not
displayed on the active tab, you can use the command on the Mini toolbar - instead of
switching to a different tab to use the command.

When the Mini toolbar appears, it initially is transparent (Figure 1-10a on
the next page). If you do not use the transparent Mini toolbar, it disappears from the
screen. To use the Mini toolbar, move the mouse pointer into the toolbar, which causes
the Mini toolbar to change from a transparent to bright appearance (Figure 1-10b on
the next page).

Turning Off the Mini
Toolbar

If you do not want the
Mini toolbar to display,
click the Office Button,
click the PowerPoint
Options button on the
Office Button menu, and
then clear the ‘Show Mini
Toolbar on selection’
check box in the Popular
panel.

BTW
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Figure 1-10

A shortcut menu, which appears when you right-click an object, is a list of frequently
used commands that relate to the right-clicked object. When you right-click a scroll bar, for
example, a shortcut menu appears with commands related to the scroll bar. If you right-click
an item in the document window, PowerPoint displays both the Mini toolbar and a shortcut
menu (Figure 1-11).
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Quick Access Toolbar

The Quick Access Toolbar, located by default above the Ribbon, provides easy
access to frequently used commands (Figure 1-12a). The commands on the Quick Access
"Toolbar always are available, regardless of the task you are performing. Initially, the Quick
Access Toolbar contains the Save, Undo, and Redo commands. If you click the Customize
Quick Access Toolbar button, PowerPoint provides a list of commands you quickly can
add to and remove from the Quick Access Toolbar (Figure 1-12b).
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Figure 1-12(a) Quick Access Toolbar above Ribbon
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You also can add other commands to or delete commands from the Quick Access
Toolbar so that it contains the commands you use most often. As you add commands to
the Quick Access Toolbar, its commands may interfere with the document title on the

title bar. For this reason, PowerPoint provides an option of displaying the Quick Access
"Toolbar below the Ribbon (Figure 1-12c¢).

——
€ Quick -
Styles = = Shape Effects - %3

Slides

[}
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Slides Faont Paragraph iF] Drawing ]
Quick Access Toolbar \
positioned below Ribbon \
\ =

Figure 1-12(c) Quick Access Toolbar below Ribbon

Each time you start PowerPoint, the Quick Access Toolbar appears the same way it
did the last time you used PowerPoint. The chapters in this book, however, begin with the
Quick Access Toolbar appearing as it did at the initial installation of the software. If you
are stepping through this chapter on a computer and you want your Quick Access Toolbar
to match the figures in this book, you should reset your Quick Access Toolbar. For more
information about how to reset the Quick Access Toolbar, read Appendix E.

Office Button

While the Ribbon is a control center for creating documents, the Office Button
is a central location for managing and sharing documents. When you click the Office
Button, located in the upper-left corner of the window, PowerPoint displays the Office
Button menu (Figure 1-13). A menu contains a list of commands.

Office

Button
menu

.

Button

Office

= Puhblish

¥Jh Close

T

D = Presentationl - Microsoft PowerPoint

list of recently

e e
created Office ;}ﬂ

Recent Documents

documents will | i;: R ”$ E”: |“ﬁ D= & Shape Fill
1 Cabo Package appear here |5 R i = - -1 v L7 shape outline - || £
|§ == EHE Shapes Arrange Quick
iy e s | s - - Shyles = = Shape Effects

Paragraph Drawing

Click to add subtitle

.‘2__1 PowerPoint Options | |X Exit PowerPoint |

Figure 1-13
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When you click the New, Open, Save As, and Print commands on the Office Button
menu, PowerPoint displays a dialog box with additional options. The Save As, Print,
Prepare, Send, and Publish commands have an arrow to their right. If you point to this
arrow, PowerPoint displays a submenu, which is a list of additional commands associated
with the selected command (Figure 1-14). For the Prepare, Send, and Publish commands

that do not display a dialog box when clicked, you can point either to the command or the
arrow to display the submenu.
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printi  the right of a command

= . . causes a submenu to be
Print | b 1/ displayed
-
-
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"
E|BS! B =

1&1 PowerPoint Options HX Exit PowerPoint ]-
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Click to add subtitle

Figure 1-14

Key Tips

If you prefer using the keyboard instead of the mouse, you can press the ALT key
on the keyboard to display a Key Tip badge, or keyboard code icon, for certain commands
(Figure 1-15). To select a command using the keyboard, press its displayed code letter, or
Key Tip. When you press a Key Tip, additional Key Tips related to the selected command
may appear. For example, to select the New command on the Office Button menu, press
the ALT key, then press the F key, then press the N key.

Key Tip badges
appear when
you press ALT
key on keyboard

7
'}I-_ ’_J Presentationl - Microsoft PowerPoint
| Home | i m'G"' Anipations  SideShow  Retew ey [
= — T e
e 8 —— ] EEE Py [ o
. Az _— =1* dpe Cytiing =
Pa'ste F s“d‘v [ Delete |a -l e o | | E| -?j- “W" M:ﬂm S?;:;k— = Shape Effects = L‘s
Clipboard & slides Font Ll Faragraph £ Drawing L

im———

Figure 1-15
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"To remove the Key Tip badges from the screen, press the ALT key or the ESC key until
all Key Tip badges disappear, or click the mouse anywhere in the PowerPoint window.

Choosing a Document Theme

You easily can give a presentation a professional and consistent appearance by using a
document theme. This collection of formatting choices includes a set of colors (the color
theme), a set of heading and content text fonts (the font theme), and a set of lines and fill
effects (the effects theme). These themes allow you to choose and change the appearance
of all the slides or individual slides in your presentation.

Plan Find the appropriate theme.
Ahead In the initial steps of this project, you will select a document theme by locating a particular
built-in theme in the Themes group. You could, however, apply a theme at any time while
creating the presentation. Some PowerPoint slide show designers create presentations using
the default Office Theme. This blank design allows them to concentrate on the words being
used to convey the message and does not distract them with colors and various text attributes.
Once the text is entered, the designers then select an appropriate document theme.

To Choose a Document Theme

The document theme identifier shows the theme currently used in the slide show. PowerPoint initially
uses the Office Theme until you select a different theme. The following steps change the theme for this
presentation from the Office Theme to the Flow document theme.

o ,—l clicking More
) . Design tab button in Themes
e Click DeSIgn on the e _g )~ als) ¥ 7/ Presentationl - Microsoft PowerPoint gallery will show - O x
Ribbon to display L rmu—wm fo 1 i e e more design themes @

) Background Styles -

the Design tab
(Figure 1-16).

Ll -

Page Slide

Setup Orientation
Page Setup

Aa

Aa

| Hide Background Graphics

| | e

~ /T

Background Ll

themes in-
Ribbon gallery

groups on Ribbon change
to show commands
related to design because
Design tab now is the
active tab

Click to add title

Click to add subtitle

Figure 1-16
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Slide Show  Rewiew  ‘Wiew

gallery to expand the gallery, which

v ||| Al Themes >
shows more Built-In theme gallery | This Presentation
options (Figure 1-17). gt Aa ‘

Built-Iin

Experiment —_—

gallery

Point to various document themes
in the Themes gallery and watch
the colors and fonts change on the
title slide.

Are the themes displayed in a

LB

“Aa

TEm om LR | .

specific order?

Office Theme is Browse for Themes..,

default theme
currently applied

Yes. They are arranged in
alphabetical order running from

Sawve Current Theme..,

Mare Themes on Microsaft Office Online..

left to right. If you point to a
theme, a ScreenTip with the design’s
name appears on the screen.

What if I change my mind and do
not want to select a new theme?

Click anywhere outside the All
Themes gallery to close the gallery.

Click to add subtitle

Click to add notes

1 "Office Theme’
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Q&A

e Click the Flow theme to apply this
theme to Slide 1 (Figure 1-18).

If | decide at some future time that
this design does not fit the theme
of my presentation, can | apply a
different design?

Yes. You can repeat these steps at
any time while creating your
presentation.

Flow theme
applied to

Slide 1

=
Figure 1-17
title text
placeholder
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O d
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Figure 1-18
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Creating a Title Slide

With the exception of a blank slide and a slide with a picture and caption, PowerPoint
assumes every new slide has a title. Many of PowerPoint’s layouts have both a title text
placeholder and at least one content placeholder. To make creating a presentation easier,
any text you type after a new slide appears becomes title text in the title text placeholder.
The following steps create the title slide for this presentation.

Plan Choose the words for the slide.
Ahead No doubt you have heard the phrase, “You get only one chance to make a first impression.”
The same philosophy holds true for a PowerPoint presentation. The title slide gives your
audience an initial sense of what they are about to see and hear. It is, therefore, extremely
important to choose the text for this slide carefully. Avoid stating the obvious in the title.
Instead, create interest and curiosity using key ideas from the presentation.
Some PowerPoint users create the title slide as their last step in the design process so that it
reflects the tone of the presentation. They begin by planning the final slide in the presenta-
tion so that they know where and how they want to end the slide show. All the slides in the
presentation should work toward meeting this final slide.

To Enter the Presentation Title

As you begin typing text in the title text placeholder, the title text also is displayed in the Slide 1 thumbnail in
the Slides tab. PowerPoint line wraps text that exceeds the width of the placeholder. The presentation title for
Project 1 is A World Beneath the Waves. This title creates interest by introducing the concept of exploring the life
under water. The following step creates the slide show’s title.

e Click the label, Click to add title,
located inside the title text place- i il S

holder to select the placeholder T
BN -
_ EEEEEE |

. n Colors =
. Fonts =

= @Effects' | Hide Background

{5‘_1] Background Styles

(Figure 1-19).

Background

dashed lines around
border indicate
placeholder is selected

label disappears
when placeholder
is selected

I-beam
mouse
pointer

Click to add subtitle

Figure 1-19
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in placeholder

The AutoFit button displays because
PowerPoint attempts to reduce the
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does not fit on a single line. If you are
creating a slide and need to squeeze
an extra line in the text placeholder,
you can click this button to resize the
existing text in the placeholder so the
spillover text will fit on the slide.

subtitle text
placeholder label

Figure 1-20

Correcting a Mistake When Typing

If you type the wrong letter, press the BACKSPACE key to erase all the characters back
to and including the one that is incorrect. If you mistakenly press the ENTER key after typ-
ing the title and the insertion point is on the new line, simply press the BACKSPACE key to
return the insertion point to the right of the letter s in the word Waves.

When you install PowerPoint, the default setting allows you to reverse up to the
last 20 changes by clicking the Undo button on the Quick Access Toolbar. The ScreenTip
that appears when you point to the Undo button changes to indicate the type of change
just made. For example, if you type text in the title text placeholder and then point to the
Undo button, the ScreenTip that appears is Undo Typing. For clarity, when referencing
the Undo button in this project, the name displaying in the ScreenTip is referenced. You
can reapply a change that you reversed with the Undo button by clicking the Redo button
on the Quick Access Toolbar. Clicking the Redo button reverses the last undo action. The
ScreenTip name reflects the type of reversal last performed.

Paragraphs

Subtitle text in the subtitle text placeholder supports the title text. It can appear on
one or more lines in the placeholder. To create more than one subtitle line, you press the
ENTER key after typing some words. PowerPoint creates a new line, which is the second
paragraph in the placeholder. A paragraph is a segment of text with the same format that
begins when you press the ENTER key and ends when you press the ENTER key again. This
new paragraph is the same level as the previous paragraph. A level is a position within a
structure, such as an outline, that indicates the magnitude of importance. PowerPoint allows
for five paragraph levels.
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To Enter the Presentation Subtitle Paragraph

The first subtitle paragraph links to the title by giving specific details about the vacation location, and the
second paragraph gives information about the person who will be speaking to the audience. The following steps
enter the presentation subtitle.

e Click the label, Click to add subtitle,
located inside the subtitle text place-

holder to select the placeho
(Figure 1-21).

12)

e Type Spring Break in Cabo San
Lucas, Mexico and then pressthe

Ider

dashed lines around
border indicate
placeholder is selected

label disappears
when placeholder
is selected

Figure 1-21

ENTER key.
e Type Presented by Dave Ehlin,
SGA President but do not press . “ .
the ENTER key (Figure 1-22). subtitle text Spring Break in Cabg San Lucas, Mexico
entered in |
< | Why do red wavy lines appear below placeholder Presented by Dave Ehlin, SGA President,
©| the words, Cabo and Ehlin?
red wavy lines
The lines indicate possible spelling indicate possible
misspelled words
errors.

Figure 1-22

Plan
Ahead

Identify how to format specific elements of the text.

Most of the time, you use the document theme's text attributes, color scheme, and layout.
Occasionally, you may want to change the way a presentation looks, however, and still keep
a particular document theme. PowerPoint gives you that flexibility.

Graphic designers use several rules when formatting text.

* Avoid all capital letters, if possible. Audiences have difficulty comprehending sentences
typed in all capital letters, especially when the lines exceed seven words. All capital letters
leaves no room for emphasis or inflection, so readers get confused about what material
deserves particular attention. Some document themes, however, have a default title text
style of all capital letters.

* Avoid text with a font size less than 24 point. Audience members generally will sit a
maximum of 50 feet from a screen, and at this distance 24-point type is the smallest size
text they can read comfortably without straining.

* Make careful color choices. Color evokes emotions, and a careless color choice may elicit
the incorrect psychological response. PowerPoint provides a color palette with hundreds of
colors. The built-in document themes use complementary colors that work well together.
If you stray from these themes and add your own color choices, without a good reason to
make the changes, your presentation is apt to become ineffective.
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Formatting Characters in a Presentation

Recall that each document theme determines the color scheme, font and font size, and
layout of a presentation. You can use a specific document theme and then change the
characters’ formats any time before, during, or after you type the text.

-—
S
(]
-
Qo
©
=
|9
e}
s
o}
o
S
()
3
o)
o

Formatting Words

Fonts and Font Styles To format one word,

Characters that appear on the screen are a specific shape and size. Examples of position the insertion
how you can modify the appearance, or format, of these typed characters on the screen point anywhere in the

. .. . . word. Then make the
and in print include changing the font, style, size, and color. The font, or typeface, formatting changes you

BTW

defines the appearance and shape of the letters, numbers, punctuation marks, and symbols. desire. The entire word
Style indicates how the characters are formatted. PowerPoint’s text font styles include does not need to be
regular, italic, bold, and bold italic. Size specifies the height of the characters and is selected for the change

gauged by a measurement system that uses points. A point is 1/72 of an inch in height. fo occur.

Thus, a character with a point size of 36 is 36/72 (or 1/2) of an inch in height. Color
defines the hue of the characters.

"This presentation uses the Flow document theme, which uses particular font styles
and font sizes. The Flow document theme default title text font is named Calibri. It has
a bold style with no special effects, and its size is 56 point. The Flow document theme
default subtitle text font is Constantia with a font size of 26 point.

To Select a Paragraph

You can use many techniques to format characters. When you want to apply the same formats to multiple
words or paragraphs, it is efficient to select the desired text and then make the desired changes to all the characters
simultaneously. The first formatting change you will make will apply to the second paragraph of the title slide sub-
title. The following step selects this paragraph.

e Triple-click the paragraph, Presented " tansprmMini -
by Dave Ehlin, SGA President, in the z ; B toolbar appears |

whenever you

subtitle text placeholder to select select text
the paragraph (Figure 1-23). °

. "

Can | select the paragraph using a Spring Breakin Cabo San Lucas, Mexico
technique other than triple-clicking? btitle toxt — e e e
Yes. You can move your mouse " Pr65611ted_']€_}fDa\fe Ehlin, SGA President
pointer to the left of the first is selected

paragraph and then drag it to the
end of the line.

Q&A

Figure 1-23
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To Italicize Text

Different font styles often are used on slides to make them more appealing to the reader and to emphasize
particular text. Italic type, used sparingly, draws the readers’ eyes to these characters. The following step adds
emphasis to the second line of the subtitle text by changing regular text to italic text.

e With the subtitle text still selected,
click the Italic button on the Mini tool- J
bar to italicize that text on the slide
and on the slide thumbnail
(Figure 1-24).

If I change my mind and decide
not to italicize the text, how can | —— paragraph

remove this style? has italic font style
applied

Q&A

Select the italicized text and then click
the Italic button. As a result, the Italic
button will not be selected, and the
text will not have the italic font style.

Consta i
Spring Bre :':11\ 11"1
ey

Presented by D Dmfe Yhiin,

Figure 1-24

Other Ways

1. Right-click selected text, 2. Click Home tab, click Italic
click Font on shortcut in Font group
menu, click Italic in Font 3. Press CTRL+I
style list

To Select Multiple Paragraphs

Each of the subtitle lines is a separate paragraph. As previously discussed, PowerPoint creates a new paragraph
each time you press the ENTER key. To change the character formatting in both paragraphs, it is efficient to select the
desired text and then make the desired changes to all the characters simultaneously.

The next formatting change you will make will apply to both title slide subtitle paragraphs. The following step
selects the first paragraph so that you can format both paragraphs concurrently.

e With the second subtitle text
paragraph selected, press the CTRL key
and then triple-click the first subtitle
text paragraph, Spring Break in Cabo
San Lucas, Mexico, to select both
paragraphs (Figure 1-25).

Can | use a different technique to

select both subtitle text paragraphs? | solid line indicates
both subtitle

Yes. Click the placeholder border so z:ﬁcrt):;agraphs
that it appears as a solid line. When

the placeholder is selected in this
manner, formatting changes will
apply to all text in the placeholder.

Q&A

transparent Mini toolbar
appears when second
paragraph is selected

[ L] L ]
Spring Braak in (abo San Lucas, Mexico
Presented by Dave Ehlin, SGA President

Figure 1-25
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Identify how to format specific elements of the text. Plan
When selecting text colors, try to limit using red. At least 15 percent of men have difficulty Ahead
distinguishing varying shades of green or red. They also often see the color purple as blue
and the color brown as green. This problem is more pronounced when the colors appear in
small areas, such as slide paragraphs or line chart bars.
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To Change the Text Color

PowerPoint allows you to use one or more text colors in a presentation. To add more emphasis to the title slide
subtitle text, you decide to change the color. The following steps add emphasis to both subtitle text paragraphs by

changing the font color from white to dark blue.

o Theme Colors
row shows Flow
theme colors

e With both paragraphs selected, click
the Font Color arrow on the Mini
toolbar to display the palette of
Theme Colors and Standard Colors .
(Figure 1-26). Spring Breakin CabgSan I

If the Mini toolbar disappears from Presented oatlin, &
. . - ® indicates current s -
the screen, how can | display it font color

once again?

Right-click the text, and the Mini
toolbar should appear.

Q&A

color
palette

Standard Colors
row has colors

associated with
every theme

Figure 1-26

12)

e Click the Dark Blue button in the
Standard Colors row on the

Mini toolbar (row 1, column 9) to Font Color button
! | indicates current
change the font color to dark blue - - £ text color

(Figure 1-27).
Why did | select the color, dark blue?

Dark blue is one of the 10 standard
colors associated with every docu- Sulbidle et
. ) paragraphs
ment theme, and it works well with colgr cl?g?ged
i
the shades of blue already on the e
slide. An additional consideration is

that dark colors print well.

13)

e Click outside the selected area
to deselect the two paragraphs.

Q&A

Figure 1-27

Other Ways

1. Right-click selected text,
click Font on shortcut
menu, click Font color
button, click Dark Blue
in Standard Colors row

2. Click Home tab, click
Font Color arrow in Font
group, click Dark Blue in
Standard Colors row
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To Select a Group of Words

PowerPoint designers use many techniques to format characters. To apply the same formats to multiple words
or paragraphs, they select the desired text and then make the desired changes to all the characters simultaneously.

"To add emphasis to the vacation destination, you want to increase the font size and change the font style to
bold for the words, Cabo San Lucas. You could perform these actions separately, but it is more efficient to select this
group of words and then change the font attributes. The following steps select a group of words.

e Position the mouse pointer mouse pointer
immediately to the left of the first Lo

character of the text to be selected text to select
(in this case, the C in Cabo)
(Figure 1-28).

Figure 1-28

12)

e Drag the mouse pointer through
the last character of the text to be
selected (in this case, the s in Lucas)
(Figure 1-29).

mouse
pointer

Figure 1-29

To Increase Font Size

"To add emphasis, you increase the font size for Cabo San Lucas. The Increase Font Size button on the Mini
toolbar increases the font size in preset increments. The following step uses this button to increase the font size.

e Click the Increase Font Size button
on the Mini toolbar once to increase
the font size of the selected text
from 26 to 28 point (Figure 1-30).

Other Ways

1. Click Home tab, click
Increase Font Size
button in Font group

2. Click Home tab, click
Font Size box arrow, Figure 1-30
click new font size

3. Press CTRL+SHIFT+>
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To Bold Text

Bold characters display somewhat thicker and darker than those that display in a regular font style. Clicking
the Bold button on the Mini toolbar is an efficient method of bolding text. To add more emphasis to the vacation
destination, you want to bold the words, Cabo San Lucas. The following step bolds this text.

e Click the Bold button on the Mini | . FT—_ Bold button
toolbar to bold the three selected gelbold el
words (Figure 1-31).
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Other Ways

1. Click Home tab, click
Bold button in Font .
group Figure 1-31

2. Press CTRL+B

Identify how to format specific elements of the text. Plan
Avoid line wraps. Your audience’s eyes want to stop at the end of a line. Thus, you must plan Ahead
your words carefully or adjust the font size so that each point displays on only one line.

To Decrease the Title Slide Title Text Font Size

The last word of the title text, Waves, appears on a line by itself. For aesthetic reasons, it is advantageous to
have this word appear with the rest of the title on a single line. One way to fit text on one line is to decrease the font
size. The process is similar to increasing the font size. Clicking the Decrease Font Size button on the Mini toolbar
decreases the size in preset increments. The following steps decrease the font size from 56 to 48 point.

e Select the title slide title text, A
World Beneath the Waves
(Figure 1-32).

Themes

current

default font Decrease Font
size is 56 point Size button

ARARASANIAAAAAR

Figure 1-32
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12)

e Click the Decrease Font Size

" Hide Background Grap

BTW

button on the Mini toolbar twice to
decrease the font size from 56 to

48 point (Figure 1-33).

Other Ways

1. Click Home tab, click
Decrease Font Size
button in Font group

2. Click Home tab, click
Font Size box arrow,
click new font size

3. Press CTRL+SHIFT+<

Plan
Ahead

Saving in a Previous
PowerPoint Format
To ensure that your
presentation will open
in an earlier version

of PowerPoint, you
must save your file in
PowerPoint 97-2003
format. Files saved in
this format have the .ppt
extension.

Themes Eackground

Decrease Font
Size button
selected

font size is
now 48 point

A Wor_ld Be_n_eat_h the Waves_

L arrrrrer

font size of selected
text decreased, so
words appear on
one line

Figure 1-33

Saving the Project

While you are building a presentation, the computer stores it in memory. When you
save a presentation, the computer places it on a storage medium such as a USB flash drive,
CD, or hard disk. A saved presentation is referred to as a file. A file name is the name
assigned to a file when it is saved.

It is important to save the presentation frequently for the following reasons:

* The presentation in memory will be lost if the computer is turned off or you lose
electrical power while PowerPoint is open.

¢ If you run out of time before completing your project, you may finish your presentation
at a future time without starting over.

Determine where to save the document.
When saving a document, you must decide which storage medium to use.

e If you always work on the same computer and have no need to transport your projects to
a different location, then your computer’s hard drive will suffice as a storage location. It
is a good idea, however, to save a backup copy of your projects on a separate medium in
case the file becomes corrupted or the computer’s hard drive fails.

e If you plan to work on your projects in various locations or on multiple computers, then
you should save your projects on a portable medium, such as a USB flash drive or CD. The
projects in this book use a USB flash drive, which saves files quickly and reliably and can
be reused. CDs are easily portable and serve as good backups for the final versions of
projects because they generally can save files only one time.
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To Save a Presentation ©
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You have performed many tasks and do not want to lose the work completed thus far. Thus, you should save the -
presentation. The following steps save a presentation on a USB flash drive using the file name, Cabo Package. s
(1) e
° Wl'th a USB flash drive connected @\%éﬂ_’_l Z?J\'I:on _Presentatlonl - Microsoft PowerPoint ! Drawing Tools | %
to one of the computer’s USB ports, o e oeon |Taa ER O IO T e | e a
click the Save butt(?n on the Quick ] _| Aa .1 Aa pr— - :1
AFcess Toolbar to display the Save As St [—— 2_.. f— — “a
dialog box. (Figure 1-34). Page Setup Themes.
. [stdes  (outline. x| save As
g Do | have to save to a USB flash drive? dialog box
4
©'| No. You can save to any device or |
folder. A folder is a specific location
on a storage medium. You can save to saveln | L) My Docments w_
the default folder or a different folder. oy Trusted EMV Music
emplates My Pickures My D i i clEl
Yog alslo can c.reate your own folders, Gy (s o fo¥de?E;$?nd:;;u|: au
which is explained later in this book. i sharePaint Drafts | folder may differ)
@Desktop \_J5naglt Catalog
laglgcuments
My
omputer
ny Metwork

Flaces

words in title text
placeholder on title
slide are displayed
as default file name
and are selected in
File name text box

default file type
l is PowerPoint

Presentation :‘

File narme:

Save as Y08 | poyerPaint Presentation 4

o
1Tl
Figure 1-34
e Type Cabo Package in the File . e iD "
. areHaln! Fares
name box to change the file name. [E35nagt Catalog
Do not press the ENTER key after
typing the file name (Figure 1-35).
g What characters can | use in a
o/ file name?
A file name can have a maximum
of 255 characters, including spaces.
The only invalid characters are the selected words in default
backslash (\), slash (/), colon (), :‘:: ?:;:c:gtxg‘::i;ity
asterisk (*), question mark (?), type the new file name clicking Cancel
qguotation mark (“), less than symbol / g‘;tst:t“h‘g’is"ave
(<), greater than symbol (>), and Filename: |Cabo Packagel As dialog box
vertical bar (|) Save as bype: |PowerPoint Presentation ’9|

,W

Figure 1-35
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©

e Click the Save in box arrow to
display a list of available drives and
folders (Figure 1-36).

Why is my list of files, folders, and
drives arranged and named dif-
ferently from those shown in the
figure?

Q&A

Your computer’s configuration
determines how the list of files and
folders is displayed and how drives
are named. You can change the save
location by clicking shortcuts on the
My Places bar.

How do | save the file if | am not
using a USB flash drive?

Q&A

Use the same process, but be certain
to select your device in the Save
in list.

(4

e Click UDISK 2.0 (E:) in the Save in list
to select the USB flash drive, Drive E
in this case, as the new save location
(Figure 1-37).

What if my USB flash drive has a
different name or letter?

Q&A

It is very likely that your USB flash
drive will have a different name and
drive letter and be connected to a
different port. Verify the device in
your Save in list is correct.

1) Shelly Cashman's Documents
W My Computer

I Shared Documents

4 314 Floppy (A
aee Local Disk ()

list of available
drives and folders is

(=] Documents i DWD-RYY Drive (D) displayed in Save in list
oy e LIDISK 2.0(E:) i |
Computer Iy Metwork Places
o Iy Mebwark 3 My Documents \ -
Places
\\ project to be
My Places bar saved on USB
allows you to flash drive

change save
location

File: name: |Cah0 Package

Jave as Lype: |P0werPoint Presentation

v
R —]
Figure 1-36

Save in; <% I v| @-13

Tfustfd USB flash

gl drive is new

My Recent save location

Dacurnents

Desktop \ %

My o

Documents no PowerPoint files

o currently saved on USB

Cgm - flash drive, so no file

P names are displayed

Iy Mebwork

Places
File name: |Cabio Package Save v |
Save as bype: |P0werP0int Presentation butt(in W |

\

Figure 1-37
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Q&A

e Click the Save button in the Save As
dialog box to save the presentation
on the USB flash drive with the file
name, Cabo Package (Figure 1-38).

How do | know that the project is
saved?

While PowerPoint is saving your
file, it briefly displays a message
on the status bar indicating the
amount of the file saved. In addi-
tion, your USB drive may have a
light that flashes during the save

process.
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Cabo Package - Microsoft PowerPaint Drarwa'ng Taals |
esign | An\mations  Slide Show Rewiest  Wiew Format
r = = n Cotors = ||
Aa 4 E A -‘H _\'.h’_ - [A]Fonts - I
project name changed "--“ s|ir
from Presentation1 to new @E"Qm |
file name, Cabo Package e ]
saved document
remains in memory
and is displayed on
= the screen
r:lick to add notes
Figure 1-38

Other Ways

Adding a New Slide to a Presentation

With the title slide for the presentation created, the next step is to add the first text slide
immediately after the title slide. Usually, when you create a presentation, you add slides with
text, graphics, or charts. Some placeholders allow you to double-click the placeholder and

1. Click Office Button, click
Save, type file name,
select drive or folder,
click Save button

2. Press CTRL+S or press
SHIFT+F12, type file
name, select drive or
folder, click Save button

then access other objects, such as media clips, charts, diagrams, and organization charts. You
can change the layout for a slide at any time during the creation of a presentation.

To Add a New Text Slide with a Bulleted List

When you add a new slide, PowerPoint uses the Title and Content slide layout. This layout provides a
title placeholder and a content area for text, art, charts, and other graphics. A vertical scroll bar appears in
the Slide pane when you add the second slide so that you can move from slide to slide easily. A thumbnail
of this slide also appears in the Slides tab. The following steps add a new slide with the Title and Content
slide layout.
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o Home tab

o Click Home on the Ribbon to display @ [~ ] Jg Cabo Package - Microsoft PowerPoint Drawing Tools | '
the Home tab (Figure 1-39). | Home | Inset  Design  Animations  SlideShow  Review  View  Format
3 & E:’“*' Calibri [Heading: = 48~ | A A‘|@|!i i= "EJ,E ";EJ i== lng' ‘ @
& Reset | : Sy b =i
Pasti AV - - = - Sh
aste _3 T lcu |B|Z U abe 8|2~ As-||A |||= . || Shees
Cliphoard || Slides Font | ]
Slides ( Qutine . x|
il
Figure 1-39
New Slide
9 button
o CI|Ck the NeW Sllde @ d9- * Cabo Package - Microsoft PowerBaint = E R
button in the Slides Hame { Insert  Design  Animations  Slide Show  Review  iew )
. i_.]liynut' Il = g Shape Fill = # Find |
group 'Fo |nsert_a new I%iﬁl“"‘t [A A lDil‘— = ‘@ oy I [ Shape Ditine - || 8, Meplaee =
slide with the Title Pme S:;e' Datate ||| BT b B A ”A ||[= ?j'. RS P S%ﬂ;k « ShapeEffects = || [y Select~
and Content layout “’_“”*‘“'M i Oawng || cdiing
(Figure 1-40). === -
- . vertical scroll bar
- A = - N c— - appears when second
;(5 Why does the bullet Pt e e R slide is added to
o/| character display a AEEE
blue dot? — Click to add title \
The Flow docu.ment o Clicktondd text
theme determines the \ ITltle an':i Content
ayout has two
bullet characters. Each pI);cehoIders
default
paragraph level has bullet
an associated bullet GIENESR ety character —
indicates current = g =
character. slide is displayed E %
;(a | clicked the New i c |
o/| Slide arrow instead
of the New Slide but-
ton. What should | do? Previous
Slide button
Click the Title and
Content slide thumb- e — Next Slide button
nail in the layout P ——
gallery.

Figure 1-40

Other Ways

1. Press CTRL+M
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Choose the words for the slide. Plan
All presentations should follow the 7 X 7 rule which states that each slide should have a Ahead
maximum of seven lines, and each line should have a maximum of seven words. PowerPoint
designers must choose their words carefully and, in turn, help viewers read the slides easily.
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Creating a Text Slide with a Single-Level
Bulleted List

The information in the Slide 2 text placeholder is presented in a bulleted list. All the bullets
appear at the same paragraph level, called the first level.

To Enter a Slide Title

PowerPoint assumes every new slide has a title. The title for Slide 2 is Package Highlights. The following step
enters this title.

e Click the Iabel, Click to add title, ~ Slide 2 title text appears |
. title text placehold &
to select it and then type Package g ch S lace ol

Highlights in the placeholder. Do
not press the enTer key (Figure 1-41).

g What are those six icons grouped in pmaeugh.-ah;

o!| the middle of the slide? ' » Clicktoadd text -_
You can click one of the icons to ,‘;;",':;?;‘ph label in
insert a specific type of content: G ety

table, chart, SmartArt graphic,
picture, clip art, or media clip.

Tl =

g i.. [

=] Kkl 55

Figure 1-41

To Select a Text Placeholder

Before you can type text into the text placeholder, you first must select it. The following step selects the text
placeholder on Slide 2

e Click the label, Click to add text,

f:las_hed-line border —\
to select the text placeholder Pa C kage H | g h I ]g hts ::géfzzfesdplaceholder
(Figure 1-42). o
< .
Why does my mouse pointer have a ‘ \ | S rww—
o| different shape? pointer
If you move the mouse pointer away 2::f;f:ph .
from the bullet, it will change shape. g::izﬁzfése;”l?e"
selected m—— e mm——
Figure 1-42
Other Ways

1. Press CTRL+ENTER
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To Type a Single-Level Bulleted List

The content placeholder provides an area for the text characters. When you click inside a placeholder, you
then can type or paste text. If your text exceeds the size of the placeholder, PowerPoint will attempt to make the text
fit by reducing the text size and line spacing. Line spacing is the amount of vertical space between the lines of text.

As discussed previously, a bulleted list is a list of paragraphs, each of which is preceded by a bullet. A
paragraph is a segment of text ended by pressing the ENTER key. The next step is to type the single-level bulleted
list, which consists of five paragraphs (Figure 1-1b on page PPT 3). The following steps create a single-level
bulleted list.

e Type Four nights at the Azure

Seas Resort and then press the :T * gl::: 5-&;nstan—tia[80d!.}5§'.;|§§?\E| 4._}: [g.jﬁllq - @
) = Lj e it i

E_NTER key to begin a n(.ew bulleted Pate gmg- i B I U e 8 8- MH?] === E] E' Shapes

first-level paragraph (Figure 1-43). 2 | —_— -~ A — "

H . |1 button
Can | delete bullets on a slide? selected

Q&A

Yes. If you do not want bullets to
display on a particular paragraph,
click the Bullets button in the

Paragraph group on the Home tab .

or right-click the paragraph and /_____ﬁ._g_,..
then click the Bullets button on the
Mini toolbar.

Te Four nights at the Azure Seas Resor

P s s e Air s s

Figure 1-43
® Type Breakfast buffet, lunch, Cabo Package - Microsoft PowerPoint | Drawing Tools |
dinner, and snacks and then i’ | Wi dsa. A wae D vewee

press the ENTER key.

-

e Type Two large swimming pools
and then press the ENTER key.

sn es Arrange Quick j
'I’ M - s‘%tiv =/ Shape Effe

Drawing.

e Type Round-trip airfare and
hotel transfers and then press
the ENTER key.

e Type Daily activities,
including water sports
but do not press the ENTER key
(Figure 1-44).

first-level
paragraph
text entered

Q_ ______________________________________________
* Four nights at the Azure Seas Resort W
< | | pressed the ENTER key in error, and » Brealkfast buffet, lunch, dinner, and snacks
o| now a new bullet appears after the
last entry on this slide. How can |

remove this extra bullet?
Press the BACKSPACE key.

* Two large swimming pools
* Round-tripairfare and hotel transfers

|
::: » Dailyactivities, including water sports|
|

Figure 1-44
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Creating a Text Slide with a Multi-Level
Bulleted List

Slides 3 and 4 in Figure 1-1 on pages PPT 3 and 4 contain more than one level of
bulleted text. A slide that consists of more than one level of bulleted text is called a
multi-level bulleted list slide. Beginning with the second level, each paragraph indents
to the right of the preceding level and is pushed down to a lower level. For example, if you
increase the indent of a first-level paragraph, it becomes a second-level paragraph.
Creating a text slide with a multi-level bulleted list requires several steps. Initially,
you enter a slide title in the title text placeholder. Next, you select the content text place-
holder. Then, you type the text for the multi-level bulleted list, increasing and decreasing
the indents as needed. The next several sections add a slide with a multi-level bulleted list.
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To Add a New Slide and Enter a Slide Title

When you add a new slide to a presentation, PowerPoint keeps the same layout used on the previous slide.
PowerPoint assumes every new slide has a title. The title for Slide 3 is Rates and Booking. The following steps add a
new slide (Slide 3) and enter a title.

o New Slide
button

e Click the New Slide @@ Cabo Package - Microsoft PowerPoint =t X'
. . i =
button in the Slides | Home | insert  Design  Animations  SideShow  Review  View
group on the Home DR S e ([ e | (T E L g s
. =3 |||*=—tT Reset 5 e — i =i Shape Outline - || & Replace ~
tab to insert a new 7 | et || BT e & XA A [ ESEEE] g || anne e T et || G et
slide with the Title Stides b _ ok S 1 | S SR AR
and Content layout r— — title text
4 - placeholder |

(Figure 1-45).

Click to add title

o Clickto add text

orange border
indicates current
slide is displayed

Slide 3 added I
to presentation

*4 start & ricros

Figure 1-45
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12)

o Click the title text placeholder and
then type Rates and Booking in
this placeholder. Do not press the
ENTER key (Figure 1-46).

e Clicktoadd text;

tes and Book'ﬂpg

bulleted paragraph
label in text
placeholder

title entered
in title text
placeholder

=l b
EE %
B &%

—"_\_/_'\‘

Figure 1-46

Other Ways

1. Press SHIFT+CTRL+M

To Type a Multi-Level Bulleted List

In a multi-level bulleted list, a lower-level paragraph is a subset of a higher-level paragraph. It usually contains
information that supports the topic in the paragraph immediately above it.

"The next step is to select the content text placeholder and then type the multi-level bulleted list, which consists of
six entries (Figure 1-1c on page PPT 3). Creating a lower-level paragraph is called demoting text; creating a higher-level
paragraph is called promoting text. The following steps create a list consisting of three levels.

o

e Click the bulleted paragraph text
placeholder.

e Type Only $495 double
occupancy and then press the
ENTER key (Figure 1-47).

I+

Te Only $405.double occupancy

|
|
|
|
|
I
|
|
|
|
|
|
I
a]
i
|
i
|
|

Figure 1-47
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-
L

(7]

=l

- [}

Increase List ©

Level button N

(2 U
. . +

o Click the Increase List Level button == =1 £
in the Paragraph group to indent =5 il Y
the second paragraph below the g si‘?':'- & Belete o
first and create a second-level  Slides %

: o

paragraph (Figure 1-48).

Why does the bullet for this
paragraph have a different size
and color?

Q&A

A different bullet is assigned to each

paragraph level.
£

Te Only $495 double occupancy

second-level
paragraph

[l M R indented

paragraph

Figure 1-48

13)

e Type Non-diver rate: $275 and
then press the ENTER key to add a
new paragraph at the same level as
the previous paragraph.

Picperighighs. 0 [INNEEEN O ——————
PRt

e Type Single occupancy: add
$150 and then press the ENTER key
(Figure 1-49).

¢ Non-diver rate: $275

« Single occupancy: add $i150

———— | second-level
Fate and Booking paragraph

i text entered

I second-level

bullet o S
Figure 1-49

0 Decrease List Level
button not selected
o Click the Decrease List g because paragraph level
. — (5= Layout cannot be decreased
Level button in the =] o s
|| Slide- A Delete

r- T e bl
i ‘Y"&,.?‘*‘wammmm
sl .

Paragraph group so
that the second-level
paragraph becomes a
first-level paragraph
(Figure 1-50).

_________________________ e e e

e Only $495 double occupancy

first-level
bullets

|

1

|
8]

» Non-diverrate: $275

* Single occupancy: add $150

o |

Other Ways

1. Press TAB to promote
paragraph; press Figure 1-50
SHIFT+TAB to demote
paragraph
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To Type the Remaining Text for Slide 3

The following steps complete the text for Slide 3.
o Type Nonrefundable $150 deposit required and then press the ENTER key.
9 Click the Increase List Level button in the Paragraph group to demote the paragraph.
9 Type Due by October 1 and then pressthe ENTER key.
o Click the Decrease List Level button in the Paragraph group to promote the paragraph.

e Type Travel insurance highly recommended but do not press the ENTER key
(Figure 1-51).

H®-0 = Cabo Package - Microsoft PowerPoint | Drawing Toals |
T z = -- i i :
| Home | Insert  Design  Animations  Slide Show  Rewiew  Wiew Format
I == N [==] - r T — | e -
K1 % | ) 2 o moa - (&) [EREA R P 2 (g2
P.-t S M Eahaset | . AV = = = g Arran é;ng =
aste B o » Ra - - = E=~ — 153 -
- F | siide~ 2 Delete (B 7 U e & 8- aa||A-| |E == - i *ﬂsﬁns'q
Clipboard = Slides Font f Paragraph = Drawing

r—— o
* Only$495 double occupancy

» Non-diver rate: $275

» Nonrefundable $150 depositrequired
¢ Due by October1
e Travel insurance highlyrecommended

multi-level
bulleted list
text added
to slide

|
|
|
i « Single occupancy: add $150
|
|
|
|
|

| Click to add notes

slide3of3 | Flow' oo | [

Figure 1-51
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To Create Slide 4

Slide 4 is the final multi-level bulleted text slide in this presentation. It has three
levels. The following steps create Slide 4.

o Click the New Slide button in the Slides group.

-—
S
(]
-
o
©
=
|9
-
s
O
o
S
()]
3
(o]
o

9 Type Snorkeling and Diving in the title text placeholder.
9 Press CTRL+ENTER to move the insertion point to the text placeholder.

o Type Three days of two-tank boat dives and then press the ENTER key.

9 Click the Increase List Level button. Type Weights and tanks included and then press
the ENTER key (Figure 1-52).

Home | Insert  Desigm

N IVERPE
Paﬁ;] > 9 i smu s Arr Quick

ke e e ange ;

% F || slide~ & Delete = e J
Clipboard Slides Fant Drawing
x':||'

| = = e —— =
c?_ ________________
| ® Threedays of two-tank boat dives
|
| * Weights and tanks included
|
: | text added to
| ‘ title and text
1 placeholders
second-level
paragraph bullet
=

Slide 4 added to
presentation

| Click to add notes

Slide 4074 | Flow | o |
Ty start & ricr

Figure 1-52

To Create a Third-Level Paragraph

Slide 4 contains detailed information about the particular dives. Each additional paragraph becomes more
specific and supports the information in the paragraph above it.

The next line in Slide 4 is indented an additional level, to the third level. The following steps demote the text to a
third-level paragraph.
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o

o Click the Increase List Level button
so that the second-level paragraph
becomes a third-level paragraph
(Figure 1-53).

(2

e Type Instructors available
for beginners and then press the
ENTER key to create a second third-
level paragraph (Figure 1-54).

(3)

o Click the Decrease List Level button
two times so that the insertion point
appears at the first level (Figure 1-55).

Increase List
| Level button
—d

2

Te Three days of two-tank boat dives

* Weights and tanks included
m
third-level
paragraph bullet Figure 1-53

Aarira s

an

* Weights and tanks included

» Instructors available for beginners

Rates and Eee king
Ve il e
ot A
ol s ropar

fruireray
[ P

Decrease List
Level button

] |
firstlevel + Weights and tanksincluded
paragrap

bullets « Instructors available for beginners

Figure 1-55
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To Type the Remaining Text for Slide 4

The next three paragraphs concern what divers and snorkelers will view. The following
steps type the remaining text for Slide 4.

o Type Various locations based on diving skills and then press the ENTER key.
9 Press the TAB key to increase the indent to the second level.

9 Type Spectacular underwater wildlife and landscapes and then pressthe ENTER key.
o Press the TAB key to increase the indent to the third level.

e Type See squids, sea turtles, snakes, barracudas, and stingrays butdo
not press the ENTER key (Figure 1-56).

B
Slige = & Delete
slides.

Te Three days of two-tank boat dives
¢ Weights and tanks included

+ Instructors available for beginners

® Various locations based on diving skills

¢ Spectacularunderwaterwildlife and landscapes
multi-level . .
bulleted list » Seesquids, sea turtles, snakes, barracudas, and stmgrast
text added
to slide

Figure 1-56

Choose the words for the slide. Plan
After the last bulleted list slide in the slide show appears during a slide show, the default Ahead
PowerPoint setting is to end the presentation with a black slide. This black slide appears
only when the slide show is running and concludes the slide show, so your audience never
sees the PowerPoint window. It is a good idea, however, to end the presentation with a
final, closing slide to display at the end of the presentation. This slide ends the presen-
tation gracefully and should be an exact copy, or a very similar copy, of your title slide.
The audience will recognize that the presentation is drawing to a close when this slide
appears. It can remain on the screen when the audience asks questions, approaches the
speaker for further information, or exits the room.
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Ending a Slide Show with a Closing Slide

All the text slides are created for the Cabo Package slide show. This presentation thus far
consists of a title slide, one text slide with a single-level bulleted list, and two text slides
with a multi-level bulleted list. A closing slide that resembles the title slide is the final slide
to create.

To Duplicate a Slide

When two slides contain similar information and have the same format, duplicating one slide and then making
minor modifications to the new slide saves time and increases consistency.

Slide 5 will have the same layout and design as Slide 1. The most expedient method of creating this slide is to
copy Slide 1 and then make minor modifications to the new slide. The following steps duplicate the title slide.

e Click the Slide 1 thumbnail in the (On) H9-9 Cabo Package - Microsoft PowerPoint
Slides tab to display Slide 1 < | Home | Inset  Design  Arimations  Slide Show  Review  View
(Figure 1-57). = =i - — . .
| =i | gt (SRR
— 53 o] Reset

Paste Mew AV . LA~ | |[= 2 :
- . T Delete || B I U e & 2 As ||—= | .|_
Slides tab ol | e |
Clipbo - Slides Font i | Paragraph i | |

Slide 1 is
displayed

Slide 1
thumbnail
is selected

e

Packags Highlight=
% b

Figure 1-57

12)

e Click the New Slide arrow in the = | Mew [ New lide
Slides group on the Home tab to i g S”“‘"Q—D arrow
. Flow layout
display the Flow layout gallery
(Figure 1-58).

Paragraph

Section Header

Fachage Highlg
Pt roghe e abe s
£ foart

Title Cinly

]

Fat= and Boo

- |

Elank Content with
Caption

clicking Duplicate
Selected Slides
creates copy of
selected Slide 1

Figure 1-58
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Q.

(3] £
. - . . :

e Click Duplicate Selected Slides in @ Hd9-0 = Cabo Package - Microsoft PowerPoint 3
the Flow_ layout g.alle.ry to cref':\te | Home | Inset  Busign  Awimatlons Siide Show =

a new Slide 2, which is a duplicate e * T ——— - g

of Slide 1 (Figure 1-59). B el [ A = =
Paste ; | Sllda' 1 Delste ‘| B_I T abe & M- Al.”é_ = ;

Clipboard || Slides Font 8

Slide 2 is
selected and
is duplicate

of Slide 1

presentation |k to add notes
consists of

five slides

T stant & i

Figure 1-59

To Arrange a Slide

The new Slide 2 was inserted directly below Slide 1 because Slide 1 was the selected slide. This duplicate slide
needs to display at the end of the presentation directly after the final title and content slide.

Changing slide order is an easy process and is best performed in the Tabs pane. When you click the slide
thumbnail and begin to drag it to a new location, a line indicates the new location of the selected slide. When you
release the mouse button, the slide drops into the desired location. Hence, this process of dragging and then drop-
ping the thumbnail in a new location is called drag and drop. You can use the drag-and-drop method to move any
selected item, including text and graphics. The following step moves the new Slide 2 to the end of the presentation
so that it becomes a closing slide.
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o With Slide 2 selected, drag the Slide 2
slide thumbnail in the Slides pane
below the last slide thumbnail
(Figure 1-60).

MAAAAAAARAAAAAAR

Snorkelingand O iing
e s
g =L el

o e
prrurada ey e Lok

duplicate slide
in new location
at end of
presentation

Other Ways

1. Click slide icon on
Outline tab, drag icon
to new location

2. In Slide Sorter view
click slide thumbnail =
' Figure 1-60
drag thumbnail to new 9
location

To Delete All Text in a Placeholder

To keep the ending slide clean and simple, you want only the slide show title, A World Beneath the Waves, to
display on Slide 5. The following steps delete both paragraphs in the subtitle placeholder.

e With Slide 5 selected, click the
subtitle text placeholder to select it

(Figure 1-61). : dashed line
indicates subtitle
text placeholder
selected

Slide 5 is
selected

Figure 1-61
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. clicking placeholder
(Flgure 1—62) border changes
border to solid line
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e Click the subtitle text placeholder - (U]
border to change the border from A E

a dashed line to a solid line m ©
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Figure 1-62

(3

e Click the Cut button in the Clipboard

=1 & = Layout ~ s T =5 4
group on the Home tab to delete LQ I = B || e e
all the text in the subtitle text -l ! Shier 0eiete |[BIL Witk & &-ha|A || E S s S?j;i".j
placeholder (Figure 1-63) Clipboard )| slides || _ Font | Orawing
I?:I:hgeH;M'gh:s
subtitle Od

paragraphs are
deleted from
placeholder

Sno rhelin

Figure 1-63

Other Ways

1. Right-click selected text,
click Cut on shortcut
menu

Changing Document Properties and Saving Again

2. Select text, press
DELETE key

PowerPoint helps you organize and identify your files by using document properties, 3. Select text, press CTRL+X
which are the details about a file. Document properties, also known as metadata, can
include such information as the project author, title, or subject. Keywords are words or
phrases that further describe the document. For example, a class name or document topic = | Converters for Earlier

can describe the file’s purpose or content. k| PowerPoint Versions

Document properties are valuable for a variety of reasons: The Microsoft Web

site has updates and

* Users can save time locating a particular file because they can view a document’s converters if you are

properties without opening the document. using earlier versions
. . . . . of PowerPoint. The

* By creating consistent properties for files having similar content, users can better Microsoft Office

organize their documents. Compatibility Pack

for Word, Excel and
PowerPoint 2007 File
Format will allow you

Five different types of document properties exist, but the more common ones used to open, edit, and save

in this book are standard and automatically updated properties. Standard properties Office 2007 documents
that you receive without

saving them in the earlier
version’s file format.

* Some organizations require PowerPoint users to add document properties so that
other employees can view details about these files.
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are associated with all Microsoft Office documents and include author, title, and subject.

Automatically updated properties include file system properties, such as the date you

create or change a file, and statistics, such as the file size.

To Change Document Properties

The Document Information Panel contains areas where you can view and enter document properties. You

can view and change information in this panel at any time while you are creating a document. Before saving the

presentation again, you want to add your name and class name as document properties. The following steps use the
Document Information Panel to change document properties.

e Click the Office Button to display
the Office Button menu.

Q&A

. . M the Document
e Point to Prepare on the Office i . Propeties Information Panel
Button menu to dlsplay the ~ =) iew and edit presentation properties,
Prepare submenu (Figure 1—64) i Open such as Title, Author, and Eeywards,
’ ?':‘\ Inspect Document

What other types of actions besides H i \gr Check the presentation far hidden

) ) metadata or personal information,
changing properties can you take to e Q1) Encrypt Dorument
set up a document for ﬂ Save s b | o | Increase the security of the presentation by
distribution" adding encryption.

’ Sﬁ'ce @ ) [ Add a Digital Signature
utton Print ]

The Prepare submenu menu 1 i Ensure the integrity of the presentation by

provides commands
related to sharing a document

with others, such as allowing or
restricting people to view and modify
your document, checking to see if
your presentation will run in earlier
versions of PowerPoint, and searching
for hidden personal information.

(2

o Click Properties on the Prepare
submenu to display the Document
Information Panel (Figure 1-65).

Why are some of the document
properties in my Document
Information Panel already filled in?

Q&A

The person who installed Microsoft
Office 2007 on your computer

or network may have set or
customized the properties.

Office

Button

clicking Properties

%r m_pm%i | @ Mark as Final

command will open
Prepare the document for distribul P

Cabo Package - Microsoft PowerPaoint

‘e

Faragraph

adding an invisible digital signature,

Let readers know the presentation is final
and make it read-only.

E Send » )
@ % Run Compatibility Checker

Check for features not supported by earlier

A pubiish wersions of PowerPoint,

-

L=
Close
\

2] PowerPoint Options | | 2 Exit PowerPoint

Snorkelingand D iing
Y - .

Figure 1-64

Prepare submenu
displays a list of tasks
that can be used to set
up files for distribution

student name
will be typed in
Author text box

Figure 1-65

.’pﬂ H9-0 5 Cabo Package - Microsoft PowerPoint
N —— o
> | Home | Insert Design Animations Slide Show Rewigw  Wiew
[ = - | - - A _
Tl () s -l | | P
e Ea B Reset Document Ry | = —rt = J
Paste || Mew Information Panel | AV . A:—‘—§||§ 5 Shapes
[ F | Slide = Delete is displayed at top ~F] course nu'wll))er andd == F
|Clipboard x | Slides of document k ?:?L%?evcvtl texet} E:Jpxe raph
= :
o Document Properkies = Location: F:\Cabo Package.pptx
Authar: Title: Subject: Keymards: Cak
[ | [Slide 1 [ | | |
Comments;
I = —
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(3

(] CI|Ck the Author text 3 *_ﬂ i et R aho Package - Microsoft PowerPoint - = X
box, if necessary, [ home | e Deign  Anmatons  Sideshow  Revew  View @l

=it

= = - | P 7 =T - i P -
and then typeyour YIS Bl - fwi e S (e e
name as the Author Pt | e |[BIE T e A A [ESEEE] 5. | Sropes wenge ouo 7

E ol Shyles = = Shape Effects = lg select~
i3 = o "
property. If a name Elatonnt s Sl Font Paragraph Drawing Editing
already |S dISp|ayed in @ Document Properties Location:  FiiCabo Package.pptx © Reqguired field X
Author: Title: Subject: Keywords: Category: Status:

the Author text bOX, [7en Elis | [Side 1 | s 210 sec. 1] T | |
H H Comments: \ \ Close the
delete it before typing Document
student name course number Information
your name. entered and section Panel button

entered

o Click the Subject text
box, if necessary delete
any existing text, and
then type your course
number and section as
the Subject property
(Figure 1-66).

What types of
document properties
does PowerPoint
collect automatically?

Q&A

PowerPoint records |
such details as how ! Click to add rotes

long you worked at Slide 5of5 | Flow’ | < | EEET e e
creating your project, : -
how many times you
revised the document,
and what fonts and
themes are used.

(4

e Click the Close the Document Information Panel button so that the Document Information
Panel no longer is displayed.

Figure 1-66

To Save an Existing Presentation with the Same File Name

Saving frequently cannot be overemphasized. You have made several modifications to the presentation since
you saved it earlier in the chapter. When you first saved the document, you clicked the Save button on the Quick
Access Toolbar, the Save As dialog box appeared, and you entered the file name, Cabo Package. If you want to use
the same file name to save the changes made to the document, you again click the Save button on the Quick Access
"Toolbar. The following step saves the presentation again.
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-
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©
=
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e Click the Save button on the Quick @ H9-8 = Cabo Package - Microsoft PowerPoint
R |

Access Toolbar to overwrite the
previous Cabo Package file on the =
USB flash drive (Figure 1-67). '.:]!

Why did the Save As dialog box not Pj Save button

e | Inset  Design  Animations  Slide Show fltmm i

— /

= layout - | [ = !

&RW I ™12 -|A_y_|¢‘_"-| T=

S| Reset Il

i : : [

= B I U zhe

A Delete " ~ | PowerPoint saved | ——
Fo document with

~{ same file name,
Cabo Package

Q&A

appear?

PowerPoint overwrites the document
using the settings specified the first
time you saved the document. To save
the file with a different file name or
on different media, display the Save

As dialog box by clicking the Office ey
Packag= Highlight=
Button and then clicking Save As on pe s

the Office Button menu. Then, fill in
the Save As dialog box as described
in Steps 2 through 5 on pages PPT 27
through PPT 29.

Click to add notes

Slide S ofS | “Flow" | o |

Figure 1-67

Other Ways

1. Press CTRL+S or press
SHIFT+F12, press ENTER

Moving to Another Slide in Normal View

When creating or editing a presentation in Normal view, you often want to display a slide
other than the current one. You can move to another slide using several methods.
* Drag the scroll box on the vertical scroll bar up or down to move through the slides
in the presentation.
* Click the Next Slide or Previous Slide button on the vertical scroll bar. Clicking
the Next Slide button advances to the next slide in the presentation. Clicking the
Previous Slide button backs up to the slide preceding the current slide.

* On the Slides tab, click a particular slide to display that slide in the Slide pane.
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To Use the Scroll Box on the Slide Pane to Move to Another Slide

Before continuing with developing this project, you want to display the title slide by dragging the scroll box on
the vertical scroll bar. When you drag the scroll box, the slide indicator shows the number and title of the slide you
are about to display. Releasing the mouse button shows the slide. The following steps move from Slide 5 to Slide 1
using the scroll box on the Slide pane.

o

° POSition the mouse c E_'q_ == Cabo Package - Microsoft PowerPoint - = X%
. eay) ———
pointer on the scroll box. | — fome | mset  oesign  Animations  SligeShow  Review  View @
=] % = Layout = || B P e | =l = b Shape Fill = 3 Find
| AN ‘ =2 i =l R e 1 | =
e Press and hold down ;:—j G| S = e 'Ejim? Qut: I shape Outine - | S, Repiace -
th butt = | Slide = =] Delete ||B L |8 e B | A ||| = | B (| e Shyles - ~ Shape Effects = || [ Select=
€ mouse button so Clipboard || siides Font . Paragraph £ _ Drawing |l Edting |

that Slide: 5 of 5 A
World Beneath the
Waves appears in
the slide indicator
(Figure 1-68).

...........................................................................................
slide indicator

Slidet 5 of & HI
Slide 5 has & iord Beneath the Waves -

an orange Previous Slide
border button

Figure 1-68

Next Slide
button

(2

e Drag the scroll box
up the vertical scroll
bar until Slide: 1 of 5 p—— drag scroll
A World Beneath the bodlo
Waves appears in
the slide indicator
(Figure 1-69).

Click to add subtitle

. L Slider1of &
slide indicator A tiorld Beneath the Waves |

Slide Sof 5 | “Flow" | <5 |
s start ®

Figure 1-69
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©

* Release the mouse button so that @ -9 5 Cabo Package - Microsoft PowerPoint
. . . () B2
Slide 1 appears in the S|I(-:{e pane : [Home | Bmé Duign|  Aviestions  Skikohew Rl e
and the Slide 1 thumbnail has an = 4 — — — It
. . T =k |1z - A sl | [ | S A==
orange border in the Slides tab ) Fs (L ] St || iz - s 'l =oisq|[# s 5 @
(Figure 1-70). Pt g | ioeate || B e [ -] [ =& o e
Clipboard & | Slides | Font | Faragraph ] |

orange border
surrounds Slide 1

Slide 1 is
displayed

Click to add notes

slide 10f5 | Flow' o
“4 start 8 1icroson

Figure 1-70

Other Ways

1. Click Next Slide button
or Previous Slide button
to move forward or

back one side Viewing the Presentation in Slide Show View

2. Press PAGE DOWN

or PAGE UP to move . . . . .
forward or back The Slide Show button, located in the lower-right corner of the PowerPoint window

one slide above the status bar, allows you to show a presentation using a computer. The computer
acts like a slide projector, displaying each slide on a full screen. The full-screen slide hides
the toolbars, menus, and other PowerPoint window elements.
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Viewing the Presentation in Slide Show View PPT 49

When making a presentation, you use Slide Show view. You can start Slide Show view from Normal view or Slide
Sorter view. Slide Show view begins when you click the Slide Show button in the lower-right corner of the PowerPoint
window on the status bar. PowerPoint then shows the current slide on the full screen without any of the PowerPoint

window objects, such as the menu bar or toolbars. The following steps start Slide Show view.

e Point to the Slide Show button
in the lower-right corner of the
PowerPoint window on the status
bar (Figure 1-71).

Normal view

12)

Q&A

e Click the Slide Show
button to display the
title slide (Figure 1-72).

Where is the title slide
. . in Slide
PowerPoint window? Show view

When you run a slide
show, the PowerPoint
window is hidden. It
will reappear once you
end your slide show.

Other Ways

1. Click Slide Show tab,
click From Beginning
button in Start Slide
Show group

2. Press F5

button is
selected

Figure 1-71

Figure 1-72

Slide Show button

A b

[H/88 T[ e~

slide Show
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To Move Manually through Slides in a Slide Show

After you begin Slide Show view, you can move forward or backward through the slides. PowerPoint allows
you to advance through the slides manually or automatically. During a slide show, each slide in the presentation
shows on the screen, one slide at a time. Each time you click the mouse button, the next slide appears. The following
steps move manually through the slides.

e Click each slide until
Slide 5 (A World
Beneath the Waves) is
displayed (Figure 1-73).

| see a small toolbar in
Slide 5 is

Q&A

the lower-left corner displayed in
Slide Show view

of my slide. What is
this toolbar?

The Slide Show
toolbar appears when ! : ' : .
youbegir?funninga A WOrld Beneath the Waves
slide show and then
move the mouse
pointer. The buttons
on this toolbar allow
you to navigate to the
next slide, the previ-
ous slide, to mark up
the current slide, or
to change the current
display.

Figure 1-73
e Click Slide 5 so that the black slide End of slide show, click to exit.
appears with a message announcing
the end of the slide show message
(Figure 1-74). 5 s show.

How can | end the presentation at
this point?

Click the black slide to return to
Normal view in the PowerPoint
window or press the ESC key.

Q&A

Figure 1-74
Other Ways
1. Press PAGE DOWN to 2. Press RIGHT ARROW or DOWN 3. If Slide Show toolbar is
advance one slide at a time, ARROW to advance one dlsplay.ed, C“C_k Next Slide
or press PAGE UP to go back slide at a time, or press LEFT or Previous Slide button on
one slide at a time ARROW or UP ARROW to go toolbar
back one slide at a time
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To Display the Pop-Up Menu and Go to a Specific Slide

Slide Show view has a shortcut menu, called a pop-up menu, that appears when you right-click a slide in
Slide Show view. This menu contains commands to assist you during a slide show.

When the pop-up menu appears, clicking the Next command moves to the next slide. Clicking the Previous
command moves to the previous slide. Pointing to the Go to Slide command and then clicking the desired slide
allows you to move to any slide in the presentation. The Go to Slide submenu contains a list of the slides in the pre-
sentation. You can go to the requested slide by clicking the name of that slide. Additional pop-up menu commands
allow you to change the mouse pointer to a ballpoint or felt tip pen or highlighter that draws in various colors, make
the screen black or white, create speaker notes, and end the slide show. The following steps go to the title slide
(Slide 1) in the Cabo Package presentation.

o

e With the black slide End of slide show, click to exit.
displaying in Slide
Show view, right-click
the slide to display the

op-up menu.
pop-up

. . pop-up menu Mesxt X
e Point to Go to Slide :
h Previous submenu
on the pop-up menu, : e

and then p'OIn‘.t to2 Go to Slide Go to Slide 1 4 World Beneath the Waves
Package Highlights command ; _
in the Go to

Slide submenu

2 Package Highlights
Screen 3 Rates and Booking %
Pointer Options 4 Snorkeling and Diving
(Figure 1_75) Help 5 &World Beneath the Wawves

Why does my pop-up
menu appear in a dif-
ferent location on my
screen?

; Slide 2 is
desired slide
End Show

Q&A

13)

e Click 2 Package
Highlights to display
Slide 2.

Figure 1-75
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To Use the Pop-Up Menu to End a Slide Show

The End Show command on the pop-up menu ends Slide Show view and returns to the same view as when
you clicked the Slide Show button. The following steps end Slide Show view and return to Normal view.

1)

e Right-click Slide 2 and
then point to End
Show on the pop-up
menu (Figure 1-76).

12)

e Click End Show
to return to Slide 2
in the Slide pane in
Normal view.

Slide 2 is displayed in
Slide Show view

age Highlights

« ifthe Microsoft office  N1ghts at the Azure Seas Resort

PowerPoint dialog
box appears, click

fast buffet, lunch, dinner, and snacks | &=
the Yes button.

1
»
Screen ]
»

arge swimming pools

Pointer Options

Help

d-trip airfare and hotel transfers

End Show

command Epd Shour %

activities, including water sports

Figure 1-76

Other Ways

1. Press ESC (shows slide
last viewed in Slide
Show view)

Quitting PowerPoint

If you have made changes to a presentation since the last time the file was saved, PowerPoint
displays a dialog box asking if you want to save the changes you made to the file before it
closes that window. The dialog box contains three buttons with these resulting actions:

* Yes button — Saves the changes and then quits PowerPoint
* No button — Quits PowerPoint without saving changes

¢ Cancel button — Closes the dialog box and redisplays the presentation without sav-
ing the changes

If no changes have been made to an open presentation since the last time the file
was saved, PowerPoint will close all windows without displaying any dialog boxes.
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To Quit PowerPoint

You saved the presentation prior to running the slide show and did not make any changes to the project.
The presentation now is complete, and you are ready to quit PowerPoint. When you have one document open the
following steps quit PowerPoint.

e Point to the Close button on the
right side of the PowerPoint title
bar (Figure 1-77).

12)

e Click the Close button to quit
PowerPoint
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Caho Package - Microsoft PowerPoint -

3 ;_-||;§§|-llﬁ @ %3 - | L shape Fill - &4 Find

E Shape Outline - || 24 Replace =

e _ Arrange Cuick
EE=E=E E .r:— s S%”es- - Shape Erfects = || [§

=t

Paragraph Ta Drawiing

kage Highlights

r rughts at the Azure Seas Resort

Figure 1-77
Other Ways
1. Double-click Office 3. Right-click Microsoft
Button PowerPoint button on
2. Click Office Button, click Windows taskbar, click
Exit PowerPoint on Office Close on shortcut menu
Button menu 4. Press ALT+F4

Starting PowerPoint and Opening a Presentation

Once you have created and saved a presentation, you may need to retrieve it from your
storage medium. For example, you might want to revise the document or print it.
Opening a presentation requires that PowerPoint is running on your computer.

To Start PowerPoint

The following steps, which assume Windows is running, start PowerPoint.

o Click the Start button on the Windows taskbar to display the Start menu.

e Point to All Programs on the Start menu to display the All Programs submenu and then
point to Microsoft Office on the All Programs submenu to display the Microsoft Office
submenu.

9 Click Microsoft Office PowerPoint 2007 on the Microsoft Office submenu to start
PowerPoint and display a new blank presentation in the PowerPoint window.

o If the PowerPoint window is not maximized, click the Maximize button on its title bar to
maximize the window.
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To Open a Presentation from PowerPoint

Earlier in this chapter you saved your project on a USB flash drive using the file name, Cabo Package. The
following steps open the Cabo Package file from the USB flash drive.

e With your USB flash drive
connected to one of the comput-
er's USB ports, click the Office
Button to display the Office
Button menu (Figure 1-78).

S! What files are shown in the
o| Recent Documents list?
PowerPoint displays the | e |»<

most recently opened en

document file names in this list.
If the name of the file you want
to open appears in the Recent
Documents list, you could click it
to open the file.

12)

e Click Open on the Office Button
menu to display the Open
dialog box.

o If necessary, click the Look in box
arrow and then click UDISK 2.0
(E:) to select the USB flash drive,
Drive E in this case, in the Look in
list as the new open location.

e Click Cabo Package to select the
file name (Figure 1-79).
< | How do | open the file if | am not
g using a USB flash drive?
Use the same process, but be

certain to select your device in the
Look in list.

7 Publish ¥
-

_T Close

Recent Documents

1 Cabo Package

|

=
Dpen

Recent Documents
list displays names
of recently opened
PowerPoint files

=l = g N ey £
I EAVEL

Shapes Arrange Quick =
2 * = Styles =S

blank Presentation1 is

Look in:

o LDISK 2.0 (E:) <]

2] PowerPoint Options | | X Exit PowerPoint

Figure 1-78

opened in Microsoft
PowerPoint window

/

Click to add title

Click to add subtitle

Trusted
Templates

ey

USB flash
drive is 3 i
selected T| @-3 X
Look in
selected file box arrow

File name:

Files of type: |P.II PawerPoint Presentations

Open button

Figure 1-79
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e Click the Open button to open the ) (A - ) Cabo Package - Microsoft PowerPoint v
selected file and display Slide 1 in the | = | Home | Insert  Design  Amimstions  Siide Show w\““ “é’
PowerPoint window (Figure 1-80). = % = =T p— — = A | g
' : : . il ISl = 2 Sl Sl
< | Why do | see the PowerPoint icon ~— | BoReset | : i || ‘J o
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en you open a PowerPoint file, CSides Loutine. x| Sidestab lisplayed on
_ ) Slides | : title b
a PowerPoint program button is il
displayed on the taskbar. The button
contains an ellipsis because some of
its contents do not fit in the allot-
ted button space. If you point to a
program button, its entire contents
. . . . . Fachapge Highlights
appear in a ScreenTip, which in this Gl
case would be the program name EEmh
followed by the file name.

Fats and Eooking

Snarkeling and Diing
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Figure 1-80

Other Ways

1. Click Office Button,
double-click file
name in Rece_znt
Checking a Presentation for Spelling Errors e et fle
name, press ENTER

After you create a presentation, you should check it visually for spelling errors and style
consistency. In addition, you use PowerPoint’s Spelling tool to identify possible misspell-
ings. Do not rely on the spelling checker to catch all your mistakes. While PowerPoint’s
spelling checker is a valuable tool, it is not infallible. You should proofread your presenta-
tion carefully by pointing to each word and saying it aloud as you point to it. Be mindful
of commonly misused words such as its and it’s, through and though, and to and too.

PowerPoint checks the entire presentation for spelling mistakes using a standard
dictionary contained in the Microsoft Office group. This dictionary is shared with the
other Microsoft Office applications such as Word and Excel. A custom dictionary is
available if you want to add special words such as proper names, cities, and acronyms.
When checking a presentation for spelling errors, PowerPoint opens the standard dic-
tionary and the custom dictionary file, if one exists. When a word appears in the Spelling
dialog box, you can perform one of several actions.
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Table 1-1 Spelling Dialog Box Buttons an

Button Name When To Use

Ignore Word is spelled correctly but Continues checking rest of the presentation but will flag
not found in dictionaries that word again if it appears later in document

Ignore All Word is spelled correctly but Ignores all occurrences of the word and continues checking
not found in dictionaries rest of presentation

Change Word is misspelled Click proper spelling of the word in Suggestions list.

PowerPoint corrects word, continues checking rest of
presentation, but will flag that word again if it appears later
in document.

Change All Word is misspelled Click proper spelling of word in Suggestions list. PowerPoint
changes all occurrences of misspelled word and continues
checking rest of presentation.

Add Add word to custom dictionary  PowerPoint opens custom dictionary, adds word, and
continues checking rest of presentation.

Suggest Correct spelling is uncertain Lists alternative spellings. Click the correct word from the
Suggestions box or type the proper spelling. Corrects the
word and continues checking the rest of the presentation.

AutoCorrect Add spelling error to PowerPoint adds spelling error and its correction to

AutoCorrect list AutoCorrect list. Any future misspelling of word is corrected
automatically as you type.

Close Stop spelling checker PowerPoint closes spelling checker and returns to
PowerPoint window.

To Check Spelling

The standard dictionary contains commonly used English words. It does not, however, contain many proper
names, abbreviations, technical terms, poetic contractions, or antiquated terms. PowerPoint treats words not
found in the dictionaries as misspellings. The following steps check the spelling on all slides in the Cabo Package
presentation.

o . . . . Review tab
e Click Review on the Ribbon to display Z‘ = E5ha Packmwerpomt /
e

the Review tab (Figure 1-81). Design  Animations  SiideShow | Review | Wiew

. - A
[ 7 o o
a2 e Ee e T Tl
saurus Translate Language Shiowy Mews Edit [relete Previous Mext
|| Markup | Comment Comment. - |
oofing | Comments

Figure 1-81
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Spelling
button

e Click the Spe”lng button :@1. jHd2-0 -+ Cabo Package - Microsoft PowerRoint Drawing Tools = =X
in the Proofing group to | T imin ] iniy Ao Stsheal | e | e Format @
i ; 1 a3 ) =" A &
start the spelling checker | s | 4 A % % @Aty
and d|sp|ay the Spelhng ‘SpalllngResearch Thesaurus Translate language _hj?riu:p Co:.mv:nt Cofndr;ytent De!ete Previous Mest
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Figure 1-82
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o Click the Ignore button
to skip the word, Cabo
(Figure 1-83).

Cabo is not flagged as
a possible misspelled
word. Why not?

Q&A

Your custom dictionary
contains the word, so
it is recognized as a
correct word.

red wavy line removed
because PowerPoint now
ignores the word, Cabo

flagged word
appears in Not in
Dictionary box as
possible misspelling

b T Bekignar |Ehlin |
Change ko Echlin Igniore Ignaore Al J
Suggestions; ‘Echiin Ly

Eglin Change Change All ]
Ohlin

[
] [
Add ] [ Suggest J
/dd notes 10

Cptions. .. AutoCorrect

[
[
Helen [
(

Figure 1-83
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e Click the Ignore button to skip the
word, Ehlin.

e When the Microsoft Office
PowerPoint dialog box appears, click
the OK button to close the spelling
checker and return to the current
slide, Slide 1, or to the slide where a
possible misspelled word appeared.

e Click the slide to remove the box

from the word, Ehlin (Figure 1-84). red wavy line removed
because PowerPoint now

ignores the word, Ehlin
N

Figure 1-84
Other Ways
1. Press F7
Correcting Errors
After creating a presentation and running the spelling checker, you may find that you must
make changes. Changes may be required because a slide contains an error, the scope of
the presentation shifts, or the style is inconsistent. This section explains the types of errors
that commonly occur when creating a presentation.
= | Certification : :
= | The Microsofs certified 1Y P€S of Corrections Made to Presentations
Application Specialist You generally make three types of corrections to text in a presentation: additions,

(MCAS) program provides
an opportunity for you

to obtain a valuable * Additions are necessary when you omit text from a slide and need to add it later.
industry credential - You may need to insert text in the form of a sentence, word, or single character. For

f that have th . . .
E;i;’erpo?nfggo7a:|:”5 ¢ example, you may want to add the presenter’s middle name on the title slide.

required by employers. * Deletions are required when text on a slide is incorrect or no longer is relevant to the
For more information presentation. For example, a slide may look cluttered. Therefore, you may want to

see Appendix F or visit
the PowerPoint 2007 remove one of the bulleted paragraphs to add more space.

Certification Web page * Replacements are needed when you want to revise the text in a presentation. For
(scsite.com/ppt2007/cert). example, you may want to substitute the word, their, for the word, there.

deletions, and replacements.

Editing text in PowerPoint basically is the same as editing text in a word processing
program. The following sections illustrate the most common changes made to text in a
presentation.

Deleting Text

You can delete text using one of three methods. One is to use the BACKSPACE key to
remove text just typed. The second is to position the insertion point to the left of the text
you wish to delete and then press the DELETE key. The third method is to drag through
the text you wish to delete and then press the DELETE key. Use the third method when
deleting large sections of text.
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Replacing Text in an Existing Slide

When you need to correct a word or phrase, you can replace the text by selecting
the text to be replaced and then typing the new text. As soon as you press any key on the
keyboard, the selected text is deleted and the new text is displayed.

PowerPoint inserts text to the left of the insertion point. The text to the right of the
insertion point moves to the right (and shifts downward if necessary) to accommodate the
added text.
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Displaying a Presentation in Grayscale

Printing handouts of a presentation allows you to use them to make overhead transparencies.
The Color/Grayscale button on the Color/Grayscale group on the View tab shows the pre-
sentation in black and white before you print. Pure Black and White alters the slides’ appear-
ance so that black lines display on a white background. Shadows and other graphical effects
are hidden. Grayscale shows varying degrees of gray.

To Display a Presentation in Grayscale

The Color/Grayscale button on the Color/Grayscale group on the View tab changes from color bars to shades
of black, called grayscale, and white. After you view the text objects in the presentation in grayscale, you can make
any changes that will enhance printouts produced from a black and white printer or photocopier. The following
steps display the presentation in grayscale.

View tab
e Click View on the Ribbon to display Cabo Package - Microsoft PowerPoin] default
. . 5 h display i
the View tab (Figure 1-85). imations  Slide Show  Review  View, | : g
5 T Ruler q = = | Cal0r|: —_:_:| = Arrange &l g? =
| Gridlines = Grayscale T cascade =
out Motes | Zoom  Fitto oo || Mewe Suwitch Macr
ter Master || [] Message Bar Window /[ mm Pure Black and White | Window ] Move Split | ywindaows - Il
|| ShowyHide | Zo I | ||

Color/Grayscale I Window Pacr

Grayscale
button

n Al Al
A World

Figure 1-85
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e Click Grayscale in the Color/Grayscale
group to display Slide 1 in grayscale
in the Slide pane (Figure 1-86).

Slide 1 is
displayed in
Grayscale view

13

o Click the Next Slide button four times
to view all slides in the presentation
in grayscale (Figure 1-87).

A World Beneath the Waves

Spring Break in Cabo San Lucas, Mexico
Presented by Dave Ehlin, SGA President

e ———

Figure 1-86

B OE | & e

ith Black with  Black with Blark oont || BackTo View button
Fill Grayscale Fill wihite Fill Showe || Color Wiew
Celected Object

Slide 5 is
displayed in
Grayscale view

A World Beneath the Waves

Click to add subtitle

Next Slide button 3

Figure 1-87
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(4

e Click the Back To Color View button
in the Close group to return to the
previous tab and display Slide 5
with the default Flow color scheme
(Figure 1-88).

Slide = |
| Fant )|

[Clipbaard ™ | Slides

Slide 5 is
displayed
in color
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Figure 1-88

Printing a Presentation

After you create a presentation, you often want to print it. A printed version of the
presentation is called a hard copy or printout.
Printed copies of your presentation can be useful for the following reasons:

* Many people prefer proofreading a hard copy of the presentation rather than viewing
the slides on the screen to check for errors and readability.

* Someone without computer access or who could not attend your live presentation
can view the slides’ content.

* Copies can be distributed as handouts to people viewing your presentation.

* Hard copies can serve as reference material if your storage medium is lost or becomes
corrupted and you need to re-create the presentation.

It is a good practice to save a presentation before printing it, in the event you
experience difficulties with the printer.

To Print a Presentation

With the completed presentation saved, you may want to print it. The following steps print all five completed
presentation slides in the saved Cabo Package project.

* Click the Office Button to display Hd92-0 + cabo Package - Microsoft PowerPaint
the Office Button menu. TR
. . . Preview and print the document - T
e Point to Print on the Office D it o = F=EE - @
. . . Print Ed Ll | e
Button menu to dlsplay the Print - LE] select a printer, number of copies, and Wiy = i
p 3 pies, = = E”E ) Shapes|
submenu (Figure 1—89) i Open other printing options before prinl - Quick Print — o i1 |I -
. L | button prints Paragraph u
. . . @ mek rint " slides directly I
< | Can | print my presentation in H S Send the presentation directly to
95 black and Wh|te to conserve |nk or default printer without making changes.
o = | Ix  Print Preview
toner? M Save s b g Prewview and make changes to pages before
. . i printing.
Yes. Click the Office Button, point
. it » q
to the arrow next to Print on the @ - %\_ dicking Print ::It?r:lenu
Office Button menu, and then @ button displays
. . . . o Print sub ___/—_
click Print Preview on the Print . TNt submend

submenu. Click the Options button

on the Print Preview tab, point to Figure 1-89
Color/Grayscale on the Options button menu, and then click Pure Black and White on the
Color/Grayscale submenu. Click the Print button on the Print submenu.
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e Click Quick Print on
the Print submenu to
print the slides.

SR T .. -

o ———

Package Highlights
e When the printer » Four nights at the Azure Seas Resort
stops, retrieve the hard A World Beneath the Waves * Breakfast buf.fet, I.unch. dinner, and snacks
* Two large swimming pools
* Round-trip airfare and hotel transfers
* Daily activities, including water sports

copy of the five Cabo
Package slides (Figures
1-90a through 1-90e).

How can I print multiple
copies of my document
other than clicking the

Q&A

Print button twice?

. . a) Slide 1 b) Slide 2
Click the Office Button, (@) (b)
point to Print on the
Office Button menu, R, T A
. 0 0 - el - et
click Print on the Print — —— o S —
submenu, increase the . : P
: Rates and Booking Snorkeling and Diving
number in the Number '
) * Only $495 double occupancy * Three days of two-tank boat dives
Of copies bOX, and then « Non-diver rate: $275 « Weights and tanks included
C”Ck the OK button « Single occupancy: add $150 + Instructors available for beginners
’ « Nonrefundable $150 deposit required * Various locations based on diving skills
« Due by October 1 + Spectacular underwater wildlife and landscapes
< DO | have .to Walt until « Travel insurance highly recommended » See squids, sea turtles, snakes, barracudas, and stingrays
3 my presentation is
complete to print it?
No, you can follow
these steps to print

your slides at any time (c) Slide 3 (d) Slide 4
while you are creating

your presentation.

A World Beneath the Waves

Other Ways
1. Press CTRL+P i
e (e) Slide 5
Figure 1-90
= | Quick Reference
E For a table that lists how
to complete the tasks
covered in this book
using the mouse, Ribbon,
skho[)tcutdmenu.;ng . Making a Transparency
eyboard, see the Quic . . . .
Reference Summary at With the handouts printed, you now can make overhead transparencies using one of
the back of this book, or  several devices. One device is a printer attached to your computer, such as an inkjet printer
visit the PowerPoint 2007 or a laser printer. Transparencies produced on a printer may be in black and white or color,
Quick Reference Web depending on the printer. Another device is a photocopier. Because each of these devices
page (scsite.com/ requires a special transparency film, check the user’s manual for the film requirement of
pPt2007/qr). your specific device, or ask your instructor.



PowerPoint Help

At any time while using PowerPoint, you can find answers to questions and display
information about various topics through PowerPoint Help. Used properly, this form
of assistance can increase your productivity and reduce your frustrations by minimizing

the time you spend learning ho

"This section introduces you to PowerPoint Help. Additional information about

w to use PowerPoint.

using PowerPoint Help is available in Appendix C.

To Search for PowerPoint Help

PowerPoint Help PPT 63

PowerPoint Help

The best way to

become familiar with
PowerPoint Help is to use
it. Appendix C includes
detailed information
about PowerPoint Help
and exercises that will
help you gain confidence
in using it.

BTW

Using PowerPoint Help, you can search for information based on phrases such as save a presentation or format
a chart, or key terms such as copy, save, or format. PowerPoint Help responds with a list of search results displayed as
links to a variety of resources. The following steps, which use PowerPoint Help to search for information about using
document themes, assume you are connected to the Internet.

o

e Click the Microsoft Po
Office PowerPoint Help

werPoint Help window

button near the up-
per right-corner of the
PowerPoint window

to open the PowerPoint

CRONONR" BE=K X s

allows you to search for i, b lne - (icrosoft PowerPoint Maximize — 8%
information based on button
[a{ phrases or key terms Reylew Wiew T
— ) = i Mo - &
©) PowerPoint Help R A shape Fill | % Find
L7 Shape Qutline - || 3, Replace =

- - Shape Effects =

document theme]| I

+ B Search -

Microsoft Office

Help window.

e Type document theme
in the Type words to
search for text box
at the top of the
PowerPoint Help
window (Figure 1-91).

Type words
to search for
text box

| Browse PowerPoint Help

What's new

Ackivating PowerPaoint

File management

Faormat slides or presentations

Using templates and masters

Creating support materials
Add sounds or movies

Import content From other PowerPoink
WErSions

Review and add comments to a
presentation

| Collaboration

‘“Working in a different language

Macros

Getting help

Zuskomizing

Creating a presenkation

“Working with graphics and charts

Deliver, distribute, or publish &
presentation

Animation effects
Impoart content Fram other applications

wWork with phota albums

Saving and printing

Security and privacy
Add-ins

Juizzes

PowerPoint
Help button

d subtitle

Figure 1-91
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® Press the ENTER key
to display the search

PowerPoint
Help window
maximized

@ PowerPoint Help

CIECICE =N XS

clicking these links
will display other

document theme - P search - pages with links about
results. — s document themes a
e Click the figst 25 rhesults Searched for: "document theme" \1
. ofsearchare | A
Maximize displayed Results 1-25 of top 100 Page: [1] 2
button on the @ Dema: Apply your brand to Dffice documents with the Apply or
Help > Using templates and masters .
PowerPoint Hel Gsromize @
owe P @ Apply or customize a document theme document
WindOW title bar ‘tO Help = Using templates and masters theme link =
. @ Delete a custom theme
maximize the Help Help = working with araphics and charts » adding pictures, shapes, Wardart, or dip art
Wi ndow (Figure 1 —92)_ @ :;?Dat)'iwr;g;sizeuicrosoﬂ Dffice PowerPoint 2007
i i Apply a built-in theme to a slid & h It
S| Where s the PowerPoint | ® st ssienese | semihiente
o window with Slide 1? B8 Carnival theme — icons, deper)ding i
) . . Templates on type of link
PowerPoint is open in &) curency teme
the background, but el
. =] Deluxe th
the PowerPoint Help e,
window is overlaid on | b
top of the Microsoft —p——
PowerPoint window. _ o
. Presentation (Level th
When the PowerPoint R premhiom i iy
Help window is closed, @ All about themes, Quick Styles, cell styles, and background styles
Help > Working with draphics and charts > Adding pictures, shapes, WordArt, or clip art
the slide will reappear. »
p p @ ¥:r;:|g::elggy at work design template PowerPoint
= window in o
Al PowerPoint | background =

Figure 1-92

3

Back, Forward,
Stop, Refresh, and
Home buttons

e Click the ‘Apply or
customize a document
theme’ link to display
information regarding
applying or customizing
themes (Figure 1-93).

What is the purpose
of the buttons at the
top of the PowerPoint
Help window?

Use the buttons in the
upper-left corner of

the PowerPoint Help
window to navigate
through the Help sys-
tem, change the display,
show the PowerPoint
Help table of contents,
and print the contents
of the window.

4]

Q&A

e Click the Close button on the PowerPoint Help window title bar to close the PowerPoint Help
window and display Slide 5.

¥
(2] Powerﬂomt Help =
CEENCICN ML -X B

document theme Search - Close
n ; \ button ||
PoverPaint Home = Lising templates and masters [ ) | ey
Print button —
Apply or customize a document theme

P Show All

You can quickly and easily format an entire document to give it a professional and modern look by applying a document theme. A document theme is a set of formatting choices that
include a set oftheme colors, a set of theme fonts {including heading and body text fonts), and a set of theme effects (including lines and fill effects).

Programs such as Microsoft Office Ward, Excel, and FowerPoint provide several predefined documentthemes, butyou can also create your own by customizing an existing

document theme, and then by saving it as a custom document theme. Document themes are shared across Office programs so that all of vour Office documents can have the same,
uniform look,

What do you want to do?

< Apply a document therme
+ Custornize a document theme
+ Save a documenttheme

w
Figure 1-93

Other Ways

1. Press F1
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To Quit PowerPoint

The following steps quit PowerPoint.
o Click the Close button on the right side of the title bar to quit PowerPoint.

9 If necessary, click the ‘No button in the Microsoft Office PowerPoint’ dialog box so that
any changes you have made are not saved.

Chapter Summary

In this chapter you have learned how to apply a document theme, create a title slide and text slides with bulleted
lists, format text, view the presentation in Slide Show view, and print slides as handouts. The items listed below
include all the new PowerPoint skills you have learned in this chapter.

1. Start PowerPoint (PPT 5) 21. Duplicate a Slide (PPT 40)
2. Choose a Document Theme (PPT 16) 22. Arrange a Slide (PPT 41)
3. Enter the Presentation Title (PPT 18) 23. Delete All Text in a Placeholder (PPT 42)
4. Enter the Presentation Subtitle Paragraph (PPT 20)  24. Change Document Properties (PPT 44)
5. Select a Paragraph (PPT 21) 25. Save an Existing Presentation with the Same File
6. Tralicize Text (PPT 22) Name (PPT 45)
7. Select Multiple Paragraphs (PPT 22) 26. Use the Scroll Box on the Slide Pane to Move to
8. Change the Text Color (PPT 23) Another Slide (PPT 47)
9. Select a Group of Words (PPT 24) 27. Start Slide Show View (PPT 49)
10. Increase Font Size (PPT 24) 28. Move Manually through Slides in a Slide Show
11. Bold Text (PPT 25) (PPT 50)
12. Decrease the Title Slide Title Text Font Size 29. Display the Pop-Up Menu and Go to a Specific
(PPT 25) Slide (PPT 51)
13. Save a Presentation (PPT 27) 30. Use the Pop-Up Menu to End a Slide Show
14. Add a New Text Slide with a Bulleted List (PPT 52)
(PPT 29) 31. Quit PowerPoint (PPT 53)
15. Enter a Slide Tide (PPT 31) 32. Open a Presentation from PowerPoint (PPT 54)
16. Select a Text Placeholder (PPT 31) 33. Check Spelling (PPT 55)
17. Type a Single-Level Bulleted List (PPT 32) 34. Display a Presentation in Grayscale (PPT 59)
18. Add a New Slide and Enter a Slide Title (PPT 33) 35. Print a Presentation (PPT 61)
19. Type a Multi-Level Bulleted List (PPT 34) 36. Search for PowerPoint Help (PPT 63)

20. Create a Third-Level Paragraph (PPT 37)

If you have a SAM user profile, you may have access to hands-on instruction, practice, and
'5\ assessment. Log in to your SAM account (http://sam2007.course.com) to launch any assigned
AM training activities or exams that relate to the skills covered in this chapter.
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Learn It Online

Test your knowledge of chapter content and key terms.

Instructions: "To complete the Learn It Online exercises, start your browser, click the Address bar, and
then enter the Web address scsite.com/ppt2007/1learn. When the Office 2007 Learn It Online
page is displayed, click the link for the exercise you want to complete and then read the instructions.

1]

e

2

E Chapter Reinforcement TF, MC, and SA Who Wants To Be a Computer Genius?

T} A series of true/false, multiple choice, and short An interactive game that challenges your

) answer questions that test your knowledge of the =~ knowledge of chapter content in the style of a

; chapter content. television quiz show.

o Flash Cards Wheel of Terms

E An interactive learning environment where An interactive game that challenges your
you identify chapter key terms associated with knowledge of chapter key terms in the style of the
displayed definitions. television show Wheel of Fortune.
Practice Test Crossword Puzzle Challenge
A series of multiple choice questions that test your A crossword puzzle that challenges your
knowledge of chapter content and key terms. knowledge of key terms presented in the chapter.

Apply Your Knowledge

Reinforce the skills and apply the concepts you learned in this chapter.

Modifying Character Formats and Paragraph Levels
Instructions: ~ Start PowerPoint. Open the presentation, Apply 1-1 Keep Your Cool, from the Data Files
for Students. See the inside back cover of this book for instructions on downloading the Data Files for
Students, or contact your instructor for more information about accessing the required files.

The two slides in the presentation stress the importance of drinking plenty of water on hot days.
The document you open is an unformatted presentation. You are to modify the document theme and
text, indent the paragraphs, and format the text so the slides look like Figure 1-94.

Perform the following tasks:
1. Change the document -

bold and
theme to Trek. Note that italicize name s
locument
the Trek theme uses all it theme =t
g . you
capital letters for the title StudentName=*"_

text. On the title slide,
use your name in place of

Student Name and bold K E E P Ygg B QQQL Q N t! g'!‘ 7 Q&Y§‘

and italicize your name. MEEL !

Increase the title text font 44-point __\/_\_J
o . font size
size to 44 point.

(a) Slide 1 (Title Slide)
Figure 1-94

Great Oaks Park District
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2. On Slide 2, increase the indent
‘ of the second, fifth, and sixth
D R| N K PLENTY Q F WATE_R paragraphs (Drink throughout the
\ day; Do not substitute caffeinated
beverages; Cool water is best for
» At least eight 8-ounce servings keeping hydrated) to second-
level paragraphs. Then change

+ Drink throughoutthe day «—

_ e o paragraphs three and four (Start
{- Start and end your day with water and end your day with water; Do
< Do not wait until you are thirsty / not wait until you are thirsty) to
/ Do not substitute caffeinated beverages third-level paragraphs.

- Cool water is best for keeping hydrated 3. Check the spelling, and then
i level display the revised presentation in

paragraphs grayscale.

4. Change the document properties,

‘/_\/_\—J as specified by your instructor.
Save the presentation using the
(b) Slide 2 (Multi-Level Bulleted List) file name, Apply 1-1 Drink Water.
Ei . Submit the revised document
igure 1-94 (continued)

in the format specified by your
instructor.

Extend Your Knowledge

Extend the skills you learned in this chapter and experiment with new skills. You may need to
use Help to complete the assignment.

Changing Slide Theme and Text
Instructions: ~ Start PowerPoint. Open the presentation, Extend 1-1 Nutrition, from the Data Files for
Students. See the inside back cover of this book for instructions on downloading the Data Files for
Students, or contact your instructor for more information about accessing the required files.

You will choose a theme (Figure 1-95), format slides, and create a closing slide.

Insert | Design Animations Slide Show Review  View

Home. .
e i 1. Apply an appropriate document
| 7 Hide Backaround Gr theme.

Background

@‘B -6 xtend L1 Nutiton - Microsoft Powerpoint Pe;/form tbefb]]owlng tasks:
(1]

. 2. On Slide 1, use your name in place
T of Student Name. Format the
bulltin gallery text using techniques you learned
in this chapter, such as changing
the font size and color and also
bolding and italicizing words.

Presented by

Student Name, Nutritionist

Figure 1-95

Continued >
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Extend Your Knowledge continued

3. On Slide 2, adjust the paragraph levels so that the lines of text are arranged under vegetable and fruit
categories. Edit the text so that the slide meets the 7 X 7 rule, which states that each line should have a
maximum of seven words, and each slide should have a maximum of seven lines.

4. On Slides 3 and 4, create paragraphs and adjust the paragraph levels.
5. Create an appropriate closing slide using the title slide as a guide.

6. Change the document properties, as specified by your instructor. Save the presentation using the
file name, Extend 1-1 Fruit and Vegetables.

7. Add the Print button to the Quick Access Toolbar and then click this button to print the slides.
8. Delete the Print button from the Quick Access Toolbar.

9. Submit the revised document in the format specified by your instructor.

LT T T

Analyze a presentation and correct all errors and/or improve the design.

Correcting Formatting and List Levels
Instructions: ~ Start PowerPoint. Open the presentation, Make It Right 1-1 Indulge, from the Data Files
for Students. See the inside back cover of this book for instructions on downloading the Data Files for
Students, or contact your instructor for more information about accessing the required files.

Correct the formatting problems and errors in the presentation while keeping in mind the guide-
lines presented in this chapter.

Perform the following tasks:
1. Change the document theme from

Metro, shown in Figure 1-96, to .
Opulent. Indulge_in Intramurels

substitute your

. name, and then

2. On Slide 1, replace the words, Fall ormat the text
Semester, with your name. Format your

name so that it displays prominently on

the slide.

o change document
3. Move Slide 2 to the end of the

presentation so that it becomes the new
Slide 4.

4. Use the spell checker to correct the
misspellings. Analyze the slides for Figure 1-96
other word usage errors that the spell
checker did not find.

5. On Slide 2, increase the Slide 2 title (Athletic Events) font size to 40. Make the indent levels for
paragraphs 2, 4, and 6 the same level.

6. On Slide 3, change the title text (Awards Ceremony) font size to 40. Make the indent levels for
paragraphs 3 and 5 the same level.

7. Change the document properties, as specified by your instructor. Save the presentation using the
file name, Make It Right 1-1 Intramurals.

8. Submit the revised document in the format specified by your instructor.
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Design and/or create a presentation using the guidelines, concepts, and skills presented in this
chapter. Labs 1, 2, and 3 are listed in order of increasing difficulty.

Lab 1: Creating a Presentation
with Bulleted Lists

Problem: Many of the important
steps you will take in your life are
influenced by your credit report.
Buying a car, renting an apartment,
and even applying for a job often
require a credit check. Your credit
score can make or break your ability
to obtain the goods you truly want
and need. One of your assignments
in your economics class is to give

a speech about establishing credit.
You develop the outline shown in
Figure 1-97 and then prepare the
PowerPoint presentation shown in
Figures 1-98a through 1-98d.

Instructions:  Perform the
following tasks.
1. Create a new presentation using
the Aspect document theme.

2. Using the typed notes
illustrated in Figure 1-97,
create the title slide shown in
Figure 1-98a using your name
in place of Marc Kantlon.
Italicize your name. Decrease
the font size of the title paragraph,

Give Yourself Some Credit
Understanding Your Credit Report
Marc Kantlon
Economics 101

Credit Report Fundamentals
Generated by three companies
Experian, Equifax, TransUnion
Factors
How much vou owe to each company
Payment history for each company
Includes utilities. medical expenses. rent

How FICO Is Calculated
Range - 760 (excellent) to 620 (poor)
35% - Payment history
30% - Amounts owed
15% - Credit history length
10% - New credit
10% - Credit types

Improve Your FICO Score
Pay bills on time
Avoid opening many new accounts
Open only if you intend to use
Keep balances low
Less than 25% of credit limit
Review credit report yearly

m

Figure 1-97

Give Yourself Some Credit, to 40. Increase the font size of the first paragraph of the subtitle text,

Understanding Your Credit Report, to 28.

3. Using the typed notes in Figure 1-97, create the three text slides with bulleted lists shown in

Figures 1-98b through 1-98d.

Continued >
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In the Lab continued

4. On Slide 3, change the font color of the number, 760, to green and the number, 620, to red.
5. Check the spelling and correct any errors.

6. Drag the scroll box to display Slide 1. Click the Slide Show button to start Slide Show view. Then
click to display each slide.

7. Change the document properties, as specified by your instructor. Save the presentation using the
file name, Lab 1-1 Credit.

8. Submit the document in the format specified by your instructor.

Aspect

(7]
=
2
w
=
2
v
(")
(7))
<
.
2
1]
[a} document
>

=

(7]

40-point
font size

Yourself Some dit
7o —Understanding Your Credit Report

font size substitute | —»-Marc Kantion-— 'talicized
your name Economics 101

= Generated by three companies
- Experian, Equifax, TransUnion
- Factors

(a) Slide 1 (Title Slide) - How much you owe to each company
- Payment history for each company
Includes utilities, medical expenses, rent

(b) Slide 2
Figure 1-98
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green
font color

» Range - (excellent) to (poor)
> 35% - Payment history
- 30% - Amounts owed
- 15% - Credit history length
> 10% - New credit
- 10% - Credit types

- Pay bills on time

- Avoid opening many new accounts
- Open only if you intend to use

» Keep balances low
- Less than 25% of credit limit

Review credit report yearly
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(c) Slide 3

(d) Slide 4
Figure 1-98 (continued)

Lab 2: Creating a Presentation with Bulleted Lists and a Closing Slide

Problem: Hybrid vehicles

have received much attention
Is a Hybrid Car Right for You?

1T} TGO il Everyone from Jen Westbrook. Midwest State Bank Loan Department Manager
environmentalists to movie stars
Are They a Good Value?

are drlvmg them’ and poter'ltlal Depends upon your driving habits
buyers wait for months until Government offers tax credits
the vehicles arrive in dealers’ Exellent ramle value

. Efficient gas consumption
showrooms. You work part-time

at Midwest State Bank, and the What Is Their Gas Mileage?
Depends upon make and size
loan department manager, Jen City: Ranges from 18 to 60 mpg
Westbrook, has asked you to Highway: Ranges from 21 to 66 mpg
g . Actual mileage affected by driving patterns
develop a PowerPoint presentation
to accompany her upcoming What Makes Them Work?
0 Use two motors

speech. She hands you the outline Gas
shown in Figure 1-99 and asks you Smaller, more efficient than traditional vehicle

. . Electric
to create the presentation shown in (G A B e S W B
Flgures 1-100a through 1-100e. May power car entirely

See me for your next car purchase
Jen Westbrook, Midwest State Bank Loan Department Manager

I —

Figure 1-99

Continued >
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In the Lab continued

italic 40-point § green Currency
text font size font color document
\ / l theme

Jen Westbrook, Midwest State Bank Loan Department Manager

bold ;
e, [
font color you

(a) Slide 1 (Title Slide)

Are They a Good Value?
¢ Depends upon your driving habits

o Government offers tax credits
o Excellent resale value ol

 Efficient gas consumption

(b) Slide 2

Figure 1-100

Instructions: Perform the
following tasks.

1.

Create a new presentation
using the Currency
document theme.

. Using the typed notes

illustrated in Figure 1-99,
create the title slide shown
in Figure 1-100a using

your name in place of Jan
Westbrook. Bold your name.
Italicize the title, Is a Hybrid
Car Right for You?, and
decrease the font size to 40.
Change the font color of the
title text to green and the
subtitle text to yellow.

. Using the typed notes in

Figure 1-99, create the three
text slides with bulleted lists
shown in Figures 1-100b
through 1-100d. Change the
color of all the bulleted list

paragraph text to yellow.
Duplicate the title slide and

then move the new closing
slide to the end of the
presentation. Change the
Slide 5 title text, decrease the
font size to 32, and remove the
italics.

Check the spelling and

correct any errors.

Drag the scroll box to display
Slide 1. Click the Slide Show
button to start Slide Show
view. Then click to display
each slide.

7. Change the document properties, as specified by your instructor. Save the presentation using the

file name, Lab 1-2 Hybrids.

8. Submit the revised document in the format specified by your instructor.
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What Is Their Gas Mileage?

* Depends upon make and size
City: Ranges from 18 to 60 mpg
Highway: Ranges from 21 to 66 mpg

yellow
font color

» Actual mileage affected by driving patterns

What Makes Them Work?
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e Use two motors
Gas
Smaller, more efficient than traditional vehicle
(c) Slide 3 Electric font color
Gives gas engine extra power boost

May power car entirely

new
closing
slide

(d) Slide 4

32-point
font size

text not
italicized

Jen Westbrook, Midwest State Bank Loan Department Manager

(e) Slide 5 (Closing Slide)
Figure 1-100 (continued)
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Lab 3: Creating and Updating Presentations
Problem: Bobbie Willis, the public relations director for the South Haven Park District, plans
activities every season for community residents and promotes the offerings using a PowerPoint
presentation. The new seminars for senior citizens this spring are quilting and t’ai chi. Adults can
register for gourmet cooking lessons and kickball. Teens can enroll in sailing and fencing lessons.

South Haven Park District
New Spring Seminars
Bobbie Willis, Director

Seniors’ Seminars

Quilting
Quilts made from donated fabrics
Sewing machines provided

T ai Chi
Gentle warm-ups
12 slow, continuous movements
Easy cool-down exercises

Adults’ Seminars
Almost Gourmet
Learn techniques from a professional chef
Everyone prepares and enjoys the dinners
Come hungry!
Kickball
Learn techniques and rules

Teens’ Seminars
Sailing
Sail a 30-foot sailboat at your first class
Fencing
Three levels
Level 1 — Beginning Foil
Level 2 — Foil, Epee. and Saber
Level 3 — Open Strip Fencing

W
Figure 1-101

Oriel
document
theme

60-point °
font size

\
= .SOUTH HAVEN

text

o PARK DISTRICT

New Spring Seminars

BoJQbie Willis, Director

substitute
your name

32-point
font size

(a) Slide 1 (Title Slide)
Figure 1-102

Instructions Part 1:  Using the
outline in Figure 1-101, create

the presentation shown in

Figure 1-102. Use the Oriel
document theme. On the title slide
shown in Figure 1-102a, type your
name in place of Bobbie Willis,
increase the font size of the title
paragraph, South Haven Park
District, to 60 and change the text
font style to italic. Increase the
font size of the subtitle paragraph,
New Spring Seminars, to 32, and
change the font size of the subtitle
paragraph with your name to 37

or to a size that displays all the text
on one line. Create the three text
slides with multi-level bulleted lists
shown in Figures 1-102b through
1-102d.

Correct any spelling mistakes.
Change the document properties,
as specified by your instructor. Save
the presentation using the file
name, Lab 1-3 Part One Spring
Seminars. Display the presentation
in grayscale.
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SENIORS SEMINARS

o Quilting
« Quilts made from donated fabrics
« Sewing machines provided
o T'ai Chi
« Gentle warm-ups
« 12 slow, continuous movements
« Easy cool-down exercises

ADULTS SEMINARS

o Almost Gourmet
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« Learn techniques from a professional chef
(b) Slide 2 o Everyone prepares and enjoys the dinners
Come hungry!

o Kickball

« Learn techniques and rules

TEENS SEMINARS

o Sailing
« Sail a 30-foot sailboat at your first class

o Fencing ‘

« Three levels
o Level 1 — Beginning Foil
o Level 2 — Foil, Epee, and Saber 'H'
o Level 3 — Open Strip Fencing (C) Slide 3

(d) Slide 4
Figure 1-102 (continued)

Instructions Part 2:  "The South Haven Park District staff members want to update this presentation to
promote the new Fall seminars. Modify the presentation created in Part 1 to create the presentation
shown in Figure 1-103. Change the document theme to Civic. On the title slide, remove the italics
from the title paragraph, South Haven Park District, decrease the font size to 44, and bold the text.
Change the first subtitle paragraph to New Fall Seminars. Then change your title in the second subtitle
paragraph to Executive Director and change the font size of the entire paragraph to 28.

On Slide 2, change the first first-level paragraph, Quilting, to Quilting for the Holidays. Change
the first second-level paragraph, Quilts made from donated fabrics, to Quilts will be raffled at Annual
Bazaar. Change the title of the second seminar to Intermediate T ai Chi.

On Slide 3, change the first second-level paragraph under Almost Gourmet to Holiday feasts
and parties. Then change the second-level paragraph under Kickball to Seminar concludes with single
elimination tournament.

On Slide 4, change the first class from Sailing to Climbing and then change the course description
second-level paragraph to Covers verbal signals, rope, knots, harnesses, belaying.

Continued >
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In the Lab continued

Correct any spelling mistakes, and then view the slide show. Change the document properties, as
specified by your instructor. Save the presentation using the file name, Lab 1-3 Part Two Fall Seminars.
Display the presentation in grayscale. Submit both Part One and Part Two documents in the format
specified by your instructor.

Civic
text not document
italicized theme

/
~“South Haven Park District
O

44-point
font size

revised
paragraph
text

28-point
font size

Seniors’ Seminars
(a) Slide 1 (Title Slide) O

» Quilting for the Holidays
revised | Quilts will be raffled at Annual Bazaar

paragraph - 3 -
text o Sewing machines provided

}‘Intermediate T’ai Chi
o Gentle warm-ups

© 12 slow, continuous movements
o Easy cool-down exercises

(b) Slide 2

Figure 1-103



Adults’ Seminars

O

* Almost Gourmet
Holiday feasts and parties

revised

paragraph o Come hungry!

text

= Everyone prepares and enjoys the dinners

Kickball

o Seminar concludes with single elimination tournament

(c) Slide 3

Teens’ Seminars

;,Climbing

revised

paragraph

text

| _o-Covers verbal signals, rope, knots, harnesses, belaying

* Fencing

o Three levels
= Level 1 — Beginning Foil
= Level 2 — Foil, Epee, and Saber
= Level 3 — Open Strip Fencing

(d) Slide 4
Figure 1-103 (continued)
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Cases and Places

Apply your creative thinking and problem solving skills to design and implement a solution.

® Easier  ®® More DirricuLt

Note: Remember to use the 7 X 7 rule as you design the presentations: a maximum of seven
words on a line and a maximum of seven lines on one slide.

¢ 1: Design and Create an Ocean and Seas Presentation

Salt water covers more than two-thirds of the Earth’s surface. This water flows freely between

the Earth’s five oceans and seas, which all are connected. In preparation for your next snorkeling

and diving adventure, you have been reading about the oceans and seas. You decide to prepare a
PowerPoint presentation to accompany a speech that is required in your Earth Science class. You
create the outline shown in Figure 1-104 about these waters. Use this outline along with the concepts
and techniques presented in this chapter to develop and format a slide show with a title slide and three
text slides with bulleted lists. Be sure to check spelling.
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STUDENT

Water, Water, Everywhere
The Earth’s Oceans and Seas
Jamel Thomas

Earth Science 203

Major Bodies of Water
Four oceans: Pacific, Atlantic, Indian, and Arctic
Pacific is largest and deepest
64,186,300 square miles
12,925 feet average depth
Fifth ocean delimited in 2000
Southern Ocean north of Antarctica

Coral Reefs
Form in shallow, warm seas
Made of coral polyps” skeletons
Grow on top of old skeletons
Spend adult lives fixed to same spot
Coral diseases increasing dramatically past 10 years
Responding to onset of bacteria, fungi, viruses

Ocean Zones
Sunlit (down to 650 feet)
Sea plants and many animals
Twilight (down to 3,300 feet)
Many different fish
Sunless (down to 13,100 feet)
Animals feed on dead food from above

M ———
Figure 1-104
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e 2: Design and Create an Industrial Revolution Presentation

The Industrial Revolution changed the way people worked and lived in many parts of the world. With
its roots in Britain in the 18th century, the Industrial Revolution introduced new machines, steam power,
and trains. As part of your World History homework assignments, you develop the outline shown in

Figure 1-105 about the Industrial Revolution and then create an accompanying PowerPoint presentation.

Use the concepts and techniques presented in this chapter to develop and format this slide show with a
title slide, three text slides with bulleted lists, and a closing slide. Be sure to check spelling.

The Industrial Revolution
1700 - 1850

Sonia Banks

World History 108

British Inventors
First machines spun and wove cloth quickly
Wealthy businessmen built factories
Spinning Jenny machine spun 16 threads simultancously
Angered people who made cloth at home
Luddites protested by smashing machines
Led by Ned Ludd

Steam Power
James Watt invented first steam engine in 1782
Hundreds of his engines used throughout Britain
George Stephenson designed steam train, The Rocket
Peak speed: 30 mph
Used to transport goods in 1829

Coal Mining
Coal needed to boil water to create steam
Mining towns boomed
Deep mines dug
Men. women, and children worked long hours
Many people killed and injured

Figure 1-105

Continued >
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Creating and Editing a Presentation

Cases and Places continued

ee 3: Design and Create a Recycling Presentation

Many communities require recycling of household waste. Residents are required to separate paper,
plastics, and glass and put each material in special bins or bags. Electronic equipment also can be
recycled. Your community has developed a special program for broken or obsolete computers and
peripherals, office equipment and products, small home appliances, and entertainment equipment.
These items include personal computers, printers, cellular telephones, toasters, televisions, DVD
players, and video game consoles. Community officials will be collecting these items during the
next two Fridays at your local police station and a nearby shopping center. They will not accept air
conditioners, humidifiers, and hazardous wastes. Using the concepts and techniques presented in
this chapter, develop a short PowerPoint presentation to show at various businesses and offices in
your community. Emphasize that recycling is important because electronic products have very short
useful lives. They produce waste and may contain hazardous materials, but many components can be
salvaged. Include one slide with acceptable products and another with unacceptable products.

ee 4 Design and Create Your Favorite or Dream Car Presentation

Make It Personal

Ever since Henry Ford rolled the first Model T off his assembly line in 1908, people have been
obsessed with cars. From the sporty Corvette to the environmentally friendly Prius, everyone has a
favorite car or dream car. Use the concepts and techniques presented in this chapter to create a slide
show promoting a particular vehicle. Include a title slide, at least three text slides with bulleted lists,
and a closing slide. Format the text using colors, bolding, and italics where needed for emphasis. Be
sure to check spelling.

e¢ 5: Design and Create a Financial Institutions Presentation

Working Together
Financial institutions such as banks, savings and loans, and credit unions offer a variety of products.
Have each member of your team visit, telephone, or view Web sites of three local financial institutions.
Gather data about:

1) Savings accounts

2) Checking accounts
3) Mortgages
4) Certificates of deposit

After coordinating the data, create a presentation with at least one slide showcasing each financial
institution. As a group, critique each slide. Submit your assignment in the format specified by your
instructor.



