Emyr Brown Ysgol BrynTeg Powerpoint Help

Section 5

Controlling a Presentation

By the end of this Section you should be able to:

Change Slide Order
Delete and Hide Slides
Create Action Buttons
Use Hyperlinks
Use Preset and Custom Animation
Animate Charts
Set up a Slide Show
Apply Slide Transitions and Timings
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Exercise 36 - Changing Slide Order

Guidelines:

To make a presentation flow more smoothly you may want to change the order of
some of the slides. Slide Sorter View allows you to do this.

Actions:

1. Open the Adventure presentation (or Adventure Data3 from the data
files), close the Task Pane and switch to Slide Sorter View.

2. Click the arrow to the right of the Zoom box, , on the Standard

Toolbar, and select a zoom value of 75%.

3. Scroll down so that slides 7 - 12 are visible on the screen.

4.  Slide 11, Holiday Costs should come after Slide 8, Book Early. Click on
Slide 11 and hold down the mouse button.

5. Drag the slide towards Slide 8 and a grey line appears as it is moved.
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6.  When the grey line is between Slide 8 and Slide 9, release the mouse. The
Holiday Costs slide is now Slide 9.

7. Save the presentation and leave it open.
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Exercise 37 - Deleting Slides

Guidelines:
Slides that are no longer required can be deleted. The easiest way to do this is to
use Slide Sorter View.

Actions:

1. In Slide Sorter View, click between Slides 1 and 2 and select Insert | New
Slide.

2. Use the Title and Text format.
3. Switch to Normal View and enter the title About Us.
4. Click to add the following text: The company was established in 1989.

5. On the next line enter One of the Directors is ex- SAS.

About (Js

+The Compahy was established in 1989
+QOne of the DireCtors is ex-SAS

26/4/2005 " Designed by Georgia Green 2

6. The Director in question has come in to see how the presentation is
progressing. He is not happy about the new slide, as he thinks he may be
traced and targeted by certain groups. You must delete the slide. Switch to
Slide Sorter View.

7.  Select the slide and then select Edit | Delete Slide.

8. The Clip Art slide (Slide 13) is not really part of the presentation. Select
that slide in Slide Sorter View and press <Delete>.

9.  Save the presentation and leave it open.
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Exercise 38 - Hiding Slides

Guidelines:

Occasionally a presentation may have slides that contain sensitive information. If
necessary these can be hidden.

Actions:

1. The Director is still not happy with the presentation. Make sure you are in
Slide Sorter View.

2. He thinks the slide about accidents should be hidden. Select Slide 7.

3. From the Slide Sorter toolbar click Hide Slide, = A symbol appears
beneath the slide to indicate that it will be hidden during the slide show.

SACTIARND AUTINE prEwdus e

==
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4. Select Slide 1 and view the slide show, clicking on each slide to advance to
the next.

5. Notice how Slide 7 does not appear.

6. Save the presentation and leave it open.
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Exercise 39 - Hyperlinks and Action Buttons

Guidelines:

Regular users of the Internet will be familiar with Hyperlinks - text or images that
move the user directly to another location when they are clicked on. Hyperlinks to
other slides in a presentation, to locations on an Intranet or the Internet can all be
created on slides. Action buttons are often used to create hyperlinks in a
presentation. They allow rapid, easy navigation between slides.

Actions:

1. View Slide 2 of the Adventure presentation in Normal View.

2. Highlight the text Walking Safaris and select Insert | Hyperlink.

3. From the Insert Hyperlink dialog box click the Place in This Document
button in the left panel then select 6. Walking Safaris from the list of slide

titles.

Link to:

@
Existing File or
‘Web Page

Place in This
Document

Create New
Document

E-mail Address

Text to display: |Wa|king Safaris

Select a place in this document:

Slide preview:

- Slide Titles
1. Adventure Holidays
2. Our Specialities
3. Free Fall Parachuting
4, Snowboarding
5. White Water Rafting

6. Walking Safaris

8. BOOK EARLY

10. Costs

(7) Accidents during previo

9. Danger Seekers Optional

>

v
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Cancel |

4. Click OK to create the hyperlink. The colour of the hyperlink text on the
slide is different to other text. When the hyperlink destination has been
visited, the text colour will change again.

5. To test the hyperlink click the Slide Show button, , at the lower left of
the screen with slide 2 still selected.

6. Click on the hyperlink text, Walking Safaris. Instead of moving to slide 3,
the next slide to appear will be slide 6.

7. Press <Esc> to end the slide show. Slide 6 should be shown in Normal

View.

8. To add an Action Button, click the AutoShapes button, _ then

Action Buttons and finally select the Forward or Next action button,

continued over
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Exercise 39 - Continued

9. Click and drag the shape of the button at the bottom centre of the slide.
Note: If a message appears about saving the presentation, select Yes.

10. The Action Settings dialog box then appears on the screen. Ensure that
the Mouse Click tab is selected. Click the Hyperlink to option and from
the drop down list, select Slide, then from the list of slides displayed, select
slide (7) Accidents... (the hidden slide).

Hyperlink to Slide
Slide title: _OK
1. Adventure Holidays A~

2. Our Specialities Cancel

3. Free Fall Parachuting

4, Snowboarding
5. White Water Rafting Sl duveg pemarpm

6. Walking Safaris
7) Accidents during previous year
8. BOOK EARLY B

9, Danger Seekers Optional Extras
10, Costs v = ———

11.  Click OK, then OK again.

12.  When back in Normal View, click the Slide Show button to see the slide
as it will appear in the presentation. An example is shown below.

Walking Safaris

>TRelatively safe guided Safari to meet the
wildlife in:
2 [Lusaka, Zambia

¥ Maun, Botswana
2 Kariba, Harare ¢ Victoria Falls, Zimbabwe

?‘ﬁ' i
.~'i
> ‘ ; /4

26/04/2005 Designed by Georgia Green 6

13. Click the action button.

14. The presentation moves to slide 7, the Accidents slide, even though it is
hidden and would not be displayed as part of a normal slide show.

15. Exit the slide show and move to the next exercise.
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Exercise 40 - Using Animation Schemes

Guidelines:

Animation can be applied to text and objects on a slide so they are brought on to
the slide in a variety of different ways, e.g. fly from top, dissolve, etc. Animation
can be applied in 3 areas: Slide Transition (how does the slide come into the
presentation), Title Animation (how does the title appear on the screen) and
Body Animation (how does the rest of the slide appear). These effects are also
known as builds.

Several preset schemes are available within PowerPoint that apply various
effects within the 3 areas described above. These can be used without having to
become involved in the more complex process of defining individual effects.

Actions:

1.
2.

Display slide 2 of the Adventure presentation in Normal View.

Select Slide Show | Animation Schemes to display the Animation
Schemes view of the Slide Design Task Pane.

Make sure the Autopreview, at the bottom of the Task Pane, is selected
so that any scheme is demonstrated immediately in the Slide pane.

In the Task Pane list of Animation Schemes find

Wipe N

Wipe and leave the pointer over the entry. A tool tip torate
appears indicating the effects included in this Scheme. |Mederate oorssgposer
Ascend Bg-:?\,;" Eﬁ;e

Click Wipe and the effects will be previewed. All effects Rescend

are shown automatically, regardless of how they are to be triggered.

Click the Slide Show button, , in the Task Pane to see how

the slide will actually appear. The slide appears full screen, the Title Fades
in, but the text will not Wipe from the left until the mouse is clicked. Click
with the mouse to bring in each line of text then press <Esc> to return to
Normal View.

With Slide 2 displayed, select the Unfold scheme. This has a Slide
Transition (Push Right), a Title effect (Fly In) and a Body effect (Unfold).

Click Slide Show to see how the presentation looks. Remember to click
with the mouse where necessary to trigger the next animated text item.

Note: Animation properties such as triggers, timings and sound are included in some
schemes but can only be amended by using the Custom Animation feature.

9.
10.
11.

Press <Esc> to end the show.
Close the Slide Design Task Pane.

Save the presentation and leave it open for the next exercise.
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Exercise 41 - Using Custom Animation

Guidelines:

Custom animation allows effects for individual items on a slide to be defined
separately. Effects can be chosen from 4 areas. Entrance effects (how an item
comes on to the screen), Emphasis effects (what it does on the screen), Exit
effects (how an item disappears), and Motion Paths (to move an item around a
slide).

Customising also allows greater control over details within effects, such as the
timing, speed and order of the animations, and any accompanying sound. For
any selected effect, all the options can be set from a dialog box with 3 tabs.

The Effects tab controls the addition of sounds, what happens to the item after
animation and whether to introduce text all at once, word by word or letter by
letter.

The Timing tab controls when an effect is activated - on the click of the mouse or
automatically, how fast the effect runs and whether it repeats.

The Text Animation tab controls how the effects are applied to a bulleted text list
(either to the whole list or by heading/subheading).
Actions:

1. Display slide 3, Free Fall Parachuting, in Normal View and select Slide
Show | Custom Animation to display the Custom Animation Task Pane.

2. Click on the slide Title area then click the button in the Task

Pane.

S Entrance »

3. Select then select the Spiral In effect. If this effect is not
on the first list, click More Effects, select the effect from the larger list and
click OK.

# Title 1: Free Fall...

4. An entry is made, ‘ Y 2 ‘ in the Animation list for this

slide. Click to demonstrate the effect and note that it only applies
to the title text.

5. Once entered, the effect can be edited. Select the effect in the Animation
list then click the drop down arrow to the right and select Effect Options.

6. Select the Effect tab from the Spiral In dialog box.

continued over
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Exercise 41 - Continued

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

Click in the After animation box [ES3HE PX
and select More Colors. Choose a
dark red colour and click OK.

Effect ‘Timing | Text Animation |
Enhancements

Sound: o sound] IR

Click in the Sound box and select
After animation: l ﬂ

a suitable sound to accompany the
effect.

Animate kext: [All at once LI
=
Click OK to apply the amended

effect. Notice that the title text now
changes colour after appearing

oK | Cancel

Different effects can be applied to
other parts of the slide. Select the main text area.

Select Add Effect, then Entrance and apply the effect Float. A new item
appears in the Animation list.

1Y # Title 1: Free Fall Par...

2’% ,»* Text 2: Jump wi,.. ¥

Click the drop down arrow for the new effect and select Effect Options.
Select the Text Animation tab from the Float dialog box.

Change the Group text option to As one object and click OK to view the
effect.

Select Effect Options for this effect again.

Select the Text Animation tab and change the Group text option back to
By 1st level paragraphs.

Select the Timing tab and change the Speed option to 2 seconds
(Medium).

Select the Effect tab and change the Animate text option to By Word. On
the same screen, click in the Sound box and select a suitable sound.

Click OK to apply all these options and view the results. Click Play to
repeat the preview if required.

Click to see how the effects will appear in an actual

presentation. Remember, mouse clicks will probably be required to trigger
most of the effects and <Esc> can be pressed to terminate the show.

Experiment by tryini out some of the different settings within Effects
Options, and use to demonstrate the effects.

Save the presentation and leave it open.
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Exercise 42 - Animating Charts

Guidelines:

Preset Animation Schemes do not apply to inserted objects such as charts but
custom animation can be applied. Animation can be applied to the chart as a
whole or to individual elements separately. Available options include:

= How to introduce the chart elements

=  Whether or not to animate the grid and legend

» Which animation effect and accompanying sound are applied
» What to do with the chart after it has been animated

Actions:

1. View slide 7, Accidents, in Normal View. Select the chart by clicking on it
once.

2.  Select Slide Show | Custom Animation to display the Custom Animation
Task Pane.

3. Click [B¥ AddEffect v] 40 o] Enbance b and finally select Dissolve In.

Note: If Dissolve In is not on the list, click More Effects, select the effect and click OK.

4. By default the animation is applied to the whole chart, as shown by the

preview. Click to demonstrate the effect again.

5. Click the arrow to the right of the Chart entry (this may be listed as Chart
2) in the Animation list and select Effect Options.

@ Custom Animation v X

|§§f§z Add Effect vl |X_ Remove I

Modify: Dissolve In

Start: “B On Click v
Speed:
Very Fast v

1“§ % Chart2 [+]
Start On Click

Start With Previous

(D) Start After Previous

| Effect Options... QJ

Timing...

continued over
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Exercise 42 - Continued

6.

10.

11.

12.

Select the Chart Animation tab and display the Group chart drop down
list.

Dissolve In

Effect | Timing Chart Animation l

Group chart: |As one object |
N Pl L,

By series
By category

By element in series
By element in cateqgory

QK | Cancel

Select By category and make sure Animate Grid and Legend is checked.
Click OK to apply the animation.

Click to demonstrate the effect.

The slide title should appear. Click once to see the chart background and
legend dissolve in. Click again to display the data for the first category,
Parachuting. The next three clicks will display the data for the
Snowboarding, Rafting and Safari categories.

Press <Esc> to end the slide show.
Close the Custom Animation Task Pane.

Save the presentation and leave it open.
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Exercise 43 - Setting Up a Slide Show

Guidelines:
The two most common reasons for creating a presentation are to create a slide
show and to produce printed handouts. The slide show can be printed out as
actual slides, projected from the computer on to a screen (with the appropriate
equipment), shown on the Internet or as a show on the computer screen itself.
The following exercises demonstrate how to set up the show, with transitions and
timings, etc.

Actions:
1. Switch to Slide Sorter View.
2. Select Slide Show | Set up Show. The Set Up Show dialog box appears.

3. Make sure the dialog box shows All Slides and Advance slides Manually.

Set Up Show 23]
Show type Show slides
(* Presented by a speaker (full screen) o al
" Browsed by an individual (window) " From: | 100 | e
i ~
" Browsed at a kiosk {Full screen) | J

Show options Advance slides

I Loop continuously until 'Esc’

[~ Show without narration " Using timings, if present

I Show without animation Multiple monitors

Pen color: | R ~ |
-

Performance

I Use hardware graphics acceleration Tips

Slide show resolution: [[Use Current Resolution] L]

OK | Cancel |

4.  Click OK.
5.  Select the first slide and then select Slide Show | View Show.

6. The first slide in the presentation appears. Notice the information at the
bottom of the slide from the Slide Master.

7. Click the mouse to move to the second slide.

8. Move through the rest of the slide show, using the action button on Slide 6
to navigate to the hidden slide. Ignore the hyperlink on slide 2.

9. At the end of the show PowerPoint returns to Slide Sorter View. Leave the
presentation open.

© CiA Training Ltd 2005 12 Emyr Brown Ysgol BrynTeg 2009
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Exercise 44 - Applying Slide Transitions

Guidelines:
To add interest to a slide show, a transition can be applied to slides. This is a
special effect, which controls how one slide changes to the next.

Actions:

1. In Slide Sorter View, select the Title slide (first slide) of the presentation.

2. Click the Slide Transition button, . The Slide Transition Task
Pane appears.

@ Slide Transition v X

Apply to selected slides:

Mo Transition A
Blinds Horizontal

Blinds Yertical

Box In

Box Out

Checkerboard Across i

Modify transition

Speed: Medium ¥
Sound: [MNo Sound] 7
-

Advance slide

[V On mouse click
[ Automatically after

Apply to All Slides

3.  Select some of the effects from the list and watch the previews.

4. Select the effect Dissolve, and a speed of Medium. Select a sound if
required and set Advance slide to On mouse click, then click Apply to
All. The Dissolve transition effect is now applied to each slide in the
presentation.

Note: If Apply to All Slides is not selected the transition effect will be applied to the
selected slide only. Different effects could be applied to different slides.

5.  Save the presentation.

6. Select the first slide, then click the Slide Show button to run the slide show.
Click the mouse button to move through. Notice the effects as the slides
change.

7. Leave the presentation open for the next exercise.

© CiA Training Ltd 2005 13 Emyr Brown Ysgol BrynTeg 2009



Emyr Brown Ysgol BrynTeg PowerPoint Help

Exercise 45 - Applying Timings

Guidelines:

Slide shows can have timings applied to them, so that slides advance
automatically without the need to use the mouse. If a presentation is run
automatically, it can be viewed without the need for a presenter.

Note: If a presentation contains hyperlinks and action buttons it should really be run
manually, but for this presentation you will apply timings.

Actions:

1. With the Adventure presentation in Slide Sorter View, select the first slide

xia)
i
Cy

and then the Rehearse Timings button,
the Rehearsal dialog box on the screen.

The slide show begins, with

Rehearsal v X
Next —Q/Il E]:OE]I: 16 ‘S\U!UU! 1&4—— Total time elapsed
Pause Time elapsed for this slide Repeat

2. After a few seconds, click the Next button, El The next screen appears
with the time for the current slide reset.

3. Pause the rehearsal using the Pause button, El then restart it using the
same button.

4, Move to the next slide/effect.

5.  View the entire presentation, clicking the Next button after a few seconds of
each slide until finished.

Note: Remember that the bulleted lists will require a click of the mouse for each line to
appear and you will need to click the Action Button hyperlink on Slide 6 to view
the hidden Slide 7 so it will be included in the timings.

6. At the end of the rehearsal a dialog box appears showing the total time for
the slide show and asking if the timings are to be saved for future use.
Select Yes.

Note: Timings can be changed from the Slide Transition Task Pane. For example, to
change the time for all slides to 15 seconds, from Advance slides, select
Automatically after and use the up/down spinner to display 00:15 in the box.
Click the Apply to All Slides button.

7. Notice how the times for each slide are now shown underneath the slides,
as in the diagram on the next page. The symbols next to the timings
indicate that there is some form of animation applied to that slide.

continued over
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Exercise 45 - Continued

Qur Specialities Free Fall Parachuting Showboarding
+Frea Fall Pavechutitg: +Jurapulith & FUIY QU alified iU +GOUiK OFF piZ® at th FOIMIING KGatiohs
5o boed itg S+ EXpariahs tha &< hilvatioh O hiy £ Fall bl ¥
Satianelg Hokduie +1hit3 e Roveing cangive 3:-.':' ey, .
i #hasBuc e
S glkitg Tafavis L] 2
Froen Damger SeskvsInterhational FZam e Quanind
B, Y o
- S . oo iy ; o ot o s - iy o
00:05 1 00:24 2 00:20 3 00:22 4
White Water Rafting Walking Safaris Accidents duving previous year BOOK EARLY
+QUalifid quide FROIRtivOY Saf FUided Bafri tO mest tha +Taba advahtega of
“+Locatiohs throughout the UK widi@ i 26 b demes
+307 ¢ day bomks i)
I atemoofz ahd il od movided # Kuibs Hunm s Tooiy T Zibdus 2
W &
oo ot . oo o . o oty e . o iy o
00:10 5 00:06 6 00:11 7 00:04 8

Note: The total time for the slide show is made up of the times for each individual slide.
The timing can be changed at any time by clicking the Rehearse Timings button
again.

8. Select Slide Show | Set Up Show. In the Set Up Show dialog box, make
sure Advance slides, Using timings, if present is selected.

Advance slides

" Manually
{* Using timings, if present

Note: If required, there is an option available from Slide Show | Set up Show, which
will allow the show to run continuously until <Esc> is pressed.

Show options

[ Loop continuously until 'Esc’
[ Show without narration

| Show without animation

9. Click OK, then save the presentation.

10. View the slide show. The slide show will now play, when activated, using
the timings set in the rehearsal, without any manual intervention required.

Note: Normally there would be no need to press the mouse button at all. However,
because Slide 7 is hidden, you will only be able to view it by clicking the action
button hyperlink immediately after the text has appeared on Slide 6. This is why
presentations including hyperlinks are best run manually.

11. Close the presentation.
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Exercise 46 - Revision

1. Open the presentation Induction, saved in Exercise 35.
2. Move Slide 4 Bright Future before Slide 3 Company Performance.
3. Delete the new Slide 4 Company Performance.

4. Create an action button hyperlink on Slide 2 Company Structure to go to
Slide 3 Bright Future.

5. Hide Slide 3 Bright Future.

6.  Apply a single animation effect to all slides.
7.  Apply a single transition effect to all slides.
8. Apply timings to the presentation.

9. Set the show up to advance using timings.
10. Save the presentation.

11. View the slide show.

12. Close the presentation.
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Section 6

Finishing and Printing

By the end of this Section you should be able to:

Add Speaker’s Notes
Create Start and End Slides
Print Slides and Presentations
Print in Portrait and Landscape
Produce Evidence of Timings and Effects

Print Handouts
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Exercise 47 - Adding Speaker’s Notes

Guidelines:
Notes can be added to any or all slides in a presentation. The notes can be to
prompt the speaker as he or she runs the slide show, or for the benefit of the

audience. Notes can be printed separately, to be handed out to the audience if
required.

Actions:

1. Open the Adventure presentation (or Adventure Data4 from the data
files).

2.  Select Slide 6 Walking Safaris and select View | Notes Page.

Walking afars

Click to add text

1]

3. Click in the white area beneath the slide and zoom in to 100%.

4. Type in the following note for the speaker:

The next slide is hidden as it contains information about accidents
that occurred last year. Use discretion when showing this slide,
depending upon your audience.

5. Click the Next Slide button, @ at the far right of the slide to move to Slide
7.
6. Add the following note:

Stress the fact that most accidents were not serious, but we do have a
duty to let customers know the risks involved before they book a
holiday.

7. Save the presentation and switch to Slide Sorter View.
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Exercise 48 - Start and End Slides

Guidelines:

It is good practice to make sure the audience can clearly see the start and end of
a presentation. The start is usually defined by using a Title Slide, as you have
done in the current presentation. Sometimes a blank slide is used to indicate the
end of a presentation.

Actions:

1. The Adventure presentation should be open in Slide Sorter View. It
already has a Title Slide as Slide 1. Select the last slide, Slide 12.

2. Insert a new slide, choosing the Blank layout from the Content Layouts in
the Slide Layout Task Pane.

& Slide Layout v X
Apply slide layout:

Text Layouts

Content Layouts

3. Notice that the graphic and footer information still appear on this slide, as
they were added in Slide Master View.

4. Save the presentation.

5. Leave the presentation open.
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Exercise 49 - Page Setup

Guidelines:

Various elements of a presentation can be printed. Before printing you may need
to change the orientation of the slides or the notes pages/handouts, i.e. from
Portrait to Landscape.

Actions:
1. In Slide Sorter View, select File | Page Setup.

2. The Orientation area is at the right of the dialog box. Select Portrait from
the Slides area.

Page Setup
Slides sized for: Orientation

On-screen Show v Slides
i ) O
19.05 2 cm () Landscape
Height: Motes, handouts & outline
254 Gjan N (%) Portrait
Mumber slides from: A ~
() Landscape
1 ~

v

3. Click OK and notice the change to the layout of the slides.
4. Change the slide orientation back to Landscape.
Note: Orientation can be changed for notes pages and handouts too.

5.  Save the presentation.
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Exercise 50 - Printing Slides and Presentations

Guidelines:

Slides, notes pages, outlines and handouts can be printed in various formats.

Actions:

1. In Slide Sorter View, select the second slide and select File | Print. The
Print dialog box appears.

Print @
Printer
Name: [\\COMPUTER20\HP2100PLB | Properties
Status: Idle S
Type:  HPLaserlet 2100 Find Printer, .,
Where: \WCOMPUTER20YHPZ100PUB
Comment: [ Print to file
Print range Copies
o al " Currentside ¢ Selection MNumber of copies:
( I —] 1 EI:
® slides: |2
Enter slide numbers andfor slide ranges. For example,
1,3,5-12
v Collate
Print what:
|slides | 6 ] dlE
) 8 ) [
Color/grayscale: o -
Gl
IGrayscale LI

I Scale to fit paper
I Frame slides

I” Include comment pages

Preview

IV Print hidden slides

Lo ]

Cancel ‘

2. Check that the printer is ready to print. If the printer name shown is
incorrect, click on the Printer Name drop down arrow and select the correct

one.

3. From Print range, choose Current slide. Make sure the Copies area

shows 1, then click OK to print Slide 2 only.

4. Select File | Print again. To print a range of slides, select Slides from Print

range and enter 3, 6-8 in the box provided.

5. Click OK to print slides 3, 6, 7 and 8.

6. To print the speaker’s notes created earlier, select File | Print.

7. From Print what select Notes Pages and click OK.

8. Leave the presentation open for the next exercise.
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Exercise 51 - Show Timings and Effects

Guidelines:

A screen print of a presentation can be obtained to show that you have applied
timings, animation effects and transitions to slides. This may be used to provide
evidence to someone who may not be able to view the presentation and forms
part of the assessment.

Actions:

1.

5.
6.

7.

Switch to Slide Sorter View, close any open Task Pane and change the
zoom to 50%.

Press the <Print Screen> key on your keyboard.

Start Word XP by selecting Start | Programs | Microsoft Word.

Click the Paste button, [E An example of the screen is shown below.

*73 Document1 - Microsoft Word E]
File Edit Wew Insert Format Tools Table Window Help - X
DeEan LRV BT - QHORE=& B 1 10w -3,

4 Mormal v TimesMewRoman + 12 v B 7 U E =E = SIEEE O-2 A,

I.l'l'l'g'I'l'I'Z'I'3'I'4'I'S'I'S'l'7'l'8'1'9'l'10'l'll'l'lZ'l‘13'l'14'lﬁ15'|'15'|'l7'|' Z‘

N @) fe Edt Yew Jrest Fomet Joos SideShow Widom ek - x

N 2 Teanstion (4 Deggn = teew Shde

N MY & LI |

'?‘ P, T by | - ha T

. renma) ———— b o el rmemorad

L rm b e - {‘ b o

! e S 14 ki

; ooz 1 oz 2 oz 3 ooz 4 ooz 5

T b s g s e oo ey o e 3

- P e P s e

s T = ——— [ siteps

- ==l =l = ST e

B ¥

" i ——ca D e

; 00:12 6 00:12 1 00:12 8 00:12 9

l-\ hiy mr

A i

- =5 ==

. - =

@

N Vun;lzr u 00:12 ) 13 LI

- 2

- ]

= BET 3
> PROEIP -

= s[E = ¢ »
Page 1 Sec 1 11 At 25cm Ln1 Col 2 English {U.K

W“ R Rt ~ ~ ~ A e - Ty S ~— i ' |
sy Slart rw@]l Microsoft Power... r;zm Paint Shop Pro r‘l; Printers and Faxes i Document! - Micr...  EN [ 4 09:28

=

Click Print, [ &

Select File | Exit to close Word and select No when prompted to save.

Leave the presentation open.
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Exercise 52 - Printing Handouts or Thumbnails

Guidelines:
Handouts can be printed for an audience to follow as the presentation is running.
Later they can use them for reference to remind them of the presentation. They
have several slides on one printed sheet, in miniature.

Actions:
1. In Slide Sorter View, select File | Print.

2. From the Print what drop down list, select Handouts.

3. Drop down the list next to Slides per page and select 3.

Handouts
Slides per page: @ Q=
=
" Scale to fit paper W Print hidden slides

IV Frame slides
| Include comment pages

| QK | Cancel

4. The small preview at the right of this section shows how the print out will
appear. Click OK to print the handouts.

5. Select File | Print again. This time select to print 9 handouts per page.
6. Click OK.

7. Notice how small the slides appear in comparison with the previous
handout. This is where the name thumbnails comes from.

8. Save the presentation and close it.
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Exercise 53 - Revision

1. Open the presentation Induction, saved in Exercise 46.

2. Add the following speaker’s note to Slide 3 Bright Future: Mention the
preliminary figures for this year, showing Turnover and Profit growing
faster than ever.

3. Create a blank slide to end the presentation.

4. Print the speaker’s notes in landscape orientation.

5. Print an outline showing only the titles of the slides.

6. Print handouts, 9 to a page.

7. Obtain a screen print to evidence the effects applied.

8.  Close Word.

9. Save the presentation and close it.

10. Close PowerPoint.
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Answers

Exercise 12 - Revision

induction Topics

»Company Ethic
»>Training Programme

C’ty Tr aining »Health and Safety

Awelcome to new employees

et Duiga by varkure ' e Dulpa by varkure b

Exercise 22

Agventurs Holidar s

Trou Dmger fasan heam eiony

e vy s

Our Specigitios
*Fras Pyl poyechueing
Enoubio yding
STWhia W gear Repring.
ST nEEEYE

Frea Fall Parashuting
2uwp with ARIF QUi Etuco T
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Snouwbo ading
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Exercise 23 -

Revision

2 3
W hiea I aesr Rafting WakinggeFaris BOOKEARLY Danger Seehars O ptiong Extrag
+Qu il @ ide STneivar ¢ o @ dad £ o6 e 40 W ot tha 3The g rmemaos Y Hoidydmrecs i (o Him
Ipceeons thoughouttha TK wid i@ n ‘e '.-..‘:;::.: 4 heicy Do .: Biarmo Preate
»sorvde brane Ee e 2 5 Towps nimam | & Lim st s
3T ammoR md 1 ©od povida by My o8 SKER Pz
6 7

emntd Dulpa by varkime

Awelcome to new employees

»Company Ethic
»Instruction Programme
»Health and Safety

e Dulpa by varkire

»To he fair minded

»>To provide equal opportunities for all
»To encourage self improvement
»To reward good performance

eomnea Dulpas by varkise. 1

#Instruction will include:

»Staff facilities

@ Soft sKiTs imstruction "
¢ Tinstuction »Wark station safety
5 Report procedure instruction »>Electrical safety
@ PudBc speaking sl q
5 Tvaining needs assessment >If you have an accident
e Dulpest varhire e Dulpeet varre
© CiA Training Ltd 2005 25 Emyr Brown Ysgol BrynTeg 2009



Emyr Brown Ysgol BrynTeg PowerPoint Help

Exercise 34

Our gpeciaitie Free Fall Paras huting Srouboading Whits W aesr Rafeing
Tres Fo pyrschuting NP with AR QUi tuco T i 2 yifad ida
A »Enousio g >Pparinca sha a:hiinreeon on frea F1 SIpceions houghousha TR
Agventure Holidarz e T e niad >sorvin brane
W g s AT ammoR md Y1 Eodpridal

Trou DmEer Caaars Team seonyy

1 2 3 4 5
WakinggaFariz Agcidentz during previousye BOOK EARLY Dapger Seakarz Qptiond Extra Coztz
>Poivar st copyi 0 wan tha Tya wrmegans — [ ==
in b, Bt = =
E ig Iﬁ i = =
S8 o 0 = =
e vy =
6 7 8 9 10

Holda Costz Our geaff Clip Are

Hprica sepe ou:

Exercise 35 - Revision

m 2000 | 2001 | 2002 [ 2002
[ (2] s | = [ [ = [ =
Auwelcometo new employees m m m E

]

iveat s 2 2 =
- Tt . - i Tas > - T 3 - i T .

1 2 3 4
»Company Ethic »To be fair minded »Instruction will include: » Staff facilities
#Instruction Programme »To provide equal opportunities for all g;ﬁ:’:’m:""m" *\Work station safety
#Health and Safety #To encourage self mprovement FEfepar grocdure irarurion »Bectrical safety

FEPubiic yeming sl

Troinng nex o3searmt »If you have an acsident

»To reward good performarce

- i T . - i Tt . - iy Tt . - i Tt 3
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Alignment

Animation

Animation Scheme

Background
Bullet Levels

Copy

Custom Animation

Cut

Footer

Formatting
Header

Import
Object
Orientation

Paste

Presentation
Slide Layout
Slide Master

Slides
Slide Show
Text Effects

Timings

Transition

Views

Glossary

The arrangement of text or objects in relation to the slide
or text box, e.qg. left, centre, right, top, bottom.

Special effects which make text and other objects appear
to move on screen.

A collection of animation effects which can be applied to a
slide with a single selection.

The colour or graphic behind the contents of the slide.
Used to emphasise major and minor points.

Create a duplicate of an object or text. Used when the
copied item is to be duplicated.

Applying animation effects to individual objects on a slide
and specifying their operation.

Remove an object or text. Used when the cut item is to be
moved somewhere else.

Text or numbers appearing at the bottom of the slide,
notes page or handout.

Changing the appearance of text, graphics, etc.

Text or numbers appearing at the top of the slide, notes
page or handout.

Bring a file into a presentation from another application.
Item on a slide, e.g. drawn shape, image, chart, text box.

Which way up the slide/handout is: Portrait or
Landscape.

Used after Cut or Copy to position the item (move or
duplicate).

A collection of slides used by a speaker as a visual aid.
The type of slide, e.g. Title and Text, Title Only, etc.

This view is for adding items that are to appear on all
slides in a presentation.

Make up the presentation, each refers to a specific area.
A preview of the presentation, with all effects, sounds, etc.
Formatting such as bold, italic, shadow, superscript.

Govern how long an item or slide remains on screen
during a show.

How one slide moves to the next.

Different ways of looking at slides.
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