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Text BOX MErgiNg ... eenesineseensesisensesessessssessesessessssessssense
The Eyedropper TOOI ... nesiseississssisssssssssisssssssssssssssssssens
SCIEEN SIZE ettt sss s sasessens
The COMMENTS PANE .c.uerrrriieieississsisssisessssssssssssssssssssssssssssssssens
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Chapter

Getting Started With PowerPoint

Microsoft PowerPoint is a program that allows you to create multimedia presentations.
These include electronic slide shows and screen displays. For your first presentation you
will create a slide show for the Wattle Valley Animal Park, which is a make believe zoo that
maintains animals in their natural habitat.

Starting a Presentation

1 Load Microsoft PowerPoint 2016 and you should receive the POWERPOINT START
window.

2 Recently used documents are
displayed at the left of the window
or you can click on the OPEN OTHER

Recent < PRESENTATIONS icon to open a saved

document.

You haven't opened any presentations recently. To browse for a
presentation, start by clicking on Open Other Presentations.

POWerPOint Search for online templates and thel

[@¥ Open Other Presentations =——

3 Arange of preset presentation themes
DR (Templates) can be selected from the
mEmm== main section of the window.

Integral

4 Click on the BLANK PRESENTATION
icon to start a new presentation.

PowerPoint

Recent

5 The POWERPOINT screen will open. Look at the labelled diagram at the top of the
next page and refer to this diagram until you are fully familiar with the sections of
the POWERPOINT screen.
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1) 2 Presentation - PowerPoint

Insert  Design  Transitions  Animations  SlideShow  Review  View O Tell me what you want to do

Cut j [ rayout Text Direction ~osOool- O
N 2] Reset Align Text AL Ledn - U h
Past New - - Amange Cuick
FormNpainter | glige~ o Section Convert to SmartArt AL YR e
Clipboard & Slides X Paragraph Drawing

Ribbon

Greg Bowden £ Share
£ Find

30 Replace ~

[ Select~

Shape Fill

Editing ~

4‘ File tab i I Quick Access Toolbar i

Click to add title

Slides Pane

Click to add subtitle

Slide with content
Placeholders

P Y (
Status Bar

View Buttons

Slide 10f 1 English [Australia) = notes M Comments =

Zoom Controls

+ 2% [

The PowerPoint Screen Sections

There are different sections to the PowerPoint screen that you will regularly use.

A The Backstage View

@ H

Insert Design Transitions

Mew

Slide~ CJection~

Format Fainter

Clipboard P Slides

1 Click on the FILE tab at the top

‘
| I Layoul left of the screen to open the
Cop ] Reset BACKSTAGE VIEW.
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Getting Started With PowerPoint 1

Presentation] - PowerPaint

Print 2 Inthe BACKSTAGE VIEW sections are
& | =L provided to save, open, print and
close documents. Click on some of

the categories.

Settings

"; Print All Slides .

u e J 3 The OPTIONS button has tools
] e for controlling how Microsoft
= o PowerPoint operates.

Color

Edit Header & Foater

4 Click on the LEFT ARROW icon at the top left of the CATEGORIES to return to the
PowerPoint screen.

B The Quick Access Toolbar

The QUICK ACCESS TOOLBAR is above the RIBBON at the top of the screen. It has buttons
to save, undo or redo steps. You can add also common command buttons to it.

Customize Quichhg Slide Show Review

MNew

= Open

Side Y HE

Click on the arrow at the right of the

o o QUICK ACCESS TOOLBAR and a list of
Quick Print command options will be displayed.
Z:" st Select options that you may need, for
o example, it is handy to have the NEW

and OPEN options displayed.

v Undo

v Redo

+  Start From Beginning
Touch/Mouse Mode
More Commands...

Show Below the Ribbon
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C The Ribbon

The RIBBON across the top of the screen contains most of the PowerPoint commands in a
variety of command TABS.

1 When you first load Microsoft
PowerPoint the HOME tab of the
RIBBON is open. It is broken up into
GROUPS.

P— it Animations Slide Show

_l [=]Layout -

™) Reset
MNew

Slide -

= Section =

Clipboard Slides Paragraph

2 Click on each command TAB in turn to see what groups of commands they contain.

Home Tab: Contains the most common commands for formatting and
editing slides.

Insert Tab: Contains commands for adding items to slides, for example,
tables, graphics, headers and footers, etc.

Design Tab: Contains tools that control how slides look on the screen or
when printed. These include page setup, slide orientation,
themes, backgrounds, etc.

Transitions Tab: Contains tools for controlling how slides flow to other slides.

Animations Tab: Contains tools for adding animations to slides, such as animation
effects, timings, etc.

Slide Show Tab: Contains tools to run the presentation. These include adding
narrations, rehearsing a presentation, etc.

Review Tab: Contains tools for checking presentations. These include spell
checking, thesaurus and adding comments.

View Tab: Contains tools to view documents on screen. These include
zoom and master slide commands.

—

NOTE: Other tabs are added to the RIBBON when you select or add items to a
presentation.
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Chapter

2

Using Graphics in Slides

Graphics can make presentations more interesting. In this chapter you will learn how to
add images and photos to slides. This will involve creating slides about Jungle Safaris and
Wild River Rides for the Wattle Valley Animal Park presentation.

Loading the Presentation

1 Load Microsoft PowerPoint or close the current presentation and click on the FILE
tab.

2 Click on OPEN OTHER PRESENTATIONS in the START window or OPEN in the
BACKSTAGE VIEW.

3 Browse to your STORAGE folder and open the WATTLE VALLEY AP file.

Creating the New Slide

Wattle Valley AP - PowerPoint

imations  ShideShow  Review  View Q@ Tellmewhatyouwanttodo _

Click on the second slide

pane then click on the arrow at the
base of the NEW SLIDE icon in the
HOME tab of the RIBBON.

* Jungle Safaris
* Wild River Rides

NOTE: New slides are added after the selected slide. If the first slide was
selected, the new slide would be placed between the two slides.
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Selecting the Slide Layout

For this new slide text and graphics will need to be placed side by side, so a suitable
slide layout will need to be selected.

H e ® 0 - o Wattle Valley AP - PowerPoint

Insert Design Transitions Animations Slide Show Review View @ Tell me what you want to {

L 3{, Cut |:| Layout ~ = Text Direction

. 0 ER Copy ~ INJ €] Reset ) Align Text

E-Ste ~ Format Painter Sli::' = Section ™ B IUS§aS .
Cipbsard 15| Office Theme Select the TWO CONTENT slide

layout to insert the new slide.

Wattle Valley
Animal Park

Title Slide Title and Content  Secjj

—y==| Rttle Valley

Exotic Animaks
On Display

Title Only

Captien

pailld River Rides

\|i| Duplicate Selected Slides

CONTENT is a term to represent text, pictures, SmartArt graphics,
movie clips, etc.

Entering the Slide Title

Transitions

Wt Vally 2 - Pouerbn = Click in the CLICKTO ADD TITLE
‘ E ] frame and enter:

Design
Eltayout~ CalibriLight (H - |44~/ & o™ A
] Reset

ide - D Section~

BT UGS SaMN-Aa- A- E=== =- o

Jungle Safaris

Slides Font

-Jungle Safaris

.

* Click to add text * Click to add text
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Using Graphics in Slides 2

o ?scm \:I ELayuut' il =, 1[{;“3&« Direction
R Copy ~ ] Reset ] Align Text = E . .
P ot | o, st Zenawme | 2 Highlight the text and set the

Clipboard ] Slides

FONT to ARIAL, the FONT SIZE

to 54 point and the STYLE to
BOLD, ITALIC, TEXT SHADOW and
CENTRE.

* Click to add text

Wattle Valley AP - PowerPoint

SlideShow  Review

3 Click on the FONT COLOUR icon
arrow and set the colour to the
same yellow that was used in

previous slides.

1= |If} Text Direction -

[£] Align Text ~

T Convert to SmartArt -
iph I

U Arial ME TRV R =R

A

rrrrr

Wattle Valley
Animal Park

* Click to add text * Click to add text

Inserting an Image

Microsoft PowerPoint allows Photos and ClipArt images to be imported into slides.
These will be imported from the PP2016 SUPPORT FILES. You might need to find out
where those files are located on your system from your teacher. Or you can substitute
photos from your school’s graphics library.

Wattle Valley AP - PowerPoint

GregBowden  §) Share
e X Cut E s Pramn PR Y 3 517 m] [j L Shape Fill - £ Find
: P
0 ER Copy ~ . £ Reset B~ NOoO- N U 5‘1 [# Shape Outline - 33 Replace ~
aste lew oL - r EE == ===~ | Arrange Luid
o Format Painter | ige~ ‘HSection= MDAl U [§]ax - Aa- [ A - SFI=S= = B comerttosmartar - | AL L G 057 T o O shapeBfects = s Select~

Clipbeard ™ Slides Font ™ Paragraph ™ Drawing ™ Editing ~

o\

1 Click on the PICTURES icon in the

bottom row of the icons in the left
placeholder.
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_ 2 Navigate to the PP2016 SUPPORT
e e FILES and open the CHAPTER 2

':(-) - 1 <« Desktop » PP2016 Support Files » Chapter2 ﬁ [ Search Chapter J f Id
older.
Organise * MNew folder
Bl Desktop A

& Downloads
| Recent places

. Creative Cleud Fi
& OneDrive

Crocodile Hippos People Tiger

“'jg:ifjnim 3 Select the TIGER photo and click on
iDow.nloads INSERT.

File name: | Tiger v

Tocls - Cancel

Adjusting the Image

The size and position of the image can be adjusted.

Wattle Valley AP - PowerPoint

SlideShow  Review  View ima Q Tell me what you want to do GregBowden ) Share

=] — P—— [ = - [ angn~ = =

Eg = res = Picture Border~ 1 Bring Forward ~ [ Align | kg [asmem
. ="' El Change Picture Py I (- ) El - | @ Picture Effects~ | 'y Send Backward ~ L] Group =5

Carrections Calor  Artistic = f 2 Crop hwidth: 1184em 1

Background - ~  Effects~ ‘& Reset Picture - = EL PictureLayout = 5 Selection Pane ARotate~ =, e Width: [11. -

Adjust Ficture Styles 3 Amange Size 3 ~

1 Move the pointer over the bottom
right ‘handle’until it changes to
diagonal arrows and drag the
‘handle’ up and to the left to adjust
its size.

NOTE: A DESIGN IDEAS pane may open at the right of the screen. You can
submit your slide to Microsoft if you wish to. Once you move or resize

the image the pane is closed.
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Chapter

Using Transitions

Transitions allow you to phase the change from one slide to the next using a selected
animation. You can apply a transition to one slide or to a group of slides.

Loading the Presentation

1 Load Microsoft PowerPoint or close the current presentation and click on the FILE
tab.

2 Click on OPEN OTHER PRESENTATIONS in the START window or OPEN in the
BACKSTAGE VIEW.

3 Browse to your STORAGE folder and open the WATTLE VALLEY AP file.

Applying a Transition to One Slide

D4 CEPIE
B~Nooo-|, o
aate] A Lo O o[ RET

Transitions  Animations  Slide Shor Revi Vi mleV;HTe Gr den R_Share-
Watﬂe Va”ey 1 Click on the second slide in the
e — SLIDES pane.

ungle Safaris

* Wild River Rides ” [‘g]‘ I

Clipboard & Slides

* B B B B BB | 2 Open the TRANSITIONS tab of the
T RIBBON and click on some of the
transitions in the TRANSITION TO
I THIS SLIDE group to see their effect.
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Wattle Valley AP - PowerPoint

Animations QD Tell m:

Slide Show Review View what yo

. o
= <, : .
e [I [ . - | . - [© Doemer rso 2] 10wt
| - (O Duration:  01.00  © [+ On Mouse Click
bici=m Morph Cut Fade Push ffect

Ef
spit Reveal  RandomBars  Shape % . | B Apply To Al After; 000000 *

Preview Transition to This Slide Timing ~

1
Wattle Valley
Al rk

right the TRANSITION TO THIS SLIDE
group in the TRANSITIONS tab.

4 The transitions are divided into 3
groups, Subtle, Exciting and Dynamic
Content.

Wattle Valley AP -

-’5“4

T )

] & 3

5 VSR
2

Provides

= A s EEEERF®
EE E B B M|OIE X
E =8B EERE 2R
T | 5 Try some transitions from each group
] 4 o o E then select the RIPPLE transition.

Effect Options

There are effects that can be applied to selected transitions. These effects vary
depending on the transition you select.

GregBowden £ Share

ile nser ign ns
I-[@ E @ - - 4, Sound: [NeSeund] - Advance Slide

D 01.50 . |v/ OnMouse Click
Preview Peel Off Page Curl Airplane Origami 00~

Preview

1

Wattle Valley
Al il Park

* Jungle Safaris
* Wild River Rides

. ) Click on the EFFECT OPTIONS icon in the
Baby Animal Nursery T TRANSITIONS tab and select an effect.
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Chapter

Animation Effects

You can enhance the appearance of slides though the use of animation effects. For
example, you can make text fly onto the screen one point at a time, dim it after it has
been viewed, make graphics move around the screen or fade in and out, and add sounds
to objects.

Loading the Presentation

1 Load Microsoft PowerPoint or close the current presentation and click on the FILE
tab.

2 Click on OPEN OTHER PRESENTATIONS in the START window or OPEN in the
BACKSTAGE VIEW.

3 Browse to your STORAGE folder and open the WATTLE VALLEY AP file.

Adding Animation Effects

You can quickly apply effects to placeholders to animate their contents.

“1 1 Select SLIDE 4 in the SLIDES pane
: and click on the HIPPOS image to
select it.

Wild Rive: niue>

* Take a boat trip on the river
that runs through the
Animal Park.

= You will b—apclose and
pe-sonal with hippos and
crocodiles.
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2 Open the ANIMATIONS tab of the
RIBBON and click on some of the
animation icons in the ANIMATION

group.

Float In

Preview Animation

Wild River Rides

* Take a boat trip on the river
that runs through the

Animal Park.
* You will be up close and g

personal with hippos and : . .
crocodiles. 3 The animation is previewed on the

HIIPPOS placeholder each time.

Wattle Valley AP - P

SlideShow  Review  View Q@ Tellmewl

e ,r P Start: OnClick -/ Reordes
p*’ * * 4 ’“( 3T w N * - (D Duration: 0100
review =
v None Appear Fade Fly In Float In Split Wipe Shape |2 o (O0eby o -

Preview Animation n Timin

Ry Wild : 4 Click on the MORE icon at the
I N bottom right of the ANIMATION
. . group to see more animations.

* Take a boat trip on the river

that runs through the

5 The animations are divided into
Floan e BE O o sy | Entrance, Emphasis, Exit and Motion

* Paths groups. Click on some from
wee« each group to preview them.

L S G | ¢ -
Fiy Float In Split Wips Shap Vheel
* ok K
z Swivel Bounce
Teet: Spi Grow/Shrink  Desaturate Darken Lighte
i' k Lo = u
Compleme...  Line Col Fill Color
A

Fly Out Float Out Split P Shap heel
* Ok %
Z Swivel Bounce
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Wattle Valley AP - P
Gron Bowdan O S

Review  View @ Tellmewl rdo b
7% “ | 6 Selectan ENTRANCE animation such
= x =
o % as WHEEL.
1 “pr
* ). ¢
Appear Fad Fiy I Float I Split Wip Shap
* X * ¥
Random Bars  Grow & Turn Z Swivel Bounce
2 Emphasis
E k
Pulse Color Pul: Teet: Spi Grow/Shrink  Desaturat: Darks
k k f k X A
S Transparency Object Color  Compl Line Col Fill Col

Effect Options

Most effects have a series of options that can be applied to them. These effects vary for
different animations.

P Start: On Click
b ~ b (© Duration: 02,00 3 Mo
review , s

d Wheel  Random Bars Grow & Tum oo ivel  Bounce ulse olorpuse - | Effet NN dnter | (®Delay o000 7 T

Wattle Valley
Animal Park

Watfle Valley AP Provides

: »@ * Take a boat trip on the riv e e

= that runs through the . _&Lk

S 1" Click on the EFFECT OPTIONS icon
S L) s in the ANIMATIONS tab and try

personal with hippos and . ;
crocodiles. selecting each effect to preview
them.

2 Select an effect that you like.
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Adding Animation Effects

You can apply more than one animation effect to a placeholder. Additional animations
play in the order that you apply them. Let’s add an exit animation to the HIPPOS
placeholder.

Greg Bowden £ Share
P Start: On Click ~ | Reorder Animation
(© Duration: 0200 3 Move Earlier
e (B Delay: 0000 Move Later

Wattle Valley
Animal Park

* Take a boat trip on the river
that runs through the
Animal Park.

* You will be up close and 1 Check that the HIPPPOS placeholder
is selected then click on the ADD

ANIMATION icon in the ANIMATIONS
tab of the RIBBON.

{

P Start: On Click

(@ Duration: 0200 3
inter (B Delay: 0000

nse ign i s ! en
5
i spe 5 > - POV N
p*d = -
sndom Bars  Gro urn oo ivel ulse olorPulse = et 5
ions ~ nimation * e = ove Later
) ntrance
Wattle Valley Ko 1 W w
Animal Park - " ear ade Fly In Float In Split
® Y X %
4 ~ *

2 Inthe list of animations select an

* Take a boat trip on the river EXIT ANIMATION such as FADE
that runs through the )

Animal Park.

* You will be up close and
personal with hippos and
crocodiles.

Float Out Split

x * #

‘Wheel Random Bars  Shrink & Tu...

NOTE: Exit animations are usually set to operate at the end of a slide.
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Chapter

Adding Movie Clips to Slides

Movie clips can be included in slides and set to play when the slide is viewed or when
the mouse is clicked on the clip. The movie clip can also be formatted and edited from
within PowerPoint.

Loading the Presentation

1 Load Microsoft PowerPoint or close the current presentation and click on the FILE
tab.

2 Click on OPEN OTHER PRESENTATIONS in the START window or OPEN in the
BACKSTAGE VIEW.

3 Browse to your STORAGE folder and open the WATTLE VALLEY AP file.

Creating a New Slide

A Selecting the Layout

Wattle V:

imations  Slide Show Review View Q

Select SLIDE 4 in the SLIDES pane
and click on the arrow at the base
of the NEW SLIDE icon in the HOME

* You will be up close and
personal with hippos and
crocodiles.
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Greg Bawden £ Share

D X Cut j [ELayout~ B o Te 4 BEE]E DD £ Find
ER Copy - Ny Reset Al ENNOOO| - b ne 2B Replace
lew. i abe AV ~ Amange Quic
T ¥ FormatPainter giges iSection= 0 1 U 8 Crewsoasrll A L L, O o[l 3 Select -
Clipboard 5 Office Theme Paragraph Drawing Editing ~

upss Wild River Rides
- E

2 Select the TWO CONTENT slide
layout.

Content with
Caption
uplicate Selected Slides

1 Clickin the CLICKTO ADD TITLE
placeholder and enter the title:

Wattle Valley AP - Po oint

Baby Animal Nursery Tours

* Click to add text

Highlight the text and format it to
ARIAL, 54 pt, BOLD, ITALIC, TEXT
SHADOW, YELLOW and CENTRE.
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Chapter

Adding Diagrams to Slides

PowerPoint provides a large range of diagrams that can be included in slides. These
include organisation charts, flow charts, process diagrams and relationship diagrams.
In this case a slide containing an organisation chart about the different types of reptiles
at the Wattle Valley Animal Park will be created.

Loading the Presentation

1 Load Microsoft PowerPoint or close the current presentation and click on the FILE
tab.

2  Click on OPEN OTHER PRESENTATIONS in the START window or OPEN in the
BACKSTAGE VIEW.

3 Browse to your STORAGE folder and open the WATTLE VALLEY AP file.

Creating a New Slide

A Selecting the Layout

Open the BABY ANIMAL NURSERY
TOURS slide then click on the arrow at
B the base of the NEW SLIDE icon in the
HOME tab and select the TITLE AND
CONTENT layout.

EEEEE

mals fromone <58
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B Adding the Title

1 Clickin the CLICKTO ADD TITLE

Bt B EE e & | placeholder and enter the title:
X Cut Elayout~ [0 . B 3 == = H
oo, Dac b Pas s v &8 =2 The Reptile Ranch

e ew
- ~FormatPainter | gjige~ 3 Section~
Clipboard ] Slides

* Click to add text

[ 2 Highlight the text and format it to
ARIAL, 54 pt, BOLD, ITALIC, TEXT
SHADOW, YELLOW and CENTRE.

B Loyout- [0 R

Pl TT TR - e |1 Click on the INSERT A SMARTART
i | GRAPHIC icon in the top row
of buttons at the centre of the

CONTENT placeholder.

]

Choose a SmartArt Graphic ?
= Al .
EE List ':]_1 O_—O_TOQ—_g:
%  Process k [ —~
£F Cycle > Organization Chart 7=
:;: ;‘w‘erlarchy ’E’E’E J % .
8 e | o 2 Select the HIERARCHY category, click
B = on the ORGANISATION CHART layout
piture — e and select OK to insert the chart.

reporting relationships Jh a
organization. The assigant s|
QOrg Chart hanging lajbuts are available
with this layout.
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Chapter

Formatting and Aligning Slide Content

When you want to include multiple items such as photos on a slide it is important to
ensure that they are formatted in a similar fashion and aligned neatly. In this case a slide
will be created for the Wattle Valley Animal Park that includes multiple photographs of
birds.

Loading the Presentation

1 Load Microsoft PowerPoint or close the current presentation and click on the FILE
tab.

2  Click on OPEN OTHER PRESENTATIONS in the START window or OPEN in the
BACKSTAGE VIEW.

3 Browse to your STORAGE folder and open the WATTLE VALLEY AP file.

Creating a New Slide

A Selecting the Layout

= = (m]

o GregBowden & Share
Bl 1= - 1A Tet Direction E~ w0000 Oy L2 Shape Fill - P Find
Align Text A1LLD S L7 Shape Outline - 23 Replace ~
- range Quick
Siyles - ‘@@ Shape Effects~  [% Select~

Paragraph [} Drawing 5 Ediing

4] Select THE REPTILE RANCH slide
| e Reptil (SLIDE 6) in the SLIDES pane, click
~_ | on the arrow at the base of the NEW
4| b 2 SLIDEicon in the HOME tab of the
? | RIBBON and select the TITLE ONLY

ptiles |
Lizard R E)IV &

Displa,

.

‘ Snakes :_ .

L
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B Entering the Slide Title

T | 1 Clickin the CLICKTO ADDTITLE
e e placeholder and enter the title:
Pa.m \’;u‘v‘:natpamler wa. ﬁ:::::nv R U - na - | A = ;ﬁcugnvemmma . . .
I : NN e /A Birds, Birds and More Birds
o Eﬂ,

+ BIrds; “SS “and More Birds

. - \ /| 2 Highlight the text and format it to
' ARIAL, 54 pt, BOLD, ITALIC, TEXT
SHADOW, YELLOW and CENTRE.

The First Photograph

Photographs will be inserted from the PP2016 SUPPORT FILES, resized, moved and
formatted.

A Inserting the Photograph

GregBowden & Share

: sl = 1 Open the INSERT tab of the RIBBON
e e and click on the PICTURES icon.

< PP2016 Support Files » Chapter 7

rganise « New folder

A 2 Navigate to the CHAPTER 7 folder of
y  the PP2016 SUPPORT FILES, select
. the DOVE photo and click on INSERT.

i, Local Disk (€3
v Y
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Formatting and Aligning Slide Content 7

B Adjusting the Shape Height

The size of the photograph can be adjusted by setting the SHAPE HEIGHT.

Wattle Valley AP - PowerPoint

ions  SlideShow  Review  View

In the FORMAT tab of the PICTURE
TOOLS enter 6 cm in the SHAPE
HEIGHT box and press <enter>.

Move the photo to the top left of
the slide under the title. The arrow
keys can be used to nudge it into

position.

NOTE: When you set the SHAPE HEIGHT, the SHAPE WIDTH is also adjusted to
keep the dimensions of the object proportional. If you don’t want this
to occur, click on the arrow to the right of the SIZE group label in the
FORMAT tab to display the SIZE AND POSITION dialogue box and turn
off LOCK ASPECT RATIO.

C Formatting the Photograph

Wattle Valley AP - PowerPoint

ions Slide Show Review View
L Bring Forward - [2 Aign- | [ &
s8] | 2 Height: 6 em
Group L [res

otate- | TP Egwidth: 503em

] F

ransitions
= [j P

Corrections Color Art(

"] Reset Picf

of the PICTURE STYLES group in the
FORMAT tab and select a style for
the photograph.
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2 You can also add some effects to the photograph using the PICTURE EFFECTS icon
in the FORMAT tab of the PICTURE TOOLS if you wish to.

The Second Photograph

A Inserting the Photograph

n__Q Shae |

1 Open the INSERT tab of the RIBBON
and click on the PICTURES icon.

Q Tell me what yowwant to

Insert Picture

<« PP2016 Support Files + Chapter 7

janise v New folder

R/ lore Birds I

¥ 2 Navigate to the CHAPTER 7 folder of
1 the PP2016 SUPPORT FILES, select

the PARROT photo and click on

INSERT.

* 5

* o

In the FORMAT tab of the RIBBON
enter 6 cm in the SHAPE HEIGHT box
and press <enter>.

e Inset  Design  Transi Animations
% = Compress Pictures
-

. = [ Change Picture | | el
Remove Corrections Color  Artistic
- «  Effects~ ‘1 Reset Picture ~

GregBowden & Share

rder- | 3 Bring Forward - [£ Align -
ects [0 Send Backward < 2 Gioup -
ayout~ | 5l; SelectionPane A Rotate

eight\6em -

Crop S idth: 648cm -

Birds, Birds and More Birds

et — .

4 Move the photo to the top right of
the slide under the title

NOTE: Guide lines are displayed between objects when you move objects

close to each other to allow you to quickly align objects.
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8

Inserting Tables in Slides

Tables allow you to place text in rows and columns. They are an excellent way to display
detailed information neatly. Let’s provide a table for the Wattle Valley Animal Park that
indicates the times and locations that the Vet demonstrations take place.

Loading the Presentation

1 Load Microsoft PowerPoint or close the current presentation and click on the FILE
tab.

2 Click on OPEN OTHER PRESENTATIONS in the START window or OPEN in the
BACKSTAGE VIEW.

3 Browse to your STORAGE folder and open the WATTLE VALLEY AP file.

Selecting the Layout

1 Set the screen to the BIRDS slide.

ick e
| Shape Effects ™ [ Select

\\\\

aaa

Title Only

*

2 In the HOME tab of the RIBBON
click on the NEW SLIDE icon arrow
and select the TITLE AND CONTENT

layout.
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Entering the Slide Title

———— p——— 1 Clickin the title placeholder and add
e %CHume Insert Design anmiqns nimations eq i e .wm you the trtle:

E2 Copy -
Paste i New B u 8
~ Format Painter  gjige~ [ Section =

Vet Demonstrations

Clipb, Slides o % ra

NN | 2 Highlight the text and format it to
‘R ‘ - W Gikwaddex ARIALI 54 pt' BOLD, ITALIC, TEXT
SHADOW, YELLOW and CENTRE.

Adding the Table

A table with 3 columns and 8 rows will be required.

E— 11 Click on the INSERT TABLE icon in
"2 romrae | 35 Do U e 8 ST B comertosnain- the top row of icons at the centre of
: the CONTENT placeholder.

Insert Table ?

Mumber of columns: |3 gy

Mumber of rows: D e

2 Inthe INSERT TABLE dialogue box

enter 3 in the COLUMNS box and 8
in the ROWS box then select OK to
create the table.

NOTE: Youcan also insert a table into a slide using the TABLE icon in the

INSERT tab of the RIBBON.
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Inserting Charts into Slides

Another way to display information in slides is though the use of a chart (or graph).
Let’s create a chart that shows the number of visitors to the Wattle Valley Animal Park
over a three year period.

Loading the Presentation

1 Load Microsoft PowerPoint or close the current presentation and click on the FILE
tab.

2 Click on OPEN OTHER PRESENTATIONS in the START window or OPEN in the
BACKSTAGE VIEW.

3 Browse to your STORAGE folder and open the WATTLE VALLEY AP file.

Selecting the Slide Layout

1 Setthe screen to VET
DEMONSTRATIONS slide.

aaaaaaaaaaaaaaaaaaaaaa

Title and Content | - aag!cader | .
- et Demonstrations |
I 2 Click on the ADD SLIDE icon arrow
in the HOME tab of the RIBBON
and select the TITLE AND CONTENT
layout.

-, 1=

9:00 - The
2:00 - 4:00
9:00-11:00

1:00 - 3:00
1:00 - 3:00

Sunday
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Entering the Slide Title

ICE : | 1 Clickin theTITLE placeholder and
ey add the title:

Visitors to the Park

T Convert to SmartA,

Paragraph

VisS$ to the Park

* Click to add text 2 Highlight the text and format it to
ARIAL, 54 pt, BOLD, ITALIC, TEXT
SHADOW, YELLOW and CENTRE.

= i Tet Oo0- O () rshapeFil-
5 4
[£] Align Text - Al Ll ol N U Lo L# Shape Outline -
AV . - - = - - rrange icl
B I U §aefy-na = T Convert toSmartart= || % V{3 78[5 VT S o o e fects -

e
o X Cut j [ELayo

ER Copy - ] Reset
aste
- N FormatPainter | gige~ [ Section~

= B — w1 Click on the INSERT CHART icon in
the top row of icons in the CONTENT

Visitors to placeholder.

¢ Click to add text

You can also insert a chart into a slide by clicking on the CHART icon in
the INSERT tab of the RIBBON.
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Insert Chart ?

All Charts

™ Recent
Templates
Column
Line

Pie

Bar

| 2 Inthe INSERT CHART dialogue
box leave the COLUMN category

selected, select the 3-D CLUSTERED
COLUMN CHART and select OK.

Area

XY (Scatter)

Stock
Surface

Radar

Treemap
Sunburst
Histogram
Box & Whisker
Waterfall

Combo

FEEEFeHAXBERSIMe R E

Cancel

e : ' 3 The chart is plotted on sample data
. SEEm|  thatis provided in the CHART IN

B e Y oo [DTTTI CESTI ORI B MICROSOFT POWERPOINT window.

Element - Layout - Colors
Chart Layouts Chart Stylesg

- -

i 5 Chart in Micro

)

>

4 2
1 Series1 Series2 _series3

2 [Categoryl 2.4
-
Chart Title

File Home  Insett  Design  Transions  Animations  SlideShow  Review  View

Category 2 25 a4
Category 3 3.5 18
Category 4 45 2.8

v w0

4 The RIBBON displays the CHART
TOOLS and formatting icons are
added to the top right of the chart.

Series1 MSeries2 M Series3
- L]

NOTE: All charts created in Microsoft Office 2016 programs use the charting

functions from within Microsoft Excel to produce the chart.
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Entering the Chart Data

The chart data is entered in the Excel pane.

Home  Inset  Design ransitions nimations o g esign rmal uwal Greg Bowden ) Share

ile
.

T LT BZ 5 M

Add Chart Quick  Change . o Suitch Row/ Select  Edit Change

Element - Layout - Colors ~ Column  Data Data~ Chart Type
Chart Layouts Chart Styles Data Type

1 Click on the SERIES 1 cell and enter
2014, click on the SERIES 2 cell and
enter 2015, click on the SERIES 3 cell

and enter 2016 and the LEGEND in
the chart is updated.

Category 2 / Category 3

2014 m2015 w2016

| 2 In the second and third rows of the
CHART IN MICROSOFT POWERPOINT

Chart in Microsoft PowerPoint

; 014 015 2015 pane enter the labels and values
2 Adults 11556 22602 26447 shown for the ADULTS and

3 |chilaren 26289 2752829063 CHILDREN visitors to the Park.

4 |Category 3 3.5 1.8 3

5 |Category 4 4.5 2.8 5,

6

NOTE: i The chartisupdated in the PowerPoint pane as you enter the data.

ii The top row in the CHART IN MICROSOFT POWERPOINT pane is the
LEGEND values, the left column is the X-AXIS values and values in
the centre of the spreadsheet are the Y-AXIS values.
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10

Action Buttons

You can set graphics in PowerPoint to carry out a variety of commands. When graphics
are used in this fashion they are said to be ACTION BUTTONS. PowerPoint provides
some preset ACTION BUTTONS or you can set a Shape, a Clip Art graphic or text to be an
ACTION BUTTON.

Loading the Presentation

1 Load Microsoft PowerPoint or close the current presentation and click on the FILE
tab.

2 Click on OPEN OTHER PRESENTATIONS in the START window or OPEN in the
BACKSTAGE VIEW.

3 Browse to your STORAGE folder and open the WATTLE VALLEY AP file.

Navigation Buttons

Buttons can be added to slides to allow users of the presentation to move from slide to
slide.

A The Previous Slide Button

Symbols

alfey AP Provides

2 Open the INSERT tab of the RIBBON,
click on the SHAPES icon and select

P S E the ACTION BUTTON: BACK OR
= PREVIOUS icon from the ACTION
> oODUBcogy BUTTONS section.

C®d X ¢ AVAD

Ag

mlﬂ EREEEERO
Acti
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Greg Bowden £ Share

Action Settings

o Iz wwsmem  in from the bottom right of the

g slide and, in the ACTION SETTINGS
dialogue box, leave PREVIOUS SLIDE
selected in the HYPERLINK TO box,
then click on OK.

Wattla \/afley A] 3 Drag a small rectangle about 2 cm

You can set a button to activate when the mouse button is clicked on

it, or by simply moving the mouse pointer over it.

4 Preview the slide by pressing

Wattle Valley
* Jungle Safaris » | ]_
* Wild River Rides p}% \

* Baby Animal Nursery Tours _ )
. 5 Click on the button and slide 1
* A Reptile Ranch should be opened.

* Birds, Birds and More Birds = g
* Vet Demonstrations F@ﬁﬂ] /
y

L]

6 Press the ESC key to exit the slide show and return SLIDE 2 to the screen.

10-2 © Guided Computer Tutorials 2016



Action Buttons 1 0

B The Next Slide Button

Wattle Valley AP - PowerPoint

Transitions Animations Slide Show Review Greg Bowden ‘Q Share

- .
58 dkd a. 2 =l 4w QF D EDA4ABEZSO T O L
New Table Pictures Online Screenshot Photo ShapesgarrtArt Chart .’MyAdd—ms . Hyperlink Action Comment Text Header WordArt Date & Slide Object Equation Symbol  Video Audio S

Slide ~ - Pictures - Abum~ Box &Footer - Time Number ~  Recording
Text

—t
reen

Links Comments Symbols Media

1

HENNOMN AL LS
& 1 Click on the SHAPES icon in the

5% ™AL )
i?\lllzll"% -
Valley AP Provides
BagsszSEDOOOG)@
LCO00rLyO8a
[ [BISIVAE o X (@i
(40
2eubaorarnas L INSERT tab and select the ACTION
por - ursery Tov. BUTTON: FORWARD OR NEXT
h button.

Flowchart
O0</OnUacoay
oRON®B I 6AVAD . .
Q=00 ~More Birds [ ==~

Stars and Banners
wadannoeesg”
RO ations

Gallouts
miwloYulatal  CHEMagty
£3A0A0 g0

* o

D @E e EE @m0

Action Butten: Forward or Next

] i Watth

Transitions  Animations 0 Greg Bowden £ Share

Text Effects - Slf; Selection Pane Rotate

WordArt Styles Arrange ~

Action Settings

Mouse Click | Mouse Over

Action on click

2 Drag a small rectangle to the right
of the previous button. Leave
NEXT SLIDE selected in the ACTION
SETTINGS dialogue box and click on

() None

@) Hyperlink to

Next Slide

() Bun program:

Run macra:

Object action:

[ pray sound:
[No Sound]
| Highlight dick

Cancel

3 Preview the slide by holding down the SHIFT key and pressing F5.

4 Click on the NEXT OR FORWARD button and slide 3 should be opened.
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5 Press the ESC key to return to the slides and return SLIDE 2 to the screen.

NOTE: These buttons could be copied to each slide, but you will see how to do
that more efficiently in the SLIDE MASTERS chapter.

Buttons That Open Specific Slides

You can set buttons that allow the user to open specified slides. In this presentation
SLIDE 2 is basically a menu for the rest of the presentation so we can add buttons to it to
open any of the other slides.

The SHAPES icon will be used to create the custom screen buttons.

A The Jungle Safaris Button

Wattle Valley AP - P Point

GregBowden &) Share

'tma.@@"‘hllﬁsm’* DD’qDJ@@ﬂ: O .

PPt Chart | g My Add-ins - yperlink Action Comment  Ted  Header WordAtt Date& Slide Object  Equation Symbol  Video Audio Sereen
Box & Footer = Time Number - * ~  Recording

1 Click on the SHAPES icon in the
INSERT tab and select the RIGHT
ARROW shape in the BLOCK
ARROWS section.

CRTPEPRAD
DR ON

GregBowden & Share

e i
pe- 75 pe -
OOALLD - ElTetBox ‘ Abe | G ~ [# Shape Qutline A A ~ A Tet Outline~ 'ty Send Backward ~ 17 Group

b (5 % DA [7] @) Merge Shapes = & Shape Effects ~ T Textef

- 2 Drag asmall arrow to the right of the

JUNGLE SAFARIS text.
ELRYEN Y A

* Jungle Safaris § "(

* Wild River Rides

1
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Text Formatting

PowerPoint offers an extensive array of text formatting tools that are very similar to those
found in Microsoft Word. In this chapter you will look at ways to improve the appearance
of text in your presentations. It will include adding sub-points, changing bullets, line
spacing and spell checking tools.

Loading the Presentation

1 Load Microsoft PowerPoint or close the current presentation and click on the FILE
tab.

2 Click on OPEN OTHER PRESENTATIONS in the START window or OPEN in the
BACKSTAGE VIEW.

3 Browse to your STORAGE folder and open the WATTLE VALLEY AP file.

Creating Sub-Points

So far you have entered single bullets. When you have a paragraph of text as a point it is
usually better for the viewer of your presentation to have that paragraph split into sub-
points with bullets highlighting those sub-points. To illustrate this let’s change the text in
the BABY ANIMAL NURSERY TOURS slide to have sub-points.

A Entering the Text

1 1 Set the screen to the BABY ANIMAL

NURSERY TOURS slide (SLIDE 5).

Baby Animal Nursery Tours

«[Tours of fhe.Baby Animal |
i : y
g:i::::ry are avallable‘ l Y e,
5 2 Highlight all the text in the left
: placeholder.
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Wattle Valley AP - PowerPoint

Design  Transitions  Animations  SlideShow  Review Format Q Tell me what you want to do Greg Bowden £ Share

-“D Cut j [E Layout - Cabi o) <[ | A & | b B 5= 1= |1} Text Direction - CEBEEN | O [ﬁ L2 Shape Fill - £ Find
= Cop N 12 Reset [] Align Text - NOOOA LS A U Q’"‘k [# Shape Outline~ 2 Replace -
aste ew AN A3~ . == "~ Amange Quic

T FormatPainter | gjige- ‘HSection- M4 T U [@ax - Aa- [ A = T Convertto Smartart= | L& 05 4 N E T L Q9 Shapekffects+ I3 Select -

Clipboard [ Slides Font [} Paragraph D

3 Enter the text shown in the diagram,
pressing <enter> after each line.

"eThe nursery'cater? for:

* Orphaned animals

* Rejected new-borns

+* The Zoo staff display:
* Hand-raising methods
* Current patients

0O ¥ Wattle Valley AP - PowerPoint
Design  Transitions  Animations  Slide Show Format Q Tellme Greg Bowden & Share
o . o B e i - "] E o -
3 cut j Elayout~ [ n Gody) <36 <A & | b 5= 1=. H:.Text Direction [ NE DD [ p Shape Fill A Find
. E® Copy - " 1] Reset [5] Align Text = NOOOATL - 4 Q’"k [# Shape Outline~ 2 Replace -
aste ew A, A3~ . | Arrange Quicl
o Format Painter | ige~ ‘Hection= 1B 1 U [Sfec - Aa- [ A B ConverttoSmartart- | L& B 05 4 N F T L Q9 Shapekffecs+ Iy Select -

Clipbeard n Slides Font ] Paragraph ] Drawing ] Editing ~

1 Highlight just the second and
third dot points.

8 Share

Greg Bowden

o X, Cut j Bayout~ [ mn Gty 2 |5 x| 2 | — . llfi Test Direction - Pel] X DD [j < Shape Fill ~ P Find
i B3 Copy ~ £ Reset [ Align Text - NOOOA L " d"’k L Shape Outline~ 23 Replace -
aste ew A par LE=== = —, | Amange Quic
7% & Format Painter | giger Disection- (Ml T UM< & na- | A - (BRSS S (= B Comerttosmartart- || LD T % v I Styles - P Shape Effects = I3 Select -
Clipboard [r] Slides Font i Paragraph it Drawing it Editing ~

Wattle Valley
Animal Park

2 Press the TAB key and the two points
will be converted into sub-points,
indented and reduced in size.

Baby Animal

.'The.nl""" aters for:
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Wattle Valley AP - PowerPoint
Transitions  Animations  Slide Show a hat you Greg Bowden £ Share
£ = S I - ) s s e
3 Cut j [ Layout. CalioriBody) <[5z - A A | A : XE.TextDwe:uon DEREE O l p) Shape Fill
e E® Copy - " 129 Reset [5] Align Text ~ NOOOATL S
aste

& Form: = B A ~&” [Z Shape Outline -
M. Aa- =
Format Painter | gjige~ o Section~ T U f§lebc M- Aa- | A

| Amange quic
B Comvertto Smartart | b= T 05 % [T CLEE G shape ffects -

Clipboard [ Slides Font [} raph

3 Highlight the last two points and
press the TAB key to convert them to
sub-points.

* The nursery caters for:
» Orphaned animals
* Rejected new-borns

.* The Zoo staff d' -gfay:

« Hand-raising methods ~
°!Current patients -

NOTE: i Pressingthe TAB key again would set the points to a third level sub-
point.

ii Sub-points can be returned to normal points by highlighting them
and pressing SHIFT+TAB.

Bullet Formats

By default, bullets are set to solid dots. You can change this.

nser i Greg Bowden £, Share
o - . z (y O -
D it j [ Layout ColbriBody) -|36 | A a7 | e = 4=, H:‘.Text irection o l P Shape Fill £ Find
. Cop " 12 Reset [5] Align Text ~ 4 Eii L# shape Outline - 25 Replace ~
aste ew N a2~ - BE=== || Armange Quic
o Format Painter | ige~ ‘Bsection- Mo 1 U [@jax &~ Aa- (A F= === T Comverttosmartart - | %05 % N T o shapeBfects = s Select~

Slides Font m Paragraph [} Drawin, [} Editing -

Baby Animal N[l 1 Click anywhere in the first text point:
. . The nursery cares for:

“eThe jﬁﬁrsery caters for:
» Orphaned animals

* Rejected new-borns
.* The Zoo staff display:
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= — =)

Click on the arrow next to the
BULLETS icon in the HOME tab

of the RIBBON and select a bullet
format, for example, a STAR BULLET.

ransitions Animations Slide Show

Calibri(Body) ~[36 - A A Ao [iIE g

B I U8 afN-na- A-

[

v
v
e

* Rejected new-borns
* The Zoo staff display:

Wattle Valley AP - PowerPoint

- Sy = . - - [ = —y D o
Bloyot= [Cipigoty 56 | & o | % |[EHE- === on SEHEEE N | Sl
{E2] Reset
New

. NOOOATL -
e | guene “eisecton- |17 0 [l 2 na- A

Font

3 Click on the second main text point
and select the same bullet format.

. **The Zoo staff display:
* Hand-raising methods
* Current patients

"Baby Animai Nersery Tours

NOTE: Once you have set a bullet format you can press CTRL+Y as a shortcut
to repeat the previous step.
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Self-Running Shows

PowerPoint allows you to create self-running shows that play over and over without the
need to click the mouse button. Animations, sounds and narrations (voice comments)
can be added to enhance the show.

Loading the Presentation

1 Load Microsoft PowerPoint or close the current presentation and click on the FILE
tab.

2 Click on OPEN OTHER PRESENTATIONS in the START window or OPEN in the
BACKSTAGE VIEW.

3 Browse to your STORAGE folder and open the WATTLE VALLEY AP file.

Setting the PowerPoint Show

When setting up a PowerPoint show you need to teach PowerPoint how long you want
each slide to stay on the screen. In this case you will leave a slide on the screen for about
5 to 6 seconds. In an actual show you might want to leave each slide on the screen for
longer periods.

A Rehearsing the Timings

1 Open the SLIDE SHOW tab of the
RIBBON and click on the REHEARSE
T B B A D e

TIMINGS icon.

e e e  ——
File Hi Insert Desi Transi atior Slide Show i Vi Q Tell m- ant to do
D) - .

=

e Timings
7
i w Side [N Sho 7] Show Media Controls | ™ Use Presenter Vi
i} SetUp i
LB 1510411301 121100018 1B 1T 65413121101t 2t 3t a5t 61 T 1B 18 A0 AT A2 A3 141 5

2 ATIMER panel will be displayed at

the top left corner of the slide. It will
time how long the slide has been on
the screen.

R 4

ENH R

Animal Park
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3 Click on the REPEAT button to
reset the timer, click on RESUME
RECORDING and leave the first
slide on the screen for about 5 or 6
seconds.

Microsoft PowerPoint

o Recording paused.

Resume Recording

4 Click on the PAUSE button to stop
the time. This lets you prepare for
the next slide.

Microsoft PowerPoint

o Recording paused.

Resume Recording

Click on the RESUME RECORDING
button and click on the NEXT slide
button.

After about 5 seconds click on the
PAUSE button and the total time
elapsed is displayed in the right
timer box.

-

7  Resume the recording, click on the NEXT button for each slide when it reaches
about 5 seconds. You need to click the mouse button for slides that have
animations set on their content.

NOTE: i You might like to escape from the slide show, select NO to keep the
timings and start the timings again.

ii Youdon't need to pause at the end of a timing. You can click
directly on the NEXT slide button to finish the timing of a slide. The
PAUSE button is used to temporarily halt the rehearsal.
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Delivering Presentations

So far you have simply run presentations. PowerPoint provides a number tools to help
improve the delivery of your presentation. These include screen tools, speakers notes
and handout notes.

Loading the Presentation

1 Load Microsoft PowerPoint or close the current presentation and click on the FILE
tab.

2 Click on OPEN OTHER PRESENTATIONS in the START window or OPEN in the
BACKSTAGE VIEW.

3 Browse to your STORAGE folder and open the WATTLE VALLEY AP file.

Screen Tools

The screen tools allow you draw over your presentation as it is being delivered. You can
also skip to any slide in the presentation.

1 Press the F5 key to run the
presentation.

&~
Wattle Valley
Animal Park

Exotic Animals

(0] Displa‘ 2 Move the mouse over the bottom
left of the screen and the screen
tools should become visible.

© Guided Computer Tutorials 2016 13-1



Learning Microsoft PowerPoint 2016

A Identifying the Screen Tools

The tools have the following meaning:

Previous Next Pen SeeAll Zoom More Slide
Slide Slide Tools Slides Options

B Using the Pen Tools

When delivering a presentation you can use the PEN TOOLS to highlight key points or
even write words on the screen. The PEN TOOLS do not alter your slides.

f

Jungle Sa\ﬁ | Use the NEXT SLIDE icontoset

The Belmont the slide show to SLIDE 3 (Jungle
2o e\ - MLIUE  Safaris).
| 1 [0V g ————
life jungle.

* You will see wild animals up

I - i
::\fi? 2 Click on the PEN TOOLS icon and
- select HIGHLIGHTER.
t'sju

jungles of Africa and India.

NOTE: You can also click the right mouse button on the screen to display the
screen tools.
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Jungle Safaris

! The Belmont

Zooalsohas e * Tour guides take youona 3
safaris .
hour trek though our real-

and select a bright highlight colour,
for example, orange or yellow.
enViru-uuc-u.
* It’s just like visiting the
jungles of Africa and India.

Highlighter

000000

4 Drag the highlighter pen over some
text, for example, JUNGLE, to make
the text stand out.

}

The Belmont
Zoo also has
safaris

life jungle’—
* You will see wild animals up

5 Select the PEN TOOLS icon again
_ Jungle AyzJ7  and select PEN. Set the INK COLOUR
{ to YELLOW and draw a line under

The Belmont
Zoo also has \ : 3 TOUI' W"_D ANIMALS

safaris
hour trek though our =
life jungle.

environment.

* It’s just like visiting the
jungles of Africa and India.
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C The Eraser Tool

Pen marks on slides can easily be removed.

Jungle Safaris

The Belmont

Zoc;:::;shas < - * Tour guides take youon a 3
A hour trek though our real-
life jungle.

* You will see wild animals up
close in their natura.\
environment. \

231 1 Click on the PEN TOOLS icon,

select ERASER and click on the
YELLOW LINE to remove it.

eeeeeeeeeeeeee

2 Click on the ORANGE highlight to remove it.

NOTE: i The ERASE ALL INK ON SLIDE tool can be used to remove all pen
markings in one go.

ii  You can select the LASER POINTER from the PEN TOOLS if you
want the mouse pointer to be turned into a laser pointer in
presentations so that viewer can see the pointer more clearly. You
can also hold down the CTRL key and click the left mouse button
during a presentation to convert the mouse pointer into the laser

pointer.
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Slide Masters

When you need to change the style of all the slides in a presentation you do not want

to have to go to each slide and make those changes. PowerPoint lets you change the
formats of all slides using the SLIDE MASTER VIEW. This also helps you ensure consistency
throughout your presentation. For example, if you wish to include a company logo on
each slide, the graphic can be inserted in the SLIDE MASTER VIEW and it will then be
displayed on all the slides.

To see some of the many advantages of using the SLIDE MASTER VIEW you will adjust
the title text, add an image and some footer items to a presentation on the Wattle Park
Animal Park. When you format the content of slides they over write settings set to the
SLIDE MASTERS so a copy of the Wattle Park presentation has been prepared for you
without any text formats.

Loading the Presentation

1 Load Microsoft PowerPoint or close the current presentation and click on the FILE
tab.

2  Click on OPEN OTHER PRESENTATIONS in the START window or OPEN in the
BACKSTAGE VIEW.

3 Browse to the PP2016 SUPPORT FILES, open the CHAPTER 14 folder and open the
WATTLE VALLEY AP 2 file.

4  Click on the FILE tab, select SAVE AS, navigate to your STORAGE folder and save the
presentation under the same name.

Opening the Slide Master View

H [¢] Wattle Valley AP 2 - PowerPoint
File Home Insert ign ransitions nimations Slide Show Review View @ Tell me what you want to do
= P Ruler Color Arrange All o
EEEE Ed Q = == =
Gridlines Grayscale I%|Ca:cade
MNormal Outline Slide Motes Reading = Slide otes MNotes Zoom Fitto . ew . Switch Macros
aster Window lack and White  indouw B2 Move Split  \Windows -

View Sorter Page View Mﬁer -
Mast

Presentation Views lor/Grayscale Window Macros

1 Open the VIEW tab of the
RIBBON and click on the SLIDE
MASTER icon.
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Wattie Valley AP 2 - PowerPoint

Insert  Transitions Animations Review View Q Tell me what you want to do

2 The SLIDE MASTER tab is opened in
the RIBBON.

I
5} Rename.
Insert Slide. Insert

Master ~ Layout
Edit Master

3 The first slide in the SLIDE pane is
the SLIDE MASTER that controls all
sides.

= - Click to edit Master title style

| 4 Each different slide layout has its
own SLIDE MASTER where you can
change formats for slides just set to
that layout.

T 0O =

Wattle Valley AP 2 - PowerPoint

Slide Master Home Insert Transitions Animations Review View Q Tell me
& fim o o ffl:ff @E::ga;nl;:::i 1 Move the pointer over the top SLIDE
IsertSide. nse et ] pogiers Themes | o MASTER and the label tells you that
Master  Layout Placehalder ~ - O] Effects

Edit Master Master Layout Edit Tl Background

it is used by SLIDES 1 to 8.

Wattle Valley AP 2 - PowerPoint

Insert Transitions Animations Review View Q Tell me what you want to do

— 7| Title Aa E Colors - @Background Styles~ I\:I a
licl

i —
'E[,Rename Fonts' Hide Background Graphics

Insert Slide Insert Insert /| Footers ~ Themes =
Master  Layout Placeholder = - (O] Effects - .
Edit Master Master Layout Edit Theme Background 2 Move the polnter Over the Second
Y
1

SLIDE MASTER and the label tells
you that it is the TITLE SLIDE LAYOUT
i ....... 3L O and it is used by SLIDE 1'

+ e TitlE Slide Layout: used by slide(s) 1
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I 0O ™} B Wattle Valley AP 2 - PowerPaint

Slide Master Home Insert Transitions Animations Review View @ Tell me what you want to do

Hj \;I - Delete /| Title nCoIors' @Backgrnund Styles - Ii B

I=} Rename Fonts' Hide Background Graphics
Insert Slide  Insert Master Insert V| Footers ~ Themes Slide Close
Master Layout L+ PIESEVE | 4ot Placeholder + - Effects - Size  Master View
Edit Master Master Layout Edit Theme Background L Size Close

-

3 Move the pointer over the third
SLIDE MASTER and the label
tells you that it is the TITLE AND
CONTENT LAYOUT and it is used by
SLIDES 2, 6, 7 and 8.

Ly

Title and Content Layout: used by slide(s) 2, 6-8

I 0O ™} B Wattle Valley AP 2 - PowerPaint

Slide Master Home Insert Transitions Animations Review View Q@ Tell me what you want to do

Hj Delete 7| Title nCoIors' @Eackgrnund Styles - “:I B
K ’ERename - Fonts' Hide Background Graphics i
Insert Slide Insert Master Insert Themes Slide Close

Master Layout L+ PIESEVE | auout Placeholder v [O] Effects - Sizew  Master View
Edit Master Master Layout Edit Theme Background | Size Close

| Foaters

-

4 Move the pointer over the fourth
SLIDE MASTER and the label tells
you that it is the SECTION HEADER

LAYOUT and it is not used by any

slides.

: A ESecticn Header Layout: used by no E\icle: . -
=== Click to edit Ma

5 Move the pointer over the other SLIDE MASTERS and see which slides they control.
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Setting the Background of the Slides

A background and colour scheme can be applied to all the slides. This can be one of the
themes that PowerPoint provides or a custom background that you create. In this case a
custom background will be created.

nnnnnnnnnn nimatiol i d Q Tel Greg Bowden £, Share

1 Click on the first SLIDE MASTER
thumbnail then click on the THEMES
icon. A PowerPoint theme could be
applied, but in this case leave the
OFFICE THEME selected.

NOTE: You can use the COLOURS, FONTS and EFFECTS icons in the
BACKGROUND group of the SLIDE MASTER tab to apply colour, font and
effect themes to the slides.

nnnnnnnnnn

2 Click on the BACKGROUND
STYLES icon and select FORMAT
BACKGROUND.

3 The FORMAT BACKGROUND TASK PANE is opened. It allows you to customise the
background using fill colours, gradients, pictures, textures, patterns and effects. In
this case a simple gradient will be applied.
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Audio and Video Files

Microsoft PowerPoint provides many media tools. These include adding a music sound
track and exporting the presentation to a video file that can be placed on the internet.

Loading the Presentation

1 Load Microsoft PowerPoint or close the current presentation and click on the FILE
tab.

2 Click on OPEN OTHER PRESENTATIONS in the START window or OPEN in the
BACKSTAGE VIEW.

3 Browse to your STORAGE folder and open the WATTLE VALLEY AP 2 file.

Adding a Music Sound Track

You can add a music sound track to a presentation. This sound track can be set to play
automatically on the first slide or throughout the whole presentation.

A Inserting a Music File

A 40 second piece of music has been prepared for you and it needs to be inserted from
the PP2016 SUPPORT FILES.

Set the screen to NORMAL VIEW,
open SLIDE 1 and click on the
INSERT tab of the RIBBON.

Date& Slide Ol
ox & Footer - Time Number
ssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss

D A@BE T O ..
Header WordArt & bject Equation Symbol  Video Audie  Screen

cccccccc

| 2 Click on the AUDIO icon and select
AUDIO ON MY PC.
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®© <~ 4 | « Deskiop » PP2016 SuppertFiles » Chapter 13 v & Search Chapter 15 P
Organise v New folder = 0 @
esktop ame ’ itle ributing artists um

B Deskt AN £ Titl b Alb

Q N 3 Open the CHAPTER 15 folder of the
PP2016 SUPPORT FILES and INSERT
& Do the MUSIC file.

| Documents

4 Downloads
U Music o
File name: | Music v | |Audio File v
H -0 © 0 = = Wattle Valley AP 2 - PowerPoint
File Home  Insert  Design  Transitions  Animations Slide Show Review o Q it to do Greg Bowden £ Share
¥ Fade Duration n [ start onClick -
o p
’ g *)) ‘ul' || Hide During Show

sill Fade In: |00.00 [ Play Across Slides
Ply | Add  Remove  Trim
Bookmark Baokmark = Audio s Fade Out: |00.00

e Loop until Stapped L FtindatzlEly g

: centre of the first slide with its
controller.
H -0 0 = = Wattle Valley AP 2 - PowerPoint

Home L3 Design Transitions Animations Slide Show Review View Format Playback Gren Bowden__Q. Share.

0. do
( o2 ISP Fade Duration ‘7\ [ Start: |©n Click -0 .
el h —— 5 Click on the PLAY b d
all Fade In: (00,00 B[] play Across Slid
Pause  Add  Remove  Trim bl Volirem e Wi At No. d IC On t e Utton an yOU
Bookmark Bookmark | Audio  Ia Fade Out: |00.00 + L Loop until Stopped o e

o ML RETT L 5L can use the VOLUME slider to
control the volume.

Mute/Unmute (Alt+U)

104103121110 1 1. 1:2:1:3:1:4:1.5 1.6 17 1:8:1:9:
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Useful Features

To complete this unit we will look at a few of the useful features that PowerPoint provides.
This will include merging shapes, the Eyedropper tool, screen size and the Comments
pane.

Loading the Presentation

1 Load Microsoft PowerPoint or close the current presentation and click on the FILE
tab.

2 Click on OPEN OTHER PRESENTATIONS in the START window or OPEN in the
BACKSTAGE VIEW.

3 Browse to your STORAGE folder and open the WATTLE VALLEY AP 2 file.

Merging Shapes

Shapes can be merged to create your own custom shapes. This also includes merging
text boxes.

A Adding Shapes Together

Shapes can be merged into one shape. The process is called UNION.

Wattle

Slide Show Review View

= X Cut j [ Layout = | A D B [EE 0O Shap:
. ER Copy - 7 Reset A SNOOOAL-S A Shape Outline - | 3% Replace ~
aste ) S ame AV : - — |- Arange Quick

BiL L g Converttosmartat - || L& L (5 % N7 T (00T 0 Shape Eifects - | [y Select -

wwwww

New
~  ¥FormatPainter  gliger KGO T

Location

1 Open SLIDE 8 then click on the NEW
SLIDE icon in the HOME tab and
select BLANK to add a blank side.

t?C0 - 3:00
1:00-3:00

Click to add notes
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H ©£- 0 i) s Wattle Valley AP 2 - PowerPoint

RRRGA T — . Open the INSERT tab, cIic on

HE did e = .

Jon e F. J i the SHAPES icon and select the
RIGHT ARROW shape in the BLOCK

ARROWS section.

Slides  Tables Images Recently Used Shapes Links
B 160 5  DFBEEN WOOOATL 1605140
Leodog

Lines
{1 LLRyuNms
! Rectangles

= mwnlalelelnl=l-
Basic Shapes

%r CUQTELP RIS
3 a2 o 2 5 5 L 00

] Right Arow

Equation Shapes

H ©- ] = Wattl

Fle ~ Home Insert Design  Transitions  Animations y Greg Bowden £ Share
O B[ E || £ Edit Shape - +| &1 ShapeFill - A TextFill L1Bring - [ Align- il2em
NOOOA L - B Tedt Box At - [# Shape Outline - A A A | & Text Outline~  '(1Send Backward ~ '] Group
L8 B % 7| @) Mege Shapes = C2 Shape Effects - 7| A TextEffects~ | Ef; SelectionPane  “hRotate~ | 33 <™
Insert Shapes Shape Styles 5 WordArt Styles ‘

e v o o <0 - 3 Dragaright arrow on the slide.

H -6 F 0O ] s Wattle Valley AP 2 - Por
Design  Transitions  Animations  SideShow  Review  View Format Q Greg Bowden ) Share
A | F A r\
= & T
HE D ld o B ATl s R EHOQARDD T L .
New  Table Pictures Oniine Screenshot Photo  Shapeswggiart Chart @y, Add.ins - Hyperiink Action Comment Tedt Hesder Wordart Date& Side Object Equation Symbol Video Audio Screen
Slider - Pictures  +  Album~ Box &Footer - Time Number - © - Recording

Links Comments Text ymbol Nedia o

4 In the INSERT tab click on the
SHAPES icon again and select the UP
ARROW shape.

Slides Tables Images Recent!
1615 AR EE N OO0
Lodnos

Lines

LT LLY NG
Rectangles
OoDoonODoo

Basic Shapes
§EOCANTDSOORO®
®Co00Or Ly ooan
O0@ADJOV™G
(BRSNS

Block Arro

Ebﬁﬂ:jg widLP RIS
€ oD BN
£ ¢ @ Up Arow

Equation Shapes

H - 0 = & Wattle Valley AP 2 - PowerPoint
File Home  Insert  Design  Transitions  Animations Greg Bowden £ Share

<+ COE [B] [ E)| - | £ Edit Shape~ | &2 Shape Fill ~ A, Text Fill = 1Bring Forward - |5 Align~

SONOOCOA - E Tex Box Abe ﬂ - [# Shape Outline - A A A | & Text Outl

L L3 5 % 7| @ Merge Shapes | QB Shape Effects - = Text ffe
Insert Shapes Shape Styles 3 WordArt Styles
- 1611501 1411301200 AT A0 18 B T Bl 5 g B2

§0268em :

5 Drag an up arrow shape that covers
the right edge of the right arrow.

NOTE: You can hold down the ALT key and drag an object to over-ride the grid

so that the edges of the objects are aligned.
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