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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
exhibits animals in their natural habitat.

Starting a Presentation

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

2 Recently used documents are
displayed in the RECENT section at
the left of the window or you can click
on the OPEN icon to open a saved
document.

Welcome to PowerPoint

GALLERY

W00D TYPE ¥

AR TR TR VR
Gallery

Quotable

Quotable

3 Arange of preset presentation themes
(Templates) can be selected from the
main section of the window or online.

Microsoft PowerPoint |

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

1dKe a t),

tour —
| i /t e
Blank Presentation Welcome to PowerPoint Start an Outline Madison

S

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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& PowerPoint File ,Fdit View Insert Format Arrange Tools Slide Show Window Help S N1 @ B [0 = 4%E) Fiddpm Q =

Presentation1

Home  Insert Draw Pesign Transitions ANgations Slide Show Review  View & Share [J Comments
e = ayout v w O
v v v v « [7) shapes v v
0 i et [ O
Paste New Convert to Picture [7] Text Box Arrange  Quick
li 2 SmartArt Sty

les

Menu Bar l QuickAccessTooIbari l Ribbon i

Slides Pane

Click to add title Slide with content
—

Placeholders

Click to add subtitle

Status Bar View Buttons Zoom Controls

Click to add notes

Slide 10f 1 English (United States) = Notes Wl Comments HH =R + 91% B

The PowerPoint Screen Sections

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

A The Menu Bar

Edit View Insert Format Arrange Tools Slide Show Window Help

tation #EN Presentation1
New from Tem 48P
Home Insert D  Open.. 320 limations Slide Show Review  View

ZEaEce 1 Click on the FILE in the MENU BAR
at the top of the screen and the FILE
options are displayed.

Close
sic Save
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Getting Started With PowerPoint 1

@& PowerPoint Edit View Insert Format Arrange Tools Slide Show Window Help [ARK o
New Presentation 8N Presentation1
New from Template... {*3P

Home Insert D  Qpen... 320 limations Slide Show Review  View
fﬁ += Open Recent >
v [.I v v
PD‘ ‘T Close BW . .
aste e onvert to
sic  Save ®S SmartArt
Save As...
1 Save as TemplateX.
Export...
2 You can save, open, print and close
Share >

documents from the FILE menu.

Always Open Read-Only
Restrict Permissions >
Passwords...

. Click to add title

Properties

Click to add subtitle

3 Click outside the menu to close it. You will use the other menus as you progress
through the chapters.

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 also add other command buttons to it.

File Edit

@ PowerPoint View Insert Format Arrange Tools

Slide Show Window Help 11 &

Click on the arrow at the right of the
QUICK ACCESS TOOLBAR and a list of
command options will be displayed.
You can use the MORE COMMANDS

Home Insert Draw Design  Transitions £
- | B
|:| {9 Reset v Home

N — |
Siide & section v # v Save
Save As

1 Send Presentation
Print -
spelling option to add more commands to
a the toolbar once you are familiar with

v Start From Beggfining PowerPOi nt.

More Commands...
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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 TABS.

' 1 When you first load Microsoft

@ PowerPoint File Edit View Insert Format Arrange Tools Slide
00C v AES ODD s PowerPoint the HOME tab of the
Draw Design Transitions Animations g 0 RIBBON |S Open. It ContainS ma ny Of

1~ B e . the common PowerPoint tools.

@ Reset

New R
Slide [ Section v

2 Click on each command TAB in turn to see what types of commands they contain.
They are summarised in the following table.

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.

Draw Tab: Contains drawing tools for touch screens.

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.

1-4 © Guided Computer Tutorials 2019



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.

Opening the Presentation

1 If you are starting a new session, load Microsoft PowerPoint and click on the OPEN
icon in the START screen.

2 Ifyou are continuing from the last chapter, close the current presentation then
display the FILE menu and select OPEN.

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

Creating the New Slide

‘ PowerPoint File Edit View Insert Format Arrange Tools Slide Show Window

Help

‘M Wattle Valley AP

Click on the second slide in the SLIDES
pane then click on the arrow at the
right of the NEW SLIDE icon in the
HOME tab of the RIBBON.

Wafttle Valley A

Home g@aart  Draw Design Transitions Animations Slide Shd

a 4= % Layout v
|:| - @ h i Re!;et

Paste

New .
Slide Insert new slide

Waitle Valley
Animal Park

Esotic Andmady
B Bisplay

* Jungle Safaris

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.

® PowerPoint File FEdit View Insert Format Arrange Tools Slide Show Window Help

B Wattle Valley AP

Home Insert Draw  Design Transitions Animations Slide Show Review  View

jlrlj" @ e Layout ¥

i Reset
Office Theme

Title Slide Title and Content Section Header Two Content | Comparison

- - n -Two S

Title Only Blank Content with Caption Picture with Caption

Select the TWO CONTENT slide
layout to insert the new slide.

=] Duplicate Slide

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

Entering the Slide Title

{ 1 Click in the CLICKTO ADD TITLE

& PowerPoint File Edit View Insert Format Arrange Tools Slide Show Window Help

A Wattle Valley AP

.
Home Insert Draw  Design Transitions Animations Slide Show  Review View  Shape Format placehOIder and enter'
7 T Ewet v caprilight (Headings) v 48~ A A7 | A IS
L1 \ﬂv@hm alibri Light (Headings] A = v Jungle Safaris
Paste 5 ;ulie;; & section v B I U@ ¥ x, Mvirav| £+ A |=

Wattle Valley
‘Animal Park

%Jungle Safaris
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Using Graphics in Slides 2

@ Wattle Valley AP

2 Highlight the text and, in the
HOME tab, set the FONT to
ARIAL, the FONT SIZE to 54 point

and the STYLE to BOLD, ITALIC,

the TEXT COLOUR to YELLOW
and the ALIGNMENT to CENTRE.

3 Open the SHAPE FORMAT
tab of the RIBBON, select the
TEXT EFFECTS icon, highlight

L] AES-OD0T - A Wattle Valley AP

Home Insert Draw  Design Transitions Animations Slide Show Review  View ShaD:..mat SHADOW and Select the ﬁrst
B-[a]=- @ -;‘bci,ﬁvzv A A LA S =

Shapes  Text Shape .
8ox e <@

SHADOW format.

0 SNatoW.

A Glow
A Bevel
A 3-D Rotation
K Transform

Offset: Bottom Right |
J\ I A

Inserting an Image

Microsoft PowerPoint allows Photos and ClipArt images to be imported into slides.
These will be imported from the PP2019 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.

A Wattle Valley AP

Home Insert Draw Design  Transitions  Animations  Slide Show Review View  Shape Format 2 Share [ Comments

- e ) - ACa. & | ~a D
o [ C} I o _:,, A A » f S | W | Tl - &
Shapes  Text S Shape Text Fill ﬂ v Alt Arrange = Format

Box Fill v ext = 2021em [ 4 e

1 Click on the PICTURE FROM FILE
icon in the bottom row of the
icons in the left placeholder.
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| 2 Navigate to the PP2019 SUPPORT

~ 7 ~
AR fnkd B= Claeter2 2 FILES and open the CHAPTER 2
Shared Folder
folder.

) Applications > Movies >
= Desktop » MP3 » G Chapter5 e
! Documents > Music Chapter 7 L4 & People.ipg
& Downloads L5 nd later » Chapter 10 L [ Tiger.jpa
o Movies > PowerPoig > Chapter 14 L4
2 Music L3 PR > Chapter 15 L
# Pictures > PP2019 Support Files » Chapter 16 L4
& Public > ™ > Chapter 17 L4

youtube »
Options Cancel

3 Select the TIGER photo and click on
INSERT.

Adjusting the Image

The size and position of the image can be adjusted.

A Wattle Valley AP

Home Insert Draw Design Transitions Animations Slide Show Review  View Picture Format & Share [J Comments

L i1 DT 5 1 = I [ = JZL A o 1) s
v v v v v = i B | v =~ v [[] Height: s0acm o 7
Ed &-0E- @2 e B o BeE 1 e &
Remove Gorrections  Color  Artistic Transparency . _ Quick zp o Alt Bring  Send  Selection Reorder Algn 2 Crop [ width: 1208¢m 7y  Format  Animateas
Background Effects v Styles. Text Forward Backward Pane  Objects L Pane Background

1 Move the pointer over the bottom
right‘handle’until it changes to a
diagonal line with arrows and drag
the‘handle’ up and to the left to

adjust the size of the image.
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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.

Opening the Presentation

1 If you are starting a new session, load Microsoft PowerPoint and click on the OPEN
icon in the START screen.

2 If you are continuing from the last chapter, close the current presentation then
display the FILE menu and select OPEN.

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

Applying a Transition to One Slide

A Wattle Valley AP

Slide

1 Click on the second slide in the
SLIDES pane.

* Jungle Safaris

alAlild Divinw Didas

AadO-dDLT - R wattle Valley AP

2 Open the TRANSITIONS tab of the
s RIBBON and click on some of the
transitions to preview their effect.

Wattle Vauey
Animal Park

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn
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3 Click on the MORE icon at the
base of the transition icons in the
TRANSITIONS tab.

A Wattle Valley AP

\\\\\\

E:tng

IH-_LL_N > [0

FallOver ~ Drape  Curtains  Wind  Presti Peel Off

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

aaaaaaaaaaa

----------

5 Try some transitions from each group
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.

A Wattle Valley AP

Home Insert Draw Design Transitions Animations Slide Show Review  View 12 Share 2 comments
2V onMouse Click =

. & Apply
After: 0000 | Aol

Wattle Valley

» Jungle Safaris
* Wild River Rides
* Baby Animal Nursery Tou

Click on the EFFECT OPTIONS icon in the
TRANSITIONS tab and select an effect.

| NOTE: Some transitions have effect options, some do not. l
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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 If you are starting a new session, load Microsoft PowerPoint and click on the OPEN
icon in the START screen.

2 Ifyou are continuing from the last chapter, close the current presentation then
display the FILE menu and select OPEN.

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.

A Wattle Valley AP

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

* You will be up close and
personal with hippos and
crocodiles.
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| 2 Open the ANIMATIONS tab of the
RIBBON and click on some of the
animation options.

A Wattle Valley AP

S —
Home Insert Draw  Design Transitions ~ Animations Nde Show Review  View

Preview ppear  Ginds  (CheckNooard Gissofein iyl Peckin  RandomBars  Shape Emphasis _Exit P . Buranon: —00.50
. Effects Effects  Animation ~ Options  Pane Painter = v
Animations [<]
P> Play From x
ANIMATIONS

1 & & Content Placeholder 5

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

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

| 3 The animation is previewed on the
HIPPOS placeholder each time and
the ANIMATIONS pane is opened.

' 4 Click on the MORE icon at the base
of the ANIMATION options to see
more animations.

A wattle valley AP

Review  View

Home  Insert

ﬁr; =, 1 ™
Preview inds Checkerboard| Dissolve In Fly In eek In 2 snaj hasis

Draw  Design Transitions ~ Animations  Slide Show

Animations

> Play From X
ANIMATIONS
1 % 5k Content Placeholder 5

» Effect Options

s Timina

5 The animations are divided into
Basic, Subtile, Moderate and Exciting
groups. Click on some from each
group to preview them.

Expand Fade Swivel Zoom

Moderate

*3\ o {‘k: * J*e |
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Animation Effects 4

@ Wattle Valley AP

Home Insert Draw  Design Transitions ~ Animations  Slide Show Review  View =

P Play From
ANIMATIONS
1 & 9k Content Placeholder 5

» Effect Options
» Timing

» Triggers

A Wattle Valley AP

Home Insert Draw  Design Transitions ~ Animations  Slide Show Review  View © Share  [J Comments
v ~r 2 < A : Ao i\( v | B Y 4 [> start: on click
IR e x + kK X | K = | Wy ¥
Preview Spit strips Wedge Wheel Wipe Expand Fade Swivel Emphasis Exit Path Effect Animation Trigger Animatior T -
Effects Effects __Animation Pane Painter O pwstion: | G200 J

7 There are also animation effects
. . A  within the EMPHASIS EFFECTS

Wild River Riu and EXIT EFFECTS icons in the

ANIMATIONS tab.

Effect Options

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

A Wattle Valley AP

Home Insert Draw Design Transitons Animations Slide Show Review  View \# Share (] Comments
A < =1 <z LL [> start: On cClick
v - v v v v Lo
BT oy K Wikl x o ok X . K k- E- BERYE £
Preview sphit Strips wedge Wheel wipe Expand Fade Swivel Emphasis Exit Path ger Animation "
Effects Effects  Animation Painter O ouratian: | 0200
\nimations (<]

\ > Play From x

v B4 3 Spokes ‘ ANIMATIONS
1 & % Content Placeholder 5

Wild River Rides

o

8 5p)

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

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

Click on the EFFECT OPTIONS icon in
the ANIMATIONS tab and try some of
the options.
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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.

A Wattle Valley AP

Home Insert Draw Desfgn Transitions Animations Slide Show Review View Picture Format 12 Share [J Comments
© -r 2 X ! i - jﬁ{ v - {\7 Start
YT .y K W Kk Xk k X .| W ) %
Preview Split Strips. Wedge Wheel ‘Wige Expand Fade Swivel Emphasis Exit Effe Animation Trigger Animation Duration:
Effects Effect: Optis al Painter

Animations [<]

P Play All
ANIMATIONS
1 & % Content Placeholder 5

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

* You will be up close and

personal with hippos and 1 Select the HIPPOS placeholder and
s click on the EXIT EFFECTS icon in the
ANIMATIONS tab of the RIBBON.

A Wattle Valley AP

Home Insert Draw Design Transitions Animations  Slide Show Review  View Picture Format & Share [ Comments
. N : \ A |, 2 = <= Start:
B ok ok ko x4k ok % . % S 5 %
Preview Split Strips Wedge Wheel Wipe Expand Fade Swivel Emphasis Duration:

A LY A- )
.1 2 Inthe list of animations select an
SUBTLE ANIMATION such as FADE.

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

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

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 If you are starting a new session, load Microsoft PowerPoint and click on the OPEN
icon in the START screen.

2 Ifyou are continuing from the last chapter, close the current presentation then
display the FILE menu and select OPEN.

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

Creating a New Slide

A Selecting the Layout

A Wattle Valley AP

1 Select SLIDE 4 in the SLIDES pane
and click on the arrow at the right
of the NEW SLIDE icon in the HOME
tab of the RIBBON.

dnimal Park.

* You will be up close and
personal with hippos and
crocodiles.
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A Wattle Valley AP

Home Insert Draw Design Transitions Animations Slide Show Review  View ¥ Share (] Comments

oy v
e d | R 4 EXE B- Do T
- [~ L 71 Reset =
Past C ert te Pictu Ari Q
e Office Theme St [ D P19 Gies
1
v - H -
mtic. Title Slide Title and Content Section Header
et
2 - - H
% Title Only Cantent with Caption Pict

IE Duplicate Slide
[E outiine...
A 1 Reuse Slides...

B Entering the Slide Title

= or AEG-UDE - QI 1 Click in the CLICKTO ADD TITLE
Home Insert Draw Design Transitions Animations Slide Show Review  View Shape Form, 3
- placeholder and enter the title:

&D" & E G i Arial vBE v A AT By Evi=e
- {7 Reset SRR
x| M e B U X YR 20A | EE=EE

Baby Animal Nursery Tours

A A\

Wattle Valley
rk

3

-* Click to add “<¥v ° Click to add text

\\ 2 Highlight the text and use the HOME
N toformat it to ARIAL, 54 pt, BOLD,
ITALIC, YELLOW and CENTRE.

A Wattle Valley AP
& Share  [J Comments
Tl Masen 57

Home Insert Draw Design  Transitions Animations Slide Show  Review View Shape Format
= ~
arange = 20210m 2 Format

v = . rd A
Al | [me] - A A A a2
Shapes g‘:: S 5’;?”"! @ v Text Fill A
N oo

Wattle Valley N\ »>
Animal Park

A Bevel
A 3-D Rotation

’ i
= abe Transform >
i -* Click to add text o Cli S
: 3 \ Offset: Botid

i

'3 Open the SHAPE FORMAT tab in the
RIBBON and use the TEXT EFFECTS
icon to set the text to SHADOW.
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Adding Movie Clips to Slides

C Adding the Text

il Wattle Valley AP

* Tours of the Baby Animal
Nursery are available daily.

* Baby animals from one week to
three months of age are hand-

raised by our zoo staff.

il Wattle Valley AP

Home Insert Draw Design Transitions Animations Slide Show Review  View
<y v o = — gt
A & Jlflﬂ . [ tayou Calibri (Body) v v A A A =i
[y~ 5] Reset
2 =
Paste 9 g'u';; 5 section v Bl 7 U & X x, Mv =

age are hand-raised by
our zoo staff.

Baby Animal Nursery Tours

Home Insert Draw Design Transitions Animations Slide Show Review  View Shape Format ¥ Share [J Comments
< + Layout v - T = — T - O
v -~ Calibri (Body) v v A A B Evize = | =V | =v I o] v ) shapes v T o v
L[] 0 o O Lo~ L4
Paste New 2 AV = === A 4= Convert ta Picture Arrange  Quick
¥ Side D secton~ B T U @ X x ZivAav LA Il= == [l SmartArt 7] e Box Styles 2

Shape Format

Click in the LEFT CONTENT frame
and enter the two points shown
in the diagram.

1# Share | () Comments

= | = ==

5 | 1S | =w EEI\ v
Convert to
SmartArt

m v [Ty shapes v

Picture 7] Text Box

vty

2 Highlight the text and use the
HOME tab to set it to 36 pt, BOLD,
and the same LIGHT GREEN as the
previous slides. Use the SHAPE
FORMAT tab to apply a SHADOW
effect.
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D Inserting the Movie Clip

A sample movie clip will be imported. However, your school may have better quality
movie clips for you to use or you can find some on the internet.

adES-UDLDE < A Wattle Valley AP

Home Insert Draw Design  Transitions  Animations  SlideShow  Review View  Shape Format 14 Share  [J Comments
L A T~ B ety caib @ody) 3 v AN A =S 3=
[ \EIV“J alibri (Body b | IE v IS = I' k h
Do e LT 2022 1|1 Click on the INSERT MOVIE FROM

FILE icon at the right of the lower
row of buttons in the RIGHT
CONTENT placeholder.

|« Click to add text

Baby animalsifrom one
Week to three monthsiof]|
age are hand-raised by| |
our zoo staff.

@ PowerPoint File Edit View Insert Format Arrange Tools Slide Show Window Help S N1 @ B L0 = %M Sun323pm Q =
@l Wattle Valley AP Q- resentatic o)
Home Insert Draw ChocbaiaMoua 2 Share
N ¢ m~ § Et Chapter 5 o] (e}
|
i orites Shared Folder oo quik
& Recents bl Chapter 2 » (| B Planempd
! Wattle Valley 7 Applicati mpa. [l B Chapter 5
ications Sic
Animal Park s ;‘ It e Chapter 7
@ Documents i o Chapter 10 D
=1 Deskt PowerPoint Swragf » Chapter 14 : y
= T 7
7] Desktop PP2019 Support Files » Chapter 16 !E. (i \;‘- X
© pownloads sm 2 Chapter 16 Wit tBi- Y
2 v » e S

Chaoter 17

£t gregbowden

2 Navigate to the PP2019 SUPPORT
FILES, open the CHAPTER 5 folder,
click on the TIGER CUB clip and click
on INSERT to import the clip into the
slide.

Options

NOTE: The inserted video is embedded in the presentation. If you want to
link to a video to reduce the file size, in the CHOOSE A MOVIE dialogue
box, click on the OPTIONS button and select LINK TO FILE when
inserting the video.
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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 If you are starting a new session, load Microsoft PowerPoint and click on the OPEN
icon in the START screen.

2 If you are continuing from the last chapter, close the current presentation then
display the FILE menu and select OPEN.

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
the right of the NEW SLIDE icon in the
HOME tab and select the TITLE AND
CONTENT layout.

nnnnnnnnnnnn

Baby animals from one
week to three months of
age are hand-raised by
our zoo staff.

Click on the movie clip to play it.
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B Adding the Title

1 Click in the CLICKTO ADD TITLE
e - : i placeholder and enter:

e Insert Draw Design ran nimations  Slide Show  Review View  Shape Format

I
S S T . [Re
0.
o D |,

The Reptile Ranch

£ Reset

Lh Replile Ranch 1

i Click to add text \
| N\ 2 Highlight the text and format it to
N ARIAL, 54 pt, BOLD, ITALIC, YELLOW
and CENTRE, then use the SHAPE
FORMAT tab to apply a SHADOW

effect.

Inserting the Diagram

L s A Wattle Valley AP C
Home  Insert Draw  Design Transitions Animations Slide Show Review  View Shape Format & Share [ Comments
"—\'Dvé& ‘ﬂ_ﬁ'“”““‘“ Calibri (Body) v v AN A | B=EviS .
v ) Reset
Soe e LU0 2022 L1 Clickon the INSERT SMARTART
i v

GRAPHIC icon in the top row

) of buttons at the centre of the
The Rept!. CONTENT placeholder.

* Click to add text

\

Hierarchy

ol e e ff Relationship
cee —“o-o0- & = g Matrix
anizal al ¢ ~ Pyramid
= = Picture
- =

= = G B |

vyvvhl

v

| 2 Highlight the HIERARCHY category,
and click on the ORGANISATION
CHART 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 If you are starting a new session, load Microsoft PowerPoint and click on the OPEN
icon in the START screen.

2 Ifyou are continuing from the last chapter, close the current presentation then
display the FILE menu and select OPEN.

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

Creating a New Slide

A Selecting the Layout

[ X X ] v 5 7 Wattle Valley AP — Saved y Mac Qv ®v
Hom

Home Insert Draw Design Transitions  Animations  Slide Show  Review View  SmartArtDesign  Format # Share  [J Comments
Q'D-A [ v [ shapes v o &
Paste & € [A] Text Box An rg
Title and Content  Section Header To Content Comparisan -
2 - .
e e ) Select THE REPTILE RANCH slide
Title - Content with Caption Picture with Caption

(SLIDE 6) in the SLIDES pane, click

on the arrow at the right of the NEW

. SLIDE icon in the HOME tab of the

‘ Reptiles || RIBBON and select the TITLE ONLY
- On Disp'y layout.

© E— [ )

l Cobras I
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B Entering the Slide Title

: Ve vl 17 1 Click in the CLICKTO ADD TITLE
! placeholder and enter:

v Ba v A A B =

A v Ad 2w A

X ) l Birds, Birds and More Birds

l BirdS B *\\andiVorelBirds ! . |
2 Highlight the text and format it to

ARIAL, 54 pt, BOLD, ITALIC, YELLOW
and CENTRE, then use the SHAPE
FORMAT tab to apply a SHADOW
effect.

The First Photograph

Photographs will be inserted from the PP2019 SUPPORT FILES, resized, moved and
formatted.

A Inserting the Photograph

Home  Insert ign Transitions Animations Slide Show

- @ €[l @ 1 Open the INSERT tab of the RIBBON,
New  Tabe || o DntoBrowser. sy | CORT TR click on the PICTURES icon and select

M=% PICTURE FROM FILE.

£ oo~ [y Chapter 7 & Q

Favorites Shared Folder

& Recents lustrator files » Chapter 2
Chapter 5

7 Applications g " Chapter 7

v
@ Documents MP3 » Chapter

9 Daskop O | e 8 Hisi
:

| 2 Navigate to the CHAPTER 7 folder of
the PP2019 SUPPORT FILES, select
the DOVE photo and click on INSERT.

nd later
© Downloads PowerPoint Storage

2% gregbowden PP2019 Support Files
v

I NOTE: Close the DESIGN IDEAS pane if it opens at the right of the screen. i
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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

Home Transitions Animations

Insert Draw  Design

I~ - B RE Sy N~ N SO G P
Remove  Corrections Color  Artistic Transparency _ uic i
Background Effects (a5 tyles

1 Inthe FPICTURE ORMAT tab of the
RIBBON enter 6 cm in the HEIGHT
box and press <return>.

2 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 HEIGHT of the picture, the WIDTH is also adjusted to
keep the dimensions of the object proportional. If you don’t want this
to occur, click on the FORMAT PANE icon in the PICTURE FORMAT tab to
open the FORMAT PICTURE pane, then select the SIZE AND PROPERTIES
icon and turn off LOCK ASPECT RATIO in the SIZE section.

C Formatting the Photograph

A wattle valley AP

Home Insert Draw  Design Transitions Animations Slide Show Review View  Picture Format # Share [J comments

- = ¥ a
Ed - &3 \-E= 2 T e smen 27 9 g
saR:kErﬂav:nu Carrections  Color .2;:\:;[.: Transparency %Y Align g o Crop =) width:  602em [ on

QUICK STYLES icon in the PICTURE
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 PICTURE FORMAT tab of the RIBBON if you wish to.

The Second Photograph
A Inserting the Photograph

— A ML 1 Open the INSERT tab of the RIBBON,
Home m I itions Slide Show Review View Picture Farmat . .
o i T e click on the PICTURES icon and select
ctures. ScEeﬂshal £ MyAdd-ins v Shapes  Icons Il Chart v Zoom  Link Action PlCTU RE FROM FILE.
Chapter 7 ] Q

Shared Folder

- ==\ \]| 2 Navigate to the CHAPTER 7 folder of
@ g e S e e the PP2019 SUPPORT FILES, select
the PARROT photo and click on
INSERT.

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

@ Wattle Valley AP

Home Insert Draw  Design Transitions Animations Slide Show Review  View  Picture Format

[ T I =
7~ = W T v I | I 00 ||:| TZL 7] Heig A= <y &
P~ v v v v ~ v v T v v - ight:  6cm
2= Ed- B 5. B B | Bh-BO- 3 &k o v YW
Remove  Carrections Color Artistic Transparency _ Quick v | Al Bring  Send Selection Reorder Align . Cron T wiath: 6. - Format  Animate as
Background Effects [ Styles. @ Text Forward Backward Pane  Objects — - B4gem 1 Pane  Background

Birds, Birds and More Birds

N

i .
£ V) |

v 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 If you are starting a new session, load Microsoft PowerPoint and click on the OPEN
icon in the START screen.

2 Ifyou are continuing from the last chapter, close the current presentation then
display the FILE menu and select OPEN.

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

Selecting the Layout

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

| 1 Clickin the title placeholder and add
the title:

@ Wattle Valley AP

: K

Hol Transitions

.»_‘.D ”

Insert Draw  Design

_IE = Layout v

£ Reset

o S S POYE B Vet Demonstrations

X
b
=2

2 nghllght the text and format it to
ARIAL, 54 pt, BOLD, ITALIC, YELLOW
and CENTRE, then use the SHAPE
FORMAT tab to apply a SHADOW
effect.

Adding the Table

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

@ Wattle Valley AP

ations Slide Show Review  View Shape Format

vizw Ev|=v ., vréSMpesv DDv@v
i

- AV v v A ==== Avifiv Convert to Picture Arrange  Quick
BT u & ¥ x, Mvaa v [ cal bl [ Text Box Styles

12 Share  [) Comments

&
rag

Avrial v B v A A B

the top row of icons at the centre of
/ the CONTENT placeholder.

Vet Demorn 1 Click on the INSERT TABLE icon in

=]

F Insert Table ||

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.

Insert Table

Number of columns: 3 <

Number of rows: 8

cancel (|

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

INSERT tab of the RIBBON or from the INSERT menu.
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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 If you are starting a new session, load Microsoft PowerPoint and click on the OPEN
icon in the START screen.

2 Ifyou are continuing from the last chapter, close the current presentation then
display the FILE menu and select OPEN.

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

Selecting the Slide Layout

&4 1 Setthe screento VET
DEMONSTRATIONS slide.

Demonstrations

2 Click on the NEW SLIDE icon arrow
in the HOME tab of the RIBBON
and select the TITLE AND CONTENT
layout.
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Entering the Slide Title

o o ABS-UDT - QO 1 Click in the TITLE placeholder and
ﬂ Insert Draw Design  Transitions Animations Slide Show  Review View  Shape For . .
ek 13T e ww A i add the title:

B u NG xR

New
slide [ Section v

. 2vav | =@== Visitors To The Park

0 the Park -|
2

N A !',

Highlight the text and format it to
ARIAL, 54 pt, BOLD, ITALIC, YELLOW
and CENTRE, then use the SHAPE
FORMAT tab to apply a SHADOW
effect.

. e

| 1 Click on the INSERT CHART icon in
the top row of icons in the CONTENT
placeholder, highlight COLUMN and
select the 3D-CLUSTERED COLUMN
chart.

Animations Slide Show Review  View Shape Fori

) Get Add-ins . €9 3D Models v =
o B D .
eensho <

hot ~ Shapes  Icans Zoom L t
£ My Add-ins v P ol crart ink

NOTE: You can also insert a chart into a slide by clicking on the CHART icon in
the INSERT tab of the RIBBON or by selecting CHART from the INSERT
menu.
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' 2 The chart is plotted on sample data
that is provided in the CHART IN
MICROSOFT POWERPOINT window.

i Wattle Valley AP

Review View Chart Desigg

Home Insert Draw Page Layout & Share  [J Commen!
- A — cy [E conditional Formatting v
e v =~ o v
- [i74 Format as Table ~

[E# cell Styles

A6 f

¢ A B c D

| 1 Series 1 Series 2 Series 3
2 Category1 a3 24 2|
3 Category? 25 a4 2|
4 Category3 35 18 3|
5 Category4 as 28

:c | I

i

Sheet1 +

®m 3 You can reduce the size of the DATA
’ : ®  window by dragging its bottom right
| corner in so that you can see the

. chart and the data.

NOTE: All charts created in Microsoft Office 2019 programs use the charting
functions from within Microsoft Excel to produce the chart.

Entering the Chart Data

The chart data is entered in the CHART IN MICROSOFT POWERPOINT pane.

[ 0e® iucan AaEOS-ODLT = A Wattle Valley AP

Home Insert Draw  Design Transitions Animations Slide Show Review View Chart Design Format

: i HE
> {1 o
Home Insert Draw Page Layout ¢ Share  [J Comments Switch  Select Edit Data Change
—_— Row/Column Data In Excel Chart Type
- A = (y [ conditional Farmatting v E
L0 — 0 [ Format as Table v »

Clipboard Font Alignment  Number

[E2 cell styles v

D1 v

1 Click on the SERIES 1 cell and enter

e 2017, click on the SERIES 2 cell and
¢ fmmeme enter 2018, click on the SERIES 3 cell

and enter 2019, press <return> and
the LEGEND in the chart is updated.

Category 2 d{ Category 3
2017 w2018 w2019
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3

Home Insert Draw Page Layout 1= Share [J Comments

™ . . — o/ . [l conditional Formatting v

|:| A = /D @ Format as Table ~ E >
Clipboard Font Alignment Number -
[celiswes v | 5 | the second and third rows of the
D3 . fx 29063 CHART IN MICROSOFT POWERPOINT
A B c D ' F pane enter the labels and values

1 2017 2018 2019
= | 1sse 2602 26847 / shown for the ADULTS and
3 | children 20289 27528]  29063] CHILDREN visitors to the Park.
4 Category 3 35 18 3
5 Category 4 4.5 2.8 5
]

NOTE: i Thechartisupdated in the PowerPoint slide as you enter the data.

The top row in the CHART IN MICROSOFT POWERPOINT pane is
the LEGEND values, the left column is the X-AXIS values and values
within the rows and columns are the Y-AXIS values.

The unused sample data needs to be removed from the plot.

Home Insert Draw  Page Layout #snare 01 4 Move the pointer over the bottom
o A — o [ condgitional Formd  Fight corner of the sample data (cell
[] — 0 F# Format as Table D5) until it changes to diagonal

Clipboard Fant Alignment Nurmber

[ cell styles v arrows and drag the handle up to
D3 . fc 29063 the base of cell D3.

A B C D
1 2017 2018 2019
2 Adults 11556 22602 26447|
3 |Children 29289 27528 2906,‘1
4 |Category 3 35 18
5 |Category 4 4.5 2.8 | |
6
| 5 The unwanted cells are now outside

the coloured plot area.
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Action Buttons

You can set graphics in PowerPoint to carry out a variety of commands. When graphics
are used in this fashion they called 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 If you are starting a new session, load Microsoft PowerPoint and click on the OPEN
icon in the START screen.

2 Ifyou are continuing from the last chapter, close the current presentation then
display the FILE menu and select OPEN.

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

(N ) o AN T 5 A Wattle Valley AP — Saver

2 1 Open SLIDE 2 from the SLIDES pane.

(AT A
Text Header

& WordArt

Home Insert Draw  Design Transitions Animations Slide Show Review View
Eﬂ @ s % t(‘)- 71 3D Models v Eim
M v o A v v =) v
o A O LR 2 s
Table Pictures anshot

New
slide S ONT N =» » > > ¥

HH Get Add-ins

My Add-ins v
J Box  Footer

Wattle Valley
Animal Park

D Provides

2 Open the INSERT tab of the RIBBON,
click on the SHAPES icon, scroll
down and select the BACK OR

PREVIOUS icon from the ACTION

BUTTONS section.

Y !
: < Bevs—:i
Actiog B uns
HEESEEENEEGEEN

or Previous
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e®e® oo AESYEDT s A Wattle Valley AP — Saved to my Mac

Drag a small rectangle about 3 cm
in from the bottom right of the

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

None
* Hyperlink to:

Previous Slide

Run program:

Play sound:

NOTE: 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 COMMAND+<return>.

* Jungle Safaris 4
* Wild River Rides

* Baby Animal Nursery Tours :
* A Reptile Ranch 5 Click on the button and slide 1

* Birds, Birds and More Birds should be opened.

* Vet Demonstrations l-ﬁ’l:"! !~7—..I

R

6  Press the ESC key to exit the slide show and return SLIDE 2 to the screen.
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B The Next Slide Button

A Wattle Valley AP L

Home Insert Draw Design Transitions Animations Slide Show Review  View ¥ Share (] Comments

@- @v v r@j‘rv [ cet Add-ins rc‘).c%’@a”““""" , ﬂ;:l D /(i- T[- -(]:))~

I SmartArt v
Table Pictures Screenshot My Add-ins v
; al

Text Header & WordArt Equation Symbol Vides  Audio
\ 1 ”» » »> > l’ ! '. i Box Footer

& & N
Equation Shapes
+ - X =

Flowchart

Slide

INSERT tab, scroll down and select
the FORWARD OR NEXT button.

[«

yL |

Action Buttgp,

00® i ABS-UDT s il Wattle Valley AP chin o
Home Insert Draw Design Transitions Animations Slide Show Review View & Share ] Comments
= . I A I - )
v v ) v [P v v A 7 - 17 [ <1)'
B-E= ) ]2 A A A B T | W T | 9y
Shapes  Text o Shape [ o TextFill & . Alt Arrange =47 = Format
Box Fill <2 o Text sem Vi<l Pane

Action Settings

Mouse Click  iELITELY eIVl

Action on click

| ”ey 2 Drag a small rectangle to the right

Bione B of the previous button. Leave
e ~ NEXT SLIDE selected in the ACTION
SETTINGS dialogue box and click on

Cancel

3 Preview the slide by holding down the COMMAND key and pressing <return>.

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: i The button‘handles’can be used to adjust the button’s size.

ii 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

A Wattle Valley AP C

ions Slide Show Review View Shape Format 12 Share [J comments

e | BD- @ & | l B 4-8 TT-0 B2-d-
:| Equation Symbol

ext Header & WordAr video  Audio
Fa ter

LAT N A 1 Click on the SHAPES icon in the

. INSERT tab, scroll down and select

the RIGHT ARROW shape in the
N S e BLOCK ARROWS section.

Basic Shapes

E0o AN TFA

A Wattle Valley AP
Home  Insert Draw  Design Transitions Animations Slide Show Review View Shape Format & Share (] Comments
sy — &~ o R [ T 9 e
Lok P i ﬂ ; ﬁ' A A - a« Tl mMwem © Py

Shapes Text Shape o T A Fill Alt Arange ) A Format
Box Fill < A~ Text o 13em 4 ne

2 Drag a small arrow to the right of the
JUNGLE SAFARIS text.

*Jungle Safaris ¥}
* Wild River Rides
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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 If you are starting a new session, load Microsoft PowerPoint and click on the OPEN
icon in the START screen.

2 Ifyou are continuing from the last chapter, close the current presentation then
display the FILE menu and select OPEN.

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

@ Wattle Valley AP
e Insert Draw  Design Transitions

. B tayou Calibri (Body)
CI Reset

2 AV
o Djsection- BT U X ox 2

| 2 Highlight all the text in the left
placeholder.

_)_JJ’ ’JJ )"JIJ’
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A UDDT = @ Wattle Valley AP
Home  Insert Draw Design Transitions Animations Slide Show Review  View Shape Format & Share (] Comments
&Dv —\EI v Y calibri (Bady) - S == = | 2] = Iy @ L@Es DD = @' 2
o [ Reset =
Fere: N Hsectonv Bl I U ¥ xMNvrav LvAv [EEE=ZE| e Comertto  Fictre [1] Teapec Ao Qusk [
3 Enter the text shown in the diagram,

pressing <return> after each line.

G [+ The Nursery caters for:

* Orphaned animals
s

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

Design Transitions Animations Slide Show Review  View Shape Format 1# Share (] Comments
) PP .. = IEv o=v 3R [ O swees v ‘D_Dv M'O"
Arange Quick [Z .

Styles

Home  Insert Draw
Sy v
L, & Eﬂ o b Layout Calibri (Body)
- £ Reset
Past Ne = : AV
a3 5@: B section v B I U & X ox, M pav | £

Comvertto  Pioture [7] Text Box

1 Highlight just the second and
third dot points.

i wattle Valley AP

1# Share | ) Comments

Shape Format

E=Ey =By e Bewey B P
A rq Convert to Picture Arrange  Quick [
v~ SmartArt [ rext Box Styles == 7

Slide Show  Review  View

Home Insert Draw Design  Transitions Animations

< X + [ tayout v L
v v Calibri (Body)
(0 e | 0 g

Paste New =
=9 Slide [OJ Section v

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

<

va v AN A
AT

i
il

B I U a ¥ x, %vaav
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A Wattle Valley AP
# Share [ Comments

Slide Show Review  View Shape Format

Home Insert Draw  Design Transitions Animations
D & LBy i (Body) v v AN K EriEY EEE. o=y 3R « I shapes v D / &
[‘g v ﬂ Reset
= Convert to Picture 7] Text Box Arra Qui \ I( .
= Styles &=

Eatole S Bjsectone HBJ I U b ¥ x Muaav| ZvAv

v 3 Highlight the last two points and
press the TAB key to convert them to

sub-points.

* The Nursery caters for:
* Orphaned animals

Baby Animal Nursary Tours

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

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.

A Wattle Valley AP

1% Share | [J Comments

Animations Slide Show Review  View Shape Format

Home Insert Draw  Design Transitions

‘G- (lin *“‘V““" callbi (Body) v AN A BEY =R =v R e By 03 [} pA
Reset
LA === | 4viv Csnnve'r;rt‘n Picture [7] Text Box Arral qu( (7
s 4

B I U & X x, MM pae

Paste New =
<~ Slide [J Section v

Wattle Valley
A

Baby Animal ’ 1 Click anywhere in the first text point:
- The Nursery cares for:

. The\ Nasery caters for:
* Orphaned animals

* Rejected new-born
* The Zoo Staff dlsplay
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A Wattle Valley AP . 2 T

m Insert Draw Design Transitions Animations Slide Show Review  View Shape Formg 2 Click on the arrow next to the
QD' TE‘ o ELaeut Y i (Body) e a5 | B . .
Paste e g%el T e e o e Ree e BULLETS iconin the HOME tab
b Slide [ Section v = & Ak A

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

*»The|Nursery catli
* Orphaned animals

* The Zoo Staff display:
* Hand-raising methods
* Current patients

Home  Insert Draw Design Transitions Animations Slide Show Review  View Shape Format & Share (] Comments
= = Layout v . o = . — = e . @l
& Calibri (Body) vlss A AT | A | EE= v = [iEv | =v I | [a] B shapes v o o
O [l = = & (4
2
Paste ;:: B Section v BY I U a5 X x, Mvapav | Zv A Arrange SQ[-;\;I; r"

o a
Nong . — L] a
a

*The Nursery catlk s:o\| 3 Click on the second main text point
* Orphaned animals and select the same bullet format.

'2°The‘ Zoo Staff display:
* Hand-raising methods
* Current patients

NOTE: Once you have set a bullet format you can press COMMAND+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 If you are starting a new session, load Microsoft PowerPoint and click on the OPEN
icon in the START screen.

2 Ifyou are continuing from the last chapter, close the current presentation then
display the FILE menu and select OPEN.

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
4 to 6 seconds. In an actual show you might want to leave each slide on the screen for

longer periods.

A Rehearsing the Timings

R wattle Valley AP

1 Open the SLIDE SHOW tab of the
RIBBON and click on the REHEARSE
TIMINGS icon.

wons

[ Hide Rehe:

Set Up arse  Record )
Slide Show  Slide Timings Slide Show ¥ Show Media Controls

2 The PRESENTER VIEW is opened with

0:01 248

e ——— TIMERS for the total presentation
Wa ttle Va”ey and for individual slides.

An i m a I Pa rk +Birds, Birds and More Birds mp [!}_}g‘;_i'ﬂ'
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3 C(lick on the REPEAT button to reset
the timer, click on the PAUSE/PLAY
and leave the first slide on the

screen for about 5 or 6 seconds.

2:52 pm Next slide

Wattle Valley AP Provides

Wattle Valley
Animal Park

* A Reptile Ranch m

' 4 Click on the DE button to
Exotic Animals open the second slide.

On Display

oW 5

0:10 11 & 0:04 e 5 After about 4 or 5 seconds click on

m the PAUSE button and the total time
Wattle Valley

elapsed is displayed in the left timer

. - )
*Wild River Rides = Ii RN T enase of e s i

6 Resume the recording, click on the NEXT SLIDE button for each slide when it reaches
about 4 to 6 seconds. You need to click the mouse button for slides that have
animations set on their content.

NOTE: i You mightlike 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 If you are starting a new session, load Microsoft PowerPoint and click on the OPEN
icon in the START screen.

2 Ifyou are continuing from the last chapter, close the current presentation then
display the FILE menu and select OPEN.

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 Open the SLIDE SHOW tab of the RIBBON and select RUN FROM START to start the
slide show from the beginning.

Wattle Valley
Animal Park

Exotic Animals
On Display

2 Move the mouse over the bottom
left of the screen and the screen
tools should become visible.
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A Identifying the Screen Tools

The tools have the following meaning:

= ..

Previous  Pen Slide Next
Slide Tools Options  Slide

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.

Jungle Safaris
= 1 Use the NEXT SLIDE icon or the

4

" The Belmont RIGHT ARROW key on the keyboard
ona 7 to set the slide show to SLIDE 3

7 provides s v &
T o] (Jungle Safaris).
- 3 - ¢

* You will see wild animals up
close in their natural

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

4

The Belmont , * Our Tour Guides take you

(
Zoo also

o provides (RS . on a 3 hour trek through

safaris

3 Click on the PEN icon again,
highlight PEN COLOUR and select a
bright highlight colour, for example,
cyan or yellow.

*It’s Just e visiung uie

jungles of Africa and India.

Jun Ie Saf; 4 Drag the pen under some text, for
g example, JUNGLE, to make the text
4 stand out.
The Belmont -, ° Our 1 ______________
Zoo also

provides s 74 on a 3 hour trek thro:
¥ our real life jungles

* You will see wild animals up

(

v

Jungle ASY:07 5 Select the PEN icon again and

highlight PEN COLOUR. Select a

Ao : Our different bright colour and draw a
line under WILD ANIMALS.

Zoo also
provides
safaris

(

our real life jungle.

* You will see “Zdaanimdls up
i ir natural

* It’s just like visiting the

jungles of Africa and India.

o
< )
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C The Eraser Tool

Pen marks on slides can easily be removed.

Jungle Safaris

(

( The Selmont ] » * Our Tour Guides take you

[ provides (U ; on a 3 hour trek through
L safan e AT our real life jungle.
: ' * You will see wild animals up

close in their natural
environment.

1 Click on the OPTION TOOLS icon,
highlight SCREEN and select
ERASE PEN to remove the pen
drawings.

Erase Pen —~={'E
X

2 Allthe pen lines should be removed.

NOTE: The shortcut to select the PEN tool is COMMAND+P and the shortcut to

select ERASE PEN is SHIFT+E. You might like to try each.
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14

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 some or 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 If you are starting a new session, load Microsoft PowerPoint and click on the OPEN
icon in the START screen.

2 Ifyou are continuing from the last chapter, close the current file then display the
FILE menu and select OPEN.

3 Browse to the PP2019 SUPPORT FILES, open the CHAPTER 14 folder and open the
WATTLE VALLEY AP 2 file.

4 Display the FILE menu, select SAVE AS, browse to your STORAGE folder and save the
presentation under the same name.

Opening the Slide Master View

7 Wattle Valley AP 2

Home  Insert Draw  Design Transitions Animations Slide Show Review  View

Q& D
il

Normal Outline Slide Motes Slide Handou o Guides Motes Zoom  Fit to Macros
View Sorter Page Master Master Master Window

1 Slide Master View

1 Open the VIEW tab of the
RIBBON and click on the SLIDE
MASTER icon.
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7l Wattle Valley AP 2

Animations  Review  View

Slide Master w Insert  Draw  Transitions
4= Delete |

2 The SLIDE MASTER tab is added to
the RIBBON.

Themes Aa Fonts v Hide Background Graphics

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

Click to edit N

::-."";.;.\ Click to edit My~

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

Looking at the Slide Masters

7l Wattle Valley AP 2

Slide Master Home Insert Draw Transitions Animations Review View ¥ Share

v [ colors v T Background Styles ~ E— I |
. e ey menesesscenes | ] Move the pointer over the top SLIDE
= MASTER and the label tells you that

it is used by SLIDES 1 to 8.

Office Theme Slide Master: used by slide(s) 1-8

7l Wattle Valley AP 2

Slide Master  Home Insert Draw Transitions Animations Review  View 1= Share
'@ LD v }r v Tite v [ colors v Y Background Styles ~ 1@ o
[l Rename Fl= =
nsert Slide ::;:L" G L::o':: plamsert o ¥ Footers | Themes Ag Fonts v Hide Background Graphics e =
L r——" .
e 2 Move the pointer over the second

SLIDE MASTER and the label tells
....... - you that it is the TITLE SLIDE LAYOUT
and it is used by SLIDE 1.

Title Slide Layout: used by slide(s) 1

Click to edit Master title style
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3 Wattle Valley AP 2

Animations  Review  View

v [ colors v & Background Styles v IE )
cl

Slide

Slide Master Home Insert Draw  Transitions

e 3 Move the pointer over the third
SLIDE MASTER and the label
=== tells you that it is the TITLE AND
S - CONTENT LAYOUT and it is used by
Click to edit M SLIDES 2, 6,7 and 8.

0 Wattle Valley AP 2

Slide Master Home Insert Draw  Transitions Animations  Review  View

"Iﬂ o ::::19 = 1,V Tie v [ colors v & Background Styles v IE ©
Cl

Insert Slide  Insert - § Master _ In: v Footers  Themes Aa Fonts v Hide Background Graphics Slide
Master  Layout Preserve Layout Placeholder Size

Master

4 Move the pointer over the fourth

SLIDE MASTER and the label tells
— you thatitis the SECTION HEADER
LAYOUT and it is not used by any
slides.

Click to edit M

iy

Section Header Layout: used by no slides

= = Click to edit Master subtitle style

5 Move the pointer over the other SLIDE MASTERS and see which slides they control.

NOTE: For these activities we will be using the first slide master that controls

all the slides in the presentation.
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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.

2 Wattle Valley AP 2 1 Click on the ﬁrst SLlDE MASTER

L T L e . | thumbnail (you may need to scroll
e Sk )y Rt ano e 3 oo e up the SLIDES pane) then click on
== — [ the THEMES icon. A PowerPoint
- T| — theme could be applied, but in
= ‘m o this case leave the OFFICE THEME

selected.

- oo N SR
T e G 2

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

2B Wattle Valley AP 2

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

Slide Master Home Insert Draw  Transitions  Animations  Review  View

B 13

LIl Rename
Insert Slide Insert aster Inser
Master Layout [ Preserve Layout Placeholder

* Click to edit Ma
— Second level

0__] 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 If you are starting a new session, load Microsoft PowerPoint and click on the OPEN
icon in the START screen.

2 If you are continuing from the last chapter, close the current presentation then
display the FILE menu and select OPEN.

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 PP2019 SUPPORT FILES.

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

l‘

a Wattle Valley AP 2

] s |
1 Comment Text Header & WordArt Equation Symbol
Box  Footer =]}
7.8 ,9 10 1112

uuuuuuuuuuuuuuu
side | ol tagggmisy | TR T I chart v

Wﬂﬁ.’& 2 Click on the AUDIO icon and select
AUDIO FROM FILE.
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& Wattle Valley AP 2

Home Insert Draw Design e tiaEn At & Share Commen
< | > § m~ B3 #m Chapter 15 > Q Search
g\e,;; Table Pictures Screens Favorites [ Shared Folder lon Symbeol Video Audio
= - .
B Recents eyt . [ chapter2 B Music.msa N RS UNSTaTa
1 e [ Chapter §
#3 Applications i E misirapmcs : B Chapter 7 i
% @ Documents. m = ’ ¢
9 nd later L - R
w. 85 . [ PowerPoint Storage | ,
' PP2019 Support Files > -y
o (4] Downloads =T S "
2 12} gregbowden o ke
.
AR optiors 3 Navigate to the CHAPTER 15 folder

INSERT the MUSIC file.

& Wattle valley AP 2

Home Insert Draw  Design Transitions Animations Slide Show Review View  Audio Format  Playback ¥ Share [ Comments
I> £ Remove Background £ Artistic Effects v 2 Picture Border v DL—\ BaLim ‘IZ‘[ v 1 226em 77 e
% Corrections 5 Compress Pictures By A B B By B mi = | LR
Pl __BL__JIENl__a
wt B Color v 73] Reset Picture @ P

] 4 The SOUND icon is added to the
centre of the first slide with its
controller.

Wattle Va([éu
,‘Z'lm f

%6 15 14 13 12 11 10,0 & 7 6 S & 3 2 1

A Wattle Valley AP 2

Home Insert Draw  Design Transitions Animations Slide Show Review View  Audio Format,

{ 5 Click on the PLAY/PAUSE button and
| you can use the VOLUME slider to
control the volume.

[”] E£4 Remove Background 3 Artistic Effects v
“¢ Corrections v B compress Pictures Byl Bl Bel A By A’
B Color v {73 Reset Picture

6,15 14 13 12 11 10, 6 & 7 6, 5 4 3 2 1

u_u___8u

Mute/Unmute (Alt+U)
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Morph Transitions

You learnt how to animate slide elements in Chapter 4. Those animations were within
a slide. Morph transitions allow you to also animate slide elements between slides and
these animations can be easier to produce and can be more complex. The downside is
that you usually have many more slides in your presentation.

Loading the Presentation

Another copy of the Wattle Valley Animal Park presentation has been prepared for you
without any transitions or animation effects, and with extra slide elements included.

1 If you are starting a new session, load Microsoft PowerPoint and click on the OPEN
icon in the START screen.

2 Ifyou are continuing from the last chapter, close the current file then display the
FILE menu and select OPEN.

3 Browse to the PP2019 SUPPORT FILES, open the CHAPTER 16 folder and open the
WATTLE VALLEY AP 3 file.

4 Display the FILE menu, select SAVE AS, browse to your STORAGE folder and save the
presentation under the same name.

Simple Morph Transitions

The simplest types of Morph Transitions involve adjusting the size of slide elements or
making elements move between the slides.

A Adjusting the Size of Slide Elements

® . ¥ Al Wattle Valley AP 3
i

nsert Draw  Design  Transitions Animations Slide Show Review  View # Share  [J Comments

5 i~ i

= 1 Open SLIDE 2 from the SLIDES
' : %+ Jungle Safaris pane.

<+ Wild River Rides

< Baby Animal Nursery Tours
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&l Wattle Valley AP 3

Home  Insert Draw  Design Transitions Animations Slide Show Review  View 1© Share [J Comments
PS T+ Layout v A M -
v v v v v [ shapes ~ L o
1 e | T 0 o g
Paste New Convert to Picture Arrange  Quick
< Slide [ Section v SmartArt EI e Styles

16 15,413 12 (1,106, 9 8, 7 6,5 4 321 0, 1,2 3 45 678 ;9 10,11 12, 13 1415, 16

(JYati 1028 )17Y 5 press COMMANDAD to create a
duplicate of the slide.

T

s Jungie Safaris
< Wild River Rides '
% Baby Animal Nursery Tours -
+ A Reptile Ranch

» ==

NOTE: i The duplicateslide is inserted after the original.

Slides can also be duplicated by selecting DUPLICATE SLIDES
from the NEW SLIDE icon in the HOME tab or pressing

SHIFT+COMMAND+D to duplicate an open slide without first
selecting its thumbnail in the SLIDES pane.

AdOS-UDDT =

Draw  Design Transitions Animations Slide Show Review View  Picture H

Home Insert

reduce the size of the text
placeholder and the image.

il Wattle Valley AP 3

Home Insert Draw Design Transitions asimations Slide Show Review  View 1© Share [J Comments
% n - l_ v . y (O puration: 0200 ./ OnMouse Click FE])
Preview None Morph ; - Spiit Reveal Effect ) Sound: _[No Soundl ~ after. Q000 "~ Apply
e | 4 Open the duplicated slide (SLIDE 3)

To get the best results:
w1 Duplicate a slide.
2. Move things around.

w and select the MORPH icon in the

2 5 | aoring you R TRANSITIONS tab of the RIBBON.
: + Jungle Safaris

Wild River Rides [‘
Baby Animal Nursery Tours - m a
A D¢ SO R E'

i
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5 Click on the PREVIEW icon in the TRANSITIONS tab to preview the effect.

NOTE: i Notice that the animation staricon is added to SLIDE 3 in the SLIDES
pane to indicate that a MORPH animation has been applied.

MORPH TRANSITIONS can be removed by selecting the slide and
selecting NONE in the TRANSITIONS tab.

B Animating Images

Morph Transitions can be used to animate or move images.

A Wattle Valley AP 3

Home Insert Draw Design Transitions  Animations Slide Show Review  View & Share  [J Comments

—] B - :
-l LB B A BB E' Open SLIDE 5 (WILD RIVER RIDES)
: and reduce the screen view so
that you can see the area behind

<+ Take a bo~.¢trip on the
river tF at runs through
the animal Park.

< fou will be up close
and personal with
hippos and/crocodiles.

@ Wattle Valley AP 3

2 Drag both images to the right of
the slide.

eeeee

+ Take a boat trip on the
river that runs through

the Animal Park.

“ You will be up close
and personal with
hippos and crocodiles.
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@ Wattle Valley AP 3

Home Insert Draw Design Transitions  Animations Slide Show Review  View 1# Share  [J Comments

— B - ,
™ 2 == BB (3 Cickbackon SLIDE 5 in the SLIDES

pane to select it and duplicate the
slide by pressing COMMAND-+D.

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

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

@ Wattle Valley AP 3

Home Insert Draw Design Transitions ations Slide Show Review View Picture Format ¥ Share [J Comments

L '..:? - | 4 Drag the HIPPOS image onto the
duplicate slide and select MORPH
from the TRANSITIONS tab.

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

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

fl Wattle Valley AP 3

Home Insert Draw Design  Transitions Animations Slide Show Review  View & Share [J comments

p?li P wn ! 5 RE s v (Douation: 0200 [ ¥ OnMouseCiick @ ,
- 1 5 Click on SLIDE 6 in the SLIDES pane

to select it and duplicate the slide by
pressing COMMAND+D.

<+ Take a boat trip on the

river that runs through
the Animal Park.

< You will be up close
and personal with
hippos and crocodiles.
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17

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, the DRAW tab, screen size and the
Comments pane.

Loading the Presentation

1 If you are starting a new session, load Microsoft PowerPoint and click on the OPEN
icon in the START screen.

2 Ifyou are continuing from the last chapter, close the current presentation then
display the FILE menu and select OPEN.

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

Merging Shapes

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

A Adding Shapes Together

When shapes are merged into one shape, the process is called UNION.

& Wattle Valley AP 3

v 2y shapes v I‘:‘—D v
nge

o Picture [7] Text Box

B Duplicate Slide
[E] outiire...

ﬁ Reuse Slides...

1 Open SLIDE 22 (the last slide) then
click on the NEW SLIDE icon arrow in
the HOME tab and select BLANK to
add a blank side.

Click to add notes
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New Table
Slide

P

= 2 Open the INSERT tab, cli

@ Wattle Valley AP 3 P

Animations  Slide Show  Review  View

ckon
the SHAPES icon and select the

RIGHT ARROW shape in the BLOCK
ARROWS section.

'F\:hg ) 3D Models v [z

Pictures. Screenshot | ¢ py ncins v | | pocony RCTEMERNS

IENNEHOo®Al
o N Mk

Lines

NN N

Rectangles

Basic Shapes

1k

S Right Arrow

@ Wattle Valley AP 3 -

%._fjp

Shapes  Text
Box

Home Insert Draw Design Transitions Animations Slide Show Review View Shape Format 12 Share [J Comments

[~ @@ 2% A A LA B T T 22 G
- S'&'." @ v A TextFil @

3 Drag aright arrow on the slide.

Al (X

v

Recently Used S

ENNE
[N

Lines

NS

Rectangles

Basic Shapes

Ee A
- S
HEOO®
LY«

Block Arrows

= = (F 3

->arVr »

Home Insert Draw Design Transitions Animations Slide Show Review View Shape Format

e M2 A A A

ic a2 J paront = B > B T a4 §

@ Wattle Valley AP 3

1% Share  [J Comments

0 el T Demem 2 0‘?/

Rl A T:I:‘ Arrange = aa7em : 4 Format

»

A lL=310C3
} %

1L L2

FA®&0O0GO0OD
Orr+ee8 v
POV« (&

4 |n the SHAPE FORMAT tab click on
the SHAPES icon and select the UP
ARROW shape.

U R - S o G JE I |
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@ Wattle Valley AP 3

Home Insert Draw Design Transitions Animations Slide Show Review View  Shape Format & Share [J Comments
y-Ta]x B~ vA+ | | Bl |1 Aa D
OEE v @@ 2 AAA S G- Wane 20 G
Shapes  Text Shape rp TextFil A . Alt Arrange = aem ~ |y Format
Box Fill

(== | . 5 Drag an up arrow shape that covers
the left edge of the first arrow.

NOTE: If the shape snaps to invisible grid lines you can display the VIEW menu,
highlight GUIDES and select SNAP TO GRID to turn the snap to grid off.

6 SHIFT+CLICK on the first arrow so
that both are selected and, in the
SHAPE FORMAT tab, click on the
MERGE SHAPES icon and select

UNION.

A Wattle Valley AP 3

Home Insert Draw Design  Transitions Animations  Slide Show

[
c > -
Shape /5 .,

Review View Shape Fol

@ Fragment

18
@) Intersect
Q) Subtract

A Wattle Valley AP 3

Home Insert Draw Design Transitions Animations Slide Show Review View Shape Format ¥ Share [ Comments

Py [a]=- . - A -
o @ @S A A ALy ooy a SHAPE STYLE to the arrows

and both arrows are formatted as
they are now one shape.

ol [am. z A
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B Combining Shapes

Shapes can be cut out from another shape. For example, you might want to create a
custom frame.

ARBSYUDT = A Wattle Valley AP 3

Home Insert Draw Design  Transitions Animations  Slide Show  Review View ShapeFof

EWQZ AA AN

Recently Used Shapes

1 Inthe SHAPE FORMAT tab click on
the SHAPES icon and select the

PLAQUE shape from the BASIC

SHAPES section.

tENNEHOBALL=
RGOS (O}

Lines

NNMNANTLL2322A87

Rectangles

Basic Shapes

E0AMLTFAG S > O
¢ @0 L/7+98F
HOO~APOV L ® (oD

AHS-OD T = @ Wattle Valley AP 3 Q- (O8]

2 Dragaplaque shape on the slide.

Home  Insert Draw  Design Transitions Animations Slide Show Review View Shape Fo

i @@= AAAL

w

Copy the shape by pressing COMMAND+C then press COMMAND+V to paste a copy
of the shape.

4 Resize the copy so that it is inside
the original shape and about 2 mm
smaller than it.

B Wattle Valley AP 3

Home Insert Draw Design Transitions  Animations  Slide Show Review View  Shape Fd

DET A @@Ll AAA
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