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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 2013 and you should receive the POWERPOINT START
window.

. 2 Recently used documents are
PowerPoint displayed at the left of the window
Recent . s OF yOU Can click on the OPEN OTHER

' — J PRESENTATIONS icon to open a saved
document.

Office Theme Organic

(Templates) can be selected from the
main section of the window.

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

PowerPoint

Recent

li Open Other Presentations

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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S B Presentationl - PowerPoint ?2 m - O X
HOME | INSERT GN  TRANSITIONS ~ ANIMATIONS ~ SUDESHOW  REVIEW  VIEW Signin
Cut Q [ElLay Text Direction ~NSNOoo DD Shape Fill b Find
py o ] Reset \ T Align Text AjL"L.Eb@ a3 B e utline - | 33 Replace ~
ForNg Painter | sjige~ 0 5ection = Convertto smartart- | & DL € 3 A~ z [ select~
Clipboard ~ Slides Paragraph Editing »~

N\

I File tab i l QuickAccessTooIbari I Ribboni

Click to add title
Slide with content

Click to add subtitle / Placeholders

Slides Pane

Status Bar |

View Buttons Zoom Controls

SUDE1 OF 1 = NOTES B COMMENTS E =2 B T -——F—+ 1w0%

The PowerPoint Screen Sections

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

A The Backstage View

B H O B -

HOME INSERT DESIGN TRAMSITIONS

1 Click on the FILE tab at the top
left of the screen to open the
BACKSTAGE VIEW.

Copy 5] Reset

Mew
= Format Painter | glide- O Section~ B I U 3

Clipboard P Slides
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Getting Started With PowerPoint 1

Presentationl - PowerPoint

2 Inthe BACKSTAGE VIEW sections are
provided to save, open, print and
close documents. Click on some of
the categories.

Save As

Etl Computer

Recent Folders

Documents

Desktop

3 The POWERPOINT OPTIONS button
has tools for controlling how
Microsoft powerPoint operates.

Account

Options

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.

@ d O s
HOME INSE Customiz:

oD Cutt Mew

ick Access Toolbar AMIMATIONS SLIDE SHOW REVIEW

Open
Paste

Click on the arrow at the right of the

QUICK ACCESS TOOLBAR and a list of
Print Preview and Print command Options Wi" be displayed.

o < Select options that you may need, for

v Redo example, it is handy to have the NEW
¥ Emet— and OPEN options displayed.

mat Painter v Save

Cliphoard I Ermail

Quick Print
1

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.

Paste

Clipboard

Format Painter

) Reset
Mew
Slide~ [ Section~

[F] Slides

¢ B0 1 When you first load Microsoft
HOME {ﬂiﬂﬂ' DESIGN TRANSITIONS AMIMATIONS SLIDE SHOW R .
, ] PowerPoint the HOME tab of the

RIBBON is open. It is broken up into
GROUPS.

/

Font

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.

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

Insert Tab:

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

Design Tab:

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

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

Animations Tab:

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.

Contains tools to view documents on screen. These include
zoom and master slide commands.
—

View Tab:

NOTE:

Other tabs are added to the RIBBON when you select or add items to a
presentation.
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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. To demonstrate this, slides about Jungle Safaris and
Wild River Rides will be added to 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 Navigate to your STORAGE folder and open the WATTLE VALLEY AP file.

Creating the New Slide

Wattle Valley AP - PowerPoint ? B - O X

Click on the second slide in the SLIDES
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 we will need text and graphics side by side so a suitable slide layout
will need to be selected.

m =] O T 0O & Wattle Valley AP - PowerPoint
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

=By N Cut I_—I [ Layout ~ A oA | - - c= 5= | r= . |If} Text Direction
= ER Copy ~ " 2 Reset ) ‘I ) . - - Align Text
ﬂvS 4 Format Painter Sli:‘:' 5 Section B I USai-A o ( = = -
Ceed o T Select the TWO CONTENT slide

layout to insert the new slide.

Two Content Comparison Title Only

Content with Picture with
Caption Caption

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
frame and enter:

EHS &BN0D g Wattle Valley AP - PowerPoint DRAWING TOOLS
HOME | INSERT  DESIGN  TRANSITIONS  ANIVATIONS  SLDESHOW  REVIEW  VIEW FORMAT

Jungle Safaris

Wattle Valley
Animal Park

Exotic Animals
On Dispiay

-JungleSafaris

Wattle Valiey Offers

¢ Click to add text « Click to add text
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EHS B0 s Wattle Valley AP - PowerPoint DRAWING TOOLS 7?2 @ - O X
HOME | INSERT  DESIGN  TRANSITIONS ~ ANIMATIONS  SLIDESHOW  REVIEW  VIEW FORMAT Signin
o - A o &
X cut j [ Layout Taral = |1A Text Direction [=RN \\jo@_ EID [_} 2 ShapeFill i Find
5 Ea Copy - £ Reset [2]Align Tea ~ AL L & e o 2o
aste

e =
- ¥FormatPainter | gjge~ S Section~ B Convertto smanar- % VL

2 2 2 Highlight the text and set the

e— FONT to ARIAL, the FONT SIZE
= ' : to 54 point and the STYLE to

| BOLD, ITALIC, TEXT SHADOW and

CENTRE.

Clipboard [} Slides

Wattle Valiey Offers

EHS 0OB0 = Wattle Valley AP - PowerPoint DRAWING TOOLS T E - 0 X
HOME | INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS  SLIDESHOW  REVIEW  VIEW FORMAT Sign in
) T T i — 1 - . A .
% Cut j Eltayout- 1) EEE = = 4= |[f} Text Direction dh Find
ER) Copy ~ 42 Reset [3] Align Text + AL
Paste New -

B I U § .- Aa-

- ¥FormatPainter | gge~ [ Section~ T2 Convert to Smartart~

bl . | 3 Click on the FONT COLOUR icon
oo arrow and set the colour to the

e - same yellow that was used in
previous slides.

Wattle Valiey Offers

* 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 PP2013 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.

EHS ¢B0O s Wattle Valley AP - PowerPoint DRAWING TOOLS 2 @ - O %X
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT Sign in
S5 A =
BB kbkd ae 2 B M @ D EDABH®FOT D)
New Table | Pictures Online Screenshot Photo | Shapes SmartArt Chart | Appsfor Hyperlink Action | Comment = Text Header WordArt Date & Slide Object Equation Symbol | Video Audio
Slide = 1) Pictures ¥, Album od Office ~ Box & Footer Ed Time Number = = !
Slides Tables Images Tllustrations Apps Links Comment its Text Symbols Media ~

1
Wartle Valley
Animal Park

Exotic Animals

(<3
Te Click to add tex'E

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 PP2013 SUPPORT
FILES and open the CHAPTER 2
folder.

m Insert Picture

|« GB » Desktop v PP2013 Support Files » Chapter? < Search Chapt:

Organize * New folder

& Downloads

=1 Recent Places
& SkyDrive

= Libraries
@ Documents

Aﬁ Music

Crocodile People

m

[E5] Pictures

B Videos | 3 Select the TIGER photo and click on

INSERT.

Ll Computer
&, Local Disk (C:)
= WD SmartWare on 'ps _

File name: Tiger ~ | All Pigggres =

Tools = [ Inset |v| [ cancel |

Adjusting the Image

The size and position of the image can be adjusted.

BHS O®B0 =
HOME  INSERT  DESIGN  TRANSITIONS

Wattle Valley
Animal Park

Eﬂ Eg &L Compress Pictures. p— = - L2 pictur er~ | FliBring Forward + [3 Align~ # 0 Heights [958 em =
B Change Picture et || || ol ol et IE' | Q@ Pictur s+ | g Send Backward = [2] Group
Remove Corrections Color  Artistic = —_— = = = s
Background + Effects - “lResetPicture ~ ~| B Pictur ut= | g Selection Pane A Rotate~
Adjust Picture Styl Arrange size sl A

Wattle Valley AP - PowerPoint PICTURE TOOLS 7@ - 0 X%

ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW FORMAT signin

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.

2-4
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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 Navigate to your STORAGE folder and open the WATTLE VALLEY AP file.

Applying a Transition to One Slide

EHS® O0O®D0 = Wattle Valley AP - PowerPoint 2 @ - 0O %
HOME | INSERT  DESIGN  TRANSTIONS  ANIMATIONS  SUDESHOW  REVIEW  VIEW Sign in

oy X, Cut ﬂ [ElLayout~ = ol A _ 5= | +=_ llfi Tet Direction ENNOO0O-| U Shape Fill % Find
PmD R Copy ~ oy Rt \ - R Alig ALL OO AmnDE &7 LE Shape Outine- | 25cReplace
| BE LM ke A i c marart- |2 DY & [5]H Siyles - @ ShapeEffects - | 13 Select~

Editir

wwwwwww

e
- ¥FormatPainter | gige~ [ Section

' 1 Click on the second slide in the
SLIDES pane.

* Jungle Safaris

BEHS O30 s Wattle Valley AP - PowerPoint 7 B - 0 xJ
HOME INSERT DESIGN TRANSITIONS RALLA TIONS SLIDE SHOW REVIEW VIEW

* m = [ 2 Open the TRANSITIONS tab of the
= T | RIBBON and click on some of the

transitions in the TRANSITION TO

THIS SLIDE group to see their effect.

Exotic Animals
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BEHS &B0O g Wattle Valley AP - PowerPoint 2 @ - 0O x
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Sign in

o "

& =) 4 &

Preview None Cut Fade Push Wipe Split Reveal  Random Bars

Preview Transition ta This Slide ~

1
ick cial effect for the

Wartle Valley
Animal Park

Exotic Animals
On Dispiay

group in the TRANSITIONS tab.

3 Click on the MORE icon at the bottom
right the TRANSITION TO THIS SLIDE

It

hﬁ R e eran | 4 The transitions are divided into 3

HOME  INSERT  DESIGN | TRANSITIONS | ANIMATIONS — SLIDESHOW  REVIEW  VIEW

© [== _ groups, Subtle, Exciting and Dynamic
e | ] B [ B Sl [0
. None cut Fade Push Wipe - Reveal  RandomBars  Shape CO ntent'
m g
E B n " B s PF E 5 &
el I - M B E W =
o . Blinds Clock Rippl B neyco itter witch Flip
c o = —— |
= 5 Try some transitions from each grou
= y ich group
Lo Pt Covew o vidor 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.

EHS 01BN s Wattle Valley AP - PowerPoint 72 B - B X
HOME  INSERT ~ DESIGN | TRANSITIONS | ANIMATIONS  SLDESHOW  REVIEW  VIEW Sign in
o HEOE MW M L BE -
2 ] o E
Preview || grigami Dissolve  Checkerboard  Blinds Clock Ripple  Honeycomb Glitter Vortex Shred Suwitch || Effect
Options ~
Preview Transition to This Slide ~
5

1
Wattle Valley
Animal Park

Wattle Valley

Wattle Valiey Offers

=) |

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

Chapter

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 Navigate 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.

BHS OO 5 Wattle Valley AP - PowerPaint PICTURE TOOLS
HOME | INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SLDESHOW  REVIEW  VIEW FORMAT
o X, Cut j [HLayout~
O B Copy ~ £ Reset
Paste New
-~ Format Painter | gige~ [ Section

1Ifi Text

o A - Aa
.| B I U S§ax A A v SmartArt

Clippoard  wl  Sides | Femt 5l paagmaph

that runs through th-

vill be up close and
personal with hippos and
crocodiles.

'!E—Elxl

1 Select SLIDE 4 in the SLIDES pane
and click on the HIPPOS image to
select it.
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2 Open the ANIMATIONS tab of the
g ey - v RIBBON and click on some of the

: HOME INSERT DESIGN TRANSITIONS ANIMATIONS ‘pﬁ 1= . . . .
[ x * x = BB animation icons in the ANIMATION
’ group.

Preview Mone Appear Fade

Preview Animation

1

Wattle Valley

Animal Park

Wild River Rides

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

Wartle Valley Offers

* You will be up close and 4 -
T ' 3 The animation is previewed on the
HIIPPOS placeholder each time.

H% 0®D0 = Wattle Valley AP - PowerPoint T E - 0O X
£ ey
HOME  INSERT  DESIGN  TRANSITIONS | ANIMATIONS | SLDESHOW  REVIEW  VIEW Sign in
* [ e ¢ + &4 Animation Pane P Starti | On Click ~ | Reorder Animation
. ® * * T ‘ﬁ' w w A * * }7‘ o :: Trigger - @ Duration: 0100 3| 4 Move Esrlier
review ly i Wi Wi 73 ect e —
. Mone Appear Fade Fly In FloatIn Split Wipe Shape Whee |5 Hfect | Add jon Painer | ® Delay:  [1000 =] ¥ Move Lote
Previes w Animation Ti I} ~
1

n
re =l
Wattle Valley ick an anima
Ani rk | objects s¢ thi o
a ul tions to the
- Add Animation.

LCA'ULL MM 4 Click on the MORE icon at the
bottom right of the ANIMATION
group to see more animations.

Wattle Valley Offers

B S ETE o p— | 5 The animations are divided into
hﬂ_ Entrance, Emphasis, Exit and Motion
el ok = Paths groups. Click on some from
. each group to preview them.
2 ¥ Ok ¥

Grow & Turn Zoom Swivel Bounce

HOME  INSERT  DESIGN  TRANSITIONS = ANIMATIONS | SLIDESHOW — REVIEW  VIEW

Emphasis

3
L Exit
3% k % & o & x
Disappear Fade Fly Out Float Qut Split Wipe Shape Wheel Random Bars
2 g
VA T
Zoom

£ Shrink & Tu. oo Swivel Bounce
* Motion Paths
== =N O 2
(@) 0 2
I Sl l N/ e S
Lines Arcs Tums Shapes Loops  Custom Path
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A

Effect Options

BES-O6B0O Wattle Valley AP - PowerPoint B - O X
HOME  INSERT  DESIGN  TRANSITIONS | ANIMATIONS | SUDESHOW  REVIEW  VIEW Signin |1
* lone
®
Preview
: No
Previes w
Entrance
1 s ”
* r W Ow k x K %
Appear Fade FiyIn FloatIn Split Wipe Shape Wheel | Random Bar:
» e b
¥ K ¥
Grow&Tum  Zoom Swivel Bounce
Emphasis
2
2 B, k k
Pulse ColorPulse  Tecter Spin Grow/Shrink ~ Descturate  Darken Lighten  Transparency
k ok A ok A A & W
Object Color  Compleme...  Line Color  Fill Col

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

B0
INSERT

BHEHSS O
HOME

Wattle Valley
Animal Park

le Valley Offers

DESIGN

TRANSITIONS ANIMATIONS SLIDE SHOW
S - S I | ¢
Fade FlyIn FloatIn Split

Wattle Valley AP - PowerPoint ? @ - 0O %
REVEW  VIEW Sign
I -l*, 2 Animation Pane b start | On Click ~| Rearder Animation
K * * [~ Trigger - @ Duration: 0200 | 4 Move Earlier
Wipe Shepe Wheel <] Ds:fm a,de nPainter | @ Delay: j’u'nn.nﬁ_f- ¥ Move Later
Timing ~

Wild Ri

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

2 Select an effect that you like.

Spokes

b
4 Spokes
8 Spokes

T e
1 Click on the EFFECT OPTIONS icon
in the ANIMATIONS tab and try
selecting each effect to preview
them.
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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.

BHS O0®B0O
HOME  INSERT
Preview

Preview

1

LI . ;

Appear Fade FiyIn FloatIn Split Wipe Shape Wheel || Fffect Add
0

W¥attle Valley AP - PowerPaint T E - O %
DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Signin

+ 24 2 P start:OnClick -
g 1\' h1¢ b ¢ XK 'ﬂ' * = * T e I} Duamm: :z‘un H
n

e | ®Deay: 0000 | ¥

Timing -~

Wild RiveF

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

is selected then click on the ADD
ANIMATION icon in the ANIMATIONS
tab of the RIBBON.

BHS OB0O Wattle Valley AP - PowerPaint ?2 @\ - O x
HOME ~ INSERT  DESIGN  TRANSITIONS | ANIMATIONS | SLDESHOW — REVIEW  VIEW Sign in
* * * ﬁ Y * * * [ -l* 24 Animation Pane I Start: |On Click -| Reorder Animation
Fet o A o8 . ‘f o g N B . Trigger+ © Duration: 0200 Move Earlier
Z L e : ot split Wipe shape Wheel I~] o ptions - | Arimationsl * Animation Painter | ® Deley: 0000 2| ¥ Move Later
Previes w

1

Wattle Valley
Ani rk

Wartle Valley Offers

Jungle Safaris

Animation | Entrance £l

A*‘: Fd\' ﬁ Float I ?\r
Wild Riv 2 Inthe list of animations select an
EXIT 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.

Fly Out

Flot Out Split
: frs. ¢

Random Bars ~ Shrink & Tu..

Wheel

uuuuu

Exit animations are usually set to operate at the end of a slide.
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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 Navigate to your STORAGE folder and open the WATTLE VALLEY AP file.

Creating a New Slide

A Selecting the Layout

EHS 0B D 5 Weattle Valley AP - PowerPoint 2 @ - 0 j(J

Do [Bac | ommiie s esimg 0| Select SLIDE 4 in the SLIDES pane

Comas 5 B — i and click on the arrow at the base
Airad P of the NEW SLIDE icon in the HOME

i . tab of the RIBBON.

personal with hippos and
crocodiles.
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BHS O0B0O s Wattle Valley AP
HOME | INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW

sy X Cut = Layout = o 5 - | p= |l TextDi
32 A a = = =
7 |t3 ER Copy - ] Reset Align T|
aste ew be AV - A3 A
- ¥ Format Painter | gjige~ 0 Section ~ B IUS§:& 3 Convey

Paragraph

Clipboard | Office Theme

|2 Select the TWO CONTENT slide
layout.

boat trip on the
ns through the

Caption Caption

B Entering the Slide Title

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

BEH® 0OBD0 g Wattle Valley AP - PowerPoint DRAWING TOOLS
HOME | INSERT  DESIGN  TRANSITIONS ~ ANIMATIONS  SLDESHOW  REVIEW  VIEW FORMAT

_ 1= lIft Text Direction - =

& Y ocut g [ Layout~ P e j‘ Kol =
e B Copy - ] Reset 3 . [4] Align Text~ 4
e e v S — Baby Nursery Tours

Clipboard [} slides Faragraph

Wattle Valley
Animal Park | \ o

Nursery Tours

. % .
* Click to add tex: \\ \ * Click to add text

| 2 Highlight the text and format it to
ARIAL, 54 point, BOLD, ITALIC, TEXT
SHADOW, YELLOW and CENTRE.
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C Adding the Text

EHS- O3B0 Wattle Valley AP - PowerPoint DRAWING TOOLS ?2 @ - 0O %
HOME | INSERT  DESIGN  TRANSITIONS ~ ANIMATIONS  SLIDESHOW  REVIEW  VIEW FORMAT Signin 1)
ey ¥ . |— . - ¥ 4 _ o = |If - E -
D Cut j [ELayout [cai@omn [ | & & | % |[EH1 ==l “‘“TextD\re(tmn NOoO D_‘ DD E_} L3 Shape Fill % Find
> 3 Copy = ] Reset ———— [5] Align Text - ATLLD L E’HA ng LZ Shape Outline ~ | 35 Replace ~
aste ew AV, aa~ <« =- - |= Arrange Quid
¥ Format Painter | gpqe. MHSection- | B 1 Ul S ax - Aa- | 4 = B Convert tosmartart- | [% DA L} fe[7] 7 Styles - Q@ Shope Effects = | [ Select -
Clipboard ] Slides Font & Paragraph i) Drawing & Editing ~

Wattle Valley
Animal Park

o

"« Tours of the Bal.)y Animal
Nursery are available daily.

raised by our zoo staff.

V4

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

— e T

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

EH®S OTD0D Wattle Valley AP - PowerPoint DRAWING TOOLS 72 8 - O %
HOME | INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SLDESHOW  REVIEW  VIEW FORMAT Signin |1
L | ouppp——— —— % o . A - = -
& cut j [Etayout= (s Wty [ | A x| % =l ||/} Text Direction ~NOoO D=_\ DD { *\, L2 Shape Fill i Find
5 B Copy - = 2] Reset [+] Align Text - ATLLD S GHA Q"k L# Shape Outline - | 3 Replace ~
aste ew AN . -~ _| Arrange Quicl
TF S FormatPainter | gige~ ‘SSection- B T YIS e R | 4 Ty Converttosmanart+ | |4 DAL 3 g [5[7TE tyles + @ Shape Effects | I3 Select -
Clipboard Slides Paragraph i) Drawing Editing ~

1
Wattle Valley
Animal Park

N

“«Tours of the Baxs
Nursery are availab:
GEYI N

Wild River Rides.

our zoo staff.

| Yy Nursery Tours

\ymal ] + Click to add text

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

2 Highlight the text and set it to 36 pt,
BOLD, TEXT SHADOW and the same
LIGHT GREEN as the previous slides.
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Learning Microsoft PowerPoint 2013

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 instead.

EH® 0OTD0O s Wattle Valley AP - PowerPoint DRAWING TOOLS 7 E - O %
HOME | INSERT  DESIGN  TRANSITIONS ~ ANIMATIONS — SLDESHOW — REVEW  VIEW FORMAT Signin
ol ~ T . v R : — E— = fd i = 0
&% Cut j Eltayout |[ips Go) <5 & & e |ENE e u:;TﬂdDVE((mn ~NOoog DD E_? 22 Shape Fill # Find
g E= Copy ~ oy EReset [£] Align Text - AL L $ G- " ﬂk L# Shape Outline~ | 25cReplace -
aste ew AV = = | Amange Quic
T U A ) Convertto smartare= | |% VL ¥ gr[7] 29 Styles - P Shape Effects~ | [y Select~

- ¥ Format Painter | gjige~ 0 Section~

Clipboard & Slidles Font [ Paragraph Drawing G Editing A

Wartle Valley
Animal Park

the right of the lower row of buttons
'.m' ! inthe RIGHT CONTENT placeholder.

Nursery are available |
Ju:{a:esamns d a"V.

*Baby animals from one

Baby (V[T 1 Click on the INSERT VIDEO icon at

" week to three months of |
age are hand-raised by
our zoo staff.

Insert Video

L il RN~ -~ | 2 Click on the BROWSE button next to
Bing Video Search a— the FROM A FILE Option.

This video site uses Flash. Get Flash.

I NOTE: If you are not connected to the internet, select WORK OFFLINE. i

[3 Insert Video ==
@@ 1. » PP2013 Support Files » Chapter5

Organize v Newfolder

~ [ ég || Search Chaper s p

a2- 0 @

3 Navigate to the PP2013 SUPPORT
FILES, open the CHAPTER 5 folder,
click on the TIGER CUB clip and click
on INSERT to import the clip into the
slide.

& Microsoft PowerPoint [

7 Favorites
.
Bl Desktop 3 - |

18 Downloads
%l Recent Places

& SkyDrive

3 Libraries
[ pocuments
& Music
|| Pictures
B Videos .

File name: Tiger Cub
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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 Navigate to your STORAGE folder and open the WATTLE VALLEY AP file.

Creating a New Slide

A Selecting the Layout

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

Adding the Title

1 Clickin the CLICKTO ADD TITLE

BHS-GBD s Wattle Valley AP - PowerPoint DRAWING TOOLS

o il - PR P i [B » E

Dasm j [ tayout [Aval BEMEl B ssla= I:VU“TExtDHE(t\Dn &
g e

5 ER Copy -

e

HOME | INSERT ~ DESIGN  TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW FORMAT

placeholder and enter the title:

The Reptile Ranch

1

d

[4] Align Text~

{7 Reset
ew
T8 Convert to SmartArt -

N
de -

N A2 -

Paragraph

Keptile Ranch
““““ N\ | 2 Highlight the text and format it to
ARIAL, 54 point, BOLD, ITALIC, TEXT
SHADOW, YELLOW and CENTRE.

Inserting the Diagram

EHS 03[0 5 Wattle Valley AP - PowerPoint DRAWING TOOLS 7 B - A %
h ignin

HOME | INSERT  DESIGN  TRANSITIONS ~ ANIMATIONS  SLDESHOW  REVIEW  VIEW FORMAT Sig

B X Cut g Bayout~ 300 BT e e e |1/} Text Direction ~ B~~O0O -] Os [y LxshapeFil- i Find
B copy - 2] Reset 8 [5] Align Text = A
Paste B I Ulgad-m-|A-=S=== =- %

New
+ ¥ FormatPainter | gjige. [ Section~

T Convert to Smartrt +

1 Click on the INSERT A SMARTART
GRAPHIC icon in the top row

of buttons at the centre of the
CONTENT placeholder.

Faragraph

* Click to add text

Choose a Smartrt Graphic [ 2 [imzaem]

(AR R )

Him_,chye ull= | 2 Select the HIERARCHY category, click
e | | = 5 on the ORGANISATION CHART layout
. — orgaastion hart_ and select OK to insert the chart.

reporting relationships igfan
organization. The assistght shape and the
Org Chart hanging laygluts are available
with this layout.

Cancel

6-2
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Adding Diagrams to Slides 6

Entering the Chart Labels

EHS- B 0 s Wattle Valley AP - PowerPoint SMARTART TOOLS 7@ - 0O X%
HOME  INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS ~ SLDESHOW  REVIEW ~ VIEW | DESIGN | FORMAT Signin
+ ~
t1Add Shape Promote MoveUp = = - - o : -:‘
Add Bullet Demote MoveDown | =2 =l ,z]_k O_EOQ_gf =l=lN - -—~—- = . .
L sk s ool 1 Clickinthet hartb d enter:
Mlietpine] 2 RohttoLet &b Loyost- H| g ICK IN theé Top Chart DoX and enter:
ic Layouts

Reptiles <enter>
On Display

Ee——

EHS- T 0 = Wattle Valley AP - PowerPoint SMARTART TOOLS ?2 @ - 0O X
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DESIGN FORMAT Sign in
+
tJAddShape ~ € Promote T MoveUp . = . 2 r
] = g - = L) [} - [ Fi=
AddBullet 3 Demote MoveDown ,zlﬁ O_O_T:_gf ==l E L_§ L g = _5_ _%_ LF; oy S =l ‘-)%]
B Eee £ st G006 (S (| Chenge| Nl N | N N

[TetPane & Rightto Left & Layout -

: 2 In the three bottom boxes enter:

Alligators
Lizards
Snakes

Reptilea
On Display

Alligators Lizards | Snakés

NOTE: i Youcan also enter textinthe TYPE YOUR TEXT HERE pane which is
displayed at the left of the SMARTART GRAPHIC frame.

If the TYPE YOUR TEXT HERE pane is not on the screen, it can be
turned on using the TEXT PANE icon in the DESIGN tab.
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Deleting Chart Boxes

The centre box will not be needed in this case, so it will be removed.

BH® O3B0 s Wattle Valley AP - PowerPoint SMARTART TOOLS 7 ®E - O %
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DESIGN FORMAT Sign in A

t71Add Shape - € Promote Move Up

E 1 Text Pane & Layout~

Layouts SmartArt Styles Reset.

to remove it.

Adding More Chart Boxes

) e
g L e - o 3]
ElAddBullet 3 Demote ¥ Move Down % u T2 60::_8 ‘ ; ngs -- -- - ﬁ % =8 T :i fesat Gonve

Reptiler’ Click on the chart box in the centre
o6l row and press the DEL (DELETE) key

You can add more boxes to the chart either on the same level as the existing boxes or

above or below them.

BEHS O0O®BD s Wattle Valley AP - PowerPoint SMARTART TOOLS ?7 @B - B X
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DESIGN FORMAT Signin 8
+ Z m i .
t1Add Shape Move Up - = 2 _ - | )EI r%]
W addshapesiter | = o ] _’ﬁﬁg—m‘ | =
= OEE EEE uuu 3 gyﬁh Ch g -- Becet.
ayol

o
U Add Shape Before o

#® AddShapeAbove  [aphic

5 Add Shape Below

1 Click in the SNAKES box to display
its ‘handles’ then click on the ADD
SHAPE icon arrow in the DESIGN tab
of the SMARTART TOOLS and select
ADD ASSISTANT.

Alligators

6-4
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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 Navigate to your STORAGE folder and open the WATTLE VALLEY AP file.

Creating a New Slide

A Selecting the Layout

BEHS B0 g Wattle Valley AP - PowerPoint SMARTARTTOOLS 7 @ - 0O x
HOME  INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SUDESHOW  REVIEW  VIEW  DESIGN  FORMAT Signin [

- S T 2 irec E 5

B X Cut Q Eltayout= [y ok T K A - | 1z, lifi Tex Direcion NNhOCO DD L3 Shape Fill i Find
= B2 Copy ~ 2 Reset = Align Text ALL ool 2 e [Z Shape Outline = | 23 Replace =
-~ - - e -~ —| Ammange Quicl

lich ne B U Swed-m- A E===S Comverttosmartart - | [ % DN\ 4 ¥ 92 [7] V9 NEE G shapettects+ | b Select+
P

Drawing

3} Select THE REPTILE RANCH slide
(SLIDE 6) in the SLIDES pane, click
on the arrow at the base of the NEW
SLIDE icon in the HOME tab of the
RIBBON and select the TITLE ONLY
layout.

*

Reptiles

On Disp!

Snakes M
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B Entering the Slide Title

%‘:O‘MEO fsme DES;IGN TRANSITIONS mﬂ:!::wzz::;; REVEW  VIEW DRA;::;;OLS 1 CIiCk in the CLICKTO ADD TITLE
Bos . B = _glxcle s e leslEpone placeholder and enter the title:

Birds, Birds and More Birds

on- ||B I U S sctigaa- A Ei T Convertto Smartart | |
P B Paragraph o
[

N Ao
Birds;-{3s and More Birds

. ' B\ 2 Highlight the text and format it to
ARIAL, 54 point, BOLD, ITALIC, TEXT
SHADOW, YELLOW and CENTRE.

* w

The First Photograph

Photographs will be inserted from the PP2013 SUPPORT FILES, resized, moved and
formatted.

A Inserting the Photograph

EHS OTD0D = o DRAWING TOOLS C 7 x

h HOME INSERT SIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT Sign in

= = = il & @’ D DABE S =)

Pictur Screenshot  Phy hapes SmartAr - Hyperlink Action = Comment Text Header WordAr Date &.__Slide, Luation Sumbal
ff Box & Footer il
oo SR — Open the INSERT tab of the RIBBON
T and click on the PICTURES icon.
v New folder

j Downloads 8 _ _
o . v re Birds | -

i Libra J o / = i
[% Documents | " arret Peacoc) an B

) Musi .

= | 2 Navigate to the CHAPTER 7 folder of
the PP2013 SUPPORT FILES, select
the DOVE photo and click on INSERT.

% Computer
&, Local Disk (C)
&8 WD SmartWare on 'ps

File name: Dove
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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.

EHS O0O®0O s Wattle Valley AP - PowerPoint. PICTURE TOOLS 7 E - 0 %
HOME  INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS ~ SUDESHOW  REVIEW  VIEW FORMAT Sign in
= i) i - . o e
EE E% & Compress Pictures \ icts rder 1 Bring Forward [ Align W £ Height 6
SoE S B Change Picture | | | | ]| el il B s+ | I Send Backward + [ElGroup < | R
Remove Color Artist — = & /
Background - Eifed 2

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

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 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

BEHS ¢B0O s Wattle Valley AP - PowerPoint FICTURETOOLS 2 ®m - O %
HOME  INSERT  DESIGN  TRANSITIONS ~ ANIMATIONS  SUDESHOW  REVIEW  VIEW FORMAT Sign in
] =z = - B = e
Eﬂ L picture Border 11 Bring Forward [ Align # &[] Height [g.cm F
&2 Change Picture

@ Picture Effects = | "y Send Backward ~ I£1 Group

Eg = Compress Pictures
Color

Remove Crop = <
EL Picture Layout~ | O SelectionPane  “ARotate~ | o eos Width [603em -

=

= I

1 Click on the MORE icon at the right
of the PICTURE STYLES group in the

FORMAT tab and select a style for
the photograph.

I
ki k]
YR

WO ki
(Y} Y

ki L3 ki
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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

TRANSITIONS ~ ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW

EHS®S O0OTD0O
HOME | INSERT
==z

New | Table | Pictures Oy
Slide~
Slides

nshot Photo
Album -
Tlustrations

Apps Links

Tables

PICTURE TOOLS

Sign i I

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

FORMAT

s f

-]

[ Insert Picture

(Q |« GB b Deskiop b PP2013 SupportFiles » Chapter 7

New folder

E
ove

Organize =

18 Downloads
4 Recent Places
& SkyDrive

4 Libraries

1% Computer
&, Local Disk (C)
S5 WD SmartWare on 'ps -

File name: Parrot

~——| 2 Navigate to the CHAPTER 7 folder of
the PP2013 SUPPORT FILES, select
the PARROT photo and click on
INSERT.

e

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

3

=0

BHS O B
HOME INSERT DESIGN TRANSITIONS
5 ompress Pictures

=

e

Wiattle Valley AP - PowerPaint
ANIMATIOMS ~ SLUIDESHOW ~ REVIEW  VIEW

PICTURE TOOLS

Birds, Birds and More Birds

FORMAT Sign in

—~

AN

W

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.

7-4
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Chapter

3

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

Selecting the Layout

1 Set the screen to the BIRDS slide.

aaaaaaaaaaaaaaaaaaaaaaa

Comparison

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 Click in the title placeholder and add
the title:

EHS O0O®0O = Wattle Valley AP - PowerPoint DRAWING TOOLS
HOME | INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS ~ SUDESHOW  REVIEW  VIEW FORMAT
= - 1 0 v — = e A -
% Cut j [ElLayout il T A t |22 === 1If} Text Direction

R Copy - ] Reset [£] Align Text +
Paste New
. W Painter | glige~ [ Sect T Convert to Smartart - | |3

Vet Demonstrations

N\ ’ 2 Highlight the text and format it to
-a Bl - Clicktoaddtext I  ARIAL, 54 point, BOLD, ITALIC, TEXT
SHADOW, YELLOW and CENTRE.

Adding the Table

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

EH®- B0 s Wattle Valley AP - PowerPeint DRAWING TOOLS 2 m - om x|

HOME | INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SUDESHOW  REVIEW  VIEW FORMAT . . .
gl =) Bt [ & e e 22 UTotbien: 1 Click on the INSERT TABLE icon in
P B2 Copy - = 0] Reset 5 [5] Align Text + A
aste lew AV . - | EEE=E =~ 3rh
T & Foumat Painter | spe "GSection~ | U El< & s A SPR=S(= B Convert to Smartart - || %

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

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

Mumber of columns:

Mumber of rows:

NOTE: You can also insert a table into a slide using the TABLE icon in the
INSERT tab of the RIBBON.
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Inserting Tables in Slides 8

Entering the Table Items

BFHS-0B0 & Wattle Valley AP - PowerPoint TABLE TOOLS 2 @ - 0 x|
HOME ~ INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS — SUDESHOW  REVIEW ~ VIEW  DESIGN | LAVOUT, e

/] Header Row [ First Column oooos |(coooo | cooos  oozem 8

e e | o [e22| o= == === wm e 12| Enter the values shown in the

[/] Banded Rows Banded Columns

diagram. You can press the TAB key to
move the cursor to the next cell after
an entry.

Table Style O

Weekdays

9:00-11:00 Nursery

2:00 — 4:00 Animal Hospital

Saturday 9:00 - 11:00 Reptile Ranch
1:00 - 3:00 Animal Hospital

1:00 - 3:00 Nursery

The Table Styles

When you insert a table into a slide it is formatted to a shaded title bar and alternate
shadings of rows. You can alter this style using the preset styles that PowerPoint provides
or by changing each section manually.

BEHS 0OTD0 5 Wattle Valley AP - PowerPoint TABLE TOOLS 7@ - 0O x
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DESIGN LAYOUT Signin
Al eederRow L Pt Colamy £g52s [o===5| o==== ===== ===== smmma comos [ &ednet | A, A Ml =g N
Total Row Last Column SEmES |=====| c==== S==== Sooo: |oEees | S===s | Borders - - T
ick L Draw  Eraser

/| Banded Rows

Move the pointer over some of the
TABLE STYLES in the DESIGN tab of
the RIBBON and select a style that you
like. More styles can be displayed by
clicking on the MORE icon.

Weekdays 9:00 —11:00
2:00 —4:00

Saturday 9:00 - 11:00 Reptile Ranch
1:00 — 3:00 Animal Hospital

1:00 - 3:00 Nursery
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Formatting the Text

Text in a table is formatted using the HOME tab of the RIBBON and the LAYOUT tab of the
TABLE TOOLS.

EHS OBD0O 5 Wattle Valley AP - PowerPaint TABLE TOOLS ? B - 0O %
HOME | INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS ~ SUDESHOW  REVIEW ~ VEW  DESIGN  LAYOUT Signin [}
- —_— . - N = E =
% Cut j Etayout- |1 pn Body) <[ | A A el “:.TEX(DHE(tmn \NOoagl DD £ Shape il & Find
p B2 Copy - I Reset [£] Align Text -
aste -

bl B I U S§awchl-Aar A~
ion -

-+ Format Painter

Clipboard

Highlight the top row of the table by
moving the mouse to its left edge
until a horizontal arrow appears and
click the mouse button, then click on
the CENTRE icon in the HOME tab to
centre the headings.

2:00 - 4:00

BEHS CB0O s Wattle Valley AP - PowerPoint TABLE TOOLS 7 ® - O %X
HOME | INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS ~ SUDESHOW  REVIEW ~ VEW  DESIGN  LAYOUT Signin [}
Y T ——— D il =z = -
% Cut j Etayout- 1 s Body |18 | A A == M:. Text Direction \NOooag- o L2 ShapeFil & Find
e Eg Copy - Ny EReset = [£] Align Text - AL L G- " S Shape Outline - | 25 Replace -
aste ew A o | Amange Quid
T Format Painter | giqe. Bection- (B 1 U § el Aa Comvertto Smartart~ |18 Y\ € ¥ F[F[59° B @ grpertects- | I3 Select-

graph [} Drawing n Editing ~

Clipboard

2 Highlight the rest of the rows by
dragging the horizontal pointer
down their left edges then set the
text BOLD and a dark colour.

Saturday

1:00 - 3:00

1:00 - 3:00

Birds, Birds and More Birds

3 Click outside the table to remove the highlight.
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Chapter

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

Selecting the Slide Layout

DESIGN TRANSITIONS ANIMATIONS SLIDE SHO! DESIGN YouT 1 Set the Screen to VET
o e e a e s ce gm0 DEMONSTRATIONS slide.

-~
et Demonstrations

S8 2 Click on the ADD SLIDE icon arrow
BBBBB ™. inthe HOME tab of the RIBBON
and select the TITLE AND CONTENT

Slides Outline...

Saturday

Sunday
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Entering the Slide Title

| 1 Clickin the TITLE placeholder and
add the title:

Visitors to the Park

BEHS O3B0 g Wattle Valley AP - PowerPoint DRAWING TOOLS
HOME | INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS ~ SUDESHOW  REVIEW  VIEW FORMAT
- & Ton: S| PRES 4
& Cut j [ElLayout (Al o [l
1 Reset
New

_ = JIfi Text Direction -
==
[£] Align Text -
T8 Convert to Smarthrt -

E& Copy -
Paste L
- Format Painter | gjig

Clipboard

e N 2 Highlight the text and format it to
ARIAL, 54 point, BOLD, ITALIC, TEXT
SHADOW, YELLOW and CENTRE.

Inserting the Chart

EHS 6B 0O s Wattle Valley AP - PowerPoint DRAWING TOOLS 2 @ - O %
HOME | INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SUDESHOW  REVIEW  VIEW FORMAT Signin [}
a S —— T _ A 2 E &
X cut j [ Layout il Tt & a %= ]ie=t H:. Text Direction N NhNOoO DD [_\4 ¥ Shape Fill .M Find
= Em Copy ~ ] Reset [5] Align Text ~ ALL SO " 4" [ Shape Outline~ | 35 Replace ~
aste B = . | Amange Qui
T & Foumat Painter | i "HSection - | I U e & Aa- | A = ) Convertto Smartart - || % N 3 S [5]779 Styles + O Shape Effects— | [3 Select -

Clipboard [} Font [} Paragraph

~ 1 Click on the INSERT CHART icon in

R the top row of icons in the CONTENT
VISITOrS (O Nt

* Click to add text

NOTE: 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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Inserting Charts into Slides 9

Insert Chart m

o (o mples e |
mbﬂ E:I:mn D Clustered Column ED P ~yr— U
® Pie .
e | 2 Inthe INSERT CHART dialogue
[ XY seten box leave the COLUMN category
== selected, select the 3-D CLUSTERED
; il COLUMN CHART and select OK.

ox )

3 The chartis plotted on sample data
that is provided in the CHART IN
MICROSOFT POWERPOINT window.

BHS 0O®0 @ - CHARTTOOLS
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW DESIGN FORMAT

"'l - q
T YT - YT O PYET B E| -
Chart 5

Column  Dat
tyles \
icrosoft PRGN

eeeeeeeeee

5
o 0

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

NOTE: All charts created in Microsoft Office 2013 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.

BHS- B 0 - CHARTTOOLS
HOME | INSERT  DESIGN  TRANSITIONS  ANIVATIONS  SLDESHOW  REVEW  VIEW  DESIGN  FORMAT Signin

Be X, Cut j [ElLayout - NNOoOo-| O F/ 22 ShapeFill - # Find
B Copy - EReset ALLDE [ "B 5 @ snpeoutine
Paste New @Ay oy o) Amnge Quick
! + Styles+ @@ ShapeEffects~ | [t Select~
uEditing P

Text Direction

25 Replace

Convertto SmartArt

12013

2011 2012

1 Click on the SERIES 1 cell and enter
2011, click on the SERIES 2 cell and
enter 2012, click on the SERIES 3 cell
and enter 2013 and the LEGEND in
the chart is updated.

Category 3

2011 W2012 2013

o 2 Inthe second and third rows of the
[ | - ] Chart in Microsoft
CHART IN MICROSOFT POWERPOINT
A B C D E
: s e e pane enter the labels and values
ALl =P i s 55 shown for the.ADULTS and
3 children P e 29063] CHILDREN visitors to the Park.
4 |Category 3 3.5 1.8 3
5 |Category 4 4.5 2.8 3,
6
NOTE: i The chartisupdated in the PowerPoint pane 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 in
the centre of the spreadsheet are the Y-AXIS values.

9-4
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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 Navigate 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

Lo e TR 1 Set the screen to SLIDE 2.

HOME | INSERT | DESIGN  TRANSITIONS ~ ANIMATIONS  SUDESHOW  REVIEW  VIEW

& E D

tion  Comment  Text Heg WordArt Date &  Slide  Object | Equation Symbol i
o agfoter - Time Number -

ssssssssssss

Qttle Valley Offers |
s5508rLro00s | 2 Open the INSERT tab of the RIBBON,

aarl ey

is click on the SHAPES icon and select

DL QTPEPR AT

§3unsoo>huan I i ‘ the ACTION BUTTON: BACK OR

g , PREVIOUS button from the ACTION

Flowchart

DO<gODUs=0ay |§ 7 BUTTONS section.

OO X ¢ AVAD

gsirds and More oiius ii‘m’
bmonstrations :
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BEHS®S OB0 5 DRAWING TOOLS
HOME ~ INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS  SUDESHOW  REVIEW  VIEW FORMAT Signin

Shape Fill A TetFill Bring Forward |2 Align -

Text Box Abc Shape Outline 2 Text Outline Send Backward Group
=

Merge Shapes Shape Effects Ted Effects - | Ef; Selection Pane Rotate
ssssss tyles WordArt Styles Arrange Size “~

Action Settings

3 Drag a small rectangle about 2 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.

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 Preview the slide by pressing

Wattle Valle}c SHIFT+F5.
* Jungle Safaris -
* Wild River Rides
* Baby Nursery Tours
* A Reptile Ranch
* Birds, Birds and More Birds

* Vet Demonstrations

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

EHS- T 0 - Wattle Valley AP - PowerPoint ? E - O X
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Signin

5 E L e BB MS D ED4ABES) T i)
SrtArt Chart | Appsfor | Hyperlink Action | Comment | Text Header WordArt Date & Slide Object | Equation Symbol | Video Audio

Office - Box &Footer - Time Number
s Comments Text Symbols Media ~

New | Table Pictures Online Screenshot Photo  Shaped
Slide~ | - Pictures - Album~

Slides | Tables Images ntly Usedggapes
SNONALL S
G4 L)

1

Wattle Valley
Animal Park

Lines
SNNNTLL ARG
Rectangles

OoDooonod
Basic Shapes

EOANOALSGQOQOO®®
®@CooorL/o0og
O000~AOOVXEGC3N

06 O Safaris 1 Click on the SHAPES icon in the

RS EESNIER i\ or Rides INSERT tab and select the ACTION
o R

ey SNUBMENIRE®  BUTTON: FORWARD OR NEXT
DO0<gO0B08c0aY button.

ocUdARP X & AVAD

Qs 0o

P«ds and More Birds </
HHLAOTHO O G L ([

2 TR o B2 T I O
Callouts
OO @O A gD e
£l A0 AD g0

attle Valley Offers

Flowchart

Action Button: Forward or Next

6
EHS O0OT0 B DRAWING T00LS ¢
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SUIDE SHOW REVIEW VIEW FORMAT Signin
Edit Shape -] A TedFil Bring Forward =~ |2 Align = 5
Text Box Abe A Tet Outline Send Backward Group
Merge Shapes Text Effects - | 5 Selection Pane Rotate an
Shape Styles WordArt Styles Arrange Size ~

Mouse Click | Mouse Over

Action an click

© none

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

@ Hyperlink to:
Next Slide
© Run program:

Run macro:

Object action:

[ piay sounat:
[No Sound]
Highlight glick

il vy il Wi o

* Vet Demonstrations

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 screen custom buttons.

A The Jungle Safaris Button

EHS O
HEldE e« 2B M &

New  Table | Pictures
Slide
Slides

T 0
INSERT

‘Wattle Valley AP - PowerPoint DRAWING TOOLS 7?7 H - 0O X

DESIGN  TRANSITIONS ~ ANIMATIONS  SLUDESHOW  REVIEW  VIEW

QBN L ELDAABEDT )

Shapes SmartArt Chart | Appsfor | Hyperlink Action | Comment | Text Header WordArt Date& Slide Object | Equation Symbol | Video Audio
- Office - Box &Footer - Time - - -

FORMAT

=y

Online Screenshot Photo

Pictures Album - Number

Tables Symbols

1 Click on the SHAPES icon in the

Media ~

ently
PIE
To% L
Lines

NNNLLLIRRNAGYS

Rectangles
OooboaoOood
Basic Shapes

BOAMNTAOGOOE®®

@GoJdOrLZ oo 8a
O00AHCVXE (S )
Safaris

QP LP RIS
5w e D >N

41 Right Arrow

iver Rides

INSERT tab and select the RIGHT
ARROW shape in the BLOCK
ARROWS section.

EHS OTD Wattle Valley AP - PowerPoint DRAWING TOOLS

HOME  INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS  SLUDESHOW  REVIEW  VIEW FORMAT
[B][@E ™\~ [/ -] = Edit Shape - N <] ZashapeFill- A TedFill -
OOALLD[|E ‘ i ‘ B ~| [# Shape Outline - A A || & Tedt Outling

=] & Text Effectf
\WordéArt Styles

& Shape Effects =

Shape Styles

Wattle Valley
Animal Park

*Jungle Safaris iw-

- Wild River Rides

? E - B X
Signin

1 Bring Forward = [& Align -

$l[132em *

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

Wattle Villey urrers

Tk
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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 Navigate 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 NURSERY TOURS slide to have sub-points.

A Entering the Text

EHS OTD 5 Wattle Valley AP - PowerPoint DRAWING TOOLS s m - 0 x|
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT
[ f 5 Dot [campon s Ik ¢ B3 en = W= | 1 Set the screen to the BABY NURSERY
E= Copy ~ IR B -
R T TOURS slide (SLIDE 5).
Font 1] Paragraph IF]

ssssss

"«Tours of the Baby Animal |
Nursery are available
daily.

* Baby animals from one

\Q 2 H|gh||ght all the text in the left

A ekl  Placeholder.
age are hand-raised by
our zoo staff.
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EHS OB0D Wattle Valley AP - PowerPoint DRAWING TOOLS 7 H - O %X
HOME | INSERT ~ DESIGN  TRANSITIONS — ANIMATIONS — SUDESHOW  REVIEW  VIEW FORMAT Signin
o CL | p——— ey (0 5 = I - -
A Cut j [E] Layout Catir o) T & a0 | ~ 5= | 1=, Ui Text Direction [CHEEBEE _| DD (_\ &3 Shape Fill i Find

5 Copy 0 ] Reset [%] Align Text - \EIODA‘LM 0 L Shape Outline ~ | 3¢ Replace

aste ew A . Az~ . | uic|

T & Format Painter | giges "Bection~ | 1 U Bl & A2 [ A B ComverttoSmartart - || LT 0 % D[] A0 QK o e bects | B Select

ipboar Font & Paragraph & Drawing [ Editing ~

Wattle Valley
Animal Park

Exatic Animals
On Displey

Wattle Valley Offers

“«The Nursery; cares for:
* Orphaned animals
* Rejected newborns

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

B Setting the Sub-Points

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

EHS OB0D s Wattle Valley AP - PowerPoint DRAWING TOOLS 7 H - O %X
HOME | INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS  SLIDESHOW  REVIEW  VIEW FORMAT Sig
o X Cut \:I [l Layout ~ LW{SB_'\ el . H:AlTsdDwedmn' [CHEBEE . -] | D (_\ @)shapemlv 4 Find
i Ez Copy ~ = 18] Reset " [5] Align Text - \EIODA‘L\ ! Q:’( L Shape Outlin ¢ Replace
& Format Painter | siqe - " Section (BN T U [{a & - Aa- | & - P ComverttoSmanart - | [ L& O % [ M Styles~ Q@ Shape Effects - | [ Select -
Clipboard 5 Slides Font. 5 Paragraph 5 Drawing [ Editing

Wattle Valley
Animal Park

Exatic Animals
On Displey

Wattle Valley Offers

“«The Nursery cares for:
* Orphaned animals _-
* Rejected newborns

-* The Zoo staff display:

g 1 Highlight just the second and
third dot points.

BEHS OB0 Wattle Valley AP - PowerPoint DRAWING TOOLS 7 @ - O %
HOME | INSERT ~ DESIGN  TRANSITIONS — ANIMATIONS — SLUDESHOW  REVIEW  VIEW FORMAT Signin
o —— .. S 2 CEDEE ~ |
& cut j [Eltayout - (ahb” Wod) |@ |K & b |EE- === 1Ift Text Direction BRI EIE -] DD [_\/ &2 shape Fill - % Find
5 Em Copy ~ 2] Reset [] Align Text ~ NOooa <l Q k L7 Shape Qutline = | 25 Replace ~
aste A . A3~ o rrange u\c
= ¥ Format Painter Shde Bsection~ |1B1 I U [§]a 8- Aa- [ A B Convertto Smanan - || L& 05 % N5 - @ ShapeEffects= | [ Select~
Clipboard ] Slides Font ] Paragraph Drawing ™ Editing ~
wattle Valley

Animal Park

ares for:

*The Nurc_
*Orphaned animals |
* Rejected newborns

_*The Zoo staff display:

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

11-2

© Guided Computer Tutorials 2013



Text Formatting 11

EHS OB0D = Wattle Valley AP - PowerPoint DRAWING TOOLS T EH - O %
HOME | INSERT  DESIGN  TRANSITIONS  ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW FORMAT Signin
L - T s B 1 R A HE = -
&% cut j Bltayout+ |[0n Bty 2 -|& 5| |ERE- == _ Ifi Text Direction DEBEE DD (_\’ & Shape Fill i Find
E3 Copy - a £ Reset [£] Align Text - NOOOATL ~'A Q"’k LZ Shape Outline - | 35 Replace ~
aste ew P 2 — [T Arrange Quic
" 9 Format Painter | grqe. "Msection- (Mol £ U e &~ Aa- | A P Convertto Smartart - || L= L (5 % N[=[ 5™ Styles~ CF Shape Effects~ | [} Select -

Clipboard [} Slides Font [ Paragraph [} Drawing 5l Editing -~

Baby Nurse

'«The Nursery cares for: 3 Highlight the last two points and
B orhanea N ol ' press the TAB key to convert them to
* Rejected newborns sub-points.

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

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.

EHS 0OB0 g Wattle Valley AP - PowerPaint DRAWING TOOLS ? HE - O %X
HOME | INSERT  DESIGN  TRANSITIONS  ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW FORMAT Signin
“D {, Cut j Etayout~ |1 R Ea e ||} Text Direction~ DHEEEE N -| O (_\’ 2% Shape Fill - & Find
5 Copy o ] Reset . [5] Align Text - NOOOATL ~jA O 01 L Shape Outline ~ | 3¢ Replace -
aste ew oAy 2 — 2| Arrange Quic
1 & Format Painter | gpe- "section- |l © U Bll=x & A [ A B Convertto smartart - || LW & (5 4 N3] A7 Styles~ CF Shape Effects = | [} Select -

Clipboard [0 Slides Font 3 Paragraph [0 Drawing 5l Editing ~

Baby NUI‘SI 1 Click anywhere in the first text point:
. The nursery cares for:

* The Nursery cares for:
* Orphaned animals
* Rejected newborns
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EHS OB0D E Wattle Valley AP - PowerPoint DRAWING TOOLS ? m o n x|
HOME INSERT DESIGN TRANSITIONS: ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT .

o tim) B |y T < | | 2 Click on the arrow next to the

PlD Copy n £ Reset B

o =

B I U §ascf-na- A-

BULLETS icon in the HOME tab
of the RIBBON and select a bullet
format, for example, a STAR BULLET.

* Format Painter | gjige - [ Section =

Clipboard & Slides

Font.

Wattle Valley
imal P:

BHS 0OBD0O s Wattle Valley AP - PowerPoint DRAWING TOOLS ? @ - O x
HOME | INSERT ~ DESIGN  TRANSITIONS ~ AMIMATIONS — SLIDESHOW  REVIEW  VIEW FORMAT Sign in
By ¥ A | —— —— L == = el - ] I T-] i
0 it Blayout~ |1 (Body) ~|36 ~|A A | % |EEi=- &= (=- “:‘ otiiecton SERIEE N DD o S shape il
pu B Copy 5 2] Reset E By SNOOCOAL- A & [ Shape Outline > | &
aste ew A . = - — 2| Arrange Quicl
 Format Painter | glige - jon~ |1B1 T U [§ae &~ Aa- | A g o o (LD % N CHET G shape Errects+

Clipboard

Font 5 None S o— 5 Drawing

Wattle Valley
Animal Park

3 Click on the second main text point
« Orphaned animals - and select the same bullet format.
* Rejected newkorfis

++The Zoo staff display:

* Hand-raising methods
* Current patients

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 Navigate 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
TIMINGS icon.

BHS 050

Wattle Valley AP - PoweDaig

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.

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.

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

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 Youmight 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 Navigate 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.

e
Wattle vancy
Animal Park

Exotic Animals

On Displa\ 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 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.

Jungle Safaris

he Belmont 1 Use the NEXT SLIDE button to set
Zoo also. has " . the slide show to SLIDE 3 (Jungle
safaris . Safaris).

* You will see wild animals up
close in their natural

. ” 2 Click on the PEN TOOL and select
HIGHLIGHTER.

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

200 also has * Tour guides take you on a 3
SufaE b, . hour trek through our real-
N N , life jungle.

A IR 3 Click on the PEN TOOL again and
select a bright highlight colour, for
example, orange.

*It’s ju:; IIKRE VIDILIE LIE
jungles of Africa and India.

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

The Belmont

Joo/aleo has — * Tour guiues taxe yuu omia >
safaris b . hour trek throrzrmour real-
- NN [PNaTad life jungle—
A * You will see wild animals up

5 Select the PEN TOOL again and
select PEN. Set the INK COLOUR to
YELLOW and draw a line under WILD
S ANIMALS.

safaris .
7 O - a1 see wild e 4imals up

r'gsé in their natural
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.

The Belmont
Zoo also has

safaris b, hour trek through our real-

Jungle Safaris

* Tour guides take you on a 3

life jungle.
* You will see wild animals up

close in their natu'r:r\
environment.
ALINGA[] 1 Click on the PEN TOOL, select

iungloa ~ ERASER and click on the
YELLOW LINE to remove it.

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.

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.

13-4
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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 Navigate to the PP2013 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

m H ©- O 1;\? 0O = Wattle Valley AP 2 - PowerPoint
HOME IMSERT DESIGM TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW

z Rl B col
B [EEE B = -2 Q & |
" Notes Zoo

N - K Gridline: X = Grayscale scade
Normal Outline Slide  Notes Reading | Slide Notes m  Fitte Switch Macros
View Sorter Page View Master Master Mas
%J\aster Wiew:
-

Guides Window m Black and White | ywinq [ Move Split Windows ~

Presentation Views

il | 1

1 Open the VIEW tab of the RIBBON
and click on the SLIDE MASTER icon.
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BHS 0T D s Wattle Valley AP 2 - PowerPoint 2@ -0 %
SLIDE MASTER Ly Sign in
=) Q o B Lot K O
e e

2 The SLIDE MASTER tab is opened in
the RIBBON.

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

Click to edit Ma

Click to edit Master subtitle style

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

BHS O0OBD :
SLIDE MASTER HOME INSERT TRANSITIONS ANIMATIONS REVIEW VIEW

=1 Delete . HCU|UI’S' @Eackgmund Sty
[ T [ Title Aa : .
ICJd fj Reerame | L e %Fm- niesioon 1 Move the pointer over the top SLIDE
aster  Layou Preserve avout Placeholder = SoiEr o Effects =
o E:\:Matster . ‘PIMa:‘telrdLayout Edit Theme Ba MASTER and the Iabel te”S you that
1 : it is used by SLIDES 1 to 8.

- o TR Office Theme Slid;’: I‘\;1.a£tr:r: used by slide(s) 1-8
i | —

BHS OT0 s
SLIDE MASTER HOME INSERT TRANSITIONS ANIMATIONS REVIEW VIEW

‘L—I ] Delete s As B Colors+ &%) Background Styles ~
'EI',REname -u“ Fﬂnts' Hide Background Graphics
Insert Slide Insert Master Insert 7| Footers | Themes
Master  Layout # PTESEVE | | ayout Placeholder - @Eﬁ'&{t;'

Edit Master Master Layout Edit Theme Background

-

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.

1

Title Slide Layout: used by slide(s) 1
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BHS OTD s
SLIDE MASTER HOME INSERT TRANSITIONS ANIMATIONS REVIEW VIEW

HJ Delete — 7l Title nColorsv @Background Styles~
'EI',Rename -u“ Fm’vts' Hide Background Graphics
Insert Slide Insert Master Insert 7] Footers | Themes
Master Layout # PTESEVE | | ayout Placeholder - - [O] effects
Edit Master Master Layout Edit Theme Background [F]

-

1

o =it Master £2ie style

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.

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

BHS OTD s
SLIDE MASTER HOME INSERT TRANSITIONS ANIMATIONS REVIEW VIEW

Hj \:I Delete 7] Title nCoIors' @Background Styles -
ERename = Fomts' Hide Background Graphics
Insert Slide Insert Master Insert 7] Footers | Themes
Master Layout # PTESEVE | | ayout Placeholder - [O] effects -
Edit Master Master Layout Edit Theme Background [F]
-
1

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

e
/ slides.

Cl

Section Header Layout: used by no slides i .
P Lo Clic

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

© Guided Computer Tutorials 2013 14-3



Learning Microsoft PowerPoint 2013

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.

BH®S B0 e Wsttle Valley AP 2 - PowerPoint 2 @m - 0 x
SUDEMASTER | HOME  INSERT  TRANSITIONS  ANIMATIONS  REVEEW s

P

: | e 1 Click on the first SLIDE MASTER

—— ’ﬁ thumbnail then click on the THEMES
= e . icon. A PowerPoint theme could be
. § dit Ivias

|- | applied, but in this case leave the
e 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.

?m-nxl

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

i
| ]
b

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 Navigate 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 PP2013 SUPPORT FILES.

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

HOME | INSERT G
5 B L a. =Y
New | Table Pictures Online Screenshot Phote | Shapes Sma
Slide~ | - Pictures v Albumv | -

pps for | Hyper
oooooo
LLLLL

aiil2d) 2 Click on the AUDIO icon and select
AUDIO ON MY PC.
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[H Insert Audic ot ]
@C-\ 1. » PP2013 SupportFiles » Chapterls [ 43 || Search Chapter 15 2|
Organize » New folder =~ Al @
B Microsoft PowerPoint [ eme : SR e \ et Sl
| &) Music -
5 Favorites
s 3 Open the CHAPTER 15 folder of the
1§ Downloads
L PP2013 SUPPORT FILES and INSERT
& SkyDrive a n
@ s the MUSIC file.
[ Document ts
o Music
=] Pictures
H Videos ol ] g
y 4
File name:  Music - | Audio Files ..
H -0 0 5 Wattle Valley AP 2 - PowerPaint AUDIO TOOLS ? @B - 0O X
Eol ey
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW FORMAT PLAYBACK Signin H

P | B Ex * fade Duaton ‘\\ B st fonick 7] g ing Show ‘i 4,?

il Fade In " (1 Play Across Slides

Play Add  Remove e ume [] Rewind after Pl No  Playin
Bookmark Bookmark Audm Ihs Fade Out: 0000 [ Loop until Stopped g Style Background
Preview Bookmarks Editing Audio Options Audio Styles

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

EHS O0TD0O = Wattle Valley AP 2 - PowerPoint AUDIO TOOLS T E - O X%
HOME  INSERT  DESIGN  TRANSITIONS ~ ANIMATIONS ~ SUDESHOW  REVIEW ~ VIEW  FORMAT | PLAYBACK Signin
B3¢ '3'?)' Fade Duration ‘\\ [ start: mﬂ Hide During Show !i 41. X
n 5 Click on the PLAY button and you

T o (O Ef’“;‘"ﬁif",fj‘d O Revind e ling || o | Pivin
can use the VOLUME slider to
control the volume.

Editing Audio Option: Audio Styles

Mute/Unmute (Alt~U)
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16

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 Navigate 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.

BEHS OT0 s Wattle Valley AP 2 - PowerPoint ?E - 8 %
HOME INSERT DESIGN TRANSITIONS ANIMATIONS SLIDE SHOW REVIEW VIEW Sign in n
= & Layout~ s x| pg = —y 2 Shap, Find
B % =] B tayou & x| a ( "
Eac 2] Reset. s %

1= . lIft Text Diection OOEE~~ DD B
B DOOATLH,
= Convertto SmartAr- | (22 9 5 % N 7] A9 L g

ar=eh = Drawing

niks

nnnnnnnnn

Location

Nursery Aviary
Contentym icture wi -
aaaaaa on 2 5 Ani=

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

BBBBB
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o)

EH®S 0OF
HOME

INSERT

TRANSITIONS

ANIMATIONS ~ SLIDESHOW  REVIEW.
I

nnnnnn

Comment

2 m - n x|

Open the INSERT tab, click on
the SHAPES icon and select the

Wattle Valley AP 2 - PowerPoint

VIEW
D =D 4
Tet Header WordArt

iy & FoOLEr

Recently Used Shapes

OO#ENNO0COALL

NNNTLLRARAGS
Rectangles
[ | e e Y o |

Cﬂﬁi}@@#&[ﬁ@éé

ﬂ;:“®$DDm@ﬂﬁ

RIGHT ARROW shape in the BLOCK
ARROWS section.

EH® 0TD0O Wattle Valley AP 2 - PowerPoint. DRAWING TOOLS T E - O X%
HOME  INSERT ~ DESIGN  TRANSITIONS ~ ANIMATIONS ~ SLUDESHOW  REVIEW  VIEW FORMAT Signin ﬂ
= o & - B 5
O E N\ N, -] R Edit Shape &sh ape Fill - A Text Fill - 1 Bring Forward .L.Ahgn Dm
OoO AL et Box Dshageﬂuﬂma A A A [+] A Text Outline~ | T Send Backward ~ [ Greup
28 G % AL @ werge shapes | @ shape Effects =] A Tetttects~ | S SelectionPane Sk Rotate~ | 4+ Span ]

Insert Shapes

Shape Styles

3 Drag aright arrow on the slide.

EH® 0OTD0O Wattle Valley AP 2 - PowerPoint DRAWING TOOLS 7 ® - O X%
HOME | INSERT | DESIGN  TRANSITIONS  ANIMATIONS  SLUDESHOW  REVIEW  VIEW FORMAT Sign in n

5 B g BB a 8 @D BLD 4BE @TCQH-O)

New | Table | Pictures hot Phote QL Chot | Avpsor | Hyperink Acton | Comment | Text  Header Wordant Date& Side Object | Equal mbol | Video Audio

Slide = Album Office » Box & Footer Time Number L >

ides | Tables
——

Recently Used Shapes

NNNTLLRARAGS
Rectangles

[ | e e Y o |

Basic Shapes

EOANINSGOORO®

4
D » RUTN
£ o @ Up Arow

Equation Shapes

Symbols Media

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

Insert Shapes

TRANSITIONS

Wattle Valley AP 2 - PowerPoint.

ANIMATIOMS ~ SLIDESHOW  REVIEW

DRAWING TOOLS

VIEW FORMAT Signin

G O0OEE | rXEdit Shape @»shapemh = A TextFill ~ L1Bring Forward + E_Ahgn' ﬁﬂm
SNOOO AL E TetBox Pihapeﬂuthne'
L2 O G % 5] @ Merge shapes | @ Shape Effects-

[

Shape Styles

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

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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EH® 0OT0O

HOME  INSERT
GOO#E N\
NOCO AL ET

DESIGN
1'% Edit Shape

nsertsna S Lnion
@ Combine
en

LG 5 % | Gmegeshapes

Wattle Valley AP 2 - PowerPoint.

TRANSITIONS ~ ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW

DRAWING TOOLS T EH - 0O

=
ﬁ{ 6 SHIFT+CLICK on the first arrow so

FORMAT Sian

22 Shape Fill -
Dshapeﬂuthna

c--alauﬁ

that both are selected and, in the
FORMAT tab, click on the MERGE
SHAPES icon and select UNION.

B0
INSERT

BES O
HOME

TOOREN

DESIGN
%, Edit Shape ~

Merge Shapes

Wattle Valley AP 2 - PowerPoint

TRANSITIONS ~ ANIMATIONS ~ SUDESHOW  REVIEW  VIEW

Shape Styles

B Combining Shapes

DRAWING TOOLS 7?7 B - 8 %

sanin [0

FORMAT
A TextFill~

| A Text Outline

\ng-
1 Send Backward_~ 1€ Gro

7 Apply a SHAPE STYLE to the arrows
and it formats both arrows as they
are now one shape.

11 Bring Forward ~

Tpsen_]

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

custom frame.

T D

INSERT | DESIGN

EHS O
HOME
New | Table

,@@"lla

Wattle Valley AP 2 - PowerPoint

TRANSITIONS ~ ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW

©

Recently Used Shapes
S O0ENNOCOA

K 1o0m4%

Egl Lines

A LA LLL ARG S

Rectangles

nt | Text
Box

T E - 0 X%

Signin H

D"JEZ% @TEQE!‘D

mbol | Video Audio

Header Wordrt Date & S\d Object Eq
Ti L

1

In the INSERT tab click on the
SHAPES icon and select the PLAQUE
shape.

BHS 0OBD0
HOME

S OO%EN

NOoOAL

L2do 4 e

Insert Shapes

INSERT

DESIGN
£ Edit Shape

Merge Shapes

o]

Wattle Valley AP 2 - PowerPoint
TRANSITIONS

o - -Irk

Shape Styles

ANIMATIONS ~ SLDESHOW  REVIEW  VIEW

DRAWING TOOLS

? B - B8 'XJ
2 Drag a plaque shape on the slide.

FORMAT
% ShapeFill = ‘

|| &2 shape Outlin
Q@ Shape Effects -
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3
shape.

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

DESIGN

EHS 0OBD0O
HOME  INSERT

LS 0 4% N @me

Insert Shapes

Wattle Valley AP 2 - PowerPoint. DRAWING TOOLS

TRANSITIONS ~ ANIMATIONS ~ SLIDESHOW  REVIEW  VIEW FORMAT
¥ Shape Fill =

..B.BBDSMPUU
3 Shape Effects

Shape Styles

4 Resize the copy so that its is inside

‘ the original shape and about 2 mm
smaller than it. You can use the ALT
key.

DESIGN

BHS-0BD
HOME  INSERT
% Edi

Watle Valley AP 2 - PowerPoint. DRAWING TOOLS

TRANSITIONS ~ ANIMATIOMS ~ SLIDESHOW  REVIEW  VIEW

FORMAT

=] £ ShapeFill +

SHIFT+CLICK on the original shape
so that both are selected then click
on the MERGE SHAPES icon in the
FORMAT tab and select COMBINE.

6 The copied shape is cut out of the
original to just leave a small frame.

T D

EBHS O
HOME  INSERT  DESIGN
szﬁmihapev
LD L0 % 7| @ Mege shapes

Insert Shapes

[
4
-

Watle Valley AP 2 - PowerPoint. DRAWING TOOLS

TRANSITIONS ~ ANIMATIONS

ElEEIEIEIE

Shape Styles

SUDESHOW  REVIEW  VIEW FORMAT

<] 2 ShapeFill +
|- | L2 Shap:
Q@ Shap

3, Accent 5

Subtle Effect - Aqua,

7 B - 0 X%
Signin H
A TextFill ~ L1Bring Forward ~ [T Align~ *D
fl[o3em 2]
A A A [-] A Text Outline~ | T3 Sen 1 Grou
=] & Tert Effects - Ell Selection Pane otate
\WordArt Styles i} Arrange Size & A

7 Apply a SHAPE STYLE to the frame.
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