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Intro to MS 'PowerPoin2007

. Introduction to PowerPoint

. PowerPointWindow and Tools

- Createa Presentatiorwith a Design
. Modify aDesign

. Customize aesign



Introduction to PowerPoint

- An electronic presentation with text, hypertext, graphics,
sound, animations, charts, video clips, etc.

Import MSWord tables, Excel spreadsheets or charts.
. Savea presentation as wepages.

Example of a presentatiobglideY+DL)

BViews, slides, changing slides

B Ways of view slides

Nor mal Vi ew, sl i1 de sorter av
slideshow.

0 YoDL 6 bshdé-Designedbackground, photos, animated
text, manual/auto slide show.



PowerPointWindow

Open PowerPoint

B StartProgramsMicrosoft PowerPoint 2007
B Go to Office Button andselect Open.

PowerPoint Windows

B Outline window, slide window, notes window, minimize, resize,
close, move windows around, change windenes, zoom.

B Normal view,SlideSorter view,Slide Show. ] EEE

B Change indesI
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Slides/Outline

Note Pane

College Overview

21 degree programs - Associate Degree

24 certificate programs

37 fullyonline classes —credit courses

2500 full and part-time students (credit)

1,700 continuing education students (non-credit)
Students’ average age, 27.5

40% graduates transfer to 4-year college for
baccalaureate programs.

80% of graduates are employed, 65% full-time.

Click to add notes

Change Window Size

Status Bar

| Change Page |




View Options

Normal View
B Outline/Slides Tabs, Slide Pamd Note Pane

Outline/Slides Tab8 outline viewand slides view.

[W\I\Ouﬂme x|
Slides j Qutline = = = &
1\ Distance Learning o

at Middlesex Community College
Dr. Yi Guan-Raczkowski
Director of Distance Learning
Middlesex Community College
Middletown, CT 06457
Tuesday, Movernber 17, 2009

2 College Overview
* Founded in 1966 as a branch campus

Community College.

* Became an independent college in 1€
* One of 12 community colleges in Con
* Servicing 18 surrounding towns in Mi

SlideSorterView

B Overview ofall slidesReorder slides, Change slide
transition.

SlideShow View
B Show a presentation.




MS Office-Button, Quick AccessJoalbar

Do)l 7 - 8T 3

MS Offlce Button j New Save a copy of the document
B New I'F PowerPoint Presentation
~y [ =| Save the file as a PowerPoint Presentation.
B Open @y oren
L= PowerPoint Show
= =
B Save " I Saye Irﬂ _-] Save as a presentation that always opens in
B Save As - Slide Show wiew,
PowerPoint Presentation[:(pt) = _ a PowerPoint 97-2003 Presentation
PowerPoint 972003 presentation pptx) Save As | b l] Save a copy of the presentation that is fully
P P compatible with PowerPaint 97-2003.
B Print @ e » | 3 % OpenDocument Presentation
. . . - LB .i'] save the presentation in the Open
B Send:Email, Email apdf Attachment Document Farmat,
B Close I% Prepare b PDF or XPS
. = Publish a copy of the presentation as a PDF
Quick Access Toolbar Q T or XPS file.
en
- —J 0Other Formats
't —_—
B Save H Open the Save As dialog box to select from
| ; Il paossible file types.
B Undo 1/ Publish » 3
==
B Check Spelling .
Close

13_:3 PowerPaoint Cptions | |}( Exit PowerPoint




Home Rlbbonﬁ Basic Tools

PPPPP

L] ? cn | | Jatic n_DL 11 17 09.ppte - M ficrosoft PowerPoint Drawing Tools - B X
v arm @
3] Layout ~ = e Fiee il - i
E2 Layout = |/ iori peading: - [0 - (A |20 (B e[ IE'I“‘u BxNDoO |_—|_|__| & = Lo
|55 Reset E=ha (| A —L—LE:> LL o A [ shape Qutline - || 23,
Mew AV . = == = =||EE~ Arrange Quick
Siide + ¥ Delete B L U &8 &fa]|[EESSE] p- |4 N T s S?\,-‘Iesv o Shape Effects = || Ly Select
Slides ragr F awing

Each tab opens a ribbon, a group of command

Home Ribbond Formatting Tools
BClipboard: Cut, Copy, Paste, Format Painter
BSlides: New Slide, Layout, Delete

BFont: Font, Size, Color, Clear all Formatting, etc.
BParagraph: alignment, text direction, etc.

BDrawing: Shape Fill, Shape Outline, Shape Effects,
Quick Styles, Arrange, etc.

BEditing: Find, Replace, Select.



Steps-of Making a RowerPoint-Presentation

Create a new presentation.

Create aTitle slide and content slides.
B Enter aTitle and a subtitle of presentation.
B Enter a title with content in each of slides.

Choose a theme.

Add pictures, charts, or hypertext if necessary.
Add a transition between slides

Add an animation iaslide if necessary.

B Order of gradually display text, pictures, charts, etc.
Showa presentation

B Manuallyadvancing slide is default, used farpresentationpa
lecture,etc..

B If necessary,setupn 0 aut o masedfora dsnfoo wo ,



Create .a/NewPresentation

StartProgramsMicrosoft OfficeMicrosoft

PowerPoint 2007

B MS PowerPoint opens a new presentation file.

B When you have already opened a PowerPoint file, but
would like to create a new presentation.

Go to Office Button , select New. KeejiBlank and recent
andBlank Presentation in place. Click orCreate .

New Presentation

/kmﬁm?"‘-n\

Installed Templates
Installed Themes

My templates..

Mew from existing...
Microsoft Office Online
Featured

Agendas

Award certificates
Calendars

Content slides

Blank and recent |

Blank Presentation

Blank and rec...

?X]

CreateJ[ Cancel




Presentation Title Slide

. A new presentation opens a blank Title slide.
BClick on the Title box and type a presentation title.

BClick on the subtitle box to type a subtitle.
Move a text box: click on the text box and drag a border of the text

box.
Resize a text box: click on th
t he box or a middl e ohandl ed o
;fl':% d9-0¥% ft int -
P—? _1 IN——I ; |B 7 U s |: §§|‘| IllJ S’?) AD’ﬁ ______ =
Ch:i :::: i suﬁg;:l A AaFllA‘ NERIE fmifl R :?.”ge e
O NE x

Click to add title

Click to add subtitle




Create a'New:Slide witla Layout

In Home Tab and Slides group, (@ =N
CI|Ck onNew S“de |Con _ @ Insert ”Design Animations  SlideShow  Review Vi

4 Cut =| Layout - 17 |Aﬁ ﬁalE

B The default layout for a new j 3 con
- # Format Painter

slide has a title box and a A
content box. Slides_MQuilins e

BIHabsSﬂAa”é

BIf you would like to choose a! A 18

different layout in a new slide
press the arrow on New |
Slide icon and choose a
layout.

Comparison

Two Cantent Comparison Title Cnly
Exercise: B
i Create a new slide in default layout. A
. . - "1
i Create a new slide in Comparison
layout. : : -
Elank Caontent with Picture with

Caption Caption



Enter ContentTextin a Slide

Click the title box and type a slide title.

Click the content box and type first
line/paragraph.

Hit enter key to start a line/paragraph.

_ _ Overview of Distance Learning
Use Tab key to indent the line/paragraph

to next level. Type text. (Jinspring 2001
Hit enter key to start a line/paragraph. :?;f;‘jt‘“e
Use Shift + Tab to outlent the next * InSpring 2010
line/paragraph to previous level and type 39 courses | | -
text Hlt enter key ;:i;:n::.:F‘;;-I:;-cnlzf,;tr-;-=th.En;llah.E::Iu::tlcn.Eu;lna».
—1144 zeats

W students
USGTab '[O Change tO the neXt |eVe| Of 5553tudanttskastlas:t onganline course 3t MxCC,
text. e
Use Shift + Tab to bring back to a level
of text.

Font size is adjusted as you type.



Modify Text in-a.Slide

/Click on a text box to activate the box.

Mighlightthe text and use formattingpols in Home Takto
make changes on font style and size, @xjnment, etc.

Do\ HD-0T )+ power(7.pptx - Microsoft PowerPoint Drawing Tools
2
-/ Hao Insert Dresign Animations Slide Show Review View Add-Ins Format
Layout ~ = = i e [ Text Directio
J bl Gill Sans MT (Boc - |22 - || A5 A7 |[B5] | [32]- 3= -|[2E =5[[3=- |Mll
£ Reset (=] Atign Text ~
Paste [ ew AV . =| A - | == == EE=
- jF Painter || giqe- s Delete || B L U e & B+ Aa-|| | B2 E =5 T2 Convert to Smartart ~

Clipboard F] Slide Fant F] Paragraph

Move atext box - drag a border of the text box.

_ . J-————_—_—. - {0

In5pring 2001
- One course
- 20 zeats

InSpring 2010
- 39 courses

- 1144 seats
857 students
' 26% studentstake at least
ine course




Enter Text in(Qutlineview

B You may enter text irOutline view.

B In Slide/Outlinewindow
SelectOutline tab.
Click on the last letterof the lastline in your slide.
Hit Enter to starta new line
PressShift + Talto move the cursor to the beginning of a slide.
Type the title of the slide.
Hit Enter to starta newline.
Use Tab key to indent the linélhis allows you type text in content text box. Tygext.
Hit Enter to starta new line

Use Enter key to start a new line/paragraph or a new slide.

A new slide starts at first level of text.

Use Tab key to advance a level of text.

Use Shift + Tab to bring back to a level of text.

Double-click on a slide icon to expand or collapse content of a slide.

20| Nature of Online Classes
* Course Management System:
# Blackboard, Inc., server admir
* 24/7 Technical Help Desk for ¢
# Fully online credit courses
® 24/F access




Choose-a Design Theme

- You are advised to create minimum three
slides before you choose a design theme.

. You may choose a design theme at anytime
but a new design theme may change font,
font size, bullets, text alignment, etc.

. Click on Design tab to activate Design
Ribbon.

. Choose a theme.

v Presentation2 - W

Insert Animations Slide Show Review View Add-Ins
i f
Aa Aa Aa Aa "“_
Page ) SIidE_ mmEn EEEm EEEm mEEn | e l-- mm
Themes

licrosoft PowerPoint
| mm | o mmes | - =

ttttttttttttttttttt



Insert aClip’Art in-a.Slide

Insert Tab-Clip Art

BTypea search keyword iisearch
For box andclick Go button.

Clip Art v
Search For:

students '
Search in:

Selected collections w

Results should be:

&l media file bypes w

BA group of pictures related to the
keyword are displayed.

BClick ona pictureof your choice
to bring it to the slide.

el academics, Afric
g Scalable, 1060 K
L)

8] Organize clips. ..
Dla Clip art an Office Online

) Tips For finding clips



Insert aClip’Art-onOffice_Online

InsertTab o Clip Art icon

B Click onClip art on Office Online link (bottom right corner). 8] Crganize clips...
B A new window opens the MS Office Online Clipart site.

B Type a search keyword in Search box. Click®earch button. A group of P — — ,
pictures display. You may click on a navigation arrow to advance to next page of. & Tips for finding clips
pictures.

B Underneath a picture you would like to choose, check the selection box. You may
choose more than one picture download all at once.

B Click onDownload button. At next page, click on
B Click onOpen button in File Download window. [__Download Now_|
B It opens upMicrosoft Clip Organizer window.

Microsoft*
F! % Ofﬁce Onh ne Signinto My C

Home Products Help and How-to Downloads Clip Art Templates Microsoft Office Live

g i Ant Job Hunting? , "d';
_.' "—— powere _f
[ Students search 0= Do REE resume templates e
- started » -

Search

§ § Home = Clip Art
# Clip Art & Media Home

Filter by T " "
ilter by Type Searched for "Students
Filter by Category @ownload 3 items LiE Df 2 ) W

Al Categories A

Partner sites
» Fotolia

»{CLIPART | B
» iStockphoto ‘L'

# MVTOfficeClips -

» More partners I o
Selection Basket OQE 88 Q G 58




Microsoft Clip Organizer

In Microsoft Clip Organizer window

B The pictures downloaded are displayed. The downloaded pictures are imported to a category
folder. If the pictures you selected are classified into various categories, you only see the pictures
in one category. To see all pictures you downloaded, clickbownloaded Clip folder in the
left split window.

BClick on the right obaroé of the pict uOom.
B Right - click on the active slide that you would like to insert the picture. Click Baste icon.
B The pictures you downloaded can be later accessediaosoft Clip Organizer . To open

you

Microsoft Clip Organizer in a sliddormal view, activatdnsert Tab, click onClip Art icon.
(bottom

Click onOrganize Clips € | i nk right

EEX

Type a queskion for help -

corner)

1 Personal Appearance - Microsoft Clip Organizer

: Fle Edt  Wew Tools  Help %

: 11 search... &5 Callection List... | 53 [, X [[#o iE

T ==
3 1 A
: Collection List M T e e G =L Paste
M | - e | G
)

‘@1 Makure

Wiy i W i . .
5 My Collections - ¥ J__L_I,‘} Exit Edit Text
ﬁ Favorites —_—
- Font...
= A E
Dawnlaaded Clig 18 ( =¥ FParagraph..
bt act ﬂ' - -
&5 Acadernic . o — EE Bullets
ﬁ Arimals EE iy i )
&5 frts i— MNumbering
ﬁ Business & Paste
2§ Cartoons Delete from "Personal Appearance” fj Carwvert to SmartArt
&5 Calorful % Delete from Clp Organi
;ﬁ Cammunications =FIete trom Lip Lraanizer S
% Concepts [ Copy to Collection... i m Crganize clips.y.
ﬁ Decorative Elements - .
Ernations My Move ko Collection. .. Cia - . i
& Emo =) Clip art on Office Online
5 Food Edit Keywords., .
& Household &) Tips For finding clips
ﬁ Leisure Fird Sirmilar Skl QJ P 5 P
& Maps PreviewProperties




Resize,'Move,;and RotaddPicture

. Drag a cornerhandleto resize
a picture proportionall

- Point ata picture_ anddragto
move It.

. Drag the rotation handle
(green fillin circle) to rotate a
picture.




Insert aPicture to .a Slide

Insert Tabd Picture iconpict@'w -Locate the picture file stored on your
computer.

Double-click thepicturefile to bring it to your slide.
Or select the picture file and clickasert button.

?x

Insert Picture

Lack in: |[ﬁ disckfile V| @-h | X Ci -
[ My Recent
L-'-"Dncuments i - ™
"I.lul;| ||||| 3 1-.
@ Deskiop College
E MY Ehacitven Tl 'Wosks Far & Lifetms|
Documents
o My — - o : _
:ﬂ Computer paris1.jpg paris2.jpg ramel.jpg rome2.jpg
‘::i Iy Metwork,
Flaces
File: marme: | e |
Files of bype: |F'.II Pickures (*.emf 3 wmf;* jpg;* jpea;™ 6F . jpe; ™ prgy * brapg® dib g rle® bz gif;*.gfa)* emz v|

Insert ']l Cancel




Add aTTransitiorBetweenSlides

Click on Animation Tab.
Selectatransition inTransition to This Slide group.

Nid9-8 Y power07.pptx - Microsoft PowerPoint Drawing Tools

E“g PP

- Home Insert Design i iew View AddIns  Format

{ 5'. WL T o T —— iy Transition Sound: | [Mo Sound] = | | Advance Slide
|5 e : i | ‘ ‘ ]9 i:h B Tramciti |
Preview || = Custom Animation H:r - IR Transiti on Speed: | Fast

< ' = i3l Apply To Al

Preview Animations Transition to This Slide

You may choose a speed Tmansition Speed box.

To use the same transition for all slides, cligaply to All
button.
Add a transitionamonga group of selected slides

B In Slide Sorter view, select the first slideld Shift keyandselect the last
slide.

B Choose a transition.



Animationo Text, Objects

An animation allows to display a
slide content by paragraphs.

In Animations Tab

B For text, click on a paragraph within the .
text box. _£|I ;3 Animate: By 1st Level ... |= |
Click on the down arrow in Animate box. Breview | i custom o NO Animation
There are three animations listed, Fade, Wipe, or fly In. o edkdstoma

. . . . . Mo Animation
Each animation may have a choice of either showing all | pravicw ANl Fade
text at once or by ¥'Level Paragraphs..

Click on an animation of your choice: Fade,Wipe, or | Slides {Quiline | 41t Once

— Home Insert Design Animatic

Fly In. " By 1st Level Paragraphs
Decide one of the three animations you would like to - Inserta Graphicil  WIPE
use and click on eithehll at Once or By 1%t Level Al At Once
Paragraphs. [ b A 1t Level Parank
. . . . . . « Deuklsizesmz By 1t Level Paragraphs

Click onPreview icon to preview text animation. " O e

B For an object, such as a picture. = All At Once
Select the picture. In Animate box, select an animation. = ‘w8 Bylst Level Paragraphs

B Objects can be pictures, charts, diagrams, S

etc. . Custom :l'-.nil.n.E_nt.i-:un...

B The animation you choose applies to the
text or the object you select.



Animate ' Multiple Objects, Custom Animation

Animate multiple objects
B CRTL + All, select all objects in a slide.
B Select one object, press CRTL and select anothe

*= Custom Animation

ObJeCt = [;ﬂi’ Change "] [K_{s Remnave
. . . . Modify: Fade
B In Animations Tab, select an animation. tart o
Custom Animation
i . Speed: edinm 3

B After all the objects have been applied to an " Med

animation, you can reorder them or change how 13 % Pictured

you would like an object to animate (on mouse [ K aicopeis V]

click or continue on the previous slide). [ % Prwe 1o |

With Previous
Fade : Picture 1i

B In Animations Tab, selecCustom Animation

In the Custom Animation  window, select an object
 Re-Order
-Ord
Click on up or down arrow to reorder. (#] Re-Order
{ Change the way to start an animation. - [» play | [ED slide show |

Choose a method (Mouse Click or With Previous) in Start:
box. AutoPreview

i Speed
Choose a speed in Speed box.

o w4




PowerPoint Notes

Use of notes may servas a reminder when you a@nductinga
presentation. You magreate a note for a slide, print it out, and refer to it
during your presentation.

B Drag the bottomborder of the slide window tillyou have enough space ft«
type notes in Note PaneType notes.

B Notes you entered have limited formatting.

Overview of Distance Learning

In Spring 2001
One course
20 seats

In Spring 2010
39 courses

* Science, Psychology, Math, English,
Education, Business, History, Computer,
etc.

1144 seats
857 students
* 26% student%téke at least one online

In Spring 2001, the first online course was offered at MxCC.




Print Slides

Office Button -
Print

n the Print What
hoX, selectSlides.

SelectPure Black
and White for Black
and White printing.
This Is commonly
used to print a
PowerPointslide one
slide a page.

Printer

|\\COSMOHPLI_Upfac

Idle
HF LaserJet 4100 P5
HPL1_upfac

Mame:
Status:
Type:
Where:
Comment:

Print range

o All " Currentslide

- |

[

" Slides: |

Enter slide numbers and/aor slide ranges. Faor example,
1,3,.3-12

Print what:
|Sli|:les

[ Al
Color farayscale: o r
| Scale to fit paper

[ Frame slides

| Indude comment pages

El

=

Properties

Find Printer...

[ Print to file

Copies

Mumber of copies:

1 &
B,

W Collate

[il[zl
BE
C=llel

Preview |

QK

Cancel




Printer
P e d HEIITIE: | ll,",':OSMG ll,HPLJ_UFI'FEIE j En:.perﬁes
rl nt I I an O u tS Status:  Toner Low =
Type:  HP LaserJet 4100 PS Tl
Where: HPLI_upfac
Comment: [ Print to file
Office Button -Print | ™
fs Al " Currentslide Mumber of copies:

. - | =] 1 =]
In Print What box, - se: | ) o
Enter slide numbers andor slide ranges. For example, 1

selectHandouts .

L

v Collate
Print what: Handouts
S e I e C.P u re B I aC k |H.E|I'|I:|I:IL|13 ﬂ Slides per page: § - % %
1 Color farayscale: 5 IS =
a'n d Wh Ite " |F'|_|re Black and White ﬂ —

[ Scale to fit paper [

Select a number g -

(2,3,4,6,9) fothe — " =

number ofSlides per

pages. 1

Bo306 priasts sl i
shown here:




Print Notes

Office Button -Print

In PrintWhat box. select
Notes Pages and select
Pure Black and White.

The note will look like
this.

Enter slide numbers and/or slide ranges. For example,
13,012

Print what:

|N-:utes Pages j I—_I

Color farayscale: i S
| Scale to fit paper

[ Frame slides

| Indude comment pages

r

Printer

Mame: | WCOSMOHPLI Upfac ﬂ Properties
Status: Toner Low - -

Type: HP LaserJet 4100 PS Find Printer. ..
Where: HPL1_upfac

Comment: [ Print to file
Print range Copies

f+ Al " Currentslide Mumnber of copies:
{ | J

" Slides: |

=
G oM

v Collate

L=l
C=1Cel

Preview

Ok

Canicel




Show:-aPresentation-Manually

Before you start showing a presentation, make sure you navigate to
the Title Slide (first slide) in Normal View.

Click on Show Slide icc @ #te bottom right corner of
PowerPoint window.

To advance a slide, click on mouse or press the right arrow key.
To show a previous slide, press the left arrow key.

Press Esc key to stop a presentation.

Use Slide ShowTooIb

B In Slide Show view, there are four tools shown at the bottom left corner.
B E E Go to the previous slide or next slide.

B Use a pen to draw on a slid

B Choose a slide to display.




Show-aPresentation Automatically

In Slide Show Tab,Set Up group, click on
Set Up Slide Show icon.

C h ECk | W Loop continuousky until 'Esc’ an d CI ICk O m K .

Two ways of showing a presentation
automatically.

B Show a presentation with eehearsed timing.

In Slide Show Tab, click orRehearse Timings.
9 Click the mouse to time the advancement of all slides.

1 Inthe end, clickres when prompted if you want to save the
tllr]&mg and you would like to save the rehearsed timing for all
slides.

Click on Show Slide icon to show the presentation.

B Show a presentation with set time on all
slides.

In Animation Tab, underAdvance Slide

CheckAutomatically After and select a time
such as 036 seconds.

UncheckOn Mouse Click .

Click onApply to All
frame to all slide.

Animations

Y
z
o]

slide show

Review

> | M5 Record Marration

.E)i'" Rehearse Timings

Set Up Hide -
clide Show' Slide ™ Use Rehearsed Timings
S5et Up
Set Up Show E] @
Shaw bype Show slides
(%) Presented by a speaker (Full screen) @ al
(O Browsed by an individual (window) () From: % | Toe k=
() Browsed at a kiosk (Full screen)
Show options Advance slides
v oopc O Marnwalky
[[] show without narration (%) Using timings, If present
[ shiow withaut animation Multiple manitars
Pen color: | I
[] show Presenter View
Petformance
[use hardware graphics acceleration
Slide show resalution: | Use Current Resolution ~

dh (Mo Sound] -
- 1M | Fast -

to apply 3 seconds time |

This 5lide

¥ Automatically AftED

Advance Slide

On Mouse Click

00:03

-

-



Turn Off the Timing

Turn off the rehearsed

timing.

Bln Slide Show Tab,selectSet
Up Slide Show icon.

Under Show Options
uncheckiLoop continuously
until OEscoO.

Under Advance slides, check
Manually.

Click OK..

Turn off a Set Time on all slides.
B In Animations Tah

B Under Advance slide , checkOn
Mouse Click ,and uncheck
Automatically after

B Click onApply to All

Animations Slide Show Review

4 :_J. = | k5 Record Marration
— = &’Rehearse Timings
Set Up Hide

Slide Show! Slide ¥ Use Rehearsed Timings

Set Up
Set Up Show &3
Show bype Show slides
(%) Presented by a speaker (Full screem) @ all
() Browese: d by an individual {window) ) From: S| 10: -

() Browsed at a kiosk (Full screen)

Show options

@Dp continuously until 'Esc’

[ 15how without narration

[ shows without animation

Multiple manitars

Pencolor: | R -
[] show Presenter Wiew

Slide show resalution: | Use Current Resolution “

Performance

[Juse hardware graphics acceleration

oK ][ Cancel l

b [[Mo Sound]
EE ]
- _—J-I_ Fast

- || Advance Slide

= -

) Automatically After: |00:04

-

o This Slide




Add Hyperlink

Hyperlinks can be added to texir a picture.
Highlight a word/phrase oa picture.
Click onlInsert Tab and click ondyperlink icon.

g'fﬁ:;\‘ﬁ H9-06V powerd7.pptx - Microsoft P

jﬁ} Haome Design Animations Slide Show Rewv
| e B8 B8 (P = i

Table Picture  Clip Photo Shapes SmartArt Chart

41

= art Album - -
Tables Illustrations
Typethe URL (web address) in thieddress box.
Click OK.

A hyperlink only works irSlide Show view.
B To test the hyperlink, click oslide Show i ¢ o n é

Insert Hyperlink

Link to: Text to display: |Microsof't Office

ScreenTip...
@ Look in: [3) Powerpaint - =
Existing File or | J @
Web Page % " disckfile Bookmark...
urren :
_ Folder EI. p2000
§ ] pathways
Place in This &8 .
Document Browsed ] FlUWErpo!htlhour
Pages EI. powerpoint
] powensp
] ] i
CreatsNew Regent ] trpowerpoint
Document Files pnew
Address: |htm:,|",|"u\"1\"1\'.miu'osoft. com j

E-mail Address

OK | Cancel




PowerPoint DrawingJools

NOoO |:||:|I |;ﬂ', £ Shape Fill =
1 ﬂ—L—L,E;PP ‘4} Ghlml : D_?Shape Cutline ~
In Home Taba DraWIn g GrOUp g% H"\.-"—\_{ } ﬁ - .-.‘-.rravnge S?},-I'-Ilulzcsk* ) Shape Effects -
B Selecta shape, draw a shape Drawing 5

Shape Fill, a color of a shape.

Shape Outline , color for an outline of a shape.
Shape Effects, an effect of a shape.

Quick Styles , a predesigned style of a shape.

In Insert Tabd Explore WordArt andSmartArt

B WordArt - selecta word art, click on the text box and
typetext .

B SmartArt- select a diagram and click on OK.

Choose a SmartArt Graphic
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» Change the size o shape

se to show non-seqy
' blocks of information. Maximiz: i
v ) harizontal and vertical display space for
v shapes.
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. In Design Tab

. Color, change to a new theme color.

BApplies to colors of text, hypertext, background
color, etc.

- Fonts, change to a set of new theme fonts.

. Effects, change to a theme effect.
BEffects only apply to pictures and shapes.



