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ECDL Approved Courseware

The ECDL Foundation has approved these training materials and requires that the
following statement appears in all ECDL Foundation approved courseware.

European Computer Driving Licence, ECDL, International Computer Driving Licence, ICDL, e-Citizen
and related logos are trade marks of The European Computer Driving Licence Foundation Limited
("ECDL-F") in Ireland and other countries.

Cheltenham Courseware is an entity independent of ECDL-F and is not associated with ECDL-F in
any manner. This courseware publication may be used to assist candidates to prepare for ECDL
tests. Neither ECDL-F nor Cheltenham Courseware warrants that the use of this courseware
publication will ensure passing of ECDL tests. This courseware publication has been independently
reviewed and approved by ECDL-F as complying with the following standard:

Technical compliance with the learning objectives of ECDL syllabus 4.

Confirmation of this approval can be obtained by reviewing the Courseware Section of the website
www.ecdl.com

The material contained in this courseware publication has not been reviewed for technical accuracy
and does not guarantee that candidates will pass ECDL tests. Any and all assessment items and/or
performance-based exercises contained in this courseware publication relate solely to this publication
and do not constitute or imply certification by ECDL-F in respect of ECDL tests or any other ECDL-F
test.

For details on sitting ECDL tests and other ECDL-F tests in your country, please contact your
country's National ECDL/ICDL designated Licensee or visit ECDL-F’s web site at www.ecdl.com.

Candidates using this courseware publication must be registered with the National Licensee, before
undertaking ECDL tests. Without a valid registration, ECDL tests cannot be undertaken and no
ECDL test certificate, nor any other form of recognition, can be given to a candidate. Registration
should be undertaken with your country's National ECDL/ICDL designated Licensee at any Approved
ECDL test certificate Test Centre.

Syllabus 4 is the official syllabus of the ECDL certification programme at the date of
approval of this courseware publication.

ECDL Foundation

Approved Courseware
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PR2.1. Getting Started

PR2.1.1.  First Steps with Presentations

PR2.1.1.1. Opening and closing Microsoft PowerPoint

Opening (starting) PowerPoint using the Start Menu
e Click on the START button.

e Click on All Programs.

¢ Click on Microsoft Office.

e Click on MICROSOFT OFFICE POWERPOINT. Normally PowerPoint will
start and display a 'Tip of the day’. If a 'Tip of the day’ is displayed, click on
the OK button within the Help popup menu to close the Help popup.

Closing PowerPoint

e Click on the CLOSE icon (the small cross at the top-right of the application
window).

PR2.1.1.2. Opening one or several presentations

Opening an existing presentation

o Start PowerPoint (and if necessary close the 'Tip of the day' help popup
menu, by clicking on the OK button within the Help dialog box).

¢ Click on the OPEN icon.

=

The OPEN dialog box is displayed. Normally you will see the MY
DOCUMENTS folder displayed. To open the file you require, click on the file
to select it and then click on the OPEN button. In this case open a
presentation called FIRST STEPS 0O1. You will see the following displayed.
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IE Microsoft PowerPoint - [FIRST STEPS 01] = E

@J File Edit View Insert Format Tools  Slide Show  Window  Help Type aquestion for help » X
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First Steps 01

Chettenham Coursewvare for Trainers

Click to add notes

== _ F Lock: OFF
ioran - [l favtostepes - N N OO A2 B E| M- Z-A-===0 aj (e o |

Slide 1 of 2 Default Design

Tools to help you with opening files

e You can use the icons across the top of the OPEN dialog box to help you in
locating and selecting the required file. Use the 'what is this’ help to display
more information about icons you are unfamiliar with. To use this help
feature, click on the question mark icon (at the top-right of the dialog box)
and then click on the item you wish to display a help popup about.

Look in: I workbook_files vl @ Q@ X Cu Ed -~ Tools~

Opening a recently used PowerPoint file

e A list of recently opened files is displayed under the FILE menu. You can
open these files by clicking on them. Try this now. You may find that few, if
any files are displayed at present, so you may want to repeat this later in the
course, after more files have been opened.

Selecting (& opening) a continuous block of files
¢ Click on the OPEN icon, which will display the Open dialog box.
e Click on the first file of the block which you wish to select
(in this case a presentation called DELIVERING PRESENTATIONS)

and then while depressing the SHIFT key, click on the last file of the required
block

(in this case a presentation called FIRST STEPS 01).
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When you release the SHIFT key the entire block will remain selected.

.
Open
Look jn: | 2= warkbook_Files [w| @ | @ X i B~ Tods~
‘_3 Mame [#]f
¥ B CHARTS 02
My Recert || B CHARTS 03
Documents
B CHARTS AND QBIECTS 01
E:“:} BB CHARTS AND OBIECTS 02
. B DELETING
|
Deskkop {5 | DELIVERING PRESEMTATIONS DELIVERING
2 IDESIGN TEMPLATES PRESEMNTATIONS
{ S pIsPLay el
< | DRAWN OBIECTS R
My Documents || ESInUPLICATE MOVE DELETE 01
) ] pUpRL
o8
. B FIRST STEPS 02
My Computer || B FIRsT STEPS 03 [
.‘-- -1 ES | | B
Ty Metwark ] o=
Places Files of type: | all PowerPaint Presentations | ™

e Click on the OPEN button to open the files.
e Close these presentations, one at a time, by clicking on the CLOSE
WINDOW icon (at the top-right of the window).

Selecting (& opening) multiple files which are not in a continuous block
e Click on the OPEN icon, which will display the Open dialog box.

¢ Click on the first file which you wish to select
(in this case a file called ANIMATION)
and while keeping the CTRL key depressed, click on the other files which you
wish to select
(in this files called DESIGN TEMPLATES and FIRST STEPS 01).
When you release the CTRL key, the selected files will continue to be

highlighted.
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Open
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‘_»5 4 ANIMATION i
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B DELETING

Crel ernram Compuer Traring
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\ 4| DESIGN TEMPLATES

Iy Documents @DISPLM

) DRawWN OBIECTS

. ].g £ DUPLICATE MOVE DELETE 01
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S |DUPLICATE MOVE DELETE 02 -
My Computer | | YRR TR ™
. File name: [ v em——

-
Iy Mebwork : —
_ Places Files of tvpe: | all PawerPaint Presentations 2] .

e Click on the OPEN button to open the files.

o Close these presentations, one at a time, by clicking on the CLOSE
WINDOW icon (at the top-right of the window).

o Close PowerPoint.

PR2.1.1.3. Creating a new presentation

Creating a new presentation when starting the PowerPoint application

e Start PowerPoint. A blank presentation will be displayed by default, as
illustrated below. You could at this point start to type in text, add pictures or
create further slides.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2007 www.cheltenhamcourseware.com



PAGE 10 - ECDL MODULE 6 (OFFICE 2003) - WORKBOOK

Microsaft PowerPoint - [Presentation1] B
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Example: "Prink more than one copy”
Open %

Click to add subtitle FIRST STEPS 01

ecdl_v4_modS_office_2003_slide

S More...

| create answ presentation...

Click to add notes
[E==
iopaw e |l || Auteshapes N\ N O M Al Bl & 0 - Z-A-==Z @ Ijg

slide 1 of 1 Default Design

In this case click on the area displaying the text 'CLICK TO ADD TITLE".
Enter the words "My very first presentation’.

Click on the area displaying the text 'CLICK TO ADD SUBTITLE".

Enter your name.

PR2.1.1.4. Saving a presentation to a location on a drive
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Saving a presentation
e Click on the SAVE icon. You should see the following.

Save As 1

Save in: i-___'__",_.M?f.Documents 'v' 3 - Q@Q X T B~ Tooks-

) 1Zh My music
S 'B (112} py Pickures
My Recent [=3My Skype Pictures
Documents

Deskiop
My Documents

-
L
My Computer

.._1} File pame: |1y PRES 01 ) -
My Metwork, FE—— 36 __
Places Save as type! | presentation s -. e

-

e Change the file name to MY PRES 0O1.

e Make sure that you are saving to the MY DOCUMENTS folder
(unless told otherwise by your tutor).

e Click the SAVE button to complete the file saving process.

Saving afile to a diskette (floppy disk)

NOTE: Many PCs are no longer supplied with a floppy disk drive. If your PC does not
have a floppy disk drive, you will not see an A" drive.

e Insert a blank, formatted floppy disk into PCs floppy disk drive.

e Click on the FILE drop down menu and select the SAVE AS command. A
dialog box will be displayed similar to the illustration shown.

e Click on the down arrow to the right of the SAVE IN section of the dialog
box, which will display a drop down menu, as illustrated.

g

L1

fla

e Select the 3 1/72 FLOPPY (A:) icon.
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e Click on the SAVE button and the presentation will be saved to the floppy
disk.

e Remove the floppy disk.

PR2.1.1.5. Saving a presentation under another name

Saving a presentation using another name

e Click on the FILE drop down menu and select the SAVE AS command and
within the dialog box displayed, enter a different file name (in this case MY
PRES 02).

e Click on the MY DOCUMENTS icon within the dialog box, to resave the file to
this folder on your hard disk.

=

Desktop

<y
Iy Dacuments
- - ]Ig

| =
%
My Compuker

e Click on the SAVE button (within the Save As dialog box) to re-save the file.
o Close the presentation.

PR2.1.1.6. Saving a presentation in another file type

Saving afile in a format other than PowerPoint format, such as RTF
e Open a presentation called FIRST STEPS O1.
e From the FILE drop down menu, click on the SAVE AS command.

e Click on the down arrow to the right of the SAVE AS TYPE: box, and select
the type of file format you wish to save the file as, such as OUTLINE/RTF.

?‘] File name: dave

Iy Metwark —
Places Save as BYPe! | Presentation

PMG Portable Mebwork Graphics Format e
TIFF Tag Image File Format b |
Device Independent Bitmap
‘indows Metafile
Enhanced 'Windows Metafile —
Cutline/RTF {lnd
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Enter a file name (in this case MY RTF PRES) and then click on the SAVE
button to save it in the required format.

Close the presentation.

Saving your file in a different PowerPoint version

This is useful where different departments within your organisation may be
using different versions of the Microsoft PowerPoint program. Later versions
of PowerPoint will be able to read presentations saved in earlier versions.
However if someone, using say PowerPoint 95, received a presentation,
formatted in say PowerPoint 2003, they would be unable to open the file. The
solution, in this case, is for the person using PowerPoint 2003 to save the file
in PowerPoint 95 format, as illustrated. (Note that some formatting features
may be lost in the process).

Open a presentation called FIRST STEPS O1.

From the FILE drop down menu, click on the SAVE AS command.

Click on the down arrow to the right of the SAVE AS TYPE: box, and select

the type of file format you wish to save the file as, such as POWERPOINT
95.

‘} File mare: dave

Tl Metwark
Places Save as bype! | precentation

Save

Cancel

y[<]l<

Presentation

Single File Web Page

‘Web Page

PowerFPaoink 95

PaowerPaink 97-2003 & 95 Presentation
Design Template b

Enter a file name (in this case MY 95 PRES) and then click on the SAVE
button to save it in the required format.

Close the presentation.

Saving a file as a template

A template is a special type of file which can be created once and customised
as required. It can then be recycled over and over again.

Open a presentation called FIRST STEPS O1.
From the FILE drop down menu, click on the SAVE AS command.

Click on the down arrow to the right of the SAVE AS TYPE: box, and select
the type of file format you wish to save the file as, such as DESIGN
TEMPLATE.

1} File name: dave

[y Mekwark
Flaces Save as EYPe! | presentation

‘Web Page

PowerPaint 95

PowerPaint 97-2003 & 95 Presentation
Desion Templake

PowerPoink Show

PowerPoint_Add-In h

Save

Cancel

B
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e Enter a file name (in this case MY TEMPLATE PRES) and then click on the
SAVE button to save it in the required format.

e Close the presentation.

Saving a presentation as image formatted files
e Open a presentation called FIRST STEPS 0O1.
e From the FILE drop down menu, click on the SAVE AS command.

¢ Click on the down arrow to the right of the SAVE AS TYPE: box, and select
the type of file format you wish to save the file as, such as GIF OR JPEG.

-
'_1:1 File name: dave
Iy Metwark
Places Save as Lype! | presentation

PowerPoint Add-In

GIF Graphics Interchange Format
JPEG File Interchange Format

PN Portable Metwork, Graphics Format
TIFF Tag Image File Format

Device Independent Bitmap bl

Save

Cancel

< ¢]

Enter a file name (in this case MY IMAGE PRES) and then click on the SAVE
button to save it in the required format.

Close the presentation.

Saving an entire presentation in Web format
e Open a presentation called FIRST STEPS O1.

e From the FILE drop down menu, click on the SAVE AS WEB PAGE
command. This will display a dialog box.

ile | Edit Wiew Insert

Mew. .

T

L L

]

open. ..
Close
Save

Save As...,

|5§ Save as \Web Page...

¢ Change the file name to MY FIRST WEB.

e Click on the SAVE button to save the presentation in a Web compatible
format.

¢ Close all open files.

e Click on the OPEN icon, and you will see that a folder has been created called
MY FIRST WEB_FILES. This folder contains the files which could be viewed
as web pages. Close the dialog box without opening any files.
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PR2.1.1.7. Switching between open presentations

Switching between open presentations

Open any three presentation files.

Each presentation which you open will be displayed as an icon within the
Windows Taskbar, (displayed along the bottom of your screen) as illustrated.

M | E3] Presentation] || 3] Presentationz 5 Presentations

To switch to the required presentation, simply click on the icon.
Close all open presentations.
Close PowerPoint.

PR2.1.1.8. Using Help

What is ‘Today's Tip’'?

By default PowerPoint will display a "tip of the day" each time you start
PowerPoint. If you take the time to read these tips as they are displayed,
then you will soon find that you are on the way to becoming a PowerPoint
expert!

Re-start PowerPoint and see if a "tip of the day" is displayed.

rP‘fcnu can change all of the bullets in )
your presentation by changing them
on the master. To go to the master,
point to Master on the View menu,
and then click Slide Master,

What is the Microsoft Office Assistant?

By default this friendly little creature will watch what you do and offer tips on
how to work more productively. You can ask it questions in plain English!
Occasionally the Office Assistant will display information on the screen. If you
are unsure about how to use PowerPoint you should always read the help
offered. You can choose to implement the tip, have it explained, or to ignore
the tip.
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Displaying the Office Assistant

o The OFFICE ASSISTANT is displayed by default. If the assistant has been
hidden you can reactivate it, select SHOW THE OFFICE ASSISTANT
command from the HELP menu.

Help

It_a‘] Microsoft OFfice PowerPoint Help FL

Shows the Office Assistant |_

Microsaft Cffice Online |
N Contack Us 3

Hiding the Office Assistant

¢ Right click on the Office Assistant and from the menu displayed, click on the
HIDE command.

" Hide

Options...

Choose Assistant. ..

Aanirnate!

e Re-display the Office Assistant before continuing.

Using the Office Assistant
o If necessary display the Office Assistant.
o Enter the words KEYBOARD SHORTCUTS, as illustrated.

wWhat would you like to do?

kevhoard shortouts|

Dptions Search

Q7
s
e Click on the SEARCH button. A task panel will open up to the right of your
presentation and display the following.
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E Microsoft PowerPoint - [Presentation1] o =28 >
P4 File Edt Wiew Insert Formak  Tools  Side Show  Window Help Keyboard shortcuts >

AN~ NN ENR= NN < NN WA RR A NN NN RN
-8 - B I U s |[E]= :
Slides X

- | |- Design | Mew Slide

 Gearch Results ¥ x

®1 8| a

For additional and updated content,
search Microsoft OFfice Online,

(@) Learmn more:

7 results

(@ Siide shaw keyboard shorteuts (2
l@ Kevboard shorbouks

l@ Assign o change a keyboard
arcelerator

(@ Mavigate between slides
during a presentation

(@ show or hide toolbar
ScreenTips

'@ Showe or hide shorkout keys in
ScreenTips

@1 Use a keyboard layout for a
specific language

e Click on a topic of interest, such as KEYBOARD SHORTCUTS. The screen
will change as illustrated.

=& &) Microsoft Office Powe... (= |0 B

Kevboard shorkouts - X NI =
! ﬁ . 45% s | @ ! = Showe All [:
= Design =] Mew Slide ! Keyboard shortcuts

To prink this topic, press TAB ko select
Show All, press ENTER, and then press

- | ] | & CTRL+P,

Search Results * =

Faor additional and updated content,

search Microsoft Office Online, Common Microsoft PowerPoint

tasks

l@l Learn more
P Move between panes

7 resulks » wWork in an outline

@ slide show keyboard shorkouts [1 P wark with shapes, pictures, and

- wiordart

@ Keyboard shortauts P Select text and objects

@) Assign or change a keyboard B Delete and copy bext and objects
arcelerator

) P Mave around in text

@) Mavigate betwesn slides )
during a presentation P Mave around in and work on tables -

. P Edit a linked or embedded object

i) Show or hide koolbar :
ScreenTips B Format and align characters and

_ paragraphs
(i) Show or hide sharkout keys in

ScreenTips P Run a slide show presentation

P EBrowse hyperlinks in a slide show

l@,l Use a kevboard lavout For a presentation

specific language

P EBrowse Web presentations
Other places to look

P Send a presentation in an e-mail

¢ Spend a little time investigating the help available, then close all Help dialog
boxes.

o Close any open presentations.
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The Help drop down menu

e Click on the HELP drop down menu and select the command which you
require. Remember that if you move the mouse arrow to the down arrow at
the bottom of the menu, the menu will expand to show all available
commands, as illustrated.

Help |
(@)| Microsoft OFfice PowerPaint Help F1

Shows the Office Assistant

I Microsoft Office Online
Contack Us

Check For Updates
Detect and Repair...
Ackivate Product. .,

Customer Feedback Cptions. ..

About Micrasoft OFfice PowerPoink

Microsoft PowerPoint Help

e Selecting this option from the HELP drop down menu will display a side panel
as illustrated.

=B
Kevboard shortcuts - n
8% nCy
7 -] Mew sSlide
! PowerPoint Help v x
Assistance
Search For:

Qé';j Table of Contents

Clay wermer )
.1 Office Online

e Enter your question, as illustrated (HOW CAN I INSERT A NEW SLIDE).

: PowerPoint HE'E v

Assistance

Search For:

How can I insert a new slide
&5 Table of Contents
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e Click on the SEARCH arrow to display Help results.

BCalE

E Microsoft PowerPoint - [Presentation2]
@] File Edit ¥ew Insert Format Tools  Slide Show  Window Help keyboard shorbcuts - 3
RNE=N" NEIRE RN A - NN - A RACRal T R= NN N = s '\@!

i arial -4 | B I U S |=

Cutline ¥ Slides %, X

1

= | A - | [ Desion ) hew Slide .
{ Gearch Results r X

Unable ta connect ko Micrasoft Office
Orline.

sl

(@) Learn more

20 results

- -
@) Insert anew slide -

(@) Insert a slide master or title
masker

(@) Create 2 new presentation
from an existing one

shortcuts

@ Split body text onko bwo slides

P e

(@ Troublzshoat slide masters

(@ add or remove slides in &
custam shiow =

Click to add subtitle

(@) About the slide mastsr
@ Apply & slide layout

(@ About retaining slide
Farmatting when copying

@ Duplicate a slde master

[@) nhout the title master

grtext from another file &

e Select the required option, in this case click on INSERT A NEW SLIDE. The
instructions will be displayed, as illustrated.

| € Microsoft Office Powe... I._HE]E
kevboard shortcuts - X e =

iﬂ ﬁ . 45% T | @ H = Show all
~ | [ Design -] New Slide B Insert a new slide

1. Toinsert a new blank slide, do either

: Search Results v x of the Following:

» (Cn the Formatting toolbar, click
e |12
For additional and updated conkent, New Slide '

search Microsoft Office Online, » With the insertion point in the

.@. Leatn more Outline or Slides kab, press
Enter,
20 It
i 2. Inthe slide Layout task pane, click
@ Insert a new slde o the laryout you want.
P Tips

@ Insert a slide master or title
masker

I@ Create a new presentation

Microsoft Office Online

e Clicking on this option under the HELP drop down menu will display the
Microsoft on-line web site. If you have an Internet connection experiment and
see what sort of help is available.

Activate Product

¢ When you first install the product you need to use this option to make
PowerPoint work properly. Microsoft force you to use this option in an
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attempt to stop people making illegal copies of the product. If the product
has already been activated, you will see the following dialog box. Try this
now.

- =,

Microsoft Office PowerPoint

-
“ll) This product has already been ackivated.

Detect and Repair

e WARNING: DO NOT RUN THIS DURING YOUR EXERCISES.
Selecting this option under the HELP drop down menu will display the
following dialog box.

-

Detect and Repair

'Detect and Repair..." will automatically find and Fix errors in all Office files,

Curing khis process wou may be asked ko provide the installation source andfor exit open
applications,

Restare my sharkouks while repairing
[ ] piscard my customized settings and restore defaulk settings

Cancel

WARNING: DO NOT CLICK ON THE START button now but click on the
CANCEL button. Simply remember what this Help does and how to access it.
This option should never be used unless you are confident that you
understand the implications of using this option.

About Microsoft PowerPoint

e Clicking on this option under the HELP drop down menu will display the
following dialog box. This screen will display the exact release version of the
application. It will also display your Product ID (removed in the illustration for
security reasons). Try this now.
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- -

About Microsoft Office PowerPoint

Microsoft® Office PowerPoint® 2003 [11.5529,5606)
Part of Microsoft Office Professional Edition 2003
Copyright © 1987-2003 Microsoft Corporation. Al rights reserved.

Portions of Intemational CorrectSpell™ spelling correction system € 1993 by Lemout & Hauspie Speech
Products M.\, All rights reserved, French spelling checker and dictionaties @ 1994-2000 SYMNAPSE
Déweloppernent, Toulouse (France), all rights reserved, French thesaurs and application @ 1994-2000
S¥HAPSE Développernent, Toulouse (France), All rights reserved, Spanish Spelling Engine & 1993-2002
by SIGMUM Cia, Leda, Quito, Ecuadar, &ll rights reserved, Spanish Thesaurus Engine & 1393-2002 by
SIGRIUM Cia, Lida, Quite, Ecuader, &l rghts reserved.

This product is licensed to:

‘Wiew the End-User License Agreement

\Warning: This computer program is prokected by copyright law and international
treaties, Unautharized reproduction or diskribution of this program, or any portion of

it, may result in severe civil and criminal penalties, and will be prosecuted ko the
o U7 P ! ® Systerm Info..,

maximur extent possible under the law,
Tech Suppatt, ..

Disabled Items...

o Close all open presentations and then close PowerPoint.

PR2.1.1.9. Closing a presentation

Closing a presentation
e Open a file called FIRST STEPS 0O1.
e Select CLOSE from the FILE drop down menu

BE X
-

Close wWindow

Iks

OR click on the CLOSE WINDOW icon displayed at the top-right of the
presentation window. Be sure to click on the CLOSE WINDOW icon, (nhot the
CLOSE icon). The presentation will be closed and the screen will be cleared.

PR2.1.2.  Adjusting Settings
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PR2.1.2.1. Using the Zoom tool

Zooming a presentation using the Zoom icon
e Open a file called ADJUST SETTINGS.

e The Zoom feature allows you to enlarge or reduce the view of a page on the
screen. You can display the whole page, or just a section of it. Use the ZOOM
icon on the Standard toolbar to quickly zoom to certain settings. Click on the
down arrow next to the Zoom icon to display a drop down list of pre-set
screen zoom values. You can enter any value you like; you do not have to
accept the values offered to you.

BE% ~|

400%:
300%:
200%:
150%
100%:
5%
B6%
S0%
33%
259%
Fit

o Experiment with viewing the slide using different Zoom settings.
¢ Reset the ZOOM setting to FIT.

BE% |

400%%
300%
200%%
150%:
100%:
5%
B6%
0%
3%
25%
Fit

=

PR2.1.2.2. Displaying or hiding toolbars

Displaying or hiding a toolbar

o To display a toolbar, select the TOOLBARS command from the VIEW drop
down menu to display the TOOLBARS drop down menu. A list of toolbars is
displayed. Choose the TOOLBAR you want to display by clicking on it from
the list. Experiment with displaying different toolbars.
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Skandard
Formatking
Control Toolbox
Drawing
Cutlining
Picture
Reviewing
Rexvisions
Tables and Borders
Task Pane
Wisual Basic
Weh
Worddrt

Cuskomize. .,

¢ Before continuing make sure that the only two toolbars displayed
are STANDARD and FORMATTING.

PR2.1.2.3. Modifying basic options

Setting preference options
e Click on the TOOLS drop down menu and select the OPTIONS command.

TO SET THE USER NAME:

Select the GENERAL tab, and enter your name in the NAME and INITIALS
section of the dialog box. Once set this means that PowerPoint can use the
stored information at a later date. Enter your details now.

Options E]

Save Securiby Spelling and Style
Wiew @eneral Edit Print

General options
[]Provide Feedback with sound to screen elements
[“]Recently used file list: |4 (e EMtriES
Link sounds with file size greater than | 100 :3: Kb
User infaormation

Mame: | David Murray

Initials: |00

TO SET THE DEFAULT DIRECTORY:

Select the SAVE tab, and enter the default file location within the dialog box.
Once set this means that open and close dialog boxes will point to the
specified folder. In this case do not change the default file location, simply
remember how to do this if you wanted to change this location in the future!
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Options

Wig General Edit Print

Save Security Spelling and Style

Save options

Allow Fast saves
[JPrompt for file properties

Save futoRecover info every |10 ) minukes
Conwvert charts when saving as previous version

Save PowerPoint files as:

PowerPaint Presentation v

Default File location:

[:YDocuments and SettingstDavid\ My Documents),

e Close all open dialog boxes.
e Close PowerPoint.
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PR2.2. Developing a Presentation

PR2.2.1. Presentation Views

PR2.2.1.1. Understanding the uses of different presentation view
modes

Changing presentation views

e Just above the Windows Status Bar, at the bottom-left of the screen, you will
see the PowerPoint View icons. These are used to change the view of the
PowerPoint presentation on which you are working. Simply click on the
required view icon.

[H) 2o

THE VIEWS AVAILABLE ARE:
- Normal View

- Slide Sorter View

- Slide Show View

PR2.2.1.2. Changing between different presentation view modes

Changing to Normal View

e Open a file called PRESENTATION VIEWS.

e When in NORMAL view, you will see a representation of the slide. Below it is
an area for adding speaker’s notes and to the left is a representation of the

presentation in Outline view. This is the most versatile view of a presentation
when editing and reviewing changes. Try it now.
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Presentation Views

PowerPoint

1=

Changing to Slide Sorter View

e This view shows all the slides laid out on the screen, and within this view you
can use 'drag and drop' techniques to reorder the slides. Try it now.

it - CEE
D) B B Pew Gt Fora Dok SkeSow ek Hen Veroond shortauts

- x
|5 64 o Lol Gl G ) e | o Toansten, o Degen .m»w.l

]

=1= R e

Changing to Slide Show View

e The Slide Show view displays the presentation as an on-screen show. This
allows you to see the presentation in the same format in which it will be
presented to an audience. Try it now.
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Views Available

» Normal View

« Outline View

+ Slide View

« Slide Sorter View

=

Changing between slide and outline view

¢ In Normal view you can select to display slides or a presentation outline down
the left of your screen, using the Outline or Slides tabs, as illustrated.

lEl Microsoft PowerF
(] Fle  Edit  wiew
RN REYUEN

i prial -

/"[Iutline . Slides Y

DT i ae——— =Ty} IR e B, e e e e

IFETRVII S A S—— - | F Y L |
r) chemipamum T T T TET———

Views Available

« Normal View

* Culine View

* Shide View

* Shde Sorter View

+ Normal View
* Outline View
« Slide View

+ Slide Sorter View

sl s s OO MAQSA > dmsEaa]

[ a0t e
COM T TN == R W I T o A W |
it pr—

o Close the presentation.

PR2.2.2. Slides

PR2.2.2.1. Adding a new slide with specific slide layout

To add a new slide with a specific slide layout (using the New Slide icon)
¢ Open a presentation called SLIDES 01.
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e Click on the NEW SLIDE icon.

e From the SLIDE LAYOUT task pane (displayed down the right hand side on
the window), select the required slide layout. In this case select TITLE AND
2-COLUMN TEXT. The screen will change, as illustrated.

@ Microsoft PowerPoint - [Presentation1] u@z
E;] File Edit “iew Insert Format  Tools  Slide Show  Window  Help Type a question for help = 2
ARNEA= BENENE RER kA YRR AN AR M= NN 8 0 MNEN |

: Al -8 B 7 U S|E[=E=] - - A a7 | = =] A -] esion | newside |

slides °,_% e i slide Layout v >
. © |8 | &

Apply slide layout:

Click to add title

1>

» Click to add text

|

| Content Layouts

PR2.2.2.2. Changing between built-in slide layouts

To apply a different slide layout to a slide

¢ You will see various slide layouts displayed in the Task Pane to the right of
the screen (if the task pane had not been displayed, we could have displayed
it by clicking on the FORMAT drop down menu and selecting the SLIDE
LAYOUT command).
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: slide Layout v

Apply slide layout:

Texrt Layouts

H &
(L
E & |||28ES
L R[5 L5

EE ER R ER
N EE 1E8

e Experiment with applying different slide layouts.
e Save your changes and close the presentation.

PR2.2.2.3. Changing background colour on specified slide(s) or
all slides

To change the background colour of a selected slide.
¢ Open a presentation called SLIDES 02.
o Make sure that the first slide of the presentation is displayed.

¢ Click on the FORMAT drop down menu, and select the BACKGROUND
command. This will display a dialog box. Select the required colour (in this
case select a pale green colour).
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-,

rBax:k;grnund

Backaround Fill Apply b Al
. .
Title of Slide Apply

+ Bullet text

=
[v]

[ | Aukonmatic | cher
— HE N H =
Mare Colars., ..
Fill EFfects...

e To apply this background colour to the selected slide, click on the APPLY
button.

e Save your changes and close the presentation.

To change the background colour of every slide within a presentation
¢ Open a presentation called SLIDES 03.
e Make sure that the first slide of the presentation is displayed.

e Click on the FORMAT drop down menu, and select the BACKGROUND
command. This will display a dialog box. Select the required colour (in this
case select a pale green colour).

= =

Background

Background Fill Apply to Al
 Title of slide ey

+ Bullet bext

= Hllly
[v]

il | Autornatic | sker
1 NN NN
More Colars., ..
Eill EFfects. ..

e To apply this background colour to all the slides within the presentation click
on the APPLY TO ALL button.

e Save your changes and close the presentation.

To change the background colour of multiple selected slides simultaneously
e Open a presentation called SLIDES 04.
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Let’s say that you have a slide show made up of many slides and that you
wished to change the background colour of some of the slides. To do this,
you need to first select the slides which you wish to format with the
background colour. Click on the SLIDE SORTER VIEW icon (bottom-left of
your screen). Click on the first slide which you wish to select. While
depressing the CTRL key, click on the other slides which you wish to select.
In this case select all the slides displaying the title 'CHANGE THE
BACKGROUND COLOUR OF THIS SLIDE’', as illustrated.

[=] Microsoft PowarPoint - [SLIDES 04] =)=
i3] Fle Edt View Insert Format  Tools  SigsShow  Window Help Type a question for help -
RN RN e MR N e | |JE[al i m s Y HERcA= | (3 Transtion = Design =) ew Sl |
: gji -
CHANGETHE BACKGROUND D0 HOT CHANGE THE CHANGETHE BACKGROUND D0 NOT CHANGE THE : Slide Layout
COLOUR OF THIS SUDE BAC KGR OUND COLOUR OF COLOUR OF THIS SUDE BACKGROUND COLOUR OF ®|®|a
THIS SUDE THIS SUDE

Apply slide layout:

Text Layouts ]
——
—
1 2 3 4
CHAHBETHE BACKGROUND 00 HOT CHANGE THE CHANGETHE BACKGROUND DO NOT CHANGETHE A
COLOUR OF THIS SUDE BACKBROUND COLOUR OF COLOUR OF THIS SUIDE BACKGROUND COLOUR OF  Emmmm e
THIE SLDE THIE SLDE - — e
Content Layouts
H &
LS
o
5 ] T 8

When all the required slides are selected, click on the FORMAT drop down
menu, and select the BACKGROUND command. This will display a dialog
box.

Select the required colour (in this case select pale green).

To apply this background colour to the selected slides, click on the APPLY
button. The screen will change as illustrated.

[2] Microsoft PowerPaint - [SLIDES 04] =J=jk
(0] Fle Edit Wew Insert Format ook SlideShow  Window  Help Type & question for help
R R=A = BN ET NN A N |90 =Pl mee - @ BiE e ) | 8 Teanstion (= Desion = e side )
: o -
CHANGETHE BACKGROUND D0 HOT CHANGETHE CHANGETHE BACKGROUND 00 HOT CHANGETHE : slide Layout 1
COLOUR OF THIS SUDE BACKGROUND COLOUR OF COLOUR OF THIS SUDE BACKGROUND COLOUR OF ®|@|h
THIS SUDE THIS SUDE
Apply slide layout:
Text Layouts ]
1 2 3 4
CHENGETHE BACKGROUND D0 NOT CHAMGETHE CHANGETHE BACKGROUND 00 HOT CHANGETHE ) -
COLOUR OF THIS SUDE BACKGROUND COLOUR OF COLOUR OF THIS SLIDE BACKGROUND COLOUR OF ussmm—" Hiedl| s
THIS SUDE THIS SUDE SR [
Content Layouts
H 8
5 6 7 8 W =

Click on the NORMAL view icon and review your changes.
Save your changes and close the presentation.

PR2.2.3. Using Design Templates
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PR2.2.3.1. Applying an available design template to a
presentation

To apply a design template

e Open a presentation called DESIGN TEMPLATES.

e Click on the FORMAT drop down menu and select the SLIDE DESIGN
command, which will display the SLIDE DESIGN task pane down the right
side of the window.

||@ Microsoft PowerPoint - [DESIGN TEMPLATES] E]%
D8] Bl Edt View Insert Format  Took  Slide Show  Window  Help Type a question far help ~ X
AN =A™ BN T BN SN RN ARG =R RN N MNCHN |

i riel 218 < B 7 U 8 |[E|= === A 4= = A -] 0esion e Slele

slides % * { slide Design - x

1

aApply a design template:
Used in This Presentation  |**

Design Templates

Click to add subtitle

Click to add notes

EER
iDtEW'IAgtDShaDES' N wOOkFEd 8@ S-d-A-=== @ =

Slide 1 of 3 Default Design

e Select the Slide Design required. In the example shown we have selected the
FIREWORKS Slide Design (you may have to scroll down to see this one). Try
applying this design template now and explore the effect.
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[E Microsoft PawerPoint - [DESIGN TEMPLATES] [mE==
HE] Fle Edt View Inset Format  Took  SlideShow  Window  Help Type 3 question for help + x
RN~ BN ENE= NN A WP N S AN B |6l O 2 2 ) IE A i il % RGN |

: prial Black -1 -|B I U § |§§\ = = A A= = A oy Desan (o uswsiie B

* : Slide Design v x

&8 |h

&) Design Templates
[sa} Color Schemes
% Animation Schemes

Apply a design template:

e

Click to add notes

£ Browse...

Ex=w
ED[aw'|AgtDEhapEs‘ N wNoFEde Bl h-#-A-=—< 0 @
Slide 1 of 3 Fireworks =% )

PR2.2.3.2. Changing between available design templates

To change to a different design template

Experiment with applying different design templates to your presentation.
Save your changes and close the presentation.

PR2.2.4. Master Slide

What are Slide Masters and Design Templates?

Slide Masters are basically templates which are used to create a new
presentation. Click on the FILE drop down menu, and then click on the NEW
command. The NEW PRESENTATION task pane is displayed down the right-
hand side of the screen. Select General Templates and by default the
GENERAL tab is displayed, which contains the default template entitled
BLANK PRESENTATION. However if you investigate the other tabs, such as
PRESENTATION DESIGNS or PRESENTATIONS, you will see other
templates. You can use the existing PowerPoint templates or create new
ones.

Each presentation which you create will be based on an existing template,
often the default Blank presentation template, and it is this template which
defines what sort of background colour and graphics will be used in the
presentation, along with the positioning of the text as well as the formatting
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used by the text. Information such as the type of bullet used will be stored
within the template file.

Each template file contains what are called “Masters” which define how the
different views will be formatted, i.e. you have a Slide Master, an Outline
Master, A Notes Master and a Handouts Master.

A Slide Master helps you impose a consistent look and feel on all the
presentations which you produce. You can however override the master
settings for an individual slide. You can also customise the master settings as
used by a particular presentation file.

PR2.2.4.1. Inserting or removing a graphic into a master slide

To

insert a picture into a master slide

Open a presentation called DISPLAY, an existing presentation within
PowerPoint. This presentation is based on a slide master, which displays a
small picture of a computer in the top-left corner of the slide, as illustrated.

Bl

Try clicking on this picture and you will find that you are unable to select it in
the normal way.

To switch to master view, click on the VIEW drop down menu and select the
MASTER command. From the submenu displayed, select the SLIDE
MASTER command, which will display the underlying slide master for the
presentation.

Wigw | Insert  Format  Tools  Slide Show  wWindow  He
a Marmal En [ Jf| = -|‘
— Slide Sorter |§ = | i= i= ]
= & Slide Show F5
1
—| Master 4 || Slide Master |

M| Colorfcrayscale » Handout Masker

Toolbars 3 Mokes Master
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e The screen will change as illustrated.

[ Micrusoft PowerPaint - [DISPLAY] BE=|
D8] Bl Edt View Insert Format  Took  Slide Show  Window  Help Type a question far help ~ X
EIRN=A" RENTENR= NNk A=Y =N A DB E | IE b ] ee% MINCN |
i arial .18 3| B I U 8 |§ == = | A W A o Desion (o New S Haster [
Ty [ —— - : glide Design - x
T ©|0| A
| |52 @ E | ceserastervien | ) Design Templates
_ s} Color Schemes
X - - Sk Animation Schemes
ack to edit Master title style
Title Area for Autolayout: Used in This Presentation | ™
* Click to edit Master text styles
—Second level R
+ Third level
— Fourth level
» Fifth level Available For Use
Ohiect Area for AdtoLayouts
dateftime doaten E3
H Date Area’ : Footer Area; : Humber Area’
b4
e £3 Erowse. .
iDtEW'IAgtDShaDES' NN O PR 4l e @l - d- A === @ =
Slide Master Default Design

e We are going to insert a picture of another small computer, in the bottom-
right of the slide master. To do this click on the INSERT CLIP ART icon
(within the Drawing toolbar).

=P R

Insert Clip .ﬁ.rtr

e Enter the word COMPUTERS into the SEARCH TEXT box and click on the
GO button. PowerPoint will display clip art which matches your criteria. To
insert the clip art, click on the image.

e Once the required graphic has been inserted, re-position the graphics and re-
size it so that it is displayed at the bottom-right of the slide.

o Switch back to the normal slide view by clicking on the NORMAL VIEW icon,
displayed at the bottom-left of your PowerPoint screen.

hEE=E

¢ You will find that if you press the PAGE DOWN or PAGE UP keys, the new
picture is displayed at the bottom of all the slides.
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To insert an image (from afile) into a master slide

e Click on the VIEW drop down menu and select the MASTER command. From
the submenu displayed, select the SLIDE MASTER command, which will
display the underlying slide master for that presentation.

o Click on the INSERT drop down menu and select the PICTURE command.
From the submenu displayed, select FROM FILE.

Insert | Format  Tools  Slide Show  wWindow — Help

)| Mew Slide  Chrl+M = A - - | @ s |

Slide Mumber | i= = | A" a7 |

(1
(il

Date and Time. ..

| Fickure ] | (8] Clip art... =
#% Diagram... l& FErom File... |
A Text Box i Autoshapes
Movies and Sounds *dl Wordart, ..
{ :
[l chart... st Organization Chart
| Tahle... ¥

Select the COMPUTER image file and click on the INSERT button.
Once the required graphic has been inserted, re-position and re-size the
picture so that it is displayed as a small picture at the top-right of the slide.

Switch back to the normal slide view by clicking on the NORMAL VIEW icon,
displayed at the bottom-left of your PowerPoint screen.

To insert adrawn object into a master slide

e Click on the VIEW drop down menu and select the MASTER command. From
the submenu displayed, select the SLIDE MASTER command, which will
display the underlying slide master for that presentation.

¢ Display the drawing toolbar, and create a drawn object, i.e. AutoShape (in
this case insert a smiling face).

&%3 Lines 3
:‘ﬂ Conneckors *
Basic Shapes N

|§> ;Iock ﬂrr:ws 3 | DOy <>

To| Elowchart [ & O & I\_\

;Zg,, ;tars and Banners 3 g % S S

%ﬁ Callouts » @ .

_‘B Action Buttons [ P % W 7
Bk More AutoShapes. .. -, Smiley Face E
tpraw - [l [ [auoshepes =[N N IO () { )

P T T

e Once the required graphic has been inserted, reposition and resize the object
so that it is displayed as a small graphic at the bottom-left of the slide.
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Switch back to the normal slide view by clicking on the NORMAL VIEW icon,
displayed at the bottom-left of your PowerPoint screen.

To

remove a graphic from a master slide

Switch to Slide Master view (by clicking on the VIEW drop down menu,
selecting MASTER, and then from the submenu displayed selecting SLIDE
MASTER).

Select the image which you wish to remove (any image will do).
Press the DEL key to delete the image.

Switch back to the normal slide view by clicking on the NORMAL VIEW icon,
displayed at the bottom-left of your PowerPoint screen. Verify that the
deleted graphic has indeed been deleted.

Click on the UNDO icon to reverse this deletion.
Save your changes and close the presentation.

PR2.2.4.2. Adding text into a footer of specific slides or all slides
in a presentation

To

add footer text to a presentation
Open a presentation called FOOTERS AND NUMBERING.

Click on the VIEW drop down menu and select the HEADER AND FOOTER
command, which will display a display box. If necessary select the SLIDE
tab.

-

Header and Footer

Slide | Mokes and Handouts

Include on slide Apply to Al
) Update automatically Apply
Preview

(%) Fixed

[ slide number S
Ecu:uter 'j::::::::,:‘

[ ]oon't show on title slide
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Click on the FOOTER check box and enter the footer text which you wish to
be displayed (in this case enter your name as the footer).

Click on the APPLY TO ALL button to add the footer to all the slides within

the presentation.

Use the PAGE UP and PAGE DOWN keys to verify that the footer appears

on every page.

NOTE: If you had just wanted to apply the footer to a particular slide, you
would have selected that slide and used the APPLY button rather than the
APPLY TO ALL button.

PR2.2.4.3. Applying automatic slide numbering and dating

To

add automated slide numbering to a presentation

Click on the VIEW drop down menu and select the HEADER AND FOOTER
command, which will display a display box. If necessary select the SLIDE
tab. To apply automatic slide numbering, click on the SLIDE NUMBER
button within the dialog box.

[] slide number

Click on the APPLY TO ALL button to add the footer to all the slides within
the presentation.

NOTE: If you had just wanted to apply the footer to a particular slide, you
would have selected that slide and used the APPLY button rather than the
APPLY TO ALL button.

To

add the time and date to a slide

Click on the VIEW drop down menu and select the HEADER AND FOOTER
command, which will display a display box. If necessary select the SLIDE
tab.

To apply an automatically updating date, click on the UPDATE
AUTOMATICALLY button within the dialog box. If you do not wish the time
and date to be automatically updated, make sure that this option is not
checked.

() Update automatically

Click on the APPLY TO ALL button to add the footer to all the slides within
the presentation.

NOTE: If you had just wanted to apply the footer to a particular slide, you
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would have selected that slide and used the APPLY button rather than the
APPLY TO ALL button.

e Save your changes and close the presentation.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2007 www.cheltenhamcourseware.com



PAGE 40 - ECDL MODULE 6 (OFFICE 2003) - WORKBOOK

PR2.3. Text and Images

PR2.3.1. Text Inputting and Formatting

PR2.3.1.1. Adding text into a presentation in standard or outline
view

To add text to a slide in Normal (standard) view
e Open a presentation called FORMATTING O1.
e Click on the NORMAL view icon (bottom-left of your screen).

The screen layout will be similar to that illustrated.

2] Microsoft PowerPaint - [FORMATTING 01] BE=]
(M) Fle Edit wiew Insert Formst Tools SidsShow Window Help Type a guestion for help = X
HIRNE=N" NENIENR= NN A Q[ ;N A - |Gl L | IE SA g [l s RN |
: Arial -18 -|B I U § IE =iz 0= | A0 4| = S| A - | =pesn I e Slide |
Slirdes Y530 . : Slide Design v x
1 ®|®|a
il Design Templates
; Color Schen
d i, Animaion Schem:
2 Jra— Apply a design template:
e | Used in This Presentation |
3 [
ERESTRS : H H
) Click to add title
Click to add subtitle
v
Click to add notes g
=
iowes [l ] avoshepes= N s DO H A G @@ >-ZHA-===a df

Slide 1 of 3 Default Desian | jne color
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e Click within the TITLE area and a text box is displayed.

o
CrOTRS

o Enter your text (in this case your name).

David Murray

>
Z
Z
&
Z
%
&

LE R MR

To add text to a slide in Outline view

¢ When you click on the Normal icon (bottom-left of your screen) the screen is
displayed in Normal view. If you look carefully, you will notice that OUTLINE
and SLIDES tabs are displayed to the left of the screen.
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@] Microsoft PowerP:
(] Fle  Edit  Wiew
HRN=A" BENENR

i prial -

/ outline ¥ slides \i
1 I I

Click on the OUTLINE tab to display the presentation in outline view, as
illustrated.

|@ Microsoft PowerPoint - [FORMATTING 01]
g] File Edit Wiew Insert Format  Tools  Slide Show  Window  Help

N EHR R ERIZEI A B Fe o T8 Easm el
: il -4 B I U S|EE|Z= A A= =] A | Desion 5 bewside
Outline * Slides X
1@ David Murray

2 PowerPoint
= Powerful
= Easy to lean
= Easy to use

3 Slide Shows
= Your can display your presentation
as a slide show using transition and
animation effects

= Easy to crate professional looking & Da\”d Murraw

presentations!

B S e ]

You can enter new text, or edit existing text, in the same way that you would
enter text into a word-processing program, i.e. just click within a text box
and start typing. Experiment with inserting and editing text within the
presentation.

PR2.3.1.2. Editing slide content or notes pages contents by
inserting new characters or words

edit slide content

Click on the NORMAL view icon.

Use the same editing techniques which you would use within a word-
processor.

TO INSERT TEXT: Click at the point you wish to insert text and start typing.

TO OVERWRITE EXISTING TEXT: Select the text you wish to replace with
new text.

Start typing and the new text will replace the old text.

Experiment with editing and inserting text into your slides.
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To edit text on a notes page

To edit notes pages, use the same techniques as above, and edit the notes
text which is displayed under the slide in NORMAL VIEW (in the area
displaying the text CLICK TO ADD NOTES). Experiment with adding notes
to a few slides (any text will do).

Click to add notes

Save your changes and close the presentation.

PR2.3.1.3. Changing text appearance including font size and type

To change the font type used by selected text

Open a presentation called FORMATTING 02.
Select the word 'FORMATTING' on the first slide.

l@ Microsoft PowerPoint - [FORMATTING 02] | =2 m
(] Fle Edt Wew Insert Format  Tools  Slide Show  Window  Help Type a question for help » X
NN NN NENe A N PN M RN NN N R |
: arial -4 -|B I U S§|E | A" a7 | = = | A - | #Desion i bew side |0
Sid ]
1
mmmmm g
d

Formatting

“n el

Click to add notes

[E==
i Draw - [ g || Autoshapes> N\ W (DO A Al 2 8] g | 0 -2 - A-== @ =N

slide 1 of 3 Default Design

Click on the down arrow next to the FONT field in the Formatting toolbar.
Select a different font from the list displayed. Experiment with applying other
fonts.
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||,g=| Microsoft PowerPoint - [FORMATTING 02]
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To change the font size used by selected text
e Select the word 'FORMATTING' on the first slide.

¢ Use the Font Size control in the Formatting toolbar to apply a different font
size. Experiment!

i [-]| B
-

e You can also use the toolbar icons INCREASE FONT SIZE and DECREASE
FONT SIZE. Experiment!

A A

PR2.3.1.4. Applying text formatting such as bold, italic or
underlining

To format using Bold, italic or underlining
o Select the word 'FORMATTING' on the first slide.

e You can change the font style by clicking the BOLD, ITALIC, UNDERLINE
and SHADOW icons from the FORMATTING toolbar. Experiment!

B 7 U §
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PR2.3.1.5. Applying case changes to text

To change text case

e Select the word 'FORMATTING' on the first slide.

e Click on the FORMAT drop down menu and select the CHANGE CASE
command.

¢ From the dialog box displayed, select the required option and click on the OK
button to apply the case formatting. In this case apply UPPERCASE.

f = =]

Change Case
(¥)gentence case: oK

) lowercase

{JUFPERCASE
() Title Case

() bOGELE cASE

PR2.3.1.6. Applying different colours to text

To change the Font colour
e Select the word 'FORMATTING' on the first slide.

e Click on the down arrow next to the FONT COLOR icon on the Drawing
toolbar.

e Select the required colour from the drop down displayed. Experiment!

|é - | =z Design =] Mews Sli

[ | Autornatic
HEEC .

More Calors, .,

e To see other colours click on the MORE COLORS command. This will allow
you to select more colours, or define your own colours. Experiment with
applying some colours of your own creation!
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PR2.3.1.7. Applying shadow to text

To add a shadowed effect to text
e Select the word 'FORMATTING' on the first slide.
e Click on the SHADOW icon on the Formatting toolbar.

PR2.3.1.8. Aligning text

To change paragraph alignment
e Click within the word 'FORMATTING' on the first slide.

e Experiment with using the ALIGN icons in the toolbar. There are several
options available.

CHOOSE FROM THE FOLLOWING:

LEFT: Text is aligned flush with the left-hand edge of a text object (the
default).

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2007 www.cheltenhamcourseware.com



PAGE 47 - ECDL MODULE 6 (OFFICE 2003) - WORKBOOK

RIGHT: Text is aligned flush with the right-hand edge of a text object.

CENTRE: Text is centred horizontally between the left and right hand edges
of a text object.

centre text top and bottom

By default text boxes automatically wrap and re-size to fit the text within
them. However if you wish to set the formatting to align any text within a
text box to centre vertically, i.e. between the top and bottom of the text box,
then this is how you would do it.

Click within the text box on the first slide, containing the text ‘Cheltenham
Courseware Ltd'.

Right click on the text box to display a popup menu and select the FORMAT
TEXT BOX (or FORMAT PLACEHOLDER) command.

g6 | Cut

S31| Copy

[ Paste
Save as Pickure, ..
Edit Text

A Font...

:= | Bullets and Mumbering. ..
Grouping 3
Crder 3

Set Autoshape Defaults
2 Cuskom Animation. .,

Action Setkings. ..

|% Faormat Placehalder. ..

& Hyperlink. ..
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This will display the Format dialog box. Select the TEXT BOX tab.

~

Format AutoShape
Colors and Lines Size Position Web
Text anchaor paoint: Middle

Inkernal margin
Left: 0,25 cm $ Top: 013 cm $

=

Right: 0.25cm |4 Bottom: 0.13em |3

Whord wrap text in Aukoshape
[ ] Resize Autoshape ko fit text
[ ] Rraotate bext within AutoShape by 90°

[ Ok ][ Cancel ]

From the TEXT ANCHOR POINT section of the dialog box, use the drop
down arrow to select MIDDLE CENTRED.

Format AutoShape
Colars and Lines Size Position Text Box Weh
Text anchor point: Middle
) Top
Internal margin Middle
—|Eottam Y
Left: 0.25m (3] Tap Centered S
) - iMiddle Centered —
Right: 0,25 cm {v} Eoktom Centered {v}

The effect is illustrated below.

| A
=

habetan Crrtens e e

PR2.3.1.9. Adjusting line spacing before and after bulleted or
numbered points
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To change line and paragraph spacing

Line spacing is the amount of space between lines of text or between
paragraphs. You may wish to adjust the line spacing to make text easier to
read, or to make text fit on a slide. Spacing can be adjusted in lines or
points.

Display the second slide within the presentation.

Select the text or paragraph(s) where you want to adjust the spacing. In this
case select the three lines as illustrated below.

PowerPoint

Select LINE SPACING from the FORMAT menu to display the LINE
SPACING dialog box.

L =]
Line Spacing
Line spacing

1 ¥ |Lines | v:

Before paragraph
1] = Lines v
Afker paragraph

1] el |Lines |

[ ok ][ Cancel ]

To adjust the line spacing, use the up and down arrows in the LINE
SPACING box to change the value.

To adjust the paragraph spacing, use the up and down arrows in the BEFORE
PARAGRAPH and AFTER PARAGRAPH boxes to adjust the value. Select
how you wish to adjust the spacing by choosing LINES or POINTS from the
drop-down list on the right-hand side of the adjustment box.

Select PREVIEW to see the effect the new spacing has on the text. Select
OK to accept the new spacing attributes.

Experiment for a while. Try applying a line spacing value of 2.

PR2.3.1.10. Changing between style of bullets or numbers in a list
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To remove bullets
e Display the third slide within the presentation.

e Select the bulleted text which you wish to remove the bullet formatting from,
as illustrated below.

Slide Shows

Bl our can display your presentation as a
slide show using transition and animation

JlIE asy to crate professional looking
presentations!

e Click the BULLETS icon on the FORMATTING toolbar to switch the bulleting
feature off. The bullets are removed from the text.

Slide Shows Slide Shows
. Ypur can disp_lay your presentation as a Your can display your presentation as a
slide show using transition and animation slide show using transition and animation
effects effects
+ Easy to crate professional looking Easy to crate professional looking
presentations! presentations!

ay ., o

To add bullets using the toolbars
¢ Reselect the text on slide three.
e Click on the BULLETS icon in the FORMATTING toolbar.

B —
B —

To select a different bullet type
e Re-select the text on slide three.
¢ Click on the FORMAT drop down menu and select the BULLETS AND

NUMBERING command, which will display the BULLETS AND NUMBERING
dialog box. Make sure the BULLETED tab is selected.
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- =

Bullets and Mumbering

Bulleted | Numbered

Mone || * || o

| 23 »
| 23
| 23 >

'

Color: | | [v] Cuskamize. .,

(o |
u
u
n
v
v
v
Size: 100 |2 % of text

[ ok ][ Cancel ]

e Select the required bullet and click on the OK button. Experiment with apply
different bullet types.

To apply numbering instead of bullet points
e Re-select the text on slide three.
e Click on the NUMBERING icon in the toolbar.

To select a different numbering format
¢ Re-select the text on slide three.

e Select BULLETS AND NUMBERING from the FORMAT menu to display the
BULLETS AND NUMBERING dialog box.
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¢ Make sure the NUMBERED tab is selected.

Bullets and Numbering

_ n I

Mane 2 |2 I

5 1) Il

A, a) a i

B a]] b ii

C ) C iii
Size: | 100 [ % of text Start at: |1 &

Colar: _[V]

[ Ok l [ Cancel ]

e Select the required number format and click on the OK button.
e Experiment!

PR2.3.1.11. Using the Undo or Redo commands

To use the Undo command

¢ On slide three, click once on the picture of the projector. Press the DELETE
key and the picture will be deleted. To undo this deletion, click on the UNDO
icon.

) -

To use the Redo command
e Click on the REDO icon, and observe the effect.

F'-r

e Save your changes.
o Close the presentation file.
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PR2.3.2. Pictures and Images

To select a picture

e Open a presentation called PICTURES - IMAGES.

o Display the second slide, which contains a number of pictures on it.
e Click on the picture of the flower to select it.

e Click on an empty part of the slide to de-select the picture.

To select multiple pictures

¢ Click on the flower picture to select it.

e Depress the SHIFT key (and keep it depressed).

Click on any two other pictures which you may also wish to select.

Release the SHIFT key and all the objects which you have clicked on will
remain selected, as illustrated below.

Selecting Images

& ™
oo @

e Click on an empty part of the slide to de-select the pictures.

To select all pictures within a slide

e Press CTRL+A. All the items, i.e. placeholders and pictures will be selected,
as illustrated below.

Selecting Images

¥

o

To 'cycle' round all pictures and select them one, by one

e Press the TAB key and each time you press the TAB key, you will cycle
round the objects within the slide (including the text boxes). Try this now.
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PR2.3.2.1. Inserting a picture into a slide

To insert Clipart
¢ Switch to the third slide within the presentation.
o Click on the INSERT CLIP ART icon, located in the DRAWING toolbar.

8]

The Insert Clip Art task pane will be displayed, as illustrated.

: Clip Art - x

Search For:

delete
Search in:
|Selected collections [v]

Results should be:
|.0.II media file types [v]

e Enter a word which describes the type of clipart which you are looking for, in
this case enter the word COMPUTER and then click on the SEARCH button.
The screen will change as illustrated.
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: Clip Art v x

Search For:

campukers

Searchin;

|Selected collections [v]
Resulks should be:
|.ﬁ.|| media file bypes [v]

[

o Click on the required clipart to insert it (select any picture).

PR2.3.2.2. Inserting an image into a slide

To import an image from a file
e Switch to the fourth slide within the presentation.

e Click on the INSERT drop down menu and select the PICTURE command.
From the submenu displayed select FROM FILE.

o Select the COMPUTER image file and click on the INSERT button. The
picture will be displayed within your slide.

e Save your changes and close the presentation.

PR2.3.3. Copying, Moving and Deleting

PR2.3.3.1. Copying text or pictures, images within the
presentation or between open presentations
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To copy text within a presentation from one slide to another
¢ Open a presentation called DUPLICATE MOVE DELETE O1.
e Select the title text on the first slide as illustrated below.

DUPLICATE MOVE
DELETE 01

www.cctglobal.com

e Click on the COPY icon on the STANDARD toolbar.

¢ Move to the last slide within the presentation (called Paste Here).
e Click on the PASTE icon on the STANDARD toolbar.

=)

e The slide will be as illustrated below.

Paste Here

{ DUPLICATEMOVE |
DELETE 01
’ L

To copy a graphic within a presentation from one slide to another

e Select the pie chart graphic at the bottom-right of the first slide, as illustrated
below.

4

DUPLICATE MOVE
DELETE 01

www.cctglobal. com
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e Click on the COPY icon on the STANDARD toolbar.

e Move to the last slide within the presentation (called Paste Here).

e Click on the PASTE icon on the STANDARD toolbar and the graphic will be
pasted into the slide.

=)

To copy text from one presentation to another
e Select the title text on the first slide as illustrated below.

"

DUPLICATE MOVE
DELETE 01

www.cctglobal.com

©

Click on the COPY icon on the STANDARD toolbar.

Open a second presentation file called DUPLICATE MOVE DELETE 02.
Move to the second slide within the second presentation.
Click on the PASTE icon on the STANDARD toolbar.

=)

To copy a graphic from one presentation to another
e Switch back to the first presentation (by clicking on its program icon in the
Windows Task Bar displayed along the bottom of your screen).

e Select the pie chart graphic at the bottom-right of the first slide, as illustrated
below.

DUPLICATE MOVE
DELETE 01

www.cctglobal com
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Click on the COPY icon on the STANDARD toolbar.

Switch back to the second presentation (by clicking on its program icon in the
Windows Task Bar displayed along the bottom of your screen).

Display the second slide with this second presentation (it should already be
displayed for you)

Click on the PASTE icon on the STANDARD toolbar and the graphic will be
pasted into the slide.

=)

PR2.3.3.2. Moving text or pictures, images within the presentation
or between open presentations

To move text within a presentation from one slide to another

e Switch back to the first presentation (by clicking on its program icon in the
Windows Task Bar displayed along the bottom of your screen).

e Select the web address text on the first slide as illustrated below.

DUPLICATE MOVE
DELETE 01

Click on the CUT icon on the STANDARD toolbar.
El

Move to the last slide within the first presentation (called Paste Here).

Click on the PASTE icon on the STANDARD toolbar. The cut text will be
displayed.

=)

To copy a graphic within a presentation from one slide to another

e Select the pie chart graphic at the bottom-right of the first slide, as illustrated
below.
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DUPLICATE MOVE
DELETE 01

www.cclglobal com

&

Click on the CUT icon on the STANDARD toolbar.
&

Move to the last slide within the presentation (called Paste Here).

Click on the PASTE icon on the STANDARD toolbar and the graphic will be
pasted into the slide.

=)

If you return to the first slide, you can verify that the cut graphic is no longer
displayed on the first slide.

To move text from one presentation to another

e Within the first presentation, display the slide with the title ‘CHARTS’ and
select the text as illustrated below.

manipulate

enhance!

Click on the CUT icon on the STANDARD toolbar.
El

Switch to the second presentation (by clicking on its program icon in the
Windows Task Bar displayed along the bottom of your screen).

Move to the third slide within the second presentation.

Click on the PASTE icon on the STANDARD toolbar. The pasted text will be
displayed within this slide.

=)
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e Switch back to the first presentation (by clicking on its program icon in the
Windows Task Bar displayed along the bottom of your screen).

e You can verify that the text you selected is no longer displayed within the
first presentation. It has been cut (i.e. moved) to the second presentation.

To move a graphic from one presentation to another
e Make sure that the first presentation is displayed.
¢ Display the slide containing a column chart.

e Select the chart as illustrated below.

A PowerPoint Chart

cs8¥s8BIES

e Click on the CUT icon on the STANDARD toolbar.
&

¢ Switch back to the second presentation (by clicking on its program icon in the
Windows Task Bar displayed along the bottom of your screen).

e Display the fourth slide with this presentation.

e Click on the PASTE icon on the STANDARD toolbar and the graphic will be
pasted into the slide.

=)

¢ Switch back to the first presentation (by clicking on its program icon in the
Windows Task Bar displayed along the bottom of your screen).

e You can verify that the bar chart you selected is no longer displayed within
the first presentation. It has been cut (i.e. moved) to the second
presentation.

e Save your changes and close the presentations.

PR2.3.3.3. Resizing graphics within a presentation

To resize an image, object or chart
¢ Open a presentation called RESIZE AND DELETE.
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Display the second slide.
Select the image on the slide by clicking on it once.

Move the mouse pointer to one corner of the selected item, until the mouse
pointer changes to a line at 45 degrees with an arrowhead at each end.

Depress the mouse button and drag to resize the image within the slide.
Release the mouse button.

Experiment with resizing the picture.

PR2.3.3.4. Deleting text or graphics in a slide

To delete selected text

Display the third slide.
Select the text within the slide and press the DELETE key.

To delete a picture

Click on the picture within the slide and then press the DELETE key.

Save your changes and close the presentation.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2007 www.cheltenhamcourseware.com



PAGE 62 - ECDL MODULE 6 (OFFICE 2003) - WORKBOOK

PR2.4. Charts and Drawn Objects

PR2.4.1. Using Charts

PR2.4.1.1. Inputting data to create or modify different kinds of
built-in charts in a slide

To create a column, bar or line chart

e Open a presentation called CHARTS O1.

o Click on the NEW SLIDE icon.

e Select the TITLE AND CHART AutoLayout, as illustrated.

Hhv

——Title and Chart
‘@ Microsoft PowerPoint - [CHARTS 01] E]%
(] Fle Edt View Insert Fomat Tools SideShow Window  Help Type 5 question for help  » x
N EE BRIV e A RRCRAN T Wi SCNEER & 8 MNCN |
; aridl S5 | B LD §|E|EE|=c A N == A o e side ||
slides ', X .} slide Layout ¥ x
1 ©| 8| A
= Apply slide layout:
Click to add title F
2
=]
Double click to add chart
™ J
= Title and Chart
- v
mew Click to add notes [l Show when inserting new slides
iogawv\Agtushapes' NN2OJOE A @@ d-F- A== @ @8
slide 2 of 2 Default Design L3

e Anicon is inserted into the slide, as illustrated.

@

Double click to add chart

e Double clicking on this icon will insert a Column Chart, using sample data, as
illustrated. You can modify the data as required.
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E Microsoft PowerPoint - [CHARTS 01]

==

i8] Rl Edit View Inset Format Tools Data  Chart  Window  Help

RN = RO TTE ME Wiy

- R =] S

CHARTS 01 - Datasheet

A B

(4

D

>

NN LT

Type a questionforhelp = - @ X

| % 2

E

1st Qtr 2nd Qtr __ 3rd Otr

4th Qtr

<

1_af|East 20,4 274 90 204
2_afl|West 306 38.6 346 316
3 afl|North 45.9 46.9 45 439
A
1

=1

ok to add title

[»

EH=w

1st Qtr

2nd atr

3rd Qtr

4th Qtr

Click to add nates

Slide 2 of 2

Default Design

Modify the data as illustrated, by adding an extra row of data.

A B C D E |~
1st Otr 2nd Qtr  [3rd Otr 4th Qtr
1 Afl|East 20,4 27.4 90 204 g
2 @l |West 30.6 38.6 34.6 31.6
3 afl|North 45.9 46.9 45 43.9 |
A >
< m | (2]
CHARTS 01 - Datasheet <)
A B C D E [~
1st Otr Znd Qtr | 3rd Otr 4th Qtr
1 Afl|East 204 274 90 204 =
2 @mll|West 30.6 38.6 3.6 316
3 _af|North 459 46.9 45 439
4 aA|South 30 20 10 40 &
< ] 111} ] [}]
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The chart will change to reflect the extra data.

Fodies ) swaes % |
! CHARTS 01 - Datasheet
ist (;:r 2nd ?)tr 3rd ((]:tr 4th QDlr = to add t|t|e
1_af|East 704 274 90 204 5
L || 2 am|west 306 38.6 34.6 316
== 3 llanrth 459 46.9 45 439
2 1_afl|South 30 20 10 10
<l I ™
80
70
60
OEast
%0 m West
40 m North
30 O South
20
10
1st Qtr 2nd Qtr 3Ird Qtr 4th Qtr

Click on an empty part of the slide to close all open dialog boxes.

By default a column chart will be created. Experiment with using other types
of charts types. First double click on the chart to select it and enable you to

edit it. You should see a chart drop down menu is added to the normal drop

down menus.

|Lg:| Microsoft PowerPoint - [CHARTS 01]

E'-El Eil= Edit Wiew Insert Format  Tools  Slide Show  wWindow  Help

||Q:| Microsoft PowerPoint - [CHARTS 01]
ﬂ;] File Edit Wiew Insert Format  Tools  Data window  Help

Click on the CHART drop down menu and select the CHART TYPE command.

Chart | Window  Help

| Chart Tvpe... |

Chart Options. ..

add Trendline. ..

3-D Yiew. ..

From the dialog box displayed, select the required chart type, such as
Column, Bar or Line.
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Chart Type Chart Type

Standard Types | Custom Types Standard Types | Custom Types
Chart bype: Chart sub-type: Chart bype: Chart sub-type:

MCDIumn - — —

E Bar

\ﬁ Line:

7 ] Pie P Pie

|12 Y (Scatter] | { [ I |z Y (Scakter) E % %

‘ Area I ‘ Area

e boughns w 8N O O py

@ Radar @ Radar

@ Surface @ Surface

®; Bubble v: ®3 Bubbls v:

Cpi Cpti

pHiens Clustered column with a 3-D visual effect, priens Clustered Bar, Compares values across
cateqaries,
[ pefault Formatting [ pefaulk Formatting
[ Press and Hold to Wiew Sample ] [ Press and Hold to Wiew Sample ]
Set as defaulk chart Set as default chart

Chart Type

Chart type:
Iud Column

E Bar
\ﬁgLine

Standard Types | Custom Types

Chart sub-type:

@ Pie
L X¥ (Scatter)

‘ Area

[ Doughnut

iy Radar

Surface
@ Eubble
+

Options

[ pefault formatting

Sek as defaulk chart

Line with markers displayed at each data
walue,

[ Press and Hald to Yiew Sample ]

e Click on the OK button to confirm your chart type selection.

e Click on the CLOSE icon (top-right of the Datasheet window) to complete the

process.

o Experiment with using different chart types.

To create a Pie chart

e Click on the N

e Select the TITLE AND CHART AutoLayout and click on the OK button.

EW SLIDE icon.

Title and Chart
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@ Microsoft PowerPoint - [CHARTS 01] - m
() Fle  gdt view Insert Format  Took  SideShow  Window  Help Type aquestion for help
R NN NN N e A - NN W AR RRCRA e R RN E N L0 - e g

i arial = & u = Tz | A - | = Design ] lew Slide

I — r %
1 — | @D | A

s Apply slide layout:
Click to add title

Double click to add chart

<]

Click to add notes [¥]Shaw when inserting new slides

[E===
ion - [l sutoshapes= N N\ OO A G GE | O - A-===2 3]
Slide 3 of 3 Defaulk Design 1O

An icon is inserted into the slide.

Double clicking on this icon will insert a column chart, using sample data, as
illustrated. You can modify the data as required.

@ Microsoft PowerPoint - [CHARTS 01] o =
@ Fle Edit Wew Insert Format Tools Data  Chart  Window Help Type aquestion forhelp  + o & X
HIn ™ ROET = RN - : - - = = = |08 o i 2% »
/| cHARTS 01 - Datasheet

| A
| 1st Ot Znd Qtr 4th Qtr
1_ad|East 20,4 274 204 -~ T
et ves T Y T ok to add title
3 afl|North 45.9 46.9 43.9
A

<[ Im

1st Qtr 2nd Qtr 3rd Qtr 4th Qtr

Click to add notes

slide 3 of 3 Defaul Design Ox

By default a column chart will be created. You can modify the data as
required.

NOTE: When wishing to create a Pie chart you have to use only one data
series. In the data illustrated, we have three data series, i.e. EAST, WEST
and NORTH, as illustrated.
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"|'B CHARTS 01 - Datasheet
A B C D E |~
1st Otr 2nd Otr  |3rd Otr dth Otr

1_a|East 204 274 90 20.4 =

2 all|West 30.6 38.6 316 31.6
3_afll|North 459 16.9 45 43.9 .
A [".

<| m | (3]

In this case we shall use the EAST data series, in which case we need to de-
select the WEST and NORTH data series. To do this, double click on the icon
numbers to the left of WEST and NORTH, as illustrated below.

-

' B8 CHARTS 01 - Datasheet
A B C D E [~
1st Qtr 2nd Qtr |3rd Gtr  |4th Otr

1 Al East 204 274 90 204 =

2 West 30.6 38.6 346 31.6
3 North 45.9 416.9 45 43.9 |
[ [

< I | (]

Now only the EAST data series is selected.

Click on the CLOSE icon (top-right of the Datasheet window) to complete the
process. To convert the chart from a column chart to a pie chart, click on the
CHART drop down menu and select the CHART TYPE command. This will
display the CHART TYPE dialog box.

-~ -

Chart Type

Standard Types | Custom Tyvpes

Chart bype: Chart sub-type:
M Column \A
E Bar
|ﬁ Lire
» iFie

. WY (Scatter) =
L ¢ 9% <z
a Coughnuk |

@f Radar
@ Surface

®s Bubble [v]

opti . :
PHenE Pie. Displays the contribution of each walug|

ko a total.
[ ] Default Farmatting E

[ Press and Hold ko Wiew Sample ]

Set as default chark ] Ik ][ Cancel ]
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e Select the required chart type, in this case a PIE chart.
NOTE: You can use the CHART SUB-TYPE section of the dialog box to make
further modifications.

¢ Click on the OK button to finish the process. The Pie chart will be displayed,
as illustrated.

Click to add title

O1st Qtr
B 2nd Qtr|_
H 3rd Qtr
m4th Qtr

e Save your changes and close the presentation file.

PR2.4.1.2. Changing the background colour in the chart

To change the background colour of a chart
¢ Open a presentation called CHARTS 02.
¢ Display the column chart on SLIDE TWO.

¢ Double click over the chart area, so that the screen changes as illustrated
below (the data used to construct the chart is displayed, and if you look
carefully, you will see different icons displayed across the top of your
application).
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s3H¥EEBIRE

¢ Right click over an empty part of the chart background, and from the popup
menu displayed, select the FORMAT CHART AREA command. HINT: If you
cannot see this command on the popup menu, you are clicking on the wrong
area, make sure you clicking on an empty area.

||§' Format Chart Area%"
Chart Type. ..
Chart Options...
3D Wiew, ..

F| Datasheet

Clear

This will display the Format Chart Area dialog box.

~

=y

Format Chart Area ﬁ
Faonk |
Border Area
() subornatic ) Aukomatic
(%) None @' Mone
{:}Custnm EEEEEEEN
5t | A EEEEEEN
a1 R R R R BB
Colr NOONEEND
3 7
e JJEEEEEELE
[ ] shadow [NEEEEN]
B HEIEEER
Sample [ Fill EFfects... ]
OF ] [ Cancel
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e Select the required colour and then click on the OK button. An example is
illustrated below. Experiment! Remember that when you click outside the
chart area all dialog boxes will be closed. To re-edit the chart you need to
double click on it.

|@ Microsoft PowerPoint - [CHARTS 02] E
Q;] File Edit Wew Insert Format Tools Data  Chart  Window  Help Type a question for help
RN = REN N P - Chart drea - o | g [ 2 arl 2o oJ[Blr p == =] o 50
1 A B C D E
st Otr 2nd Otr |3rd Otr _ |4th Otr
1 _af|East 204 274 90 204
2_afl|West 30.6 38.6 34.6 31.6 DI U| I In Chart
3 _afl|North 45.9 46.9 45 43.9
4
3 | )
13 [EETTREr - (] L P
/ % -
80
il
70
3 Barciart
60
L] 40 |
4 Lhe Chart 30
=) 20
= = Series "North Paink "sth Qtr"
10 Value: 43.9
5 Pl Clart 0
1st Qtr 2nd Qtr 3rd Qtr 4th Qtr
[P —— | “n u n
B i
[ __aall|

PR2.4.1.3. Changing the column, bar, line or pie slice colours in
the chart

To change the colour of a chart column, bar or line
e If necessary double click on the column chart so that you can edit it.

¢ Double click on one of the columns and you will see a dialog box, like the one
illustrated.
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P

Format Data Series

Shape Data Labels | Options

Border Area
%) Automatic (&) Automatic
i Mone () Mong
{3 Cuskom EEEEEEENR
Style: = .-.....-
— O EEEN
Color: | Automatic || i i I N
Weight: | ————— | |
7 ; HEEENEN

[ Fill Effects... |

Sample

[ ] Inwert if negative

[ (84 ]I Cancel ]

e Select the required colour and then click on the OK button to apply the colour
changes. Experiment with applying different colours to each set of columns.

¢ Use the same technique to change the lines, rows and pie slices of the other
charts within the presentation.

e Save your changes and close the presentation.

NOTE: In this case we changed the colour of a column. If you had wished to
change the colour of a slice within a pie chart, you would have had to select
the individual pie slice, prior to double clicking to display the Format dialog
box.

PR2.4.1.4. Changing the chart type

To change the type of chart displayed

e Open a presentation called CHARTS 03.

e This presentation contains a number of different chart types. Display the slide
containing the chart which you wish to modify. Double click over the chart
area, so that the screen changes and the chart editing icons are displayed in
the toolbar.

e Click on the CHART drop down menu and select the CHART TYPE command.
This will display a dialog box.
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Chart Type

Standard Types | Custom Types

i Pie
2 Croughrut _ . III

Chart bype: Chart sub-type:
M;E:::Iumn |~

E Bar

|ﬁ Lire

. WY (Scatter)

‘ Area

@r Radar

@ Surface

@ Bubble y:

Opkions

Clustered column with a 3-D visual effect,
[ ] apply to selection

[ ] Defaulk Formatting

[ Press and Hold ko Wiew Sample ]

[ Sef as default chark ] [ (0l ][ Cancel ]

e Select the required chart type, and then click on the OK button.

e Experiment with changing charts from one type to another (also change the
title text to correctly name the new chart types which you use).

e Save your changes and close the presentation file.

PR2.4.2.  Organization Charts

PR2.4.2.1. Creating an organisation chart with a labelled hierarchy

To create a slide containing an organizational chart
e Open a presentation called ORGANISATIONAL CHART.

e Click on the NEW SLIDE icon and select the ‘TITLE AND DIAGRAM OR
ORGANISATIONAL CHART’ AutoLayout.

HINT: You will have to scroll down to see this option.

[

A new slide is inserted as below.
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Organisational Charts

e,

Double click to add diagram or organization
| chart |

e Double click on the icon within the new slide called ‘DOUBLE CLICK TO ADD
DIAGRAM OR ORGANISATION CHART’. The DIAGRAM GALLERY will be
displayed.

Diagram Gallery

Select a diagram tvpe:

e
A& O

Organization Chark
Ilsed to shove hierarchical relationships

[ (0] 4 ] [ Cancel

e Make sure that the ORGANISATION CHART option is selected

ahe

and then click on the OK button. This will insert an organisation chart, as
illustrated.
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Organisational Charts

Click to add text

cetglobal com

Click to add text Click to add text Click to add text

Organization Charkt

< > Insert Shape - | Layout - | Select ~ | Fit Text -(:3 6E% -

To enter information into an organization chart box

¢ Enter the data into the boxes, overtyping the existing text (i.e. Click to add
text). In this case enter the following data.

| & 1

Diave ] Laou [ Sheila

PR2.4.2.2. Changing the hierarchical structure of an organisation
chart

To move boxes within the chart
¢ You have an organisational chart that looks like this.

| . 1

l Dave ] Lou [ sheila J

e Click on the edge of the box which you wish to move, so that the box is
surrounded by 8 'handles' as illustrated. In this case click on the edge of the
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DAVE box.

—
Dave

Depress the left mouse button and drag the Dave box, exactly over the Lou box. When

[
you release the mouse button you will see the following.

[ Lou | [ sheila |

Lo )

PR2.4.2.3. Adding or removing managers, co-workers or
subordinates in an organisation chart

To add chart boxes
Select the box which you wish to manipulate, in this example we have

selected the SHEILA box.

| o

[ Lou »  Sheila

et Cave

Right click on the selected box and you will see a popup menu, as illustrated.

L

= e,

|
i |
iy

C— |

Select the required item such as subordinate, co-worker or assistant. In this
case select subordinate and you will see the following. If you wish you can

add a name to this new box.
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1 Py

[ Lou ] Sheila

cm[ Dave ][Clickmaddtem

To remove chart boxes

e Click on the box you want to remove to select it. Press the DELETE key. In
this case select the DAVE box and delete it.

| 1 C 1

| Lc;u | [ sheia | Lou [ sheia |

|
ccn{ Dave ] [C”Ck 1o add tE}d] - cetglobal som Click to add text

e Save your changes and close the presentation file.

PR2.4.3. Drawn Objects

PR2.4.3.1. Adding different types of drawn object to a slide

To display the drawing toolbar

e If the drawing toolbar is not already displayed, right click on any toolbar and
from the popup menu displayed select DRAWING.

: Dpaw — | dutoshapes > > w 10 A ol o (8] 3] [ - - A-= === @ j!

To draw a line
e Open a presentation called DRAWN OBJECTS.
e Display the slide titled 'ADD A LINE'.

e Select the LINE icon from the DRAWING toolbar. The mouse pointer
changes into a cross-hair pointer when moved over the slide.

hS

e Click at the location where you want the line to begin and drag. Release the
mouse button when you want the line to end. A line appears between the
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beginning and end point.

TIP: To draw a line which is perfectly horizontal or vertical, depress the
SHIFT key while dragging.

To add a free drawn line
Display the slide titled 'ADD A FREE DRAWN LINE'.

Click on the AUTOSHAPES button within the Drawing toolbar and from the
popup menu displayed select LINES.

From the submenu, select the SCRIBBLE icon.

T lines N

|S"5T Conneckars |—| NN A

@ Basic Shapes 3 5 6

% Block Arrows 3 M
?,ﬂ Elowwchart 3

% Stars and Banners P ——
Eﬁ Callouts 3

:_'3|°| Action Buttons ]

Ef' More AutoShapes, ..

putoshapes = | > w [ O 5 4l £% [E] |

e Click at the location where you want the line to begin and start moving the
mouse. Release the mouse button when you want the line to end.

To insert a line with an arrow on it
Display the slide titled '"ADD AN ARROWED LINE".

¢ Click on the AUTOSHAPES button within the Drawing toolbar and from the
popup menu displayed select LINES.

¢ From the submenu, select the ARROW icon.

Conneckors

Basic Shapes
Block, Arrows
Elowchart

Stars and Banners
Callouts

Action Butkons

AT N A

Mare Autoshapes. ..

||autshapes |~ [ O 25 o] Ea=
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Click at the location where you want the line to begin and start moving the
mouse. Release the mouse button when you want the line to end.

insert an arrow shape

Display the slide titled 'INSERT AN ARROW SHAPE'.

Click on the AUTOSHAPES button within the Drawing toolbar.
Click on the BLOCK ARROWS command.

From the submenu, select the required arrow type.

;‘3 Lines 3

:ﬂ Conneckors 3

@ Basic Shapes 3

|% Block Arraws N | ...........

Ta  Flowchart 3 E:> <::I ﬁ {L

- A T

%; Stars and Banners » ﬁﬁi'g_l'ﬂ]t_ﬁ%\'_‘ T

%,h Callouts 3 @ @ W

_’H Action Butkons 3 III:{> Z:> B r
EE = ffl More AutoShapes... EXd Iﬁ g
ED[aw*| AutoShapes = | ™, ™ [ ] 2 ':I} I:::| {:} 7 |

Clida 2 ~F 2 I

Click at the location where you want the arrow to begin and start moving the
mouse. Release the mouse button when you want the arrow to end.

To

insert a rectangle
Display the slide titled 'INSERT A RECTANGLE".
Click on the RECTANGLE icon within the Drawing toolbar.

]

Move the mouse pointer over the slide area and click at the position where
you wish to start drawing the rectangle. Move the mouse pointer diagonally
across the screen.

Release the mouse pointer when you have finished.

To

insert a square
Display the slide titled '"INSERT A SQUARE'.
Click on the RECTANGLE icon within the Drawing toolbar.

]

Depress the SHIFT key (and keep it depressed).

Move the mouse pointer over the slide area and click at the position where
you wish to start drawing the square.
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Move the mouse pointer diagonally across the screen.
Release the mouse pointer when you have finished.
Release the SHIFT key.

insert an oval
Display the slide titled '"INSERT AN OVAL'.
Click on the OVAL icon within the Drawing toolbar.

O

Move the mouse pointer over the slide area and click at the position where
you wish to start drawing the oval.

Move the mouse pointer diagonally across the screen.
Release the mouse pointer when you have finished.

insert an circle
Display the slide titled "INSERT A CIRCLE".
Click on the OVAL icon within the Drawing toolbar.

O

Depress the SHIFT key (and keep it depressed).

Move the mouse pointer over the slide area and click at the position where
you wish to start drawing the circle.

Move the mouse pointer diagonally across the screen.
Release the mouse pointer when you have finished.
Release the SHIFT key.

insert a Text Box
Display the slide titled "INSERT A TEXT BOX'.

You can insert a new text box using the TEXT BOX icon. This icon is
contained on the DRAWING toolbar.

Once you have clicked on this icon, click within the body of the slide. A text
box will be inserted as illustrated.

kS
ot

O R

¥
N
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e You may start to enter text within this text box, as illustrated.

s

5 -
5 CCTGLOBAL.COM &

IfV///////////////////////D’///////////////////////ﬁ

PR2.4.3.2. Changing drawn object background colour, line colour,
line weight or line style

To change an objects background colour, line colour, line weight and line type
o Display the slide titled 'BACKGROUND COLOR"'.

e Click on the smiling face object to select it.

¢ Double click on the object to display a dialog box, similar to the one

illustrated.
Format AutoShape
Size Pasition wieh

Color: [ |_v:
Transparency: £ | >: 0% e

Line
Colar: ] _v- Shyle: 7-\#.
Dashed: _v Weight: 0.75 pt L]
Conneckor:

Arrows
Beqgin skyle: End style:
Beqgin size: End size:
[] mefault For new ohiecks

[ O ] [ Cancel ]

¢ Make sure that the COLORS AND LINES tab is selected.

e To change the background colour, click on the down arrow to the right of the
COLOR option within the FILL section. Select a colour as required.
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-

Format AutoShape
Colors andLines | Sge | Fostion | b
Fill
Color: |
Transparency: Mo Fill 0% {t}
Line | Aukamatic |

O S S| —

Dashed: — Tl EEEEE pt EA}

HEiEEENEN
Canneckor: [ | ]

Arrows
Beaqin skvle:
Mare Colors, .,
Begin size: Fill Effects...
[] pefault For new of Background
[ ok ] [ Cancel ] Preview

To change the line colour, click on the down arrow to the right of the COLOR
option within the LINE section. Select a colour as required.

-

Format AutoShape

Colars and Lines | Size || Pu:usitionl W'eh |

Fill

Colar: || |t]

Transparency: [ilﬂ' [ll 0 % %
Line
Colar: I . Style: —.
Dashed: Mo Line : 0.75 pt
Connectaor: | | | Automaktic ‘
v ST

Beginstyie: | HNENENEN
EEEEEEEN
Beginsize: | I 1 [ 0 O W
DDeEauItFDr EEEEEESE

More Colors... Cancel Presiew

Patterned Lines. ..

T

To change the line weight, click on the up or down arrow to the right of the
WEIGHT option within the LINE section. Select a line weight as required.
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Line
Color: B | e — v
Dashed: e | Weight: 0.75 pt e

Connector:

e To change the line style, click on the down arrow to the right of the STYLE
option within the LINE section. Select a line style as required.

Format AutoShape
Colors and Lines Size Position Weh
Fill
Color: [ | v
Transparency: < . }: 0% 5
Line
Calor: T I — v
Diashed: P e o Y4 pt
— 14 ok
Conneckor: Fapr ———|
1pt
Arrows 114 pk
} 214 pt
Beqin skyle: End skwle: 3pt
Eeqin size: End size: 4l pt
Gpt I
] pefault for new objects 3pt
415 pt
ok || cag Rt
& pt

¢ When you have made your sections, click on the OK button.

PR2.4.3.3. Changing arrow start style or arrow finish style

To change the arrow start and end styles

Display the slide titled ‘ARROW STYLES'.

Select the arrow.

Double click on the arrow to display the FORMAT AUTOSHAPE dialog box.
If necessary select the COLORS AND LINES tab within the dialog box.

To change the arrow start style, click on down arrow to the right of the
BEGIN STYLE section of the dialog box, and select the required style.
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Arrows
Beqgin stvle: — End skwle: - ™
Beqgin size: — .q_ + End size: i .v.

[ pefault fo - - 00—

e To change the arrow end style, click on down arrow to the right of the END
STYLE section of the dialog box, and select the required style.

Arrows
Beqgin skyle: — v End style: —
Begin size: End size: e | |
] pefault for new objects *. _‘ -8

e When you have selected your modifications, click on the OK button the close
the dialog box and apply the changes.

PR2.4.3.4. Applying a shadow to a drawn object

To add a shadow effect to an AutoShape

e Display the slide titled 'SHADOW EFFECT".

e Select the AutoShape to which you wish to apply a shadow effect.
e Click on the SHADOW icon (displayed within the Drawing toolbar).

L}

A popup menu will be displayed, from which you can select the required type
of shadow effect.

e Click on the required shadow effect and the shadow will be applied, as
illustrated.
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PR2.4.3.5. Rotating or flipping a drawn object

To rotate an object
e Display the slide titled 'ROTATE OR FLIP".

e Select the smiling face to the left which we will rotate. You will see a small
line with a green spot at the end of it, as illustrated.

To flip an object

e Select the smiling face to the right which we will flip.

e Click on the DRAW button (on the Drawing toolbar) and from the popup
menu displayed select the ROTATE OR FLIP command, which will display a
popup submenu, from which you can select the desired command, such as
FLIP HORIZONTAL or FLIP VERTICAL. Experiment.

COrder 3

Rotake of FlIE v | ..................
@,‘- Free Rotate
Change AutoShape 3

A7 Rotate Left 90°

| Set Autoshape Defaults “h Rotate Right 90°
[E ¥

E L FlipH kal
: | Draw = -| AutoShapes » ™ A} Flip Horizont
= Flip Yertical
Slide 2 of 2
m |5 workbook_ward_vers. .. B ecd) v
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PR2.4.3.6. Aligning a drawn object to the left, centre, right, top or
bottom of a slide

To align objects (relative to the slide) using the Draw menu

Display the slide titled "ALIGN OBJECTS'.
Select the three smiling face objects, by depressing the SHIFT key and
clicking on all three objects.

Click the DRAW icon on the DRAWING toolbar to display the DRAW menu,
and select the Relative to Slide command.

_- ---------------------
I=8 align Le
Order 3 a Align Center
align or Distribute » | Sl Align Rigt
Rotate or Flig y | O Align Top
Change AutoShape p | T N RddE
Set AutoShape Defaults =3 ~lian Bottor
[ 3
iloraw "l Lz || AutoShapes = ™. "
Slide 1of 1

Click the DRAW icon on the DRAWING toolbar to display the DRAW menu.
Select ALIGN OR DISTRIBUTE to display the alignment submenu.

Experiment with using these alignment options. Remember you can always
use the UNDO icon if things go wrong!

PR2.4.3.7. Resizing a drawn object or chart within a presentation

To

resize a drawn object or chart
Display the slide titled 'RESIZING ITEMS'.
Select the smiling face object by clicking on it once.

Move the mouse pointer to one corner of the selected item, until the mouse
pointer changes to a line at 45 degrees with an arrowhead at each end.

Depress the mouse button and drag to resize the image within the slide.
Release the mouse button.

Use the same procedure to resize the chart on this slide.

PR2.4.3.8. Bringing an object to the front or back
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To bring objects forwards or send them backwards

Display the slide titled 'FRONT OR BACK:'. This slide contains a picture of a
computer, which is in front of a smiling face object. In this exercise we want
the computer to be displayed behind the smiling face.

Select the object you wish to move backwards (i.e. the computer picture).
Right click to display a popup menu, as illustrated.

Cut
=3 Copy
[F4] Paste

Save as Picture...

< Edit Paints

Grouping 3

Crder [ |[e
| |

Bring ko Front
Set autoshape Defaulks
L N
ot | Cuskam Animation. .
S - Bring Forward

-4
24 sendtoBack
h

Action Setkings... d

Ha

Send Backward

% Format Autoshape. ..
S

Hypetlink. ..

Select ORDER to display the ORDER submenu.
Select SEND BACKWARD. The screen will now be as illustrated.

Save your changes and close the presentation.

PR2.4.4. Copying, Moving and Deleting
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PR2.4.4.1. Copying a chart or drawn object within the
presentation or between open presentations

To copy a chart (or drawn object) within a presentation

e Open a presentation called CHARTS AND OBJECTS 0O1.

e Display the third slide containing a drawn object (a smiling face).

e Click once on the drawn object to select it.

e Click on the EDIT drop down menu and select the COPY command.
e Display the last slide within the presentation.

e Click on the EDIT drop down menu and select the PASTE command.

e Try repeating this procedure to copy the chart on slide 4, to the last slide in
the presentation.

To copy a chart (or drawn object) from a slide in one presentation to a slide
within a second presentation

e Display the third slide containing a drawn object (a smiling face).

e Click once on the drawn object to select it.

e Click on the EDIT drop down menu and select the COPY command.

e Open the second PowerPoint presentation to which you wish to copy the
selected drawn object, called CHARTS AND OBJECTS 02.

e Display the last slide within the second presentation.
e Click on the EDIT drop down menu and select the PASTE command.

e Try repeating this procedure to copy the chart on slide 4 (in the first
presentation), to the last slide in the second presentation.

e Save your changes and close both the presentations.

PR2.4.4.2. Moving a chart or drawn object within the presentation
or between open presentations

To move a chart (or drawn object) within a presentation

e Open a presentation called MOVING O1.

e Display the slide containing the drawn object (a smiling face).

e Click once on the drawn object to select it.

e Click on the EDIT drop down menu and select the CUT command.

e Display the last slide within the presentation.

e Click on the EDIT drop down menu and select the PASTE command.

e Use the same technique to move the chart within the presentation to the last
slide in the presentation.

¢ Use the Undo command to reverse both moves.
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To move a chart (or drawn object) from a slide in one presentation to a slide
within a second presentation

Display the slide containing the drawn object (a smiling face).

Click once on the drawn object to select it.

Click on the EDIT drop down menu and select the CUT command.
Open a second PowerPoint presentation called MOVING 02.

Display the last slide within the second presentation.

Click on the EDIT drop down menu and select the PASTE command.

Use the same technique to move the chart within the first presentation to the
last slide in the second presentation.

Save your changes and close the presentations.

PR2.4.4.3. Deleting a chart or drawn object

To

delete a chart (or drawn object)

Open a presentation called DELETING.

Display the second slide.

Click once on the chart or drawn object to select it and then press the DEL
key.

Save your changes and close the presentation.
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PR2.5. Slide Show Effects

PR2.5.1. Preset Animation

PR2.5.1.1. Adding and changing preset text or image animation
effects to slides

To add a preset animation effect
e Open a presentation called ANIMATION.

e Click on the SLIDE SHOW drop down menu and select the ANIMATION
SCHEMES command. This will display the SLIDE DESIGN task pane.

¢ Click on the required animation type, such as FADED WIPE. To see the
effect of your animations, display the first slide within the presentation and

then click on the SLIDE SHOW icon at the bottom-left of the screen. You
may have to press the mouse button to advance each effect.

== « |

e Experiment for a while and apply other animations!

PR2.5.2. Transitions

PR2.5.2.1. Adding and changing transition effects between slides

To add transitions to a slide show

e Click on the SLIDE SHOW drop down menu and select the SLIDE
TRANSITION command. This will display the SLIDE TRANSITION task
pane to the right of your screen, as illustrated.
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[ Microsoft PowerPaint - [ANIMATION] BEx
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> T Slide Show
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AutoPreview
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e Select the transition you require from the task pane. You will see a preview
displayed within the active slide. Select how fast you want the transition to
take place by selecting SLOW, MEDIUM, or FAST. By default the

modification you make this way will only apply to the active slide displayed in
Normal View.

Modify transition

Speed: (Slow

e To change the transition of all slides within the presentation, click on APPLY
TO ALL SLIDES.

apply to All Slides

|I Play ‘ ‘E Slide Shaw |

e Experiment with applying transition effects. To see the effect of your
animations, display the first slide within the presentation and then click on
the SLIDE SHOW icon at the bottom-left of the screen. You may have to
press the mouse button to advance each effect.

e Save your changes and close the presentation.
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PR2.6. Prepare Output

PR2.6.1. Preparation

PR2.6.1.1. Selecting appropriate output format for slide
presentation

To set the slide format

Open a presentation called PREPARATION O1.

From the FILE menu, select PAGE SETUP to display the PAGE SETUP dialog
box.

-

Page Setup
Slides sized for: e Cirientation
ion-screen Show il Slides
width: ) Portrait
25.4 5 om (%) Landscape
Height: EoRiE Maotes, handouts & outline
19.05 2
= o %) Portrait
Mumber slides From: i ik ing

S

Click on the down arrow on the SLIDES SI1ZED FOR box and make sure the
ON-SCREEN SHOW option is selected.

Page Setup

Ax]

Slides sized for;

On-screen Show

On-screen Show

Letter Paper (5.5x11 in)
Ledger Paper (11x17in)

83 Paper (297x420 mm)

A4 Paper (210x297 mm})

B4 (1507 Paper (250x353 mm)
BS (150 Paper {176x250 mm) | ¥

1 =

Orienkakion

Slides

Motes, handouks & outline

%) Partrait

) Landscape

{:} Porkraik
(%) Landscape

Click on the OK button.

PR2.6.1.2. Spell-checking a presentation
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To use the Spelling Checker

o Click on the SPELLING icon on the STANDARD toolbar. PowerPoint begins
checking the spelling. If PowerPoint comes across a word it does not
recognise, the SPELLING dialog box appears.

Spelling

-~

Mot in Dictionary: | PPreparation
Change Lo Preparation [ Ignore l [ Igniore Al ]
Suggestions: Preparation
Preparations [ Change ] [ Change All ]
[ Add ] [ Suggest ]
Add words o CUSTOM.DIC v [ AutoCorrect ] [ Close ]

¢ When you have finished checking the presentation, PowerPoint displays a
message telling you it has finished. To exit the spelling checker, select
CLOSE.

PR2.6.1.3. Adding notes (for the presenter) to slides

To add notes to a slide presentation

e Make sure that you are viewing your presentation in Normal View. If
necessary, click on the NORMAL VIEW icon at the bottom, left of your
screen. You will see a section, illustrated below, which allows you to “CLICK
TO ADD NOTES”. Simply click here and start typing, anything will do!

L e L T R P

* _
F. huitering] Sl

frerttrrmrrrann)
P ——
—r i

%ﬁ NOTE: These slides conta
wrongly spelt words as pa
of the exercise!

Click to add notes Type Here
==
EDLaW'lﬂutDShapes'\ w O A -ﬁvE%EﬂJﬁ
Slide 1 of 4 Capsules

PR2.6.1.4. Changing slide setup, slide orientation and paper size
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To set slide orientation and page size

e Click on the FILE drop down menu and select the PAGE SETUP command to
display the Page Setup dialog box.

Page Setup

-

Slides sized for: Cirientation
ion-screen Show ™ Slides
ridh: O Bortrait
254 5 (%) Landscape
Height: EoRiE Maotes, handouts & outline
e
19.05 &g cm Ly (%) Partrait
Mumber slides From: A
= ) Landscape
1 .v.

e In the ORIENTATION section, select LANDSCAPE orientation within the
SLIDES section.

o Select OK to accept the slide setup. The slide will change as illustrated.

PPreparation PPreparation

www.cctglobal.com

MOTE: Thuss slides contain MOTE: These slides contain wrongly
Wlm'g!L);:lll:i'::p'“ s pan spelt words as part of the exercise!

of

e Save your changes and close the presentation.

PR2.6.1.5. Copying or moving slides within a presentation or
between open presentations

To move a slide within a presentation

¢ Open a presentation called MANIPULATING SLIDES 0O1.

Display the presentation in SLIDE SORTER view.

Select the slide which you wish to move (in this case the slide for the UK).

Depress the mouse button and drag the selected slide to the location
(between two slides) to which you wish to move the selected slide. When you
release the mouse button the slide will moved.

Experiment using this technique, but leave the title slide at the start of the
presentation.
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To

copy aslide within a presentation
If necessary, display the presentation in SLIDE SORTER view.

Select the slide which you wish to move (in this case the slide for the
FRANCE).

Depress the CTRL key (and keep it depressed).

Depress the mouse button and drag the selected slide to the location
(between two slides) to which you wish to copy the selected slide.

When you release the mouse button the slide will be copied to the required
location.

Experiment using this technique.

move a slide from one presentation to another presentation
If necessary, display the presentation in SLIDE SORTER view.

Select the slide which you wish to move to a second presentation (in this
case the slide for the ITALY).

Click on the EDIT drop down menu and select the CUT command.

Open the second PowerPoint presentation called MANIPULATING SLIDES
02.

Display the second presentation in SLIDE SORTER view.
Click between the two slides to which you wish to move the original slide.

Click on the EDIT drop down menu and select the PASTE command. The
slide will be displayed within the second presentation.

copy aslide from one presentation to another presentation

Switch back to the first presentation.

If necessary, display the presentation in SLIDE SORTER view.
Select the slide which you wish to copy (in this case the UK slide).
Click on the EDIT drop down menu and select the COPY command.

Switch to the second PowerPoint presentation to which you wish to copy the
slide.

If necessary, display the second presentation in SLIDE SORTER view.
Click between the two slides to which you wish to copy the original slide.

Click on the EDIT drop down menu and select the PASTE command. The
slide will be displayed within the second presentation.

PR2.6.1.6. Deleting a slide or slides

To

delete a slide using the drop down menus

Switch back to the first presentation.

Display the slide which you wish to delete (in this case the USA slide).

Click on the EDIT drop down menu and select the DELETE SLIDE command.
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To

delete multiple slides (in one action)

Display your presentation within SLIDE SORTER view.

Click on the first slide which you wish to select (in this case the UK slide).
Depress the CTRL key (and keep it depressed).

Click on the other slides which you wish to select for deletion (in this case a
FRANCE slide).

Release the CTRL key and press the DEL key.

Save your changes and close the presentations.

PR2.6.2. Printing

PR2.6.2.1. Printing Options

To

print your entire presentation
Open a presentation called PRINTING.

Click on the PRINT icon, displayed within the Standard Toolbar. Assuming
that you are connected to a printer, the entire presentation will print out.

=]

To

print just the current slide

Display the slide which you wish to print (in this case display the second
slide).

Click on the FILE drop down menu and select the PRINT command. In the
PRINT RANGE section of the dialog box, select the CURRENT SLIDE
button. Make other selections as required and then click on the OK button.

Prink range

& al ) Current: slide

(1 5lides:

Enter slide numbers and/'or slide ranges. For example,
1,3,5-12

To

print particular slides

Click on the FILE drop down menu and select the PRINT command. In the
PRINT RANGE section of the dialog box, select the SLIDES option.
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Prink range

Call Cicurrent slide () Selection
@slides: | 1,4

Enter slide numbers and/or slide ranges. For example,
1,3,5-12

In the example shown we have decided to print slide 1 and slide 4. Try this!

To print multiple copies

e Click on the FILE drop down menu and select the PRINT command. In the
COPIES section of the dialog box, use the up and down arrows to set the
required number of copies. In the example shown, we have set 5 copies to be
printed. Don't actually do this now as it is a waste of paper!

Copies
Mumber of copies:

1 ¥

Dk

Collate

To print a presentation to afile

e Click on the FILE drop down menu and select the PRINT command. In the
PRINTER section of the dialog box, click on the PRINT TO FILE check box.

[“1Print bo fie

You will need to specify a file name and file location. Try this now using the
file name PRINT2FILE, and save the file in the MY DOCUMENTS folder.

To print Handouts

e Click on the FILE drop down menu and select the PRINT command. A dialog
box is displayed.

Click on the down arrow to the right of the PRINT WHAT section of the
dialog box.

Select HANDOUTS from the drop down menu displayed.

Print what;

Slides
Slides
Handouts

Motes Pages
Cutling Yiew

Select the number of SLIDES PER PAGE, (select 6 in this case) and whether
you wish them displayed HORIZONTALLY or VERTICALLY.
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e You can also, optionally, select the SCALE TO FIT PAPER box.

¢ You may wish to enter a number in the NUMBER OF COPIES section of the
dialog box, so that you can print multiple copies. Click on the OK button to
start printing. Experiment.

To print Notes or a Presentation Outline

e Click on the FILE drop down menu and select the PRINT command. A dialog
box is displayed.

Click on the down arrow to the right of the PRINT WHAT section of the
dialog box.

Select NOTES PAGES or OUTLINE VIEW from the drop down menu
displayed.

Print what:

Slides
Slides
Handouts

Mokes Pages
Cutling Wiew

You can also, optionally, select the SCALE TO FIT PAPER box.

You may wish to enter a number in the NUMBER OF COPIES section of the
dialog box, so that you can print multiple copies. Click on the OK button to
start printing. Experiment.

Save any changes you have made and close the presentation.

PR2.6.3. Delivering a Presentation

PR2.6.3.1. Hiding or showing slides

To hide slides in a slide show

e Open a presentation called SLIDE SHOW.

e Select the slide(s) you wish to hide (in this case display the COW slide).

e Select HIDE SLIDE from the SLIDE SHOW menu. This slide will now be
hidden during a slide show.

o Switch to SLIDE SORTER view and you will see an icon appears below the

slide, which contains the slide number with a line through it, to indicate that
it is hidden.
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Cow

=

Switch back to Normal view.

Display the first slide within the presentation.

Click on the Slide Show icon (bottom-left of the screen) and run the slide
show. You should find that the hidden slide is not displayed. Remember that
you may need to keep pressing the mouse button to advance the slide show.
During a slide show, if you wish to display a hidden slide simply press the H
key on the preceding slide. Try re-running the slide show and this time
display the hidden slide.

PR2.6.3.2. Starting a slide show or start a slide show on any slide

To

start a slide show (from the beginning)

Click on the SLIDE SHOW drop down menu and select the VIEW SHOW
command

OR press the F5 key. Try this now.

To

start a slide show on a specific slide

Display on screen the slide with which you wish to start the presentation (i.e.
in Normal Mode or Slide View Mode). Click the SLIDE SHOW icon to start the
presentation. Experiment.
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To display the slide show shortcuts

When the slide show is

running press the F1 key to display a list of shortcuts.

Slide Show Help

ﬁ

During the slide show:

'W', left click, space, right or down
arrow, enter, or page down

'P', backspace, left or up arrow, or
page up
Mumber Followed by Enker

Advance to the next slide
Return to the previous slide

Go to that slide

‘B or ' Blacks/Unblacks the screen

W' or ', whites/Unwhites the screen
‘Bor'=' Show/Hide the arrow pointer
'S'ar '+ Stop/Restart aukomatic show
Esc, Ctrl+Break, or '-' End slide show

E Erase drawing on screen

H Go to hidden slide

T Rehearse - Use new time

0 Rehearse - Use ariginal time
i) Rehearse - Advance on mouse dick
Hold both buttons down For 2 secs,  Return ko first slide

Chrl+P —hange pointer ko pen

Chrl+a Change pointer ko arrow
Ctrl+E Change pointer ko eraser
Ckrl+H Hide pointer and button
Chrl+0 Autornatically showfhide arrow
Right: mouse click Popup menufPrevious slide
Chrl+5 all Slides dialog

Chrl+T ‘Wiew task bar

Zkrl+r Show/Hide ink markup

To move to the next slide

¢ USE ANY OF THE FOLLOWING OPTIONS:
Left Mouse Click
N
Space Bar
Right Arrow
Down Arrow
Enter
Page Down
Right Click - Select from Popup Menu
To move to a previous slide
¢ USE ANY OF THE FOLLOWING OPTIONS:

Backspace

P

Left Arrow

Up Arrow

Page Up

Right Click - Select from Popup Menu
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To return to the first slide
e Press both mouse buttons for 2 Seconds.

To blank the screen to black
e Press B once to apply.
¢ Press B once more to remove.

To blank a screen to white
e Press W once to apply.
e Press W once more to remove.

To exit a screen show

e Use any of the following options:
ESC
CTRL+BREAK

The slide show "right click menu"

¢ Right clicking within the slide show will display the following popup menu,
allowing you to navigate through the presentation.

MNexk
Prewvious
Last Yiewed

Go to Slide 3
Custom Showe— k
Screen r
Painter Options »
Help

Pause

End Show
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